1. Employee Resources

How do I request time off?

Employees who are assigned a leave policy can request time off from the Request tab of

their Time Off app in Rippling. If you're looking for more information on the features of

your Time Off app, see this guide.

How to request time off

1. From the Rippling Dashboard, open the Time Off app.

The app will show your balance of hours remaining, pending approval,
scheduled, and taken for the year under the My Overview tab.

2. In the upper right-hand corner, select Request Time Off.
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3. Select the type of leave you are requesting, enter the dates of your leave, and

provide a reason for your time off (if you want).

o Ifyou are requesting custom hours, you must first select the start and end

dates of the leave before checking the Custom Hours box

e Input the number of custom hours you wish to request off, and the time

when the leave starts
4, Click Save.


https://help.rippling.com/s/topic/0TO4o000000HsoAGAS/employee-resources
https://help.rippling.com/s/article/360056299913

Your manager will receive an email to approve or deny your request. If you don't have a
direct manager, your company admins will receive the email. You'll receive an email
informing you once your manager or admin approves/denies the request.

How to request time off via the Rippling mobile app

1. Open the Rippling app on your mobile device.
Tap the Time Off app > click Request time off. If you're a manager, you'll have to
select the Personal tab first, then click Request time off.
3. Fill in the details of the request > click Save.
e Ifyou are requesting custom hours, you must first select the start and end
dates of the leave before moving the Custom Hours slider
e Input the number of custom hours you wish to request off, and the time

when the leave starts
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