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How to Submit Time Off Requests

1 Click "Employee Requests"
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2 Click "New Employee Request"

3 Select the "Time Off Request" option.
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4 Click the "Start Date" field and select your desired start date of your time off.

5 Click the "End Date" field and select your desired end date of your time off.
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6 Select the appropriate type of leave from the "Attendance Code" dropdown list.

7 You can add a comment if needed.
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8 If there is a time bank associated with the type of leave you selected, it will show
here with the balance available as of the date of your requested leave.

9 If you don't want to book a whole day off, uncheck this toggle
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10 Click the "Start Date" field and select your desired start date of your time off.

11 Click on the time and enter the desired start time of your leave
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12 Click the "End Date" field and select your desired end date of your time off.

13 Click on the time and enter the desired start time of your leave
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14 Click "Submit"


