
 

 

 

 

 

To request PTO 

go to My Time, 

Time Off and 

Request. 

You will them come to this scree. Under Time Off Type you 

will select PTO. You will then select the day or days that you 

are requesting off. They will show up in blue on the 

calendar. You will then select Start Request in top right 

corner.   

Employee- How to Request PTO 



                  

                                                                                               

 

 

  

You will then get this box. You can select the Request Type. 

Full day, Multiple Days, Partial Day etc.  

 

Full Day will automatically pull in the day requested and 8 

Hours.  

Multiple Days will pull in all the days you selected and how 

many hours per day you need.  

Partial Day (Bulk) will pull in the day you selected and you 

can select how many hours you need to use 

Partial Day (Start/Stop) will pull in the day you selected 

and you can select the actual times you need off. 

 

A comment would need to be entered and then you can hit 

Submit Request. Once the request is submitted the 

manager will be notified and then need to approve or reject 

the request.  

 



 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

  

  

Once approved you can go to My Time, Time Off, Calendar 

to see approved days. They will be in Purple.  

 

 

Employee- 2 Ways to view approved PTO request 

#1 Personal Time off Calendar 



 

 

 

 

 

 

                                                                                                                                                                       

 

Once approved the days will automatically be uploaded to 

the time sheet along with the comment the employee puts 

in when requesting the PTO. 

# 2 Timecard 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                                                                                                                                     

To Delete a request you would go to My time, Time off, 

Request, select the date you want to delete, then delete.  

This box will pop up. Enter your reason for 

deleting/canceling PTO. Then select Request.  

 

This Request will go to the manger for approval. If the 

manager approves it will then go to the timekeeper to let 

them know the request has been canceled.  

Deleting an approved PTO request 



 

                                                                                                                                                                                  

  

 

 

 

 

 

 

 

                                                                                                                                        

 

 

 

Deleting a pending PTO request 

To Delete a request that is still pending you would go to My 

time, Time off, Request, select the pending date you want to 

delete, then delete. Pending dates are Purple stripes. Select 

Delete 

 

This box will pop up, select Delete. Manager will be notified 

when PTO has been deleted. 


