
 

 
 

How to Submit and Approve Volunteering Leave in SuccessFactors 

This How To guide explains how to submit volunteering leave requests 
through the SuccessFactors portal. This guide covers the end-to-end 
process from submitting a new leave request with supporting 
documentation to line manager approval.  
 

1. Navigate to the SuccessFactors home page 

 



 

 
 

Leave Request Submission 
2. Click "Request Time Off". 

 

3. Select "Volunteering Leave" from the Time Type dropdown menu. 

 



 

 
 

 

4. Use the calendar picker to select the Start Date. 

 



 

 
 

 

5. Select the number of hours requested from the dropdown. 

 



 

 
 

6. Type a comment explaining the leave request. 

 

7. Click "Upload" to attach the required "Volunteering Application Form". 

 



 

 
 

8. Click "Submit" to send the request. 

 

Leave Approval Process 
9. Select the pending Volunteering Leave request under the "Needs Attention" section. 

 



 

 
 

10. You can download the Volunteering Leave Application Form by clicking the blue text. 

 

Please note from this screen you can "Delegate" the workflow to somebody else. 
You can also "Decline" the workflow. 

11. Type an approval comment in the text field. 

 



 

 
 

12. Click "Approve" to approve the request. 

 

 


