
How To Request PTO and Vacation Time via UKG 

1. Log in to UKG and navigate to MENU > MYSELF > TIME MANAGEMENT 

2. Once in your Time Management, look to the right of your screen. Under Things I 
Can Do you will see Add Time Off Request 

3. Type in the details of your new request.  
 
• Give your request a DESCRIPTION 

• Select the Request Type (PTO or VACATION)  

• Select the DATE RANGE for your request 

• Add any NOTES if you would 

4. To view and edit individual days 
and hours, click “SHOW ADVANCED 
OPTIONS”  
 
To change the daily hours requested 
(10 hours to 8 hours, for example),  
click into the cell containing the hours 
for that date and make necessary ed-
its. 

5. To submit your request for  
approval, click the “SAVE” icon in the 
top right corner.  


