
How to book a half day in Ultipro: 
 
Start by booking your time off the same way but before you save your request, select “advanced options 
at the bottom” 
 

 
 
 
A box will open to the right 

 
 
Now just change the 1 to 0.5 and save 



 
 
Don’t forget that there are tutorials on right hand side on most pages in UP: 
 

  


