
HOW TO VIEW AND REQUEST PTO 

Associates can view and submit PTO requests at their own convenience.  

VIEW PTO: 

Home > Shortcuts > Time Overview 

 

 

 

 

• Scroll to the bottom and go to My Accruals to view your PTO Sal amount or Volunteer 

Time. Click the blue arrow to toggle back and forth.  

• From here, you can click on Time-Off Request at the bottom if you wish to submit PTO. 

 

 

 

 

 

 

 

 

• A Request Time Off box will appear. Click the drop-down on Request Type to choose the 

desired time off. (Ex. Bereavement) 

• Enter the Start Date, End Date, and click Next. Or click the calendar button to auto-

populate. 

 

 

 

 



• Fill out the Request Details section and click Submit  

 

 

 

 

 

 

 

 

 

 

 

REQUEST PTO: 

Home > Shortcuts > Request Time Off 

 

 

 

 

• The Request Time Off, side bar will appear. Choose the type of time you want (ex. PTO) 

and select Apply 

 

 

 

 

 



• Select the dates you wish to take off and select Apply 

 

 

 

 

 

 

 

• Fill out Duration (start time and duration of shift, 8.00) and click on Deduct From 

category. Select Review, verify the information is correct, and then select Submit. 

 

 

 

 

 

 

 


