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VOLUNTEER PAID TIME OFF (VPTO) 
REQUESTS  EMPLOYEE

In Workday, you must request an absence, if you want to get paid for up to 16 hours of Volunteer 
Paid Time Off (VPTO) a year. Follow the steps below to request VPTO or click the PLAY button 
on the right to watch a video of the process.

Click the PLAY button
to watch a video of this process

1. From your Workday home page, click the Absence application. Under the Request
column, click Request Absence.

2. Click on up to 2 day(s) on the calendar you want to request. To select multiple days, you can either:
• Click and drag
• Click on each day individually
• Click the Select Date Range button and enter range

3. Click the Request Absence button when you have selected the day(s) you want.

https://bcove.video/2Re5mrB
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5. The daily hours will default into the Quantity per Day field. If necessary, you can change the number of hours by
clicking the Edit Quantity per Day button. Select a reason for the absence, whether it was a Scheduled or an
Unscheduled absence. When ready, click Submit.

4. Use the Prompt icon to select the Absence Type, then click Next. Note: Click on Time Off
       and then select the Volunteer Time option.

Note: Please attach supporting documentation. If 
you do not attach, the request may be sent back 
to you and the process can be delayed until it is 
provided.



3

Workday Version: 32
Last Updated: May 2019

6.	 Your absence request will route to your Direct Leader for approval. The time you requested will show in gray on your 
calendar. Once approved, a green checkmark will display. 

ApprovedRequested

7.	 Employees will receive a notification in Workday once the request has been approved or denied. Click the Notification 
icon to access the details of the notification. 




