
 
 

Procedures for creating an absence in Easy Connect 

Note: A Common error for clerical is to try to make your 



 
4. Select the Easy Connect menu > Create Absence 

 

 

 

5. Confirm your Employee Group and Replacement “Yes” are set correctly 
6. Choose your date of absence in the calendar and set your shift start and end time 
7. Select your assignment from the drop down 
8. Set your reason code 
9. Click OK 
10. Review the red text for accuracy

 
 

11. Save for final submission 

 


