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How to View a Time Off Request Status

1 You will receive notifications about Time Off and Shift Exchange requests here.
Click on the person icon.
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2 Click "Request Notifications"

3 Click on the request to view more details.
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4 Click "×" after you are done reviewing the details.

5 To view the status of all your requests Click "Employee Requests"
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6 View the status of each request you made.

7 You can also view the status by looking at your schedule. Click "Location Schedule"
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8 Navigate to the appropriate date to see the status. If it has not be
approved/denied, then it will still appear as a typical shift showing only the time.


