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Pending Transactions 
 

 

 All Transactions that are not approved yet or rejected will appear in your pending transaction 

queue. 

 You can delete any transaction that is in the queue. 

o Leave transactions that have been rejected need to be deleted before resubmitting 

the leave.  Failure to do this will cause an overlapping booking error. 

To access Pending Transactions 
o Login to StaffOnline  

o Under the My HR menu 

o Select Pending Transactions 

 
 

 Select and click on ‘Record Id’ link to display the detailed entry. 
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 Clicking on ‘Appr.Title’ link will show the current occupant for the position of the approver. 
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Deleting a Pending Transaction 
 
When a leave record has been rejected you will get: 

o an email notification and 

o a notification to your Home screen. 

 

 
 

 
 

You can view/delete this record from your Home menu or from the My HR menu. 
 

 To bring up the rejected record in the Pending Transaction queue: 

o either click on the notification ‘1 pending record has been rejected’ link 

o or click on Pending Transactions from the My HR menu. 

 

 
 
 
 
 
 
 



   

December 2014 

                 StaffOnline User Guide 

   Pending Transactions 

 
 
 

 
 
 

 Click on Delete button or 

 
 

 
 
 

 Check the Delete box and click on Delete button. 
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 When you confirm delete a Success! message will be displayed. 

 
 
 
 
 

 Position Hierarchy  

o All StaffOnline transactions are based on position hierarchy, your position reports to 

your supervisors’ position and so on. 

o On submitting a transaction it is escalated to your supervisor immediately, if your 

supervisor doesn’t action it, it will escalate again. 

 Leave Transactions will escalate every 5 working days. 

 Timesheet Transactions will escalate every 2 working days. 


