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UCPath Task:
View Employee Absence Balance Data

Use this task to review employee leave balances in UCPath.

Navigation: PeopleSoft Homepage > Absence Administration > Manage Accruals/Balances >

Admin - Review Absence Balance

Note: This page also may be available in Workcenter depending on your security access.

Absence Administration

i Search Person X )
Admin - Review Absence Balance

] Extended Absence ~ Find an Existing Value

Search Criteria

7 Manage Accruals/Balances A Enter any information you have and click Search. Leave

fields biank for 3 fist of all values.

New Window | Halp

©) Recent Searches  [Choose from revent searches

] [ Saved Searches [Choose from saved searches V] &

Admin - Review Absence
Balance

e 0 (g v ]
Mo [Eegns i v |

Search

Career & Benefits Elig Hrs INQ

Manage Accruals

Manage Accrual Transactions

Upload E-084 File

Nothing yet
Your search resuits will appesr here

Step Action
1. This simulation reviews a variety of leave accrual examples.
This first example is a staff employee with vacation and sick leave accruals.
2. Click in the Empl ID field.
3. Enter the desired information into the Empl 1D field. For this example,
enter 10203351
4. Click the Search button.
Search
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UCPath

Task: UNIVERSITY

View Employee Absence Balance Data OF |

Absence Administration

Mew Window | Help | Personalize Page]

Admin - Review Absence Balance

As of Date: | 04202024 Q
10203351 LWD-lan LVD-Sanchez
Current Balance Personaize | Find | (20| [}l First 4 13013 0 Last
Leave Beginning Balance Taken Eamed Adjustments  Ending Balance Acerual Max
iacation 3856 0.00 1218 0.00 5074 28800
Sick 207.06 200 812 0.00 w718 000
Empioyment Service Months. 181.00 0.00 1.00 0.00 182.00 000~

Disclaimer: Encing balances criy refisct absences that have been processed as of the date displayed. For the most up-to-date FMLA, PFGB, 18 PFCB balance,
D phesse contact your local leave administrater.

Retirement Service Credits ?

For i please login o https:/fucnet i how-to-guide himl

Accrual For Pay Period By Appointment

Personalize | Find | 3| [ First 4 1of1 0 Last
Empl Record Eligibility Group  Department Position Job Cade Fay ferod Senvioe e e SickAcorued  PTO Factor PTO Accrued
0 sTAFFOO Share Region TRANER4 | TRAINER4 17800 Y 0.080231 12.184888 0046154 2123104 0.000000 £.000000

Disclaimer - A month of qualifying service is earned when you are on pay status for at least half the number of working hours i the month or the quadriweekly cycle

[ah Retunto Search || =7 Notify

Step

Action

The Admin - Review Absence Balance page displays the leave accrual balances
for the most recent period. In this example, the date is 04/30/2024.

You can change the leave accrual balance period by changing the As of Date.

Click the Look up As of Date button.
Q

Page 2
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UCPath Task:

|OF | B th View Employee Absence Balance Data
[CALIFORNIA | !. K : F a

Look Up As of Date

Help &

Search Resuits

Step Action

7. UCPath displays leave accrual periods for the employee. Select the appropriate
date.

For this example, click the 01/31/2024 list item.

0173172024
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UCPath Task:

View Employee Absence Balance Data OF |

Q Searchin Menu

Absence Administration

New Window | Help | Personalize Page
Admin - Review Absence Balance

As of Date: 0113112024 Q
10203351 LWT-/an LVD-Sanchez
Current Balance Personaize | Fina | 0| [/ Fist 4 13013 0 Last
Leave Beginring Balance Taken Eamed Adjustments Ending Balnce Accrual Max
Vacation 2855 000 1274 000 3028 28300
Sick 22308 2400 240 000 0758 000,
Employment Serviee Months 152.00 000 100 000 150,00 000 ~

Disclaimer: Ending baiances oniy refiect sbsances that have besn processed as of the date displayed. For the most up-to-dste FMLA, PFCE, U18 PFCB balance,
plesse contact your local lesve administrator.

Retirement Service Credits ?

