Show Me How

to Approve Time-0ff Requests with Manager on-the-Go®

TIME-OFF REQUESTS

Log in to Manager on-the Go and navigate to Time-0ff
Requests.

Alist of outstanding requests appears. Tapona
request to review further details.

MANAGERS

Visit the Help Menu for the most up-to-date version of this guide.
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TIME-OFF REQUESTS ﬁ

1 1
Request Details

o 7

Randy Evans &

Tap “Approve” when finished.

Requested Date Hours Requested
03/21/2022 8.00

Status Net Available
Pending 134.82

Accrual Type Projected Available
sick 149.75

Starting Time

8:00 am

Future Hours Approved

0.00

Future Hours Pending
16.00

Department
Finance
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Request Details
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A confirmation message appears at the hottom of the Randy Evans & Randy Evans A
screen.

Requested Date Hours Requested Requested Date Hours Raquastad
03/21/2022 8.00 04/03/2022 8.00

s Net Available Status Net Available

Tapping “Deny” removes the request and a notification is Pending :
sent to the requestor and their manager. pe el

Sick 149.75

Starting Time Starting Time

8:00 am 8:00 am

Future Hours Approved Future Hours Approved
0.00 0.00

Future Hours Pending Future Hours Pending
16.00 16.00

Department Department

Finance Finance

Reason Reason

Sick Paid Time Off

Time-Off Request Denied

Time-Off Request Approved
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