to gfart:

- you cannot requegt time off on
the [nfiniTime Atlag Mobile App
- time off requegte mugt be
qubmitted on the InfiniTime
webgite which can be accessed
on any device



0o 10

click on
on the upper-left
hand corner

under “Payroll” click on




Login with your Uger Name and
Pageword provided by DRD

XINFINITIME

Name: ’ 000 0@ DRD
word:

Don’t know vour loe in?
Y 0

Chesk your weleome
lefter emafl from your
staftiing coordinefor




Click on “Request
ime Off”

Reports ~ Employee Module Dashboard

Tue., Dec. 26 2023 09:26:06 PM  Tester, Test T. Drd Pools

Timecard Schedule Accrual Totals

Tester, Test T.
03/03/2021 10:07 PM
Clock Out
Eastern Region
Test Job

Hours For Day:

Hours For Week:

A o ZINFINITIME

Unread Messages:

,:J Refresh




Enter your Megeage
Degeription and Mesgage which
will be gent to your Scheduler

P4 INF'NmbAE Y Request Message Database Update Form - [Tester, Te ¥




Next enter in what
dateq ! you L would llke oFF

Then gelect whether

you would like the
full dayle) off or

only certain hourg

“If you are requesting one day off,
enter the game date in both boxeg



[f you selected “Specific Hourg™,
you will need to enter the timeg
you are unavailable to work

X INFINITIME Reports ~ Request Mesfage Database Update Form - [Tester, Te ¥

ONLINE

Tue., Dec. 26 2023 09:28. 146 PM  Tester, Test T. Drd Pools

@ Request Time Off @ Print Timecard @ Print Schedule E» @

Request From: Tester, Test T.

Message Type: Time Off Request
Message Description: Vacation

Date Request From: 07/23/2024 (=)
Date Request To: 07/28/2024 (=)

() Entire Day
Specific Hours

Sent To Request Details Accrual Balances

M 4Page 1 of 2 PP/ 6 Rows | HIMLC E W

Date ] From Time o Time Hours

o TG CETE ST
07/24/2024 oa oo AM (9 04:00PM (® 8.00
07/25/2024 | 08:00 AM (® 04:00 PM C) 8.00

07/26/2024 | 08:00 AM ® | 04:00 PM C) 8.00

07/27/2024 | 08:00 AM (® 04:00PM C) 8.00




Once you are done,
click the check mark
on the upper right part
of the acreen

“On your phone or tablet, you
may need to geroll over to
eee the check mark



Contact your
acheduler



