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Employee — InTouchDX Clock — Requesting Time Off

KRONOS Swipe Badge

1. Select “Request

——— key \

Request Time Off

£

View Accrual View Time Off
Balances Requests

Submit Timesheet View Hours

Enter ID

Identify yourself to continue 2. Present Badge and

place finger to be
read when prompted
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; 3. Select Time Off type
Time Off 25 Items

@ 1-Vacation

O 2 - Personal

(O 3-sick

O 4 - Jury Duty 4. Click Select
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Request Time Off

5. Verify Time Off
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Time Off 1-Vacation w

6. Click Submit
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l Request Type

7. Select Request
Type

@ Full Day
O Partial Day

O Multiple Days

! 8. Click Select

N =

Request Time Off

9. Verify Request Type

=z

Request Type  Full Day v

10. Click Submit
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Request Time Off

11. Select Date using
calendar

12. Enter Comment if
needed

Date  11/03/2020

Comment | Enter Comment

13. Click Submit
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13. Message will
appear once
request is created.

® Accepted

Time Off Request Created: 11/03/2020




