Employee — See Pending Requests

How To See Pending Requests

There are 2 ways to see pending requests.

Option 1 under Calendar View
Navigation: My Time > Time Off > Request

The shaded entries are the ones that are not yet approved
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Option 2 under Time History

Navigation: My Time > Time Off > History

For anything in the past select Past year
For anything in the future select Next year
Status New indicates that it is pending approval
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Date Aug 29 - Sep 2, 2022
Amount 8.00 hours
Consolidated Time Off 40.00 hours
Submitted On Aug 18, 2022
Status New
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