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HOW TO SEE WHO IS APPROVED OFF ON THE DATES YOU ARE REQUESTING 
 

The Schedule Icon 

Did you know that you can see if other employees already have approved time off for the date or dates 
that you want to request off? 

1. Open the Leave Request Form and enter the dates for your request 
2. Click the Schedule Icon at the end of the row next to Choose 
3. The schedule for your area opens in a new window 
4. This schedule displays the week of your request and the weeks before and after 
5. Approved time off shifts are shaded green so you can quickly scroll down to see the number of shifts 

already approved 
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