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.

@ Livingston

Livingston County Employee Self Service

e to the Livingston County Employee Self Service (ESS) Website

name is your Employee Number
initial password is the last 4 digits of your SSN (You'll be asked to change your password upon login).

Em FHUYEE'S logging in. you'll see a menu item on right - Employee Self Service. Click it, to access your information.
se logout of your session, by clicking your name in the upper right corner, and choosing Log Out.

using the Log In link in the upper right comer of this window.

Click here for Frequently Asked Questions and helpful documentation

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

Home

Certifications
PayiTax Information
Personal Information

@

Time Entry

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.

Time Off

Il Request Time Off \

My Requests
Employee Requests

Employee History

Time Entry



http://www.livgov.com/

4. Select dates of request and click “Continue”.

Request Time Off

Step 1 of 4: Select Dates
Click to select each date that you would like to take off. (Click again to deselect).
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5. Click on the type of accrual you are using for your time off, then click “Continue”

Request Time Off

Step 2 of 4: Select Type

Select the type of time off you would like to take from which job

Type Avatiabe Avalable

|:> ® VACATION 37.00 37.00
SICK 35.15 35.15

COMP TIME 0.00 0.00

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

Request Time Off

Step 3 of 4: Partial Day Requests

If you are requesting any partial days, edit ime as necessary.

You have selected the following dates (Change Dates)

910/2014: |4 |Hours 9/11/2014: [8.00 | Hours
:,1) 9/12/2014:  [8.00 |Hours  9/132014:  [8.00 | Hours




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”

Request Time Off

Step 4 of 4: Additional Information

Verify the time you are taking and enter additional comments for this request.

Job

Request Type VACATION

Days Requested 9/10,9/11,912,9/13
Total Time Requested 28.00 Hour(s)| change

Comment: (optional) |Going to Disney World!l |

Reason | [optional] v

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.

My Requests

Calendar view

Eamed P Pemed Avelinpler
VACATION (H) 3r.oo through 12&0?5623 through 12!20)296‘1]2
SICK (H) 3515 through 12&&?2%1? through 12&0?3}13
COMP TIME (H) 0.00 through gmfdgﬁ through 93333&23
OVER MAX (H) 0.00 through 9;3;20(}‘1]3 through 93332‘}('}‘1]2
7215 7215 4415

Dates Requested Amount  Type Status Reason Comments

GOING TQ DISNEY

Hny _qf
9/10/2014 - 9/13/2014 28 hours  VACATION  InProgress WORLDI!

If you have any questions regarding requesting time
off; please contact the Human Resources
Department at: (517) 546-1010 or

Humanresources@liveov.com



mailto:Humanresources@livgov.com

