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To View Lost PTO Carryover:
Step 1: Type in “PTO Inquiry” in the search bar.

Step 2: Select Employee PTO Register Inquiry from the

list.
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Step 3: Click Employee.

Step 4: Select the employee’s name.

|Employee Search Results

Emploree 1D Firsd Name Last Hame Podibion Status Type Pay Growp
1 N2 Gkt Jeotagh2 Enderson Customer Servce Rep Termm FT By
F ME0529 = Bowe Prisgadint Ak FT Bw
k] HIZSE40 301 Ducan Barcemm Wice Presigent Ak FT B
& E428465 Shoyler Crand Flumber Ak FT B
5 Walzal Chires Cran Customer Servce Rep L FT B
& 128641 Patricn Dawvis Acgourt Representaboe At FT Bw
T SE502T3 Johnathan Doe Acoourt Representatoe Ak FT By
- Wa3437 Les Dos Customer Semvce Rep Ak FT BN
9 MaESST Testuser DofictChange Presdent At FT B
10 V55196 Apgust Effectree Recaptiorest At FT B
11 SEpEmMEET Effectice Prigadent Ak FT B
12 Alepandrg Garcia Wice Presigent Ak FT B
13 Dave Gonzaler Office Manager At FT By
14 SArmuE Hagar Plurmiber At FT B
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Step 5: In the Register Type drop-down box, select the desired plan.

Step 6:In the Report View drop-down box, select Year End History. Compare “Carryover Hours” to “Year
End Balance”. The difference is the amount lost at year end.

HR / View / Employee PTO Register Inquiry Company: (000100) Demo Client
Employee PTO Register Inguiry
Employee NO0110 GARCIA ALEJANDRO
Register Type P - Paid Time OFf v e Paid Time OFff
PTO Benefit Plan PTO Paid Time Off
Benefit Start Cate 02/01/2015
Carryover Hours (4] 28.77 I Year End Date 01/31
YTD Hours Calculated (+) 129.22 Calculated Thru Date 03/21/2020
YTD Hours Taken (-) 8.00 Carryover Expires On
YTD Hours Available (=] 145.99
Report View Year End History b G
Year End Date Carry-owver Hours Calculated Hours Used Year End Balance
01/31/2017 20.00 11.08 10.00 21.08
01/31/2015 21.08 3.08 0.00 24.15
01/31,/2020 24.16 4.81 0.00 28.77






