STATE UNIVERSITY Absence Management Quick Reference Guide

Using Employee Balance Inquiry

Objective: To provide employees with a short overview of how to use the Employee Balance

Inquiry screen in PeopleSoft.

Step Action
1 Log into PeopleSoft using your LDAP login and password.
2 In the Menu bar, click on Self Service.
3 Select Time Reporting
4 Select Employee Balance Inquiry
5 The following view will appear:

Absm ce Balances T Compensatory Time T State Service for Absence

Last Personal
Payroll Balances Sick| Vacation
lame Status EmpliD ﬁ{:: Depariment Fm:::z: as of Date Balance Balance

2012-05 08/31/2012 148.140

Last Fmallzed Balances Customize | Find | View Al | B0 ) B8 First B0 4 op 1 B Last

6 Select any of the following tabs to view the appropriate balances:
7
=l
Select the = icon to get detail regarding the leave/accrual balance.

8 The following view will appear:

Absence Balance Details

EmpliD: I . EmplRed#: 0 Last Period Finalized:  2012-05
Department: ] Union Code: - Payroll Status: Active
=~ All Absence Balances Customize | View All |@|ﬂ First B 1.13 ora7 [ Last

Personal Holiday Holiday Credit State Service

Previous - -
Balances as of Date ST Sick Earned Sick Taken

1 2012-06 CURREMT - Mot Finalized 255250 0.000 0.000 0.000 0.000
2 2012-05 053142012 247.250 8.000 0.000 0.000 0.000
9 Select any of the following tabs to view the appropriate detail:

Perzonal Holiday Heliday Credit Heliday CTO

Payroll and Benefits
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