2.5. Non-Exempt Employee Job Aid: How to
Submit a Time-Off Request

Login to LoboTime. Navigate to the 'My Leave' tile. Click on 'Time Off Request' at
the bottom of the tile.

Note: For instructions on logging into LoboTime, refer to the Non-exempt Employee
Job Aid: General Access & Dashboard.
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2 Select the type of paid leave to use. In this example, Annual Leave, Comp Time,
Paid Parental Leave, and Sick leave all show. The types of leave available may be
different for individual employees.
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3 Once the type of leave is selected, enter the start and end date for the request.
The date(s) can be typed in or the small calendar can be clicked on to select the
date(s).
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4 If using the small calendar, select the date(s) for time off and then click on 'Done'.
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5 Once the type of leave and date(s) have been entered, click on 'Next' at the bottom
of the screen.
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6 Select 'Hours' for Duration. Then enter the start time for the leave. In this
example, an employee has a doctor's appointment that starts at 1:00 PM. Under
'Duration’ enter how much paid time off is needed. In this example, the employee
needs 4 hours of sick leave, so entered '4' for duration.

Once the request is complete, click on 'Submit' at the bottom of the screen.
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7 To verify that a leave request has been made, go to the home page of LoboTime.
Find the 'My Notifications' tile and click on 'My Requests'.
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8 A list will show for all submitted requests. The filter function can be used to
narrow down the types of requests shown.
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