[bookmark: _GoBack]To access the Vacation Sale Portal, access the PGE@ Work For Me:
About Me  My Time  My Vacation Sale 
[image: ]
Pull the drop down arrow to select the name of the Vacation Sale Recipient you intend to donate too – be advised that more than 1 vacation sale may be open at a time.  
Next to the name (s) of the vacation sale recipient are the dates in which that particular vacation sale is open 
[image: C:\Users\vlcb\AppData\Local\Temp\SNAGHTML482c3b3.PNG]




Your Personal Employee information should appear
Enter in the box the number of hours (in full hour increments) you wish to donate.  The gross amount will be displayed 
[image: C:\Users\vlcb\AppData\Local\Temp\SNAGHTML48ae298.PNG]

Make sure to check the box to authorize the vacation sale AND hit submit 
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SELECT CAMPAIGN

Please select the campaign to which you wish to donate.

Vacation Sales policy document

‘Campaign Name:

Campaign Id:

[sciive campa

‘Selectthe campaign
Vacaton sae fo. Mickey Mouse

PERSONAL INFORMATION

(12026117 -0119118)
Vacation Sale for Donald Duck (o1/10/18- 0131118 )
Vacation Sale for Mickey Mouse  ( 01/46/18 - 02116/48)
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PERSONAL INFORMATION

LaN D fre.
Employee Name ——
Phone Number (555) 555-1234
Personnel Number (Perni) 001234 Once you enter the
Pay Cycle ‘weekly (or monthly) number of hours (in
Vacation  PTO Balance 200 full hour increments),
the gross amount will
Number of Hours to be donated > be displayed “Hours should be in full nour increment

Gross amount 5000 e “The amount displayed is at the gross level and actual donation amount may be
<~ different based on tax calculation
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of Vacation Sales

I hgreby authorize and request Pacific Gas and Electric Company to sell the vacation hours specified above and transfer the proceeds o the recipient.

N

Pay statement is going to display on the portal after the end of the campaign =





