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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. 

 
 

Viewing Leave Balances through My Time Off 
 

1. Click the My Time Off link. 

 
2. Click the Create New Request button. 

 

To exit this page without creating a 

new time off request clicking the 

Home button. 

 
 

 

3. A graph will display and can be used 

to project future leave balances to 

included future dated leave requests 

 

4. Click on each type of leave to be 

viewed in the graph. 
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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. 

 

Us the arrow buttons at the top of the 

graph to view previous or future dates. 

 

6. To exit this page without creating a 

new time off request clicking the 

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 

section of the page. 

 

The leave balances displayed are 

current through the pay period shown 

 
3. To change the Timesheet date range, 

use the Calendar function in the upper 

left corner of the timesheet. Click the 

date range. 
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4. Use the arrows located next to the 

center month to move through the 

range of months or click the down 

arrow located next to the center month 

to select a different date range. 

 

5. Select the desired month and year, 

click OK. 

 
 

6. Select the desired date. 

 

 

 

7. The timesheet that includes the 

selected date will be displayed.  

 

Return to Step 3 to view Leave 

Balances through the pay end date of 

the selected timesheet. 

 

8. To exit this page click the Home 

button.  

 


