
How to Submit a Time Off RequestHow to Submit a Time Off Request

From the left menu, select
Time & Attendance

From the Time Off tab,
select the +TIME OFF button

Double check your
request is accurate
and select SUBMIT

Fill in the required
information, such as type
of time off, dates of
request and hours per day. 
You can also include notes
for the approver!

For more information visit the help courses in isolved University at connect.threadhcm.com.
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