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Description: 

Guide will provide steps to submit different types of time-off requests 

(Vacation, Comp Time, Personal, Floating Holiday, Jury Duty, and 

Bereavement). 
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Login to Executime 

(https://executime.freeportny.gov:7130/ExecuTime/Index.do) 

 

 

Before you start a time off request, you can view your accumulated 

under Benefits Summary. 

  

Click 

Here 

https://executime.freeportny.gov:7130/ExecuTime/Index.do
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When your time is approved, it will be deducted from your current 

balance immediately. There may be a slight delay in your sick time 

being up to date.  Please allow the appropriate department/office to 

update your time accordingly. 

Clicking on the hourglass for a specific benefit will show the history of 

that time request (approved, declined, pending, date when time was 

taken) 

 

Click 

Here 
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To submit time off, Go to Time-Off Request  

 

 

Click on the +  Sign to begin a new time entry 

 

 

Click 

Here 

Click Here 
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Initially the screen will look like the screenshot below(minus the 

black bars)  

Name of 

benefits may 

vary based off 

department/ 

office. 

Name of activity 

code may vary 

based off 

department/ 

office. 
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In this example, I will submit a request to use 5 days of personal time

Once you save your request, an email will be sent to your 

supervisor/department head regarding your pending request.  Once a 

decision, you will receive an email to either your work or personal 

email reflecting the decision. 

Number of 

hours you 

want to use 

for the day.  

If you work 

35 hours 

per week, 

you would 

enter 7 

hours if you 

wanted to 

use the 

whole day 
Change activity 

code.  Name of 

activity code 

will vary based 

off 

department/ 

office. 

The time you want to start your 

request.  If you are taking the 

whole day off, enter your 

normal start time for work. 

You have the 

ability to 

write a 

comment 

with your 

time off 

request 
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*Note* you will receive an error message/warning if you try to

request for more time than you have earned. For example, you want 

to request for 70 hours off using vacation time, but you only have 60 

hours in your time bank.  You will see the following message: 

Done!  The next page will show how to submit a request for funeral 

leave or jury duty. 
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Submitting a Time-Off Request 

(Bereavement/Jury Duty)  

Go to Hours request  

Same process mentioned above 
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