
Quick Reference Guide: 
Enter Absence on Behalf of an Employee (Line Manager) 

Purpose: 

This Quick Reference Guide provides instructions for Tulane Line Managers to enter an 
absence in WaveWorks on behalf of direct employees who are unable to do so 
themselves. 

Step-by-Step: 

1. From the 
WaveWorks 
homepage, select 
My Team tab. 

 
 
 
 
 
 
 

 

2. Select the My 
Team icon on the 
My Team page. 

 
 

  

3. Select the yellow 
three-dot icon on 
the employee’s 
initials circle. A 
menu will appear. 
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4. Select Add 
Absence to start 
the add absence 
process. 
 
 
 

 
 
 
 
 
 
 
  

5. Choose Absence 
Type from menu; 
add date(s) of 
absence. 

 
 
 
 
 
 
 
 

 
  
 

 

6. Click Calculate to 
view available 
accrual hours after 
the requested 
absence. 
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7. Enter any 
additional absence 
details or 
comments, if 
needed. You may 
also attach a URL 
and/or supporting 
documents. 

  
 

 

8. Click Submit to 
complete the 
request, or Save to 
finish it later. 

  
 

 

  
 


