EMPLOYEE LEAVE INFORMATION

1. Navigate to People, Enter and Maintain

2. Enter Name of Employee, Click Find, Make selection from List if more than one meets your criteria

3. At People screen, click on the OTHERS tab  (See Figure 1-1)
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At the Navigation Options screen select FINANCE INFORMATION (See Figure 1-1)

(Figure 1-1)

5. At the FINANCE SPECIAL INFORMATION screen scroll down to select EMPLOYEE LEAVE INFO

6. Once the item is selected,  click in the white area in DETAIL to populate information in the Start Date, End Date and Detail area  (See Figure 1-2)


(Figure 1-2)

7. To bring up EMPLOYEE LEAVE INFO screen, select the pay period and click DETAIL 

(See Figure 1-3)



(Figure 1-3)



Click here to populate information   





Select Pay Period





Click in Detail area to get Employee Leave Info
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