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 Requesting Time Off 
 

1. Goto www.livgov.com and then click on “Employees”. Log into the Employee Portal; 

make sure to read all of the instructions on the homepage, then go to “log In”, 

located in the top right of the page.  

 

 

 

 

 

 

 

2. Click on the “Employee Self Service” then on “Time Off”.  

 

 

 

 

 

 

 

3. Click on “Request Time Off”.  

 

Please Note: When requesting time off each type of request must be done separately. 

For example, Vacation must be made with one request; Sick a separate request etc.  
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4. Select dates of request and click “Continue”. 

 

 

 

 

 

 
 

 

 

 

 

 

 
5. Click on the type of accrual you are using for your time off, then click “Continue” 

 

 

 

 

 

 

 

 
 

6. Enter the hours you are requesting. You may also at this point change the dates or 

hours you are requesting. Click “Continue” 
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7. Add comments to clarify or to make your request more specific. Verify the date, hours 

and type are correct. Once all information is verified, click “Make Request” 
 

 

 

 

 

 

 

 

 
8. You will be brought to the “My Requests” window, where you will have the option to 

add your request to your Outlook Calendar. You may also come back to this screen at 

any time to cancel your request.  
 

Please note: If you do not end up taking a requested day off, you will have to cancel 

your request to receive the time back in your bank.  

 

 

 

 

 

 

 

If you have any questions regarding requesting time 

off; please contact the Human Resources 

Department at: (517) 546-1010 or 

Humanresources@livgov.com 
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