HRALINGS

Bringing systems together to better serve you!

View Absence Balances (Employee)

Follow this job aid to learn how to view your historical absence balances within a 90 day
timeframe.

View Absence Balances From Employee Time Request
Tile

1. Select Absence Requests from the Employee Time Requests tile on the Employee
Self Service homepage.
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2. Select Absence Balances from the Absence page.

Select

5 HR Links

Employee Self Service : Time - Absence

REQUEST ABSENCE ABSENCE BALANCES

Annual Leave Balance Sick Leave Balance

263.5 1ours 400.5 vours

(207.5 Hours Use or Lose) REQUEST SICK LEAVE
REQUEST ANNUAL LEAVE

ot reflect requests thar have been processed after 02/13/2021.

ABSENCE TYPE STATUS BEGIN DATE END DATE
Absence Request History All ~ | Allstatuses v 12/16/2020 06/14/2021
Date Absence Type Duration status

Maonday March 29 - Friday April 2 Annual Leave 44 Hours Approved VIEW/EDIT | | CANCEL

3. The view defaults to the last 90 days, but you can adjust the date range as needed to

see historical absence balances. Select the calendar icon to choose the Start
Date and End Date or type the Start and End Dates into the corresponding fields.

Absence Balances

START DATE END DATE

| 11/21/2020 03/16/2021

AS OF PAY PERIOD ENDING DATE 1142172020 12/05/2020 12/19/2020 01/02/2021 01/16/2021 01/30/2021 02/13/2021

Annual Leave Balance 290.5 294.5 294.5 239.5 247.5 255.5 263.5

Annual Leave Balance - Use or Lose 745 62.5 62.5 a 2075 207.5 207.5

Sick Leave Balance 382 388 388 392 3925 396.5 400.5

(D) The current balance does nor reflect requests that have been processed after 02/13/2021.

CLOSE

4. Select Close to return to the Absence page.
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View Absence Balances From Employee Timesheet

5. Select Employee Timesheet tile on the Employee Self Service homepage.
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6. Select Absence Balances from the Timesheet.

@ 4

T HR Links
Employee Self Service - Time

Schedule Type - GSA AWS Converted /ABSENCE BALANCES

PAY PERIOD

L
View Details > 03/14/2021 NEXT —

Time Reporting Code Total Hours Edit  Towl/Scheduled: 80.0/80.0

80.0 Regular : 000-Telework Emergency
Timesheet Staws: Needs Submission

Payroll status: Not Sent

View Chart SuBMIT
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
315 316 317 318 3/19 3/20 321 3/22 3/23 3/24 3125
9hr 9 hr 9 hr 9hr 8hr 9 hr 9 hr 9hr 9hr
Regular Regular Regular Reguiar Regular @ @ Reguiar Regular Regular Regular
050 050 080 os0

7. The view defaults to the last 90 days, but you can adjust the date range as needed to

see historical absence balances. Select the calendar icon to choose the Start
Date and End Date or type the Start and End Dates into the corresponding fields.

Absence Balances

START DATE END DATE

‘ 11/21/2020 03/14/2021

01/16/2021  01/30/2021  02/13/2021

AS OF PAY PERIOD ENDING DATE 11/21/2020  12/05/2020  12/19/2020  01/02/2021

Annual Leave Balance 2945 239.5 247.5 255.5 263.5

Annual Leave Balance - Use or Lose 0 207.5 207.5 207.5

Sick Leave Balance 392 3925 396.5 4005

(D The current balance does nor reflect requests that have been processed after 02/13/2021.

CLOSE

8. Select Close to return to the Timesheet.
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Questions?

Check out our complete library of job aids, videos, and training courses! You can

search based on your role (employee, supervisor, timekeeper) or by topic (time and

leave, telework, benefits, performance).

If you still have questions, contact the following:

e Issues with Single Sign On (SSO): GSA IT Service Desk at 866-450-5250 or
ITServiceDesk@gsa.gov
Time and Attendance: your Timekeeper or Time Administrator

Benefits: the Benefits and Retirement Center

Performance Management: the HR performance team
Need a new labor code in HR Links: Contact your regional Labor Admin
All other HR Questions contact your servicing HR Office:

o PBS HR Service Center

o FAS HR Service Center

o Staff Office HR Service Center

o Executive Resources HR Service Center
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https://corporateapps.gsa.gov/hr-links/
https://corporateapps.gsa.gov/hr-links/employees/
https://corporateapps.gsa.gov/hr-links/supervisors/
https://corporateapps.gsa.gov/hr-links/timekeepers/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/telework/
https://corporateapps.gsa.gov/hr-links/benefits/
https://corporateapps.gsa.gov/hr-links/performance-management/
https://docs.google.com/spreadsheets/d/1IWvtoX59PIsNKjVvwPNiYMPPsaxoZi45RhK8FZqvVpw/edit#gid=1472468099
https://insite.gsa.gov/topics/hr-pay-and-leave/benefits/benefits-and-retirement-specialists?term=benefits
https://docs.google.com/spreadsheets/d/1Fv6aItSKz19maWHICRjpp4aOby3akLwSBbvNYTA8REA/edit#gid=1838223405
https://docs.google.com/spreadsheets/d/19zCK64oURPFe228U9nBEmP0KdA_3dowkvsJDRU0WPdc/edit#gid=0
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=1683648612
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=197800555
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=1833764612
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=2042648763
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