
UKG Guide 

Viewing Your PTO Balance - Web 
 

 
 
 
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 you have entered 
and have been approved by your manager (Planned Takings) as well as the time off you have taken 
this year (Taken to Date).  
 
How to Access:  
Locate the My Accruals tile on the homepage of UKG.  
 

 
 
Tip:  

• This tile is generally updated mid-day.  
• This tile is often located at the bottom of all your tiles. You can easily drag and drop this tile 

to the top so you can review your PTO balance more easily. 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Option #2: My Schedule Page 
 

What You’ll See: Your current balance minus any future PTO  you have entered in UKG that has 
been approved.  
 
How to Access: 
1. Click the arrow on the top right of the My Schedule tile  
 

 

 

2. Scroll down to the Accruals section on the far right of the screen to see the balance.  
 

 

 

In this section of UKG, the PTO balance subtracts the planned 56 hours of PTO that have been 
requested and approved.   
 
 
 
 
 
 
 
 
 



Option #3: My Timecard Page  
 

What You’ll See: As you click 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 
 

 
 
 

2. Select Accruals at the bottom of the page

 
 
 
 
 
 
 
 
 
 



3. On the PTO Balance row, you can see your planned takings, taken to date, and current balance.  

 
 
 

 
4. If you select a date at the top of the screen, and then select another date, you’ll notice the 
current balance changes based on your accrual rate for hours worked or scheduled for that day.  
 
Mon 4/07 is selected:  

 
 
 
 
 
 
 
 
 
 
 
 



Tues 4/08 is selected:  

 
 

 Balance has increased by .99 hours (employee works 8 standard hours and has 12 years of service) 


