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How do I submit a time off request via Skyward Employee Access? 
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What if I end up not taking off of work and my request was approved? 

 You will need to submit a negative time off request (-1 days /  

-8 hours). 

Can I submit time off request for days that have already passed? 

 Yes. Even when you have to miss work unexpectedly (illness, etc.), 

you will have to submit your time off via Employee Access. 


