Learn how to submit an absence request in workday. An
absence includes the following: Paid Time Off, Sick Time,

Bereavement, and Jury Duty. Your eligibility for each

type is dependent on your full/part time status.

From the Workday homepage:
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2. Select the day(s).

Request Absence

coma

September 2025 v < >

Sun Mon Tue Wed Thu

1 2 3 4
7 8 9 10 11
14 15 16 17 18

21 22 23 24 @

28 29 30

Fri

Sat

13

20

e

3. Select the type of absence, the position you are requesting

an absence from, and the ddily hours.
< Request Absence X
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Type of Absence ™

» Paid Time Off

Position™

» 42189 Manager, Coach Education - Virtual -
Exos Fit - AZ

Hours (Daily)

4

& Edit Individual Days

Comment

Total Request Amount: 4 Hours ~

*Note: You will only see the absences you are eligible for
under Type of Absence.

Your request will route to your manager for approval.



