
 

 

 



 

 

 

 



 

 

 

 



 

 

 

 



 

 

 

 



 

 

 

 



 

 

NOTES:  

• Your e-mails are used only as username and not attached to your actual e-mail accounts.  

• Please submit your Time-Off Sick request through the Time Sheet Portal as soon as possible. 

• We require one week notice for medical appointment requests; One week notice for vacation 
requests less than one week; two week notice for vacation requests greater than one week.  

• Pay periods are from the first of a month to the fifteenth inclusive, and from the sixteenth of the 
month to the end of the month (30/31) inclusive. 


