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General Absences 

Overview 

 
Introduction This guide provides the procedures for generating and managing General 

Absences in Direct Access (DA). 

 
IMPORTANT Once a General Absence is approved, the Start Date, Return Date (if 

entered on the initial transaction), or Absence Type cannot be modified.  

If an error was made or a change is required, the incorrect transaction will 

need to be cancelled and a new General Absence created. 
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Entering General Absences 

 
Introduction This section provides the procedures for entering a General Absence in 

Direct Access (DA). 

 
Procedures See below. 

 

Step Action 

1 Navigate to: NavBar icon > Menu > Workforce Administration > Absence and 

Vacation > Track Absence History > Create/Update Absence. 

 
 

 

Continued on next page 
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Entering General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

2 Enter the member’s Empl ID and click Search. 

 
 

3 The Absence Data page will display.  Ensure the correct member is displayed.  

The Start Date will default to the current date. 

 
 

 

Continued on next page 
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Entering General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 • Update the Start Date with the first day of the general absence. 

• If known, enter the Return Date.  This should be 1 day after the absence ends 

(e.g., member returns on 07/26/2022, enter 07/27/2022). 

 

NOTE:  If the Return Date is unknown at the time of entry, leave this field 

blank.  An update will need to be submitted once the Return Date is determined. 

 
 

 

Continued on next page 
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Entering General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Using the Lookup, select the appropriate Absence Type. 

 
 

 
 

 

Continued on next page 
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Entering General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 If the Absence Type is Misconduct or Military Confinement, select the 

appropriate Paid or Unpaid Absence radio button (see chart below).  All other 

Absence Types will auto-populate the Paid or Unpaid Absence field. 

 

Click Save. 

 
 

Absence Type Paid / Unpaid 

Misconduct Paid if full pay, Unpaid if reduced pay 

Military Confinement Paid if reduced pay, Unpaid if no pay 

All other types Automatically defaults 

 
 

7 Upon saving, a message box will display.  Click OK.  You will be returned to 

the Absence Data page.  The General Absence request will be routed for 

approval. 

 
 

 

Continued on next page 
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Entering General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 If finished and email notification is NOT needed, click Return to Search. 

 

If email notification is needed, click Notify and continue to Step 9. 

 
 

 

Continued on next page 



4 April 2023 

8 
 

Entering General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 Enter the email addresses of those that require notification in the To, CC, or 

BCC blocks (multiple addresses may be entered using a semi-colon as a 

separator).  If desired, the Priority may be set using the drop-down.  Enter a 

brief explanation for the notification in the Message block.   

 

Click OK to send the notification.  You will be returned to the Absence Data 

page. 
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Approving / Denying General Absences 

 
Introduction This section provides the procedures for approving or denying a General 

Absence request in DA. 

 
Procedures See below. 

 

Step Action 

1 After selecting Requests from the My Homepage drop-down, click on the Self 

Service Requests tile. 

 
 

1.5 Select the View My Requests (all types) option. 

 
 

 

 

Continued on next page 
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Approving / Denying General Absences, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 Select the Requests I am Approver For radio button.  The Transaction Name 

defaults to All Transactions and the Transaction Status defaults to Pending, 

leave as is.  Click Populate Grid. 

 

NOTE:  To narrow the search results, a date range may be entered in the 

Submission From Date and Submission To Date. 

 
 

3 Locate the appropriate request (in this case, Unauthorized Absence Approval) 

from the Search Results and click Approve/Deny. 

 
 

 

 

Continued on next page 
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Approving / Denying General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 The General Absence action request will display.  To view the details of the 

transaction, click the link “Click here to view additional request 

information.” 

 
 

 

Continued on next page 
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Approving / Denying General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The Absence Data page will open in a new tab.  Verify the information is 

correct.  To exit the page and return to the Absence Approval page, ‘X’ out of 

the tab. 

 
 

 

Continued on next page 
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Approving / Denying General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 Click Approve or Deny as appropriate. 

 

NOTE:  Comments are required if denying the transaction. 

 
 

 

Continued on next page 
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Approving / Denying General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 The Request will update per the selection made in Step 6. 

 

Approved: 

 
 

Denied: 
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Checking the Status of a General Absence 

 
Introduction This section provides the procedures to check the status of a General 

Absence in Direct Access (DA). 

 
Procedures See below. 

 

Step Action 

1 Navigate to: NavBar icon > Menu > Workforce Administration > Absence and 

Vacation > Track Absence History > Create/Update Absence. 

 
 

 

 

Continued on next page 
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Checking the Status of a General Absence, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 Enter the member’s Empl ID and click Search. 

 
 

 

 

Continued on next page 
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Checking the Status of a General Absence, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 The member’s General Absences Data will display.  If the member has more 

than one general absence, scroll through the pages using the arrows or click 

View All to display all General Absences. 

