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Approving Time Off Requests from Staff Members 

Both hourly and salaried staff members will be submitting requests for time off, including 

vacation, sick, and jury duty, using the Time Off worklet. These time off requests are submitted 

at the time of entry and will be delivered directly to your Workday Inbox. 

From the Inbox, select the Time Off Request item to review: 

 

A pop-up will appear on the right side of the screen that indicates any other time off requests for 

the same pay period for your full team. This makes it easy to see if there will be adequate staff 

coverage during the day(s) requested. Once reviewed, the window can be closed with the small 

“x” in the right corner so you can see the rest of your Inbox item. 
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The requested time off date, type, and number of hours will appear under Details to Review. 

Note: Workday verifies that the staff member has an adequate time off balance when they 

submit the request. 

 

You have several options: You can approve the request, send it back for adjustments, add 

approvers, or deny. 

 

 

Approve: If the time entered is correct and needs no adjustments, click on the Approve button at 

the bottom of the screen to add the time off to their timesheet. 

Send Back: If any portion of the time entered is incorrect, click on the Send Back button to 

return it to the staff member for correction. Use the Reason field to explain to the staff member 

exactly what needs to be changed in order to approve the timesheet. 

 

Note: After the staff member corrects and resubmits their timesheet, you will receive an identical 

Inbox action item to review and approve their newly adjusted time off request. 
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Add Approvers: You may want another party to approve this time off request and you can add 

additional approvers as needed. For example, you can add your direct supervisor or an HR 

partner. When using this option, be sure to enter a comment for the approver so they know why 

you have redirected it to them. 

 

Deny: If the time off request will not be approved, select Deny from the More sub-menu. The 

staff member will receive a notification that the request has been denied along with any reason 

you provided. 

 

 


