o Log in to your dashboard: https:/fapp.vacationtracker.io/signin

o On the left-hand side, click on the Leave Requests drop-down menu and select: Request Leave
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o Once on the new page. you can enter the necessary information:

® Request - click on the drop-down menu to select the leave type.
® Start and End Date - mark the start and end date for this leave.
® Reason - this field is optional (unless set as mandatory) and if you have any information, enter it here.

® Once you are done, click Request Leave and wait for your confirmation. You will get a notification in your chat.

REGQUEST LEAVE
Use this form If your request needs to be approved by someone other than yourself.

" Request: PTO
" Start and End Date:  2022-09-06 2022-09-07

Reason:  Exira long weekend!
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