
Absence Reporting 

Request time off for those who have or have had multiple assignments within Creighton 

1. Select the Time icon 

 

2. On right hand side, select ‘Absence Details’ tab 

 

3. Select ‘Maintain Absence Records’ 

 

4. Select ‘+Add’ button 

 

  



 

5. Use drop down menu to choose Absence Type 

 

6. Select ‘Advanced Mode’ 

 

  



7. Click ‘+Add’ button 

 

8. Insert the ‘Date’ and ‘Job or Assignment or ID’ 

a. Find the correct assignment number in the ‘My Portrait’ icon 

 

9. Once you have entered your hours, select ‘submit’ 

 


