
 

Approve/Deny Duty Requests 
 

• Duty requests will appear on the roster when staff submit them through Loop. What type of duties are available for request is at 

the discretion of the roster lead. 

 

• To Approve or Deny a duty request, right click on the request and select Approve or Deny as appropriate 

 

 

R 



 

• If a duty request is being denied, the system will require a Denial Reason to be entered via a slide-in panel which will appear 

when Deny Duty Request is selected.  

 

 
• Approved duty requests will appear in roster with an icon of a blue heart containing a white tick in the bottom corner. 

 

• Denied duty requests will appear as a purple shift with an icon of a grey heart and red cross in the bottom corner.  
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• Duty requests can also be viewed and actioned from the Pending Duty Requests page. 

 

 

• Navigate to Rostering > View Rosters > Pending Duty Requests using the menu options at the top of the page.  

 

 

 
 

 

 

 

 



 

• Enter the relevant Unit name and Date Range, then click the Search icon on the right-hand side. 

 

 

 
 

 

• Right-click on any request in the list to select Approve or Deny from the drop-down menu. 

 

 

NOTE: Hold Shift or Ctrl as appropriate to select multiple requests either as a block or individually to apply a bulk approval or denial, this 

can be done both within the Roster itself or from the Pending Duty Requests page. 


