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Manager’s Employee Balance Inquiry 

This guide outlines the process for Managers to access the status of their employee’s leave balances. 

 

  

 

 

1. If a message 
appears about 
security data, click 
the Refresh 
Employee List button 
 

NOTE: Refresh the list 
monthly 

 
 
 
 
 

2. Click the OK button 
to build the security 
list 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select a search 
criteria from the list 
of fields 
 

4. Click on search 
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This screen will appear 
with your employees 
listed 

 
5. Click on the Grid 

Icon to download the 

list to Excel  
 
NOTE: On some 
computers, the CTRL 
key may need to be 
held down to download 
with Excel. 
 

 

 

 

 

 

6. Click on the different 
tabs to view different 
balances 
 
Or click on the icon 

 to see all of 
data at once 
 

7. Click on the Details 

icon  to see 
an individual 
employee’s month to 
month details 
 

 

 

 

8. Click Return to go 
back to all 
employees 

 


