How to approve “Leave Request”

Log on to your Dashboard. Under “Pending Time Off Request” you will see who needs to be approved.

ansgerit/Dashisoard L-ad

e Edit View Favorites Tools Hel

s &) avou.. Bl Time. FElogl. [m Blue. & Bann. & Bann. & 538 lTCC & Raol. B Time. & 558 - ~ 4 i v Page~
* Fing: [cla | revious Nt | [F] ootions. = |
~
* 106 employees were not calculated in this total. 6
81" s O s
PENDING TIME OFF A ] MISSED PUNCHES [E] REQUIRED APPROVALS
REQUESTS 2]
15/17
Name Type Date v Name Type
Name Date _Request Barbara Waddcil Misscd In 05/21 1245 04:30 P v Adam Chaves Manager 06110
Barbara Waddell 05/25/2018 gg:‘n‘e;;;.;:ve - 08:00 AR Barbara Waddell Missed In 06/1101:00P - 03:00 P W Approval )
Barbara Waddell  05/20/2018 Holiday - 08:00 AM to 04:00 ¥+ Courtney Grimes M!ssed In 06/1108:00 A- 11:00 A v Amanada Shirey r::;:ﬂ 06/07C
B Jeanette Perry Missed In 06/0101:00 P-05:00 P . Amanda Shirey Manager 06/11C
Barbars Waddell  06/04/2018 Vacation Pay - 05:00 PM to " . Jock McCrary Missed In 06/1101:00 P - 01:00 P . Appioval (15}
0&:00 PM Joelee Ashiey Missed Out 06/07 01:00 P - 0100 P W Amanda Shirey Manager 06/12C
Barbara Waddell 06/05/2018 Vacation Pay - 05:00 PM to x W ielle Lillie Missed Out 06/04 07-00 A -01:00P o Approval (s}
Demop LarondaFreeman  Missed Out  06/07 01:30 P- 06:00 P . Amanda Shirey Manager 06/13C
Barbara Waddell  06/06/2018 g:;:;n;a’:‘nny - 0500 PM to » eI Chives KAlsad bt i i . F—— :‘pmwal g;}mc
Harbara Waddell  06/07/2018 Vacation Pay -04:30 PMta =+ Michalle Chaves Plssed n LONEATOA- 1TASP v SRR ﬂ:mrl TS5}
06:00 PM Richard Bates Missed In 06/07 01:00 P - 05:30 P - Angie Lewis Manager 06/11C
Carlos Aleman  06/05/2018  Sick Leave - 03:15 PM to T Ronald Hall Missed Out  D&/08 07:00 A - 07:00 A . Approval
06:00 PM Shauna Kennedy Missed Out  D6/07 12:15 P 06:00 P . BarbaraWaddell  Manager os/11C
Ho(fma.u 06/11/2018 gg“ggg:‘p” <0BO0AMto X Sheri Mumime L Missed Out 04/05 07:00 A - 08:00 A . i .:‘nmoval o
06/12/2018 Vacation Pay - OROOAMta % o Sheri Mummert Missed Qut  06/0509:00 A- 11:30 A - s b s A:;.f.::
G&:00 PM i G Bernarding Manager 06/11¢C
D&6/13/2018  Vacation Pay - 08:00 AM to I Mendoza Approval
06:00 PM Hobhby Fisher Manager 06110
06/14/2018 Vacation Pay-0B00AMLe =« | Appioval ~
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Barbars Waddell 05/25/2018 E’g‘:‘m L:Tavc - 0B:00 AM ‘. Barbara Waddell Milssed th 06/1101:00 P - 03:00 P » Approval
; i i g ; Amanda Shirey Manager 06/07C
G Missed | / 00 A .
BarbaraWaddell  05/28/2018 Holiday - 08.00 AM 1o 04:00 =+ Couriney Grimes Iagertin, QE/ITON N 21 Approval
PR Jeanette Perry Missed In 04/01 01:00 P - 05:00 P " AR EHTE M e —
Barbara Waddell 0&8/04/2018 Vacation Pay - 05:00 PM wo I Jock MeCrary Missed In 06/1101:00P-0L00 P Approval {5}
06:00 PM Joelee Ashley Missed Out  08/07 01:00 P - 0100 P Amanda Shirey Manager 06/12C
Balara Waldell  06/05/2018 Vacation Pay - 0500 PM1te =« Kelle Lillie Missed Cut 0604 0200 A - D100 b Approval TS}
000 P Laranda Fresman Missed Out 0607 01230 B - 0600 B w Amanda Shirey Manager 5;6’13‘:
Ba brara f1a ke ! o B » - o W
Lhars Waddell  D6/06/2018 V;_‘c“";"p’::“' SrA0 Mg Michelle Chaves Missed Out  06/0101:00 P-04:15 P v P ':‘"’m""' L::“&
% o, manda Shirey lanager
Bathare Wadidell  06/07/2018 Vacation Pay - 0430 PM 1o %+ Michelle Chaver Missed In OA/MAOT-00A-12:15 P . Aaprouhl sy
06:00 PM Richard Bates Missedd 1n 06/07 01:00 P - 05:30 P . AELE Wiager 06110
Carios Aleman 0&8/05/2018 Sick Leave - 03:15 PM to o Fonald Hall Missed Out 0608 0700 A - 0F:00 A w Approval
05100 P Shauna Kennedy Missied Out 0607 12:15 P - 06:00 P v Barbara Waddell Manager 06110
il 05/11/2018 "3%";";" Fay-08:00AMo X Sheri Mummert Missed Qut  06/05 07:00 A - 08:00 A v Aol .
Hottman SeEmm Sheri Mummert Missed Out  06/0509:00A- 11:30A Bebaraiiaadel.  Manuer oot
Catherine 06/12/2018 Vacation Pay - 08:00 AM to i g Approval
Hattman QFO0 PR GBS Eidia Bernarding Manager 06/11C
¢ 06/13/2018 Vacation Pay-08:00 AMTo % e e Mendoza Approval
Lt Da00 P Bobby Fisher Manager 06/11C
Catherine 06/14/2018 Vacation Pay - 08100 AM to oo Approval I
Hoifman DA P = Brasdley Spear MManager OG/OBC
OACT/2018 Vacation Pay - 0700 AMte = o () Approval
Thames OR:00 AM | CONFLICTING SEGMENTS Bradiey Spmar Sttt A
Christonher OA/O7/2018 Vacation Pay -05:00PM1o = @ Approval
L DEIXERH . Bradley Spear Manager 06/11C
Christopher NAMSZ0T8 Vi n Pay - (700 AR to = Pl #

