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Business Process Description 

 
Absence Management is a new capability within Time and Labor which allows the Employee, Supervisor 
and Timekeeper to enter a Leave Request for themselves or their subordinates within DAI Self Service.  
This electronic request once approved will automatically generate a timecard if necessary and enter the 
Employee’s Leave Request information on that timecard.   After entering a Leave Request, the 
Supervisor/Approver for the Employee will receive a notification within their Worklist, requiring further 
processing.   Again, only upon the Supervisor/Approver's Approval of the Leave Request will the 
appropriate timecard be updated with the Leave Request information.  Any type of User; Employee, 
Supervisor or Timekeeper will be able to review their Leave Balances and attach files to a Leave Request 
in the same manner as balances are reviewed and files are attached to a timecard.  Leave Requests can 
be made for the current payroll period or up to 90 days in advance.     
 
All Employees will only view the appropriate Leave Types and Pay Codes they are eligible to have per 
their statuses and assignments within their employee record.  The process to establish this is based off 
the Pay Code Eligibility Matrix.  Not all types of Leave can be processed using Absence Management.   
The valid types of Leaves in Absence Management will be explained further within this documentation.  

 

 

 

Valid Absence Types for the Leave Request entry.  

 

 

 

 

 

 

Absence Management Valid Leave Types and Exceptions 
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Valid codes for Family Medical Leave Act (FMLA) and Family Friendly Leave Act (FFLA)  (Family 
Friendly Leave Codes DE and DF can only be entered in conjunction with the Absence Type LS – 
SICK LEAVE. 

 

Exceptions are FMLA codes DA, DB, DC, DD and DM will be entered only in conjunction with the 
below absence types:   

 

 

Use this procedure to approve employee submitted Absence Requests.   

The Absence Request approver has the capability to perform the following: 

 Approve an Absence Request 

 Reassign Absence Request responsibilities on a temporary or permanent basis 

 Reject an Absence Request 

 Request more information in support of the Request  

An Approver has 72 hours to take action on an Absence Request notification that has been placed in 
their Worklist.  If the Absence Request action has not taken place, the request is automatically routed to 
the approver’s supervisor for them to take action. 

 

Trigger:  A OTL Supervisor Approver has received a Leave Request to process..   

 

Absence Management Valid Leave Types and Exceptions 
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Prerequisites  

 The employee is in the DAI hierarchy approval flow.  

 Project and Task values are all linked to the employee.  

 The employee’s Tour of Duty exists. 

 The supervisor or authorized delegate is in the hierarchy approval flow with a link to the 
employee.  

 

Responsibilities 

 OTL Supervisor Approver <Agency> 

 

Menu Path  

Use the following menu path(s) to begin this task:  

 OTL Supervisor Approver <Agency>  Advanced Worklist 
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Supervisor Approver Advanced Worklist 

Start the task using the following responsibility and menu path to open the Advanced Worklist screen: 

Responsibility: OTL Supervisor Approver <Agency> 

Menu Path: Advanced Worklist link 
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Advanced Worklist – Open Notifications  

 

  

2. Overview:  Worklist: Open Notifications 

Field Name  Field Detail Description  

Select (check box) Flag to select line for action 
Check the box of notification 
entries for action (Open, 
Reassign, or Close). 

Subject Absence Request subject 

Subject line of the Absence 
Request, includes Requestor 
Name, Number of Hours, and 
requested Action. 

Sent Date Sent Date of the Absence Request 

From Requestor’s Name 
Name of the person submitting 
the Absence Request. 

Type Request Type 
OTL Absence Management 
Workflow 
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Advanced Worklist – Select and Review Requests 

 
 

3. By default the Worklist opens with the “Open Notifications” view selected.  

 

4. Click the drop down arrow in the View field.  From the drop down list you can select: “All 
Notifications”, “FYI Notifications”, “Notifications from Me”, “Open Notifications”, and “To 
Do Notifications”.  Selecting “Open Notifications” will allow you to filter on the notifications that 
require action on your part.  Selecting “All Notifications” will allow you to review all “open” 
pending items, processed items, and “FYI Only” types of notifications. 
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Advanced Worklist – Select and Review Requests 

 

5. Click the box in the Select column for the notification which needs to be reviewed for approval.  
Click the Open button to view the Absence Request notification.  

 

 

6. Review the selected Absence Request. 

Result 

Congratulations!  You have successfully opened an Absence Request using the Advanced Worklist.  
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Approve an Absence Request  

1. Start the task by selecting and opening an Absence Request that requires approval (refer to the 
steps in the first section of this Work Instruction (Supervisor Approver Advanced Worklist). 