For refirement service redit balansesiquestions please login o https:lluonet universityofealifornia how-to-guide himl

Accrual For Pay Period By Appointment

Parsonalize | Find | £ First 1ofd
Disclaimer : A month of qualifying service is earned when you are on pay status for at least half the number of working hours in the month or the quadriweekly cycle
Step Action
8. UCPath displays the leave accrual balances as of 01/31/2024.
Review the Current Balance section.
9. The Leave column displays the employee's leave accrual types for the period. This

employee has Vacation and Sick leave accrual types.

If an employee uses designated protected sick leave, these hours will show in a
separate row. In this example, the employee has not reported protected sick leave.

10. Employment Service Months shows the employee's months of service for leave
accrual tier purposes. Employment Service Months do not correspond to service
credit for retirement purposes.

11. The Beginning Balance column displays the leave accrual balances at the start of
the selected period.

12. The Taken column displays the leave accrual taken during the period.

13. The Earned column displays the leave accrual earned during the period.

If an employee had any worker's compensation or compensatory time off (CTO)
adjustments completed on their behalf, these hours would be credited to them in the
Earned column.

14. The Adjustments column displays the leave accruals adjusted during the period.

The Adjustments column is also used to initially store leave hours converted into
UCPath.

Page 4 Last changed on: 4/1/25
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CALIFORNIA

Step Action

15. The Ending Balance column displays the leave accrual balances at the end of the
selected period.
16. The Accrual Max column displays the maximum leave accrual for the leave

accrual type.

Q, search in Menu

Absence Administration

New Window | Help | Personalize Page
Admin - Review Absence Balance

As of Date: 0113112024 a
10203251 LVD-1an LVD-Sanchez
Current Balance Personalize | Find | £0| [[§  First 4 130f3 0 Last
Leave Beginning Balance Taken Eamed Adjustments  Ending Balance Accrual Max
Vacation 2855 000 1274 000 2020 288.00
Sick 2308 2400 242 000 0758 000

152.00 000 100 0.00 150.00 000>

rly refiect sbsences that have been processed as of the date displayed. For the most up-to-date FMLA, PFCB, U18 PFCB balance,
inistrator.

Retirement Service Credits 2

For refirement service oredit balances/questions piease login o https //uonet univers: fiornia h de himl

Accrual For Pay Period By Appointment

Persanalize | Find | & [F First 4 1of1
Empl Record Eligibility Group | Department Position Jab Cade Pay Period servioe acti BERES SickAcorued | PTO Factor PTO Accrued

0 STAFFo0 Share Region TRAINER 4 TRAINER 4 12400 ¥ 0080221 12.738504 0.045154 2400335 0.000000 0.000000

Disclaimer : Amonth of qualifying service is eamed when you are on pay status for at least half the number of working hours in the month or the quadriweskly cycle

[6h Return to Search || (= Noify

Step Action

17. The Accrual For Pay Period By Appointment section displays the leave accrual
factors for each of the employee's appointments (UC jobs).

18. Each row in this section represents an appointment in the selected period. This
employee has one row, so this employee has one UC appointment during this the
period.

19. The Pay Period Hours column displays the hours for each appointment in the
period that are eligible for leave accruals.

20. Multiply the Pay Period Hours by the Vacation Factor to determine the

Vacation Accrued for the period. In this example, 184 x .069231 equals
12.738504. Multiply the Pay Period Hours by the Sick Factor to determine the
Sick Accrued for the period.

The Sick Accrued and Vacation Accrued results are rounded up and appear in the
Earned column in the Current Balance section.

Last changed on: 4/1/25 Page 5
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View Employee Absence Balance Data |OF | »
CALIFORNIA .
Step Action
21, Review the disclaimers in each section on this page. Balances reflect what has been

processed to date for the selected As of Date.

Note that FMLA, CFRA and/or PDLL balances appear on this page when the
employee is on a paid or intermittent FMLA, CFRA and/or PDLL leave.

22,

Return to the most recent period for this employee.

