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Requesting Time Off in Workday for Bereavement Less Than 50 Miles Away

5. Select Bereavement (less than 50 miles) as 
the type of time off you are requesting. Daily 
Quantity will prepopulate, but you can change it 
depending on your typical work day length. Click 
Submit. Your manager will be notified of your 
request.

6. You will be brought back to your time off 
calendar. Your request will appear in gray, as it 
has not yet been approved. Once it has been 
approved, it will appear in green.

1. From your MyAGN home screen, click on the 
Workday icon.
2. From your Workday home screen, click the Time 
Off icon.

Note: If you are traveling less than 50 miles one way for bereavement, you will be paid for up to 3 days.
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3. Click Time Off. The right side of the screen will 
display your available time away balance.
4. Click on the days you would like to take off. 
Click the orange Request Time Off button.



Requesting Time Off in Workday for Bereavement More Than 50 Miles Away

5. Select Bereavement (more than 50 miles) 
Time Off as the type of time off you are 
requesting. Daily Quantity will prepopulate, but 
you can change it depending on your typical work 
day length. Click Submit. Your manager will be 
notified of your request.

6. You will be brought back to your time off 
calendar. Your request will appear in gray, as it 
has not yet been approved. Once it has been 
approved, it will appear in green.

Note: If you are traveling more than 50 miles one way for bereavement, you will be paid for up to 5 days.
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3. Click Time Off. The right side of the screen will 
display your available time away balance.
4. Click on the days you would like to take off. 
Click the orange Request Time Off button.

1. From your MyAGN home screen, click on the 
Workday icon.
2. From your Workday home screen, click the Time 
Off icon.



Requesting Time Off in Workday If You Are Going on Jury Duty

5. Select Jury Duty as the type of time off you are 
requesting. Daily Quantity will prepopulate, but 
you can change it depending on your typical work 
day length. Click Submit. Your manager will be 
notified of your request.

6. You will be brought back to your time off 
calendar. Your request will appear in gray, as it 
has not yet been approved. Once it has been 
approved, it will appear in green.

Note: Before submitting any request for time off in Workday, please communicate with your manager 
to ensure your time off will not hurt your or your team’s productivity.
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3. Click Time Off. The right side of the screen will 
display your available time away balance.
4. Click on the days you would like to take off. 
Click the orange Request Time Off button.

1. From your MyAGN home screen, click on the 
Workday icon.
2. From your Workday home screen, click the Time 
Off icon.



Requesting Time Off in Workday If You Are Going on Paid Time Off

5. Select Paid Time Off as the type of time off 
you are requesting. Daily Quantity will 
prepopulate, but you can change it depending on 
your typical work day length. Click Submit. Your 
manager will be notified of your request.

6. You will be brought back to your time off 
calendar. Your request will appear in gray, as it 
has not yet been approved. Once it has been 
approved, it will appear in green.

Note: Before submitting any request for time off in Workday, please communicate with your manager 
to ensure your time off will not hurt your or your team’s productivity.
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3. Click Time Off. The right side of the screen will 
display your available time away balance.
4. Click on the days you would like to take off. 
Click the orange Request Time Off button.

1. From your MyAGN home screen, click on the 
Workday icon.
2. From your Workday home screen, click the Time 
Off icon.



Requesting Time Off in Workday If You Are Volunteering

5. Select Volunteer as the type of time off you 
are requesting. Daily Quantity will prepopulate, 
but you can change it depending on your typical 
work day length. Click Submit. Your manager will 
be notified of your request.

6. You will be brought back to your time off 
calendar. Your request will appear in gray, as it 
has not yet been approved. Once it has been 
approved, it will appear in green.

Note: Before submitting any request for time off in Workday, please communicate with your manager 
to ensure your time off will not hurt your or your team’s productivity.
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3. Click Time Off. The right side of the screen will 
display your available time away balance.
4. Click on the days you would like to take off. 
Click the orange Request Time Off button.

1. From your MyAGN home screen, click on the 
Workday icon.
2. From your Workday home screen, click the Time 
Off icon.



Requesting Time Off in Workday If You Are Voting

5. Select Voting as the type of time off you are 
requesting. Daily Quantity has a maximum of 2 
hours. Click Submit. Your manager will be 
notified of your request.

6. You will be brought back to your time off 
calendar. Your request will appear in gray, as it 
has not yet been approved. Once it has been 
approved, it will appear in green.

Note: Before submitting any request for time off in Workday, please communicate with your manager 
to ensure your time off will not hurt your or your team’s productivity.

John Doe (12345)

John Doe (12345) John Doe (12345)

3. Click Time Off. The right side of the screen will 
display your available time away balance.
4. Click on the days you would like to take off. 
Click the orange Request Time Off button.

1. From your MyAGN home screen, click on the 
Workday icon.
2. From your Workday home screen, click the Time 
Off icon.



The alert icon in the top right corner of your Workday home screen will show a notification when your 
manager has approved or sent back your time off request. Click the Alert icon.

If your request was approved, the notification will appear as below:

If your request was sent back for revision, you can do so directly in the message and then submit it back 
to your manager for review. You can change the date of time off, type of time off, and the amount of 
time off:

How do I know if my request was approved?
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Requesting Time Off in Workday Mobile

2. This screen displays 
your available time off 
balance. Click Request 
Time Off.

4. Specify which type of 
time off you are taking.

1. Click Time Off on 
your Workday mobile 
home screen.

3. Click on the days you 
would like to take off, 
and click the Request 
Time Off button.

John



Requesting Time Off in Workday Mobile

6. You have now 
submitted your request 
for time off. Your 
manager has been 
notified and needs to 
approve it.

5. Review your request 
for time off. If it is 
correct, click Submit. If 
you would like to alter 
your entry, click Cancel. 

7. When your manager 
approves your time, you 
will receive a notification, 
as shown below.

Jane Smith (54321)

John Doe (12345)

John
Doe (12345)
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