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Requesting PTO & Checking Your PTO Balance
How to request paid time off in Justworks and keep an eye on your balance.

UPDATED JULY 2026 ·  INTERNAL USE ONLY

1 Log into Justworks.

Go to secure.justworks.com/login.

2 Open “Time Off.”

Click Time Off on the left-hand vertical menu, just below “Paystubs.”

The Time Off menu item

3 Review your time-off screen.

On the following screen you will see:

The next holiday observed by the company

Your upcoming requested/approved PTO

Your past PTO

Your PTO balance (not counting upcoming PTO)

• 

• 

• 

• 
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Your time off overview

4 Click “Request Time Off.”

Use the blue button on the right-hand side.

Your balance, with the Request Time Off button
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5 Provide the details of your request.

a. Select either Sick/Personal or Vacation. As a general rule:

Choose “Vacation” if you are planning something fun :)

Choose “Sick/Personal” if you need time off to recover from sickness, take care of a family member, or
attend to other personal business (a doctor's note or other documentation might be requested by the
COO).

Select a policy for your request

b. Select the start and end dates of your requested PTO. Keep in mind that you can select partial days off.

c. Add an optional note to your direct supervisor, who will receive your request via email.

• 

• 
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Dates, partial days, and the optional note

Reminders & Recommendations

Please request vacation time with at least two weeks' notice.

After your vacation is approved, we recommend putting a reminder in your supervisor's Outlook calendar (and in
that of other colleagues as needed).

Every January 1st, PTO balances reset to: (20) vacation days and (8) sick/personal days — both to be used
before Dec 31.

• 

• 

• 
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