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Absence Management 7*SynergySuite

Part of SynergySuite and using the cover app is having a spot to request time off. Employees can request time off in the
cover app. All requests must be approved. This can be handled either in the cover app or using the website.

In the schedule editor you have a tab labeled Requests. Here you can see and manage all requests.
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On this Requests tab, you will see all shift requests for people who want to drop shifts or swap shifts in the top part.
Once a shift has been approved, click the toggle next to show closed requests and you will see everything approved.

On the bottom section you will see all absence requested. Here you can approve, reject and add response messages on

why it was approved or denied. Note: Suggestion of adding date approved, and who approved in this repsonse area.

For Absence Management, you also have options to limit the amount of requests for specific dates, or day of the week,

you can do that under HRM—> Absence Management.
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Once you click into absence management you will see a calendar like below, if you have approved requests they will
show up under the correct days.
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for the reason for the block, the dates, and the Limit
of approved requests. This can be used for days like
Holidays where you want to limit the number of
requests.

Adding a Request Limit will pop up a box asking you
[m]

Add a New Absence, this is used if you are manually @

adding a request off for an employee. It will ask you
for the employee, the date, the type of absence, and & e = 2
any notes, plus hours lost (hours lost can remain
blank)
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