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Employee – Make a PTO Donation: 
 

*Please note it may take 2-4 weeks from point of donating PTO hours to those hours being removed from your 
PTO bank.  
*If you have any questions on the status of your PTO Donation please reach out to your HR Business Partner 
Team.  

 
1. To Donate PTO either click the link in the PTO Donation notification email you received or access the link on 

the Intranet by going to Life & Career > Employee Benefits > Paid Time Off (PTO) > Make PTO Donation  

 
 

  

Shows number of open PTO 
Donation Requests – updates 

three time a day  



2. Once OnBase is open, single click on the PTO Donation Request you want to donate to and then click the 
Donate icon near the middle of the screen  

 
3. Complete the following form: 

 

 

 

 

1. Enter Employee 
Number 
 
*Please note you 
have to be logged into 
the computer under 
your account 
otherwise this form 
will error out when 
you enter your 
employee number. 

 

2. Enter Donation 
Information  
 
*Please note the Current 
PTO Balance reflects the 
employee’s PTO balance in 
Lawson up through the pay 
period that has been paid – 
does not reflect future PTO 
that has not yet been paid. 

 

3. Verify the 
information you 
entered is correct   

 

4. Click Submit  
 

 



 
 

a. Please note you will not have access to the name or situation of the PTO Donation requester and the 
employee requesting the donation will not have access to the name of employees that donated hours 
to them. 

b. This donation request will remain open until the total number of requested hours have been fulfilled 
or after the request has been posted for 2 weeks. 

4. After the PTO Donation Request has been closed your donation will be processed. Please note the number of 
hours you donated maybe reduced, dependent on how many total hours were donated to the request by 
other employees and your current PTO balance.  PTO hours will be removed from your PTO bank – this 
process can take 1-2 weeks, after the PTO Donation Request is closed, to be completed. 

5. You will receive an email notifying you of how many PTO hours you can expect to be removed from your PTO 
bank. 

 


