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Submitting Time Off Request
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Calendar @
Select the request dates on the calendar and MY Calendar ~ Month ~  Filters ~ Time Off - Emall
click the button below. a e Mpr“ 2015
Sul Mon Tuesda Wednesda Thurs Frid
REQUEST TIME OFF \ day y ; y 5 day . ay .
EEENENENTE SRRSO ERTNCETI ESNERSTNEN BRI
Balances As Of: 3/5/2015 2 '@
Time Off Policy Balance | 5 6 7 8 9 10 1n
Personal 12000 o= 03:00 AM - 0500 PM09:00 AM-0500PM 09:00 AM-0S00 PM 03:00 AM -0S:00 PM 0900 AM - 0500 PM
Slckpl 40.00 hours _
Vacationpt 160.00 hours
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[PEySchedue
26 27 28 29 30

Click Calendar Icon and select Request Time Off
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Submitting Time Off Request

Balances As Of: 4152015 # &

i D
Request Time Off %o Time Off Policy Balance
Personal 120,00 hours
1 Enter a Date Range Siclpt #0.00 hours
Vacationpt 160.00 hours

Start Jury Duty — hours

Includes every day from 0413/2015 to 04/452015. CHANGE RECURRENCE

2 Enter Request Details

[« EDIT EACH DAY INDIVIDUALLY >
DATE TIME OFF POLICY * OUNT * START TIME *

Mon, Apr 13, 20
Wed, Apri5, 20

v 3x 800 h. O00AM O

Total: Includes 3 days 24.00 hours
Comments: Please respond by:
mm/dd/yyyy

v QEETTED

Input Start Day and End Day. Select Time Off Policy. Click “Edit Each Day Individually” if multiple request days
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Submitting Time Off Request

Balances As Of: AA5/2015 A

Request Time Off - N7 X Fime OFf Policy S
= Personal 120.00 hours

Start Day: * End Day: * Sickpt 40.00 hours
AM32015 =] To A4115/2015 £ Vacationpt 160.00 hours

e Jury Duty — hours

Includes every day from 04/13/2015 to 04/15/2015. CHANGE RECURRENCE w

2 Enter Request Details

COLLAPSE ROWS

DATE TIME OFF POLICY * AMOUNT * START TIME *
Mon, Apr 13, 2015 Vacationpt - Vac s 8.00 hours 900AM @ @[y ©
Tue, Apr 4, 2015 Vacationpt - Vac s at;)n hours 900AM O R O
Wed, Apri15, 2015  Vacationpt - Vat s 8.00 hours 900 AM O R O
Total: Includes 3 days 24.00 hours
Comments: Please resnond b

CANCEL SUBMIT

Review and Confirm Policy selected and hours inputted
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Submitting Time Off Request

Balances AsOf: ANS/2015 A

Request Time Off OO o Policy Balance
Personal 120.00 hours

Includes every day from 044372015 to 04/15/2015. CHANGE RECURRENCE w Sickpt 40.00 hours
WVacationpt 160.00 hours

2 Enter Request Details Jury Duty — hours

COLLAPSE ROWS

DATE TIME OFF POLICY * AMOUNT * START TIME *

Mon, Apr13, 2015 Vacationpt - Vac s 800 hours 900AM @ &y ©

Tue, Apr 14, 2015 Vacationpt - Vac s 8.00 hours 900 AM @ Oy O

Wed, Apr 15, 2015 Vacationpt - Vac s 400 hours 900AM @ By O
Total: Includes 3 days 20.00 hours

tickets by 4/4.

| need to purchase

Please respond by:
4/3/2015 =]

A
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Input Comments or Respond Date if needed. Submit Request
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A more human resource.”



Submitting Time Off Request

HOME RESOURCES MYSELF

Calendar @
Select the request dates on the calendar and My Calendar v Month ~  Filters ~
click the button below. Q& April 2015

Sun Mon: Tuesda Wednesd
REQUEST TIME OFF ‘ ey oy ¥ 1 =

Balances As Of: 3/5/2015 £ C'%©

Time Off Policy Balance | 5 6 7 8
Personal 120.00 hours

Sickpt 40.00 hours

Vacationpt 160.00 hours

Jury Duty - 12

Your request is submitted successfully.

26 27 28 29

Your Request was Submitted Successfully
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Time Off - Emall Calemn

Friday Sat
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n
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25
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A more human resource.”



