
ESS – Completing My PTO/PDO/ 
Vacation Purchase

1. Select Me to display your 
employee functions

2. Click Journeys
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3. PTO Purchase will show under 
Open when the task is not 
completed

4. Click into the task
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Insure when you start this process 
you are ready to, You can only 
go through this process once.

6.     Open the first step, to view the 
guidelines for a PTO Buyout

7.     Click “Go to application Task” this 
will open your absence balances for you 
to review before entering your buyout 
into Connect

5. Once into your task you will 
find two steps to complete



ESS – Completing My PTO/PDO/ 
Vacation Purchase

8.    Insure you review your 
balances, as you may only 
enter one buyout into Connect

9.   Once reviewed, click the back arrow 
next to your photo
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10. Click done

FYI once you click done you 
cannot go back to this step

11.   You will now notice that your first 
step has been completed
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12. Click into the second step, 
PTO Purchase

13.   Once you click into the PTO 
purchase, Please read through the 
guidelines. 

14.   Click “Go to application task” once 
you are ready
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12. Cash Disbursements will open, 
click the + to add in your 
buyout

13. Fill out the boxes accordingly, you 
can only enter one Buyout. Insure 
your disbursement amount is accurate 
based on your balance and the 
guidelines. 

14.   Example of boxes filled out
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15.   Click Save once completed

16.   Once you Save, Disbursement will 
be shown as Awaiting Approval until 
Payroll & Benefits Approve

17.  Click back arrow next to photo 
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18. Click Done on step Two

19.  You will now notice both tasks have 
been completed
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18. Click the back arrow next to the 
PTO Purchase

Your Open journeys will now 
show with no matches, to find 
the PTO Purchase Journey it 
can be found in Completed

End of Procedure
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