
How to Enter Time Away Hours

Exempt (Salaried) Staff



Step 1: Log Into WebAdvisor

Step 2: Click into “Time Away Reporting” 

Step 3: Select month to enter data and click 

“Continue” at the bottom of the page. 

As you 

enter 

months, 

you will 

notice its 

status to 

the right



Step 4: 

Enter time away for the month.

• Vacation and Sick enter in 4 or 

8 hour increments

• Use “Other” drop down for 

reasons outside of vacation or 

sick

• Use the boxes at the top if 

appropriate

To save time away entry:

• Click the SAVE button at the 

bottom


