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Leave of Absence Usage

Managers, Timekeepers and HR Managers can view an employee’s Leave of Absence usage, but not the other
details related to the leave.

1. From the Home Screen, click Edit Employee Time

2. Change the pay period (if needed)

3. Select the employee from the list

4. Click the Results tab to view the effect the leave has on the person’s pay
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Sun o+ - Regular Time
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+ - Regular Time

Mon
01/05 f » | LeaveofAbsence 7.50 |263 The Case ID displays
\ on the Timesheet and
: in the Results tab for

SRS  |RegularTime your reference.

Tue

01/08 + - Leave of Absence 7.50 263 0.00
4 v RegularTime

Wed

01/07 + - Leave of Absence 7.50 263 0.00
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| Da. Work Date | Assignment Description ﬁay Code \ | Case ID | Paid Ho... | Unpaid ...
Fri 01/02/2026 5r HRIS Analyst-HR Systems-UD_STAFF_E..] Protected Leave 263 0.00 7.50

Fri.  01/02/2026 Sr HRIS Analyst-HR Systems-UD_STAFF_E.] Delaware Paid Family Leave 263 7.50 0.00
Mon 01/05/2026 5r HRIS Analyst-HR Systems-UD_STAFF_E..| Protected Leave 263 0.00 7.50
Mon 01/05/2026 Sr HRIS Analyst-HR Systems-UD_STAFF_E_| Delaware Paid Family Leave 263 7.50 0.00
Tue  01/06/2026 Sr HRIS Analyst-HR Systems-UD_STAFF_E.| Protected Leave 263 0.00 7.50
Tue 01/06/2026 5r HRI5 Analyst-HR Systems-UD_STAFF_E..] Delaware Paid Family Leave 263 7.50 0.00
Wed 01/07/2026 Sr HRIS Analyst-HR Systems-UD_STAFF_E.| Protected Leave 263 0.00 7.50
Wed 01/07/2026 5Sr HRIS Analyst-HR Systems-UD_STAFF_E.| Delaware Paid Family Leave 263 7.50 0.00
Thu 01/08/2026 5r HRI5 Analyst-HR Systems-UD_STAFF_E..] Protected Leave 263 0.00 7.50
Thu  01/08/2026 Sr HRIS Analyst-HR Systems-UD_STAFF_E..\ Delaware Paid Family Leave ) 263 7.50 0.00
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