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Work Standard Summary:  User will be able to request annual vacation via sask.staffscheduling.ca 
 

Disclaimer: The following images may not be exact and are intended to be a reference. 

Essential Tasks: 

1.  Log in to sask.staffscheduling.ca 
 

2.  Under your employee profile, click “Schedule” and “Request Vacation”; Note: this option will only 
appear when your collective agreement’s Annual Vacation is in progress: 

 
3.  On the following page, click “Apply” on the far right: 

 
4.  Review your position and bank balances on the next page. Annual Vacation deadlines also appear 

directly under the green banner. Click “Apply” to continue: 

 



5.  Navigate through the calendar towards the bottom of the page to find the day(s) you want to 
request off and press “Add Request” on the right after each selection: 

 
Note: the blue bars indicate days where you are scheduled to work, but you may select ranges that 
include days you are not scheduled as well. 

6.  “Add Request” will bring up a pop up window for you to confirm the details of your request, click 
“Add Vacation Request” to continue. Note: the Saskatchewan Health Authority is not using 
Likelihood Summary, Single Daily Quotas, or the Supplemental Vacation, so please ignore these 
features; this program is used by other organizations that process vacation differently: 

 
7.  Repeat Steps 6 and 7 for each block of time you would like to request off. 



8.  You may drag and drop your requests at the bottom of the page to put your requests into order of 
preference: 

 
9.  Review your requests and ensure you press “Submit Vacation Requests” to confirm your choices: 

 
10.  If you wish to remove a request, click “Delete” to the right of the request; it will not ask you to 

confirm, if you delete a block by accident you will need to request it again: 

 
11.  You may return to this page any time before your deadline to make changes. 

12.  End 

 


