
In Aesop, some absences require approval before they can be submitted. To see a list of absences and their approval status, you can use the
"Absence Approval Status" report! 

To access the report, 完�rst click on Reports in the side navigation bar. Then, under the "Absence" heading, click Absence Approval Status. 

Now, select the date range you want to view by clicking the text boxes with the calendar icons and then selecting the day and month in in the pop-up
calendar. 

Next, adjust the 完�lters to show absences that are 完�lled, un完�lled, or don't need a substitute by using the check boxes. You can also 完�lter your results
by employees, employee types, substitutes, absence reasons, and if the absences have been approved, unapproved, denied, or partially approved. 

When you are ready, click the Search button. 

A list will appear below with the absences that match the criteria you speci完�ed above. The data is organized in columns by date of the absence,
con完�rmation number, name of employee requesting the absence, reason for the absence, name of the substitute that is 完�lling the absence, the
status of the absence, and approvals. 

Using the Absence Approval Status Report



Print the report by clicking the Print link by the "Search" button. 

 


