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How to book time off 
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How to book time off 
 

1. Navigate to the ‘Schedule’ page. 

2. Click on ‘Create Appointment’. 

 

 
 

Once the user clicks on ‘Create Appointment’, a new appointment screen will appear. 

 

1. Select ‘Other’. 

2. Choose start and end dates and times under ‘Event Details’. 

3. Click on ‘Save’. 

 

 

 


