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MyPeopleHub -
Annual Leave Approval
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Introduction

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

n 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)

ﬂ This will also show on your Home Page in MyPeopleHub

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

n If you have multiple requests, these can be processed one at a time or viewed in bulk

Hello

Your recent time off request has now been approved.

Request Details:
Absence Type: Annual Leave

Start Date. 27 Apr 2026
End Date: 27 Apr2026
Status: Approved

= MyPeopleHub

Needs Attention
Time Off

Submitted on 21 Apr 2026
Period
Time Type
Duration

Approval Status

n View All (7)

27 Apr 2026 - 27 Apr 2026
Annual Leave
1 day

Cancellation Pending

' PR

Time Off

27 Apr 2026 - 27 Apr 2026
Annual Leave
1day

Cancellation Pending

Vv X

23 Mar 2026 - 23 Mar 2026

Annual Leave
1day
Pending

v v (X

Time O

Time O

t

13 Jan 2026 - 13 Jan 2026
Annusl Leave

1.day

Pending

Vv X v

0
Joe Bloggs
19 Mar 2026 - 19 Mar 2026
Annusl Lesve

1 day

Pending

Vv X

Time Off

2d on 19 Mar 2026
19 Jan 2026 - 19 Jan 2026
Annual Leave

1day
Pending

RV

Time Off

Submitted on 18 Mar 2026

20 Mar 2026 - 20 Mar 2026
Annual Leave

1day
Pending

o X v
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Annual Leave Approval (cont.)

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

Workflow Details

(® Content displayed on this page is restricted based on user permissions.

If you are looking for content that is not displayed on this page, it is possible that you do not have the required
permissions. Contact your Admin for more information on content you are allowed to access.
Do you approve this request?

Initiated by on 20 August 2026 nitiated by on behalf of
on 20 August 2026.
Show Workflow Participants

Time Calendar
Employee Time

@ ® Date Number Of Days Number Of Hours Deduction Quantity (11) More
Time Type * Annual Leave (IRL_0100W) (3 01/09/2026 1 5.5 1 Details
t Date * 01/09/2026 (3

Date* 01/09/2026 () r 1

sting 1day e e e e e e e e e e e e
B 2 6 14 days
A oval Status Pending @ Comment
Flexible esing No (®
Recurre Gro Write a comment
nitiated By Admin No (B 9
Created By (k)
1 20/08/2026 14:35:08 UTC+1:00
ast Modified B (P}
—————————— -
Modified On 20/08/2026 14:35:09 UTC+1:00 r |
Absence Duration Category Single Full Day (3) " T ___ )
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Team Absence Calendar

There is also a Team Absence Calendar available for a list viewing of other colleagues upcoming leave to help prevent overlaps

[ My Peers | My Direct Re ports] Search for people [] Absent (1) [ ] Include Contingent Workers

[ Day Week |: Mcnth]

< Today > 1 August 2026 - 31 August 2026

Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat  Sun  Mon
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 21 22 23 24 25 26 27 28 29 30 31
Week 31 Week 32 Weelk 33 Week 34 Neek 35 Week

Ar Ani Ami Ani Ani
20 ([ 21 | : |

®
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