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Step-by-Step: Submitting an Annual Leave Exchange

If you have student loans in your name, you can cash in unused annual leave to reimburse your loan payments. The payments you
receive after converting your annual leave are taxable and will be added to your paycheck.

The university is working with PTO Exchange to facilitate the annual leave exchanges. To submit your request, follow these steps:

1. Log in to Azure and select PTO Exchange.
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2. On your PTO Exchange Dashboard you will see:
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3. Select Education to make an exchange. Once you have submitted $7,500
in student loans for the year, the Education button will disappear from
your Dashboard until the following year.



https://myapplications.microsoft.com/

4. Fill out the exchange form and click Submit. 5. After you select Submit, the system will calculate
the total number of hours you can exchange.
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6. Wait for PTO Exchange to review and
confirm your eligibility. If you'd like to check
the status of your submission, log into PTO
Exchange and check the Recent Activity

Welcome Julie

Your available balance:

o g section on the Dashboard.
$ 496.00 h
i e 7. After approval, the cash payment will be
v added to your paycheck as “additional
Recemt dctivity: Vit earnings,”and the number of hours you
o Toee ¢ A s submitted will be deducted from your
Request 15 Student loan 03 Feb 2026 33 $120615 @ Submitted annual Ieave balance. The payment W|” be

taxed like your regular paycheck.




