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«* KUPU ‘AINA CORPS

STEPS FOR REQUESTING TIME OFF

Payroll Benefits Resources Favorites

s Opzip g el Time & Attendance Inquiries

2. Select "My Time Off Requests” Mv Timesheets Check History

My Time Off Reguests Direct Deposit

Paycheck Calculator
Payroll Inquiry
W-2 Reprint

Payroll Benefits Resources Favorites

My Time Off Requests

Status:  All Statuses v From: o % Filter View: Table | Calendar

1 time off request found.

Control # Type Status When Attachment

070372023 (8), 0T/02/2023 (B), O7/06/2023 (8)

WA A 8l A T,
VACATION — Approved 0710712023 (8)

3. Select "New Request”




« KUPU ‘AINA CORPS

REQUESTING TIME OFF

4. Fill out the Time Off Request Time Off Request

. Please select.... v
II1 H R Sym phony Time Off Request Accrued Approved

Please select.... Balance @ Hours @ Remaining @
NEW -

S.SEIEt Ti me Off Type Control # i 79.07 hours 32 hours A7.07 hours
A Status In Process PERSONAL TIME OFF
S ubm It for App roval Employee Name Low, Luana T UNPAID LEAVE SILEET ] FALInE) IzE"a':l';':"“rL
6. Your reauest will be sent to vour Time Off Type = Please select.. v June 2023
G y e vl S
site supe rvisor Date Range Mmooy [ to Mooy | [T
(0 days)
Date Range Daily Hours 8  PerDay
*PTO is not accrued throughout your term._All PTO Aadionat baysiriours Date  Hours
hours become accessible 3 months AFTER your start i a o
date. Attachment [ Choose File | No file chosen
. . . . I._.Iplo?u:j:s. muist. I::r% smfillnfer Fhanpﬁhﬂ? per file.
PTO may be used for hol IdayS, vacatlon’ and Sle dayS. « ALTRES does not monitor uploaded file.

Notes

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.




