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Employee ETR Detail - Employee time record information by employee. 
 
What is this report? Individual employee leave report noting date and hours absent, type of absence by 
code, for the period of the most recent ETR and to the earlier of 1999 or their start date of employment. 
 
When would I use this report?  To see a quick overview of an individual employee’s absence.  This 
report does not give the day of absence, it gives the date.   

How do I find this report? 
• Log into Employee Self Service 
• Click on the Administration tab 
• Under Data Access click HR Reports 
• Click on Leave Reports then Employee ETR Detail  
• Under Select Criteria, enter search criteria, and under Choose Format, select Excel Format (best 

option to sort/analyze data) 
• Click Continue 
• Open file in Excel workbook, click yes if prompted when opening file.   
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Employee Leave Detail - Vacation/Sick leave detail information by employee.  

What is this report?  This report provides the hours an employee accrues and uses by employee name, # 
hours, code, and action date (date used/earned). 
  
When would I use this report?  When wanting to review what an employee accrues. 

How do I find this report? 
• Log into Employee Self Service 
• Click on the Administration tab 
• Under Data Access click HR Reports 
• Click on Leave Reports then Employee Leave Detail  
• Under Select Criteria, enter search criteria, and under Choose Format, select Excel Format (best 

option to sort/analyze data) 
• Click Continue 

Open file in Excel workbook, click yes if prompted when opening file.   
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Employee Vac/Sick by Dept - List of a department’s employee’s used sick, vacation, family care giving 
leave, adoption, and FMLA for a given period of time. 
 
What is this report?  When wanting to review accruals of all employees in a specific org or department 
within a date range.  Report provides a listing of employees with leave used during a specified time 
period.  Leave is identified as Vacation, Sick, FCGL, Adoption and FMLA.  
 
When would I use this report?  Shows a department at a glance and who is using leave and who is not, 
the amount of leave used, and can be a tool to evaluate if employees are over or under using leave.   

How do I find this report? 
• Log into Employee Self Service 
• Click on the Administration tab 
• Under Data Access click HR Reports 
• Click on Leave Reports then Employee Vac/Sick by Dept  
• Under Select Criteria, enter start/end months and Org, then under Choose Format, select Excel 

Format (best option to sort/analyze data) 
• Click Continue 
• Open file in Excel workbook, click yes if prompted when opening file. 
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Vacation/Sick by Dept - Vacation/Sick information by department. 

What is this report?  This report shows the all department employees most recent ETR submitted to 
HRIS.  It will list all accrual balances and leave used in the most recently submitted ETR.  It does not 
show FMLA used. 
 
When would I use this report?  When wanting to review the department as a whole and evaluate who 
has sufficient balances, those employees using leave, and review at a glance all employees accrual 
balances.   

How do I find this report? 
• Log into Employee Self Service 
• Click on the Administration tab 
• Under Data Access click HR Reports 
• Click on Leave Reports then Vacation/Sick by Dept  
• Under Select Criteria, enter search criteria, then under Choose Format, select Excel Format (best 

option to sort/analyze data) 
• Click Continue 

Open file in Excel workbook, click yes if prompted when opening file. 

 
 



HRIS Leave Reports Quick Sheet  
Sort out employees with Non Benefit Earning Appointments from all reports.  

5 UI FSDS July 2013 

 
Vacation/Sick by Emplid - Employee’s vacation, sick, family caregiving leave, comp, holidays accrued, 
used, balance and maximum amounts YTD. 
  
What is this report?   Displays the accruals and is similar data to the first report (Employee ETR Detail).  
 
When would I use this report?   To view an easy to read summary of accrual use for an employee YTD.  

How do I find this report? 
• Log into Employee Self Service 
• Click on the Administration tab 
• Under Data Access click HR Reports 
• Click on Leave Reports then Employee Vac/Sick by Emplid  
• Under Select Criteria, enter search criteria, then under Choose Format, select Excel Format (best 

option to sort/analyze data) 
• Click Continue 

Open file in Excel workbook, click yes if prompted when opening file. 
  

 
 


