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Time Off Request 

TCP 

Instructions 

 

 

Step 1: Log in to Time Clock Plus Employee using the link provided on the INTRANET – Info For – Faculty 
& Staff - Employee Links – Time Clock Plus Employee Login. 

https://333799.tcplusondemand.com/app/webclock/index.html#/Dashboard 

Note - This link is a single sign-on and will take you directly to your dashboard. 

Step 2: Locate the Request Tab in the left-hand corner of your Dashboard. 

Click Request 
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Step 3: From the Calendar, select the (+) on the date that you wish to take off. You may also choose the 
date and click the add button in the left-hand corner. 
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A Pop-Box for Add Employee Request will then appear. 

 

Step 4: Select the appropriate template for the requested leave.  

**Please note that your templates may look different depending on your schedule. 

The template will automatically populate the Date that you have selected, the Start time as 8:00, Hours 
as 8:30, and Days as 1.  

In this example, 1/23/25 is on a Thursday. Therefore, we will be selecting Mon-Thurs 8.5 Vacation. 
The employee would also like to leave at 11:00 A.M. 

Note: This template is generated to populate 8.5 hours. You can override the Start time and Hours by 
selecting the indicated time or hours. The start time is 8:00. If the time worked was 8 am-11 am you 
would still need 6:30 to complete the entire 8.5-hour day. 

Step 5: Start time- Override the start time to indicate the time you are planning to leave. In this 
example, you would highlight the start time and change it to 11:00 A.M. 

Step 6: Hours – Override the hours to indicate the amount of time you plan to take off for the remainder 
of the day. In this example, you would highlight the hours and type in 6:30.  

Step 7: Days 

Step 8: Select Leave Group 

Step 9: Indicate the description 

Step 10: Save 

Note - All sick leave will require a description for verification purposes to qualify for approval. 
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Vacation Request Examples 

 

Vacation Leave Request Example – One week  

In this example, the employee would like the request the entire week off for vacation.1/20/25 – 1/24/25 

1. Select Template – Vacation Mon- Thurs (8.5) 
2. Days – 4  
3. Leave Group – Annual Leave Group 
4. Description – Vacation  
5. Save  

Note- This employee will also need to complete an additional request for the 5th day which is a Friday.  
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Vacation Leave Request Example – ½ Day  

In this example, the employee would like to leave at 11:00 A.M. on Thursday 1/23/2024. 

1. Select Template – Vacation (8.5) 
2. Start time - Override the start time to indicate the time you are planning to leave. In this 

example, you would highlight the start time and type in 11:00 A.M. 
- Note: This template is generated to populate 8.5 hours. In this scenario, the start time was 8:00. 

If the time worked was 8 am-11 am you would still need 6:30 to complete the entire 8.5-hour 
day. 

3. Hours – Override the hours to indicate the amount of time you plan to take off for the 
remainder of the day. In this example, you would highlight the hours and type in 6:30.  

4. Days – 1 
5. Leave Group – Annual Leave Group 
6. Description – Leaving at 11 A.M. 
7. Save 

 

 

 

 

 

 



6 | P a g e  
 

Friday – 1/24/25 Vacation – 5th Requested Day for Week-Long Vacation Example 

1. Select Template – Vacation Friday (6.0) 
2. Days – 1 
3. Leave Group – Annual Leave Group 
4. Description – Vacation  
5. Save  
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Sick Leave Request Examples 

 

Sick Leave Request Example – Friday doctor appointment arrived at 10 A.M. 

In this example, 1/17/25 is on a Friday. The employee also will only need to take 2 hours of sick leave for 
their doctor's appointment. 

1. Select Template – Fri (Sick)  
2. Start time- 8:00 A.M. 
3. Hours – 2 
4. Leave Group – Sick Leave 
5. Description – Doctors Appointment  
6. Save 
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Sick Leave Request Example – Multiple Days and have a doctor's note 

In this example, on 1/15/25 and 1/16/25 the employee was sick for multiple days and was given a 
doctor's note. 

1. Select Template- Sick Mon-Thurs (8.5) – Note 1/15 & 1/16 is a Wednesday and Thursday  
2. Days – 2  
3. Leave Group – Sick Leave 
4. Description – Sick 1/15 & 1/16 – Emailed manager doctors note 
5. Save 

 

 

 

 

 

  

 