Click the Look up As of Date button.
Q

Look Up As of Date

[

Step Action
23. Select the appropriate date.
For this example, click the 04/30/2024 list item.
| 473002024
Page 6 Last changed on: 4/1/25
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[OF | ! Ig P th View Employee Absence Balance Data
CALIFORNIA a

Absence Administration

Mew Window | Help | Persanalize Page]
Admin - Review Absence Balance

As of Date: | 04202024 Q
10203351 LWD-lan LVD-Sanchez
Current Balance Personaize | Find | (20| [} First 4 13013 0 Last
Leave Beginning Balance Taken Eamed Adjustments  Ending Balance Acerual Max
Vacation 38556 0.00 1218 0.00 5074 28800 *
Sick 207.06 200 812 0.00 w718 000
Empioyment Service Months. 181.00 0.00 1.00 0.00 182.00 000 >

Disclaimer: Encing balances criy refisct absences that have been processed as of the date displayed. For the most up-to-date FMLA, PFCB, U18 PFCB balance,
D phesse contact your local leave administrater.

Retirement Service Credits ?

For i please login o https:/fucnet i how-to-guide himl

Accrual For Pay Period By Appointment

Persanalize | Find | 3| [ First 4 1of1 2 Last

; . Pay Period Vacation Vacation  Sick
Empl Record Eligibility Group ~ Department Position Job Code ire Service Facor Hsrued Factor ‘Sick Accrued PTO Factor FTO Accrued
0 STAFFO0 Share Region TRAINER 4 TRAINER 4 178.00 Y 0.088221 12184556 0.045154 8123104 10.000000 0.000000

Disclaimer - A month of qualifying service is earned when you are on pay status for at least half the number of working hours i the month or the quadriweekly cycle

[ah Retum to Search || (=] Notify

Step Action
24, UCPath displays the balances as of 04/30/2024.

Now review another leave accrual example.
25. Click the Return to Search button.

|2 Return to Search
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Admin - Review Absence Balance

Find an Existing Value
‘Search Criteria

Enter any infarmation you have and click Search. Leave fields blank for a fist of all values,

©) Recent Sesrches  [Choose from recent searches

Mew Window | Help

%] # [ SavedSearches [Choose from saved searches

LAl

Empl ID 10203351

v Shour mare options.

Search Clear [] Save szarch

Search Resuits
1result User ID"10066650", Empl ID "10203351"

ViewAl|  Fist 0 1of1 (b Last

Empl ID Hame.

10203251 LVD-Izn LYD-Sanchez

Step

Action

26.

Click the Clear button.

Clear

LSl IRV

Absence Administration

7= Search Person

Mew Window | Help
Admin - Review Absence Balance
W Extended Absence ~7 Find an Existing Value
Search Criteria
11 Manage Accruals/Balances & Enter any information you have and click Search. Leave fields blank for a list of all values.
Admin - Review Absence ©) Recent Searches [ Choose from recent searches ~] ¢ [ Saved Searches [Choose from saved searches v]Z
Balance

Career & Benefils Elig Hrs INQ Emel 10 [begins wi ¥

Clear
Manage Accruals

Manage Accrual Transactions

Upload E-084 File

Nothing yet
Your search resuits wil appesr here

Page 8
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View Employee Absence Balance Data

Step Action

27.
accruals.

The next example shows an employee who is eligible for Sabbatical Leave

28. Click in the Empl ID field.

29.
enter 10006514.

Enter the desired information into the Empl 1D field. For this example,

Absence Administration

| Search Person .
Admin - Review Absence Balance

Mew Window | Help

Manage Accruals
Search

Manage Accrual Transactions

Upload E-084 File

W Extended Absence ~7 Find an Existing Value
Search Criteria
1 Manage Accruals/Balances & Enter any information you have and click Search. Leave fields blank for a fist of all values.
Admin - Review Absence ©) Recent Searches [ Choose from recent searches v [ Saved Searches [Choose from saved searches P4
Balance
o )
(Career & Benefils Elig Hrs INQ " - 1o00ee1s
Name [begins wih ¥

v~ Show mare options

Coar | [ Save searel

Step Action
30. Click the Search button.
Search

Last changed on: 4/1/25
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UCPath Task:
View Employee Absence Balance Data

arch in Menu

Absence Administration

New Window | Help | Personalize Page
Admin - Review Absence Balance

As of Date:[08/302023 a

10006514 LVD-Melissa LVD-Parma
Current Balance Personaize | Fina | 0| [/ Fist (4 12012 0 Last

Leave Beginning Balance Taken Eamed Adjustments Ending Balance
Sabbatical Leave 2000 000 000 000 21.00
Employment Service Months 264.00 000 1.00 000 28500 v
Diselaimer: Ending baiances only refiect shsences that have been processed as of the date displayed. For the most up-to-date FMLA, PFCS, U18 PFCB balance,
please contact your local leave administrator.
Retirement Service Credits 2
For refirement please login to https fuonet universityofealifornia how-to-guide htmi

