Quick Reference Guide: WaveWorks

Enter Absence on Behalf of an Employee (Line Manager) TRANSFORMATION IN MOTION

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 TULANE R
My Team nalh @ UNIVERSITY Q. soarchfor pocple and action

Good evening, Beaton Limbaugh

Me My Team My Client Groups Help Desk Projects

QUICK ACTIONS APPS

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

TV

My Team

Sanaa Bonolo

3. Select the yellow Administrative Assistant Il
three-dot icon on
the employee’s + Job Name
initials circle. A

2 More Information :ive Assistant |
menu will appear. ore Informatio

Position Name
Administrative Assistant Il
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4. Select Add
Absence to start R
the add absence Administrative Assistant Il
process 1-504-5410631723

sendmail-test-discard@oracle.com

Absence Balance
Overview absence Cases
Add Absence
Search Pers Add Current Ti

Add Other Time Card
[ Actions v ] Allocate Checklists

Cash Disbursements
Worker Change Assignment

Change Location

Change Manager

SB

Job Name
Administrative Assistant Il

Position Name
Administrative Assistant Il

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

absence. sg New Absence

Sanaa Benolo

Absonce Type
Sick Leavey

Abtence Type Ralance
77.9 Hours

Staet Date S Start Date Dusatice

Sick Leave

Absence Type Balance
77.9 Hours

6. Click Calculate to
view available
accrual hours after e @ | | oo
the requested
absence. Samer202s 8

Dates

Duration

B
WavoWorks Pro-Tip

Projected Balance
@ WaveWorks!
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Details
7. Enter any S o

additional absence

details or

comments, if o

needed. You may Orag and Drop

also attach a URL

and/or supporting o

documents.
Legisiative information
Additional information

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