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You can review your paid time off information from your Manager’s Workbench. 
[bookmark: _Toc417049441]Review Leave Balances Lesson
Procedure

In this lesson you will learn how to review leave balances.


	Step
	Action

	1. [bookmark: T6_F41]
	Click the Navigator menu.


	1. [bookmark: T6_F4]
	Click the State of Nebraska link.


	1. [bookmark: T6_F12]
	Click the Self Service link.


	1. [bookmark: T6_F14]
	Click the Manager Self Service link.


	1. [bookmark: T6_F16]
	Click the Manager's Workbench link.






	Step
	Action

	1. [bookmark: T6_F18]
	Click the Form button.


	1. [bookmark: T6_F20]
	Click the My Self Service Ap menu.


	1. [bookmark: T6_F22]
	Click the Paid Time Off Inq menu.


	1. [bookmark: T6_F38]
	Review your paid time off information.





	Step
	Action

	1. [bookmark: T6_F24]
	When you are finished click the Close button.






	Step
	Action

	1. [bookmark: T6_F26]
	Click the Close button.


	1. [bookmark: T6_F3]
	You have successfully completed this lesson.
End of Procedure.
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