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Viewing Member’s Leave Balances

This guide provides the procedures to view a member’s leave balance
and review the breakdown of a member’s leave usage in Direct Access

(DA).
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13 April 2023

View a Leave Balance — Procedure 1

Introduction This section provides one procedure for viewing a member’s leave
balance in DA.

Procedures See below.

Step Action
1 Click on the Pay Processing Shortcuts Tile.

Pay Processing Shortcuts
[0’

1.5 | The default Pay Calculation Results option will automatically display.

~ Pay Calculation Results

% Element Assignment By Payee

“— One Time (Positive Input)

2 Enter the member’s Empl ID and click Search.
Results by Calendar Group

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

EmplID | begins with v | 1234567

Empl Record = v
Calendar Group ID | begins with v Q

Name | begins with v

‘ Clear Basic Search E" Save Search Criteria

Continued on next page
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View a Leave Balance — Procedure 1, Continued

Procedures,
continued
Step Action
3 Click on the most current end-month calendar.

Search Results

View All

Empl ID
1234567
1234567
1234567
1234567
1234567
1234567

1234567

Empl Record Payment Date
C.

0

Calendar Group ID Name

Jackie Brown

12/01/2022 C122111
11/15/2022 C122110
11/01/2022 C122101
10/14/2022 C122100
09/30/2022 C122091
09/15/2022 C122090
09/01/2022 C12208

Jackie Brown

Jackie Brown

Jackie Brown

Jackie Brown

Jackie Brown

Jackie Brown

Continued on next page
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View a Leave Balance — Procedure 1, Continued

Procedures,

continued

Step

Action

4

The Calendar Group Results tab will display. Select the Accumulators tab.

[ Calendar Group Results Earnings and Deductions Accumulators Suppoerting Elements

Jackie Brown Employee EmplID 1234567 E
Calendar Group ID  C122111 202211 ON-CYCLE AD END MONTH

Segment Information by Calendar

EIEY

Use the arrows in the Calendar Information section to get to the correct
Calendar ID (usually the last one), then click View All in the Accumulators
section.

Calendar Group Results Eamings and Deductions | Accumulators | Supporting Elements
Jackie Brown

,,,,,,,,,,,,,,,,,,, Employee EmplID 1234567 Empl Record 0

Calendar Group ID  C122111 202211 ON-CYCLE AD END MONTH
Calendar Information ‘ Q‘ I I 14 H q | 30f3 v
CalendarID CGACT 2022MME Pay Group USCG
Segment Number 1 Version 1 Revision 1
Gross Result Value 3,95?,433 usD Net Result Value 3 156 255 usp

Accumulators

|=|a 1soes || b [ b
Accumulator Results User Keys 1>

Period Element Name Amount Description From Through

Seament All WAGES 3RD7 RANANNET Al Wanese suhiert Tranait Tay 11/1B/2027 1173019027

Scroll down to the last Accumulator. The LEAVE ENT_BAL is the member’s
current leave balance. The Custom Period section also shows how much leave
the member has sold to date. To view another member’s leave balance, click
Return to Search.

Custom CGAC LEAVE

Period S0LD 20.000000%7 Sold Leave Accumulator 01/01/2004
Custom CG AC MEDICAR

/!
P BN 31.16000057 MEDICARE Previous Month 01/01/2004
Custom
e CGAC MGIB BAL 1200.00000055 MGIB Basic Balance 01/01/2004
Custom CGAC DAS PBCK

/!
P BAL 868.4700005] OASDI Deferral Paid Balance 01/01/2021
Custom CGAC OASDI
e T 13325000055 OASDI Previous Month 01/01/2004
Custom P
oy FWT AC PRMM 176.01000055 FWT Previous Month Value 01/01/2004
g:ﬁ‘ﬂ”dm LEAVE ENT_BAL 800000005 |Leave Entitiement 01/01/2004

Calendar Group Results | Earnings and Deductions | Accumulators | Suppeorting Elements
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View a Leave Balance — Procedure 2

Introduction This section provides a second procedure for viewing a member’s leave
balance in DA.

Procedures See below.

Step Action
1 Click on the Pay Processing Shortcuts Tile.

Pay Processing Shortcuts
[0’

1.5 | The default Pay Calculation Results option will automatically display.

~ Pay Calculation Results

% Element Assignment By Payee

“— One Time (Positive Input)

2 Enter the member’s Empl ID and click Search.
Results by Calendar Group

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

EmplID | begins with v | 1234567

Empl Record = v
Calendar Group ID | begins with v Q

Name | begins with v

‘ Clear Basic Search E" Save Search Criteria

Continued on next page
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View a Leave Balance — Procedure 2, Continued

Procedures,
continued
Step Action
3 Click on the most current end-month calendar.

Search Results

View All

Empl ID
1234567
1234567
1234567
1234567
1234567
1234567

1234567

Empl Record Payment Date
C.

0

Calendar Group ID Name

Jackie Brown

12/01/2022 C122111
11/15/2022 C122110
11/01/2022 C122101
10/14/2022 C122100
09/30/2022 C122091
09/15/2022 C122090
09/01/2022 C12208

Jackie Brown

Jackie Brown

Jackie Brown

Jackie Brown

Jackie Brown

Jackie Brown

Continued on next page
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View a Leave Balance — Procedure 2, Continued

Procedures,

continued

Step

Action

4

The Calendar Group Results tab will display. Select the Accumulator tab.

[ Calendar Group Results Earnings and Deductions Suppoerting Elements

Jackie Brown Employee Empl ID 1234567 E

Calendar Group ID  C122111 202211 ON-CYCLE AD END MONTH

Segment Information by Calendar

EIEY

Use the arrows to scroll to the last Calendar and then click the back arrow. The
CG ABS TK Calendar ID will display. The Leave Entitlement (balance) is
shown in the Custom Period with the LEAVE ENT_BAL Element name. This
balance reflects all leave that has been processed in DA.

Calendar Group Results Eamings and Deductions I Accumulators } Supporting Elements
Jackie Brown Employee EmplID 1234567 Empl Record 0
Calendar Group ID  C122111 202211 ON-CYCLE AD END MONTH
Calendar Information ‘ Q ‘ | | 14 |E 20f3 v ‘ » ‘ ‘ | ‘
Calendar ID} CGABS TK 2022M1ME Pay Group USCG
Segment Number 1 Version 1 Revision 1
Gross Result Value 0007 UsD Net Result Value 0,005 usD
Accumulators
‘ = H Q | View All
Accumulator Results User Keys 113
Period Element Name Amount Description From Through
TOT
Year to Date DEDUCTIONS 9469.94000055 Total Deductions YTD 01/01/2022 12/31/2022
YTD
TOT
Year to Date EARNINGS 83102160000 1| Eamings YTD 01101/2022 12/31/2002
YTD =
Custom LEAVE .
Period ENT_BAL 80.000000%7 Leave Entitlement 01/01/2004
Calendar Group Results Earnings and Deductions | Accumulators | Supporting Elements




