
Manager Self Service - Existing
Absences
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This walktrhough will show you
Existing Absences for your team.
These are absences that have
occurred in recent history.

If you would like to see how many
useable vacation/sick hours your
employee has, close this walkthrough
and search 'Absence Balance' in
BlueSky Help.
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Click 'My Team'
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Click 'My Team'
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Click '..." for the employee you'd
like to manage.
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In this field, select 'Existing
Absences'.
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Here you can view the absences
for this employee.
Click 'Next' to continue.
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You can adjust the date range in
this area.
Click 'Next' to conclude.
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Congratulations, you have viewed this employee's existing

absences.

If you would like to view this walkthrough again, search 'Existing

Absences' in BlueSky Help.
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