F‘ The Time Off Submenu

= Select My Team > Time Off.
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=» | How to Approve an Employee’s Time Off Request -

Message Center

= Select > ¥g > ) > Review.

Toview a message summary, dick the subject. To view full detsils and/or to respond to a message, select an action from the Action column, Details and actions
available depend on the message type.

IYPE FROM SUBJECT RECEIVED ACTION
y ) b
I # Evers, Thomas Employee - Time Off Request: Evers, Thomas 05/19/2015 04:01:22 PM e\ Review
WI
[i] Automatic Notification External EFIF Load 03M12/2015 11.54:02 AM E L
Reject
1] Automatic Notification External EFIF Load 03M12/2015 11:54:02 &AM o- View History
o Automatic Notification = Coun o an id.as.aF asa Y |
Balances As Of: 6/26/2016 B ¢
a Automatic Notification Time Off Request for Thomas Evers Time Off Policy Balance
Status: PENDING Approval by Dexter. John FEET (AT
. Sickft 40.00 hours
Submitted By: Evers. Thomas on 05192015 :
Wacation 456.00 hours
Date ROHQO Jury Duty - hours
Start Day: End Day:

06/25/2018 To  06/26/2015
Includes every day from 06/25/2015 to 06/26/2015.

O ReV| ew th e Request Detals
VIEW EACH DAY INDIVIDUALLY CHECK SCHEDULE w
re q u e St’ th e n DATE TIME OFF POLICY AMOUNT START TIME
Cl I C k A p p rove y Thu, Jun 25, 201.. Wacation - Vacation 2 ¥ 8.00 hows 08:00 PM

Fri, Jun 26, 2015

De ny, O r C a n ce I Total: Includes 2 days 16.00 hours

Please respond by:

Request.

Comments:

CAMNCEL REQUEST




F‘ How to Approve an Employee’s Time Off Request — ﬂ:’-’)
g List of Requests :

= Select My Team > Time Off > List Of Requests.
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F‘ How to Approve an Employee’s Time Off Request - m
- List of Requests (continued) :

* [n the Action column, select the applicable action and click
Process Requests.

List Of Requests @ .

© vounave 1 PENDING REQUEST

Pending Requests Request History

MARK ALL APPROVED

ACTION EMPLOYEE NAME SUBMITTED ON REQUEST PERICD « TIME OFF POLICY AMOUNT COMMENTS SCHEDULE

Leave Pending  «  Evers, Thomas 0519/2015 » 06/25/2015 - 06/26/2015  Vacation - Vacation 16.00 hours CHECK SCHEDULE

Leave Pending
Approve I PROCESS REQUESTS

Deny




