UKG Guide

Viewing Your PTO Balance - App

In UKG, you can view your current PTO balance in multiple places and in different ways.

Option #1: My Accruals Tile (recommended)

What You’ll See: Your balance as of today. It also shows the time off requests:
e you have entered and are approved by your manager (Planned Takings)
e you have taken this year (Taken to Date)

How to Access:
Locate the My Accruals tile on the homepage of UKG.
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My Accruals

Balance as of Today _,

PTO Balance
Hour
Planned Takings 56.00
Taken to Date 17.25

Tip:
e Thistile is generally updated mid-day.
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Option #2: My Timecard Page

What You’ll See: As you select different dates, the PTO balance will change based on the date you
select.

How to Access:
1. Click the arrow on the top right of the My Timecard tile
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< My Timecard

My Timecard

Edited Wed 4/23 by IHUBUSER1

Exceptions
Actual Hours 80.00 Hrs
Scheduled Hours 80.00 Hrs
Week to Date 8.00 Hrs
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2. Select Accruals at the bottom of the page
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¢« My Timecard

Approve More Ac-
tions
Timeframe Timeframe Total Status
Current Pay
Period 80.00 +rs I]I][] ®

Week 17 | Apr 20 - Apr 26

Apr st PTO - Conversion - 3.08
Sun 2nd:
20 )

Daily Total:

Total to Date:

Apr st 8:00 AM - 4:00 PM
Mon  2nd:
21

Daily Total: ~ 8.00
Total to Date: 8.00

Apr st 8:00 AM - 4:00 PM
Tue 2nd:
22

Daily Total: ~ 8.00
Total to Date: 16.00
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3. Choose the date you want to view and then select PTO Balance
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€« My Timecard

Date  4/20/2025 &

Accrual Cod... EIB - Extended Iliness Bank
Accrual Cod... Hour >
Planned Ta... 0.00

Accrual Cod... FLEX - Flex Day
Accrual Cod... Day >
Planned Ta... 0.00

Accrual Cod... PTO Balance
Accrual Cod... Hour >
Planned Ta... 18.00

Accruals
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4. Comparing the balance from one day to the next shows the Current Balance increases.

April 20%":
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< My Timecard

PTO Balance
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Accrual Code Name
PTO Balance

Accrual Code Type
Hour

Planned Takings
18.00

Taken to Date
42.50

Available Balance
242.85

Opening Balance
244.90

Prior Period Ending Balance
244.90

Current Balance

255.92

April 215t

2:05

€< My Timecard

PTO Balance
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Accrual Code Name
PTO Balance

Accrual Code Type
Hour

Planned Takings
18.00

Taken to Date
42.50

Available Balance
242.85

Opening Balance
244.90

Prior Period Ending Balance
244.90

Ending Balance

Current Balance
256.90

Ending Balance




