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Approving Requests in Telestaff 
 Updated 12.11.2018 

 
 
Option 1: Approving requests from Dashboard. 
 
After logging into Telestaff you should see the number of outstanding approvals from today’s date plus 
14 days. The requests appear on the Dashboard.  
 
You can narrow these requests down to a specific department, area, work code, etc. 

 
 
 

 
 
Here is all of the information you can see for a request. Confirm the details including the work code, 
shift, start and end times, and the duration.   
 

 
 

 
 
You can see the Staffing Note by hovering over it. 
 

 

The dates default to today’s date plus 14 
days. To see previous days that need 
approval, you will need to adjust the dates 
in the next screen. 

Click view requests to go into the approval 
screen. 



Approving Requests                                        

             Page 2 

Once you have confirmed that the request is accurate and that it is in the right location on the roster, 
check the box and click Submit. 

 
 
You will get a pop-up box. To approve you must check the box and click Save 
 

 
 
To deny the request, type in a reason under All note, select the X and click Save. The employee will be 
able to see the reason. 
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One side of the screen will show your filters that are available, and the other side shows the requests 
and their details. 
 

 
 
Consider using the filter to narrow down the requests. Update your dates as necessary to include the 
entire pay period.  
 

 
  
 
 
Option 2: Approving from the Roster 
 
Go to your areas roster for the day. Scroll through the roster and look for any codes with an asterisk. 
They should stand out because they should also be a color other than white. 
 

Apply a filter if you have created one. (See Creating 
Approval filter to setup a new filter) 

Adjust your dates to include the current pay period 

Select as many work codes as you would like. For 
example, if you would only like to see overtime, select the 
overtime pay and overtime comp codes.  

Use these additional fields to narrow down to a specific 
area, unit, etc. 

When you are finished making your selections, click Apply 

Change to pending to only see outstanding requests 
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Click on the shift. Here you can either click Approve or Deny. If you notice an issue with the shift, you 
can also edit the request.  
 

 
 
If you click approve you will get a pop-up. Click the checkmark and click Save. 
 

 
If you click deny, you will not get a pop-up box and the shift will be removed from the roster.  
 
If you deny a shift and you did not mean to, you can still find the shift by going into the approvals 
through the dashboard. Filter by the request status of Denied and click apply. Check the box and click 
Submit. 
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Option 3: Approving Using the Advanced Calendar 
 
Click Calendar. 
 

 
 
Click Advanced. 
 

 
 
Select Limit Display. 
 

 
 
Select More Options and check the Pending Requests Only box. 
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You can then filter by Area, Region, Station, etc. as needed.  
 

 
 
You can also save the Filter for future use. 
 

 
 
Left Click on an outstanding request. Select Who Else. 
 

 



Approving Requests                                        

             Page 7 

The name of the employee will show on the left-hand side of the screen under Name. 
 

 
 
The request can then either be Approved or Denied. 
 
 
 
 
 
 
 
 
 
 
 
 
 


