
.   How to View Employee PTO Lost Carryover 

Go to tools.helpside.com 

Sign in using your Helpside Account Username 
and Password. Click on: Sign In. 

To access the PrismHR Manager Self-Service (MSS) Portal: 

Click on PrismHR Payroll Software under Quick Links for Single Sign On Access to PrismHR. 

https://tools.helpside.com/
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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.  

 

Step 3: Click Employee. 

Step 4: Select the employee’s name.  
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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.  
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