
1.Open the Paycom app on device. 
2.Navigate to the Time off Requests

tab. 
3.Choose the “Request Time Off”. 
4.  Select the dating you would like to

start the PTO.
5.Once the prompt for “Add Time Off

Request” pops up, you can add in
all information needed. 

a.Accrual type (PTO, sick time)
b.Hours per day you would like to

use. 
c.Start date and end date. 

6.Select “Add Request”
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In the Time-Off Requests section, you can view your available balances and manage your
requests.

TIME-OFF BALANCES:
 This section shows the amount of PTO and sick time you currently have available.

 It also includes a calculator that can help estimate how much time you will have accrued by
a future date.

MANAGE TIME-OFF REQUESTS:
In this section, you can add additional dates to an existing request or delete a request if
needed.
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