HOW TO APPROVE
REQUESTS IN LINQ

a LINQ |
|, APPROVE REQUESTS

LOG-IN TO CLICK ON CLICK ON CLICK ON
8] [e] “FILE” “PAYROLL” TIMEKEEPER

CLICK ON

“MANAGE
REQUEST”

MISSED

CLICK ON ABSENSE CLOCKAN T G
OR MISSED “ 9
“ ABSENCES” REQUEST ABSENCE ptpigeyypet TIME SHEET

REQUEST OR
MISSED CLOCK-
N/ CLOCK-OU

DROP-DOWN BOX
WILL APPEAR

DROP-DOWN BOX
WILL APPEAR

CLICK ON CREATE CLICK ON UPDATE

CLICK “CLOSE” TO COMPLETE
PROCESS

NOTE: DO NOT CLICK ON AUTHORIZE OR APPROVE
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