REQUESTING TIME OFF
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STEP ONE

Access Request Time Off from My Time Off ribbon on Home screen

My Time Off
As of today:
rmeotr  Bnce il medued
PERSOMAL FTR M... 16.00 H 0.00H 0.00H
SICK ADMIN 582.00 H 0.00H 0.00H
VAC ADMIN 168.86 H 0.00H 0.00H
BEREAVEMENT -- 0.00H 0.00H
JURY DUTY -- 0.00H 0.00H

* Balance /Request Amount: D {Days); H {Hours)

* The balances include future transactions. &

Balances include time taken, awards, carryover amounts, adjustments, and other
transactions as of the Balance As Of date. Transactions such as approved requests that are
scheduled after the As Of Date are also included. However, requests that are pending
approval are not included.



STEP TWO

Review Calendar and click Request Time Off again

o Request Time Off

Balances # 0
Time Off Poliy Balance
JERSONAL FTR NON FAC.. 1600 hours
ICK ADMIN 592.00 hours
JACADMIN 16886 hours
JEREAVEMENT

URY DUTY

My Calendar = Month» Filters *
008 November 2014

Sunday Mondzy
2 3
9 Ul
b 1
3 4

IMPORTANT — AS OF DATE

The “as of” date will default to the current date. You can change the

Tuesday

Wednesday

Thursday

Friday

Approved- .. 8hrs.

“as of” date to a future date and the system will recalculate the
available balance. You may not enter more hours than you have

available.

Saturday



STEP THREE
Example 1 - requesting one day off
Enter Start and End Day
Choose appropriate policy

Enter hours and start time

You may enter comments (supervisor will see) or a “Please respond by”date

HIT SUBMIT

Request Time Off

1 Enter a Date Range
End Day: *

unaspoe |

Start Day: * .
wiszod Q0 To

2 Enter Request Details

Date Time off Policy * Amount *
Tue,Nov18 2014  [VACADMIN-VA v ‘ 8,00 hours
Total: Includes 1 day 8.00 hours

Please respond by:

]

Comments:

Cancel

& Submit

#00

Start Time *

gooam |

Balances as of: 11;13;2(]]5 c

Time Off Policy Balance
PERSOMAL FTR NON FAC... 16.00 hours
SICK ADMIN 592.00 hours
VAC ADMIN 168.86 hours
BEREAVEMENT -- hours
JURY DUTY -- hours




STEP THREE
Example 2 — Requesting multiple days off

Enter start and end dates

Request Time Off 00

1 Enter a Date Range

Start Day: * End Day: *

1272412014 |2 To 12312004 () &

Includes every day from 12/24/2014 to 12/31/2014. Change Recurrence

nter Request Detal
‘Edit Each Day Individually |

Date imglf Policy * Amount * Start Time =

Wed, Dec 24, J014 - T
r " _ B h o L

Wod Dec 31 2014 | VACADMIN v - x| 200 hours [gooaM |©

Total: Includes 8 days 64.00 hours

Comments: Please respond by:

=)

&7 Submit Cancel

Balances as of: 12;31;20]D c
Time Off Policy Balance
PERSOMAL FTR NON FAC... 16.00 hours
SICK ADMIN 592.00 hours
VAC ADMIN 178.86 hours
BEREAVEMENT -- hours
JURY DUTY -- hours

“Edit Each Day Individually” is now available.




STEP THREE — example 2 continued

Request Time Off B Q3| paiances s of =l ¢
1 Enter a Date Range A I Time Off Policy Balance
Start Day: * End Day: * PERSONAL FTR NON FAC... 16.00 hours

12/24/2014 |(2) To et = SICKADMIN a2 N lhours

VAC ADMIN 178.86 hours
Includes every day from 12/24/2014 to 12/31/2014. Change Recurrence

BEREAVEMENT - hours
JURY DUTY — hours
2 E uest Details
ic si

Date Time off Policy * Amount * Start Time =

Wed, Dec 24,2014 |VAC ADMIN - VA v [ 800 hours  [gooam [© o

Thy Dec25,2014  |VACADMIN - VA v [ 800 hours  [so0am [© o

Fri, Dec 26, 2014 |vaC ADMIN - vA v [ 800 hours 200AM |@ [x]

Sat, Dec 27, 2014 |vaC ADMIN - vA v [ 800 hours 200AM | @ [x]

Sun,Dec28,2014  |[VACADMIN-VA v [ 800 hours 200AM | @ [x]

Mon, Dec 29,2014  [VACADMIN-VA v [ 800 hours  [gooam [@ o Vv

¥ Submit Cancel

If you choose to, you can request each day individually — for example you may
want to take 2 sick days and 3 vacation days.

HIT SUBMIT

AFTER THE REQUEST IS SUBMITTED, YOUR SUPERVISOR WILL RECEIVE AN EMAIL
ALERTING THEM TO YOUR REQUEST.



STEP FOUR

To check on the status of your request you must access “messages” on the
Home screen
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STEP FIVE

Check status of request
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ALL DONE!!



