
      
 

How to View Time off Balances in Workforce 
 
Workforce is where employees can view hours worked for extra duties, allotment 
balances, and absences requested through Workforce or Aesop.  
 
***Only accessible from U-46 district grounds*** 
 
 

 
 
Once in the program please go to: 
 
Enter My Hours - to be able to view extra duties, absences, and allotments. 
 
On the bottom half of the page there are 3 tabs: 
 
1. Exceptions - indicates any changes made to the timesheet and who made them. 

Displays what the “thumbtack” symbol on the timesheet means. 
 
2. Time Off Balances - displays allotments in hours and days. 
 
3.   Results – displays hours to the nearest quarter hour. 


