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PURPOSE 

 

This document explains the process of entering an absence within the INFORMS system.   
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Step Action 

1.  

• Log into INFORMS. 
• Navigation: Main Menu > Employee Self-Service > Time and Absence > Enter Time 

 
 

2.  

• Select Request Absence. 

 
 

3.  

Select the Absence Name and Select Submit.  
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4.  

• Enter the following fields: 
o Absence Name. 

o Start Date. 

o End Date. 

• Enter Partial Days, if applicable.  

• Select Check Eligibility to check employee’s available balance and eligibility of the 
selected absence. 

 

5.  
To attach supporting documents, Select Add Attachment and go to My Device and navigate to  

the documents (e.g., Medical Certificate). Select Upload and then Done. 

6.  

Select Submit. 

 
 

 


