
Requesting Time off 

• To request a vacation or sick day you will login to ADP and go to My Information 

 

• Click on Request Time off 

 

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

 



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

 

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

 

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

 

 