 

Once the General Absence has been approved, the following parameters are set: 

• Approval Status – Indicates the status as Approved, Denied, or Pending. 

• Approved box – Checked upon approval of the transaction. 

• Last Approved On – Date the approver approved or denied the transaction. 

• Submit Date – Date the submitter saved the initial transaction. 

• Last Approved By – User who approved or denied the transaction. 

 

Click Return to Search to exit Absence Data. 

 

NOTE:  The Cancel Code will only be populated if the general absence was 

cancelled due to an erroneous entry (see Cancelling a General Absence section 

for more information). 
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Updating General Absences (Adding a Return Date) 

 
Introduction This section provides the procedures for updating a General Absence 

(e.g., adding a Return Date) in Direct Access (DA). 

 
Procedures See below. 

 

Step Action 

1 Navigate to: NavBar icon > Menu > Workforce Administration > Absence and 

Vacation > Track Absence History > Create/Update Absence. 

 
 

 

 

Continued on next page 
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Updating General Absences (Adding a Return Date), 

Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 Enter the member’s Empl ID and click Search. 

 
 

 

 

Continued on next page 
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Updating General Absences (Adding a Return Date), 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 The Absence Data page will display.  Ensure you have the correct member 

and correct General Absence request.   

 

NOTE:  If the Start Date, Return Date, or Absence Type are incorrect, the 

General Absence request will need to be cancelled and a new General Absence 

request submitted (see Cancelling a General Absence section for more 

information). 

 
 

 

Continued on next page 
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Updating General Absences (Adding a Return Date), 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 Enter the Return Date and click Save. 

 
 

5 Upon saving, a message box will display.  Click OK.  You will be returned to 

the Absence Data page.  The updated General Absence request will be routed for 

approval.  

 
 

 

Continued on next page 
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Updating General Absences (Adding a Return Date), 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 Click Return to Search to exit Absence Data. 
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Cancelling a General Absence 

 
Introduction This section provides the procedures for cancelling a General Absence in 

Direct Access (DA). 

 
Procedures See below. 

 

Step Action 

1 Navigate to: NavBar icon > Menu > Workforce Administration > Absence and 

Vacation > Track Absence History > Create/Update Absence. 

 
 

 

 

Continued on next page 
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Cancelling a General Absence, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 Enter the member’s Empl ID and click Search. 

 
 

 

 

Continued on next page 
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Cancelling a General Absence, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 The Absence Data page will display.  Ensure you have the correct member 

and correct General Absence request.   

 

Using the Cancel Code Lookup, select XXX Correction-Cancel. 

 
 

 
 

 

Continued on next page 
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Cancelling a General Absence, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 Click Save. 

 
 

5 Upon saving, a message box will display.  Click OK.  You will be returned to 

the Absence Data page.  The General Absence cancellation request will be 

routed for approval.

 
 

 

Continued on next page 
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Cancelling a General Absence, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 Click Return to Search to exit Absence Data. 
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Viewing Approved UA Report 

 
Introduction This section provides the procedures to run the Approved Unauthorized 

Absences report in Direct Access (DA). 

 

This report allows the user to view all approved Unauthorized Absences 

processed for a member in DA. 

 
Procedures See below. 

 

Step Action 

1 Click on the Active/Reserve Pay Reports Tile.  

 
 

1.5 The default Global Payroll Action Requests option will automatically display. 

 
 

 

 

Continued on next page 
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Viewing Approved UA Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 The Action Request parameters will display. 

 
 

 

 

Continued on next page 
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Viewing Approved UA Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Enter the following (all fields required): 

• Category – Using the Lookup, select Disciplinary Actions. 

• Action – Using the Lookup, select Approve_UA. 

• Empl ID – Enter the member’s Employee ID. 

• Entered After – Enter the begin date (will capture any UA entered after this 

date). 

• Entered Before – Enter an end date (will capture any UA entered before this 

date). 

• Company – Using the Lookup, select ACG for Coast Guard personnel. 

 

Click View Results. 

 
 

4 The results will display.  The report may be downloaded to an Excel 

Spreadsheet, if desired. 

 

NOTE:  Job Data rows are created for any approved General Absence requests 

that suspend a member’s pay, such as a UA or Civil Confinement (see 

Reviewing Job Data). 
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Reviewing Job Data (Unpaid General Absence) 

 
Introduction This section provides a look at Job Data for any General Absence that 

results in the suspension of the member’s pay. 

 
Procedures See below. 

 

Step Action 

1 Approved Unpaid UA request: 

 
 

 

Continued on next page 
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Reviewing Job Data (Unpaid General Absence), Continued 

 

Procedures, 

continued 
 

 

Step Action 

2 Job Data:   

 
 

 
 

 

 