 

2. View the length of time the Approver has in order to effectively process the request.  The “Due-Fn 
Level” field reflects the 72 hour period after which the request will be automatically re-routed to the 
next level Supervisor, should this period expire prior to your taking action. 

 

3. By default, the Worklist View displays all Open Notifications, including Absence Requests 
submitted by employees that require approval.  If the view selection changes, click the Go button to 
update the screen display. 
 

View Option Description 

All Notifications  View all notifications that have a status of: 

 Cancelled 

 Closed  

 Open 

FYI Notifications  This option will list the FYI Notification received. Once each notification is 
opened and closed, it will be removed from the listing. 

Notifications from 
Me 

Notifications generated from the person logged in that has been sent to 
another user.  Once each FYI notification is opened and closed, it will be 
removed from the listing. 

Open Notifications Displays all Open requests needing to be processed. 

To Do 
Notifications  

Displays all Open requests by Absence Request.    
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Approve an Absence Request 
 

 

4. From the Worklist, select a notification that requires approval. Click the appropriate check box and 
click the Open button.  

Note:  To select all boxes in the list click the Select All link; to unselect all boxes click the Select 
None link.  Select multiple boxes to view only those notifications in a set without returning to the 
Worklist screen. 

 

5. An Absence Request is made up of several sections.  The top of the form includes the 
To/From/Sent/Due information, and the Employee Details section.  
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Approve an Absence Request 

 

6. The “Current Absence Details” and “Previous Absence Details” sections show the Absence 
Request Type, FMLA Leave Code (if applicable), the Duration (Start/Stop Dates and Times), the 
Total Hours, and any comments provided by the Employee.  The Previous Absence Details are 
provided for your reference. 

 

7. The “Accrual Balances” section of the Absence Request will reflect Accrual Balances of the 
Employee:   
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Approve an Absence Request 

 

8. “Supporting Documents” section of the Absence Request will show any documents the Employee 
has attached to the request in support.  Click on the document Title to open and review, or save a 
copy of the document(s):  

 

9. The “Action History” section of the Absence Request will show the prior actions taken, in this 
example you can see the initial submit action: 

 

10. After you have reviewed the request and associated details and any attachments, you can click on 
the appropriate “Action” button.  In this example, click the “Approve” button to approve the 
Absence Request:  
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Approve an Absence Request 

 

11. When the Approve action is complete you will be returned to the Advanced Worklist form, or you 
will be taken to the next item in your list, if you selected all or multiple items for review: 

Result  

Congratulations!  You have successfully Approved an Absence Request.   
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Reject an Absence Request 

Start the task using the responsibility and menu path to open the Worklist: 

Responsibility: OTL Supervisor Approver <Agency> 

Menu Path: Advanced Worklist link 

 

 

2. Click the box in the Select column for the notification which needs to be reviewed. 

Note:  To select all boxes in the list click the Select All link; to unselect all boxes click the Select 
None link.  Select multiple boxes to view only those notifications in a set without returning to the 
Worklist screen. 

3. 

Click the  button to view the notification(s) selected. 
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Reject Absence Request 

 
 

4. 
Click the button to reject the Absence Request and return it to the submitter. 

Note:  The rejection is routed back to the employee for correction and resubmission.  The listing 
disappears from the approver’s Open Worklist.  The status of the request changes to “Rejected”. 

Comments should be added on the Rejection screen.  A Rejection notification will be sent back to 
the employee with the rejection comments, however, the comments are not displayed in this screen 
shot.  

Result  

Congratulations!  You have successfully Rejected an Absence Request. 
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Reassign an Absence Request 

Start the task using the responsibility and menu path to open the Worklist: 

Responsibility: OTL Supervisor Approver <Agency> 

Menu Path: Advanced Worklist link  

 

 

 

2. Click the box in the Select column for the notification which needs to be reassigned for approval.  

Note:  To select all boxes in the list click the Select All link; to unselect all boxes click the Select 
None link.  Select multiple boxes to view only those notifications in a set without returning to the 
Worklist screen. 

3. 

Click the  button to view the notification(s) selected.  
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Reassign an Absence Notification  

 

4. 
Click the button to open the Reassign Notification screen to select an alternate 
approver and change the approval request to be routed to the new approver. 

