
Employee Self Service 
Time Off Information 

 
After you log into Employee Self Service, in the main menu, you will see a link to Time Off Information.  Click 
on this link to access your time off records. 

 
 

 
A page displaying your Time Off Information 
will appear.  The top portion of the page 
contains a summary of your current Time Off 
balances and the Time Off you have taken. 
 
Your maximum allowable sick time and 
vacation hours are displayed. 
 
Under Employee Detail, you can see your 
vacation balance by month (as time will be 
accrued).   The hours in blue are your projected 
vacation balances based on your current 
employment status. 
 
You can look at all of your Time Off 
information, or just information for the current 
or previous year. This system began on 1/1/08 
so no information prior to that date is available. 
You may also view the Time Off information 
of employees who report directly to you (see 
“Viewing Your Direct Reports’ Time Off 

Information” below).  You can see even more detail about Time Taken and Time Added by “checking off” the 
boxes under the Time Taken and Time Added banners. 
 
 Check off these boxes to see more detail about the 

time you have taken off and the time that has been 
added for you.
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If you want to see the vacation time you have taken, 
check off the “Vacation” box.  If you want to see the 
sick time you have taken, check off the “Sick” box.  
In the same way, you can also check your personal 
time.  Bonus Days are awarded to non-exempt staff 
only. 
 
You can also view time that has been accrued or 
awarded by checking off the “Accrual & Awards” 
box.  
 
 
You may select all the boxes to view all your time 
taken and time added. 
 
 
 
 
 
 
 
 
Viewing Your Direct Reports’ Time Off Information 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on “Select Employee” to view an 
employee’s information. 

The name of the employee you are 
viewing will appear here, in red. 

Click here to return to viewing your own 
information. 

 
You can view the Time Off information of employees who report directly to you by clicking on the “Select 
Employee” button in their row.  Under Employee Detail, you will see the employee’s name appear in red letters 
letting you know you are viewing their data.  Once you are finished viewing the employee’s data, you may 
select another employee by clicking on their “Select Employee” button, or you may return to viewing your own 
record by clicking on the “Return to your record” button near the top of the page. 
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