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[bookmark: _GoBack]Leave Request Report - GLA Lesson



	Step
	Action

	1. [bookmark: T5_F48]
	Click the Navigator menu.


	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Payroll link.


	1. [bookmark: T5_F8]
	Click the Reports link.


	1. [bookmark: T5_F14]
	Click the Leave Request Report - GLA link.


	1. [bookmark: T5_F16]
	Click the Data Selection option.


	1. [bookmark: T5_F18]
	Click the Submit button.


	1. [bookmark: T5_F20]
	You do not need to change the data selection unless you want to run the report for a specific employee.  In most cases you will not change the data selection.

Click the OK button.


	1. [bookmark: T5_F42]
	Complete the three following processing options:

Print Totals
     0 = No
     1 = Yes
Date - Report Begins
Date - Report Ends

	1. [bookmark: T5_F44]
	The next three fields can be filled in or left blank.  The three fields are: 

Leave Type
Approving Manager - enter the address book number
Leave Status 

	1. [bookmark: T5_F26]
	After entering your processing options click the OK button.


	1. [bookmark: T5_F28]
	Click the OK button.


	1. [bookmark: T5_F3]
	To view the report you will need to go to View Job Status.  For more information go to the Reports Lesson under the System Basics (http://www.das.state.ne.us/nis/training_manuals/sys_bscs/index.html) training guides.

You have successfully completed this lesson.
End of Procedure.
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