
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Correcting My Absence 
 
 
 
                                                                                  
 

                                                                                  
 
 
 
 

This Kean Workday MyGuide is intended for the 
following users: 

 
All Kean University Employees 

 
 
 
 
 
 
 
 

**Note this guide is intended only for Correcting Time Off 
 

This is NOT for any changes related to Leave of Absence



 

 
 

Correcting Time Off 
 
Steps: 4 total 

Step 1: From your Home page, click on the “Absence” worklet 

Step 2: Click on the “Manage Absence” button 

Step 3: Click on the date you need corrected (it should be highlighted in green) 

Step 4: Correct Absence pop up box will appear 
 
This is NOT for any changes related to Leave of Absence 

 

 
Instructions for Faculty and Staff 

 
 

From your Home page, click on "View All Apps" then 

click the "Absence" worklet icon. 
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Located in the “Request”  
section of the page, Click  
on the “Manage  
Absence” button 



 

 
 
 

You may add a comment to the 
cancelation or a comment for your 
supervisor.  

Absence Entries pop up box will appear. 
You will have the following options: 
 
You may cancel the full absence  
request by clicking on “Cancel 
Absence” or edit the absence 
request by clicking on “Edit”. 



 
 
 
 

You may edit the PTO type you 
requested by clicking under  ”Type of 
Absence” 

You may edit the quantity of hours per 
day if needed 

Type comments as needed 

Submit your request once done 
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