
Instructions for Approving a Leave Report

Click here

Then, click here

Click to approve 
pending leave 
reports
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In the Approvals section, choose 
Leave Report and Select Pay Period in 
the drop down menus

Five, Racer
Racer Five Asst Manager

M00000000

In the Pending section, select the employee’s name
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Review all time entered for each leave category

If the leave report is correct, select the “Approve” button. If the leave report is not correct, you have 
the option to “Return for Correction” which will allow the employee to make changes and resubmit.
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This confirmation will be 
displayed after the leave 
report has been successfully 
approved.
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