Jurmo to Beguest Manager




You may view them in the “calendar” mode and approve one at a time by right clicking on the name and selecting
“Approve Request Level 1”
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Status Employee Filter Job Code Filter
Requests per calendar day 10 Apply
+ o << amemi 22>
Sun Maon Tue Wed Thu Fri Sat
27 4+ 28 4+ 30 + 31 i1 + |2 +

Pendir Pending (1) Pending (1) Pending (2)
Linda e? Frances Hardin Michelle Michelle Chave:
02:00 } 04:00 FM 1:00 044 FM 04:15 PM O
99994 ok Leave Q9999410 - Vacation Pay 99999410 - Vacation Pay 99999410 - Vacation Pay

» Kathl Frances Hardin
08:00 04:00 PM 1:00
9H99L Appi equest Level 1 P9999410 - Vacation Pay
Barba S
oz00 [
9999%

3 + |4 | 5 4+ 6 + |7 4+ 8 + |2 +
Pending (12) Pending (6} Pending (10) Pending (1)
Michelle Chavez Carlos Aleman Gayla Aldrich Shigeko Redmond
| 07:00 AM 10:00 03:15 PM 2:45 08:00 AM 10:00 02:30 PM 4:00 . ]

Or you may select to view in “List” clicking in each box. Once you have selected all of the request that you wish to
approve, right click on any “blue segment” and select Approve Request Level 1.
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Showing 95 records of 95 Selected 3 records

0O b Mame DateSubmitted MNoticeDays  RequestDate  Time Hours  Levell Level2 Level3 RequestType Request Detail Description

- 05/21/2018 (20f 2 requests)

M 10300484  Michelle Chavez 05/21/2018 (v} 05/21/2018 04:15 PM 0:45 045 Pending Leave Code 99995414 - Sick Leave
B 10300484  Michelle Chaver 05/21/2018 a 05/21/2018 Al ling Leave Code SEFE410 - Vacation Pay
O

= 05/23/2018 (1of 1requests)

B 10300484  Michelle Chavez 05/24/2018 o 05/23/2018 ling Leave Code GEIIR414 - Sick Leave

- 05/24/2018 (20f2requests)

[0 20002097  Frances Hardin 05/24/2018 0 05/24/2018 Deiy ling Leave Code P9999410 - Vacation Pay

[0 10259666  Mancy Halvorsen 05/25/2018 0 05/24/2018 ling Leave Code 99999414 - Sick Leave

= 05/25/2018 (2of 2 requests)

D 20002097 Frances Hardin 05/25/2018 o 05/25/2018 01:00 PM 4:00 4:00 Pending Leave Code 99992410 - Vacation Pay

[0 10213874  Barbara Waddell 05/29/2018 -3 05/25/2018 0800 AM 8:00 8:00 Pending Leave Code PHGHI46 - Wellness Leave »




