
Employees Requesting Permission For Outside Employment 

 

 Page 1 of 4 

Step Action 

 

 

 
 

 

 

 

1. Click the Main Menu button. 

 

2. Click the Self Service menu. 

 

3. Click the MDC Outside Employment menu. 
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4. Click the Add a New Value tab. 

 

 

 
 

 

5. Click the Add button. 
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6. Click the I AM currently engaged in Outside Employment option. 

  

7. Click the SUBMIT button. 

 

8. Click the OK button. 
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9. Enter the desired information into the Job Responsibilities field.  

10. Enter the desired information into the Company field.  

11. Enter the desired information into the Job Title field. 

12. Enter the desired information into the Responsibilities field. 

13. Enter the desired information into the Location field.  

14. Enter the desired information into the Work Schedule field. 

15. Enter the desired information into the Weekly hours field.  

16. Click the Employer will release you if you are needed by the County? Click Yes or No 

17. Click the Org. Type list. 

18. Click the Company or organization that is not a County vendor. list item. 

19. Click the I affirm that the information I have provided is true and I pledge option. 

20. Click the SUBMIT button. 

21. End of Procedure. 

 


