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You can use the Pay Period PTO Report from Payroll Reports to find out PTO balances as of a 
specific date.  

Login to Helpside Tools at tools.helpside.com 

Under Manager Tools, on PrismHR Payroll Software.  

  

 

 

 

 

 

 

 

Step 1:  Type Payroll History 
into the search bar.  

Step 2:  Select Payroll 
History from the list.  

Step 3:  Use the Year drop down box and the 
payroll type check boxes to find the 
date you want.  

Step 4:  Click on the Payroll number 
corresponding to the date you want.  
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Step 5:  Click report icon.  

 

 

 

 

Step 6:  Click on the download icon for the Pay Period PTO Report. This will open the report in a 
separate window.  

 


