
MyPeopleHub –
Annual Leave Approval



Introduction

2

This document is a guide specifically for 
colleagues with direct reports and how to 
approve their annual leave requests. 



When a direct report requests annual leave through Time Off in MyPeopleHub, the reporting line will receive an email notification (Please check the MyPeopleHub system 
on a regular basis for any requests requiring action)

This will also show on your Home Page in MyPeopleHub

The request can be Approved or Declined with or without comments using the dropdowns

If you have multiple requests, these can be processed one at a time or viewed in bulk
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Alternatively, the request can be viewed in more detail and approved from the Workflow Details page available if you click anywhere on the notification tile or on the link in 
the email – this view will show if any other direct report already have absence in on that day
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Team Absence Calendar
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There is also a Team Absence Calendar available for a list viewing of other colleagues upcoming leave to help prevent overlaps
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KAEFER. Count on us.
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