
Manage Requests 

Approve 

Click Approve to approve a request. 
Fill out any necessary fields, including 
adding a substitute. 

Deny 

Click Deny to deny a request. You are 
required to enter an explanation for 
why you are denying the request. 

Filter 

Filter by Request Type, Site, Date Range, Request 
Date, and Status, paying particular attention to 
the Status, as it is set to Pending by default. 

Manage Requests 

This menu allows you to view, approve, and deny Absence, Missed Clock 

In, Missed Clock Out, and Timesheet Adjustment requests submitted 

by employees from Employee LINQ.  

Help Files 

Click the information icon to access 

step-by-step instructions for this 

particular menu. 
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