
My HR Dashboard – Employee PTO Detail Report 

My HR Dashboard Admin: https://spm.prismhr.com/spm/  

Login with your username and P assword 

Click on the “Reports” Icon 

 

Click on “Employee PTO Detail Report 

 

 

 

 

 

 

https://spm.prismhr.com/spm/


Click “Employee Status” 

 

Select “Employee Status code” and click “Accept” 

 

Under “Report Type”, select PTO Absence Summary Report” and Click “Run” 

 

 

 

 

 

 



Employee PTO Detail Report will be generated. 

 

 

*Please contact My HR Professionals if there are any adjustments needed* 

 


