Quick Reference Guide: WaveWorks

Absence - Submit an Absence Request TRANSFORMATION IN MOTION

Purpose:

Non-exempt (hourly) employees can manage their absence requests directly via the WaveWorks system. This
Quick Reference Guide (QRG) will demonstrate how to submit an absence request.

Leave Type Description
Floating Holiday A flexible paid day off that employees can take at their discretion
Vacation Leave Paid leave for rest, relation, or personal purposes
Sick Leave Paid leave to treat and/or recover from a personal illness or to tend to
the illness of an immediate family member that requires your personal
attention
Leave Without Pay Temporary, unpaid leave granted by employee request with certain
legal entitlements under federal law.
Paid (?) Leave designated for Jury Duty. Requires proof of summons
Jury Duty
and/or attendance.
Step-by-Step:
Me My Client Groups Help Desk Projects General Accounting Procurement My Enterprise
1. Navigate
to Me QUICKéCTIONS APPS
Tab, then
select .
“Tim e M Personal Details ® -
and . 3] JITy e
Absence” Mg Addiond! Persen [nfo Directory Journeys Pay Time and
Absences

2. Select
“Add
Absence”

e Current Time Card @ Add Time Card @ Existing Time Cards Team Schedule
Open your current time card Add a time card for a selected period Access al of your time cards View your team’s shifts and absences
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3.

Select the
most relevant
Absence Type
for your
request

New Absence

Absence Type

Floating Holiday

ails of your absence here.
Jury Duty
Leave without Pay

Sick Leave

Vacation Leave

Enter the
desired start
and end date.
The system
calculates and
displays your
hours used
and the
remaining
balance

Absence Type
Sick Leave

Absence Type Balance
37.5 Hours

Dates

StarDate Stat Date Duraton
03/23/2026 ‘ 7.50 ‘

End Date End Date Duration
03/25/2026 ‘ 3.50 ‘
Duration 18.5 Hours

Show individual dates

a»

Projected Balance 26.5 Hours.

As-of 03/25/2026 Calculate

When
necessary,
provide
additional
details for
your absence
request.

Details

REMEMBER: You are NOT required to provide
extra details when submitting your Sick Leave.

Once you
have entered
all the
required
information,
select
“Submit”
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