
Viewing a Member’s Leave Balance  

 
Introduction This guide provides the procedures for viewing a member’s leave balance 

in Direct Access. 

 
Procedures See below. 

 

Step Action 

1 Select the Pay Calculation Results link from the Pay Processing Shortcuts 

pagelet. 

 
 

2 Enter the member’s Empl ID then click Search. 

 
 

3 Click on the most current end-month calendar. 

 
 

  

Continued on next page 

  



Viewing a Member’s Leave Balance, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 The Calendar Group Results tab will display. Click the Accumulators tab. 

 
 

5 Click Last to get to the correct Calendar ID, then click View All in the 

Accumulators section. 

 
 

  

Continued on next page 

  



Viewing a Member’s Leave Balance, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 Scroll down to the last Accumulator. 

 
 

7 The very last Accumulator is the member’s current Leave Balance. To view 

another member’s Leave Balance, click the Return to Search button. 

 
 

  

 


