
Article ID: PCTY-51632

Submit a Time Off Request in Mobile

Request time off in the Paylocity Mobile App:

1. Log In to the Paylocity Mobile App.
2. Access Time Off in the Mobile App.
3. Go to the Request section.

4. Choose the Request Type.
5. Enter a Start Date.
6. Enter an End Date.
7. Enter the Start Time.
8. Enter the Hours Per Day (higher than zero).
9. Enable or disable Include Weekends as necessary.

10. Enter an optional note within Comments to provide context.
11. Select Submit.
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12. Go to the Status section to track the status of a request.

The supervisor receives a push notification when an employee submits a request.
The user receives a push notification when the status changes for a request.

You can view this article at:
https://paylocity.egain.cloud/system/templates/selfservice/pcty/help/agent/locale/en-
US/portal/308600000001000/content-version/PCTY-51632/PCTY-1434231/Submit-a-Time-Off-Request-in-Mobile

1/12/26, 1:00 PM Submit a Time Off Request in Mobile

https://paylocity.egain.cloud/system/templates/selfservice/pcty/help/agent/locale/en-US/portal/308600000001000/content-version/PCTY-51632/PCTY-1… 2/2


