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Workforce Tip Guide: 

Employee  
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Employee Workforce Tips: 
Requesting Time Off 
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To log onto Workforce you have the following options: 
 www3.cfmws.com /workforce  

 CFMWS.com; Employee Zone; Workforce EmpCenter  
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If you would like to request leave 
(vacation, family related, compensa-

tory time off CTO), go into My Time Off.  
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Pick your pay-

code option, start 

date, and end 

date of your leave. 

Then press enter details 
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Review and press 

view and confirm 

that everything is correct; 

create new;  or cancel. 
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Log on using your current wSSO 
username and password. 
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This screen will con-

firm your request, and 

advise you of your pre-

vious vacation, family 

related, and used CTO 

days. 

 

You may at this time 

enter in any additional 

comments to the man-

ager.  

 

Then after everything 

is confirmed you can 

either submit, enter 

new details, or cancel 

the time off request.  
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Going to New York City for the weekend.  

The submission will 

have triggered an 

email to your Admin 

Manager to approve or 

reject your time off 

request.  

 

Under “My Time 

Off” you will see that 

the vacation request is 

pending. It will re-

main that way until 

the request is ap-

proved or rejected.  
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When go click the “Home” tab at the top, it will take 
you back to the main page, and in the bottom right 
hand side of the screen, you will see “Personal Time 
Off Request” and you should see your request pend-
ing.  
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As you can see the email was automatically sent to 
your Admin Manager, this is the person that would 
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When the Admin Manger 
goes into to accept or reject 
your leave request, they will 
see your request broken 
down into days, and then 
they have the option to ap-
prove or reject.  
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After your manager ap-
proves or rejects your re-
quest for leave, you will 
receive an email almost 
instantly stating if your re-
quest was approved or not.  
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Check my vacation balance? 

Balance at the end of each 
month 

 


