View and Application of Accruals
Viewing Current Leave balance:
Log in to Self Service, click the Administration tab. Under HR Inquiry, click Vacation/Sick Report, and then the
tab for Employee and enter information.
Here you can view an employee leave balances, as currently as the last payroll month processed.

Application and Exhaustion of Accruals (Completed before processing leave of absence):
Employees have access to leave sick leave and vacation accruals on the 1st of the month following the month
earned. For example, November’s leave accruals are available to be used on December 1st. As long as sufficient
paid leave accruals are available, appropriate payroll codes are used in accordance with the employee’s
classification and university policy/practice.
If an employee is absent and will exhaust available paid leave accruals, a leave of absence must be processed for
full days or more, prior to payroll cut off, to prevent overpayment. The Vacation/Sick Report above, as well as
department attendance information if necessary, can be used to determine date of exhaustion. Note: Leave
accrues for each day an employee is in pay status when scheduled, but not for full days of absence. If an
employee is not in full pay status for months following the Vacation/Sick Report, it may be necessary to estimate
earned accruals. See the FSDS website for more information regarding leave of absence transactions.
Exceptions: If the employee has had a work injury, has catastrophic leave donations, or has applied for Long
Term Disability, leave accruals are applied up to the current day before processing a leave of absence. If an
employee is exhausting leave accruals due to a work injury, Worker’s Compensation will complete time records;
for catastrophic leave donations and LTD, University Payroll or Benefits is available to assist with questions on
how to apply accruals and any donations.
If accruals are exhausted and an unpaid leave is necessary, refer to FSDS website for HR Representatives,
regarding Types of Unpaid Health-related Leave.

