
HOW TO FILE AN 
OFFICIAL BUSINESS



HOW TO FILE AN OFFICIAL BUSINESS

In Official Business (Employee), click the Request button in the upper-right corner. 
A pop-up form will appear where you can fill in the required details.
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Fill in the date, time, break duration (in minutes), and purpose. Attach a file if 
there are any supporting documents needed for validation.

Click Request to submit the Official Business filing.
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Note: If there are any adjustments needed for a filed Official Business (OB) 
request, you may update it as long as the status is Pending.

After making the necessary changes, click Update to save the adjustments.
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Additional Note: You may file an Official Business (OB) request while still using the 
clock in/out button for the timekeeping. However, once the OB request is approved, the 
system will override your timekeeping for that day and follow the approved Official 
Business record.


