How to Check Your PTO Balance in
Workday

Checking your PTO balance in Workday is a quick process that lets you see how
much leave you have available, how much you've accrued, and how much you've
used throughout the year. This guide walks you through locating and interpreting
your leave or absence balance directly from your Workday profile.

Prerequisites

e Access to your organization's Workday portal
e Valid Workday login credentials

Steps to check your PTO balance in Workday

1. Log in to Workday
Open your Workday portal and log in using your credentials to access your
dashboard.

2. Access your profile
Locate your profile icon in the top right corner of the dashboard. Click on your
profile icon, then select View Profile from the dropdown menu.

3. Open the Absence tab

After clicking View Profile, your summary page opens with a vertical menu on the
left-hand side. Scroll down in this menu and click on the Absence tab, identified
by a clipboard icon.

4. View your absence balance

Once you're on the Absence tab, select the Absence Balance section at the top of
the page. A table appears displaying your absence plans along with their
corresponding balances.

5. Review the absence balance table
The table includes several columns that describe each absence plan in detail:

e Absence Plan: Name of the leave or absence plan (for example,
AA_Vacation_US_Numeric or AA_Vacation Time off plan_US)
e Unit of Time: The unit in which leave is tracked (for example, Days)
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» Beginning Year Balance: Your balance at the start of the year (for example,
10)

e Carryover Balance: Any balance carried over from the previous period

e Accrued Year To Date: Total leave accrued since the start of the year (for
example, 20)

e Absence Paid Year To Date: Leave paid out during the year

e Beginning Period Balance: Your balance at the start of the current period

e Accrued in Period: Leave accrued during the current period

e Absence Paid in Period: Leave paid out during the current period

e Carryover Forfeited in Period: Leave forfeited during the period

» Balance As Of Date: Your current available balance (for example, 20)

» Balance As Of Date (Includes Events Awaiting Approval): Balance
including pending approvals
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e As of Period: The date for which the balance is shown (for example,
06/01/2024)
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Workday dashboard with the profile dropdown open, showing "Joey Head" and the "View Profile"
button highlighted.
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Profile summary page with the left navigation menu, the "Absence" tab highlighted, and job
details visible.

For example, the "AA_Vacation Time off plan_US" plan shows a Beginning Year
Balance of 10, Accrued Year To Date of 20, Carryover Forfeited in Period of 10,
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and a Balance As Of Date of 20. Use these figures to understand how much leave
is available, how much has been accrued, used, or forfeited, and your current
balance as of the latest date.
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6. Confirm all balance details

Review every column in the Absence Balance table to make sure you have a
complete picture of your leave, including the Beginning Year Balance, Carryover
Balance, Accrued Year To Date, Absence Paid Year To Date, Beginning Period
Balance, Accrued in Period, Absence Paid in Period, Carryover Forfeited in Period,
Balance As Of Date, Balance As Of Date (Includes Events Awaiting Approval), and
As of Period (for example, 06/01/2024). If the table extends beyond your screen,
use the scroll bar at the bottom to view all columns.
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Absence Balance table showing columns for Absence Plan, Unit of Time, Beginning Year Balance,
Carryover Balance, Accrued Year To Date, Absence Paid Year To Date, Beginning Period Balance,
Accrued in Period, Absence Paid in Period, Carryover Forfeited in Period, Balance As Of Date,
Balance As Of Date (Includes Events Awaiting Approval), and As of Period, with example values
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Workday Absence Balance table fully visible with all columns and example values, showing the
scroll bar in use and the "Carryover Balance" tooltip displayed.

7. Access additional support
If you need further assistance or want to attend live training sessions, use the
following contact options:

e Phone/WhatsApp (USA): +1 5153097846
e Phone/WhatsApp (IN): +91 8040900344
e Email: info@zarantech.com
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e 24/7 Chat Support is also available
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Contact information slide listing phone numbers, email, and 24/7 chat support, alongside an

illustration of a person working at a desk.

Summary

By following these steps, you can check your PTO balance in Workday and
interpret the details of your leave or absence plans, including how much has

accrued, how much has been used, and your current available balance.
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What's next

If you have further questions about your leave balance or need hands-on training,
reach out through the phone, WhatsApp, email, or chat support options listed
above.

=wo  [EEE @ swn o P P

mmmmm

aaaaaaaa

ccccc

Intrested in Attending Live Classes? : Phone/Whatsapp: +1 5153097846 (USA) / +91 8040900344 (IN) || : info@zarantech.com

Thank you slide with contact information and a large "THANK YOU" message, including phone
numbers, email, and chat support.
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