TIME-OFF REQUESTS

Employees

REQUESTING PAID TIME OFF ON MOBILE DEVICE

STEP1

Log in to the Paycom app.

STEP 2

Select "Request Time-Off” under
Time-Off Requests.

< Back

STEP 3

Select the plus sign to enter the
details of your time-off request.
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STEP 4

Once the details are entered,
click "Add Request!

HELPFUL TIP
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Exclude Weekends
[ update Schedule Availability to Unavailable

nnnnnn

CCCCCC

Time-Off Requests
AN
7 Request Time-Off
Accruals
Calendar Hours Available Manage Time-Off Requests
Powered by n pay March 2018 v Today
s w T
25 £ 1
: o
11 14 15
18 22
25 29
Add Time-Off Request Fowered by n paycomr
Hours per day*

Torms of Use | Privacy Policy | © 2018 Paycom | All Rights Reserved.

« Ensure you select the correct type of time off (Vacation, Sick, etc.).
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