 

5. Select how this Absence Request will be reassigned: 

 Delegate your response – This option allows the alternate approver to respond on your 
behalf.  Though the alternate approver may respond on the original approver’s behalf, the 
original approver retains ownership of the notification. For example, a manager might 
delegate all vacation or sick leave scheduling approvals to an assistant. 

 Transfer notification ownership – This option gives the alternate approver complete 

ownership and responsibility for the notification. Use this option if the approver should 

not have received the notification and wants to send it to the correct recipient or to a 

different recipient for resolution.  A transfer may have the effect of changing the approval 

hierarchy for this notification. For example, a manager may transfer a notification from one 

project to another manager who now owns that project. 

  

4 

5 



Absence Management 

Defense Agencies Initiative   
  

 

 

 

12 
R12_WI_OTL_Absence_Management_Supervisor-
Approver 

 20  

 

 

Reassign Notification 

 

6. Enter the name of the employee. HARDY, ROBIN% (Last Name, First Name). To establish a new 
approver for the request.  If a partial name is entered, as in this example, a filter will display a list of 
values that match the criteria. Click the name link that matches the new approver’s name. 

 

7. Enter comments in the Comment field to record the reason for reassigning the request to a new 
approver. 

8. Click the Submit button to complete the action.  The Absence Request no longer appears in your 
Open Worklist items, but instead appears in the alternate Approver’s Worklist. 

Result  

Congratulations! You have successfully Reassigned an Absence Request to an alternate approver on a 
temporary or permanent basis. 
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More Information Request to an Absence Request 

Start the task using the responsibility and menu path to open the Worklist: 

Responsibility: OTL Supervisor Approver <Agency> 

Menu Path: Advanced Worklist link  

 

 

2. Click the box in the Select column for the Notification which needs to be reviewed. 

Note:  To select all boxes in the list click the Select All link; to unselect all boxes click the Select 
None link.  Select multiple boxes to view only those notifications in a set without returning to the 
Worklist screen. 

3. 

Click the button to view the notification(s) selected. 
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More Information Request to an Absence Request 

 

 

4.  The Absence Request screen opens.  The approver may scroll down using the scrollbar to view 
additional details.  If missing or incomplete information is required to make a decision, the approver 

may submit a request for more information. Click the  button to open the 
Request Information screen. 

 

Note:  Best practice is to Reject the Absence Request Notification with comments rather than 
using the More Information Request.   
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More Information Request to an Absence Request 
 

 

5. Keep the Workflow Participant default option (original requestor) or click in the Request More 
Information From field drop down list and select an alternate Workflow Participant, if necessary 
and if additional options are available, OR continue to Step 6 to use the Any User functionality. 

 

6. Select the radio button Any User, do not change the default of All Employee and Users, and click 

on the  icon to open the Search and Select: User or Role form. 
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7. 
Enter “HARDY,” the employee’s Last Name, in the Search By field and click the button.  

Select the employee name using the option to populate the name in the Request More 
Information from field. 

 

8. Click the Submit button to activate the processing of the request for more information from the 
original employee or the selected user. 

Note: After requesting more information for a notification, that notification does not appear in your 
Worklist as an open notification until the user you specified responds to your request.  

However, you may still review the notification while your request is pending by choosing to view 
‘Notifications From Me’ in your Worklist.  Then open the Notification Details page for the 
notification you selected. 

If the approver does not desire to wait any longer for the additional information requested, he/she 
may respond to the notification (approve/reject the timecard) using the Response section of the 
Notification Details page. The pending request for more information is thus canceled. 
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9. Click the Advanced Worklist link to display the Worklist.   

 

 

 

10. 

Select the Notifications From Me option in the View drop down list of values. Click the button 
to view the list of notifications. 

 

11. The list of notifications displays the More Information Requested Timecard… used in this training 
example.  

Result  

Congratulations!  You have successfully forwarded a request for additional information to the original 
employee or to a selected individual. 
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Enter Leave Request on Behalf of Employee 

1. Start the task using the responsibility and menu path to open the Worklist: 

Responsibility: OTL Supervisor Approver <Agency> 

Menu Path: DAI Absence Management link 

 

 

2. Select the appropriate person in the Hierarchy by clicking on the “Action” button for that person. 
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3. Click on the Create Absence button and follow the procedures outlined in the “R12 OTL Absence 
Management – Employee” Work Instruction on how to enter a Absence Request, located on the 
DEPS system website. 

Result  

Congratulations!  You have successfully located an employee whom the OTL Supervisor Approver can 
enter an Absence Request on behalf of the Employee.  
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