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Module:  m/03/130  

‘Absence and holidays on the agenda summary...’ 
 

1. A number of ‘absence and holiday agenda items’ may appear on your 
agenda dependant on how the timeware® system has been configured. 

 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

2. The four absence and holiday agenda items covered in this module 
are; 

a. Incomplete bookings 
b. Awaiting decision 
c. Require finalisation 
d. Entitlement renewal 
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3. Incomplete bookings.  This agenda item highlights absence request 

made at the PIP that have not yet been allocated an absence reason. 
 
 
 
 
 

Clicking on the agenda link takes the user to the personnel 
absence/holiday selection screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Selecting a person’s absence/holiday, enables the user to amend the 
absence to be taken and the authorisation code  Click <Ok> to return 
to the personnel absence/holiday selection screen. 
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4. Awaiting a decision.  This agenda item highlights complete 

absence/holiday requests that have not yet been approved or finalised 
by a manager. 

 
 
 
 

Clicking on the agenda link takes the user to the personnel 
absence/holiday selection screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Selecting an person’s absence/holiday, enables the user to modify the 
authorisation details to either Approved or Declined.  Click <Ok> to 
return to the personnel absence/holiday selection screen. 
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5. Require finalisation.  This agenda item highlights absence/holiday 

requests that have been approved or declined but that are waiting for 
finalisation. 

 
 
 
 

Clicking on the agenda link takes the user to the personnel 
absence/holiday selection screen. 

 
 
 
 
 
 
 
 
 
 
 

Selecting a personnel absence/holiday enables the user to modify the 
authorisation details to Finalised.  Click <Ok> to return to the 
employee absence/holiday selection screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


