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Quick Guide: Requesting Time Away from Work 

1. Requesting Time Away from Work:  

 

2. Scenario for Time Away: 
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3. Opening the Menu: 

 

4. Navigating to Work: 
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5. Selecting the Time Away List: 

 

6. Creating a New Request: 
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7. Selecting the Reason: 

 

8. Choosing PTO as the Reason: 
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9. Using the Calendar to select dates: 

 

10. Start date for Vacation: 
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11. Using the Calendar: 

 

12. Selecting the End Date: 
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13. Expanding the Balances Tab: 

 

14. Scrolling Down: 
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15. Viewing Accrued Balances: 

 

16. Submitting the Request: 
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17. Your request has been submitted. 

 


