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Employee  initiates  a  request  for  VTO  through  UltiPro

Log  into  UltiPro
Under  the  MYSELF  tab,  click  on  TIME  MANAGEMENT
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Under	  the	  SCHEDULER	  tab,	  click	  REQUESTS

Under	  the	  THINGS	  I	  CAN	  DO	  section,	  click	  on	  ADD	  PTO	  REQUEST	  



Using	  the	  drop	  down	  selection	  in	  the	  TYPE	  field,	  select	  VOL	  TIME	  OFF
Enter	  the	  date	  you	  wish	  to	  volunteer	  in	  the	  FROM	  and	  TO	  fields
The	  TOTAL	  field	  will	  automatically	  populate	  8	  hours

If	  the	  employee	  wishes	  to	  only	  take	  4	  hours,	  they	  must	  click	  SHOW	  ADVANCED	  OPTIONS,	  and	  enter	  4	  in	  the	  
HOURS	  column	  (VTO	  MUST	  be	  taken	  in	  4	  or	  8	  hours)
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The	  employee	  MUST	  enter	  the	  location	  they	  would	  like	  to	  volunteer	  in	  the	  NOTES	  section.
If	  the	  NOTES	  section	  is	  blank,	  the	  supervisor	  will	  deny	  the	  request.
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Click	  SAVE
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