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You can review and print Employee Leave Reports throughout the year. 
 
Finance > Reports 
 
Select E at the bottom of the screen, which will direct you to all the reports that begin with an E 
 
Select the Employee Leave Report 
 
 

 
 

Select  next to the employee leave 
 

 
 
 
►Display – Select the report from the drop down box. 
►Instructional Period – Select the instructional period from the drop down box  
►Facility – Select the facility from the drop down box or select “ALL” if you want all facilities 
included in the report. 
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►Employee – Select the employee from the drop down box or select “ALL” if you want all 
employees included in the report.  

►Active Only?  - Check the box if you would like only active employee in the report.  
►Mask SSN? – Check the box if you would like to mask the social security numbers so the 

entire number does not show up on the report for security reasons.  
►Export Data to Excel – Check the box if you want the leave report create in excel format.  
 
 

 
 
 
Click on  Run Report 
 
 
Summary Of Balances 
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Click on  Run Report 
 
Detail List 
 

 
 
 


