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USING DATAVIEWS TO REVIEW OUTSTANDING TIME OFF REQUESTS 
 
The Time Reporting System (TRS) is used by most GW employees to request and track time off. Managers 
can use the GW Outstanding Time Off Requests dataview in the TRS to review their direct reports’ 
outstanding (non-processed) time off requests.  
 
To access the TRS, go to https://trs.gwu.edu.  
 
From the Home Screen menu on the upper left-hand side of the page, navigate to Dataviews & Reports and 
Dataview Library. 

 

  

https://trs.gwu.edu/
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Select the GW Outstanding Time Off Requests dataview. 

 

 

 

To see any unprocessed (Submitted or Cancel Submitted) request for the entire fiscal year, change the dates 
to July 1 through June 30, using the calendar icon.  
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You can process (i.e., approve or refuse) the time request either (1) from the Schedule Planner page or (2) 
through the Control Center.  

1. To process through the Schedule Planner, right click on the employee’s name in the dataview and select 
Schedule from the Go To drop down menu. 

 

Find the date of the unprocessed request, right click on the request and select approve or refuse.  
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2. To process through the Control Center, click on the bell icon in the upper right-hand side of the screen.  

 

 

 

 

 

 

 

 

You can process directly from the Control Center pop up screen or you can select View All to go to the Control 
Center to see more details about the requests. 
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In the Control Center, select Employee Requests to see the non-processed time off requests.  

 

 

Select approve or refuse.  

 

Highlighting the entire time off request will show more details about the time off request including accrual 
balances available.  
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