Approving Annual Leave Requests
Line managers will receive an automated email notification to alert them of leave requests from colleagues who report to them. To approve the request the manager should log into the P&OD system (PeopleXD) and navigate to their Manager Dashboard.
Leave requests can be approved in two ways; via the ‘My Approvals Notifications’ widget, or via the Employee Calendar in the ‘My Team’ widget.
My Approvals Notifications Widget
[image: ]On the Manager Dashboard, in the top right of the ‘My Approvals Notifications’ widget, click the blue ‘Approvals’ button (this will have a red counter), or ‘view’ beside the leave request.

· Please Note: Depending on your screen size/zoom in your browser, the widgets may appear in a different layout than the screenshots.
[image: ]If you are happy to approve the request you can check the box ‘I confirm that the above details are correct’ and then click the green ‘Approve’ button (Or the red ‘Reject’ button) in the bottom right of the screen.
However, if you would like to see more details, click the blue ‘View Details’ button in the top right of the screen. This will give you 2 additional options; ‘Co-workers Leave/Absence’ and ‘Annual Leave Balances’.
[image: ]Co-Workers Leave/Absence – This will allow you to view the team calendar for the dates requested to view for any conflicting requests.
Annual Leave Balances – This will allow you to view the colleagues remaining balances.
For each option above, you would navigate back to the ‘My Approval’ screen to action the request.
Employee Calendar
In the ‘My Team’ widget of the Manager Dashboard, click the 3 dots beside the colleague you wish to add the absence for and select ‘Employee Calendar’ from the dropdown.
[image: ]
This will open a 12 month view of the colleague’s calendar where you will be able to see all leave the colleague has. Different leave types will have different colours.
Any outstanding approvals will show Red.
[image: ]
[image: ]If you hover over the request that requires action a pop up box will appear showing some basic details; click the 3 dots beside the details and then ‘Action’ from the drop down options.

This will take you to the ‘My approvals’ screen, as shown above; where you can navigate to the 2 additional options; ‘Co-workers Leave/Absence’ and ‘Annual Leave Balances’.
In the Employee Calendar, you can also click the blue ‘Actions’ button in the top right and select ‘Person Absences’.
[image: ]
Here you will be able to view all absences the colleague has had within their current appointment in date order from most recent.
Find the outstanding request and click the 3 dots to the right of the request.
[image: ]
From the drop down options, if you click ‘Action’ you will be taken to the ‘My Approvals’ screen as mentioned above. You also have to option here to ‘View Co-Workers Leave/Absence’. Or ‘View Employee Comments’ if there have been any.
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