Accrual For Pay Period By Appointment

Personaiize | Find | &2 | & First 4 10of1 » Last
D Empl Record Eligibility Group  Department Pasition Job Code PayPEnod service = = SickAcorued  PTO Factor PTO Accrued
0 ACAvEASE PROF-AY FROFAY 168.00 ¥ 0.000000 0.000000 0.000000 £.000000 0.000000 0.000000

Disclaimer : A month of qualifying service is earned when you are on pay status for at least half the number of working hours in the month or the quadriweskly cycle

ah Returnto Search || 1<) Notify

Step Action

31. The Admin - Review Absence Balance page displays Melissa's leave accrual
balances as of 06/30/2023.
32. The Current Balance section includes Sabbatical Leave credit as well as

Employment Service Months.

33. The 0 in the Earned column seems to indicate that the employee has not earned
any sabbatical credits for the period. Sabbatical credits do not appear on this page
until the credits are a whole number.

34, Note: Eligible academic appointees with a paid appointment of at least thirty
calendar days in a calendar year will receive a sick leave bank of six (6) days and
can be used according to APM policy.

Academic banks are managed locally and do not currently appear in UCPath.

35. A new bank of paid sick leave will become available on January 1 of each year.
The bank of unused paid sick leave days will expire on December 31 of each year
or the last date of appointment if the appointment ends before December 31.

36. Click the Return to Search button.

|@™ Return to Search

37. Click the Clear button.

Clear

Page 10 Last changed on: 4/1/25
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UCPath Task:
View Employee Absence Balance Data

Step Action

38.

Now review another absence balance example: leave balances for a per diem
employee.

Click in the Empl ID field.

39. Enter the desired information into the Empl 1D field. For this example,

enter 10047213
Click the Search button.

40.

Search

Absence Administration

Admin - Review Absence Balance

please contact your local leave administrator

New Window | Help | Personalize Page

As of Date: |00/14/2024 Q
10047213 LWD-Ivette LVD-Wolf
Current Balance Personaize | Find | (0| [[§  First 4 14of4 0 Last
Leave Beginning Balance Taken Eamed Adjustments Ending Balance
Employment Service Morths 37.00 0.00 0.00 0.00 37.00
Per diem Sick Leave Bank 0.00 4.00 8.00 0.00 4.00
Protect Hours Used 0.00 4.00 000 0.00 400

nding balances only refiect absences that have been processed as of the date displayed. For the most up-to-date FMLA. PFCS. U18 PFCB balance.

[P Returnto Search | = Noiify

Retirement Service Credits 2
Far prease login to Nfps:iucnet universitypicalfornia e rmi
Accrual For Pay Period By Appointment
Personalize | Find [ 0] [}~ Firt 4 1of1 2 Lsst
. 5 Pay Period Vacation Vacation Sick
Empi Record Eligibility Group  Department Position Job Cade Hos Service = == SickAccrued  PTO Factor PTO Accrued
2 PERDIEM CoodtyPracio= pMYSCNSR | PHYSCN SR 0.00 N 0.000000 0.000000 8 0.000000 0.000000 00000

Disclaimer : Amonth of qualifying service is eamed when you are on pay status for at least half the number of working hours in the month or the quadriweskly cycle

Step Action

41.

The Admin - Review Absence Balance page displays Ivette's leave accrual
balances as of 09/14/2024.

Last changed on: 4/1/25
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UNIVERSITY

Absence Administration

Admin - Review Absence Balance

10047213
Current Balance

Leave

Employment Service Months
Per ciem Sick Leave Bank

Protected Hours Used

please contact your local leave administrator

Retirement Service Credits ?

