
Website- https://www.payworks.ca/ 

 

 

 

 

Page will then look like this

 

Login in here with your information  

https://www.payworks.ca/


 

 

 

 

 

 

Go to Absence management 

Then time off requests 



 

 

 

 

 

To add new requests click on the green 
plus sign 



 

 

 

Then fill in time off type (it’s a drop 
down menu, date to and from 

Use the bar on the side to scroll down 
and click submit 


