
How to submit time off 
requests

Hourly employees will submit their time off requests using the time and 
attendance system.



Viewing your home 
page
This is the time and attendance home page 
for all hourly employees.    From this screen, 
you will be able to view your timecard, view 
your accrual balances, view your schedule 
and submit time off requests for manager 
approval.    

The manager will receive an email 
notification once the request is submitted.

The manager will take the appropriate action 
for the time off submission.   When the 
manager approves the request, the hours will 
post to the employee’s schedule and reduce 
their balance.



Submitting the time 
off request.
There are two ways employees can submit 
their time off requests to managers.

Within the “My Time Off” tile, click 
“Advanced Options”



Submitting the time 
off request – Part 2
Or you can also, click the icon with the three 
lines on the top left and select “My 
Calendar”



Time off Request from 
My Calendar.
click “New Request” to access the request 
options



Selecting your time off 
request day(s)
You will see this screen using the “My 
Calendar” or the “My Time Off”, “Advanced 
Options” selection.   You will see a calendar 
appear and use the scroll-bar option to 
choose the appropriate day(s) and hit 
“Apply”



Email Notification of 
request
You and your manager will receive an email 
notification of the submitted time off request 
from the following email address.



Selecting the time off 
bucket.
You will enter in “Start Hours”, your normal 
start time for work.    You will enter in 
“Duration” the number of hours (ex: for 8 
hours, you will enter 08:00)

You will click the appropriate bucket you are 
looking to request time off.



Completing the 
request
You will click “Review” to review your time 
off request



Submitting the request
Click “Submit” to complete the process



Completing the time 
off request
Click “Done”



Email address 
notification
You and your manager will receive an email 
notification from the following email address 
regarding your time off submission.
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