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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. 

 

This is your approve or deny area: 

 

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

(leave request is gone) 



 

The requester will receive an email notification regarding your action. 

 

[ End of SOP ] 


