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Approving/Rejecting Time Off Requests

1. Navigate to Employee Self Service -> Time -> Admin Calendar
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Description automatically generated with medium confidence]
2. Click the Pending Requests tab at the top of the screen
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3. Select the request from the list that you would like to Approve or Reject by clicking on it.
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4. Select the Workflow Action for Approves or Rejects, then click Process.
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Status: Active

Absence

Date Range: 5/13/2022
Absence Policy: PTO
Hours: 8.00
Start Time: 900
Estimated Balance: 431
Requestor Comments

User Comments

Comments:

Workflow Action

@ Approves (as “Time Off Request: group) - Send to Complete - Transaction

Approved
O Rejects (a5 “Time Off Request” group) - Send to Complete - Transaction Rejected





