
OTHER FEATURES
How to Create Vacation Rules

Use vacation rules to handle your notifications automatically when you are not
available to manage your notifications directly, such as when you are on 
vacation. 

1. Click the Vacation Rules link
2. Click the Create Rule button
3. Select Item Type of OTL Workflows for Employees
4. Select Notification “All”  for rule to apply to all HR Notifications
5. Enter the  Start and End Date you would like the Rule to expire
6. Select the name of the authorized user that will receive all your 

notifications to take action on.
7. Click the Apply button to save the rule
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