
 

Time Off Requests – WorkLio 

 

Log into the employee portal at  

 

https://employee.dhrlive.com/Account/Login  

 

 
1. Select “NEW REQUEST” in the Time Off Widget. 

 

 

 

 

 

 

https://employee.dhrlive.com/Account/Login


 
2. On the Time Off screen, you can view your available hours in the upper widget. To Add a New Request, click 

on NEW TIME OFF REQUEST. 

 

 

 

3. If your request day is defined as 7.5 hours or 10 hours, you can select “Vacation per day in Hours” and 
select the appropriate time needed.  Multiple day requests are required if requesting 37.5 or 50 hours. 

Example: 5-day 37.5 Hour Time Off Request 

 

 

Repeat for all 5 days 



 

 

Example: 5-day 50 Hour Time Off Request 

 

 

 

 

 

 

 

 

 

 

 

 

 

Repeat for all 5 days 



 

 

 

4. To view Time Off Request History, click on the Time Off in the navigation bar on the left. 

 
 
 
 
 



 
5. Approved employee requests will show Approved in green while Pending requests will show an Orange 

Pending.  Employees can review their requests on this screen. 

 

  


