How to Review PTO Balance in Dimensions
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The following guide will assist you with viewing your PTO balance in Dimensions.

Navigate to the home screen of Dimensions. There are two ways to view your PTO:
1. "My Time Off" Tile
2. "My Timecard" Tile

® SAMSUNG
Welcome back, Hang
Acting as Inital Role

SEA Chat With Shared H My Notifications ]
Services Monday - Friday...

EETUTORIAL: HOW TO
REQUEST TIME OFF (MTO...

Gk h an SSC Agent Tasks 0

My Requests s

Timekeeping (]

EE TUTORIAL: HOW TO :
CANCEL TIME OFF REQUEST

My Timecard My Schedule >

Exceptions

to CANCELA
K Througt

‘;ff Today

8:00 AM-5:00 PM [9.00]

1. "My Time Off" Tile
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2.

"My Timecard" Tile
a.
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Exceptj Open My Timecard

No data to display.

b. Click on “Accrual” at the bottom of your
timecard

Click arrow to open timecard
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c. Select pay period as needed (top right side of the screen)
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d. List of PTO balances
o Taken to Date:
Withdrawals, or takings, from the accrual between the first day of the reporting period and the
"as of" date.
o Available Balance:
The encumbered balance is the amount availahle on the day but takes into consideration any
upcoming grants or requests for the same time pexjod. These balances are based on the Accrual
Reporting period for an accrual, not the loaded time
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e. List of PTO balances
i Current Vested Balance:
The current balance for an accrual code without upcoming grants or requests for the same time
period.
Planned Takings:
Withdrawals, or Takings, from the accrual that are entered between the "as-of" date and the end

f the reporting period. \
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iii. Ending Vested Balance:
Vested balance in the accrual on the last day of the reporting period.
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Dimensions Managers: How to view employee’s PTO balance

f. Go to “Manage Timecards” tile
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Project Sun 3/17

Schedule

Daily Total 8.00

e Click on “Accrual” at the bottom
of your timecard
e Continue with Step 2Cabove
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1) Navigate to the home screen of Dimensions

2) Select the arrow

and select “My Timecard”
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3) Select “Accruals”
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4) PTO banks and balances are now reflected
on your screen.
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