
Requesting Time Off in Employee Self Service 

 

After logging into ESS, click on the Time Off tab on the left side of the screen. 

 

Click on Request Time Off 

 

Click on the calendar days you would like to request off, then click Continue 

 

 

 



Click on the type of time off you are requesting, then click Continue 

 

Enter the hours you are requesting (must be in full or half day increments for exempt employees, no less than 

30 minute increments for non-exempt), click Continue 

 

Verify entries are accurate, then select the Reason from drop down box and click Make Request.  An email 

will be sent to your manager.   You will receive an automatic email response once the manager has accepted 

or declined the request.  

 


