
How to Approve your Direct 
Report’s Leave Request in 
Titan's Direct



Overview
You can approve leave requests in Titan’s Direct

You will be guided through the steps needed to approve your Direct Report’s 
time off request in Titan's Direct



Locate the Request

Sign in to your Titan's Direct account  

- https://titansdirect.ccm.edu/

Select the “Employment” option, then

select "Employee“

Select “Leave Approval”

The Leave Request 

page will open
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Leave Approval Screen

The left side of the screen will allow you to filter your requests by type



Leave Approval Screen

Now, select your request and a new page will appear. the "Un submit" button, and the system will process your request. A message at the top of the screen will confirm 

the successful unsub mission with the text, "Leave Time Request Unsubmitted successfully."



Leave Approval Screen
Once you Approve the time, the status will change to Submitted and the “Approve” 

column will now give you the option to ‘Un-approve”



Rejecting Leave

Once you select 

‘Reject’, you have the 

opportunity to 

provide a reason

You have the option to reject an employee’s request for leave.  Select “Reject” from the 

Action menu
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Rejecting Leave

You can view your 

comments by 

selecting the comment 

option

The status of the request is now listed as “Rejected”
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Additional Viewing Options

Select “View” to see more information
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Additional Viewing Options

Select “View” to see more information
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Review

1

2

3

Log Into Titan’s Direct

Log into Titan’s Direct and select “Leave Approval” under the employee tab.

Open Submitted Request

Select the request you would like to approve or reject and open it. Select 

the icon on the right side of the page and click

Approve or Reject

Approve – Use the Approve Option – Employee will be notified

Reject – Use the Reject Option – Enter any comments as necessary

– Employee will be notified of your decision



Reminders:

You can reject a request and provide a 

reason

You can approve the employee’s request. 

Entering comments are optional.

Enter comments as needed. The comments you write 

are only seen by you and your employee.


	Slide 1: How to Approve your Direct Report’s Leave Request in Titan's Direct
	Slide 2: Overview
	Slide 3: Locate the Request
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11: Review
	Slide 12: Reminders:

