
Flexible Approval Monitor (Supervisor)
This document will assist supervisors in locating, accessing, reviewing, and approving 
employee xebikle worq arrangement re.uests1
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First log into MyPack Portal with your normal unity ID and password. 
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Next you will need to locate the "Approval Monitor" tile. 

HE the tile is not availakle on your home landing page use the homepage drop down and 
select the RA Vystem Romepage or RA Fashkoard to 4nd the appropriate tile1
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In this example the HR Dashboard homepage was selected. 

Uocate the 5pproval fonitor tile on the page1
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Click on the Approval Monitor tile.
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Once the Approval Monitor page opens it may take a few seconds to locate 
all transactions awaiting approval. 

6hen the system has 4nished receiving updates you will see a numker displayed at the top 
portion oE the action menu1 Ynce the total approval numker is displayed select the RPf 
fisc 5pprovals drop down arrow to locate the 2lebikle 6orq re.uest awaiting review and 
approval1
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Click on Flexible Worker to access and review any qexible reVuest submitted
 by your direct reports.
Hn this ebample there is one xebikle re.uest awaiting your review1 6hen you clicq the 
2lebikle 6orqer option the names oE direct reports who have sukmitted a re.uest will 
appear in the center section oE the page1
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Click on a Flexible Worker reVuest in the center of the page to review the
 actual submission details.
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Reviewing the ReVuest Details page 

Nou have three options in the upper right corner allowing you to 5pprove, Feny, or 
Dushkacq a xebikle re.uest1 The 9Ciew 2lebikle 6orq Ae.uest9 option allows the supervisor 
to see the details regarding the xebikle re.uest1
Vupervisor responsikilities associated with approving a re.uest are availakle on the 8RA 
2lebikle 6orq at -P Vtate weksite1
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,iewing the reVuest details.

The re.uest details sukmitted ky your direct report should capture the details that tooq 
place during your 3XonX3 meeting with the employee keEore they sukmitted the re.uest1
Hn this ebample the employee is worqing a xebikle worq weeq, three days per weeq, and 
Erom the xebikle location provided1 The employee also provided a note and=or attachment 
with speci4cs regarding the re.uest1
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Click on Document Details

To open the note and=or attachment provided ky the employee clicq on the highlighted 
arrow1 6hen you are 4nished with viewing the details clicq the 9>9 in the upper right corner 
oE the page to close it and return to the approval page1
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Approve* Deny* or Pushback a qexible reVuest.

Hn this ebample the supervisor is Eamilar with the xebikle re.uest and chooses to approve 
it ky clciqing the 95pprove9 option at the top1
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Adding Approver Comments as part of the approval process. 

Plicq in the tebt kob provided and kegin add comments1 6hen you are 4nished clicq the 
9Vukmit9 kutton1
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Flexible ReVuest* approved.

Hn this ebample the xebikle re.uest has keen approved indicated in the top leEt corner1
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