
                    
 

 
 

 

 

    

Populate Your Leave Report in 6 clicks      Self Service Web 
Time Entry 

   2 Click on 1st Work Day 

 

 

 

 

  3 Click & Enter hrs 
4 Click Copy 

  1 Click Leave Report 



 

 

Don’t forget to adjust populated hours for holidays, vacation or sick leave usage. 

 

     5 Choose & Click Copy 
Method 

  6 Click Leave 
Report 


