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Review Leave Balances Overview

Training Guide
Review Leave Balances

You can review your paid time off information from your Manager’s Workbench.

Review Leave Balances Lesson

Procedure

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

ORACI—E- JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu =1 Ol
Open Applications
You have no running applications.

Open New Window

Fast Path

Welcome!

@

[> Favorites

> Content Development Tools
> EnterpriseOne Menus

[ Mobile Sales Menus

[ Power User Tasks

[ State of Mebraska - TEST

~Roles
MNE3IFUNC

= Actions

— Help

— Wy Systern Options

— Work VWith Work Center
— Bubmit.Job

— ¥igw Job Status

[ Preferences

The Enterprise0ne Menu contains several links to the applications.
These links will always be atthe left of your screens, no matter what application you are using.
You can also hide the menu when you need more space for your work.

/' Trusted sites fa v Hioow -

Step Action

1. Click the State of Nebraska link.
|State of Mebraskal

2. Click the Self Service link.

3. Click the Manager Self Service link.
Manager Self Servicel

4, Click the Manager's Workbench link.

Mananers Workbhench
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ORACLE, JD EDWARDS ENTERPRISEONE

Manager's Workbench - Work With Managers Employees
Find Close Delegate for.. Form  Row  Tools
Er]
@ Active Employees
Manager 4455871 HUNT, ETHAN
O Al Employees
Ho records found. Customizecrid [0
Emplayee’s Employee’s  Supervisor's Home Employee Pay Last Start  Date
Hame [} Hame Business Unit Status Status Date Term.
| 3
Done & Trusted sites G v Hl00n v

Step Action

5. Click the Form button.

El

6. Click the My Self Service Ap menu.
[ My Self Service Ap b ]

7. Click the Paid Time Off Inqg menu.
[ Paid Time Of Ing |

8. Review your paid time off information.
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Manager's Workbench - Paid

Close  Tools

ETHAN HUNT

Employee Mumber 4455871
TaxID 505087401 Last Check Date

Records 1-5

Beginning
Deseription Balance Additions: Taken

(& SICK ACCRUALS 132.43 51.80
(© VACATION ACCRUALS 98.18 51.80
© HOLID&Y

© CATASTROPHIC LEAVE

© COMP TIME

All values are in hours

0701 472010

Customize Grig o

Accrued but
Available not yet available

26325 15888
36.00 11398

Done

+/ Trusted sites Gy v H00w -

Step

Action

%]

When you are finished click the Close button.

RACI—E, JD EDWARDS ENTERPRISEONE

Manager's Workbench - Work With Managers Employees o
Find Close Delegate for.. Form  Row  Tools
@ X B 0 B &
@ Active Employees
Manager 4455871 HUNT, ETHAN
O Al Employees
Ho records found. Customizecrid [0
Emplayee’s Employee’s  Supervisor's Home Employee Pay Last Start  Date
Hame [} Hame Business Unit Status Status Date Term.
3l 3
Done & Trusted sites G v Hl00n v
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Step Action
10. Click the Close button.
11. You have successfully completed this lesson.

End of Procedure.
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