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The Request Manager feature allows users to view, add, edit, approve, and deny 

employee time off requests. Time off requests can be submitted by the individual, or 

created by the user in any leave code(s) that the employee may have access to. 

Navigating Request Manager 

1. Access Request Manager in the Tools menu. 

2. By default, employee requests will be visible in a Calendar view. In order to view 

employee requests in a sortable list, select the List tab. 

3. On the Calendar tab, the amount of requests seen per day can be selected by 

changing the value of the Requests per calendar day field. you can filter requests 

by employee or leave code by selecting Filter. The status of a request (approved, 

denied, or pending) can also be filtered by checking and unchecking the appropriate 

options in the information bar and selecting Apply. 

4. To have finer control over what request elements are visible, switch to the List view. 

In addition to the options available in Calendar view, segments can be organized by 

entering in a date range and clicking Refresh. Segments can be grouped by a 

number of criteria, such as the individual's ID Number or Request Date by selecting 

the appropriate sort criteria in the Group by dropdown and clicking on Apply. 
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