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Use Time Off Requests to request, modify, or cancel leave (vacation, sick, personal, etc.).
Approved requests are automatically added to your schedule and timesheet.

I Request Time Off ><‘
How It Works [
e Employee submits request. |
e Manager reviews and approves or declines request. o Y
e Employee receives notification of approval or denial.

e Approved time is added to timesheet.

|
|
< My Accrual Balances L
Request Time Off

1. From the User Dashboard, go to My

Accrual Balances. [ vad o
2. Click the blue Request Vacation (Request Time Off) button.
3. Select Time Off Type (vacation, sick, personal, etc.).

Note: You can enter the code or text in the search field to quickly
locate types

4. Select the Request Type:

Time Off Type *

Browse...
440-VAC (Vacation)

446-FMLA VAC

a) Full Day/Multiple Days — Request one or more full Time Off Type * \ﬁi‘T
days off |:7?40;VAC E':‘ 'i\meoffMulnp\eDays - ‘
Example: Off all day Wednesday E 2] | =)
e Select the date range using the calendar e 5]
(From/To).
e Enter the Hours Per Day (e.g., 7.50).
Time Off Type * Request Type *

b) Partial Day — Request part of a day
Example: Off Wednesday, from 12pm-3pm
e Select the date.
e Enter start and end times.
c) Partial Day (Bulk) — Request a set number of hours
Example: Off Wednesday, for 3 hours
e Select the date.

e Enter the total hours requested (e.g., 3.00 or
4.50).

5. Enter a Comment (Optional).

Tip: Do not enter personal details.
6. Click Submit Request.
7. Click OK to confirm.

| 440-VAC

E‘ | Partial Day Request

—
A’-|

Date™*

From*

Total

Time Off Type *

Request Type *

| 440-vac-01 vacation)

E| | Partial Day (Bulk)

7

Date*

Duration *

Total Hours

Total Hours *
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Tips:
e You cannot request time off that you have not accrued.
e Complete all required fields before submitting. The Submit Request button will not activate
until all required information is entered.
e |If the required fields are complete but the button remains inactive (gray), click outside the
field or press Tab to refresh the form. The button should then turn blue.
e Holidays and weekends are automatically excluded from calculations.

Time Off Type * Request Type * Time Off Type * Request Type *
220-PER-PAY (Persor & [4 Full Day/Multiple Days - 220-PER-PAY (Persor ® (3 Full Day/Multiple Days -
From* To* From*
07/03/2026 i) 07/03/2026 & 07/03/2026 8 07/03/2026 &
Hours Per Day * Hours Per Day *
50 ® 0.50 ®©
Comment 1 Comment i1
Cancel Cancel

If the time requested exceeds the time available, the following message will display.

Items to Resolve X

‘ @ techtrain techtrain
Date(s; Amount Time Off
Jul18,2023  7.50hrs  440-VAC

@ The following item(s) need to be resolved before continuing with
request.

&> 07/18/2023
|
Time off request for techtrain techtrain on 07/18/2023 for 440-VAC:
Remaining accrued balance for Vacation would be negative: -12.50 hour(s).

[ Cancel )

Click Cancel and make changes as needed.

Check Request Status

Your requested time can be viewed on your Time Off calendar from the User Dashboard, where
you can track its status throughout the approval process. The time requested does not appear on
your timesheet until it has been approved.

23 24
« Pending: Striped line (Taovacosons  PRIEEENETIONEN
e Approved: Solid fill
pp. o ) Approved Pending
« Email notifications are sent after the request is
processed.
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9 Replyall| v M Delete Junk|v  sse x
Time Off Approved
noreply@saashr.com S Replyall | v
Today, 157 AM
Generic, TechTrain ¥

Inbox

Hi techtrain,

Your request of 440-VAC (Vacation) time in the amount of 1.00 hour(s) en 07/01/2026 has been approved with the following
comment:

Modify Time Off
Pending or Approved (Future Dates)

1. From the User Dashboard, go to the Links widget.
Under Time Off, select Request.

Links
My Time

Time Off

Select the entry on the calendar.
Select Modify (pencil icon). Time Off History

Update the request. S
Select Modify Request.
Click OK.

