
Instructions on Requesting Time off 

(Effective on Jan 01, 2017) 

1) Log into your ADP Timesheet Account 

2) Mouse-over to Myself      Time Off      Request Time Off 

 

This Request Time Off page will display your current EI and PTO Balances.   

3) Please click the Request Time Off button to begin 

 

 



The Request Time Off box will open.  Your will need enter your time off details. 

4) Entering Request Time Off details 

4a) Use the calendar to select the day range. 

4b) Enter request time off details, please enter PTO hours and Start Time.  

 

Click the submit button when you are ready. 

Optional: You may also use the comments box to provide additonal details. 

 

 

 

 

 

 

 

 

 

 

 

 



Your Request Time Off should be listed under your own Calendar.  

*Highlighted in red means in pending and waiting for your supervisor approval 

 

This is it for your part.  Your supervisor will need to go in to approve your PTO request. 


