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View and Approve My Team'’s Leaves

How to View Employee Leaves in Workday 2. Select the My Team on Leave Report under View

From the homepage: My Team on Leave

1. Access the My Team Application

Welcome It's Monday, August 14, 2023

You will have the option to enter in dates and/or select
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3. Click OK to view results




Additionally, you can see a list of direct reports from the My
Team application. Those who are on leave will be indicated with
text next to their name that states “(On Leave)”.
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Note: Once an Employee submits a personal leave request, the
Manager receives an Inbox task to Approve, Send Back, or Deny.

From the Inbox:
1. Click on the Absence Request approval.

Inbox

Actions Archive

Viewing: All Sort By: Newest

Absence Regquest:
26 day(s) ago - Due 07/21/2023; Effective
07/20/2023

2. Review details of the absence request and view any
attachments.

Review Absence

3. Click Approve, Send Back, or Deny. All
options will notify the employee of your
action.
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(, Send Back \) (/ Deny \) (/ cancel \)

Approve - this will route the transaction to the HR Operations
Team for processing.

Send Back - use this to send the request back to the employee
for more information (e.g. missing attachment, looking for more
clarity, etc.) enter what you need and any questions in the
comments.

Deny - use this option to deny the transaction. Enter your
reason for denying in the comments section and discuss with
your employee.



