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roduction

This document serves as a quick reference guide on how to use
SAP to manage your FTO requests.

Please see the Flexible Time Off Policy on the PBS site for
more details about the policy.



https://oneotsuka.sharepoint.com/sites/PBS/TotalRewards/Forms/AllItems.aspx?id=%2Fsites%2FPBS%2FTotalRewards%2FFlexible%20Time%20Off%20%28FTO%29%20Policy%2Epdf&parent=%2Fsites%2FPBS%2FTotalRewards
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Request Time Off

STEP 1

Click Here to access SAP
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OR
Launch from SAP FTO Link from the Vine.

Once launched, you will be logged into the “My Leave Request” page through
Single-Sign-On.

Entitlement

Items (3) Show From | 111222024 =]
Leave Type Validity Available Planned Used Entitlement
Frozen PTO 01/01/2024 - 12/31/2024 0 Hours 0 Hours 0 Hours 0 Hours
Frozen CIF PTO 01/01/2024 — 12/31/2024 0 Hours 0 Hours 0 Hours 0 Hours
Frozen Floating Holiday ~ 0L01/2024 - 12/31/2024 0 Hours 0 Hours 0 Hours 0 Hours
e

Show From | 01/01/2024 =l
Leave Type Validity Status Approver Quota Used
FTO - Non-lliness 01/08/2025 sent AinslieForbes s ®
FTO - lliness 0110212025 Sent AinslieForbes s @
PTG Hours 11812024 Sent AinslieForbes 8 Hours s ®
Floating Holiday 8hrs 11872024 sent AinslieForbes 8 Hours s @

| ez ||



https://elevate.otsuka-us.com/sap/bc/ui2/flp#LeaveRequest-manage
https://elevate.otsuka-us.com/sap/bc/ui2/flp#LeaveRequest-manage
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Request Time off continued

STEP 2

Under “Request Overview” Click “calendar” to select a day or a range
of days or click create request

My Leave Request v

> Entitlement

~ Request Overview

mnem—s(z)] Show From | 01/01/2025

@ Selecta start and end date to create a new request; click an existing request to display J
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Request Time off continued

STEP 3

Select “Leave Type” from the drop-down menu
Available Leave Types:

e FTO — Non-lliness

e FTO — lliness

e VTO (Limit of 16 Hours per calendar year applies)

Important:

Use only FTO leave type for the leaves starting in 2025.
Use only PTO leave type for leaves in 2024.

STEP 4 - Select a day or range for time off request

STEP 5 - Click “Save”

STEP 6 - The leave request will be sent to your manager for review

Create Request v 1

Leave Type Selection

I Leave Type: | FTO - Non-lliness ~ ]

0 available

General Data

() More than 1day (®) One day or less
pate:q | 027102025 B
start Time: || 03:00 2]

End Time: || 15:00 o

No deduction possible
Approver: | AinslieForbes el

New Note:
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Review FTO/VTO Utilization Data

Status of FTO/VTO Requests may be viewed in the Request Overview Section
Select “ltems” to view FTO/VTO status in list format.

Select “Calendar” to view FTO/VTO status in calendar format.

My Leave Request v

> | Entitlement

~ Request Overview

‘Calsndar Items (3) Show From | 01/01/2025

Leave Type Validity Status Approver Quota Used

FTO - Non-lllness 02/12/2025 - 02/14/2025 Sent AinslieForbes Vi ®
FTO - Non-lllness 01/08/2025 Sent AinslieForbes Vi @
FTO - lllness 01/02/2025 Sent AinslieForbes Vi ®


bookmark://_Understanding_the_Leave/

Change

STEP 1-

STEP 2 -

STEP 3 -

STEP 4 -

or Cancel a Leave Request

Access SAP and refer to the “Request Overview”
Select “Items”

Use the “Pen” icon to edit the request details or the “Delete” icon
to delete the leave request.

