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To update the request status, select Approved after validating the request.

If adjustments are needed, select Rejected so the employee can file the request
again.
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To update the request status, select Approved after validating the request.
If adjustments are needed, select Rejected so the employee can file the
request again.

Note: Employees may file an Official Business (OB) request and still clock
in/out as usual. However, once the OB request 1is approved, the system will
follow the Official Business record and automatically override the employee’s
clock-in/out attendance for that periiod.



