
Vacation and Sick Rollover Instructions 

 

1. Go to Print Reports 

a. Click on Reports 

b. Click on Available Vacation and Sick Report 

c. Enter Date As of 12/31/2025 

d. Print Report  

2. Go to Employee Tab 

a. Click on “Update Vacation/Sick Time” 

b. Select Accrual Type (i.e. Accrue by hours worked/Vacation Time) 

c. Enter the Available Hours for Vacation and/or Sick time from Report into Carryover.

 
Please Note: All hours are entered as Hours:Minutes not decimals. 


