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

Weicome to Community Living Windsor " # Logout

p Requests Portal Home / Employee Reguests Portal

:quests

Request

Vacation

Vacation

Vacation Sal

Vacation Sal

Vacation

Vacation

Re-Roster

Provisionally
Approved

Re-Roster

Re-Roster

Start Date

02-04-2026 08:00

02-06-2026 08:00

02-06-2026 08:00

02-06-2026 08:00

02-06-2026 08:00

02-06-2026 08:00

02-16-2026 08:00

02-07-2026 0700

05-18-2026 08:00

05-18-2026 08:00

End Date

02-04-2026 16:00

02-06-2026 16:00

02-06-2026 16:00

02-06-2026 16:00

02-06-2026 16:00

02-06-2026 16:00

02-16-2026 16:00

02-07-2026 15:00

05-18-2026 12:00

05-18-2026 12:00

Location Amount | Comment
101-3100 o
Meadowbrook

101-3100 0
Meadowbrook

101-3100 0
Meadowbrook

101-3100 0
Meadowbrook

101-3100 0
Meadowbrook

101-3100 0
Meadowbrook

101-3100

Meadowbrook E el
101-3100 0
Meadowbrook

101-3100 1
Meadowbrook

101-3100 "
Meadowbrook

3  Select the "Time Off Request" option.

New Employee Request

Time Off Request

Only Replace Existing Shifts

«©

Start Date

yyyy-mm-dd

Attendance Code

(Select One)

Comment

End Date
yyyy-mm-dd
Location

(Select One)

Time Banks
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4  Click the "Start Date" field and select your desired start date of your time off.

New Employee Request

| Time Off Request

Only Replace Existing Shifts

O

Start Date End Date
yyyy-mm-dd yyyy-mm-dd

Amendance Code Location
(Select One) (Select One)

Comman Time Banks

5 Click the "End Date" field and select your desired end date of your time off.

New Employee Request

Time Off Request

Only Replace Existing Shifts

«©

Start Date End Date
2026-02-27 yyyy-mm-dd

Attendance Code Location

(Select One) (Select One)

Comment Time Banks
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6  Select the appropriate type of leave from the "Attendance Code" dropdown list.

New Employee Request

Time Off Request

Only Replace Existing Shifts

©

Start Date End Date

2026-02-27 2026-02-27

Anendance Code d ocation

Vacation

i Time Banks

7 You can add a comment if needed.

New Employee Request

Time Off Request

Only Replace Existing Shifts

O

Start Date End Date

2026-02-27 2026-02-27

Attendance Code Location

(Select One)

Time Banks
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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.

e St e P

Time Off Request

Only Replace Existing Shifts

[ o}

Start Date End Date

2026-02-27 2026-02-27

Anendance Code Location
Vacation (Select One)

Comment

9 Ifyou don't want to book a whole day off, uncheck this toggle

New Employee Request

Time Off Request

End Date
2026-02-27 2026-02-27
Attendance Code Location
Vacation (Select One)

Comment Time Banks
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10 Click the "Start Date" field and select your desired start date of your time off.

New Employee Request

Time Off Request

Only Replace Existing Shifts

Start Date End Date
yyyy-mm-dd —i— - yyyy-mm-dd —:— —
Amendance Code Location
Vacation (Select One)

Comman Time Banks

11  Click on the time and enter the desired start time of your leave

New Employee Request

Time Off Request

Only Replace Existing Shifts

End Date
yyyy-mm-dd —:- —
Location
Vacation (Select One)

Cottment Time Banks
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12  Click the "End Date" field and select your desired end date of your time off.

New Employee Request

Time Off Request

Only Replace Existing Shifts

Start Date End Date

2026-02-27 08:00 [ Yyyy-mm-dd —:— -

Attendance Code Location

Vacation (Select One)

Comment Time Banks

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

New Employee Request

Time Off Request

Only Replace Existing Shifts

! ]
Start Date End Date
2026-02-27 08:00 AM 2026

Attendance Code Location

Vacation (Select One)

Commest Time Banks
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14  Click "Submit"

Start Date

2026-02-27 08:00 AM

Attendance Code

Vacation

Comment
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End Date

2026-02-27 12:00 [N

Location

(Select One)

Time Banks




