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MSS - Display Quota Information

Location(s):
myNKU — MSS tab

Purpose: Perform this procedure when you need to view sick and vacation accruals.

1. Loginto myNKU

a. https://myNKU.nku.edu/irj/portal
2. Select the MSS tab.
3. Click Display Quota Information.

Manager Self-Service E

Overview

» Services

Employee Information

* General Information
Employee Working Times
* Display Working Times

Dizplay Missing Time

Dizplay Quota Information

Dizplay Monthhy Certifications

Approve Time Sheet

Rev: 02/12/2014 ©2014 Office of Information Technology


https://mynku.nku.edu/irj/portal

4. Select any criteria, if desired.
5. Click Execute.

Display Quota Information

Absence Quota Information for Concurrent Employment
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6. The results are displayed.

Absence Quota Information for Concurrent Employment

[menua] | | 4 [Back]|[ cancel | Exit|[ System.| [Previous Section || Next Section || Overview of List Sections || Choose [

Absence Quotas

Validity Period 09/06/2013 - 09/06/2013

Person ID T Persfs=gn... Pers. Assig... Unit = Total Remain. E Used Cuota
r F Hours 96.51840 41.25000 | Sick/liness
Hours 105.00000 82.50000 Vacation
Hours = 20151840 - 123.75000

To export Display Working Times:
After the report has been generated:

1. Click Content Area
2. Select Spreadsheet

| Owverview of List Sections || Choose Detail || Sort in Ascending Drder| @
Sort in Descending Order  (CirlShift=F4 q

Set [Sort in Descending Order (Chrl+Shift+F
Expand (Ctri+F8})
Collapse (Ctri=F7}
Current Layout (Ctrl+F3)
Choose (Ctrl+Fg}

Save (Ctrl+F12)
Send... (Shift+Fa)

3. Assignment Unit = Local File (F3)
asoc . < Spreadsheet... (5@
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3. Indicate where the excel file should be saved

E

Enter a File Name
5. Click Save

with .XLS

x|

Save In: ‘lj Desktop

@ERIEEE
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] dawsonm1
-3 Computer
] Network

File Name:  |Quota.XLSX |

Files of Type: ‘Emel (*XLSX) | = |

Note: Print from Excel if a

hard copy is needed.

Home Insert Page Layout Formulas Data
H Save
Print
Save As @3 —
Copies: 1 -
COpen
ﬁ P Print
|j"' Close e
Info Printer L
@ /51220 6 HPCLIZE00 on printse... -
Recent <’ Ready
Printer Properties
Mew
Settings
Print ) )
Print Lctive Sheets -
cave & Send Only print the active sheets

Rev: 02/12/2014

©2014 Office of Information Technology



	MSS – Display Quota Information

