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Leave Statistics by Employee 
 
 
 
The Report Request Parameters page will appear.   
 
3.  Complete the Report Request Parameters 
  
× From Date:   MMDDYYYY format.  The begin date for the 

report.   
 

× Through Date:   







6 

Leave Statistics by Employee 
 
6.  View or Print the Report 
 

After selecting "OK" … HRIS will return to the Report Request 
Parameters page.   

 
 
  

k Report Manager 
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Leave Statistics by Employee 
 

Report Manager - Set Up Report List 
Select the Administration Tab: 

 
 
X Status Edit Box = Posted or Blank 
 
X Select  "Refresh"  to View Report List 

 
X 
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Leave Statistics by Employee 
 
 
Process Monitor 




