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Chapter 1 

Approve Leave 
 
There are three methods for approving leave requests: 
 
From the portlet  The fastest method 
From the calendar view   Useful for comparing overlapping requests 
From the list view  Allows approve/deny for multiple requests at once 
 
 
 
 

From the portlet:    
 
Look for “Pending Time Off Requests” 

 
 
 
 
 
Approve by clicking   
Deny by clicking         
 
 
Done! 
 
 
 
 

 

 
 
 
 
 
From the calendar view: 
 
Click the link to “Jump to Request Manager”  
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The current month will be displayed.  This view is 
helpful for seeing any overlapping requests.  
 

 
 
Right-click the “Pending” day off  
 
Select Approve or Deny.  
 
 
 
 
 
 
 
Done! 

 

 
 

 
 
 
 
From the list view: 
 
Jump to the Request Manager 
 
Click on “List”  
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Change the “Status” to only “Include Pending”. 
  
 

 

 
 
 

 
 
 
 
You can change how they are grouped if that is 
helpful. 
 
Adjust the time frame to include additional months if 
needed (ex “Next 12 Months”)   
 
Then Select “Update”  
 
Select the box at the top to Select All 
or 
Select the box next to each request 
 
 

 

 
 
 
 
 
 
 
 
 
 
Select Manage 
 
 
Select Approve or Deny 
 
 
Done! 
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Chapter 2 
Add Leave for an employee 

 
 
Employees should be requesting their own leave, however, there are some exceptions that may require the supervisor 
to enter Leave Requests. 
 
There are two methods for adding Leave: 
 
Add Leave During Open Weeks  The easiest and best method 
Add Leave During Closed Weeks Necessary when weeks have been closed – not visible on employee calendar 
 
 
 
 

First determine if the week has been closed: 
 
All weeks prior to the date in the top right corner 
have been closed. 
 
 
 
 
Also, the “+” sign will not show on the Request 
Manager for weeks that are closed 
 

 
  
Add Leave During Open Weeks 
 
Select “Tools”  
 
Select “Request Manager” 
 
 
Select the “+” sign next to the first day of leave 
needed. 
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Choose the employee first 
 
Select a template.   
Change the start time and number of hours if needed          
for hourly employees.  
You can change the number of days if they are    
consecutive.  
It is recommended to change the description to 
remember why you entered the leave.  
Check the box next to “Approve Request” or you’ll 
need to approve it later the normal way. 
Save 
 
 
Done! 

 
 
 

Add Leave During Closed Weeks 
 
Important:  Your employee will not see leave on their 
calendar if entered during closed weeks. 
 
 
 
 
Select “Hours”  
 
Select “Individual Hours”  
 
 
 
 
 
Search if necessary  
or  
Select the employee 
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Select “Accruals”  
 
Click the ledger link next to sick or vacation. 
(Extraordinary Days are entered as Sick) 
 

 
 
 
 
 
Select “Add”  
 

 
 
 
 
Set the Date 
Very Important!  Enter the hours taken.   
For Salary it should be 4 or 8 hours 
For Hourly: 
it should be for the hours taken off 
or 
it needs to be the full amount for their shift (ex. 8, 10 
or 12 hours)  
It is recommended to enter notes to remember why 
you entered it. 
Then select “OK” 
 

 

 
 
 
 
 
 
 
Save 
 
 
 
Done! 
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Chapter 3 
Delete Leave for an employee 

 
You will need to do all 3: 
 Delete from Request Manager (Calendar) 
 Delete from Timesheet 
 Delete or Confirm in Ledger 
 

Request Manager 
 
Select “Tools” 
Select “Request Manager” 
  

 
 
 
 
Locate the entry you wish to delete in the calendar  
 
Right click  
 
Select “Delete” 
 

 
  
Timesheet 
 
 
 
Select “Hours”  
Select “Individual Hours” 
 
 
 
 
 
 
 
 
Search if necessary  
or  
Select the employee 
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Locate the entry that needs to be deleted. 
Confirm the Job Code 
Confirm the Date 
 
Place a check mark in the far left box 
 

 
 
 

 
 
 
 
Select “Manage”  
 
Select “Delete”  

 
 

 
  

 
Ledger 
 
Select “Accruals”  
 
Select the Ledger icon (Sick or Vacation) 
 

 

 
 
 
 
 
Select “View selected period” 
 
Make sure the date range includes the date that was 
deleted. 
 
Delete it by selecting the delete icon. 
or 
Confirm the entry doesn’t exist  
 
 
Select “Save”  

 
 

 
Done!  
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Chapter 4 

Review Leave Accrual, Usage, and Balances  
 

 
 
Select “Reports”  
Select “Period Reports”  
Choose the time frame by: 
Setting the date range  
or  
Select from the menu 
 
Select “Accruals” 
 
Select “Review Leave Accrual, 
Usage, and Balances”   
 
 
Select “Preview”  
 
Or “Print” 
 
 
 
 
 
Done! 
 

 

 

 
 
Advanced Tips: 
 
Filter by Employee 
  
(Use to view a single employee) 
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Select “Employee ID” 
 
“Select” 
 

 
 
Remove all check marks by selecting 
the top box 
 
 
Select the employee  
 
 
 
 
Select  

 
 
 
Select “Filter” 
 
 
 
Now run the report and it will only 
include the Employee selected 
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Chapter 5 
Approve Timesheets 

 
Important Note! 
Every Monday, Supervisors are responsible for checking all of their employees’ hours for the previous week. 
Check for missed punches or time that needs to be corrected.  Enter sick or vacation if needed. 
Then approve those hours before 3:30pm.    
 
 

Select “Hours” 
Select “Group Hours” 
 
Select the drop down menu and 
Select “Last Week” 
Select “Update”  
 
Review the employee’s time 
 
 
 
If all of the time is correct for all 
employees, click here. 
Or 
Select the entries that are correct 
 

 

 
 
 
 
 
 
Select “Apply Changes” 
 
 
 
 
 
Done! 
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Chapter 6 
Edit Timesheet Entries 

 
Select “Hours” 
Select “Group Hours” 
 
 
 
 
 
 
 
Select the entry that you wish to edit. 

 
 

 
 
Select “Manage” 
 
Select “Edit”  

 
 
 
Make the changes needed. 
 
 
 
Save 
 
 
 
 
Done! 
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Chapter 7 
Delete Timesheet Entries 

 
 
Select “Hours” 
Select “Group Hours” 
 
 
 
 
 
 
 
Select the entry that you wish to edit. 

 

 
 
 
 
 
 
 
 
 
 
 
 
Select “Manage” 
 
Select “Delete”  

 
 

 
 
 
Select “OK”  
 
 
Done! 

 
 



 

 15 

 
 


