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Absence Module

Employee
Self Service (ESS) – 
Redwood 
Enhancement
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Manage Absences

Review Leave Balances
Review Existing Absences

Submit New Leave Request

Employee Self Service (ESS)
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Manage Absence

1

Select the Me tab from 
the CV360 homepage.

Select the Time and 
Absences tile. 
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View Leave Balances

3

Note:  Initial load of data for balances can take a few moments to display on your screen. 

Under the Absence category, 
select the Absence Balance tile 
to view your leave balances as 

shown.



5

View Leave Balances

4

Employees can view their current 
Absence Balance As of Today or Last 
Calculation Date. Note: You can also 

add an absence request directly from 
this screen by selecting the ‘Add 

Absence’ button. 
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View Existing Absences

Select the Existing Absences 
tile to view your previous and 

already submitted leave 
requests.
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View Existing Absences Employees can view their Existing Absences to 
review previous and already submitted leave 
requests.  Note: You can also add an absence 
request directly from this screen by selecting 

the ‘Add Absence’ button as shown. 
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Submit a New Absence

Select the Add Absence 
tile to submit a new 
leave request.
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Submit a New Absence

Use the drop-down to 
select the type of leave 

you want to request and 
submit.
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Submit a New Absence

Verify your job title is 
populated in the Business 

Title field

Select the Start Date 
and End Date both 

must be on scheduled 
workdays.
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Note:  If you need to submit a leave 
request for a previous payroll period, 
please see your Department Payroll 
Coordinator or Leave Administrator for 
assistance. 
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Submit a New Absence

11

You must click the “Submit” 
button to request your leave.  

Note: Save and Close only 
saves a draft that cannot be 
seen or approved until you 
pull the leave up, edit, and 

“submit” the request. 
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Turn on the ‘Show Individual Dates’ 
button by sliding the toggle switch.  It will 

turn blue to indicate it is on.  
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Submit a New Absence

Submitted absences can be 
viewed under Existing 

Absences.
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Employees can withdraw 
or edit their submitted 
absence requests while 
the request is Awaiting 

approval.
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Withdraw an Absence Request – Awaiting Approval

Select the Withdraw button 
as shown to complete the 

withdrawal request. 

For an Absence Request that is 
Awaiting Approval, select the 
pencil to start the withdrawal 

process. 
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Withdraw an Absence Request – Awaiting Approval

Your absence request will now 
show as Withdrawn. 16
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Withdraw an Absence Request – Approved (Scheduled)

Select the Withdraw button 
as shown to complete the 

withdrawal request. 

For an Absence Request that is 
Approved and displays as 

Scheduled, select the pencil to 
start the withdrawal process. 
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Withdraw an Absence Request – Approved (Scheduled)

The absence request now 
displays Awaiting Withdrawal 
Approval and will be sent to 
your manager for approval. 
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