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How to request time off in Paycor

* Open Paycor App & Click on Schedule

« Click on the == button
o If you need the full day off - leave full day selected

o If you need a partial day off - toggle full day > it will change to
partial day; type in hours you are unavailable for work

« Add any notes about your time off request

e Submit

* Pro-tip: you do not need to let us know when you CAN work,
you just need to let us know when you CAN'T work by
submitting a timeoff request through paycor



How to request time off in Paycor

* Open Paycor App & Click on Schedule -a

(Y Time Card >

® In, Today, 09:17 AM

Schedule >

Next Shift

MON | 08:30 AM - 07:30 PM « 11h
Admin
1000805101 - Seasonal Operations
Operations Supervisor

[Z] My Schedule Requests >
(] Manage Schedule >
Open Shifts

198 open shift(s) available (this and
next week)

&

Home




How to request time off in Paycor

Paycor &

Step 1: Open Paycor App &
Click on Schedule

(V) Time Card >

® In, Today, 09:17 AM

S

Next Shift

Step 2: Click on okt

1000805101 - Seasonal Operations

t h e + b u tto N Operations Supervisor

My Schedule Requests >
Manage Schedule >
Open Shifts

198 open shift(s) available (this and
next week)

& [10+]

Home

Step 2

= Schedule Y
Me Pick Up Team
July 2024 v

22 23 24 25 26 27 28

22 -28 Jul Oh

@ Please select a date above or tap here to
load beginning of week.

SUN
28 No shifts or events for this day.

-

Schedule




Step 3: Select date you need to request time off by clicking on today's

date to change it to a future date

* Time Off Type

| Selecting full day will

View Time Off Rules bl_Othhe entlre

Requested Days & Hours d ay, you d O n Ot need

11 Total Hours A tO adjust the total.

This employee has shift(s) scheduled
during this absence. Adding this absence
will remove those shifts from their

schedule and leave them unassigned.

for full day

Sunday Jun 30

Scheduled To Work
8:30 AM - 7:30 PM, 11 Hours

Schedule

If you need the full day off - leave full day selected

hours on your request

< Request Time Off

* Time Off Type

UNPTO

View Time Off Rules

Requested Days & Hours

3 Total Hours A

This employee has shift(s) scheduled
during this absence. Adding this absence
will remove those shifts from their
schedule and leave them unassigned.

Sunday Jun 30

Scheduled To Work
8:30 AM - 7:30 PM, 11 Hours

Partial Day

| can't work from:

8:30 AM } to I 11:30 AM

Available New UNPTO
2

Schedule

If you need a partial day off - toggle full day > it will change
to partial day; type in hours you are unavailable for work



How to request time off in Paycor

< Request Time Off
| 8:30 AM - 7:30 PM, 11 Hours

Partial Day 3.00

| can't work from:

Step 4: Add any [ss0mn |0 [waom |
notes about your .
tlme Off request UNPTO Balance Balénce

Including other After this request
approved time off is approved

Ohrs -3hrs

Step 4

Step 5: Submit B %
5

Schedule




Time off Request VS Posting a shift for trade or cover

Once the schedule is posted time-off requests should
no longer be submitted for that schedule, instead

you will post the shift for trade or cover.




How to post a shift for trade/cover

e Step 1: Open Paycor App & Click on Schedule
* Step 2: Select shift you need to post for trade/cover
* Step 3: Select Shift Actions

* Step 4: Select Trade or Cover
o Select trade to trade this shift for another employees shift. Note - if there
aren't any other shifts up for trade, you will need to post the
shift for cover not trade

o Select cover to post this shift for other employees to pick up the
shift, without trading a shift in return. Note - you can post a partial shift
for cover by toggling the "Whole Shift" to "Partial Shift"

= Select employees you want to send the cover shift request to.

= Select next step
= Add any notes and select send request



How to post a shift for trade/cover
° Step 1: Open Paycor @edule > Mondamyos’;u etails

Ap p & C li C k O n ANA:(;Sh;Ltzao AM - 07:30 PM « 11h gj;j:n:::/i' 07:30PM - 11h

Admi
1 Lol 1000805107 - Seasona | Operations

1000805101 - Seasona | Operations
C e u e Operations Supervisor Job
B Operations Supervisor
[2] My Schedule Requests > Schedule Group
Admin >

» Step 2: Select shift you Step 3 == >

need to post for <

trade/cover

e Step 3: Select Shift
Actions

eeeeeeee




How to post a shift for trade/cover

» Step 4: Select Trade or Cover ¢ Shift Details
o Select trade to trade this shift for another employees
shift. Note - if there aren't any other shifts up 08:30 AM - 07:30 PM - 11h
for trade, you will need to post the shift for cover not sl S
t ra d e J.ogperations Supervisor
u fSelect another employees shift you would like to trade Schecule Group X
or

Shift Requests >

= Select next step

= Add any notes and select send request

o Select cover to post this shift for other employees to
pick up the shift, without trading a shift in return.
Note - you can post a partial shift for cover by
toggling the "Whole Shift" to "Partial Shift"

= Select employees you want to send the cover Trade Shift
shift request to.

