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Enter “Faculty” in the
‘Request Type’ f ield. Select

“Faculty Absence
Notif ication Form,” then

click OK

FACULTY ABSENCE REQUEST
Log in to Workday. Enter
“Create Request” in the

search bar and select the
task,

 A sample of the form can be found on the
next few pages. Complete the form by

entering the requested information in the
fields. Once submitted, the request will

route to the manager for approval. Please
note that you will not receive a notification
in Workday or via email when the request
has been approved. To check submissions,
pull the "FAU My Requests" report (see the

first step on Page 7).



Each of these
textboxes must be

completed
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Absence Request Form



FACULTY ABSENCE REQUEST
If

“Academic/Professional”
is selected, a textbox
requiring additional

information will appear

If “Other” is
selected, a

textbox requiring
an explanation

will appear
If “Yes” is selected, a

textbox requiring
course information

will appear



FACULTY ABSENCE REQUEST

If “Yes” is
selected, a

textbox
requiring an

explanation of
how the class
time will be

made up will
appear

If “No” is selected, a
textbox requiring

further information
will appear

Select “I Agree,” then
click Submit
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To Cancel an Absence
Request



Find the request you’d like
to cancel and click the

twinkie icon

FACULTY ABSENCE REQUEST
Log in to Workday. Enter
“FAU My Requests” in the
search bar and select the

report,

Hover over ‘Request’ and
select Cancel


