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Introduction  

The Leave module is designed to ease the leave management of your company. This 
setup guide will show you how to setup the Leave module while a separate guide will 
show you how to administer to the leave as an administrator. 

Administration  

Block Leave 

Leave Administrator can make use of block leave to apply leave on behalf of the entire 
company, department, or individual staff.  Block leave will bypass the approval 
process and will do the required deduction accordingly. 

 The steps to doing a block leave are: 

Step 1: Click on  

Step 2: Click on   

Step 3: Click on tab at the top 

Step 4: Choose the option on how you want to choose the users who are to be included 
in the block leave 

 

Step 5: Select the leave type for the block leave 
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Step 6: (Optional) Anyone you wish to email to inform them of the block leave. As noted 
above, Block Leave is automatically approved and does not go through the normal 
approval process. If you want to inform the approving officers of the leave, then you can 
utilize the CC Lists field. 

 

Step 7: Enter the date range for the block leave 

 

Step 8: The system will automatically compute the number of days based on Step 7. 

 

Step 9: (Optional) Enter remarks. The remarks input here will also appear on the Leave 
Query report. It can also help to remind you as the Leave Administrator, why the Block 
Leave was done for the staff. 

Step 10:Choose the name/s of the staff who will be included in the block leave by putting 
a tick beside the name/s. 

Step 11: Click on to apply the Block Leave. 

Entitlement & Details 

The Entitlement & Details page allow you to set the entitlement and details such as the 
work week of the staff.  

Note that this page does not show you the leave balance of the staff. For that, you need 
to use the Leave Balance Report. 

The steps to using this page are: 

Step 1: Click on  
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Step 2: Click on  

Step 3: Click on  

The following page display of the opening balance depends on the configuration. For the 
Annual leave, If you set it to earned leave, you will see 0 at the Opening Balance. If you 
had chosen entitlement, you will see the entitlement that is full amount or the prorated 
amount in the Opening Balance. 

 

Step 4: If you configure your leave module to have grades, you can select the job grades 
of each of the staff so that the correct entitlement will be allocated for them. 

Step 5: If the staff needs to work on Public Holiday, you need to click on the Working on 

PH column. This would allow the staff to take leave even if is Public Holiday. By default, 
staff cannot take leave on Public Holiday. 

 

Step 6: Click on to save changes. 

 

 

Leave Actions 
 

Leave Cancellation 

As a leave administrator, you can cancel the leave of the staff by following these steps: 
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Step 1: Click on  

Step 2: Click on  

Step 3: Click on   tab. You will see this page. 

 

Step 4: By default, you will see the  page. 

Step 5: Select the staff you wish to cancel the leave by ticking on the checkbox at the 
row of the name.  

 

Step 6: Click on the button below. The following message will appear 
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Step 7: Click on to proceed with the cancellation of leave. 

Process Documents 
 
If you require your staff to submit hard-copy of documents when applying for certain 
leave types, the paper copies/hard-copies does not go through the system. The system 
will instead remind you through process documents page if you have received the hard 
copy of documents from the staff. 

Step 1: Click on  

Step 2: Click on  

Step 3: Click on tab. You will see this page. 
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Step 4: Click on   

Step 5: (Optional) You can filter the documents through the different filters such as 
documents, leave types, grades and range of date.  

 

 

Step 6: Click on   

Step 7: The system will generate the list based on your search parameter. If the 
checkbox is empty, it meant that the hard copy of the document for this leave has yet to 
be received while a checkbox with a tick represents that the administrator had received 
the document.  

 

Step 8: When the administrator receives the hard copy document, the administrator can 

check the tickbox and click on the button. 

By clicking on this, the staff will no longer receive the reminder from the system. 

  

Adjustments 

Adjusments 
 
You can easily adjust (credit, debit or encash) the leave of your staff by using 
Adjustments. For example, staff worked on a Public Holiday and you will be giving the 
staff an additional leave, this can be done on Adjustments. 
 
The steps are: 
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Step 1: Click on  

Step 2: Click on  

Step 3: Click on   tab. This should bring you to the adjustments 
page 

 

Step 4: Select the type of leave you wish to add, deduct or encash at 

 

Step 5: Indicate the number of days you will be crediting, deducting or encashing 

 

Step 6: Select the year of adjustment at 

 

Step 7: Select Credit(Add), Debit (Deduct) or Leave Encashment (Deduct). 

