
Vacation Accrual 

Employees accrue vacation bi-weekly, at the end of each pay period, in hourly 

increments based on their years of service.  

Years of Service Based on Anniversary Date  Amount of Vacation 

Years one, two and three   80 hours (10 days) 

Years four and five   120 hours (15 days) 

Years six, seven, eight, nine and ten   120 hours, plus 8 additional hours for each year 

Over ten years of service   160 hours (20 days) 

 

How to view Vacation Time: 
 
LOG IN to your ADP account and make sure you are under the “Myself” Tab, within that tab go to the 
“Time Off” section and click on “Time Off Balances”.  

 

 
To see how much you accrue every pay period: 

• Click on Vacation Full Time 40 

• Click on Earned 

• Under “Transaction Type” Earned in the “Amount” row you will see the rate at which you accrue 

 
 

 
 



 
 

 
 
To see how much vacation, you will have in the future: 

• Click on Vacation Full Time 40 

• Change the date in the Balance As Of: to the future date you would like to see 

• Look at the Balance to see how much there will be at that time 
 

 


