Submitting a Monthly Salaried PTO Entry report:

* You must still submit a monthly Salaried PTO Entry report even if you do not have any time off to report for that month.
*You may only submit one Salaried PTO Entry report per month so ensure that all your time for that month is reflected prior to
submitting.

Step 1: Log into InsideTrack, and then select the Employee tab.
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Step 2: Click on Employee Self-Service and then go to the My Activities section on the right and click on Salaried PTO Entry.
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Step 3: Click into the calendar date box that you would like to add your time off for. Note that only dates with a green line under it

can have time added.
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