Time Off Procedure

To Request time off:
On the Home screen, use 
Myself tab
	Time Off
		Request Time Off
[bookmark: _GoBack]Block the days requested off – this will take you to the screen below
Enter the start and end date(s)
If you need to edit for a partial day – there is an edit button
[image: ]
	
Enter the total number of hours requested.
Click done if all looks correct.
The request is sent to the supervisor.




Supervisors
On the main screen, very top, is the messages envelope.
Check this for requests.
Approve or do not approve.
To see scheduled, Use:
	My Team
		My team calendar		
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Step 1: Enter a Date Range

Start Date End Date*
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Select specific days within the start date snd end date

Sun Mo | Te | Wea T Fa

Step 2 : Enter Request Details

EDIT EACH DAY INDIVIDUALLY

DATE TIME OFF POLICY*

“Thu Mar 26, 2020- Fri Mar 27, 2020 Vacation - Vacation ~

TOTAL : Includes 2 days
Comments: Please respond by
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