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How to Submit a PTO Request Online

1 Navigate to https://encore.ultipro.com/

https://nw18.ultipro.com/default.aspx
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2 Click "Workforce Management"

3 Click "Time-Off Request"
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4 Select Type of Time off Request

5 Click "Apply"
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6 Select Dates for your time off request

7 Click here.
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8 Click "Apply"

9 Click into Start Time and enter 7 regardless of current jobsite start time
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10 In duration enter the number of hours for EACH day taken not total

11 Click "Deduct from"
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12 Click "Review"

13 Select the appropriate comment type
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14 Click the "Type a note (optional)." field.

15 Enter notes related to your time off request
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16 Click "Submit"

17 Click "Done"