As of Date: [09/14/2024 Q

LWD-Ivetie LVD-Wolf

Personalize | Fina | €3] [

Beginning Balance Taken Eamed
7.0 000 0.00

000 4.00 800

000 4.00 000

Adjustments
000

0.00
0.00

Disclaimer: Ending baiances only refiect sbsences that have been processed as of the date displayed. For the most up-to-date FMLA. PFCS. U18 PFCS balance.

 1ofa ) Last
Ending Balance
37.00
400

400,

2 PERDIEM

[P Returnto Search | = Noiify

Faculty Practice
Group

PHYSCNSR  PHYSCM SR

D For phe: login to https:fucnet universiy: fornia. de.rtml
Accrual For Pay Period By Appointment
Empl Record Eligibiity Group  Department Pasition Job Cads Pay feriod Sarvice =
000N 0.000000

Disclaimer : Amonth of qualifying service is eamed when you are on pay status for at least half the number of working hours in the month or the quadriweskly cycle

Personalize | Fnd | D1 [}~ Frst 4 1of1 & Lsst
Vacation Sick .| SickAccrued  PTOFactor PTO Accrued
0.000000 & 0.000000 0.000000 0.000000

New Window | Help | Personalize Page

Step Action

42.

pay cycle.

Per Diem employees receive 8 hours of paid sick leave per calendar year, with the
new allotment provided each January 1. They may carry over unused sick leave
from the previous year, however they cannot carry more than 16 hours at any time.

For new Per Diem hires, the paid sick leave will be credited and available for use
on the next working day following the employee's first monthly or quadriweekly

Page 12
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Absence Administration

New Window | Help | Personalize Page

Admin - Review Absence Balance

As of Date: |00/14/2024 Q
10047213 LWD-Ivette LVD-Wolf
Current Balance Personaize | Fina | (1| [} Fist (4 140f4 0 Last
Leave Beginning Balance Taken Eamed Adjustments Ending Balance
Employment Service Morths 37.00 0.00 0.00 0.00 37.00
Per diem Sick Leave Bank 0.00 4.00 8.00 0.00 4.00
Protected Hours Used 0.00 4.00 000 0.00 400

Disclaimer: Ending baiances only refiect sbsences that have been processed as of the date displayed. For the most up-to-date FMLA. PFCS. U18 PFCS balance.
please contact your local leave administrator

Retirement Service Credits 2
b pa e gt i e vttt s, -
Accrual For Pay Period By Appointment
Personalize | Fnd | D1 [}~ Frst 4 1of1 & Lsst
. 5 Pay Period Vacation Vacation Sick
Empi Record Eligibility Group  Department Position Job Cade Hos Service = == SickAccrued  PTO Factor PTO Accrued
2 PERDIEM CoodtyPracio= pMYSCNSR | PHYSCN SR 0.00 N 0.000000 0.000000 8 0.000000 0.000000 0.600000

Disclaimer : Amonth of qualifying service is eamed when you are on pay status for at least half the number of working hours in the month or the quadriweskly cycle

[P Returnto Search | = Noiify

Step Action

43. Note: The Protected Hours Used row will appear when and employee uses sick
leave hours designated as protected. The total number of protected sick leave hours
used will appear in the Ending Balance column.

44, Click the Return to Search button.

=" Return to Search

45, Click the Clear button.

Clear

46. Now review another leave accrual example: accruals for a Post Doctoral
employee.

Click in the Empl ID field.

47. Enter the desired information into the Empl 1D field. For this example,
enter 10004045

48, Click the Search button.
Search

Last changed on: 4/1/25 Page 13



UCPath Task:

View Employee Absence Balance Data

OF
ALIFORNIA o

Absence Administration

ch in Menu

Admin - Review Absence Balance

As of Date: [00/30/2024 Q

10004045 LVD-Ursula LVD-Rouland

Di
please contact your local leave administrator

Retirement Service Cradits 2

Current Balance Personaize | Find | (0| [}l First (4 13013 0 Last
Leave Beginning Balance Taken Eamed Adjustments Ending Balance
Empioyment Service Months. 31.00 0.00 1.00 0.00 3200
Post Do PTO 182.00 000 000 0.00 18200
Post ok 085.00 0.00 0.00 0.00 0600 ¥

