
 
 

Understanding MyTime Statement 

The newly launched MyTime Statement in MyWay-PeopleSoft is your one stop 

shop for understanding your personal time off. Please take a look at the below 

definitions that outline each part of the statement and will help you better 

understand the new system. 

Important note: For those new to MyWay-PeopleSoft, the MyTime Statement will 
only show accruals, takes and carry over since 3/24/19. The PTO Draw down bank 
and the Historic sick bank fields will show the carry over balances from your 

legacy Payroll system. 

PTO Anniversary Date: This is when your PTO accrual will reset/carryover each 

year. Your PTO Anniversary Date is generally the same as your hire date 

anniversary, rehire date (based on the rehire policy) or transfer date to an eligible 

position. 

PTO Plan: This is your PTO accrual group. For more detail about how PTO accrual 

groups were determined, please visit WWW.TEAMHMH.COM/PAID-TIME-OFF. 

PTO True Balance: This balance contains what you have accrued in the current 

anniversary year (excluding any hours already taken) plus any hours you carried 

over from the last anniversary year. Any adjustments to your PTO balance, 

positive or negative, will be adjusted from this balance. 

PTO Regular Available: The total hours of PTO you can use this year, excluding 

any frozen banks. This balance is your True Balance plus hours that you have yet 

to earn this anniversary year. 

PTO Taken: The amount of PTO you have taken in the current anniversary year. 

For team members who are new to the system, for your current anniversary year 

you will only see time taken since 3/24/19, which is the date you moved to the new 

system. 

PTO Carryover: The amount of PTO you carried over from the previous 

anniversary year (up to 80 hours). 

http://www.teamhmh.com/paid-time-off


 
 
PTO Drawdown Bank: The amount of PTO frozen and carried over from your 

former HR system. Please note: You have the ability to draw this down according 

to the PTO drawdown schedule located on TEAMHMH.COM/PAID-TIME-OFF/. 

PTO F/T Status Bank Balance: For those team members who switch from full time 

to part time status the full time PTO balance will be frozen at the time of transfer. 

These hours will expire one year after they are frozen. Please note: For team 

members who have access to this bank, PTO time will be pulled from here first, 

before you are able to draw from your Current or Frozen banks. 

F/T Status Expiration Date: The date the hours within your PTO F/T Status Bank 

will expire. 

ESL Yearly Entitlement: The total amount of ESL you are eligible to accrue each 

year. Any hours remaining at the end of the calendar year will be carried over to 

the next year (for up to forty hours). 

ESL Remaining Balance: This is the amount of ESL you still have left to take in the 

current year, after removing any hours you already used this calendar year. This 

section only displays ESL hours and will not include any PTO hours. 

Holiday Balance: The amount of holiday time you have left to use in the calendar 

year. Please note: Holidays are accrued in the pay period in which they occur, so 

this amount will continue to populate throughout the calendar year. Holidays 

must be used by December 31 of that year, except for 12/25 holiday, which can 

carried over into the new year. 

Historic Sick Bank: The amount of ESL or “Sick” hours frozen and carried over 

from your former HR system. 

Detail Take View: At the bottom of the MyTime Statement page, a team member 

can see each day taken and the pay status for each MyTime balance. 

 

http://www.teamhmh.com/paid-time-off

