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Requesting Time Off Transactions in
Employee Access System

1 Navigate to Employee Access

https://skyq.wylieisd.net/BusTrn/Home/EmployeeAccess/Home?p=aa721d058b1743988ffe15bce0286ba0&w=c249ae849938403e89f9df01bc519c38
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2 Select Tile showing Request Time Off

3 Click "Add Time Off Transaction"
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4 Click this icon to select the date you need to take off.

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.

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.

9 In this example I'm choosing Personal Illness.
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10 Click "Save" and your request will be sent to approver.


