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Request Absence on Behalf of an Employee

° Select the My Team tab from the CV360 homepage

e Select Show More




Request Absence on Behalf of an Employee

° Select the employee from the list of Direct Reports

Direct Reports

Bomani Vickers Tatum

15070 - Human Resources Specialist

Daquavious Leandra Rhonda Reeder

15055 - Employee Engagement Specialist

Kyna Nolan Justinlee Felton

1CNC0 Cromless Devnlsmmant Traimar

TEST 18523sendmail-test-discard@oracle.com

TEST 34524sendmail-test-discard@oracle.com

TEST 7290sendmail-test-discard@oracle.com

1. A04 7190130273




Request Absence on Behalf of an Employee

\

I Employee must have an available
' balance unless it is automatically
, , provided to the Employee by
Select the appropriate | DeKalb County. The type of Leave

Leave Type from the " available to the Employee will be

drop-down [ist that you \displayed in the drop-down list
wish to request for the N

Employee




Request Absence on Behalf of an Employee

Select Start Date and End Date - Select Edit Entries button and verify

hours may be overridden if Absence Duration for each Day
necessary

Select Submit button

Managers are required to select
the Edit Entries button to submit
the Absence Duration for each
day requested. The leave request
will not be submitted if Edit
Entries button is not selected.
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