Requesting Time Off Transactions in

Employee Access System
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3  Click "Add Time Off Transaction"
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4  Click this icon to select the date you need to take off.
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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.
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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.
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9  In this example I'm choosing Personal Iliness.

@ View: Skyward Default ¥ Filter: Skyward Default More Vv

me Off Transaction
Trar

= Time Off Time Off Reason
Reason Description
W sev

BSave&Add Another Code
a
TIME OFF TRANSACTION DETA @ == *TOFF TIME OFF REQUEST
=]
Attact
@ Select or Drag and Drop Attachment(s) here
ER Emergency
i
( )
i\ Select
*Transaction Type ; ILL Personal lliness or appt
Q@ Select
+ ILLFA Family lliness or appt
*Start Date ‘ =]
*Assignment ‘ @ select R Ny Doty ALIST - EDUCATIONAL SERVICE CENTER - 2024-07-08 -
=
*Supervisors ‘
Q Select v

ATien Aetne
"
Employee Time Off Type 50 v| Total Records™v

*Time Off Reason | v | ‘ it

*Employee Hours Per Day  8:00:00

*Hours |0:00 |

*“Days | 0.00000

Description |



10 Click "Save" and your request will be sent to approver.
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