HOW TO APPROVE OR DENY TEAM MEMBER ABSENCE REQUESTS

IMPORTANT! Leaders must approve OR deny team member absence requests by 7:00 am
(AZ time) on the Tuesday of the pay week to ensure payroll is accurate. A reminder email from

HR Support is sent on the Thursday before the pay week.
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3. Review the absence request > Click Approve to approve the absence OR Click the three-dot

icon > Deny > Enter a comment > Submit to deny the absence request
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