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REVIEWING APPROVED TIME OFF REQUESTS

To access the Time Reporting System (TRS), go to https://trs.gwu.edu.

From the Home Screen

1. From the Home Screen, navigate to the My Notifications tile and select My Requests.

My Notifications >

Tasks 0 7]
My Requests 1 >
Timekeeping 0 >
Notices 0 >

2. Under the My Request under Categories, change the Filter to Include Approved.
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Cancel Approved
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Page 1 of 2


https://trs.gwu.edu/

3. Your Approved Time Off Request(s) will be displayed.

Filter :
. %~ Allstatus 5+ None | D

0 E Request Time Off Request
Employeae Humphrey, Hubert H
Created On 6/03/2024 327 AM
Requested Period: TAT2024 - 71002024, TRIZ2024 - 1262024
Approwval Status: Approved
Approver Mame: ROOSEVELT, FRANKLIM C
Duration: 64:00
Request Status Approved

From the My Schedule tile

1. From the Home Screen, navigate to the My Schedule tile and select the arrow.

My Schedule ]
Thu
s Today

You have nothing planned.

F}:' You have nothing planned.
Sgt You have nothing planned.
5;” You have nothing planned.
':UD" You have nothing plannad.

2. Use the calendar to select a month/date to review your requests. The calendar will show a dot to
indicate a there is a time off request or holiday. You can change the dates on the calendar to see
time off requests on different dates.

My Schedule
4 Load more
July 2024 Today <

@ [Approved]

Sun  Mon Tue Wed Thu Fri Sat Wed
Time Off Request (9:00 AM-5:00 PM)

2 3 4 5 3

‘IBU @ [Approved]
Time Off Request (9:00 AM-5:00 PM)
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19 @ [Approved]
Time Off Request (9:00 AM-5:00 PM)
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