Requesting Time off

e To request a vacation or sick day you will login to ADP and go to My Information
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e Click on Request Time off

Request Time Off

Type: Scheduled Time Off v
Start date End date Pay code Time Unit

+ | 1% 71712025 7/17/2025 Vac D-N-COT Full day

Accruals on:  7/17/2025

Accrual
Bonus Day 16.0 Hour
Donated Sick 0.0 Hour

Sick. 236.23 Hour

Note (optional)

Type a note (optional)

e Here you can adjust the dates and the pay code (sick, vacation, etc.)

Request Time Off

Type: Scheduled Time Off v
Start date End date Pay code Time Unit Start time Dally Amount
a VacDNC.. ~
Vac D-N-C OT
- Bonus
Accruals on:  7/17/2025 = 2
BRVD-N-COT
Conference
Accrual ‘ Balance
JuryD-N-COT |
Bonus Dey ‘Slck DNcoT  lour
Donated Sick 0.0 Hour
Sick 236.23 Hour

Note (optional)

Type a note (optional)




e if only a few hours will be used you will click HOURS, enter the start time and the number of
hours

Request Time Off
Type: Scheduled Time Off v
Start date End date Pay code Time Unit Start time Dally Amount
Accruals on:  7/17/2025 ==
Accrual - Balance ‘.

e for a half or full day request, no need to enter a start time or hours

Request Time Off

Type:  Scheduled Time Off

Accruals on:  7/17/2025

Bonus Day

Donated Sick 0.0 Hour

QL 728 72 Haur

e once complete click submit and your supervisor will receive an email to approve the request

Request Time Off

Type: Scheduled Time Off

Start date

Accruals on:  7/17/2025

Accrual
16.0 Hour

0.0 Hour

Sick 236.23 Hour

Note (optional)

Type a note (optional)




