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Job Aid 15:  Approving/Rejecting/Canceling Time Off Request 

1.  Once a Time Off Request is submitted by an employee, the Manager is the only one who can approve, 

reject, or cancel an employee Time Off Request.  The Manager has two ways to find to the employee’s 

Time Off Requests.   

• My Employee Time Off Requests show up on your dashboard in a notification box. 

• Select Review Time Off Requests under Schedules. 

 

2.  From there select the employee you want to review under Pending Requests. 
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3.  To approve an employee’s Time Off Request click Approve Request. 

 
 

It will then prompt you as the Manager to write a comment and approve the request.  

 
 

The status box appears stating you have successfully approved the request. 

 

4.  This will return you to your time off review summary. Here, you can review more requests from your 

employees. 
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5.  To reject an employee’s Time Off Request, follow the same steps as above. When you are on your 

employee’s Request Summary click Reject Request. 

 
 

It will then prompt you as  the Manager to write a comment and reject the request. 

 
 

The status box appears stating you have successfully rejected the request.  Click OK.  

 

6.  In order to cancel an employee’s Time Off Request, go to your Time Off Review Summary and select 

an employee under Time Off Request History. You can only cancel an employee’s time off request if 

it has already been approved; if the request is pending,  the employee can cancel their own Time Off 

Request. 
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7.  The Request Summary box for that employee appears. Click Cancel Request. 

 
 

It will then prompt you as the Manager to write a comment and cancel the request. 

 
 

The status box appears stating you have successfully canceled your request successfully. Click OK. 

 

 


