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Manage Absence

Payroll Coordinators

• Section 1: View Absence Records
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Upon the completion of the Manage Absence lesson, you will be able to:

Lesson Objective:

Objective

• View an Employee’s Absence Records Details
• Submit an Absence Request
• Manage Work Schedule Assignment
• Withdraw an Absence Request
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Manage Absence

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Absence

3

From the Person Management: 
Search page, key the Name or 
Employee Number of the 
Employee

4 Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Manage Absence

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Absence

7

Once the Panel Drawer 
opens, select the Absence 
Records link from the 
Absences section
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Manage Absence

8

From the Absence Records 
tab, the Coordinator can 
review an Employee’s 
Absence Records. From 
this page, the Coordinator 
would be able to view 
Existing Absences
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If you are not taken directly back to 
the Person Search page after 
selecting the Close button, a 
Warning Message may appear. If it 
does, select the Yes button to return 
to the Person Search page

Manage Absence

9

Once the Coordinator has 
completed reviewing the 
Absence Record details, 
he/she can select the 
Close button
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Manage Absence: Knowledge Check

A. True

B. False

To view Absence Records details, the Payroll Coordinator should select the Person Management tile 
from the Apps area. 

True or False?
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Manage Absence: Knowledge Check

A. True

B. False

The correct answer is A. To view Absence Records details, the Payroll Coordinator should select the 
Person Management tile from the Apps area

To view Absence Records details, the Payroll Coordinator should select the Person Management tile 
from the Apps area. 

True or False?
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Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• View Absence Record for an Employee 
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Lesson 6: Manage Absence

Absence Coordinators

• Section 2: Submit an Absence Request
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Upon the completion of the Submit an Absence lesson, you will be able to:

Lesson Objective:

Objective

• Submit an Absence Request for an Employee
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Joey Jackson

Joey Jackson

Submit an Absence Request

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Submit an Absence Request

3

From the Person Management: 
Search page, key in the Name
or Employee Number of the 
Employee

4 Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Submit an Absence Request

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Submit an Absence Request

7

Once the Panel Drawer 
opens, select the Absence 
Records link from the 
Absences section
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Submit an Absence Request

From the Absence Records tab, 
the Coordinator can review an 
Employee’s Absence Records. 
From this page, the 
Coordinator would be able to 
view Existing Absences and 
Plan Participation along with 
corresponding Balances

8
Select the Add button from 
the Existing Absences 
section
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Submit an Absence Request

9

Select the Advanced 
Mode button from 
the Existing 
Absences section

Payroll Coordinators must select the Advance Mode button before 
entering leave for the employee. The leave request will not reflect on the 
Kronos timecard in Basic Mode.

Employees may have multiple 
jobs associated with their 
employment record. Select the 
appropriate Assignment to 
submit the leave request.
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Submit an Absence Request

10

Select the Add 
button from the 
Advanced Mode 
section

The Duration field will auto 
populate. Absence Coordinators 
have the option to change the 
absence duration.

Payroll Coordinators may enter a 
“Range of Dates’’ for the leave 
request.
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Submit an Absence Request

11
Key in the appropriate Start 
Date & End Date

The Duration field will auto populate. 
Absence Coordinators have the 
option to change the absence 
duration.

Users may receive an error message if the leave request is 

summited for a day that does not match their Kronos schedule. 

Ensure you are requesting leave for a scheduled workday.
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Submit an Absence Request

Select the 
Submit button

Select the Save button to 
save the Absence request 
and submit it at a later 
time

13
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Submit an Absence Request

Payroll Coordinators may receive an error message if the leave request was 
submitted in Basic Mode. If the Error message appears, select ok, and 
resubmit the request in Advance Mode.
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Submit an Absence Request

The status of the 
Absence request will 
display under the 
Existing Absences section
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Submit an Absence Request: Knowledge Check

A. True

B. False

The Absence Coordinator is required to key in the Duration for an Absence request. 

True or False?
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Submit an Absence Request: Knowledge Check

A. True

B. False

The Absence Coordinator is required to key in the Duration for an Absence request. 

True or False?

