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L.eave Application

Step 1: Choose “Leave” - “Leave Application”
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Step 2: Choose “Leave” - “Leave Application”

1. 'Theleave entitlement and balance will be shown

2. Forleave application:

- Select the “Leave Type”, “Period From / To” and, “No. of Days” will be automatically calculated

by the system.

- Fillin the Remarks if applicable and click “Submit” to confirm the leave application
*Remarks: Please insert the sick leave certificate at the ‘Supporting Document”

for applying sick leave
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Leave available to apply:
Annual Leave, Birthday Leave
and Sick Leave

Leave Application

Annua I Leave Statutory Leave
Current Year Leave Entitlement [ As of 12/31/2021) 1.78 1.00
(a) Carry Over 0.00 0.00
(b} Leave Accrued { As of Today ) 1.08 0.00
(c) Leave Taken { As of Today ) 0.00 0.00
Pending Leave Record [ To 12/31/2021) 0.00 0.00
Leave Balance (a) +(b) - (c) 1.08 0.00

Review your current Leave situation before attempting the Leave Application process though you can make Leave Cancellation
afterwards. Reviewing Leave Reports may help!
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Step 5: Email Sent to Approver

1. Anemail will send to approver (department head) for leave approval
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! . Record is updated. An email has been sent to approver.




[.cave Cancellation

Step 1: Choose “Leave” - “Leave Cancellation”
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Step 2: Click the leave that user would like to cancel
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Pending Annual Leave 12/22/2021 12/22/2021 1.00 .00
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