Job Aid

View Absence Balances of Employees

newstable.secure.gus

This Job Aid walks through the process of viewing absence balances of employees in GUS HR.

This job aid can be used by Line Managers.
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Step Action

Springboard.

1. Click the Home icon at the top right of the screen to access the Gus Cloud

2. Click the Navigator icon on the top left of the home page.
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3. Click on My Team.
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4. Hover over the employees name and click on the orange circle with an i in it that pops up
next to the name.
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View v Format » 4= Add  Dates Lastsicmonths ¥ Absence Type ¥ Status

Dates

Mo data to displav.

Absence Type
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Step Action
5. Click on Absences and then click on Manage Absence Records.
Assistant Professor
Recent Actions Manage Absence Records
Manage Work Schedules

Absences

6. Previous absences will be listed to view.
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7. Accural balance information is also listed to view for that employee.
View w Format » <= Add Dates Last six months ¥  Absence Type A Status A (-]
Dates Absence Type
Jo data to displav.
4 Accrual Balances
Plan %gnce Calculation Balance
Comp Time Bank - Mon - Exempt 92416 24 Hours
Discretionary Day 92416 8 Hours
Shared Leave 92416 0 Hours
Sick - Mon - Exempt 92416 163.8 Hours
Vacation - Non - Exempt 92416 37.9 Hours
8. Click to see the details of the accural balance plan for that leave type (sick,
vacation, etc.)
Sick - Non - Exempt 9/24/16 163.8 Hourg
9. Click Details to view that employees leave details for that leave type.
Accrual Plan Balance : Sick - Non - Exempt
Balance Calculation Date 9/24/16 p*e (]
Plan Period Start Date  7/1/16
Balance 163.8 Hours
Summary | Details
View v Iz Detach
Date Type Reason Value Projected
9/11/16 Initialized balance 163.8
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