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Approve Time Off Request in Manage
Tab
This guide walks through the process for managers to approve time off requests in
the isolved Adaptive view.

1 Navigate to https://aee.myisolved.com/home

https://www.threadhcm.com
https://aee.myisolved.com/home
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2 Under To-Dos, you will be able to see Time Off Requests or other approvals that
may be assigned to you.

The quickest way to complete this will be to click Approves or Rejects right here.
If you click on the section, it will take you to view more detail for the request.

3 You can also approve this request by going to your Manage Tab.
Click "Manage"
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4 Click "Tasks"

5 On the right side you can see Pending Transactions.
Here you'll see all your Pending Time Off Requests.
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6 Click "Review"

7 Click on The employee's name and you'll be able to see that Time Off Request
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8 From the Action drop down, you can choose to Approve to Reject.

9 Click "Approves"
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10 Click "Process" button

11 To view the Time Off Calendar, Click "Calendar"
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12 Click on any day you'd like to view
Any days that have a dot below them will have info.

13 Click "Absences"
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14 Here you can view the information on that day

15 There are other ways to view this Calendar. Up top you can click "Week"
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16 From here you'll have a more condensed view by week, with all employees with
absences listed.


