
Requesting Absence 
(PTO)
Action: Employees 

- Requesting absence (PTO)
- View time off (PTO) balance 
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Requesting Absence (PTO)
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Workday uses the verbiage “Request Absence” for requesting 
PTO. This is to be used when submitting time off.



Type ‘Request Absence’ in search bar
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Select the day(s) you want PTO
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Select Type of PTO

6/7/2024 5



Select Type of PTO
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As an employee select 
PTO 



Confirm info, edit hours if needed
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Edit quantity 
if you want 
less than 8 
hours



Submit
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Time Off (PTO) Balance
Workday uses the verbiage “Time Off Balance” for showing your 
available PTO balance. 
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Type PTO or Time Off Balance
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Select today’s date
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View Balance
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