The correct answer is B. The Duration field will auto-populate after the Absence Coordinator selects 
the Date for an Absence request



27

Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• View an Employee’s Absence Record
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Lesson 6: Manage Absence

Absence Coordinators

• Section 3: Work Schedule Assignment
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Upon the completion of the Manage Work Schedule Assignment, you will be able to:

Lesson Objective:

Objective

• Manage Work Schedule Assignment for Employee



30

Manage Work Schedule Assignment

In some instances, employees may receive the error message below when attempting to submit an 
absence request. The Manage Work Schedule Assignment lesson will provide Payroll Coordinators the 
steps to Submit a Work Schedule change request.

If you have questions about an employee’s schedule, Reach out to their direct line manager. 
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Joey Jackson

Joey Jackson

Manage Work Schedule Assignment

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Work Schedule Assignment

3

From the Person Management: 
Search page, key in the Name
or Employee Number of the 
Employee

4 Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Manage Work Schedule Assignment

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Work Schedule Assignment

7
Select Work Schedule 
Assignment in the Absence 
Work Area

Payroll Coordinators may receive a scheduling error message 
when entering leave on behalf of an employee. If the CV360
schedule doesn’t match the Kronos Schedule, Coordinators may 
adjust the schedule in CV360 
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Manage Work Schedule Assignment

Payroll Coordinators may view the employee's current Work 
Schedule on the Schedule Assignment page. 

If the current Work Schedule Assignment is inaccurate, The End 
Date must be changed to the Effective End Date minus 1 
business day before adding an updated Schedule Assignment. 

The current Work Schedule Assignment must be saved for 
historical reporting.
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Manage Work Schedule Assignment

8
Change the current Schedule Assignment 
End Date to the Effective End date -1 
business day
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Manage Work Schedule Assignment

9 Add a new row to select a new Schedule 
Assignment for the employee. Select the 
Plus symbol. 



38

Manage Work Schedule Assignment

Kronos shares schedule and absence information with CV360. All 
available schedules should reflect in Oracle. The Kronos Schedule 
and CV360 Schedule must match.
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Manage Work Schedule Assignment

10 Select the Search hyperlink to select a new 
Work Schedule Assignment for the 
employee.
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Manage Work Schedule Assignment

11
Search the Department Name within the 
Name field.
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Manage Work Schedule Assignment

12
Enter the applicable Department Name or Abbreviation in the Name field and select 
Search. View the search results and select the appropriate Work Schedule Assignment.
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Manage Work Schedule Assignment

13
Select the Primary drop down list on the new 
Work Schedule Assignment and select Yes.

Ensure the new Work Schedule Assignment is correct, as CV360 
will send the new schedule information to Kronos.
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Manage Work Schedule Assignment

14
Select the Review button to review your proposed 
changes.
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Manage Work Schedule Assignment

15
Select the Submit button to route your proposed 
Work Schedule Assignment change for approval.
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Manage Work Schedule Assignment

16 Select Yes to confirm the Work Schedule 
Assignment change.
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Manage Work Schedule Assignment

17 Select OK to confirm the request.
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Lesson 6: Manage Absence

Absence Coordinators

• Section 4: Withdraw an Absence Request
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Upon the completion of the Withdraw a Absence Request lesson, you will be able to:

Lesson Objective:

Objective

• Withdraw Absence Requests for an Employee
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Joey Jackson

Joey Jackson

Withdraw a Absence Request

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Withdraw a Absence Request

3

From the Person Management: 
Search page, key in the Name
or Employee Number of the 
Employee

4 Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Withdraw a Absence Request

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Withdraw a Absence Request

7

Once the Panel Drawer 
opens, select the Absence 
Records link from the 
Absences section
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Withdraw a Absence Request

8

Highlight the appropriate 
Absence request that 
needs to be withdrawn and 
select Withdraw from the 
Actions drop-down list for 
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Withdraw a Absence Request

8

Select the OK button 
in the pop-up window 
to withdraw the 
Absence request
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Withdraw a Absence Request

The status of the 
Absence request will 
display under the 
Existing Absences section
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Withdraw a Absence Request: Knowledge Check

A. True

B. False

Absence Coordinators can withdraw an existing Absence request by selecting Delete from the Actions 
drop-down list.

True or False?
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Withdraw a Absence Request: Knowledge Check

A. True

B. False

The correct answer is B. Absence Coordinators must select Withdraw from the Actions drop-down list 
to withdraw an Absence request

Absence Coordinators can withdraw an existing Absence request by selecting Delete from the Actions 
drop-down list.

True or False?
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Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• Withdraw an Employee’s Absence Request


