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• Monthly paychecks will be issued on the 1st of each calendar month

• You do NOT submit hours worked, you only record approved TIME OFF 
(vacation requests, sick, etc.).  Holidays are automatically recorded.

• Approved TIME OFF must be submitted by the 10th for the previous 
month. 
– Example: By August 10th you will record time off taken in July. (vacation, 

sick, jury duty, etc.)

• Supervisors must approve TIME OFF by the 10th of each month. 



To Request Time Off
• Click on Employee Tasks
• Click on Leave Request 
• Enter From & To dates
• Select the type of time off requested
• Click on Submit



To Request Time Off
• You will see the leave request details and a box where you can enter notes.
• If everything is correct click on submit.



To Request Time Off
• Your request will be listed as pending until approved by your supervisor.  

• NOTE:  Supervisors do not receive a notification so employees should 
email the supervisor.  Supervisors are encouraged to review time off 
requests each time they log into HBS. 



Approving Requests for Time Off
• Click on Manager Tasks
• Click on Leave Approvals
• Click on Approve or Deny
• The request will automatically appear as time off in the month the dates are 

requested.



How Employees Record Approved 
Time Off

Log into HBS like you normally do:
• Click on Employee Tasks
• Click on Timesheet
• Select date you took time off.
• Select type of time off taken.



How Employees Submit Approved 
Time Off

§ Click on the Save icon.
§ Click on the Complete icon.
Now your time off is available for your manager to approve. 



How Supervisors Approve Employee’s 
Recorded Time Off

• Click on Manager Tasks
• Click on Timesheet Groups
• In the Pay Period drop down make sure to select the M1 dates. B1 is only 

for the Bi-Weekly employees. 
• Click on the employees name to review and verify time off submitted. Do 

not just approve it.  



How Supervisors Approve Employee’s 
Recorded Time Off (Approving Time Off)

• Verify the time off submitted. If there are no corrections click on the check 
mark icon on the top right to approve. 



Approving Time Off
• Employees time off will appear as approved on the Display All Timesheet 

page. 


