
 

 

 Configure request periods and working calendars, 

including working days and holidays to calculate accurate 

duration and end dates. 

 Configure absence terminology, defining absence 

consumption functionality, including rules to compute 

consumption logic.  

 Manage the whole process: request submitted by 

employees, denial/approval by managers and afterwards 

by Human Resources. Configurable approvals workflow 

with delegation capability. 

 By having a single global instance for all absence related 

data, you can accurately analyze impact of absences and 

identify absence trends in your organisation. 

 Reporting in Excel and multiple reports and statistics in 

different formats (PDF, HTML, Word).  

 

 

 For Employee Role:   

o Web-based role system, to submit online requests 

for absences, taking into account working calendars 

and defined rules. 

o View current and projected absence balances. 

 For Manager Role: 

o Easy-to-use access to relevant information from 

direct/indirect subordinates. Managers can approve, 

deny or push back their absence requests from 

their employees. 

o Submit absence requests on behalf of their 

employees.  

o Monitor all information related to their employees, 

viewing transactions they have submitted for 

approval or received for review, details and take 

further action in the approval process, as well as 

evaluate low-availability periods. 

 For HR Role:  

o Up-to-date information without repetitive data 

maintenance 

o HR can monitor all absence information related to 

all employees, reducing the administrative workload 

of the whole process.  

o Approve or deny absence requests, previously 

approved by managers. 

This module enables Human Resources to configure the 

whole solution in several ways. 

First of all, administrators can configure absence 

terminology (holidays, sickness, personal issues, excused 

absences, etc.), including rules to compute consumption 

logic for each item. They can also define several request 

periods identifying date ranges, so each online request will 

be included in a single period, to ease monitoring.  

This module also enables HR to define working calendars. 

In each calendar, administrator can set up working days 

and holidays. A working calendar can be used by several 

work centers, so all included employees have more 

information for submitting requests and holidays are used 

for calculations on end dates and duration. 

 

Employees can use Web application to enter online 

requests for absences, view current and future absence 

balances, and determine eligibility for taking time away 

from work. Once an employee has requested an absence 

event, his/her manager receives workflow notifications via 

e-mail in order to approve, deny, or push back absence 

requests. 

If manager denies the request, the employee will receive 

another e-mail notification including reasons for deny. In 

case of approval, it sent to Human Resources, who will be 

responsible for final assessment and approval. Managers 

can monitor via Web all absence information related to 

their employees, viewing transactions they have submitted 

for approval or received for review, details and take further 

action in approval process, evaluating availability and 

bottlenecks. 

HR can monitor all absence information related to all 

employees in the desktop application, including status for 

all requests submitted. For each employee, the system 

shows the following information : 

 Absence requests not yet submitted 

 Absence requests pending for manager approval  

 Absence requests pending for HR approval 

 Approved absence requests 



 

 

 Denied absence requests 

 Maximum days allowed for this absence item in the 

current period 

 

Besides, HR staff can review aggregate working calendar 

for a person or a group, viewing working days, absence 

days and reasons (holidays, sickness, personal issues, 

excused absences, etc.). They can also approve or deny 

absence requests, previously approved by managers, 

having full details for all employee requests (pending, 

approved, denied, etc.).  

On the other hand, HR can filter absence requests using 

different criteria like absence types, request dates and 

personal and professional data for employees, including 

departments filter. 

 

This solution also includes several statistics for monitoring 

the process status: 

 Drill down for requested absences within a date range 

(by absolute value/percentage), divided into time 

periods like months. 

 Summary report for absence requests, divided into 

absence types and time periods. 

 Summary for past, current, and future absence 

events.  

 Percentage for requested absence events, drilling 

down how many people have pending/approved 

events and which percentage has been requested by 

each employee. 

 Weekly distribution for absence requests, which 

enables you to identify absence trends in your 

organization. 


