Approving/Rejecting Staff Requests

If you are set up in the system as a staff request approver, you will continue to receive email
notifications but you should log into the HR system in order to approve the request itself. There are
a few places you can see/approve the staff request, the below process is one of these methods. At
the end of this note the other method has been listed.

When you log into your Manager Dashboard you will see on the right hand side under the My

Approvals section that staff requests will be listed. To view this request you should select the
button which will cause a small pop up window to appear.
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Once the pop up window has appeared and fully loaded you will see some of the basic information
displayed such as Start Date, Job Title and how many positions are required. It is possible to view the
whole staff request and therefore all of the details by clicking on the magnifying glass button.
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The staff request will appear in a pop-up window and you can move through each stage of the
request by clicking on the breadcrumb path down the left hand side or alternatively using the “Next”
button.
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Once you have reviewed all of the details you and have chosen to approve or reject the request you
should select the appropriate option from the drop down menu in the Summary screen.
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Comments are required for both Approvals and Rejections currently but this will be revised as
soon as possible so that only rejections will require comments.



Other Methods of Approving Staff Requests

Alternative Method One:

As mentioned previously there are other places where it is possible to approve a staff request other

than from the Dashboard tab of the Manager Dashboard. If you select the Approvals tab from the

Manager dashboard you will see the staff request listed under My Approvals but you will also see a

counter on the right hand side beside the Staff/Manager Requests icon.
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If you click this counter a new pop up window will appear, on the right hand side is a counter of all

requests requiring approval and on the left hand side is a list of the requests with some basic

information displayed.
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To view the full details of the request you should click on the

button and select “View

Approval” it may take a few seconds but the staff request and all of its details will load for you to

review. Using the bread crumbs down the left hand side you can move from section to section of the




request or alternatively you can use the “Next” button. Once you have decided to Approve or Reject
the request you should select the correct action from the Drop Down options in the Summary page.
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Comments are required for both Approvals and Rejections.

Alternative Method Two:

One final alternative route to staff request approval is through the Staff/Manager Requests tab by
clicking on the “Staff Requests — New/Existing Requests” button.
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A pop up box will appear and one of the options along the top of the screen will say “Approvals

waiting for you”. This button will change the view in this window so that all staff requests that are

waiting approval from you will display.
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it may take a few seconds but the staff request and all of its details will load for you to

review. Using the bread crumbs down the left hand side you can move from section to section of the
request or alternatively you can use the “Next” button. Once you have decided to Approve or Reject
the request you should select the correct action from the Drop Down options in the Summary page.
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Comments are required for both Approvals and Rejections.



