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How To Determine Leave Balances For An Employee 
 
 
1. Navigation: Benefits   Manage Leave Accruals  Review  
                        Accrual Balances 
 
2. The Review Accrual Balances search screen appears. 
 

 
 
 
3. Under EmplID, type in the 6 digit employee's ID number (see  
    sample above).  
 
 
4. Next, click the    button. 
 
 
 
 
 
 
 



Time & Labor - Leave Balances  7/21/2006 

  2 

 
 
 
5. The Leave Accrual Balances screen appears for your employee. 
 

 
 
6. Click on the View All or View 100 link so that you can see all of 

the employee's leave balances including sick leave, vacation 
leave, industrial accident, floating holiday (classified only), half pay 
sick leave, etc.) 

 
Note:   There are two ways to view the leave balances: 
 
1.  Page by page using the arrows    (If you want to print a 

screen, you can only use the page by page view.  This is for someone who 
wants to view their latest info.)  

 
2.  View All or View 100  depending on how many records the 

employee has.  (You must use the scroll bar to see all of the employee's 
leave balances)  
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