UltraTime: Approving Absences with the Pending
Absence Requests

If you have several employees to approve on a single day, or an employee with multiple days of absences, this can be a faster way to approve the time.

1. When you first log into UltraTime, select Pending Absene Requests from 4. Click on a yellow dates to open the approval window with all absences
the main menu. for that date. Yellow is Pending, Green is Approved, and Orange are
Withdrawn absences.
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the number of employees will be listed on the date.

5. Click the "A" radio button for one of the yellow pending absences and then
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i E B ) Apply. NOTE: You need to click Apply inbetween each approval in order for
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= 6. When all the approvals are complete, click Close. This will take you back
B B B B to the calendar page and if all of the pending absences are either approved
or withdrawn, the date will turn grey.

You can use the radio buttons on the top menu to toggle between Pending, Approved, Withdrawn, or All absences.
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