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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:

@ Leave

Step 1: Click on

Administration

Step 2: Click on

Block Leave
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

All employeefdepts will be deducted this leave.
Block Leave Type (@) All employeefdepts excluding the selected employee/depts in the following listing box will be deducted this leave.
[-] Only the selected employee/dept in the following listing box will be deducted this leave.

Step 5: Select the leave type for the block leave

Leave Type Annual

K
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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.

CC Lists
Enter emai a4

Step 7: Enter the date range for the block leave

From 04/06/2019 uj To  04/06/2019

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

Working Days 1

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:

@ Leave

Step 1: Click on
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Administration

Step 2: Click on

Entitlernent & Details

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.

Jjustlogin # = ®,
Blockleave  Entitlement&Details  LeaveActions  Adjustments  Transfer Leave Balance  Process Resignation  Child Details
Leave Type | Annual v | Year 20204 WorkWeek All 4 " Import Entitlement Details T i
Opening Balance Grade Tick if
Staff
Show 10 4 entries / \ Search: / work on
PH
Y Asat Working
Employee Yearly Opening date Work on PH
0 D Employee Department Entitlement Balance (dd/mm) Adjustment Week Join Date Grade 0 Actio
0 Alvina 18 0 ”n o Normal ¢ 10/10/2019 | MGT s L4
0 Ang Hee Client Support 18 2 n 4 Normal 4 o1/04/2019 | MGT +C %
Chuan Pete
00326 Ang Hock Marketing - % " 0 Normal % 06/06/2019 | -SelectGrade- 4 %
Seng Van
Anﬁ HongYi  Client Support 18 18 7 3 Normal % 02/05/2019 MGT 4O s
Jadl
/;ng Lee Ho Marketing 7.92 18 1”1 0 Normal 4 01/02/2019 STAFF J O s
en
AngLee Huat  Sales 761 761 n 4 Normal & 22/05/2019 | STAFF fC 4
Tobby
O Angleclin Sales 18 15 " 2 Normal 3 01/01/2019 | MGT a5 Z

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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@ Leave ~

Step 1: Click on

Administration

Step 2: Click on

Leave Actions

Step 3: Click on

tab. You will see this page.

Jjustlogin " =
Block Leave Entitlement & Details Leave Actions Adjustments Transfer Leave Balance Process Resignation Child Details
Leave Cancellation Process Documents
Filter By None Employee Select Employees & x
Leave Type All Leave Types From 01/06/2019 ) To | 30/06r2019
Show 10 % entries
(=] Emp ID Employee 1: Department Type From To Days Status
] Ang Hock Seng Van Marketing No Pay 04/06/2019 AM 04/06/2019 PM 1 AO approved
®] Bo Lee Tat Stevie Sales Annual 04/06/2019 AM 04/06/2019 PM 1 Pending for RO to recommend
8 jason Annual 13/06/2019 AM 13/06/2019 PM 1 Pending for AO to approve
Showing 1 to 3 of 3 entries

Search:

Submitted On
04/06/2019 03:23:30 PM
04/06/2019 02:45:37 PM

04/06/2019 04:08:41 PM

Previous Next
Cancel Leave

Leave Cancellation

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.

Show 10 3 entries

Jjason

Showing 1to 3 of 3 entries

o Emp ID ploy 1t Dep Type From To
o Ang Hock Seng Van Marketing, No Pay 04/06/2019 AM 04/06/2019 PM
=) Bo Lee Tat Stevie Sales Annual 04/06/201% AM 04/06/2019 PM

Annual 13/06/2019 AM 13/06/2019 PM

Days

1

1

Status
AO approved
Pending for RO 1o recommend

Pending for AQ to approve

Search:

Submitted On
04/06/2019 03:23:30 PM
04/06/201% 02:45:37 PM

04/06/2019 04:08:41 PM

Previous Next

Step 6: Click on the

button below. The following message will appear
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Step 7: Click on
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w Justlogin says...

Are you sure to cancel the selected leave application(s)?

Close Confirm Action

Process Documents

to proceed with the cancellation of leave.

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

@ Leave ~

Administration

Leave Actions

tab. You will see this page.

Jjustlogin v =

Filter By

Leave Type

Show 10 $ entries

Emp ID

Showing 1 10 3 of 3 entries

Block Leave Entitlement & Details Leave Actions Adjustments Transfer Leave Balance Process Resignation Child Details

Leave Cancellation Process Documents

None $ Employee Select Employees & x

All Leave Types B From 01/06/2019 B  To | 30/06/2018 i} m
Employee I: Department Type From To Days Status
Ang Hock Seng Van Marketing No Pay 04/06/2019 AM 04/06/2019 PM 1 AO approved
Bo Lee Tat Stevie Sales Annual 04/06/2019 AM 04/06/2019 PM 1 Pending for RO to recommend
jason Annual 13/06/2019 AM 13/06/2019 PM 1 Pending for AO to approve

Search:
Submitted On
04/06/2019 03:23:30 PM
04/06/2019 02:45:37 PM

04/06/2019 04:08:41 PM
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Process Documents

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.

