
 

 

 

RUNNING THE HOLIDAY – AVAILABLE GRANT REPORT 
 
This report is available to managers to help identify the remaining grant available for their 
team.  
 
In the main EV People Menu, go to: Data & Analytics>Reporting>Reports 
 
Locate the Holiday – Available Grant Report 
 
Select ‘Run’ and click on the employee icon. 

 
 
 
Select your relevant filters in the first column. This will then reduce the names within the 
second column. Click in the tick box next to the relevant employees names and move to the 
‘selected employees’ column, using the ‘Add’ or ‘All’ button. 
 
In the ‘Selected Employees’ column select all (all tick boxes enabled) and select ‘Save’. 
 
 

 

If this is likely to be a regular team report, before you select ‘Save’, you can select ‘Save List 

As’.  

 

 



 

 

 

 

Enter your list name and select ‘save’. 

 

When you next want to run the report for this group, go to ‘Saved Items’ and select the list 

and ‘Save’ 

 

Leave the effective date as populated (this should default to ‘today’s’ date. Select ‘Run 

Report’ 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

The report will be sent to your EV People notification centre. Open opening the report will 

highlight the following for each team member:  

Effective From:  This is the start date of the entitlement year (or the colleagues start 

date if this occurred after the start of the annual leave year) 

Effective To: This is the end date of the entitlement year 

Grant: This is the full years’ (or pro-rata if new joiner within the leave 

entitlement year) 

Available Grant: This is the leave entitlement available to book 

Balance Description:  This will confirm whether the holiday is days or hours 

 


