Timekeeping (on Mobile App)
1. Loginto your Employee Self Service account
2. Go to Time-Off Requests / Request Time Off
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3. On the calendar, click on the first day of the period you are requesting, then click the “+".
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4. Type number of hours you are requesting off per day
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8.00

Type *

Choose an accrual type

Days

07/06/2021

To

07/06/2021

Start Time

08:00AM

Exclude Weekends

Reason
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5. Under “Type” choose “Paid Time Off”.
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NN Done

Emergency SL Family/Dependent
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6. Click on ADD REQUEST.
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Projected Net Available
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