Quick Reference Guide: WaveWorks

Absence Management - View Team Calendar TRANSFORMATION IN MOTION

Purpose:

This Quick Reference Guide (QRG) explains how Tulane line managers with My
Team access in WaveWorks can use the Team Calendar to view direct reports' absences
and university holidays.

Definitions

- Any Tulane employee with direct reports; also known as

Line Manager .
supervisor or manager

- WaveWorks homepage tab assigned to all line managers to

My Team manage direct reports/teams

Step-by-Step:
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4. Select View
Calendar option
on the menu to
access the direct
report’s calendar.

Overview  skils and Quaifications
Skills Center

Search Pers{  Team Skills Center

| Terminate Employment

I Actions Transfer i

View Calendar

Worker View Compensation Change Statements

View Compensation History

Work Schedule Assignment

KA

Job Name
Senior Section Administrator

5. Select the Team ;@ e aoepR @
Schedule button ) Calendar

in the upper right [N remeniAssa =

of the employee

calendar page.

Business Title Senior Section Administrator

B & E S < > Tody | Jun28 2026 - Jul4, 2026 Show Filters .

6. View your team's :@ —
weekly calendar, UNIVERSITY

e

time-off requests.
Search by person or shift nam¢ Show Filters Actions v/

< > Today Jun 21, 2026 - Jun 27, 2026 Sort By | Last Name - Ato Z +

Hover over any o apm—— " rize
absence entry to view maon | soktammorns | e

KA | E106907 06/22/2026

additional details. S e

Shivani Behrs 7h30m  7M30m  7h3om  7h30m  7h30m
SB = E100597

Senior Section Administr
37h 30m scheduled work

TULANE UNIVERSITY



