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ESS — Requesting a Cash Disbursement

1. Select Me to display your
employee functions

2. Click Time and Absences

Good morning, Arya Stark!
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3. C(lick the Cash Disbursements
tile

ESS — Requesting a Cash Disbursement

Arya S Stark

@ Current Time Card Existing Time Cards @ Request Time Change
Open your current time card. Access all of your time cards. Send a request to change your worked
time.

s Add Absence Absence Balance Existing Absences
&

Request an absence and submit for Review current plan balances and View, change or withdraw existing
approval absences taken or requested absence requests

Cash Disbursements Donations Calendar

Sell a portion of your plan balance. Donate a portion of your plan balance View your shifts, absences, and public
to a coworker. holidays.
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Note: Cash disbursements can be Cash Disbursements
used to sell back certain qualified
absence hours

Existing Disbursements

Vacation - NonRep: 10 Hours Approved
12/25/2020

Vacation - NonRep: 38 Hours Approved

. 10/20/2020
4. To request a cash disbursement,

click Add
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5. Enter the qualified Plan type

6. You can change the date or accept
the default of the current date

7. Enter a disbursement amount

between 1 and 80 in increments of
1

8. Click Submit

ESS — Requesting a Cash Disbursement

Request Cash Disbursement

Details

*Plan Balance
194.1 Hours

Vacation - NonRep W

" *Disbursement Amount
Date

15 Hours
11/3/2020 le

lue between 1and 80 in incre

ments of 1
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9. The request will display as

Awaiting Approval until it has Existing Disbursements

been recelved and approved by a Vacation - NonRep: 10 Hours Approved

Payroll Administrator 12/25/2020
Vacation - NonRep: 15 Hours Awaiting approval
11/3/2020
Vacation - NonRep: 38 Hours Approved
10/20/2020

End of Procedure




