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Request Time off

You can request time off for partial day, single day or multiple days. The request will be sent to your manager. You

will receive a notification once your manager approves/denies it.

To request a time off:

1. Go to Schedule tab.
2. Select the date you would like to request time off for.
3. Enter time off details.

4. Select Request.

https://help.zoho.com/portal/en/kb/shifts/employee-guides/articles/request-time-off
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