
                                                                                                                                                                                                                         

 
 

 

Aesop Absence Approvals 

 
Summary of the Absence Approval Process 

Absence Approval allows employees to request an absence online instead of submitting 

paper forms. The system can be set up to send an email to the approver once the 

absence has been created. The absence will stay on the approver’s website until it has 

been approved or denied. The employees can view the status of their request online or 

by calling the IVR. The system also can be set up to send an email notification once the 

absence has been approved and/or denied. 

 
 Approver’s View: 

Once an absence is created by the employee for an absence reason which requires 

approval, the individual who is responsible for approving the absence will receive an 

email notification. 

 

 

 

The approver can access the absence by either clicking on one of the links provided in 

the email, or by logging directly into Aesop and clicking on the Absence side navigation 

tab and click on Approve. There is also an Approve button you can click on in the 

Quick Actions box. 
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On the approval page, the approver can enter a date range to see all absences that 

need to be approved in that range. Check the box on the left and click Approve 

Selected or Deny Selected. Multiple absences can be approved or denied at the 

same time by checking off the boxes next to the absences shown. 

 

 
If the approver wishes to leave comments to the employee regarding a specific 

absence, clicking on the Confirmation Number will link to the absence modify screen. 
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If multiple levels of approvals are being used, the approval email will initially only be 

sent to the Level 1 absence approver. Upon approval by the Level 1 approver, the 

absence will be marked as Partially Approved and an approval email will be sent to the 

Level 2 approver. 

 

 
The Level 2 approver will then follow the same steps above to approve or deny the 

absence. If additional levels of approval exist, the absence will be forwarded to the 

subsequent approvers for their approval. Once final approval is achieved, the Approval 

Status will change from Partially Approved to Approved. 
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Important Note: If your position requires a substitute when an absence is created 

that requires approval, the system will look for a substitute immediately. The reason 

the system does not delay the search for a substitute until the absence is approved is 

simply for the sake of efficiency. Since we realize many absences will be approved, we 

believe that looking for the sub immediately makes sense! If the absence request is 

denied, the substitute will be notified (IF notification methods are activated) about the 

change in their schedule. 

 
Absence Approval Status Report: 

One of the reports linked on the left-hand side of the approver’s home page is the 

Absence Approval Status report. 

 

 
In this report approvers can view absences that require approval for a specific date 

range and their status. The report can be filtered by fill status, location, employee 

name, employee type, substitute, absence reason, and status. 
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Employee Creates 
Absence 

Approver receives email notification 
(see screen shot on page 1) or sees 

on the “Approve Absences” page that 
an employee has requested an 

absence 

Approver Approves the 
absence 

Approver Denies the 
absence 

Employee sees in the 
AESOP home page that 

absence is approved 

Absence is Denied and 
Deleted 

Employee takes the Day 
Substitute is notified (IF 

notification methods 
are activated) 

Employee does not take 
the day 

Absence Approval Process Flow: 
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