	How to Use the Leave Activity & Balances (LAB) Report 
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The Leave Activity & Balances (LAB) Report is used to reconcile time which is reported on the PeopleSoft TimeSheet and processed through Absence Management.   
Frequency: Monthly (on or after the 20th of each month,  for the preceding pay period)

Reconciling Attendance 
	Step 1: 

Navigation:
POM Custom Menu > Pomona HR > Absence Mgmt > 
AM001-LAB Report
	Run and print the LAB Report in PeopleSoft. 
Refer to the “Running Reports in PeopleSoft” guide for instructions.

The report can be printed on or after the 20th of each month, for that pay periods totals.

[image: image1.png]b My Favorites LAB Report
1 Self Senvice Enter any information you have and click Search. Leave fields blank for a list of all values.
D Manager Self Service

1 Reporting Taals.
- POM Custom Menu

Find an Existing Value

< Pomana HR
< Apsence Mgmt

Run Control ID begins with |

I” case Sensitive

b EProfile Search | advanced Search

© Pamana HR Queries
el Find an Existing Value | Add a New Value







	Run Control Page:

Enter the Department ID you’d like to print,  or leave blank to print all departments that you have security access to.
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Run Control ID:

PaylReports ReporiManager  Process Monitar __RUn_|

Language: | English

Report Request Parameters.
Leave Department blankto print ALL Depariments

44600 Q. cal Poly Pomona Department

Departmer






	Step 2: 
Reconcile Usage
	Reconcile total usage on the Certification Report to departmental source documents and Payroll notifications received.  
If there are discrepancies between your records and the report(s), contact your designated Payroll Technician. 


Sample LAB Report
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