How to

Record Time off for Employees

Recording time off for
employees

There may come a time when you
need to request time off on an
employee’s behalf.
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Open the Approvals
feature

This is where you'll record time
off requests for your employees.

Click the Approvals button.

Create a time off
request for an employee

Click the Request New Time Off
button.

¥, Request New Time Off




How to

Record Time off for Employees

Click the Employee list.
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increments. If you are submitting
time off for multiple days, you
must create multiple requests.

Click the Show Calendar button.
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Click the date button.
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Click to scroll down.

Enter a comment

Add any comments in the
Manager Comment box as
required.

Click in the Manager Comment
field.

Employee Coverage

Manager Comment
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Enter the desired information into
the Manager Comment field.

Employee Coverage

Manager Comment

Approve the form

Click the Approve button.

You've successfully
entered time off for an
employee!




