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My Approvals Overview 

 

 

 The My Approvals allows you to action pending leave requests and view approval history 

for your team members. 

Approve History 

 
To access the My Team Details 

o Login to StaffOnline  

o Under the My Approvals 

o Select Approval History 

 

This will allow you to list your approval history for your team members. 

 

 

 

 You can query by: 

o Leaving the query criteria fields blank will display the full list of your 

approvals. 

o Employee will give a list of the team member’s approvals. 

o Approval Date for a period.  Use the dropdown calendar box to select dates 

for the period of enquiry 
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 Select and click on ‘Record ID’ link to view details of the record. 

 

 

 The link ‘Click here to return to Approval History list’ will take you to the previous screen. 


