
 

 

LEAVE STATISTICS BY EMPLOYEE 

Purpose:  The Leave Statistics by Employee report is a useful tool for tracking an employee’s 

leave usage for a specific period-of-time.  (i.e., how much sick leave was used in a year) 

Data on this report includes:    

 Employee Name 

 Emplid 

 Record # 

 Pay Period End Date 

 Earning Code 

 Day of the Week (when leave was used) 

 Weekly Totals (total hours under each earning code) 

 Total (two week combined total hours for each earning code) 

 OPRID (Operator ID – user ID of the individual who entered the leave in HRIS) 

 Action Date (date the leave was recorded in HRIS) 

Frequency:  Run this report as needed.  Typically, this report is run when there is an inquiry 

regarding leave usage.   

Instructions: 

1. Access Time and Leave –  

 

 



2. Access Reports –  

 

 

3. Access Time Reports –  

 

4. Access Leave Statistics by Employee –  

 



5. Enter a Run Control ID.  If a RUN CONTROL ID DOES NOT EXIST, select "Add a New Value” 

tab.  A "Run Control ID" edit box will appear.  Enter a run control ID of your choice and click 

the "Add" button.  Note: This procedure only needs to be done ONE TIME. Once the Run 

Control ID is created, it may be reused for any HRIS report. When creating a RUN CONTROL 

ID, please keep the Run Control ID short and use only alphabetical letters or numbers. 

 

6. Complete the Report Request Parameters for the “From Date” and the “Through Date” 

along with the “Emplid”.  The from and through should reflect pay period end dates for the 

timeframe being reviewed. 
 

 
 

7. Click the Save button and then the Run button.  By clicking “Save”, the report parameters 

will be retained.   
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8. Access the Process Scheduler Request page. Set up Process Scheduler Request Page Server 

Name: PSUNX - Type: Web – Form.  Click the “OK” button to run the report. 

 

 

 

9. When the Status displays “Posted”, the report is complete and may be accessed.  Click on 

the “Details” link and view the “Report Detail”.  

  

 

 

10. Access the Report Manager.  Click on the “PDF” to access the report -  

 

 



11. Review the report - 

 

12. In the example above, the employee reported several types of leave – holiday credit, 

inclement weather, regular hours, vacation and sick leave.   

 

o Wk1 and Wk2 - displays the totals for each type of leave.   

o Total - displays the leave totals for both weeks.   

o OPERID - displays either the internal timekeeping system, the supervisor or the 

timekeeper who clicked the time OK to process.   

o ACTN DT - displays the pay period   For Week Two (WK2), he used 4 hours of 

vacation leave on Thursday.   

This report may be run for one pay period only or multiple pay period.  This is a good report for 

tracking hours for temporary employees.  It is also good for reviewing leave usage.   

Questions regarding this report may be directed to Human Resources, (785)532-6277. 

 

   


