
  
 

HR Systems Quick Start Guide | Updated QY 20/10/25 | Approved LW 22/10/25 

Approve Absence Request in HORUS Manager Self Service 
 
 
This Quick Guide outlines the steps supervisors need to follow for approving, denying, or pushing 
back absence requests in HORUS. 
 
For security reasons, the approval buttons in the email notifications sent to supervisors have been 
disabled. Absence requests must now be actioned directly in HORUS. 
 

 
For technical assistance in relation to HRMS or HORUS please contact HR Systems. 
Email: hrsystems@anu.edu.au 
Phone: +61 2 6125 9622 
Website: HR Systems - Staff Services - ANU 
 
For general IT enquiries please contact the ANU Service Desk. 
Email: servicedesk@anu.edu.au 
Phone: +61 2 612 54321 
Website: Service Portal - ANU 
 
For general Human Resources advice or queries please contact the relevant team below. 
HR Operations: hroperations@anu.edu.au 
Remunerations and Conditions (Payroll): payroll@anu.edu.au 
Local area HR contacts: Local area HR contacts | Services 
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https://servicedesk.anu.edu.au/sp
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Section 1: 
 

 

Step 1  

When staff member submits 
an absence request, a 
notification is sent to the 
supervisor’s email account. 

Note: for security reasons, 
direct approval buttons in 
the email have been 
disabled and replaced with a 
link to log into HORUS.  

 

   

 

Step 2 

To action on the absence 
request:  

1 Login to HORUS  
 

2 In Manager Self Service, 
navigate to the 
Approvals tile 

 

You can use a link from the 
absence email received to log 
in to HORUS. 
 

 

 

Step 3  

Pending requests are 
available for review in the 
list. 

Select the absence request 
that requires action 
(approve, deny, or push 
back). 

 

https://horus.anu.edu.au/
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Step 4  

Select the button in the top-
right corner to approve, 
deny, or push back the 
absence request. 

You may enter comments in 
the Approver Comments 
box; these will be visible to 
the staff member.  

 

Section 2: 

 

Reminders If an absence request remains unactioned for three weekdays, the 
system will send a reminder email to the supervisor. A second 
reminder will be sent on the seventh weekday.  

Escalation If an absence request remains unactioned after ten weekdays, it will 
be automatically escalated to the supervisor's supervisor. 

 

 

  


