
Payroll / Absence 
Coordinator

CV360 Leave 
Balance Report



2

Leave Balance Report
Make sure to use either Chrome or Firefox as your browser

Shared Folders > DC Custom > HCM Reports > Absence > Non-Sensitive > BIP > 
Reports > DC_R_AB011_Leave Balance Report
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Leave Balance Report

1

CV360 Navigation:  Tools > Reports 
and Analytics

2 Select the Browse Catalog button.  
This will open a new browser tab.



Leave Balance Report

From the Folders panel, drill down to get to 

Absence Taken Report:  Shared Folders > DC 

Custom > HCM Reports > Absence > Non-

Sensitive > BIP > Reports > DC_R_AB011_Leave 

Balance Report
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Leave Balance Report

Select Open4



Leave Balance Report

To search for the department/cost center you are 

responsible for, select the dropdown arrow for the 

department field and click Search
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Leave Balance Report

6 Select Remove All



Leave Balance Report

You can either save or open the 
file.

Note this is for Firefox. 

For Chrome, the file will be 
automatically saved in your 

download folder. 
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To begin the search, enter any cost center values on the name field. 

In this example, we will search for all cost center under IT (016). Make sure 

that you put the 0 in the front. 
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Leave Balance Report

Select the Search button. All 

department that starts with 016

will show up
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Leave Balance Report
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Highlight the results and select Move 

All. The department you selected will 

move to the Selected area. 
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Leave Balance Report

10

Select OK

Note: You can add cost centers that 

you want to search by repeating steps 

6 – 8 before proceeding in the next 

steps.



Leave Balance Report

The search will close and the cost center you 

selected will be in the department field. 
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Select Apply



Leave Balance Report

You can download the report in your local 

machine.

Click on the download icon found at the 

right side of the page. 

13



Leave Balance Report

This will download the report output to 
the user’s local machine.

Note: Users may Save the file or print 
if applicable. 
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Save Report to Favorite
Make sure to use either Chrome or Firefox as your browser
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Save Report to Favorite

1

You can also add the report in your favorite. To do that, 
follow the steps below: 

Navigate to the report you’re requesting to save. 

The navigation for the Leave Balance Report is shown 
in this example.



Save Report to Favorite

2
Click the More hyperlink and 

Select Add to Favorites. 



Save Report to Favorite

Selecting Add to Favorites will add a star in the report and show 
under the Favorites drop down-list. 
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Payroll / Absence Coordinators- Appendix 2

Leave Request Type
Sick Leave

Annual Leave

Family Medical Leave Act

Comp Time Taken

Jury Duty

Military Leave

Blood Time Used

Liberty Sod Day

Donation of Leave

Donation of Leave Used

Holiday Bank With Pay - Taken

Health Risk Assessment Taken

Bereavement

Exempt Employee Absence

Military Leave Without Pay



Payroll / Absence Coordinators- Appendix 2

Leave Request Type
COVID-19 INCENTIVE Taken 

COVID- 19 Families First Act



You have reached the end of the Leave Submission for Payroll Coordinators course. You should now be able 
to:

Payroll / Absence Coordinators Summary

For additional information on the topics covered in this course, please consider using the following resources:

• DeKalb POC: 

• Katherine Furlong |kdfurlong@dekalbcountyga.gov

mailto:%7Ckdfurlong@dekalbcountyga.gov

