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3  Click "Add Time Off Transaction"
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4  Click this icon to select the date you need to take off.
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5  Select the date that you need to take.
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6  Click drop down to select, state, local, jury duty, or comp time.
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7  In my example I'm choosing a local day. Press the select button.
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8  Click this drop down to select a time off reason.
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9 In this example I'm choosing Personal Iliness.
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10 Click "Save" and your request will be sent to approver.
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