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GeneralGuidelinesfor LeaveReports:
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StepThree:ChooseApproveor AcknowledgelimeandclickSelectlIf actingasa proxy,usethe drop
downarrowto selectthe personfor whomyouare approvingleave.

StepFour:ltemsfor approvalare
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StepFive:Reviewthe submittedreport. Clickon the employeenameto openthe LeaveReport.

Reviewreportedleavetime. Unpaidtime other than FMLAshouldstill be routed throughHuman
Resource$or entry.

YoucanreviewLeaveBalance4o makesureadequatetime is availableby clickingon LeaveBalance



