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[bookmark: _GoBack]Reviewing Leave Balance Lesson



	Step
	Action

	1. [bookmark: T6_F34]
	Click the Navigator menu.


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


	1. [bookmark: T6_F6]
	Click the Payroll link.


	1. [bookmark: T6_F8]
	Click the Inquiries link.


	1. [bookmark: T6_F10]
	Click the Leave Balances link.


	1. [bookmark: T6_F12]
	Enter the employee's address book number into the Employee Identification field.

	1. [bookmark: T6_F28]
	Benefit/Accrual Type - Enter the type of leave to review. 

Example: Enter "V" to see Vacation, "S" to see Sick time, "O" to see Comp- Time, etc. Use the visual assist, if needed.

	1. [bookmark: T6_F14]
	Click the Find button.


	1. [bookmark: T6_F30]
	Review the information.

	1. [bookmark: T6_F16]
	When finished click the Close button.


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