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How to Log an Absence 
 

Follow this link: 

 

https://brsd.atrieveerp.com 
 
Step 1 – Log Into the Web Portal 

 
Your user name and password will be the same as your Network Credentials 

 

 
 

Step 2 – Locate the ‘My Info’ Menu, select ‘Time & Attendance’ and select Enter Absence 

 

 
 

 

https://brsd.atrieveerp.com/
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Step 3 – Complete the Absence Information Screen 

 

 
 

1. Choose the reason you are away from the drop down menu.  Some reasons require additional 
information. 

2. Select single day or range of dates. 
3. Complete date details. 

 
Step 4 – Absences Schedule Details 

 
Choose a full day, AM or PM 
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Step 5 – Submit 

 
Step 6 – Confirmation Receipt 

 

A confirmation number is received when the absence is successfully submitted. The confirmation number 
becomes the Absence ID number. 

 
 

 

Employee View of Submitted Absences/Leaves 

 

Once submitted, employees are able to view the details of their leaves and absences. From the web 

portal and under the My Info>  menu, select ‘Time & Attendance’, then select ‘View or Change’  
 

 
 

 

This will bring you to the Absence Listing screen. 
 

Here, employees can see any absences, long term leave requests and cancelled/denied leave requests. 
 

To see the details of each entry, click on the ID number. 
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