= Select next step
= Add any notes and select send request Cancel

Cover Shift



How to post a shift for trade

* Step 4: Select Trade or

1528 o' 56

C Ove r < Trade Shift < Trade Shift
o Select trade to trade Step 5 ] o — g [
this shift for another P [ e
. . Vv Selected shifts (1)
employees shift. Note - if
Co-worker 9 o-worker
there aren't any other opsrtons s R
shifts up for trade, you will —— A Step 6

need to post the
shift for cover not trade

= Step 5: Select another
employees shift you would
like to trade for

= Step 6: Add any notes and
select send request




How to post a shift for cover

1:45 N\ al 5G¢

» Step 4: Select Trade or Cover )
< Cover Shift
o Select cover to post this shift for MO | 2= -Gt~ T
other employees to pick up the e Nt ol | [ T—
o o . . o Seasonal Operations 1 101 -
shift, without trading a shift in p Seasonal Operatos
Whole shift 0 Vv Selected employees (1)

return. Note - you can post a
partial Shift for Cover by toggli ng > Selected employees (0) Co-worker's Name

Vv Available employees (1) Select all

Note

the "Whole Shift" to "Partial Shi§tep 5

= Step 5: Select employees you want
to send the cover shift request to.

= Step 6: Select next step Step 6

= Step 7: Add any notes and select
send request

Co-worker's Name

eeeeeeee



How to accept/deny a trade/cover request
from another employee

e Step 1: Open Paycor App & Click on Schedule

* Step 2: Select shift with trade request (warning icon will
display beside shift with a trade request)

* Step 3: Select Shift Actions

* Step 4: Select Received to view shift that is being offered to
you as a trade

e Step 5: Click on the trade request you received

* Step 6: If you are satisfied with day and time of trade
request shift, select "Pick Up Request”

* The request will be sent to your scheduling manager for
approval



How to accept/deny a trade/cover request
from another employee -

& 5] Schedule Y +

Paycor

[ J Step 1: Open ®Timecard > Me Pick Up
Paycor App & ® In, Today, 09:17 AM g &)

Click on Schedule I
" Step 2: Select Step 1 Y Schedul S oot o
Shift With trade ep < > 2“2 09:15 AM - 05:15 PM « 7h30min

Next Shift Aguatics

1150805101 - Seasonal Aquatics

request (warning s B
1 1 1 I 1000805101 - Seasonal Operations SA N - ,
icon will display beside o o ol S5 | oo - omam - znaomi

S h ift Wit h a tra d e “ :;?CROSTM - Seasonal ;'-Qll.‘i?l‘."‘.‘ .
2] My Schedule Request > T Instructor \
request) La] y Schedule Kequests

10:00 AM - 06:00 PM « 7h30min

*) Manage Schedule > Aquatics

1150805101 - Seasonal Aquatics S 2
Supervisor te p

)

Open Shifts
SUN = = "
198 open shift(s) available (this and 24 09:30 AM - 05:30 PM + 7h30min
next week) Aguatics
1150805101 - Seasonal Aguatics
Supervisor

Y 3
Home H

Schedule




How to accept/deny a trade/cover request

11:56

from another employee 7 e

11:55 wl T EE Sent

o Ste p 3 : Se le Ct S h ift < Shift Details > Trade requests (0)
AC t i O n S Sunday March 24, 2024 ST Teant (00

09:30 AM - 05:30 PM + 7h30min

e Step 4: Select

> Drop requests (0) .

R e C e ive d to ;1:[:)50510' - Seasonal Aguatics
o . . . B supervisor
view shift thatis being e )

offered to you as a
tra d e +++ Shift trade request(s) pending
Step 4
Step 3

pppppppppp




How to accept/deny a trade/cover request
from another employee

e Step 5: Clickon
the trade request you

ived
receive Step 5

E [ eee
1:56 5w < 11:56

* Step 6: If you are 20 | e " & & E W
satisfied with day and
time of trade | e
request shift, S s 1 R
select "Pick Up
Request" e

* The request will be sent
to your scheduling Step 6
manager for approval

Successfully sent request.

< Request details Schedule

MY SHIFT March 2024 v
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