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ENTERING TIME OFF  

 

Click on “Request Time Off” in Employee Access 
(Menu/Time Off/Time Off Requests) 
 
Click on “Add Time Off Transaction” 
 
 
 
 
Enter all time off details * indicates a required field 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Save to submit time off  
 
 
 
After saving you will see waiting for approval as the status on your time off transactions 
 

Use Single Day if entering one day 
Use Date Range if entering more than one day 
*You cannot combine multiple days into one date 

Enter the number of hours 
you are taking off and the 
days will calculate for you 


