
Select Time Off,  

 

 

 

 

 

 

 

 

 

 

 



Select the Add button, 

 

 

 

 

 

 

 

 

 

 

 



Choose from the drop down (example: Sick Time),  

 

 

 

 

 

 

 

 

 

 

 



Select from the drop down  (example: Family Illness),  

 

 

 

 

 

 

 

 

 

 

 



Description is optional,  

 

 

 

 

 

 

 

 

 

 

 



Select date of absence (select date from drop down or manually enter),  

 

 

 

 

 

 

 

 

 

 

 



Enter number of days (example: 1.0 for one day; 0.50 for half day),  

 

 

 

 

 

 

 

 

 

 

 



Enter start time for absence,  

 

 

 

 

 

 

 

 

 

 

 



Click Save,  

 

 

 

 

 

 

 

 

 

 

 



Absence will be submitted to immediate supervisor for approval. 

 

 

 

**Email confirmation will be sent once approved by immediate supervisor** 




