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Approving PTO Paid Time Off (PTO)

Employees use Vacation Tracker to request and record PTO as needed. Once requested, as a supervisor,
you are able to approve in various ways.

Approving from the Dashboard — New requests will appear at the bottom, under “Pending Request”
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You are able to Edit, Deny, Deny with Reason (Notes) or Approve pending requests directly from the

Dashboard:
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Once approved, the scheduled PTO day will appear on the calendar and scheduled leaves section.
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The system will also generate an email to you regarding the request, you may also approve via the email
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Jose Garcia has submitted a leave request

User: Jose Garcia

Leave Type: Paid Time Off

Dates Requested: Wednesday, May 31, 2023 from 0:00 - 8:00
Number of Leave Days: 1 day(s)

Remaining Leave Balance: 48 day(s) 1 hour(s)

Department Leave Information: [] Seems like Maggie Nieves will be on leave during the same time period

Open Dashboard

This is a system generated email that you cannot unsubscribe from. If you wish to stop receiving these emails. please contact your Administrator with these instructions to remove you

Once approved, you will be directed to the following Request Summary Screen:

The leave request has been approved.

Request summary

Jose Garcia has submitted the following leave request:

Leave Type: Date:

Paid Time Off Tuesday, May 30 from 0:00 - 8:00
Hours requested for current year: Hours remaining for current year:

1 dayl(s) 47 day(s) 1 hour(s)

Here you are able to see the details of the request and remaining balance for the specific employee.

The request has been approved.
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