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PULLING VACATION & LIEU REPORTS IN S&A  

MANAGER’S GUIDE 

STEP 1 

Log in to S&A (SCHEDULING & ANALYTICS): 

Scheduling 

STEP 2 

Select the bottom tab on left of the screen (highlighted green on the below snapshot) 

 

 

STEP 3 

Select Report Catalogue arrow to drop down list.  

• System 

• Employee 

• Employee Banks by Bank Type 

https://c1.authlogibec.com/auth/realms/pembroke/protocol/openid-connect/auth?response_type=code&client_id=Scheduling-WebApp-Production&state=c3hGNml-ci5JLnB5SGMzQnV5cjhady1ueGY1OVgwUlFEaFdSekk1fno2UTFL%3B%252Fdashboard&redirect_uri=https%3A%2F%2Fscheduling.pemreghos.org%2FloginCallback&scope=openid%20profile%20hcm-scheduling-api&code_challenge=Ek64PSHhWoa6iTBJfhqRjQuxgGZtGcF2lnw4zONHAQU&code_challenge_method=S256&nonce=c3hGNml-ci5JLnB5SGMzQnV5cjhady1ueGY1OVgwUlFEaFdSekk1fno2UTFL
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• Select this icon with the three lines  

   

 

• Select Run Report  
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STEP 4 

• Select Date 

 

• Press “Okay” 

STEP 5 

• Filter by Bank - Vacation FT and/or Vacation Bank FT-Prior and/or Lieu Bank 

• Filter by Department – Select your department, example – Plant Services  

 

 

Export Report – You can choose PDF or Excel 
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FREQUENTLY ASKED QUESTIONS: 

 

Q: WHAT IF I DON’T SEE MY EMPLOYEE ’S NAME  UNDER MY PORTFOLIO?  

A: Sometimes part-time employees will not appear, as they do not have fulltime banks (which is 

the bank you are pulling).  If you feel that there is an employee that should be appearing on 

your report, please reach out to angela.lemke@prh.email  

 

Q: PAYOUT DATES (VACATION & LIEU)  *NON UNION  

Vacation – Any unused vacation hours will be paid on the last pay period (pay period 26) each 

year. Employees can request to carry over a max of 37.5 hours of vacation, with manager 

approval. This carry over must be used by March 31 the following year – NO EXCEPTIONS.  

Lieu Bank – Any unused Lieu banks earned, will be paid out the next year by March 31 – NO 

EXCEPTIONS. 

Please reference our Non-Union Vacation Policy on the Intranet titled  

“Vacation Process – Management and Non-Union Non-Management Employees” 
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