Accruals and Time-Off Requests
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Accruals and Time-Off Requests
One of the most exciting things you have access to do in Employee Self-Service is monitor your accrued
time off and then actually request that time off. This training guide is going to walk you through how to:





view and understand your accruals;
view and understand your time-off calendar;
request time off; and
edit and remove time-off requests.
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Your Accruals
Before we dive into the system, let’s take a moment to talk about accruals. Every company is different,
but many companies award their employees time based on the time that the employees work. This can
be awarded in many different ways. Maybe when you started your new job you were told you had X
amount of hours to take off for the entire next year, or maybe you were told you would be awarded X
amount of hours per month or per pay-period. Check with your Human Resources or Payroll department
for the specifications of your accrual policies, but when you’re ready, jump into the Paycom system to
view your accruals. You can access your accruals in two different places.



Click “My Accruals” in the Time-Off Requests tile.
Click “Time-Off Requests” in the green navigation bar and then click “My Accruals”
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From there you will be able to see your accruals. You may have one or multiple different types.
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Let’s go over what some of this information means. If you are a new employee you may want to focus
on the bottom row which gives you your award start and redeem start dates. Your award start date is
the date you will start being awarded time, and your redeem start is the date you can start using your
accruals to request time-off.

The accrual amounts will also be of interest to you in order to keep tabs on your time. Your taken and
awarded amounts are labeled accordingly so you can see how much time you have available to take.

Time-Off Calendar
Now that we have viewed your accrual information let’s check out your time-off calendar. You can
access your time-off calendar in two different places.



Click “Request Time Off” in the Time-Off Requests tile.
Click “Time-Off Requests” in the green navigation bar and then click “Request Time Off.”
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Your Time-Off Calendar is where you will be able to see any requests that have been made, approved, or
denied as well as holidays and blackout days. At the bottom of the calendar, you will notice there is a
legend defining what the colors mean.
Requested: This is a request that has been entered, but no action has taken place.
Approved: This is a request that has been approved.
Denied: This a request that has been denied.
Calendar-Only: This is a request that was entered after the pay-period ended.
Holiday: This is a date your employer has marked as a Holiday. This prevents you from requesting time
off on this day because it is already marked as a day off.
Blackout: This is a date your employer has marked as a Blackout day. This prevents you from requesting
time off on this day possibly because your employer does not allow time-off requests on this day.
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Use the month and year drop downs and the “previous” and “next” buttons to navigate to previous and
future months/years.

Requesting Time Off
You’ve checked that you have time to take off, you’ve viewed your time off calendar, now it’s time to
learn how to request time off. You have two ways of requesting time off from the time off calendar.
The first way is by expanding the “Add Time-Off Request” section at the top of the Request Time Off
menu.
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Once expanded, you will be able to enter in the amount of hours per day you want to request, the type
of time off you are taking, which days you are requesting time off for, the start time for your time off
and the reason.

When you add your reason, you may have a drop-down with pre-defined reasons (shown below) or an
open text box as shown on the previous page.
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The other way you can request time off is by using the calendar to select the day you wish to request
time off for.

With this method you will still be able to adjust the dates to take off multiple days.
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Once you have requested time off, your supervisor will then be able to log into the system and approve,
deny or edit the request.

Editing and Removing Time-Off Requests
Regardless of the status of your time-off request, you can always edit or remove the time. For example,
if you submit a request for eight hours and your supervisor approves it, but then you realize you only
need to be off for six hours, you can update the time by clicking on the request.
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Once you have selected your request, you can edit the hours per day, type, start time and reason. You
can also remove the request if you no longer need the request at all.
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Once you make the change, it will immediately be reflected on your time-off calendar. The status will
change back to “Requested,” and your supervisor will again be able to log in and approve or deny the
request.

You can also view and edit your requests by clicking on “View/Edit Time-Off Requests” at the top of the
Request Time Off menu.
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There you can view all your future time-off requests, view the current status, make edits and remove
the request. This section is helpful if you have time-off requests in the system that are spread out over
many months because you can view them all in one place and do not need to flip through the months.

In Conclusion …
That concludes the training guide over viewing your accruals and requesting time off. Remember to
refer to your Human Resources or Payroll department for questions pertaining to your accrual and timeoff policies, and refer to the Help Menu for more instructions for your accruals, time-off requests and
more.

13