Ending balances only reflect absences that have been processed as of the date displayed. For the most up-to-date FMLA, PECS, 18 PFCS balance,

For retirement

Accrual For Pay Period By Appointment

0 ACFYPDOC

|oh Returnto Search || (=] Notify

Empi Record Eligibility Group  Department Position

FOSTOOC-EMPLOYEE

please login o https lfuonet universityofealifornia how-to-guide html

Job Code

FOSTDOC-EMPLOYEE

Disclaimer : A month of qualifying service is sarned when you are on pay status for at least half the number of working hours in the month or the quadriweekly cycle

New Window | Help | Personalize Page

Personalize | Find | (71| [

Pay Period Vacation Vacation Sick
Hours Service Fastor Ascrued Facior EXIE) HERE

1201'¥ 0.000000 0.000000 0.000000 0.000000 0.000f

Step

Action

49.

The Admin - Review Absence Balance page displays Ursula's leave accrual
balances as of 09/30/2024.

50.

The Current Balance section displays Post Doc PTO and Post Doc Sick leave
accrual balances.

51.

Post Doc PTO and Post Doc Sick leave accruals are front-loaded (awarded) to the
employee for the entire anniversary year at the start of each anniversary year. This
means that Post Doc employees do not earn leave hours on a monthly or on a
quadri-cycle.

The front-load leave accrual amount is prorated for the anniversary year based on
the employee's Expected End Date on the Job Data page. Unused Post Doc PTO
does not carry over to the next accrual year. Unused Post Doc Sick does carry over
to the next accrual year.

52.

Click the Return to Search button.

|2" Return to Search

Page 14
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[OF | » th View Employee Absence Balance Data
CALIFORNIA a

Absence Administration

Mew Window | Help
Admin - Review Absence Balance

Find an Existing Value
Search Criteria
Enter any information you have snd click Search. Leave fields blank for a list of al values,

) Recent Searches [ Choose from recent searches ¥ # [ SavedSearches [Choose from saved searches v|#

Empl ID [Begins with v | 10004045
Name [Gegine with + |

v Showr mare opticns.

Search Clear [] Save S=arch

Search Results
Tresult User ID "10066650", Empl ID "10004045"

Empl ID Mame

10004045 LVD-Ursuia LVD-Rouland >

Step Action

53. Click the Clear button.
Clear
54, Now review another leave accrual example: an employee who is reaching the leave

accrual maximum.

Enter the desired information into the Empl ID field. For this example,
enter 10007049.

55. Click the Search button.

Search

Last changed on: 4/1/25 Page 15



UCPath Task:
View Employee Absence Balance Data OF |

rch in Menu

Absence Administration

— New Window | Help | Personalize Page
ISl | Search Rer=on Admin - Review Absence Balance

W Extended Absence v | AsofDate: 00302024 Q
10007040 LVD-Micole LVD-Lefebure
1 Manage Accruals/Balances ~
Current Balance Personaize | Find | (20| [ First ¢ 130f3 b Last
Admin - Review Absence Leave Beginning Balance Taken Eamed Adjusiments Aconual Max
Balance
Vacation 276.02 000 11.08 000 282,00 28200 ¥
Career & Benefits Elig Hrs INQ Sick 28208 000 775 000 20068 000 0
Empioyment Servioe Months 185.00 .00 1.00 000 168.00 0.00 0 -
Manage Accruals o N N
Disclaimer: Ending balances only refect bsences that have baen processed a5 of the date displayad. For the most up-to-date FMLA, PFCE, U8 PFCS balance,
piese contact your local leave soministrator.
Manage Accrual Transactions Retirement Service Credits 2
For refirement service credit I please login to htips:iiucnet uriversityofaiftorni h ide himi

Upload E-0284 File
Accrual For Pay Period By Appointment

Personalize | Find |

Empl Record Eligibility Group  Department Pasition Job Code Fay Ferod service: e e e Sick Accrued
- Cirfor Nano Sci& | RSCHAND DEV RSCHAND DEV. - .
o|sTarroR . [t et 188.00 Y 008231 11077583 0.046154 7783872

Disclaimer : Amonth of qualifying service is eared when you are on pay status for at least half the number of working hours in the month or the quadriweekly cycle

[Z* Return to Search 7] Motify

Step Action

56. UCPath displays Nicole's leave accrual balances as of 09/30/2024.

57. Note that there is an additional column in the Current Balance section. The
Approaching Max column appears when an employee is approaching or has
reached the leave accrual maximum for a leave accrual type. In this example, the Y
on the second row indicates the employee will soon reach the Vacation accrual
maximum.

