How to Request
Leave in Titan's
Direct

Your guide to requesting time off using Titan’s Direct

'23-24



Overview

Titan's Direct will be used to request the following leave types:
* Vacation
e Sick
* Personal
* Floating Holiday




First Steps

Sign In - https://titansdirect.ccm.edu/Student

B  Employment

Select “Employment” 2> “Employee” >t
“Leave”



Page Display

On this screen, you can view your leave plan balances, current leave requests and their statuses as well

as request leave. The Leave Request screen is divided into three sections:

/eleft side provide

leave balance
information, which will
be updated once you
start a new
request

The central section
displays your existing
leave requests.

/\

/The right side allow

you to create new lea
requests

.....



Initiating a Request

1.To initiate a new leave request:
2.To see your pending or approved leave requests;
3.To see your leave balance:

Leave > -

Leave Type Toral Hours Ciace Range: Acnoner Seatus
2 gg Vacaton 2100 A75E004 . 47172024 | oran
Vacation [Hours) Sick [Hiours) Fobifiag Hohey Tutlin oo SlEG Do
1850 | 15058 435 19875 Vecution OO 16030 - VBT [(oran
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Leave - As OF 10/3042023
Description Starting Balance Emrred Lned Adpurtmenis Balance AcBons
AAPE Vac Plan 35 HPW 1 Yr OO 14342 2558 1850 [les] 130.58
BAFF Parsons LIS R iLm L RS0 20 12.50 m"
Sick Leave PLn35hpw empioye IES.00 400 4% 200 184,75 R
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Requesting Leave

Leave Request
¢ lesve Leave Type
A
Outstanding Leave Requests New Request il Select a Leave Type
Leave Type Wacation —
Total Heurs 2100 -
Date Range ANS2004 - &N 7028 End
Actioner Leave Type
S . Sick M
| Salect a Leave Type hd
et S Start Date @ End Date * | Vacation
Date Range AN 2024 - AN A28 e
Actiner My LJ | Mdfyyyy " .
Status | /il Floating Holiday Taken
Leave Type Vacatian
Totsl Hours 800 FPersonal Leave Taken Hits al




Submitting Your Request
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Quick Review
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Log Into Titan’s Direct

Select “Leave” under the employee tab.
Click “New Request”

Request Time off

Select your time off category, select your dates and submit your request for
approval

Receive Approval

Your time supervisor will approve or deny your request



Quick Reminders:

When Requesting Time off
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Its important to ensure your Your Collective Bargaining You will still need to indicate
time off is being requested, Agreement covers time off Vacation, Floating Holiday, Sick
used and properly limits and usage. You are and Personal on timesheets and
documented each pay period. responsible for familiarizing PTAA forms.

yourself with those rules.
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