
 

 

MANAGER BALANCE INQUIRY  
QUICK PROCESS GUIDE 

STEP 1:  Access Manager 
Balance Inquiry: 
 
• From Home page, click on 

Manager Balance Inquiry 
under Manager Self Service 
section 

OR 
• From Menu, navigate to:  

Main Menu->Manager Self 
Service->Time Management 
->Manager Balance Inquiry 

 

 
 

 
 

 

STEP 2: Review Balances for 
Employees: 

 
• At the Manager Balance 

Inquiry page, click on 

  
 
 
 
 
 
 

• A list of Last Finalized 
Balances for Employees  
will display   
 

• Click on appropriate tab to 
review Absence Balances, 
Compensatory Time, State 
Services for Absence  

 
 

 

 
  

 
STEP 3:  Review Direct Reports 
Balance Details: 
 
• Click on   to review  

direct report balances 

• Click on  to review 
Absence Balance details: 
Sick, Vacation, Personal 
Holiday 

• Click on  to 
return to previous page 

 

 
 

  
 


