
ACTIONS
• Go to dsastaff.com
• Click on Employee Portal Link



• Log in



• Go to Time Off Request tab



• Click button to Create New Time Off Request



• Fill in Type of Request, Start Date, End date, Time Frame, and optional Comments
• Submit Request creates a single TOR for entire date range and automatically sends an email to the employee 

upon submission in addition to sending overnight email
• Cancel Request changes status to Removed by Employee; no notifications
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