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My Requests - Requesting Time Off
" Purpose

As an employee you can access your own time off requests. The request is sent to your manager or
supervxsor

he My Tlmecard W|dget
k My Requests :

Tirne Stamp
My Timecard
My Reports
My Requests
My Work &.ﬁ.b\.ehce‘ Sumrmary

2 | Select the time off date range
| from the Time Period drop-

| down list.. Select a View Width
and click Apply. :

: ‘Note 'You may need to selecta
‘| range of dates in the time a |~ e e we ]
period drop-down list if the , 11 12 13 14 15
relative dates don’t apply. :

3 | Click the date(s) of the tlme off
. request :

Note' You may select more
than one day for Time Off by
Days.  You may select only one

Time Period:| Current Pay Pericd | 342013 £ 372013

View Width:. @ week -~ Month: 7 Iultiple Months

Mar

day for Time Off by Hours.
4 | From the Requests list, select | T ;
| the appropriate , L o |
‘ time_off request_ : : = My Currert Requests | *Start Date 1/08/2012
i ‘ : [-» Time Oft by Days ] 1‘End Date : 140812012
=+ Time Off by Hours "Payv:ode VAC '_I
I Hotes . ]——————-———-——
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'selected the duration amount
is based on the scheduled shift.

*Start Date [rioerzo1z |
*End Date 10082012 |
*Paycode VAC »

Hotes

6 | Enter a Start Time of the time-
off request.

Note: This field only appears
for Time Off by Hours.

*Start Date 11 0812012 @

{*Start Time i

*Duration ]
*Paycode | YAC »

Hotes

7 | Enter the number of time off
‘ hours in the Duration field.

Note: This field only appears
for Time Off by Hours.

*Start Date 1/08/2012 @
*Start Time

Enuration I

*Paycode Vac » %

Hotes
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-

iy

From the Paycode drop-down
lis 'select the appropriate code. ,

You can add Notes to your | start Date 110872012 =
‘request. Once it is submitted, )

DL Ly IR . *Start Time !

our supervisor will receive - S

your request with your Notes "Duration
attached to it. Cpaycode
‘ ; e e Hotes ]
If left in Draft form, you have -
the option of deleting the
| 'request.. - g

If you have Submitted the
request.and it has not been
approved, you still have the
option to retract it.

9 CIickS’quit.f j ‘

Note

The hours for Time off by Days is driven by the schedule. Make sure your schedules are filled
_in correctly.
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Press the Request Time Off soft key
Tap your badge. You can request time off by hours or
days
0 = Days
1 =Hours
Enter the From and To dates in the format mm.dd.yyyy

Enter the benefit code you will be using. If you are
combining different benefit balance codes, you will need
to complete multiple requests to match the benefit
balance code |

To navigate from field to field use the ENTER key

Time Off Request

From Date:
MM.dd.YYYY

4.0 Date:
MM.dd.YYyy

Leave Type:

06.16.2012

06.17.2012

0. Vacation

Sick Leave
Comp Time
Used
Holiday
Personal
Holiday
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