
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
• Sick
• Personal
• Floating Holiday



First Steps

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

Select “Employment”“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:

The left side provides 
leave balance 
information, which will 
be updated once you 
start a new request

The left side provides 
leave balance 
information, which will 
be updated once you 
start a new 
      request

The right side allows 
you to create new leave 
requestsThe central section 

displays your existing 
leave 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:



Requesting Leave

Column heading goes here

To request leave, first, choose the type of leave by clicking the downward arrow in the 
middle section. Once you select the leave type, the right side of the screen will show 
your balance information.

Select the start and end dates for your request. If it's a single-day request, 

enter the same date for both the start and end dates. For non-consecutive 

days, enter the first and last dates of your leave. You can easily pick dates 

from the small blue calendar icon next to the date fields.



Submitting Your Request

After submission, you'll be redirected to the Leave Request screen. You'll notice a new outstanding 
leave request on the left side with a "submitted" status. Your supervisor will review and either 
approve or deny the request.

After entering the date parameters, a dropdown window will appear, allowing you to 
specify the number of hours you intend to take each day.

Once you've filled in all the necessary details, click the 
"Submit" button. Your request will be sent to your supervisor 
for approval.



Options

If there were errors with your request, you can withdraw it by using 
the un-submit  option

You may delete your request

If you are not fully prepared to submit your 
request, you can save it as a draft. You can return 
to your draft later and submit your request

You can add comments to your request.

NOTE: These comments are only seen by you and your supervisor



Quick Review
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
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Quick Reminders:
When Requesting Time off

Your Collective Bargaining 

Agreement covers time off 

limits and usage. You are 

responsible for familiarizing 

yourself with those rules.

Its important to ensure your 

time off is being requested, 

used and properly 

documented each pay period.

You will still need to indicate 

Vacation , Floating Holiday, Sick 

and Personal on timesheets and 

PTAA forms. 
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