
How to 

Request 

Time Off

on a  

Computer/

Laptop



Log into 
iSolved



Select Time from the left menu 
bar then Time Card

Click on Request Time Off at the 
top of the black menu bar. 



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 Save on the black menu bar

Enter the following Data



• 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 message will come from 
PayUSA@myisolved.com so 
make sure it is a “safe” or 
“approved” email address 
with your service provider.

mailto:PayUSA@myisolved.com


The Employee Absences screen (left menu bar) will show the status of 
any PTO requests.  You can sort by absence type, date, or status.  Your 
estimated available PTO hours will also be displayed.



The Employee Calendar screen (left menu bar) will show your pending 
and/or approved PTO and Personal Day in a calendar format. You can 
choose view by month/week/day.



The Time Off Balances screen (left menu bar) will show your PTO and 
Personal Day accruals and balances based on last and current pay 
periods.



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.



To Log Out:

Click on your name at the 
top left of your screen, 
then scroll down to 
choose Log Out.
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