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e From your Home page,

click on the “Time Off < .
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Request Time Off

e Click on the “Request Corect iy Time of
Time Off” button wyimaon

Time Off Balance

Request Leave of Absence

Request Retum from Leave of Absence

B3/R8IEAM:3.0 Montclair State University | Division of Human Resources 1 of 2



workday.

0 STEP 3

e Click each day you
would like to request
off. You may also click
and drag to select
more thatn two days in
a row.

e Click the bottom left
green button that
displays the number of
requested days.

For best view of the
calendar, expand the
window to full screen.
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0 STEP 4

o Select the “Type” of
request from the drop
down menu. (1)

e Typein the number of
hours for the day(s)
requested. It will have
a default number, you
can change as needed.

o Type comments as
needed

e Attach documents as
needed

e Click “Submit” [E=3
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Today < > April2016
Balance as of

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
) 2
03/2972016 ¥
231.65 Hours L
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Balance Per Plan /
Absent Without Pay
0Hours
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0Hours
Managerial and Specialist Sick Time Off
Plan
128.25 Hours 17 18 19 20 2 2 b=
Managerial Vacation Time Off Plan
103.4 Hours
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Please see the “Change Information and Helpful Hints—Request Time Off” for
information on balances, options, and processes.
Request Time Off Lorin Mask =
Total: 0
‘When Monday, April 11,2016 - Thureday, April 14,2016,
April 2016 Type * = ’\
Daily Quantity % | N
N
Unitof Time  (empty) \
Comment \
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Attachments “
Drop files here ‘"
|
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Select files 1 2
When Mondey, Apri 11,2016 Thursday, Apil 14,2016
Type *1 =
Daily Quantity | 1™ Offs Eligble
Rosent Without Pay
Lomement Bereavemen .
SuryDuty -
SckLeave
VecationL
D enery
Note: menus vary depending
upon your classification.
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