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Manager, Payrell, 999990-00, ¥, 013301, Business Office
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1) Restart L

Click on the day to request time
off. Then select the leave time from
the drop down box.
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Leave Request Detail Summary

Manager, Payrail, S99990-00, ¥, 011301, Business Office
Peogreis Submit By 021672026, 12:00 PM

Pay Period: 40,00 Hours
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¢ To Copy: Click on the day you are copying from.

o Click the “pages” icon 0 (found on the right side of the screen) to
copy.
A new window will open displaying the full pay period.
Click the boxes for each of the days you want to copy to, and then

slick “Save”.
To Edit: If you need to edit your submission after you have clicked Save,

Click the “pencil” icon 7 to edit your submission, and then click “Save”.

To Delete: If you need to delete any entries after you have clicked Save,
click the “remove” icon to delete any entries, and then click “Save”.
o Click Yes or No to confirm when the prompt comes up “Are you sure
you want to delete the earning record?” Then click “Save”.
Leave Requests can be started over by clicking on “Restart Leave

Request”.
o Note that all current Leave Request entries for that pay period will be

deleted. The Leave Request will still be In Progress, but it will not

have any entries.
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