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COPYRIGHT & TRADEMARKS

Copyright © 2003, 2007, Oracle. All rights reserved. Powered by OnDemand Software.
Distributed by Oracle under license from Global Knowledge Software LLC. © 1998-2007. All
rights reserved.

The information contained in this document is subject to change without notice. If you find any
problems in the documentation, please report them to us in writing. This document is not
warranted to be error-free. Except as may be expressly permitted in your license agreement for
these Programs, no part of these Programs may be reproduced or transmitted in any form or by
any means, electronic or mechanical, for any purpose.

If this documentation is delivered to the United States Government or anyone using the
documentation on behalf of the United States Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

The U.S. Government’s rights to use, modify, reproduce, release, perform, display, or disclose
these training materials are restricted by the terms of the applicable Oracle license agreement
and/or the applicable U.S. Government contract.

Oracle, JD Edwards, PeopleSoft, and Siebel are registered trademarks of Oracle Corporation
and/or its affiliates. Other names may be trademarks of their respective owners.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data and collect data in
NIS. Itis the responsibility of the agencies to comply with State Statutes, Federal Rules and
Regulations, and State policies. For further information concerning State Statutes and policies,
please refer to both internal agency resources and the Department of Administrative Services
website: http://www.das.state.ne.us/.
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Procedure

Use the Leave Balance Inquiry program to review sick, vacation, and other types (ie: Comp) of
accrued paid time off.

AL

" =
EnterpriseOne Menu =0 Welcome!
‘You have no running applications. The EnterpriseOne Menu contains several links to the applications.
Open New Window These links will always be atthe left of your screens, ne matter what application you are using.
You can also hide the menu when you need more space for your work.
[ NIS State of Nebraska
[ Roles
[: Actions

(- Preferences

Done: € Internet H100% T

Step Action

Click the NIS State of Nebraska link.
[MIS State of Nebraska|

Click the Self Service link.
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Step Action

3.
Click the Leave Balance Inquiry link.

Leave Balance Inguig

4. On Leave Balance Inquiry — Review your vacation, sick, and other paid time off
balances as of the last check date.

AL

Leave Balance Inquiry - Paid Time Off ]
Cose Took

ETHAN HUNT

Employee Number
TaxID Last Check Date

Records 1-5 Customize Grid O
Beginning Accrued but
Description Balance Additions Taken Available not yet available
(%) SICKACCRUALS 88.68 18.50 8.00 99.18

() VACATION ACCRUALS 68.43 18.50 48.00 38.93
(O HOLIDAY ACCRUALS

(O CATASTROPHIC LEAVE

() COMP TIME

All values are in hours

Done € mmternet H100% v

Step Action

5. When you are finished click the Close button.

6. End of Procedure.
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