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Time Off Approval Process — HR & Managerial Perspective

1. HR Side (Time Off Officer)

- Navigate to: Time Off —» Overview — Time Off Requests.

- Locate the pending request with status "To Approve'.

- Open the request to view details (employee, date, time off type, requested days).
- Review the 'Payslip State' option if linked to payroll.

- Validate the consistency of requested days and company policies.

- Click 'Approve' to confirm, or 'Refuse’ to reject the request.

2. Managerial Side (Department Manager / Approver)
- Navigate to: Time Off - Management — Time off.

- Filter by status: "To Approve'.
- Review employee’s request: ensure coverage and compliance.
- If policy requires dual validation, manager must approve before HR finalizes.

- Click 'Approve' to move the request to HR, or reject with justification if needed.

Notes
- The approval flow depends on the Time Off Type settings (single or double validation).

- Approved requests automatically update the employee’s balance.

- HR can track all history in the Reporting section.
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