
Request Time Off   

Audience: Employee 

Overview: 

This job aid provides step-by-step guidance on how to view time off balances, request 

time off and correct time off requests. 

Employees can request time off through Workday. 

 

Before Starting: 

Before you request time off, please review your time off balances to ensure you have the 

appropriate number of hours available.  

This job aid covers the following: 

 View Time Off Balances 

 Request Time Off 

 Correct Time Off Request 

 

 

 
 
 

View Time Off Balances  
 

1. From the Workday homepage, select Menu in the top left-side of the page.  

 

 

 

2. Click the Absence application. In the View section, click Absence Balance.  
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3. The As Of date defaults to today.  

Note: You can change the As Of date to view time off balances in the future. Click OK.  

 

                    
                

4. The system displays your time off balances based on the As Of date you selected. 

 

 

 

 

 

Request Time Off 
 

1. From the Workday homepage, select Menu in the top left-side of the page.  
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2. Click the Absence application. In the Request section, click Request Absence. 

 

    
 

3. Your current balances as of today appear on the left. You can see projected balances 

for a future date by changing the Balances as of date. 

a. Select the day(s) you want to request time off.  

Hint: You can select multiple days in a row by clicking and dragging across the 

desired days. 

b. Click Request Absence.  
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4. Click in the Type field, then select the appropriate absence type. Click Next. 

 

 
 

5. To edit the hours, click the Edit Quantity per Day button. 

 

  
 

6. Edit the hours for each day of time off you are requesting.  

Hint: If you are requesting multiple days and each day has the same number of hours, 

enter the number of hours in the Update All Quantities field. 

Click Done. 
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7. Click Submit. Your absence request is sent to your manager for approval. 

 

 

 

 

Correct Time Off Request 
 

1. From the Workday homepage, select Menu in the top left-side of the page.  
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2. Click the Absence application. In the Request section click Correct My Absence. 

 

   
3. Click the date(s) you want to correct. Unapproved requests will be gray and approved 

requested will be green. 

 

 
 

4. Make the appropriate corrections to date(s), Type or Quantity, then click Submit. 
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Your time off corrections are sent to your manager for approval. 

Note: If the request is not yet approved by your manager, you will be given the option to 

cancel the request. 
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