Display Leave Quotas for an Employee (PUOC_10)
From the SAP Easy Access PCSB Menu Screen:
Click the Expand Icon to the left of: PCSB Menu > Payroll
Double Click on Display Remuneration Statement
The Off -Cycle Workbench screen is displayed.
Enter the Employee’s Personnel Number
Press Enter or Click the Green Check

The Employees Payroll History with their Name, Payment date, Payment number and Amount is displayed.

B8 Histary |
Payroll history
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Click the box to the left of the Pmt date that you wish to display to highlight.

Click the Rem. Statement button at bottom left of screen (scroll down to see the Rem. Statement button). B Rem. statement

Scroll to the bottom of the page by using the scroll bar to the right of the screen.

TOTAL EARMIMGS 2,645.83
Holdback Balance [ERE]E]
UMPATID ABSEMCES o. oo TOTAL DEDUCTIOMS 45 . 30-
TAXES CURREMT CAL . YTD SUMM AR
lWithholding tax 311 .96 3,274 44 Tot Gross 2,645 .33
Soc. Security 1682 .26 1,512 56 Retro.Diff o. oo
Medicare 3F .95 353.74 Total ded 45 . 30-
EIC o. oo o. oo Total tax 512 . 17-
TOT TAXES 512 .17
NET PAY 2, 086 .36

REGULAR PRE GB/30/755 FERSOMAL
LEAVE DATA SICK LEAVE SICK LEAVE LEAWVE WACATION CoMP TIME
Beg Balance 94 00 o. oo 3200 343 . 00 o. oo
Added 5.00 o. oo 13. 00 o. oo
Taken 5.00 o. oo g.o0 24 .00 o. oo
Corrections o. oo o. oo o. oo o. oo o. oo
End Balance 94 .00 o. oo 24 .00 33Z2. 00 o. oo
¥OUR EMPLOYER COMTRIEBUTED RETIREMEMT & IMSURARNCE 4389 12
Het pay 2,086. 368

Leave Data reported thru that pay period is displayed: If leave has been taken and paperwork was turned in after the cutoff date for
that month, it will not reflect in the ending balance of that month but will reflect in the beginning balance of the next month.

The System Displays: Regular Sick Leave, Pre 6/30/85, Personal Leave, Vacation, Comp Time, (If applicable). Under each
heading you will see the Beg Balance for that pay period in hours, the hours Added, the hours Taken, any Corrections, and the End
Balance.
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Personal Leave Balance is included in your Regular Sick Leave Balance (it is not in addition to).

To Verify L eave Taken after the Cut off Date and the First Day of the Next Month: Open a New Session
Type PA20 in the Command Box, Press Enter or Click the Green Check
Or
From the SAP Easy Access PCSB Menu Screen: Click the Expand Icon to the left of: PCSB Menu > Human Resources
Double Click on Display Employee Information

IMPORTANT: If the Find by Window on the left side of the screen is open, close it.

To Close the Find by screen:

Click on the word Settings on the Tool bar
Click on Hide Object Manager

Enter the Personnel Number of the Employee that you wish to display in the Personnel no field.
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Click on box to the left of Absences, Click on the Radio button all under the Period criteria

Click on the Maintain overview icon (it looks like two mountains with sun over it).
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Leave types dates and hours will be displayed for the employee.
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