Entering a PTO Request in Dayforce

You are expected to plan your time off needs effectively. Whenever possible, or unless
otherwise provided by applicable law, you should schedule PTO absences in advance with
the approval of your manager. Keep in mind that PTO approval will be based on various
factors, including business needs, unless otherwise required by applicable law. If you are
unable to provide advance notice, you must notify your manager of your PTO absence and
expected duration at the earliest possible opportunity.

Entering a PTO Request in the Dayforce Mobile App

1. From the Navigation Menu, tap Time Away.
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2. Inthe top right corner, tap the ellipsis (...) icon, and then tap New Request.

3. Select the Time Away Reason.
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Entering a PTO Request in Dayforce
4. For afull day or a multiple day request, select the Start Date and End Date. Make sure the All Day slider is

enabled.
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5. For a partial day request, slide the All Day slider to off. Select the desired start and end times.
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6. If desired, enter a comment.

7. Tap Save.

The request remains in a pending status until it is approved by your manager.



Entering a PTO Request in Dayforce

Entering a PTO Request in the Dayforce desktop application

From the home page, click the View Time Away From Work link.
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In the Create Time Off Request window, complete the details of the request.

Hours for a partial day request (hours field displays when Partial Day is selected)
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4.

Enter a comment if desired, and then click Submit.

The request remains in a pending status until it is approved by your manager.




