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1. Go to Xero.com and login using you MyXero account
Login | Xero Accounting Software

2. Click the Time Off tab

3. Click new time off request

4. Select holiday as the type of request

5. Select your dates

Holiday Request Procedure
Traditional Method 

Modern Method

https://manual.maticmedia.co.uk/attachments/65
https://login.xero.com/identity/user/login
https://manual.maticmedia.co.uk/uploads/images/gallery/2022-07/image-1657533543344.png
https://manual.maticmedia.co.uk/uploads/images/gallery/2022-07/image-1657533557868.png
https://manual.maticmedia.co.uk/uploads/images/gallery/2022-07/image-1657533603643.png
https://manual.maticmedia.co.uk/uploads/images/gallery/2022-07/image-1657533715433.png


6. Click Approve
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