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Add Time-Off Request
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1.0pen the Paycom app on device. -i k2 A.
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2.Navigate to the Time off Requests | 4 8 _ :

tab. @ > 3
3.Choose the "“Request Time Off". T ep——
4. Select the dating you would like to ':-:__ - F;;‘“Hmé//a\ < ;.:-,

start the PTO. ‘_ 4 N
5.0nce the prompt for “Add Time Off = R e i

Request” pops up, you can add in

all information needed.

a.Accrual type (PTO, sick time)
b.Hours per day you would like to Time-Off Requests
use. s
c.Start date and end date.
6.Select “Add Request”
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	Choose the “Request Time Off”.
	Select the dating you would like to start the PTO.
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