1.5 Supervisor Job Aid: Approving Leave Requests
for Employees (Non-Exempt and Exempt)

1 Login to LoboTime. Navigate to "My Notifications" tile, click on Employee

Requests.

Note: For instructions on logging into LoboTime, refer to the Supervisor Job Aid:
General Access & Dashboard.
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2 All requests for paid leave will show including specific details for each requests.
The list under 'Categories' on the left side of the screen can be used to easily move
between different items that need supervisory review. Use the Filter option to
narrow the types of requests shown. Click on a specific leave request.
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3 Once a specific request has been selected, additional details will show on the right
side of the screen for your review.
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4 Once review is complete, click 'Approve' to approve the request. If a request is
denied, click 'Refuse'.
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