Aesop for Administrators - Access your own Leave Balances

1. Select Reports from the menu options on the left of the screen
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There are no unfilled absences or vacancies for this date

2. Select Report Writer from the menu options, identify the Absence Reason
Balance Report and select Run with New Filters
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3. Enter your name into the Employee Full Name box and select Run
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4. A new report dashboard will appear and your report should be listed at the
top.
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5. Select View Details in blue to review your leave balances. You can also use
these steps to review the leave balances for any employee you have access
to in Aesop should you have questions about their usage. The report will be
emailed to you or you can select Web Page from the download results dialog
box that will populate.

Report Run

Started 1/24/2017 2:34:20 PM
Finished 1/24/2017 2:34:20 PM

Download Results

Web
Page

Notification emailed to Your Email Address




