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Employee PTO Report

Modified on: Tue, 21 Dec, 2021 at 2:34 PM

Synopsis:
The ‘Employee PTO Report’ provides insight into individual employees’ PTO accrual amounts and usage by Earnings Code. This report can filtered by date range
as well.

Run the Employee PTO Report

1. Access the report:
1. Full Payroll Menu
2. Time / PTO Reports
3. Employee PTO Report
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1. Select the ‘As of Date’ for the report and include a Date Filter as needed.
2. You can then select to ‘Show Details’ and Filter by Employee No. if necessary
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EMPLOYEE PTO REPORT IL/_‘

Options =

As of Data

Date Filter 01/01/19.12/31/19

Show Details I:D

Filter: Payroll Employee

= Nao. R

—~ Filter...

Filter totals by:

~+ Filter...

Send to... ‘ Print H Preview ‘ Cancel

Sample of report :
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