Document Filter All : Grade All Grades

Leave Type All Leave Types v From 01/05/2019 To 30/06/2019 =] ﬂ

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 6: Click on

Show 10 & entries Search:
m] Emp ID Employee Department Type From \ Document
O Ang Lee Jin (Wilson) Sick 03/06/2019 AM 03/06/2019 PM 1 (]

Sales

O Gan Ling Ting Tina Sales Sick 21/05/2019 AM 22/05/2019 PM 2 (]

0 jason Sick 28/05/2019 AM 28/05/2019 PM 1 admin
Showing 1 to 3 of 3 entries Previous - Next

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

Document Received

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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@ Leave ~

Step 1: Click on

Administration

Step 2: Click on

Adjustments

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

4k

Leave Type Annual

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

Adjustment Days 1

Step 6: Select the year of adjustment at

Adjustment For Year 20149

Ak

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

Adjustment Type CreditiAdd) hd
Credit(add)
Dehit(Deduct)

Remarks 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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Remarks Remarks here...

Step 9: Select the employees you wish to adjust the leave at

Show 10 4 entries Search:
()] Emp ID Employee I¢ | Department
O Ang Hee Chuan Pete Client Support
Ang Hock Seng Van Marketing
Ang Hong Yi Jack
(] Ang Lee Jin (Wilson) Sales
(] Ang Ling Tong Bernard Logistic
(] Ang Mee Ling Lyn Marketing
(] Bay Jean Lee (Alfred) Sales
O Bo Lee Tat Stevie Sales
(] Chai Lee Teck Davidson Sales
(] Chan Lee Teck Alvin Marketing

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

Step 10: Click on

« Justlogin says...

Do you want to submit the Adjustment leave?

Close Confirm Action

Step 13: Once the leave has been adjusted, the following message will appear.

Step 12: Click on
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Great!

Adjustment leave has been applied to 2 users.

Close

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.

Adjustment View Adjustment History
Leave Type All v
Adjustment For Year 2019 ~ a
Show 10 v entries Search: ra
Employee Leave No. of Action
D Employee Department Type days Action Date By Remarks
Leon Asuncion Training Annual -12 11/12/2019 16:06 Adie Bebe (Leave Encashment)
Department PM
Jacob Wolf Training Off-In-Lieu 1 03/12/2019 16:46 Adie Bebe worked on PH - Test with Jae
Department PM
Jacob Wolf Training Off-In-Lieu 1 03/12/2019 14:22 Adie Bebe Staff worked on PH
Department PM
006 Adie Bebe HQ>Management Off-In-Lieu 3 21/11/2019 10:48 Adie Bebe Staff worked on PH - training test
AM

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.

Administration

Step 1: Click on

Transfer Leave Balance

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

JustLogin Leave Administrator Guide 11



justlogin v

Block Leave Entitlement & Details Leave Actions Adjustments Transfer Leave Balance Process Resignation Child Details

Note:
1. An automatic balance transfer for Annual Leave will be processed by system on 31st December.

2. Please ensure your settings are correct prior Lo automatic transfer.

3. After automatic transfer is completed, still user can edit settings and perform manual transfer if required.

Leave Balance Transfer from 2019 (ending 31/12/2019) to 2020 (starting 01/01/2020)

Leave Type Annual

How many days of leave balance can be brought over to the new year?
All leave balance of previous year

Maximum of 20 + days of previous year's leave balance

Maximum of  100% + of previous year's leave entitlement

By annual leave entitlement days. edit conditions
How is the grace period set for forfeited/transferred leave balance?

for each employee under Administratien > Entitlement & Details
No grace period
Set 4 grace period, which the forfeited leave balance must be consumed.

Leave must be consumed by 01/06

Set a grace period, which the transferred leave balance must be consumed.
Leave must be consumed by 3o/04

Edit Settings Manual Transfer

* A new leave type "Annual (Brought Forward)® will automatically be created if there is a grace period being setup and users will be prompted to select this leave type first when applying for Annual L

eave. You will be able to modify the expiry date

Note the following:

a. The Automated Transfer Leave Balance will not happen automugtarathe first time. You
must do step 3 first then once you hsareedt, the system will then automatically execute the
transfer accordinglyThe 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 througistimethod.

e.lf 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

Edit Settings

the button. Subsequently, if you wish to modify the setting the next

time, you can still click on the

AEdIi

t

Sett

Step 4: On the 15t 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

JustLogin Leave Administrator Guide
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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 | ast year s t
Example:
I f one of the employeesd6 entitlement is 18 day

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 adminneedsto c¢cl i ck on the fAedit conditionso |
pop-up window

@ By annual leave entitlement days. edit conditions

Annual leave entitlement Max. unused leave to be carried over

Enter number here Enter number here

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

Close

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

Step5:0Onthe2™®porti on, this is where you can set t hi
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 s t a Anhualdeave 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 entittement 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 T this option allows the admin to set an expiry
date for any un-transferred balance from the previous year and will create another leave
t ype cAardubl 8ught Forwardo t o s h enansferdfedebalanoe. 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:
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