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Process to request Vacation Payout 
From your YC Employee Portal, select Neogov/Neoed under your employee tile. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Select Forms from your left menu, then select Vacation Cash Out or Vacation Cash Out due to Hardship 
under Quick Links on the right. 
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Click the button in the upper right-hand corner. 
Click on Start Process to begin filling out the form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click the Complete Form button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Read and understand the stipulations, sign and hit the Submit button 
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Once you hit submit, you will see that you have completed your task, the process of your form, and the 
next assignee. 
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HR will verify the number of hours you have to cash out. In this example, Edward does not have 40 
hours available to cash out, so it is returned to him. He will receive an email with a link to update his 
form. 

Note: There will be an additional task to upload the supporting documents for the Vacation Cash Out 
due to Hardship form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 
The form will be back on the Forms Dashboard as a task 
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Once the form is correct and resubmitted, it will be returned to HR. Once HR has approved the request 
you will receive a notification email. 

From: System - Process Notification <donotreply@neoed.com> 
Date: Fri, Nov 8, 2024, 2:40 PM 
Subject: Vacation Time Cash Out Request 
To: <sliadis2000@gmail.com> 

 

 
Dear Edward Employee 

 
The hours available for your vacation time cash-out payment have been verified. Please note that 
vacation hours must be available when the pay of March 7, 2025, is being processed. 

 
Sincerely, 
Human Resources 

 
 
 
 

 
You can now log into NeoGov/NeoEd, select Forms, then View All from My Forms & Processes 

mailto:donotreply@neoed.com
mailto:sliadis2000@gmail.com
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Now click on Vacation Cash Out 
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Click on the HR task to view/download the completed form 


