HOW TO VIEW AND REQUEST PTO

Associates can view and submit PTO requests at their own convenience. All PTO requests need
to be submitted through WFM.

VIEW & REQUEST PTO:
DESKTOP:

e On the home page, click on the drop-down next to time and click on schedule. Under
the Accruals section you will see your PTO balance. Click on request time off.

Shortcuts
+ Add favorites

#) My Location Schedule

My schedule W Fite

Timecard
September 2026 e
- P! © 24 Today
@ Pay v
a Today < 2 You have nothing planned.
~ My profile > PTO Sal
£ Communications i Sun Mon Tus Wed Thu Fri  Sat September 27 - October 03 14.88
.88 Days
Career & 30 3 1 2 3 4 5 October 04 - 10
P
7 development e
& 7 &8 98 ®© 0 = Request time off
tf Benefits ~
W Loadmore
5 7 1
B Company v ¢ ° " ° " B View accruals in timecard

e Select the request type you want to use, enter the dates, and click next.
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e Fill out the request details section and then click submit.
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MOBILE APP:

e On the home page, click on menu, click on the drop-down next to time, and click on

schedule.
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e At the top, click on the request drop-down and select the option you want.
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e Select the request type you want to use, enter the dates, and click next.
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e Fill out the request details section and then click submit.
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