HOURLY Employee TimeTracker Entering Leave Instructions

1. Go to: https://swscer.swsc.org/Login.aspx?dn=2180
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5. Go to My Requests—>TimeOff Requests
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TimeOff Balances
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TimeOff Plan HR Balance ] Approved Submitted This Request] Remaining
10_MONTH_SICK_HRS 0 hrs 0 min{Q hrs 0 min
FLOATING_HOLIDAY]| 0 hrs 0 min{Q hrs 0 min
VACATION] 0 hrs 0 min]0 hrs 0 min
COMP_HRS 0 hrs 0 min]0 hrs 0 min
PERSONAL 0 hrs 0 min{0 hrs 0 min




