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Click +Add to add a row.

Field Description

Leave Type|Click | to select the two-digit code identifying the specific type of leave being recorded
for the selected employee. The Leave Type - Status lookup sort order is by status, and
then leave code.

Begin Type the amount of leave for the employee at the beginning of the current pay period.

Earned Type the amount of leave earned by the employee as of the current pay period. The
earned totals are updated by payroll transactions.

Used Type the amount of leave used by the employee during the current year as of the
current pay period. The used totals are updated by payroll transactions.

Balance Displays the amount of leave still available for use by the employee as of the current
pay period. The number displayed is calculated by the system based on the options
selected for the leave type.

Click Save.

2026/01/28 13:54 1 body



https://help.ascendertx.com/test/business/lib/exe/detail.php/images/smallpicklist.gif?id=general%3Ahumanresources%3Amaintenance%3Astaffjobpaydata%3Aleavebalance%3Abody

Business

ASCENDER

ELEVATING TECHNOLOGY SOLUTIONS

ASCENDER GUIDES

74 ASCENDER.

ELEVATING TECHNOLOGY SOLUTIONS

Back Cover

2026/01/28 13:54 2 body



	Table of Contents

