
Setup the paid time o� bene�t for the employee.

Click on Employees.

Managing Paid Time Off

1 Go to the employee record.

Turn on the Time O� Bene�t.

Enter the number of hours o� this employee receives for one calendar year.
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How Your Employees Request Paid Time Off

Your employee logs in and clicks on 

My Pro�le. They select Paid Time O�. 

This option only appears for those you 

turned on the time o� bene�t for.

1 They enter the date and number of hours they are requesting o�.

They click Submit.  If they want to submit multiple days o� then they 

must enter a request for each day. 
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Managing Paid Time Off

Paid Time Off Must Be Approved

Paid Time Off Report

For paid time o� to be added to a time sheet it must be approved by a Manager or Administrator.

There is no department for paid time o� so time o� 

requested will appear as “Time O�” in the department 

column.

You must click the check mark icon to approve it.

Managers with Payroll Access and Administrators have access to this report.

You can create a report of all the time o� an employee has received credit for on their time sheet.
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