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X-LEAVE 

 

 

 

Under Detail/Summary you can select “D” for a detailed report or “S” for a summary report.  After you 
select then “save all”.  The detail report will show what they have earned and what they have taken.  
The summary report will show the leave balances. 
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Now select “update” 

 

When this screen comes up in “Output Device” you will see a “P” (this is for print).  You will want to 
select “H” for Hold.  This will allow you to see the report before it prints.  Then select “save all”. 
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Then select “save all” again. 

 

 

Your report will show all the leaves your employees have earned or taken.  


