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Leave Reporting – Helpful Information 
 

 

 

Panel Overview: 

This reference guide is to help show you how to find and view employees leave balances as well as 
provide you with important leave reporting information 

 

Important Reminders 

- Always check if an employee has the leave time available before entering that time. Remember 
leave hours are only updated on the 1st of every month so if you have already entered time for the 
current pay period you need to take that into account as the balances will not reflect that time 
 

- For Salary/Contract people their time is absence only reporting. Very important: if you do not 
report anything on their timesheet for a day you are saying they were at work that day. 

 
- If you start entering unpaid time for someone because their leave balances have all been 

exhausted email Benefits at leave@pps.net to let them know the employee is going unpaid, also as 
a courtesy email the employee to advise them that they are going to have unpaid time on their 
Paycheck. 

 
- If an employee is greyed out and you cannot edit the timesheet it means they are in an unpaid 

status.  
 
- If an employee is on a leave and runs out of leave balances, but they are not greyed out you should 

enter unpaid absence for those days until they employee becomes greyed out and you cannot edit 
the timesheet. If you do not enter unpaid absence on those days it means the employee was 
working and they will get paid those days and can result in the employee being overpaid. 
Remember, if you have to start entering unpaid time for someone on a leave of absence email 
Benefits at leave @pps.net as soon as you start to enter unpaid time. 

 
- When you enter leave time the reason code drop down appears leave it blank unless they are an 

Intermittent Leave approved by the Benefits office (Benefits will inform you when someone is on 
an approved Intermittent Leave). 
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Three ways to view leave balances for an employee: 

1.) Go to Benefits > Manage Leave Accruals > PPS Review Accrual Balances 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Once you select the employee and hit search it will take you to the screen below 
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1.) The second place to view leave balances under Time and Labor > PPS Time and Labor Start Page > 
Report Daily Time & Attendance 

 

 

That will take you to your daily payroll reporting page and a list of all your employees and their leave balances 
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2.) The third place to view balances is under Time and Labor > PPS Time and Labor Start Page > 
Prepare Employee Timesheet 

 

When you go to Prepare Employee Timesheet you will see a list of all your employees 
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Once you click their name it will take you to their individual Timesheet 

 

 


