
 
 

This tutorial is based on the HTML version. The Java interface will look different. 
 

ADP E-Time Cheat Sheet – Requesting Time Off 

Requesting Time Off 
To Request time off, go to the My Requests option on the My Information section (NOT the scheduling section!) 

 

You will be taken to a calendar-format screen, with current schedule information visible: 



 
 

This tutorial is based on the HTML version. The Java interface will look different. 
 

 

At the bottom of the screen, you will see a “requests” tab 

Pay attention to the “Time Period” drop-down – if the day or days you will be requesting is not visible on the current calendar, use this 

drop down to find the right time period. Do this first to save yourself time! 
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Step 1: Select the time period you would 

like to see (and request time in) here! 

Step 2: Select the type of request you would like to make here:  

- 8 hours time off: Select this ONLY if you work full 8-hour days with no 

lunch deduction! If your standard day is paid at 7.5 hours, you will need 

to use Specify Time Off.  

- Specify time off = Non-8-hour days / partial days / hours. Most 

webclockers will use this option exclusively! 
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Step 3: Request time off 

For “8 Hours Time Off”  

- Specify day or days to be taken 

- Multiple days MUST be 

consecutive! 

For “Specify Time Off” 

- Select a date 

- Select a start time 

- Duration is measured in hours. If 

you are requesting a full day at 

less than 8 hours, put the regular 

number of hours in your day (6, 

6.5, 7, 7.5, etc.) 

Once days / hours are selected: 

- Add a note 

- Click submit! 

Clicking Submit will send your request to 

your manager – they will receive an email 

and a note in their E-Time message box. 

You will be notified when they have 

approved or denied your request. 


