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Welcome and thank you for taking the time to view this training module designed to orient 
individuals with supervisory responsibilities for staff to the supervisor features of the My 
Attendance Application.  
 
The My Attendance Application has been designed to support the tracking of absences at 
the department level.  
 
Prior to viewing this module, please view the My Attendance Application: A Guide for 
Employees as this module builds from the features covered in the Employee module. 
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This presentation will cover the following:   
 
➢ How to access the My Attendance Application  

➢ Overview of the Home Page 

➢ Management Feature 

➢ My Staff Feature 

➢ Requests Feature 

➢ Summary 
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To illustrate the features of the My Attendance Application this presentation includes 
screenshots of the system. To protect the privacy and confidentiality of UWindsor 
employees we have created a fictitious employee and manager, their employee numbers, 
and a department.  
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To access the My Attendance Application, enter www.uwindsor.ca/attendance into the URL 
address bar of your preferred browser.  
 
You will be directed to a log-in page where you will be prompted to enter your University of 
Windsor ID and password.  Once you enter your log-in information, please select the Login 
button to be directed to the My Attendance Application homepage. 
 
 
 

  

How to Access the My Attendance Application 

• Go to: www.uwindsor.ca/attendance

• To log in, enter your UWin ID and password.

How to Access the My Attendance Application 

• Go to: www.uwindsor.ca/attendance

• To log in, enter your UWin ID and password.



My Attendance Application: A Guide for Supervisors 

  Human Resources                                                                                6 
 

 

The home page of the My Attendance Application is the gateway to the various features of 
the system. The name of your department will appear on the top bar of the home page as 
illustrated on the slide.  Next to your department’s name is “Attendance”. Click on 
“Attendance” from any page of the application to return to the home page.   
 
In addition to the features covered in the My Attendance Application: A Guide for 
Employees module, the home page for individuals who have supervisory responsibilities for 
staff will include other features which have been highlighted with a green checkmark on the 
slide. These include: 
 
• Management Feature – Provides supervisors with the ability to add entries for any of 

their direct reports and view the calendar for their direct reports. 
• My Staff Feature – Using a drop-down list, supervisors can quickly select and view the 

attendance record for any of their direct reports.  
• Requests Feature – Alerts supervisors to requests submitted by their direct reports that 

are awaiting review and approval. As illustrated on the slide, there is one request 
awaiting the review. 

 
Individuals who in addition to being a supervisor have been assigned the Administrator 
and/or Attendance Approver roles for their department in the My Attendance Application 
will also see additional features on the home screen as illustrated on the next slide.   
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As noted in the previous slide, this slide illustrates the home page that a supervisor who has 
been assigned an administrator and/or approver role will see. The additional features have 
been highlighted on the slide with a green checkmark.  

Supervisors who have been assigned the “Approver” role for their department are the 
individuals who have been identified by Human Resources as the official signatory for the 
monthly attendance record that is sent electronically to Human Resources.  

These additional features will be covered in the My Attendance Application: A Guide for 
Administrators module. 

In this presentation, we will now focus on the supervisor features of the My Attendance 
Application highlighted in the previous slide. 

If you are the
Department
Administrator or
Monthly Attendance
Approver
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We will now cover the Management features. 
 
The Management features include  
• Add an Entry 
• My Staff Calendar 
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When you select the Add an Entry, you will be directed to the form illustrated on the slide. 
You can use this feature to add an entry for a direct report. For instance, in the event, an 
employee notifies you that they are sick you can then use this feature to record their 
absence. 
 
The first field of the form, highlighted with the red box, on the slide, requires you to select 
from the drop-down menu the person who reports to you for whom you are making an 
entry. As illustrated on the slide, the manager is making an entry for Winston Lancer.  
 
Once you select the name of the individual for whom you are making an entry, follow the 
same instructions as covered in the Employee Module to fill out the rest of the form.  This 
includes: 
 
• Selecting the code for the absence 
• Completing the required fields associated with the code selected 
 
When you are finished, click on “Save Entry” to add the entry, or “Cancel”, to close the form 
and return to the home page.  
 
