
Vacation Request Process Mac 

Make sure that you have the (CS Vacation Calendar) 

open and available in Entourage: 

 

Click on the Calendar Icon: This will open the calen-

dar view in Entourage (Example 1). 

 

If you don't see the CS Vacation Calendar listed, you 

need to open it manually for the first time. 

 

To Open the CS Calendar you need to click on File, 

then ñOpen Other Userôs Folderò (Example 2). 

 

Type ñCS Vacation Calendarò into the ñUser:ò sec-

tion and click ok (Example 3). The calendar will take 

a few seconds to come up. Please be patient!  

Example 1 

Example 2 

Here are the steps to creating a request. (Example 4) 

1. On the ñCS Vacation Calendarò, Double Click 

on the day your want your Event to start. You 

should see (Example 4). 

2. Click Invite. 

3. You must invite yourself, your Supervisor, 

Marcia, and Marty.  

4. The subject line should say your 

name and the word ñOffò. 

5. Select a start and end date. 

6. Do not set a reminder, un-check the 

box. 

7. Select this as an ñAll day eventò. 

8. In the body of the message put the 

hours requested off and what to 

charge. Here are your options. 

Paid Time Off 

Vacation 

Sick 

Comp 

Unpaid Time Off 

Spring Holiday 

9. When you are done click ñSendò. 

10. You should assume your request is 

accepted unless told otherwise. 
Example 4 

Example 3 


