
 

 
 

Go to Core System of UltiPro.  Go to Menu, select Myself tab.  Under the heading Benefits, select PTO Plans.   

 

 
 
The following page will open with your length of service, types of accrual plans, and balance information.  

  



 

 
 

 
 

 
EARNED: Reflects combined total of previous balance and accruals for the year.   

PROCESSED: Reflects what was taken for the year. 

AVAILABLE: Reflects current balance that you have earned through date.  This does not consider any time taken off for the current pay period.         

LAST: Reflects the Amount of your last accrual. 

 
Remember we now accrue at the beginning of the pay period.  When payroll is confirmed, the next pay period’s accruals flow into the time system 
for employees to use.    
 
  
  


