
 
 
 
 
 

Total Net Vacation Days 
Scheduled:  The number of days 
counted against an employee’s 
vacation time.  This employee has 
used up 11 of his 17 days.  It does 
not usually include Saturdays, 
Sundays, or holidays.  You have the 
option of determining how regular 
days off are handled.    

 

Days to be Scheduled:  The 
number of unscheduled vacation 
days.  This employee can request 6 
more days. 

The Maximum Number of 
Vacation Days an employee can 
take. This employee may take 20 
vacation days. 

Regular Days Off are usually 
Saturday, Sunday, and 
holidays that fall within an 
employee’s vacation.  These 
days are not usually counted 
against an employee’s 
vacation time.  The days are 
printed for your review. 
 

This report gives you a complete look at an employee’s vacation time.  
You see all scheduled vacations in one place.  You also see how many 
days an employee may take, how many days have been scheduled and 
how many days remain to be scheduled. 


