Editing Days in a Multi-Day Absence
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You may occasionally need to edit the details for a specific day within a multi-day absence.
Whether these changes apply to an absence reason, location, budget code, or any number
of additional fields, you can easily implement the updates.

To get started, let's first locate the absence in question using the options provided on your
Absence Management homepage (as outlined here). In this example, the absence was
located by confirmation number using the Search bar.
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This will open the absence's details page.

Alternating Views: The absence wizard allows you to alternate between one of two
visibility modes (e.g. "Day" or "Variation"). Both offer similar functionality, but each provides a
different view/method to enter your absence details. This example uses the "Day" view.

When editing a multi-day absence, we recommend you select the "Day" view, as this will
allow you to easily navigate and reference each day in your multi-day absence. (If, however,
you prefer using the "Variation" view, you can reference this article to better understand how
to edit your absence.)
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To choose the "Day" view, simply select the "Day" toggle at the top of the absence detail's
page. Then, click Edit Absence. This selection will provide access to view and edit each day

of your overall absence.
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In this example, the first two days of this user's absence will occur at a different location than
is indicated on the absence, so both days will require an update. To make these changes,
simply locate each day (by its date) and select the "School" dropdown to choose an alternate

location.
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You can collectively review and update any fields within each day of your multi-day absence,
and once you are finished, simply click Save to record your changes.
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