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DHSS 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.

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

e Select Review Time Off Requests under Schedules.
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£ My Contact Preferences
Employees . ) Annual Leave 399.00 Hours
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2. From there select the employee you want to review under Pending Requests.

Time Off Review Summary

Pending Requests || Time Off Request History

Current filter: none

Employee ID Employee Name Approval Status  Start Date End Date Hours Requested Case ID Last Modified .
] | idmini... | Pending AW0SR2015 | 1N0SR015 | 825 0973012015 11:34 am
] I (S ocial Se | Pending 09302015 090302015 75 09/30/2015 11:35 am
] I :-cici Service.. | Pending 09/30/2015 09302015 75 093072015 11:36 am
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To approve an employee’s Time Off Request click Approve Request.

'_i “iew Request List I 'a Approve Request F Reject Request
Reiuest Summai ~ Pending

Date Pay Code Hours
Fri 0%/25/2015  ALT Annual Leave Taken 75

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

Manager Comments

We are staffed well this day|

@ Approve Request Cancel

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

Status ¥
The request has been successfully approved

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

Time Off Review Summary

Pending Requests || Time Off Request History
Current filter: none

Employee ID Employee Name Approval Status | Start Date  End Date Hours Requested | CaseID Last Modificd ~
Pending 097232015 09232015 4 0912312015 03:55 pm
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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.

=|View Request List @ Approve Reguest
Reiuest Summai ~ Pending ]

Date Pay Code Hours
Fri 0%/25/2015 | ALT Annual Leave Taken 75

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

Manager Comments

We are under staffed this day.

| xRejectRequest | Cancel

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

The request has been successfully canceled

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.

Time Off Review Summary

Pending Requests Time Off Request History

Current filter: none

Employee ID Employee Name Approval Status ~ Start Date End Date Hours Requested Case ID Last Modified ~
Rejected 09/23/2015 09/23/2015 4 09/23/2015 04:24 pm
Approved 09/25/2015 09/25/2015 7.5 09/23/2015 04:22 pm
Approved 10/05/2015 10/05/2015 825 09/08/2015 10-43 am I
Approved 09/08/2015 09/08/2015 7 09/08/2015 11:19 am
Rejected 09/08/2015 09/08/2015 5 09/08/2015 11:17 am
Approved 08/10/2015 08/10/2015 3 07/27/2015 11:52 am

Updated 5/9/16 DHSS Job Aid 15: Approving/Rejecting/Canceling Time Off Request Page 3 of 4




State of Delaware ESTAR \] O b Al d

Employee State Time & Attendance Reporting

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

ﬂ WEW RE{IUESt LISt
Request Summa & Approved
Administrative Specialist 1)

Date Pay Code Hours
Mon 10/05%2015  ALT Annual Leave Taken 8.25

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

Reason for Cancellation

Employee requested their time to be canceled,|

x Cancel Request Do Mot Cancel Request

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

The request has been successfully canceled
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