
  

 

 

 

 

Using your Mobile Device sign in to:  https://mytime.jefferson.edu 

Step One

 

Step Two

 

MyTime - Requesting Time Off 

Mobile Application 

https://mytime.jefferson.edu/


 

 

Step Three 

 

Step Four 

 

  Once Submitted, Manager receives email notification 

  Manager logs into EmpCenter to review, approve or deny request 

  Upon approval time will automatically be entered on the timesheet 

  Employee receives email notification of status 

 

 


