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How to Request Sick Time Off (Website Version) 
 

1. From the main page, you should access “Workforce Management” to begin the process for 
requesting sick time. 
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2. You should locate the “My Time Off” 
tile and click “Advanced Options”. 

 

 

 

 

 

 

 

 

 

 

 

 

3. Select the day you would like to request sick 
time off.  
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4. Enter the following information: 

1. Start time of the leave 

2. Duration of the leave (MM:HH format)  

3. Select “Review” 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. You are able to add a comment regarding the 
reason for the leave and click “Submit.” The 
request will be sent to your Scheduling 
Coordinator. 
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You are able to view requests by accessing the “My Schedule” Tile on the main page. By clicking on a 
request, you are also able to cancel in the event that your plans have changed. 
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