
TIME OFF REQUESTS 
This process applies to both hourly and salaried employees –  
 
To submit for Time Off Requests (vacation, sick, etc.) on the left side menu  

Daily Procedures > Requests 

At the bottom of the screen is a green NEW REQUEST button – click to expand, then select  

“TIME OFF REQUEST”  

 

 

 

 

 

 

 

 

 

 

 

The Request Detail screen will display with your supervisor’s name to send request to. 

Click the green circle with the + sign on the right side of the screen to enter the details of 

your request. 

 



A screen with a calendar will display. Enter the number of hours (this is PER DAY)  

 

 

Use the arrow-down to reveal the options for Pay 

Type. Select the appropriate option. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Then click the date on the calendar for the requested 

time off. 

 

If you are requesting multiple days, hold down the 

Ctrl key and it will allow you to select them. 

 

Important Note: Please do not submit a request that 

extends through the closing of a pay period. For 

example. If you need the 10th-20th of a month off, 

please submit two requests. One for the 10th-15th 

and the second for the 16th-20th. 

 

Click the orange ADD DATES button. 

 

 

 

 

 

 



This will bring the details into the request form. Check that each date and the # of hours is 

correct (no more than 8 hours per day!) and when verified, click the green SUBMIT REQUEST 

button at the bottom of the screen. 

 

You may view the status of each individual request on the right side of the requests page. 

Status options are shown just above the list. (Unanswered, Approved, Acknowledged, etc.) 

 


