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Job Aid: Workday Submitting, Editing, and Canceling
PTO Requests

1. Submit a Single Day of PTO

e Click Menu > Manage Absence.

Timely Suggestions

e Inthe calendar view, click the day
you want to request PTO for.

e C(Click Request Absence (bottom-
left corner).
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e InType of Absence, select Time

Offs > PTO. < Request Absence
e Enter the number of hours in the T
Hours field. < P10
e In Worktags, select the appropriate v Instructional Information
p I'Oj ect code. :Z:‘:n:.r'e'mlomanon on leaves of absences please

e Click Submit Request.

Hours (Daily)

8

& Edit Individual Days

Your single-day PTO request is now Worktags
Submitted. % Project: 110000 SG&A Projects (-

Total Request Amount: 8 Hours v

2. Submit Multiple Days of PTO

e C(Click Menu~>
Manage
Absence. L

Home
Learning Management

Organization

Timely Suggestions
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In the calendar

view, click
each day you
want to
request PTO
for.

Click Request

Absence.

In Type of
Absence,
select Time
Offs > PTO.

Click Edit
Individual
Days to
customize
each date.
For each
selected day:
e Enterthe
hours.
e Selectthe
project
code.

Manage Absence

¢ Request Absence
For Ada

m Woloszyk (Myself)

Mon, Dec 15 - Wed, Dec 17

Type of Absence *

x PTO (=

Vv Instructional Information

For more information on leaves of absences please

click here.

Hours (Daily)
0
2 Edit Individual Days
Worktags

Total Request Amount: 0 Hours

Request Absence
FacAdam Woloszy )

structional Information

ration on lesves of abuences

plos
Total Request Amount: 0 Hours
Mon, Dec 15
BT0+ 0 Houre (Daiy)
Tue, Dec 16
Wed, Dec 17
Additional Information
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e \When finished,
click Submit
Request.

e Your multi-day
PTO request is
now
submitted.

3. Edit an Approved PTO Request

e Openthe PTO request.

e Click Edit.

e Make the necessary changes.

e Click Submit Request.

Edit Absence
e The updated request will be S
sent back to your manager for

approval.

Hours (Daily)

Thu, Dec 11

8

& Edit Individual Days
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4. Cancel a PTO Request

Open the PTO request.

Absence Entries

Click Cancel Absence.

Enter the reason for
cancellation.

Cancel Absence

Click OK.

Your cancellation
request will be sent to
your manager for
approval.

6|Page