Change/Cancellation request will be sent to the employees manager

My Leave Request v

| > Entitlement

~ Request Overview

| catendar | [ EAYE) . Show From | 01/01/2025
Leave Type Validity Status Approver Quota Used
FTO - Non-Illness 02/12/2025 — 02/14/2025 Sent AinslieForbes Va ®
FTO - Non-Illness 01/08/2025 Sent AinslieForbes Va ® >
FTO - lllness 01/02/2025 Sent AinslieForbes Vi @ >
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https://elevate.otsuka-us.com/sap/bc/ui2/flp#LeaveRequest-manage
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Review Frozen PTO Data

If as of December 31, 2024, employee resides in a state where unused PTO
must be paid out, any available PTO balance remaining as of December 31,
2024, will be retained, and paid at the base pay rate as of the date of your
termination, in accordance.

Eligible frozen PTO hours may be viewed under “Entitlement.” Click “Show
From” and change date to 12/31/2024 to review current PTO balance.

< SAP

My Leave Request v

~  Entitlement
Items (3) Shaow From |
Leave Type Validity Available Planned Used Entitlement
Frozen PTO 0LI01/2024 — 1213112024 232 Hi 0 Hou of 232 Hou
Frozen CIF PTO 01012024 — 123112024 56 H OH 0= 56 H
Frozen Floating Holiday ~ 0LIOV2024 — 12/31/2024 24H our:

~ Request Overview

Show From | 0L/0L/2024 =]

Leave Type Validity Status Approver Quata Used
FTO - lllness D1H6/2025 JoseCaontreras &
FTO - lliness D1H02i2025 JosaConmeras &
Jury Duty Hours 12/03/2024 JosaContreras 4 o]
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Additional Resources

For additional information about FTO, please review the ETO Policy and frequently
asked questions (FAQS) .

Should you have additional questions, please contact Otsuka AVA Contact Center
at 877-4-OTSUKA (877-468-7852) or by submitting a request via AVA Portal.

10


https://oneotsuka.sharepoint.com/:b:/r/sites/PBS/TotalRewards/Flexible%20Time%20Off%20(FTO)%20Policy.pdf?csf=1&web=1&e=Bf97aB&xsdata=MDV8MDJ8TWFnZ2llLkhhcnJpZ2FuLUNXQG90c3VrYS11cy5jb218MTZkYjRjYjA5YzA1NGU2OTBiY2YwOGRjZTNkOTAxMjR8MzRkZGIzMzk3ZmQwNGYwMDkwNDFjMmU0N2ZiYmM5ZjR8MHwwfDYzODYzNTc2ODM5OTk2MzI4OHxVbmtub3dufFRXRnBiR1pzYjNkOGV5SldJam9pTUM0d0xqQXdNREFpTENKUUlqb2lWMmx1TXpJaUxDSkJUaUk2SWsxaGFXd2lMQ0pYVkNJNk1uMD18MHx8fA%3d%3d&sdata=eHdQYktRWUVnZS94R1gzWXpsMSt6OWpMZjhVY1NIWnhiSElwY1JwTGxMbz0%3d
https://oneotsuka.sharepoint.com/:b:/r/sites/PBS/TotalRewards/Flexible%20Time%20Off%20(FTO)%20FAQ%20for%20Employees.pdf?csf=1&web=1&e=dZe3ij&xsdata=MDV8MDJ8TWFnZ2llLkhhcnJpZ2FuLUNXQG90c3VrYS11cy5jb218MTZkYjRjYjA5YzA1NGU2OTBiY2YwOGRjZTNkOTAxMjR8MzRkZGIzMzk3ZmQwNGYwMDkwNDFjMmU0N2ZiYmM5ZjR8MHwwfDYzODYzNTc2ODM5OTk3MjI4NXxVbmtub3dufFRXRnBiR1pzYjNkOGV5SldJam9pTUM0d0xqQXdNREFpTENKUUlqb2lWMmx1TXpJaUxDSkJUaUk2SWsxaGFXd2lMQ0pYVkNJNk1uMD18MHx8fA%3d%3d&sdata=L1crOFNCYnpDeG5QbWNTY3JWbzZmaExXSDQrZE9MRndMdDI2bURVZHhmWT0%3d
https://otsukaus.service-now.com/ava