58. Click the Return to Search button.

|2 Return to Search

Page 16 Last changed on: 4/1/25
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View Employee Absence Balance Data

Absence Administration

~+ Show mare apfions
Manage Accruals
Search

Manage Accrual Transactions

Search Results
Upload E-084 File

. New Window | Help
f— Search Person N
Admin - Review Absence Balance
1 Exiended Absence v Find an Existing Value
Search Criteria
7 Manage Accruals/Balances ~ Enter any information you have and click Search. Leave fields biank for 2 st of all values.
a 3 ©) Recent Searches  [Choose from recent searshes ~]# [ Saved Searches [Choose from saved searches ~
Admin - Review Absence
Balance
et 0 [Eegra s ] 0007
(Career & Benefils Elig Hrs INQ i - 1ooarese
Name [begins with ¥

1result User ID"10066650", Empl ID "10007049"

Clear [] Save Search

\ﬁewAM Fist 4 1o0f1 b Last
Step Action
59. Click the Clear button.
Clear

60.

enter 10006511.

Now look at another example: an employee who has no leave accrual balances.

Enter the desired information into the Empl 1D field. For this example,

Click the Search button.

Search

61.

Last changed on: 4/1/25
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UCPath Task:
View Employee Absence Balance Data OF |

Absence Administration

Admin - Review Absence Balance

As of Date: 12012017 Q

10006511 LWD-Yuaniin LVD-Konrad
Current Balance Personaiize | Find | (21| [~ Frst (4 1of1 0 Last

Leave Beginning Balance Taken Eamed Adjustments Ending Balance
Empioyment Service Months 0.00 0.00 0.00 0.00 000
Disclaimer: Ending balances only refiect absences that have been processed as of the date displayed. For the most up-to-date FMLA, PFCB, U18 PFCB balance,
please contact your local lsave administrator
Retirement Service Credits 2,
For retirement please login to tfps-uenet how-to-guide niml

Accrual For Pay Period By Appointment

Personalize | Find | @] [}~ First 4 10f1 & Last

Empi Record Eligibility Group  Department Position Job Cods Fay Period Sarvice == e | SickAccrued  PTO Factor PTO Accrued

D 0 UCALL SOM OBVGYN ASSTELN ASSTCUN 0.00 N 0.000000 0.000000 0.000000 0.000000 10.000000 0.000000
= PROFVOL  PROFVOL - : - -

Disclaimer - A month of qualifying service is earned when you are on pay status for at least half the number of working hours in the month or the quadriweekly cycle

There are no Absence Balances to display.

|57 Retum to Search || (2] Notify

New Window | Help | Personalize

Page

Step Action

62. The Admin - Review Absence Balance page appears for Yuanlin Konrad. Notice
that the text in red font states that there are no absence balances for Yuanlin for the
selected period. Remember that changing the As of Date may display balances for

other periods.

63. Click the Return to Search button.

|z Return to Seanch

Page 18
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UNIVERSITY

ath

UCPath Task:
View Employee Absence Balance Data

Absence Administration

Admin - Review Absence Balance

Find an Existing Value
‘Search Criteria

Enter any infarmation you have and click Search. Leave fields blank for a fist of all values,

) Recent Searches | Choose from recent searches ¥ |# [ Saved Searches

Empl ID [Eegins with ¥ ] (10008511
Name [Gegin with + |

v Showr mare opticns.

Search Clear [] Save Search

Search Resuits
1result User ID"10066650", Empl ID "10006511"

Mew Window | Help

[Shoose from saved searches v &

View All | First 4 1of1 b
Empl ID Mame
10008511 LVD-Yuanlin LVD-Konrad 2
Step Action

64.

Click the Clear button.

Clear

65.

You have reviewed leave accrual balances for multiple employees.

End of Procedure.
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