
1

Approve Absence Request on Behalf of 
Line Manager



Upon completion of the Approve Absence Request on Behalf of Line Manager lesson, you will be 
able to:

Lesson Objective:

Objective

• Approve an employee’s pending absence request on behalf of their Line Manager

Line Managers are responsible for acting on all pending absence requests; a request shows 
“Awaiting Approval” when it hasn’t been reviewed.

Payroll Coordinators submitted absence requests are auto-approved, but Absence 
Administrators should confirm with the Line Manager before approving any request.

Once approved, the absence status changes from “Awaiting Approval” to “Scheduled,” 
allowing the employee to take the leave.



• Understand how pending absence requests are displayed and how 
to verify their current status before approval.

• Learn the approval process used by Coordinators when acting on 
behalf of Line Managers for employee leave.

• Gain clarity on validating leave details to ensure accuracy and 
appropriate routing.

Focus 



Navigation 
My Client Groups → 
Person Management → 
Search → 
Panel Drawer → 
Absence Records (Absences group)



Select the Person 
Management tile within 

the Apps area
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Select the My Client Groups tab 
from the CV360 homepage
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Select the Search button
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Search by Name, Person 
Number, National ID 
or Keywords

From the Person 
Management: Search page, 
key in the Name or Person 
Number of the Employee
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Ensure the search criteria (Name, Person Number, or National ID) are entered correctly.

Inaccurate or incomplete input may result in no records being displayed.

Troubleshooting



From the Search Results 
section, select the 

employee’s name link

From the Employment 
page, select the Panel 

Drawer icon
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Once the Panel 
Drawer opens, select 
the Absence Records 

link from the Absences 
section
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8Validate the “Awaiting Approval” Leave Status in the Existing Absences section

Line Managers are responsible for approving all pending absence request on 
behalf of their employees. The absence status will read “Awaiting Approval” if 
the line manager hasn’t approved the pending leave request. 
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9 Select the applicable “Leave Date” in the Existing Absences section.
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10Select the Submit button to approve the Absence Request on behalf of the Line Manager

When leave requests are submitted by Payroll Coordinators, the request 
is automatically approved. Absence Administrators are encouraged to 
speak with the line manager before approving any absence requests.
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Select the OK button to 
confirm the leave submittal
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Validate the leave submission. The leave status should change 
from “Awaiting Approval” to “ Scheduled”. The employee can now 
take the approved leave time. 



After reviewing the Absence 
Record details, select the 

Close button
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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
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• This lesson guided you through how to identify and review absence requests that are awaiting 
approval on behalf of a Line Manager.

• You learned how to validate the request details and ensure that the correct leave entry is approved.

• You also understood the importance of verifying the updated leave status after completing the 
approval.

• Remember to close the page properly and acknowledge Warning Messages to return to the Person 
Search page.

Conclusion 
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