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Click Go To My Tasks or click your Inbox icon.

The Inbox screen appears.

Select the absence request, review the details, check leave balances, and 
either click Approve or Send Back to the initiator.

A range of Absences (Leave) can be booked through Workday and must be 
approved by a supervisor. Before approving an absence (leave) request 
supervisors can View Details to see leave balances or leave history and can 
Send Back the request to the initiator if needed. Note: Your employees 
should still be having a discussion with you prior to initiating the request in 
Workday.

Leave requests should be approved in advance of being taken.
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Further details on the different types of leave available can be found on the 
University web page here. 

If you have any queries, please reach out to your local People and Culture 
Business Partnering Team.

If choosing to Send Back to the 
initiator, a reason why the request is 
being sent back must be entered, prior 
to selecting Submit.
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Any Timesheet or Leave Requests that remain outstanding 
for 10 days will be escalated to your manager for action.

https://staff.flinders.edu.au/employee-resources/benefits-pay/leave
https://staff.flinders.edu.au/colleges-and-services/people-and-culture/business-partnering
https://staff.flinders.edu.au/colleges-and-services/people-and-culture/business-partnering
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