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Workday - Requesting Voluntary Leave of
Absence

If you need to extend your leave, please contact Corporate Benefits
benefits@structuralgroup.com to initiation that process.

1 From your worker profile, click "Actions" button

mailto:benefits@structuralgroup.com
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2 After clicking the Actions button, scroll to locate the "Time and Absence" button.
Then click "Request Absence"

3 Click the days you want to to request leave. You can request the days via Calendar
view, or Date Range view.
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4 Date range view

5 Select the type of leave you are requesting
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6

7 Comments are required. Attachments are not required, but recommended. Click
Submit.
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After you have submitted, the Leave Request will be routed through the approval
process.


