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LTAPPS Time Off 
LTAPPS Time Off is a software application that allows employees to create and submit requests for time off 

 

Overview  
LTAPPS Time Off is a software application that allows employees to create and submit requests for time 

off from work, and managers to approve or reject them. A leave request app can also track the leave 

balances, status, and history of each employee, as well as the company holidays and policies. 

LTAPPS Time Off app can benefit both employees and managers by simplifying the process of requesting 

and approving time off, reducing errors and delays, increasing transparency and accountability, and 

improving employee satisfaction and productivity.  

Users can submit the request via desktop, mobile, web app, or platforms such as O365 apps, SharePoint 

or Microsoft Teams. 
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SharePoint 
To install the app, you have to be a tenant administrator. If you are not a tenant administrator, please 
request him/her to support the installation. 

Get the app from the SharePoint store. 
Follow the steps below: 

• Open the SharePoint site where you want to install the app. Click the New button > App or click 
the Settings icon > Add an app. 

  
• In the popup appears, select the From SharePoint Store link. Then click the Find more apps in 

SharePoint store link. 

 
• In the Search by “LTAPPS Time Off” search box, paste the following tag and then press Enter. 
• Select the app & click the Request button. Then add the reason & click the Send Request button. 
• Open the SharePoint App Catalog (How to open the SharePoint App Catalog). In the left menu, 

click on the Pending link. Then approve the request. 
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• In the popup appearing, check the “Only enable this app” check box & click the Confirm button. 

 

Deploy the app & approve the API 
Follow the steps below: 

• Open the SharePoint App Catalog (How to open the SharePoint App Catalog). Click on the 
Manage App link in the left menu. 

• Select the app & click on the Add to All Site in the toolbar. 

 
• Then click on the Confirm button in the panel appearing. 

 
• To consent to the app, follow the steps below: 

o Open the page with admin permission: 
https://login.microsoftonline.com/common/adminconsent?client_id=4f79179e-7a76-
4812-86b2-b869b3be1dad 
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o Login & click the Accept button. After clicking the Accept button

 
o An error page appears, ignore the issue by closing this page. 

 
 

• Open the API access to approve all permissions request of the app. 
o Open the SharePoint App Catalog (How to open the SharePoint App Catalog). Click on 

the API Access link in the left menu 

 
o In the API Access page, select each permission of the app & click on the Approve button. 
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Install the app on the SharePoint site. 
Follow the steps below to install:  

• Open the SharePoint app catalog (How to open the SharePoint App Catalog) page again, select 
the package & click on the Stop Adding to New Sites button. 

 
• Then click on the Save button 

 

 
• Open the SharePoint site where you want to install the app. Click the New button > App or click 

the Settings icon > Add an app. 
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• Find the LTAPPS Time Off app, then click Add button. Wait a minute, then back to the site 

contents page. 

 
• If the app shows in the site content page like the image below, it is complete. 

 

Add the web part to the modern page. 
Follow the steps below to add the web part to the modern page: 

• Open the SharePoint site where the app is installed. Click on the New button in the toolbar & 
select the Page link. 
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• On the Pages template, switch to the Apps tab. Then click on the LTAPPS Time Off icon > click on 
the Create Page button. 

 
• Enter the page name & click on the Save button. 
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• Or you can use the modern page by following the steps below: 

• Open an existing modern page or create a new modern page. 

 
• On the modern page, edit the page & click the + icon to add a new web part. 

 
• Find the Time Off web part, then double-click on the web part icon. 
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• Then the web part displayed on the page 

Edit the property (Change the view of the web part) 
Follow the steps below: 

• Edit the page where the web part is installed. Click the edit icon of the web part 
• You can change the view to display the web part in the right panel. There are 7 options you can 

select. 

 

Upgrade the app. 
Follow the steps below: 

• Open the SharePoint App Catalog (How to open the SharePoint App Catalog). On the Manage 
Apps page, click on the Classic Experience link 

 
• On the SharePoint App Catalog Classic, select the app & click on the Upgrade Store App button 

in the Ribbon. Then get the new version of the app 
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• After downloading the app from the Store. The panel appears, select the option “Only enable 

this app” & click on the Enable button. 

 
• Open the SharePoint site where the app is installed. On the site contents, and click the … icon at 

the right of the app. Then click the detail link 
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• Then click on the Get It button 

 

MS Teams & O365 Apps 
Sync the app from the SharePoint app catalog to MS Teams 
Follow the steps below: 

• Open the SharePoint App Catalog, select the app & click on the Add to All Site button in the 
toolbar. 

 
• In the SharePoint App Catalog, select the app & click on the Add to Teams button in the toolbar. 
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• Click on the Add & Confirm buttons in the panel. 
• Wait 2-3 mins to complete deployment.  
• If the error message shows as the image below. Please ignore & continue  

 

Add the app to MS Teams 
Follow the steps below: 

• Click the … icon, then click the Get More app button 

 
• Select the Build for your org link, then select the app 

 
• Then click the open button 



  
 

https://ltaddins.com +84 946 579 539 support@ltaddins.com 
 

 

Set up the app on MS Teams and connect with the app on SharePoint  
Follow the steps below: 

• Open the app on MS Teams 
• In the configuration page, select the SharePoint site URL where the app is installed. 
• Click the checking button. Then click the update button after that. 

 
• If you want to change the connection to another SharePoint site. Open the All Features tab > 

Settings > General Configuration > Advance Tab 
• Click this link to update the URL link as the image below. 
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• On the configuration page, change the URL. Click the Checking button & click the Update button 

after that. 

Upgrade the app 
Repeat the steps: 

• Sync the app from the SharePoint app catalog to MS Teams 
• Add the app to MS Teams 


