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PTO Payout Instructions

In Workday, employees need to initiate the PTO Payout Election process. Employees will have from 10/27/2025 through 12/12/2025 to make their elections in Workday.

All eligible employees must make an election in 2025, as the default has changed to the new PTO Rollover option. If employees wish to have a cash payout, they will need to 

select the Cash Payout option. Once a selection is made, it will remain that way for future years until the employee changes it.

1. From the top of the Workday home page, click on your account icon, then choose View Profile

2. Under the Change Reason drop-down menu, select UR PTO Pay-Out Election

3. Use today’s date for the Benefit Event Date and select Submit 

(No attachments required)
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1a. Select Actions/Benefits/Change Benefits
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4. Click Open on the next panel and then select Let’s Get Started

5. Under Enrollment Instructions  – scroll down to the Enroll button for the UR PTO Payout

6. Under Selection choose Select, then click Confirm and Continue

7. Click on the bars’ icon in the Coverage box and select your PTO Pay-Out Option 

from the drop-down menu. There are (4) options:
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Note: for the 2026 Payout, the default has changed to PTO Rollover. If you want 

Cash, you will need to select the Cash Payout option. Select Save.

8. This message will be displayed – click on the Review and Sign 

button

10. Please review and submit your Electronic signature by clicking I Accept, Submit

You will be able to view your elections made under

View Profile/Benefits/Additional Benefits/UR_PTO Payout

9. Confirm your election and click Submit (ignore the reference to Projected Total Cost 

per Paycheck)
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