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SwipeClock: how to check my time off balance

Key Links:
o Website: Swipeclock site

Steps to View Your Time Off Balance
Step 1: Log in to SwipeClock

e Gotothe [SwipeClock login page](Website: SwipeClock site) and enter your credentials.
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Step 2: Navigate to the Time Off Icon

e Oncelogged in, locate the Time Off icon at the top of the screen and click on it.



https://employeecenter.payrollrelief.com/
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Step 3: View Your Time Off Balances

e Onthe Time Off page, you'll see a list of your available time off policies (e.g., PTO, Sick
Leave) along with your current balance for each.
e Example: You may see a balance of 0 hours for PTO but 64 hours for Sick Leave.

PTO SICK
0 64
hours available hours available

Optional:

e For acalendar view of your scheduled and available time off, click on Calendar.

My Time OFf I Calendar

Related Articles

e SwipeClock: How to Request Time Off

By following these steps, you can easily check your available time off balance in SwipeClock to
help plan your time away from work. If you have any issues accessing your time off information,
contact your HR department for assistance.


https://docs.google.com/document/d/1gsGjHnmDDu6PGv1Mjc5iQkkkyS21vurtNIrvuwpyHZk/edit?usp=sharing
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