After you receive a Vacation Request e-mail, click the link at the bottom of the e-mail

Vacation Request from Doe, §

Request Information To approve or deny, click here and mnput the request |
Request ID:

Total Days Bfauesting: 2
Begingin@: March 25, 2013 Throyghr
rlovee Comments: This4s™an optional message that will he sentto the supervisor.

)

BT % ImperalalleyiCollese

Process Vacation Request

To appreweor deny, click here and input the requestid (

Search the Request
ID#, Approve or
Deny and Submit

. Search

Supervisor Comments [Optional]

Optionally, you can
Send detai|5 abO ut an optional message that will be sent to the supervisor.

your decision to your
employee

Receive an on-screen confirmation of the status change as well as an e-mail receipt

Vacation Request was APPROVED for Doe, John

Vacation Request Successfuly Processed

Supervisor Comments:

Approved

Status changed to: APPROVED

Request Information

Request ID: 27

Total Days Requesting: 2

Beginning: March 25, 2013 Through: March 26, 2013

Employee C. : This is an optional ge that will be sent to the supervisor.

You can close this window now.

March 2013




