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My Time Off Status
Click Employee Access, Time Off, My Status.
Who, What, When, Why?

This area displays an employee's time off information,
both current and historical.

as well as submit additional reguests for time off.

The employvee can check the stabus of pending time off requests,
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» NON-WORK DAYS 66 Days  60.65 Days 5.35 Days 5.35 Days
» ST PERSOMAL 83.75 Days 21.0625 Day: | 62.6875 Days 62.6875 Day:

b STATE SICK 19 Days 19 Days 19 Days

4

Prior Year Remaining
indicates any time off that has been carried forward.

Allocated indicates what has been allocated
for the current year,
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Used is the time used in the current yvear. =
Views: GeneralEl Eilters: | #*Skyward EefaultEl m @J dg
Time OFf Code RPB":”’;;‘?:; Allocated Used  Remaining Approved Waiting Avsilable Unpaid ;#::’rﬁ
logusi || s50a e N N T I N -
» NON-WORK DAYS 66 Days  60.65 Days 5.35 Days 5.35 Days
» ST PERSOMAL 83.75 Days 21.0625 Day: 62.6875 Days 62.6875 Day:
» STATE SICK 19 Days 19 Days 19 Days
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The Remaining units are calculated by
subtracting Used from Prior Year and Current Year Allocation, |
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Time Off Code a

» NON-WORK DAYS 66 Days  60.65 Days 5.35 Days 5.35 Days
» ST PERSOMAL 83.75 Days 21.0625 Day: | 62.6875 Days 62.6875 Day:
» STATE SICK 19 Days 19 Days 19 Days
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Expand a code to review the details. ‘ W = @,
Ti Femaning Used Remaining Approved Waiting Available Unpaid ,ﬂ:#;jﬁ
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w Current Year (Includes all dates) J Click : Nk
) ; fo submit a reguest from here.
w Pending Requests Add a Time Off Requast |
Date: Sts Description/Reason Allocated Used Available Unpaid A
ECD 08M16/2012 Thu DEATH - IMMED FAMILY 1Days  18.425Days
w Time Off Transactions (up to today's date) Print Time Off Transactions |
Date: Description/Reason J Allocated Used Remaining Unpaid A 1
03282012 Wed  SICK - SELF = fof i H
032772012 Tue SICK - SELF , ar @ Eport @ your wensgalens
0DMOER012 Mon  Out of state / DEATH - M click the Print Time Off Transactions lirk.
0172072012 Fii SICK - SELF
?‘;}gﬁgu :E( ‘“g;i‘ F’ SICK - IMM The report goes to the print queue
u - ' . '
R g T where it can be viewed and/or printed.
1171572011 Tue SICK - SELF
11710/2011 Thu  SICK - SELF This concludes the tutorial.
09/22/2011 Thu SICK - SELF TS Oays 32725 Days
More Time Off Transactions
» NON-WORK DAYS 66 Days  60.65 Days 5.35 Days 2.35 Days
¥ ST PERSONAL 83.75 Days 21.0625 Days | 62.6875 Days 62.6875 Days
P STATE SICK 19 Days 19 Days 19 Days
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