How to
Request
Time Off On

Your Mobile
Device




* Log into iSolved
on your phone.

e Select Time Off
under Time and
Attendance.
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Good morning, Hazel
July 22,2024 7:48 AM
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Time Off
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Pay History
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Tax Updates



= jsolved

@ Time Off

Summary

Updated as of Last Pay Period End
8/12/2019 - 8/18/2019

PTO Full Time

[ ] CliCk On the Blue + Available balance: 0.00 hours

M M TAKEN: 0.00 REM%II?J?NG' 0.00
Button on the right side ’ !

of the screen.

Upcoming Time Off

Date Policy Hours Status

Pending Requests

Date Policy Hours Status

07/05/2024 PTO 8 Pending



* Click the drop-down and choose
type of policy,

* Enter From and To dates.
e Enter Start time.

* Enter the Hours Per Day.

* Enter any Notes if applicable.
e Click Blue Submit Button.

* An email with your request will be
sent to your manager.

* You will receive an email back
confirming if the request was
approved or denied.

@ Time Off

Available
hour

130.46

After
request

122.46

From 07/26/2024

To 07/26/2024
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* The Time Off Screen ® Aot
will show your time off
balances. vailable balance: 0.00 hours

0.00 ( DETAIL )
TAKEN: 0.00 REMAINING: 0.00 B -

‘ Upcoming Time Off

* The Time Off Screen
will show any -
upcoming or pending
re q ue Sts . ‘ Pending Requests

Date Policy Hours Status

07/05/2024 PTO 8 Pending E

07/26/2024 PTO 8 Pending
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Changes or edits to your PTO

requests (deletions, changing o Time Off

the times, etc.) can only be done I

by your manager. Make sure you Available balance: 0.00 hours
communicate with them! G (o)

Upcoming Time Off

Examples:
* PTO for 10:00am arrival but Pobey
you arrive at 10:30am and s pending

need another 2 hr of PTO.

* Requested the day off but now
you don’t need it.

Pending Requests

Date Policy Hours Status

07/05/2024 PTO 8 Pending 5

07/26/2024 PTO 8 Pending E



* Click on the Initials in
the upper right corner

of your screen to Log
Out.
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