 

Step 8: (Recommended) Enter a remark why you did the adjustment at the Remarks 
field. Any remark input here can also be seen by the staff on their end. 
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 Step 9: Select the employees you wish to adjust the leave at 

 

Step 10: Click on  

Step 11: Once done, you should see this message prompting you to confirm the 
adjustment. 

 

Step 12: Click on  

Step 13: Once the leave has been adjusted, the following message will appear. 
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View Adjustment History 
 
This page will display all the adjustments that the leave administrator has done for the 
staff within the year indicated. This can be filtered based on leave types or adjustment 
year. 
 

 
 

Transfer Leave Balance 

Automated Transfer Leave Balance removes the need of the leave administrator to 
manually do the Transfer Leave Balance of all the unused leave of last year to the new 
year. 

The system will take whatever transfer leave balance setting from the previous year and 
will automatically apply that to the automated transfer.  

Step 1: Click on  

Step 2: Click on  The Transfer Leave Balance page will appear: 
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Note the following: 

a. The Automated Transfer Leave Balance will not happen automatically on the first time. You 

must do step 3 first then once you have saved it,  the system will then automatically execute the 

transfer accordingly. The transfer will be based on the settings configured on this page. 

b. The system will use the previous year's setting for the transfer. 

c. The transfer will automatically happen on the 31st of December. 

d. Only Annual Leave will be transferred through this method. 

e. If manual transfer has been done before 31st of December, automated transfer will not occur 

in the account. 

Step 3: You must for setup the parameters of the transfer. You can do so by clicking on 

the button. Subsequently, if you wish to modify the setting the next 
time, you can still click on the ñEdit Settingsò button. 

Step 4: On the 1st portion, this is referring to the number of days that can be brought 
forward. There are 4 options to choose from, just choose one: 

Option 1 - All leave balance of the previous year - the system will transfer any remaining 
balance of the leave type chosen over to the following year. 

Option 2 - Maximum of __ days of previous year's leave balance - the admin can set a 
specific number of days that can be transferred into the following year 
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Example: 

If the remaining balance for Annual 2020 is 15 days, and the company only allows up to 
5 days to be transferred to 2021 for all users, then he must choose 5 on the dropdown 
field. 

Option 3 - Maximum of __% of previous year's leave entitlement - the system will only 
transfer a certain percentage of last yearôs total entitlement.  

Example: 

If one of the employeesô entitlement is 18 days for Annual 2020 and can transfer only up 
to 50% of the entitlement, the remaining balance for Annual 2020 is 10, then the system 
will only carry over 9 days. 

Option 4 - By annual leave entitlement days - is almost the same as the second option, 
only that it is based on the Annual 2020 entitlement instead of just the remaining 
balance. The admin needs to click on the ñedit conditionsò link to set the policy in the 
pop-up window 

 

 

Input the annual leave entitlement value and the number of leaves that can be brought 

over for each leave entitlement. After doing so, click on  

Step 5: On the 2nd portion, this is where you can set the ñgrace periodò for the transferred 
leaves if any. There are 3 options to choose from, please choose one: 

Option 1 - No Grace Period - means that the transferred balance has no expiry date and 
whatever is left from the previous year will be added to the staffôs Annual Leave opening 
balance of the following year. 
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Example:  

2020 remaining balance: 5 

No grace period 
2021 entitlement: 18 

Then: 

Opening balance (if entitlement policy): 23 (18+5) 

Opening balance (if earned policy): 5 (0+5) 

Option 2 - Set a grace period, which the forfeited leave balance must be 
consumed - Leave must be consumed by ï this option allows the admin to set an expiry 
date for any un-transferred balance from the previous year and will create another leave 
type called ñAnnual Brought Forwardò to show the un-transferred balance. This leave 
type can then be used by the employee to apply for leave before the set expiry date. 

Example: 

 

Remaining balance from 2020: 11 

No. of days allowed to be transferred: 5 

Forfeited leave: 6 

Then: 










































