Viewing Team Leave Balances
As a Manager you have the ability via HR Online to review leave balances linked to staff who report directly to you as well as those further down the reporting line structure. As depicted in figure 1 the Manager role is able to view all leave balances attached to each staff member within their reporting line hierarchy. 
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Figure 1 - Team Reporting Line Hierarchy
The first step in the process is to log into HR Online. Once you have logged in follow the steps below, also outlined in figure 2, in order to arrive at the <Team Leave Balances> window.
1. Click on the <My Team1> panel tag. If this tag is not available and you do manage staff that report directly to you, contact HROnline@canberra.edu.au to have this functionality installed for you.
2. Step 1 will load various <My Team> options on the blue banner that runs from the far left to right of your screen. These options are hyperlinks. Click on the <Leave2> hyperlink.
3. Step 2 will load relevant options beneath the blue banner and to the left of screen. Click on the <Team Leave Balances3> option.

Following step 3 above, the search screen at figure 3 will display.  Select the leave code you wish to search on, or leave blank for all leave codes. In the example below (figure 3) Recreation Leave has been selected.
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Figure 2- HR Online Header
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Figure 3 - Parameter Form
Click on the <Find> button to generate the following online report.
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Figure 4 - Recreation Leave Balances
· The first report (as above) will list all staff that report directly to you. In the above report only Recreation Leave balances are listed as this was the option selected within the original search criteria. 
· Each of the names in the above return is a hyperlink. Therefore it is possible to drill down and review staff that report directly to the individual selected. By clicking on <DAYS, Happy> the following leave balances report will appear.
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Figure 5 - Next Reporting Level
· The individuals in the above screen report directly to Happy DAYS who in turns reports to Big BOSS.
· It is possible to again drill down further by clicking on a name, alternatively there is the hyperlink <Click here to return to top of team> which will return you to the original list at figure 4.
· At the bottom of each of the leave balances report numerous buttons are displayed.
·  <First>. This button will take you to the first record in the list. If the number of staff produced in the leave report is significant, the report may run over several pages and this allows you to return to the first record.
· <Previous>. If the report spans over several pages then this button will return you to the previous page.
· <Next>. If the report spans over several pages then this button will take you to the next page.
· <Last>. This button will take you to the last record in the list.
· <ReQuery>. Used to refresh returns. An individual’s leave balance is unlikely to alter in the time you’re online however the function is standard and available as such.
· <Count>.  This function, whilst available on the window, does not perform anything in relation to leave.
Printing
If necessary it is possible to print each of the “Leave Balances Report’s” displayed at figures 4 and 5. By selecting the <Print1> option, see figure 6 below, which is located at the top of the page your print options will appear. At the same time if you have PDF creator you can select this option from your print options and save an electronic version to your computer. Only the page on display at the time can be printed.
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Figure 6 - Print Function
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