
How to 
Request 

Time Off On 
Your Mobile 

Device



• Log into iSolved
on your phone. 

•Select Time Off 
under Time and 
Attendance.



• Click on the Blue + 
Button on the right side 
of the screen.



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

• Enter From and To dates.
• Enter Start time.
• Enter the Hours Per Day.
• Enter any Notes if applicable.
• 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.



• The Time Off Screen 
will show your time off 
balances.

• The Time Off Screen 
will show any 
upcoming or pending 
requests.



Changes or edits to your PTO 
requests (deletions, changing 
the times, etc.) can only be done 
by your manager.   Make sure you 
communicate with them!

Examples:
• PTO for 10:00am arrival but 

you arrive at 10:30am and 
need another ½ hr of PTO.

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



•Click on the Initials in 
the upper right corner 
of your screen to Log 
Out.
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