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Request Time Off 

Time Off Requests are used to request time off in the future when the employee has an available balance in 
their Vacation bank.  Use of Sick bank will continue to be handled by the employee’s manager.  
 

From the Home Page:  

Use the My Time Off tile to request time off for any future scheduled days in full day increments.  

1. From the My Time Off tile, click on the Select Dates icon (calendar).  

 

• To select one day, click the date twice and select Apply  

• To select more than one consecutive day select the days (see below) and select Apply. 
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• Review the request in the Request Time Off tile to confirm the days: 

 

• Select Submit.  
 

My Time Off Tile - Advanced Options 
Use the Advanced Options to request time off for non-consecutive days, to add comments, or to specify 
hours duration. 

1. Select Advanced Options in the My Time Off tile.  
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2. Select the applicable date(s) from the calendar and select Apply. 

Do one of the following, 
• Drag the cursor across dates to select multiple, consecutive days, or 
• Click on individual days to select non-consecutive days. 
• Click on selected days again to deselect days. 

 
Note: Dates selected will be outlined in blue. 

3. In the Duration section, select one of the following:  

• Full: Entire shift that day.   

• Hours: Enter Start Time and Duration in decimal format (ex. 4.50).  Note: The minimum duration 
allowed is 1.0 hours. 

Note: 
The start and end times reset if you select another duration. If you later select Hours, you must enter 
the times again.  
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4. Select one of the following:  

 

Note:  

• Cancel – Cancels the request 

• Submit — Submits the request without review or comment.  

o Note: After submitting, any approval and cancellations will be for all dates within the 
initial request.  Submit separate requests for separate approval or cancellation options.  

• Review – To review the request and/or to add a comment.  Options once you select Review: 

o Cancel – Cancels the Request 

o Add – To add a second set of dates  

▪ After adding dates, repeat steps 2-3  

o Select Comment to add a comment 

▪ Use “Request Time Off” comment and add notes as needed. 

o Submit – To submit request after review 
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From My Calendar - Schedule: 
Navigation: Main Menu > My Information > My Calendar - Schedule 

1. Select dates.  
• Drag across dates to select multiple, consecutive days 
• Use Ctrl key, then click on individual days to select non-consecutive days  
• Click on selected days again to deselect days 

2. Do one of the following:  

• Select New Request > Time-off.  

 

• Click the three dots next to one of your shifts, then select Request time off 

 

3. The system will default to the Vacation type and will display the days selected and current vacation 
balance.  
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4. If you did not select dates in the calendar — or need to change the selected dates — select the dates 
selected to reselect days from the calendar.  
• Drag across dates to select multiple, consecutive days 

• Use Ctrl key, then click on individual days to select non-consecutive days 

• Click on selected days again to deselect days 

• Select Apply.   

5. From Duration, select one of the following:  

• Full Day: Entire shift that day.   

• Hours: Enter Start Time and Duration in decimal format (ex. 4.50).  The minimum duration allowed 
is 1.0 hours. 

Note: 
The start and end times reset if you select another duration. If you later select Hours, you must enter 
the times again.  
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6. Select one of the following:  

 

Note: Cancellations by employees can only be performed before the manager approves the 
request. After approval, managers can cancel the request for the employee. 

• Cancel – Cancels the request 

• Submit — Submits the request without review or comment.  

o Note: After submitting, any approval and cancellations will be for all dates within the 
initial request.  Submit separate requests for separate approval or cancellation options.  

• Review – To review the request and/or to add a comment.  Options once you select Review: 

o Cancel – Cancels the Request 

o Add – To add a second set of dates  

▪ Repeat steps 5-6 

o Select Comment to add a comment 

▪ Use “Request Time Off” comment and add notes as needed. 

o Submit – To submit request after review 
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7. After submitting,  

• A message stating the request has successfully been submitted will display, and there is an 
opportunity to cancel the request if needed. 

 

• A notification will appear in the Control Center bell indicating the dates of the request, the 
submission date, and total hours requested. 

 

• From the My Calendar-Schedule screen, scroll to the timeframe selected for the request, then 
select the desired request to cancel. 
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• Click on the vacation request to view more details or to cancel the request. 
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