
PTO Voluntary Cash Out 

     Complete your election no later than Wednesday, November 30, 2022 by 4:30 P.M. 

     If approved, cash out payment will be made in August 2023 

Step 1:   

On the USA homepage, click the 

Logins dropdown and select 

Faculty & Staff 

Step 2:   

In the left column, click Faculty/

Staff Applications A-Z. 

Choose letter D 

Select DocRoute 

Step 3:   

Input your jag number and 

password 

Click Logon 

*Click JagNet Information for 

Health Systems Employees or 

contact HSIS IT for login support 

(251) 445-9123 



PTO Voluntary Cash Out 

Step 4:   

Under Human Resources, click 

USA Health PTO Cash Out Election 

Step 5:   

Click New PTO Cash Out Election 

Step 6:   

Verify the information show in 

Requested By is correct 

Input the best phone number to 

reach you 

Once you have reviewed the 

Request Details, select how many 

hours to cash out from the drop 

down and check the box stating 

you understand your choice 

Click Submit 

Note:  

You will receive a notification email acknowledging your request.  Once HR receives and verifies the conditions 

expressed in the Request Details are met, the request will be sent to Payroll for processing. 

You may review the status of the request by returning to the PTO Cash Out Election DocRoute screen (follow 

Steps 1 - 4), and search for the Existing Request or use the Browse Request options. 


