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Request Bereavement or Compassionate Leave

Log into your Workday Account. | https://wd5.myworkday.com/wday/authgwy/dealertire/login.htmlid

Your log in credentials are the
same ones you use to |0g into Ctent Worker - Desle T Single Sgn-0n
your computer each day.

From the Menu click Absence Request

then click on Request Absence.
Absencel )

Correct My Absence

On the calendar, choose the
date(s) yOU are reqUESting Off Sunday Monday Tuesday Wednesday Thu

Hint: You can select multiple e o o . ‘
dates. Then click on the Request

Absence button at the bottom
left of the screen.

< > December2024

From the Type options, select Select Absence Type X
one of the following:

When Monday, December 2, 2024 - Tuesday, December 3, 2024
Select Absence Type X

Type * | Search =

e All employees except Dent d
When Monday, December 2, 2024 - Tuesday, December 3, 2024 ( : ) Bereavement
Wizard select Time Offs > N = » —=

Select Absence Type A

compaSSionate Leave. < Time Offs ’
Leave Types >
° Dent Wiza rd Employees Next ) When  Monday, December 2, 2024 - Tuesday, December 3, 2024

Search

Type *

select Bereavement.
& TimeQ

Compassionate Leave-
Immediate Family Member

~y Compassionate Leave-Non-
~ Immediate Family Member

e Immediate family members include parents, stepparents, spouse, children, brother, sister, stepbrother, stepsister,
grandparents, grandchildren, mother-in-law, father-in-law, brother-in-law, sister-in-law and any other as required by
applicable law.

¢ Non-immediate family member, or close non-family member.

e See your Employee/Benefit Handbook for company specific leave policy.

Click Next. Enter your

comments (optional). Then click
Submit, =)

The request is now submitted to
your manager for approval.

enter your comment

(— PE=S



https://wd5.myworkday.com/wday/authgwy/dealertire/login.htmld

Compassionate/Bereavement Leave Request

Manager Instructions:

In Workday, navigate and click
to open My Tasks. w Q  search
Under All items, click on the
Absence Request: 12/09/2024 Yy
Absence Request. (012573)

Effective: 12/23/2024

Review the request, then click to
Approve or Send Back to

Details to Review

First Day of Time Off  12/23/2024

requestor.
Last Day of Time Off  12/24/2024
Total 16 hours - Compassicnate Leave-lmmediate Family Member
Request Details 2 items =0, B
Day of the
Date Week Type Requested  Unit of Time
12/23/2024 Monday Compassionate Leave-lmmediate & | Hours

Farmily Member

12/24/2024 Tuesday Compassionate Leave-lmmediate & | Hours
Family Member
& D>

Your request is now complete and will be processed in the next payroll




