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Employee Access

To give employees the ahility to submit their time-off requests, navigate to the Employees tile on the main menu and
click “ESS Access Setup.”

Employees
® Add Mew Employee

B Make Employee Changes

B Employee Self-Service &
B Employee Directory
B Position Management

8 Organization Chart

Then, click “Add/Edit ESS Profile.”

1l ESS Access Setup

Set Up ESS Profile

From the Add/Edit ESS Profile screen, click the appropriate profile to edit.

[ 13 ESS Access Setup Add/Edit ESS Profile

Existing Profiles

Profile Code Profile Description @ Default Profile Created By Number Used Delete
ALL X bhoman 109
TEAM » Employees bhoman 1
SPA Spanish Speaking Employees pem05b109802 0 m
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Under the Time-0ff Requests section, enable the permissions you wish your employees to have. We'll explain what
each permission controls so you can ensure your employees have the proper level of access to each Time-0ff
Request feature.

Time-Off Requests

Time-Off Requests Enable Time-Off Request Threshold

Enable Time-off Request/Schedule Confirmation @ Enable Global Time-Off Calendar

Calendar Sync Group Time-Off Requests By @ Labor Allocation v
Employee Information @

@® show
O Mask

Select Which Statuses to Display @ Approved v

Employees can request off | 1 Years v inadvance.

Set Labor Allocation Category Filters @ 3 Selections

= Time-0ff Requests: Allows users to submit time-off requests.

Enable Time-off Request/Schedule Confirmation: If enabled, when the employee requests time-off, this will
give them an option to post their shift to board. If they are posting a shift to the hoard, it will also prompt
them to request time-off.

= Enable Time-0ff Request Threshold: Set a limit of how many days, weeks, months or years in advance an
employee can request time-off.

= Enable Global Time-0ff Calendar: If enabled, this will display approved time-off requests from other
employees on the Time-0ff Request Calendar per the visibility settings. This is useful for allowing
employees to check staffing levels prior to submitting a time-off request. To change the visibility settings,
click the gear icon next to the permission.

Calendar Sync: Allows employees to subscribe to the Time-0ff Calendar in Employee Self-Service® (desktop
and mobile) and sync their approved time-off requests to their personal calendar.
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Submitting Time-0ff Requests in
Employee Self-Service®

With Paycom, employees can view accrual balances and request time off anytime, anywhere. As a best practice,
employees should submit time off through Employee Self-Service® so managers can approve or deny requests on the
Time-0ff Calendar.

To submit a time-off request on mobhile, employees log in to the Paycom app and tap “Time-0ff Requests.”

Then, employees tap “Request Time-0ff.”

)

< Back

Time-Off Requests

7~
Request Time Off
b
@ Payroll
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=|) Documents

Checklists

Performance
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Employees tap the blue “+” icon and enter the request details, including the accrual type and date and start time.

When finished, employees tap “Add Request.”

Time-Off Request
Calendar Hours Available Manage ?

March v 2022 =

D View Others’ Requests Today ¢

M T

[ CALENDAR SUBSCR

oein F N navicAM:
C o 2

Refresh Settings Account

@]
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Vacation

03/11/2022

To

03/11/2022

08:00AM

Exclude Weekends

® Unavailable All Day
O Unavailable During Time-Off

Weekend trip to Dallas.

15.00 hours (0.00 future hours)

ADD REQUEST

c ted 53

Refresh Settings Account

O
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If new hires have accrual hours, and the request falls after the redeem start date, they can plan ahead and submit
time-off requests on their day of hire.

For example, if a new hire’s start date is Feb. 1and they have a 30-day waiting period for vacation accruals, the new
hire can submit a time-off request in Employee Self-Service® (desktop or mobile) for March 4 on or after their first
day of work.

If the same new hire submits a time-off request for Feb. 18, Paycom will not process the request hecause the accrual
type isn't eligible for use. The redeem start date displays in a pop-up window so the new hire knows when they can

begin using the accrual.
Error
L e to process request
The accrual type that has been requested is no jible for the
beginning date selected. It is eligible to redeem starting 03/03/2022
CONFIRM
Back to TOC Visit the Help Menu for the most up-to-date version of this guide. Time-Off Requests | 10

Like our content? Tell us!


https://www.research.net/r/PaycomClientLearningSurvey

W NBOUT Yogp , %,
S

%

Calendar Sync

Managing personal and work calendars has never been easier with Calendar Sync. To subscribe through the Paycom
app, employees navigate to Time 0ff Requests > Request Time 0ff and tap “Calendar Subscription.”

Next, employees review the information in the pop-up window and check the box for “Enable Calendar Subscription.”
If necessary, employees can use the Timezone drop-down menu to select the appropriate time zone. When finished,
employees tap “Add to Calendar” to launch and sync their mobile calendar application to the Time-0ff Calendar.

AR c —— . LETRDa

Time-Off Request
Calendar Subscription X

Sync your time-off requests with your personal calendar.
Your calendar will be updated when a pending request is
approved.

Calendar Hours Available Manage >

January v 2022 w Enable Calendar Subscription

D View Others' Requests Today <
Central Standard Time
s T T

—_—
= | ADD TO CALENDAR J

Having trouble subscribing?

' CALENDAR SUBSCRIPTION

rer A paycor @)

c o 2 c e 2

Refresh Settings Account Refresh Settings Account
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If the mobile calendar application does not automatically launch, employees can tap “Have trouble subscribing?” and
copy and paste the provided link into their calendar’s subscription settings.

Default Android calendars do not use calendar subscriptions. Instead, employees must manually add the subscription
link to a third-party calendar app that supports subscriptions, such as Google Calendar. To learn more, employees

can review this Google Help article.

Upon subscribing, approved time-off requests will sync to
employees’ personal calendars and automatically update when a
pending time-off request is approved. Information that will sync to
personal calendars include:

«  Accrual type
= Start time
= Number of hours

Pending, denied or removed time-off requests, holidays and
blackout days will not flow to personal calendars.

Calendar subscription is valid for two years. Employees will receive
arenewal reminder in Employee Self-Service® 30 days before the
subscription expires.

Like our content? Tell us!

Calendar Subscription

Syne your time-off requests with your personal calendar.
Your calendar will be updated when a pending request is
approved.

Enable Calendar Subscription

Timezone

Central Standard Time »

ADD TO CALENDAR

Having trouble subscribing?

If your calendar application is not launching
automatically, try copying the link below into your
calendar’s subscription settings.

https://www.paycomdfw.net/vd/ee/web.php/c/Y|UzYWQ
30GVMNDkzZThmYzImZGM4NmMU3YmEXMWFhNWUyOT
CXZDE4AM2ZNhN]YOZDgxNWQyZ TEWMWIXMDMxMZZ]NNX
P4ihySLybvKPxgcCMGhdVqIcSIXZI10t9RDEI20rwevxdm
3YjaUUNo_LFQoPJVDK35WTucviOUrTj0J_SkD4.

COPY LINK

A c e -

Home Refresh Settings Account
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