Quick Reference Guide: WaveWorks

Absence Management - Approve Absence Requests TRANSFORMATION IN MOTION

Purpose:

For Tulane employees with Line Manager/My Teams access in WaveWorks to review and
approve absence requests submitted by direct reports.

Step-by-Step:

1. From the WaveWorks
homepage, select the
Bell Notification

icon. Q ﬁ |:| @ -
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2. Open the absence
approval notification

and select the item to N < B

review. You may also Notifications Ehow Al

Choose to Approve ACTION REQUIRED 1 week ago

or Reject di]f'ectly k Approval of Vacation Leave Absence Request for Sanaa Bonolo from 2026-03-09 to 2026-03-
. . 09

from the nOtlficatlon. Sanaa Bonolo

Absence Request Approval

Sanaa Bonolo

From 03/09/2026 to 03/09/2026

Total Duration 7.5 Hours

, Absence Request Details
3. Open the employee’s

Absence Type Vacation Leave
absence request to R ‘
review the absence Start Date 03/09/2026 7.5 Hours
type . dates , and End Date 03/09/2026
Comments . Duration 7.5 Hours

Comments

Approval History

@ Assigned to Beaton Limbaugh 03/06/2026 10:32 AM

@ Submitted by Sanaa Bonolo 03/06/2026 10:32 AM
@ Add to calendar.ics
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4. Select Add
Comments to enter
comments (optional).

WaveWorks

Actions v § Approve | Reject
Request Information
Delegate
Reassign

Route Task

Escalate

Suspend

Add Comments

Add Attachment

Add Assignee

TRANSFORMATION IN MOTION

5. Select Approve or
Reject. The employee
will be notified of your
decision via bell
notification and email.

Approval of Vacation Leave Absence Request for Sanaa Bonolo from 2026-03-09 to 2026-03-09

Absence Request Approval

Sanaa Bonolo
From 03/09/2026 to 03/09/2026
Total Duration 7.5 Hours
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