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Document Version History 
Date Version Comments 
04/25/2023 1.0 Initial version 
   

 
 

Pre-Requisites/ Job Descriptions 

This job aid is applicable to the following Oracle Cloud job descriptions: 

ID Job Description 
01 Manager 
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STEP 1 

Login to Oracle Cloud. Click the “Notification bell” towards the top right 
corner of the screen.  

 
 
 
STEP 2 

Any items that need to be addressed will have an “Action Required” 
message. To view the item, click on the description link.  
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STEP 3 
The absence request details will pop up on the screen. 

 
 
 
STEP 4 
Click on the “Actions” drop-down to view various options available such as - 
Delegate, Reassign, and Request Information. Click anywhere outside the 
pop-up to exit the drop-down menu.  
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STEP 5 

Click on the “Approve” button to accept the absence request.  

 
 
 
STEP 6 

Enter a comment if required, and then click on the “Submit” button.  
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STEP 7 

You will be directed to the “Home” screen. End of the procedure. 
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