ESS: Requesting Time off

Job Aid

To request time off in Employee Self Service (ESS), click the Request Time Off function key.
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Glasgow, Evan C (Evergreen Acres-Skilled Nursing-1st Floor-CNA-Day-Direct Care Nursing)
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Click the calendar icon in the Starting Date field
to select the first day you are requesting off.

Taking only part of the day off?

To request a partial day off, select the same day, month and year in the Starting Date and Ending Date fields.
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Select the number of hours you want to take off in the Hours field.




Select the Ending Date

Click the calendar icon in the Ending Date field
to select the last day you are requesting off.

Request Time Off ( : |
Regquest Information /
Starting Date: 09/10/2018 /
Ending Date: 09/10/2018
Hours: 0:00
Request Time Off
Request Time Off ®
Request Information
Request Information Starting Date
Starting Date 09/10/2018
Ending Date:
Select month
Hours:
Hours: Jan Jul
Information S
Information Feb  Aug 2016 1 :‘"‘,"ozf | Select year
Mar | Sep | 2017 ;zgg/ 2
Benefit Apr Oct |2018 23 Click OK Benefit: 9
Iy IC 16
Est. Balance May Nov 2019 2024 / Est. Balance: »
Notes: Jun Dec 2 025 Notes: 30

09/10/2018

09/11/201¢| :

September 2018

M T W T F
3 4

10 12 13 14
17 18019 20 21

24 25 26 2T 28

S will be | Select day
1 1 'your

8

15

22

29

Enter the Number of Hours you want to take off
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Ending Date: 09/11/2018
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Select the benefit you want the hours to draw from
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The estimated balance
of hours available for the
benefit you have
selected is displayed
below the benefit
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Add a Note to the Time off Request

Notes: I'm requesting this day off for a doctor's P Type notes here
appointment, <4

| — Click OK to submit your request
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