SOP PayChex Approve Deny Leave Requests as a Manager (PC)
8/13/2020
You received email notification.

Under Manager Dashboard, if you have leave requests to approve, you
will see numbers next to the Calendar icon.

Click on the Time Off tab.

Time Off

Employees Time Cards

Reports Payroll

Status Board ~ B G Transaction Log »
Name ~ Absent Out In Meal Last Transaction Notes Date / Time Employee Ty
Chan, Wai wai » 08/13/20 04:42 PM - 08/13/20 04:54 PM Zhou, Yuchun -
Chang, Sheng Chung 2 08/13/20 04:48 PM 08/13/20 04:53 PM Fang, Janet
Chen, Diana ;‘ 08/13/20 08:44 AM 08/13/20 04:53 PM Pan, Kathy
Chen, Ekron ) 08/12/20 04:48 PM Chang, Sheng Chung
Chen, Patrick ) 08/13/20 04:42 PM ‘Chan, Wai wai

This is your approve or deny area:

Home Employees Time Cards Reports Payroll

Requests Adjustments | Balances | =
Action Filter (®) Filter By Date Requested Show Holidays o [ o | ® Time view a@ ~
J& | Requested || 08M3/2020 - | 02/09/2021] () e, By Date Submitted Show Blackout O Sumamary view
EE# Name Submitte... Type Date/Ti... Hours ; Balance Action Sun Mon Tue Wed Thu Fri Sat a
project... 1
55147 Jin,  08/13/20.. Business.. 08/14/20.. 4,000 0.000 | FRequested
- Shanhuei  04:57 PM 09:00 AM [Japprove
g 8 =] [Joeny
2 3 8

After your approval or denial, you will see screen like follows:

(leave request is gone)



Employees Time Cards Reports Payroll

Requests Adjustments ] Balances ] 8
Action Filter (® Filter By Date Requested Show Holidays ® Time view =
<< August B 4
% Requested ~ || 081312020 - | 020092021 () ey By Date Submitted ‘ Show Blackout < Osummarr view ﬁ
EE# Name Submitte... Type Date/Ti... Hours (Ihlanm Action
project...

L ]

The requester will receive an email notification regarding your action.

From: no-reply @centralservers.com

To: L ]

i

Subject: Time Off Request has been Approved

Sent: Thu 8/13/202017:03 |

| w71

Time Off Request for the following date has been Approved

Status Changed By - VISIpmmme .
Requested Dates- 08/14/2020 to 08/14/2020

Duration: 4.00 hours/day

Reguest Type: Business and Training

[ End of SOP ]




