
STEPS FOR REQUESTING TIME OFF
 Open up the "Payroll" tab,1.
 Select "My Time Off Requests"2.

3. Select "New Request"



REQUESTING TIME OFF
4. Fill out the  Time Off Request
      in HR Symphony
5.Selet Time Off Type 
 Submit for Approval
6. Your request will be sent to your 
      site supervisor 

*PTO is not accrued throughout your term.  All PTO
hours become accessible 3 months AFTER your start
date.
PTO may be used for holidays, vacation, and sick days.
With the exception of sick days, time off requests should
be submitted at least 2 weeks in advance!

**Un-used PTO hours do not get paid out at the end of
the term or roll over into the next term.

PERSONAL TIME OFF
UNPAID LEAVE


