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ESS - Leave - Check you Leave balance

1 Navigate to your profile
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2 Click "Dashboard"

3 Click "Leave"
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4 Navigate to Leave Balances

Alert!
Please note that the leave types displayed are based on your role.
The details shown here are from a test user
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5 Select your preferred format for viewing leave balances: days, hours, or weeks.

The ‘Available’ field shows the amount of leave you will have once your pending
applications are approved.

6 Use the "Future Date" field to select your preferred date and view your projected
leave balance as of that time.
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7 Select your preferred date

8 Click "Predict"
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9 View your projected leave balance for a future date.