NOo Ok wD

) . Modify Time Off X

220-PER-PAY (Personal)

JUL 3,2026 &

Modify [“#&Delete sss 10

FRIJUL 3

z
y

4

LS e el L i P __’._J

Submitted On JUL1,2026

Status New v

i 050 hrs Cancel Modify Request

Approved (Past Dates)
Past time off must be modified using a Change Request:
1. From the User Dashboard, go to the Links widget.

Links
My Time

Timesheet

2. Under Timesheet, select Current Timesheet. )
3. Select the appropriate pay week or date. (.:Ejf Requests
4.

Select the blue Change Request button in the upper right. -

> CCPS

My Time > Timesheet > Current Timesheet

 Timesheet Edt <0
ﬁ 4 June 21,2026 - June 27,2026 » (O Submitted /

f"‘"_‘_.w,.--l ___’—-"‘L--k_..r“r)"*"‘——‘l_f R NP T r J
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5. Select Modify Time Off as the Change Type.

6. Select the time off entry to edit (use Expand All, if needed).

7. Select the right-facing arrow () to edit the entry.

8. Make the necessary changes in the Change Request window.

9. Enter a Comment. THU un 25 000 s

10.Click the blue Submit Changes — -
button. ere o Comp i >

11.Click OK.

Reminder: Changes take effect only after supervisor’s approval.

Cancel Time Off

{Change Request

Change Type *
Modify Time Off v
| V' Expand All
SUN Jun 21
|

0.00 hrs

WA orionn PP

THU  Jun 25 0.00 hrs

st

|

|

Jun 26 |

| FRI

3.00 hrs

SAT  Jun 27 0.00 hrs

Cancel

You can cancel time-off requests in Pending or Approved status, including future (projected) dates.

Pending or Approved (Future Dates)

From the User Dashboard, go to the Links widget.
Under Time Off, select Request.

Select the request on the calendar.

Select Delete (trash icon).

Select Delete again to confirm deletion.

Click OK.

A o e

©® Delete Time Off request?

This action cannot be undone. Are you sure you want to delete Time Off

request?

Approved (Past Dates)

Past time off must be cancelled using a Change Request:
From the User Dashboard, go to the Links widget.
Under Timesheet, select Current Timesheet.
Select the appropriate pay week or date.

Click the blue Change Request button.

1.

2.
3.
4.

%&’sow )
Y uuL 3 2026 ©
/' Modify vee

Links
My Time

Time Oft

Time Off History

N

Submitted On JUL 1, 2026

Status New

17

Amount 0.50 hrs

Links
My Time

limesheet

Current Timesheet _

Change Requests

Time Off

\> CCPS

Search

My Time > Timesheet > Current Timesheet

¢ Timesheet Edit 2 0 ¥
a 4 June 21,2026 - June 27,2026 » (O Submitted /
] it paghmtais Y PR BB tn, et A - r’ -/‘
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5. Select Cancel Time Off from the Change Type.
6. Select the time off entry to edit (use Expand All, if needed).
7. Select the checkbox next to the entry.
8. Enter a Comment (required).
9. Click the blue Submit Changes button.
10.Click OK.
~ Change Request x| THU Jun 25 0.00 hrs
.
[ Cancel Time Off - FRI  Jun26 300 hrs
v Epand Al (300rs)
SUN  Jun 21 0.00 hrs ‘ Time Off Comp Time
st st oo o P B st SAT  Jun 27 0.00 hrs
THU Jun 25 0.00 hrs I I FS—
FRI  Jun 26 3.00 hrs cancel
SAT  Jun 27 000 hrs ‘ )

Reminder: Changes to approved time off take effect only after supervisor’s approval.
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