Supervisor Instructions
1. Pending requests will appear in the “Pending Time Off Requests” portlet.

There are three methods for approving leave requests:
From the portlet
From the calendar view
From the list view

The fastest method
Useful for comparing overlapping requests
Allows approve/deny for multiple requests at once

From the portlet:
1. You can approve/disapprove leave by clicking the check mark or X next to the request.

From the calendar view:
1. Inside the portlet, click the link to “Jump to Request Manager”.

2. The current month will be displayed. This view is helpful for seeing any overlapping requests.

3. Right-click the requested day off and then select approve or deny.

From the list view:
1. Jump to the Request Manager
2. Click on “List”

3.
4.
5.
6.

You will see a list view of all requested leave days.
Change the “Status” to only “Include Pending”.
Adjust the time frame to include addional months “Next 12 Months”
In this view you can select the check box at the very top to approve/deny all at once. This is helpful if there are a
lot of requests.

To Add, Delete and View Employee Leave:
1. From the menu bar at the top, select Hours and then Individual Hours.

2. From the list on the left, select the employee or search from the box at the top.
3. Once the employee is selected, click the Accruals tab.

4. You will then be presented with a summary of the employee’s available time
5. Click the ledger link next to sick/vacation days to Add or Delete (Extraordinary Days are entered as Sick)

6. After you open the ledger, you can view which days were taken.
7. You can directly enter leave for your employee by clicking “Add”

Very Important!
Enter the “Amount Taken” in Hours. For Salary Employees, it must be 4 hours for a half day and 8 hours for a full Day.
For Hourly Employees that work 10 or 12 hour days, 10 or 12 hours should be added for a full day.
It is recommended to include notes why the employee didn’t enter the request.

