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Employee Job Aid — Viewing Leave Balances

Leave Balances can be viewed through the Dashboard, My Time Off, or My Timesheet.

Viewing Leave Balances from the Dashboard

The balances in the Leave Balances box are
as of the current date. Future dated leave
that has been requested and approved is not
included in these balances.

Annual Leave

Annual Leave Carryowver
Comp Time

Floating Holiday
Holiday Work Bank
Military Taken

Personal Taken

Sick Leave

251.75 Hours
0.00 Hours
0.00 Hours
15.00 Hours
0.00 Hours
0.00 Hours
0.00 Hours
180.50 Hours

Viewing Leave Balances through My Time Off

1. | Click the My Time Off link. Schedules
My Calendar
My Swap Requests
2. | Click the Create New Request button. «J1 Create New Request
To exit this page without creating a
new time off request clicking the m
Home button.
3. | A graph will display and can be used T ——— w00
to project future leave balances to
included future dated leave requests My Taken Compunr Oper 0 _’_’_’_’_’_J___,_
Jull Sep 1 Nov 1 Jan1
4. | Click on each type of leave to be (Ep—
viewed in the graph. Leave (Computer Operator
Sick Leave (Computer Operator -
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5. | Click in the graph and move the scroll
line to the left or right to the date of
the leave balances to be viewed. —T
Monday December 31, 2018 |
@ | Annual Leave (Computer Operator - 269.50 Hours b
Us the arrow buttons at the top of the p— ;
graph to view previous or future dates. |  ,___ p
MNow 1 Jan 1 Mar 1 May 1 Jui 1
2018 2019 2019 2019 2019
6. | To exit this page without creating a
new time off request clicking the m
Home button.

Viewing Leave Balances through My Timesheet

1. [ Leave balances can also be viewed
through My Timesheet
2. | Click the Leave tab in the bottom [ Exceptions || Resits || Schedule | Leave |
section of the page.
. Annual Leave Hours Annual Leave Carryover Hours
The leave balances displayed are Initial Balance Sun 06/10 | 21200 | Initial Balance Sun 06/10 | 0.00
current through the pay period shown Earned 0.00 Earned 0.00
Used 0.00 Used 0.00
Ending Balance Sat 06/23 | 212.00 Ending Balance Sat 06/23 0.00
No Details No Details
Comp Time Hours Floating Holiday Haours
Initial Balance Sun 06/10 0.00 Initial Balance S5un 06/10 | 15.00
Earned 0.00 Earned 0.00
Used 0.00 Used 0.00
Ending Balance Sat 06/23 0.00 Ending Balance Sat 06/23 | 15.00
No Details No Details
Military Taken Hours Sick Leave Hours
Initial Balance Sun 06/10 0.00 Initial Balance 5un 06/10 | 132.00
Earned 0.00 Earned 0.00
Used 0.00 Used 0.00
Ending Balance Sat 06/23 0.00 Ending Balance Sat 06/23 | 152.00
No Details No Details
Holiday Work Bank Hours Personal Taken Hours
Initial Balance Sun 06/10 0.00 Initial Balance Sun 08/10 0.00
Earned 0.00 Earned 0.00
Used 0.00 Used 0.00
Ending Balance Sat 06/23 0.00 Ending Balance Sat 06/23 0.00
No Details No Details
3. | To change the Timesheet date range,
. . 4 10/14/2018 - 10/27/2018 M [ 2
use the Calendar function in the upper
left corner of the timesheet. Click the
date range.

Updated 09/19/2018

Employee Job Aid — Viewing Leave Balances

Page 2 of 3




4. | Use the arrows located next to the 4 101412018- 1072772018 B8 B | kdSave Morer  ListView -

center month to move through the Time Entry Seprember 2018 [{] ocoverzos[F] [3] November 2018
range of months or click the down .. .S M T WTF S SMTWTEFS SMTWTEFS
arrow located next to the center month
to select a different date range.
5. | Select the desired month and year, 4 1014018 102772018 1 ‘Hs.m More-  ListView -
click OK. W”__A' Seprember 2018 Jan ‘4 » November 2018
S M T W T F § Feb Aug 2014 2019 5 M T W T F § |
S M T W
s [ 1| Mar Sep 2015 2020 1,23
Date 2 3 4 5 6 7 8 Apr oct 2016 2021 4 5 6 7 8 9 10
Fri 10026 1 9 10 11 12 13 14 15 May Now 017 2022 11 12 13 14 15 16 17 |
16 17 18 19 20 21 22 18 19 20 21 22 23 24
S 1 23 24 25 26 27 28 29 un pee — e 25 26 27 28 29 30
30 OK Cancel
| Exceptions i Default Period Today
6. Select the desired date. Movernber 2018 4 December 2018 « b January 2019
S M T W T F S M T W T F S5 5 M T W T F 5§
1 2 1 1 2 3 4 5
4 5 6 7 & 9 102 3 4 5 6 7 8|6 7 8 9 10 11 12

1M 12 13 14 15 16 17| 9 10 11 12 13 14 1 13 14 15 16 17 18 19
1 19 20 21 22 23 24|16 17 18 19 20 2 20 21 22 23 24 5 2%
25 26 27 28 29 30 23 24 25 2% 27 2B 29 27 28 29 30 AN

30 [31]

Default Period Today

B &

7. | The timesheet that includes the 4 12/23/2018-01/05/2019 B P | kdSave More- ListView ~
selected date will be displayed.

|' Time Entry || ACT Balances |

Return to Step 3 to view Leave L S
Balances through the pay end date of

T W T F §
23|24 |25 26|27 | 28| 20 1 213 1| 5
the selected timesheet.

Dec 31, 2018 [/ Show All Weeks

W%}

8. | To exit this page click the Home m
button.
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