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Must use our unique Kronos (UKG) link

https://secure3.entertimeonline.com/ta/6151301.login

Your four-digit Superior Emp ID

https://secure3.entertimeonline.com/ta/6151301.login


View your current PTO balances here



Click the dropdown and select the type 
of PTO you want to request



Confirm the Time Off Type, Request Type, and Date(s)

Click Submit Request

For a Full Day request, 8.00 
hours will auto-populate



For Multiple Day requests, Enter 8.00 for Hours Per Day



Will receive error if request is more hours than you have

Request will automatically skip weekend dates



For Partial Day requests, Total must be in 1-hour increments

No 0.25, 0.50, 0.75, etc.
Whole numbers only



Most Time Off Types are UNPAID

The following are PAID: 
• Bereavement Paid
• Floating Holiday
• Sick Paid
• Vacation Paid

*Regular paid Holidays will auto-populate and don’t need to be requested



Reminders
• Continue to communicate directly with your manager regarding 

any time off.

• Managers may still require separate steps for internal scheduling 
purposes, so be sure to follow any department-specific 
guidelines.

• If you have questions or need help logging in, please email HR.
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