
ATTENDANCE GRID INITIATED ABSENCE 

REQUEST CHANGES AND IMPROVEMENTS



Attendance Changes and Improvements

There have been significant changes in the way Attendance is tracked when Initiated 
from the Timecard (overrides), the Attendance Grid (HR Initiated), or from Daily 
Attendance:
• Attendance Grid initiated absences: New, Change, Edit, and Cancel requests, now use Process forms

• Daily Attendance initiated absences: also use a Process Form

• Timecard initiated absences as well (not covered in this slide deck)

The migration to forms adds much needed traceability, approvals, and notifications to 
these areas of the application
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Attendance Grid Initiated Absences – New Absence Requests

All New Absence Requests initiated from the 
Attendance Grid, now use an Absence Request 
Form*:

1. Clicking “New Absence (formally HR Initiated 
Absence) open a pop-up window where you select 
a Staff User 

2. Click [Create Form]

3. Select an Absence Request Form and fill it out like 
any other Absence Request Form

4. Click [Create Form] to submit it

*What options you have depend on the state of the Absence or Change Request: 

a. Past / Approved Absence Requests: You can submit a Change Request, or Cancel

b. Pending or Future Requests: Can Cancel, or Edit* it

c. Approved Change Requests: Can Cancel, or Edit* it
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Attendance Grid Initiated Absences – Absence Change Requests

All Absence Changes initiated from a past / 
approved Absence Request, now use a Change 
Absence Request Form*:

1. Click a past/approved* Absence Request

2. Click “View Edit” from the Details Tab

3. Click “Submit a Change Request” 

4. Click [Continue]

5. From the pop-up, select a “Form*” from the dropdown
• If the list is empty, contact your Solution Architect

6. IF you want to cancel the request, select:
a. “Remove the Absence Request (I was present)”

and the system will remove the request and credit your 
balances

7. Otherwise, Select “Edit Absence” and fill out the form

8. Click [Create Form(s)]

*What options you have depend on the state of the Absence or Change Request: 

a. Past / Approved Absence Requests: You can submit a Change Request, or Cancel

b. Pending or Future Requests: Can Cancel, or Edit* it

c. Approved Change Requests: Can Cancel, or Edit* it
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Attendance Grid Initiated Absences – Editing Absences
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All pending or approved Change Requests or 
any future Absence Requests are now 
edited using a Process Form*:

1. Select any pending, future OR approved 
Change Request

2. From the “Edit Absence” Pop-up select:
a. “Cancel Exiting Request and Submit a new 

Request”

3. Click [Continue]
4. The system will then:

a. Cancel the exiting form and credit your balances
b. Launch a new Absence Request Form

5. Fill out the new form and click [Create Form]

*What options you have depend on the state of the Absence or Change Request: 
a. Past / Approved Absence Requests: You can submit a Change Request, or Cancel
b. Pending or Future Requests: Can Cancel, or Edit* it
c. Approved Change Request: Can Cancel, or Edit* it
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Attendance Grid Initiated Absences – Cancel Absences
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Absence Requests when Canceled from the 
Attendance Grid, use a Process Form*:

1. Select any Absence Request by clicking on it 
2. Click [View / Edit]
3. From the “Edit Absence” Pop-up select:

a. “Cancel Exiting Request”

4. Click [Continue]
5. The system will then Cancel the existing form 

and credit your balance

*What options you have depend on the state of the Absence or Change Request: 
a. Past / Approved Absence Requests: You can submit a Change Request, or Cancel
b. Pending or Future Requests: Can Cancel, or Edit* it
c. Approved Change Requests: Can Cancel, or Edit* it
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Daily Attendance – also uses a Process Form
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Daily Attendance allows Districts to record 
absences in mass (like for a snow day).  It 
now also uses a Process Form:

1. Click     from the Attendance Grid

2. Set the “Attendance Date*”

3. Set Start and End Times

4. Click [Initiate Attendance]

5. From the "Select Employees To Mark Present 
or Absent" pop-up:

a. Select the "Absence Code*"

b. The length of the Absence (Full or Half Day)

c. Click [Absent]

6. Confirm by clicking [Yes]
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Remove an Absence from the system (Mistakes)
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Remove Attendance Grid or Daily Attendance Initiated 
Absence(s) from the system like you would any other 
completed form:

1. If you submitted the absences:
• Go to Process Forms > Forms I Submitted > 

2. Otherwise
• Go to Process Forms > All Forms >

3. Use the filter functions to find the form(s). Use any of the 
following:
• Process Form Name
• Process Category
• Date Created

4. Select the forms(s) to remove from the system, then:
a. Select   
b. Set the Status = “Canceled”
c. Check [Save]

5. You can now mass delete the selected form(s):  
a. Check               from the grid
b. Check [Confirm Delete]
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Backup
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