
 
   

Attendance & Leaves – Leave Balances (Employee Version) 
 

LAST UPDATED ON 10/4/2006 
Page 1 of 6 

 

Leave Balance Overview 

 
Overview Employees can view their leave balances as well as a history of hours used through the Leave 

Balance Overview screen.  Balances can be viewed for the last 18 months.  Any adjustments 
made to balances can also be viewed from this screen.   

 
Guidelines The following guidelines apply to leave balances:   

� Current Balances section provides a summary of the employee’s current balances and is 
updated every 15 minutes. 

o Total Hours Available reflects the employee’s current available hours.  This does 
not take into account hours that are pending approval.    

o Pending Timesheet Hours reflects all leave hours that have been 
saved/submitted, but not approved.  This would include pending hours from prior 
pay periods.    

o Net Hours Available reflects the actual number of leave hours the employee can 
use. 

� Pay Period Overview section provides leave balance information specific to the pay 
period selected.  This section also updates every 15 minutes, except for Leave Balance 
Adjustments, which are updated nightly through the Time Eval process. 

o Only the Beginning and Ending Balance lines will display in this section unless 
leave has been used, accrued and/or adjusted for that pay period. 

o Pending Approval will only indicate those leave hours in the selected pay period, 
which have been saved/submitted, but not approved.   

� Only those leave types that have hours available for the pay period selected will display 
on the screen.    

� Leave Without Pay (LWOP) and Administrative Leaves will not be displayed on this 
screen. 

� Negative current or ending balances will display when present.   
� Balances will be adjusted accordingly when changes are made to previous pay periods.  

For example if a January timesheet with sick time was approved in April, all the balances 
for January, February, March and April will be adjusted to reflect the use of sick time.    

  
Key Activities The following activities will be covered in this section of the Attendance & Leaves User Guide. 

 
Key Activity Page 

Accessing The Screen 3 
Viewing Leave Balances 5 

 
 
  

Continued on next page 
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Leave Balance Overview, Continued 

 
Leave Balance 
Overview Screen 

 
 

 

 
Key Information The following information is provided for those leave types when the employee has available 

balances.   
• Current Balances Section: 

o Total Hours Available 
o Pending Timesheet Hours 
o Net Hours Available 

• Pay Period Overview Section: 
o Beginning Balance 
o Accrual 
o Adjustments 
o Used 
o Ending Balance 
o Pending Approval 

 
NOTE:  Information will only display once activity has occurred for a leave type.  For example, if 
the employee has not submitted any leave, then only the Beginning Balance and Ending Balance 
rows will display for the pay period.   

 
Continued on next page 

This section 
provides the leave 
balance details. 

This section 
the employee’s 

contains 

personal information.   

This section provides a 
list of the pay periods 
available for viewing.   These buttons are 

used to scroll 
through the Payroll 
Periods.   
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Leave Balance Overview, Continued 

  
Finding A Payroll 
Period 

The People First System automatically displays the current payroll period upon entering the 
Leave Balance Overview screen.  If another payroll period is needed, use one of the following 
buttons located below the Payroll Period box to move through the listing of payroll periods.   

 

Button Function 
Displays the first page of listings, which are the oldest three (3) payroll 
periods.  First Page 
Displays the previous three (3) payroll period listings   Previous Page 
Displays the next three (3) payroll period listings.  Next Page 
Displays the last page of payroll period listings.      Last Page 

  
Accessing the 
Screen 

Follow the steps below to access the Leave Balance Overview screen.   
NOTE:  The Leave Balance Overview screen can also be accessed from the Employee Time 
Entry screen.  For more information, refer to the Recording & Submitting Time section of the 
Attendance & Leaves User Guide.   
Step Action 

1 Click on the Attendance & Leave link from the Quick Links list on the People First 
Home Page.  The Time and Payroll Menu screen will be displayed. 

 
NOTE:  For information on logging in to the People First system, refer to the Navigating 
the People First Web Site User Guide located at: 
http://dms.myflorida.com/human_resource_support/people_first/for_hr_professionals/trai
ning_documents.    

Click on the Attendance & Leave quick link to 
access the Time & Payroll section of the system. 

 
 
 

Continued on next page 
 

http://dms.myflorida.com/human_resource_support/people_first/for_hr_professionals/training_documents
http://dms.myflorida.com/human_resource_support/people_first/for_hr_professionals/training_documents
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Leave Balance Overview, Continued 

  
Step Action 

2 Select Leave Balance Overview from the Time and Payroll drop down menu, by 
clicking the  button.   

 
 

Select the Leave Balance Overview 
link from the drop down menu.   

3 Click the Go button.  The Leave Balance Overview screen will be displayed.   

 
 

 
  

Continued on next page 

Click the Go button to access the 
Leave Balance Overview screen. 
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Leave Balance Overview, Continued 

 
Viewing Leave 
Balances 

Follow the steps below to view the leave balances for a specific pay period.   
NOTE:  Refer to the Accessing the Screen procedures on the previous pages for information on 
how to navigate to this screen.   

 
Step Action 

1 Click on the Radio button for the pay period desired in the Overview box.  The leave 
balances for that pay period will be displayed in the Details box.  The Pay Periods are 
listed in descending order, which means the current pay period is listed at the top.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE:  The current pay period is automatically selected upon entering this screen from 
the Time & Payroll menu.  If entering this screen from the Employee Time Entry screen, 
the pay period selected on the Employee Time Entry screen is automatically selected.  .  

Click on the radio button to the 
left of the payroll period desired. 

2 Determine if another pay period needs to be viewed.   
If… Then… 
Yes Repeat Step 1. 
No Proceed to Step 3. 

   
 
 
 

Continued on next page 
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Leave Balance Overview, Continued 

  
Step Action 

3  
If exiting to … Then… 

Click on the Menu button located in the Overview section to 
return to the Time and Payroll menu. 

Time & Payroll 
Menu 

 
 

Employee Time 
Entry screen 

Click on the Go To Time Entry button located in the Pay 
Period Overview section to return to the Employee Time 
Entry screen. 
 
 
 
 
 
 
 
 
 

 
   

Click on the Menu button located 
in the Overview section to return 
to the Time and Payroll menu.   

Click on the Go To Time Entry 
button located in the Pay Period 
Overview section to return to the 
Employee Time Entry screen.   
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