How to Request Time Off in ADP

1. Click on the calendar icon on the top of ADP page or go to MYSELF -> Time Off -> Request Time Off
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2. Click on REQUEST TIME OFF (Reminder: that you can change the “Balance As Of:” to see how much
vacation time will be available at that date)
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3.

Enter the date(s), option to include weekends if needed, select correct time off policy (ex. VAC, SICK,
LWOP — leave without pay, BEREAV, etc.), amount of hours (you will need to ensure that the correct
amount of hours for your leave is in there), start time, comments, and a “respond by” date for your
supervisor.
Helpful tips:
e Under Step 2: Enter Request Details — there is an option to Edit Each Day Individually
this is helpful if needing to put in differing time off policies or amount of hours
e If you are a full-time employee with weekend responsibilities on Saturday and Sunday,
you will take 4 hours on Saturday and 4 hours on Sunday for time off requests
e A full-time employee should have 8 hours requested if missing a full day of work
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Step 2 : Enter Request Details
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4. You are able to check the status and view the details of the time off request in the calendar.
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