Because this is an entry and not an employee request, there is no approval process invoked 
and therefore the entry is added automatically to the individual’s attendance record.  

Adding an Entry 
for an Employee
Adding an Entry 
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My Staff Calendar allows a supervisor to view the attendance entries of their direct reports 
in a calendar view.  
 
This feature is very helpful as you can easily view all the approved entries for your team. It 
can help you determine if it is feasible to approve a request received given approved 
requests for other team members.  
 
To learn more about each entry on the calendar, click on the entry you want to view. Once 
you click on the entry you will be directed to the My Attendance Record page of the staff 
member, in this case, Winston Lancer. The entry selected will be highlighted in yellow in the 
My Attendance Record.  
 
 

  

My Staff 
Calendar
My Staff 
Calendar



My Attendance Application: A Guide for Supervisors 

  Human Resources                                                                                11 
 

 

The next feature for supervisors is the My Staff feature. This feature allows you as a 
supervisor to view and edit employee entries.  
 
From the drop-down menu select the employee whose record you would like to view and/or 
edit. 
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After selecting an employee’s name from the drop-down menu, you will be directed to their 
My Attendance Record page which lists all their attendance entries as highlighted by the red 
arrows on this slide.  
 
As illustrated on the slide: 
 
• Requests that you have approved, will have two actions available next to the entry– Edit 

or Delete. As illustrated on the first entry for Winston Lancer. 
• Requests that have already been electronically submitted to Human Resources as part of 

the monthly absence reporting will have a green checkmark as illustrated on the second 
entry for Winston Lancer. If a change needs to be made to these entries, please contact 
Human Resources. 

• Requests that are pending approval will have Approve, Reject, or Edit options available. 
As illustrated on the 3rd entry for Winston Lancer. 
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To edit an entry, select “Edit” as highlighted on this slide.  You will then be directed to the 
Edit Entry form illustrated on the next slide.  
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As you will note, this form is like the “Add Entry” form that we covered previously, the only 
difference is that the “Edit Entry” form has all the fields populated.  
 
As illustrated on this slide, you are editing an entry that Winston Lancer made. Winston 
entered the wrong date in error. Once you make the necessary changes, click “Save Entry” 
to save your changes.  
 
You can click on “Cancel” to discard any changes made.  
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Figure A illustrates the Requests section of the supervisor features of My Attendance 
Application. In this section, you will find an alert for requests submitted by your direct 
reports that require your approval.  
 
As illustrated in figure B, you can also access pending requests from the top menu bar of My 
Attendance Application.  
 
When you click on either notification (figure A or B), it will bring you to the “Pending 
Requests” page. You can then use the drop-down menu on the entry to approve or reject it. 
To complete the approval process, select the “Save Decisions” button.  
 
In addition to these alerts to pending requests in the My Attendance Application, every 
time one of your direct reports makes a request, you will also get an email from the 
“Attendance Calendar” that will include the name of the employee who is making a request, 
request type, date, time, and duration. The e-mail will also include a link that will take you 
to the employee’s attendance record, where you can then either approve or reject the 
request. 
 
At this time, there is no place for supervisors to add comments regarding why a request has 
been rejected. It is good practice to e-mail the staff member to advise them of the reason or 
reasons for the decision.  

Requests

Figure A

Figure B Requests

Figure A

Figure B
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In summary, the My Attendance Application – A Guide for Supervisors has the following 
key features in addition to the features covered in the Employee module: 

• Management Feature – Provides supervisors with the ability to add entries for any of
their direct reports and view the calendar for their direct reports.

• My Staff Feature – Using a drop-down list, supervisors can quickly select and view the
attendance record for any of their direct reports.

• Requests Feature – Alerts supervisors to requests submitted by their direct reports that
are awaiting review and approval. As illustrated on the slide, there is one request
awaiting the review.

We hope that you have found this module helpful to orient you to the key features for 
supervisors in the My Attendance Application. 

The slides and notes from this presentation can be downloaded from the My Attendance 
Application website at www.uwindsor.ca/humanresources/attendance. Should you have 
any questions, please e-mail hrattendance@uwindsor.ca 

In summaryIn summary


