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Click on Non PO Approval 
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Click on NHS NON PO Vacation Rule 
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Click on drop down list and choose name and enter dates when you want to run to and from. 

Please bear in mind that the system works 24 hours a day 7 days a week so if you go off work on Friday and your first day of actual leave is Monday then you would need to put on for the Friday date. 

If you put in a start date and end date then this will automatically start and end. 

This works completely separately to the IPROC out of office function so if you order or approve within IRPOC you will still have to put this out of office on as well. 

Regards

Louise 

