Requesting Time Off on Mobile App a thread

This guide walks through requesting time off on the mobile app. By following these
steps, employees can successfully submit their time-off requests while keeping track

of their available Time Off. Once this request is submitted, it will go to the appropriate
manager or supervisor for approval.

Download the isolved People Cloud app or go to aee.myisolved.com on your
phone to access isolved mobile.
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Access your earning before pay day. Get
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2 Here in the top left will be your Menu. Click Here.
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If you're an employee, Time and Attendance will be the first item in the menu. If
you manage employees, this will say Manage. Navigate to the Clock on the left
menu, and then Time Off.
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4  On this screen, you can view
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Updated as of Last Pay Period End

6/15/2025 - 6/28/2025

PTO

Available balance: 35.08

i 43.08 DETAIL
TAKEMN: 8.00 REMAINING: 35.08

Upcoming Time Off

5  Click "dropdown trigger"
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6 Click "PTO"
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9  Click the "Hours per day" field.
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10 Click the "Start time" field.
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11  Click the "Hours per day" field.
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12  Here you can see how much time you will have after you enter this request.
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14 Click "Submit"
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15 Click "Pending Requests"

+/  Your time off request has been submitted.

> 07/11/2025 PTO ] Approved

07/18/2025 PTO 8 Pending

Pending Requests

Date Policy Hours Status

07/18/2025 FTO 8 Pending E
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16 Click "Upcoming Time Off"

Updated as of Last Pay Period End [ - J
6/15/2025 - 6/28/2025

PTO

Available balance: 35.08 hours

e e ( pEraL )
TAKEN: 8.00 REMAINING: 35.08 : -

Upcoming Time Off

Date Policy Hours Status
> 07/11/2025 FTO 8 Approved
07/18/2025 PTO 1 Pending
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offPTOAvailable balance: 35.08 hours43.08TAKEN: 8.00REMAINING: 35.08 DETAIL"
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Updated as of Last Pay Period End [ ® ]
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| 43.08 ( DETAL )
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Date Policy Hours Status

»  07M11/2025 PTO 8 Approved
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18 Click "DETAIL"
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Updated as of Last Pay Period End

6/15/2025 - 6/28/2025

PTO

Available balance: 35.08 hours
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i 43.08 / perail \'
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Date Policy Hours Status
> 071142025 PTO 8 Approved
07/18/2025 PTO 8 Pending
19  Click "As of last pay period end"
Service date 06/02/2025
Length of service 0 Years, 1 Month (1 Month)
Award schedule Scheduled (Every Pay) period
Last award date 7/3/2025
Accrual rate 3.0800 hours
As of last pay period end >
Projected current pay period >
Projected current plan year >
Projected next plan year >
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Click "Available hours 35.08"

Last award date 7312025

Accrual rate 3.0800 hours
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Hours taken
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Hours taken
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8.00
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