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To get started, log in with your username and password (provided through email): 
 

 
 
 
Next you will see a screen that shows all of your available menu paths, click the Time 
Off icon: 
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To request Time Off click the add button: 
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Complete information about your request by using the drop down menus and description 
box. 
 

 
The more information you are able to provide, the easier it is for your supervisor to 
prioritize approval.  
 
To submit your request click the save button. 
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If your request exceeds your available leave you will receive a warning message and you 
will not be able to save (submit) your request. 
 

 
 
An option would be to modify your request or to choose the option to be docked. 
Requesting the dock option results in reduction of pay on the next check or checks until 
the dock has been satisfied. Additionally, choosing the option to be docked does not 
guarantee approval by your supervisor. 
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To view the status of your requests click on the My Requests tab. Requests are color 
coded by approval status and additional information may be obtained by clicking the 
View tab: 
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The History tab shows a cumulative collection of all of your past requests: 
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Supervisor approval may be granted or denied by accessing the My Approvals tab on 
your Employee Access homepage: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 8 

Make your selection and hit the Submit Approvals and Denials button, click the pencil to 
add explanatory notes if desired: 
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To view a history of your approval, denials and waiting requests click the History tab: 
 

 


