MY TEAM TIME OFF REQUESTS — APPROVE, DENY OR CANCEL



TIME OFF REQUESTS — APPROVE, DENY OR CANCEL
THERE ARE TWO WAYS TO APPROVE/DENY OR CANCEL A TIME OFF REQUEST

The first way is to approve the time off request from the message center
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The second way to approve time off is My Team — Time Off — List of

Requests

You can approve the request at this point or you can check your team
schedules and the employee available time.
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Click on the date - here you can see available balances and you can
approve, deny or cancel the request. You can also check the schedule from here

¢ Time Off Request for Corine Williams S Pasition
ASCON - Assistant Controlier (Primary)
Status: PENDING Approval by Klein, Judith : {Active}
Submutted By: Williams, Corine on 11/18/2014 HERG48R
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Calances ac of Hg‘,q;m;;; SN
Date Range |

Time OFf Palicy Balance 0% _.
——— , o 35 PERSONAL FTR NON FAC.. 000 hours
oo W b SICK ADMIN 75.00 hours (8
VAT ADMIN 14.35 hours B

Request Details BEREAVEMENT ~hours |8
de YRy DUTY - hours

Date Time off Pelicy Start Time
Fri, Dec 18 2014 VAL ADMIN - VACATIC... J8400 AM

Totak Incudes 1 day

Comments:




Click on Schedule from the List of Requests — or you can access My Team — Team Calendar

My Team = Filters = Enployees Per Page 10

Gavaghan, Valerie

Fostion D: 400850

Job Tite: MALL - Mait Recen Cocetinator 2 G @ Sundzy, November 23 - Saturday, November 20

Home Department: 623500 - Moo Senvices i i s i _ p—
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Request Time Off for Valerie

Select the employee 3 t jar then dlick Raquest
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