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# Instructions Screenshot 

1 

The Leave Balances 
report displays leave 
balances by type of 
leave for each 
employee. 
 
TIP:  Non-accrued 
balances (e.g. Jury, 
Compassionate leave) 
will display a negative 
balance if leave is 
taken. 

 

2 

The Year to Date 
Leave Summary report 
shows the Carry-over 
balance, plus hours 
Accrued and Taken. The 
current Balance is 
displayed in the far 
right column. 

 

3 

You can filter the Year 
to Date Leave Summary 
by type. For example, 
to display only Vacation 
leave, filter by the code 
VAC before executing 
your report. 

 

Leave reports	  

FAST HR Quick Guide	  
	  

This quick guide describes the reports available under the FAST HR Leave tab: Leave Balances, 
Year to Date Leave Summary, Leave Details, Leave Approval Status,  UVic Leave Calendar 
Month at a Glance and Leave Liability Report. These custom UVic reports provide current 
information on all types of employee leave, including vacation, sick and CTO.   
 
If your department is participating in the leave tracking project, the leave reports will display 
leave information for CUPE, PEA, ME and Exempt Support Staff. If not, the reports will show 
leave balances for CUPE employees and Exempt Support Staff. 
 
For more resources, including a guide on FAST HR codes, visit www.uvic.ca/hr/fasthr. 
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4 

Filtering by the VAC 
code produces a report 
that shows vacation 
balances for each 
employee. 

 

5 
Click on the hyperlink 
in the Taken column to 
view details. 

 

6 

The details screen 
shows the number of 
hours taken plus the 
date and day of the 
week. 

 

7 

TIP: The Year to Date 
Summary also provides 
the hourly rate of pay 
for each employee. This 
information may be 
useful for producing 
leave liability and other 
reports. 

 

8 

The Leave Approval 
Status report displays 
the status of leave 
approvals.  
 

 
 
 
Not Started = The employee has not started the monthly report. 
In the Queue = The employee has started the report but not submitted it. 
Pending = The report is waiting for the supervisor’s approval. 
Overridden = A proxy has approved on behalf of the assigned approver. 
Completed = The report has been submitted and approved. 
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9 

You can filter by month 
to view whether leave 
approvals have been 
completed. 

 

10 

In the example shown 
for March 2015 (month 
3), four of the leave 
reports have been 
started but not 
completed by the 
employee (In the 
Queue). One has been 
submitted by the 
employee and is 
waiting for approval 
from his or her 
supervisor (Pending). 

 

11 

To view the UVic Leave 
Calendar Month at a 
Glance report, enter a 
year and month on the 
Filter Options page 
before executing the 
report. 

 

12 

The report displays 
employee names on 
the left and days of the 
month at the top. If an 
employee has taken 
leave, a leave code will 
appear in the 
corresponding box.   

13 

A legend of leave codes 
is available under Page 
Notes at the bottom of 
the screen. 
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14 

TIP: The calendar is 
available for six months 
into the future. You can 
view any planned 
vacation or other leaves 
that employees have 
entered in their web 
leave reports.  
 
 

CAUTION:	  Leave	  reports	  should	  only	  be	  approved	  by	  supervisors	  at	  the	  end	  of	  each	  
month,	  as	  actual	  leave	  taken	  may	  differ	  from	  planned	  leave. 

15 

To calculate leave 
liability for your 
department, use the 
Leave Liability Report. 

 

16 

On the Filter Options 
screen, enter a 
Timesheet Org and a 
Leave Type (e.g. CTO or 
VAC). 

 

17 

The report will calculate 
outstanding leave 
liability by multiplying 
any outstanding leave 
balances by the 
employees’ hourly 
rates. 

 
	  


