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Go to the Menu on the top left-hand side of 

the home page.

 

This page defaults to the My Team – Time Off Balances tab and displays 

the leave balances for your team.

Under the Team category, select My 

Team Absence.

V.2 6.25

Employees who have excess annual or long service leave balances 

will be marked with a flag, making them easily identifiable and will 

display at the top of the report.

The My Team Absence Dashboard gives Managers quick access to several 

reports and tasks for managing team absences.
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To view the individual report, click on View More.

V.2 6.25
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You can then view the full report, including Future Approved Time Off.  

V.2 6.25

This information is particularly helpful when a team member has 

excess leave balances - you can easily identify if they have a plan in 

place for reducing the leave balances, in accordance with the 

Enterprise Agreement (EA).

To view the leave balances for your team and their subordinates, select the 

FL – Time Off Balances for My Organisation with Subordinates on the right-
hand side of the dashboard. 
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• Enter Manager details

• Tick the Include Subordinate 

Organisations checkbox

• Select the Time Off Plan(s)

• Revise the date, if required

• Select OK

The FL - Time Off Balances for My Organisation with Subordinates report will 

appear.  
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Click on the My Team – Time Off tab to view your team’s upcoming time off.

To change the date range, click on View More. 

V.2 6.25

Enter your required date 

range and select OK. 
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The My Team – Time Off report will display.  In the Time Off Hours column, 
click on the value against the employee to view detailed information.

The employee’s daily scheduled hours and time off booked are displayed. 

V.2 6.25

Through this report, Managers of Academic Staff can identify if 

Academic Staff took annual leave of 20 days (pro rata for part time 

staff) during the December/January period, per clause 30.3 of the EA.
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The Team Absence Calendar will appear.  You can navigate through as you 

would your own calendar.  Please note the view defaults to Week – you can 

select one of the other options from the drop down.

V.2 6.25

The Team Absence Calendar box 

will auto populate.  Select OK.  

You can also view your team’s 

leave by selecting the Absence 

Calendar on the right-hand side of 
the dashboard. 
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To view Time Off for your team and their 

subordinates, select the FL – Time Off 

for My Organisation with Subordinates 
on the right-hand side of the dashboard. 

• Manager details defaults in

• Tick the Include Subordinate 

Organisations checkbox

• Dates default in - revise, if 

required

• Select OK

The FL - Time Off for My Organisation with Subordinates report will appear.  
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