O\

workday.

Requesting Absence
(PTO)

Action: Employees
- Requesting absence (PTO)
- View time off (PTO) balance
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Requesting Absence (PTO)




Type ‘Request Absence’ in search bar
e e S T

requ ® )

5
o

"
,

Request Absence

Report

Request Flexible Payment And Deduction Options
Task

Request Reference Letter
ew detalls drill down on Year 1o Date values. Task
Request Work Schedule
Task

G [ G| [

Requested Feedback Responses Balance As of Date

Acorued Year To Abs [".':I b er Forfeited in (Inchudes Events
Baginning Year Balance Daie = Hepon Periad Balance Ac OFf Date Awaiting Approwal) A
o g E] Requests Submitted On My Bchalf 3 s P
Report
30 120 a Required Retest . a 150 15 0
Business Rules Specialist | DDM) - Farmington Hills
Total: 158 158
VIEW MORE
4 [ 4
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Select the day(s) you want PTO

¢ » January 2024 -~

day Monday Tuesday Wednesday Thureday Friday Saturday

31 Jan 1 2 3 4 5 6

14 15 16 @ 18 19 0
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Select Type of PTO

Select Absence Type

When Wednesday, January 17, 202

®
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Select Type of PTO

Select Absence Type

As an employee select
PTO

®
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Confirm info, edit hours if needed

Request Absence
eeeeee (73
k\ A
Edit quantity
Quantity per Day Total .
if you want
|1 8hours 8 hours ( Edit Quantity per Day ) = less than 8
" hours
b
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Submit

®
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Time Off (PTO) Balance




Type PTO or 7ime Off Balance
pto @)

My Time Off
Report

Time Off
Report

Time Off Results by Period
Report

My Time Off Balances Details

mmmm@

Report
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Select today’s date

Time Off Balance

AsOf * | 81/26/2024 [

«»  —
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View Balance

Balance As Of Date  01/26/2024
Values displayed are based on the Balance As Of Date entered. To view details drill down on Year to Date values

Balances Tracked in Hours 2 items

Balance As of Date

Beginning Year Accrued Year To Abzence Pald Beginning Perlod Acerued In Absence Paid in Carryover Forfeited In (Incled ez Events
Abgence Plan Unit of Time Balance Date Year To Date Balance Period Period Period Balance As Of Date Awaiting Approval)  As of Period
Floating Holiday Hours o B ] ] 8 o 8 B E  07/01/2024 - 01/31/2024 {Monthly)
FTO Hours 30 120 0 30 120 0 0 150 142 01/01/2024 - 01/31/2024 (Monthiy)
Total: 158 150
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