How to book standard leave workday.

This guide explains how to enter and submit standard leave requests in Workday.
Noting Non-Standard Leave Requests (e.g. Parental Leave) are via Service One.

1. Access the Absence Calendar
o Fromthe Workday home page, select Manage Absence.
o Thiswill open your absence calendar, showing your available leave balances and
recent requests on the right-hand side of the screen.
(Tip: You can also use the Request Absence quick action for a pop-up calendar, butin
this guide, we will use the full Manage Absence path.)

Hello There

[ My Payslips )|( Request Absence |1 Time Off Balance )l Manage Absence il( Enter My Time )@

Awaiting Your Action

2. Select Leave Dates
o  Onthe calendar, click the day or days you wish to request leave for.
o Then select the Request Absence button in the bottom left corner.

o
a waw <3 August2025 v (D)
&

Total of All Plans

Flinders staff.flinders.edu.au/workday
University V.29.25



staff.flinders.edu.au/workday

How to book standard leave workday.

3. Choose Absence Type
o Inthe Type of Absence field, select the appropriate leave category (e.g., Personal
Leave).

A Some leave types (such as antenatal leave) require supporting documentation. Requirements
vary by type of leave—check with your supervisor or People & Culture (Business Partnering) for
details.

4. Provide a Reason
o Selectthe applicable option in the Reason field.

< Request Absence

Thu, 28 Aug - Fri, 29 Aug

Type of Absence*

Search

—~ Reason ™

(@] Annual Leave ] ]
O AmensalLomve Search Reason options if
() Blood and Plasma Donor Leave Personal leave Is
- () Carer's Leave solected

() Compassionate Leave -
- N .
() Sick Leave

(7) Family or Domestic Vislence

() Gender Affirmation Leave

Total Request Amount: 22.05 Hours e

() Leave Without Pay

() Leave Without Pay Academic or Professional Grounds
C) Long Service Leave at Full Pay

() Long Service Leave at Half Pay

(O) Overtime (TOIL)

() Parmner Leave

() Perscnal Leave

(7) sick Leave Without Pay

5. Confirm or Adjust Hours
o  Checkthat the system has populated the correct number of hours.
o Torequestless than a full day, simply overwrite the hours (e.g., change 7.35 to 4).
o  Formulti-day bookings, you can adjust specific days by selecting Edit Individual
Days, then updating the relevant date.

< Request Absence b4

s

Reason *

¥ Sick Leave

Hours (Daily)

¢ Edit Individual Days

Comment
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6. Submitthe Request
o  Click Submit Request.
o  Yourrequestwill be routed to your supervisor for approval.
o Therequested leave days will appearin grey on your absence calendar.

< Request Absence X

MO, £3 Aug — FTI, £¥ Aug N

Type of Absence*

(Optional: You may add a brief comment for
fezson your supervisor before submitting.)

Hours (Daily)

7.35

# Edit Individual Days o

Total Request Amount: 36.75 Hours e

—

7. Monitor Approval Status
o  Once approved, you will receive a notification in Workday and the
request will appear in green on your absence calendar.
P e

The Notifications icon will display a message once

your supervisor approves your leave request.

o Ifdeclined, the request will return to your Inbox with your supervisor’s
comments and appear orange on your absence calendar. You may then
amend and resubmit as required.

——

An inbox task will be sent to you with a comment from your supervisor
if the booking needs revision or cancellation.
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