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Mobile Application on Leave Enquiry, Application and Endorsement/Approval User Guide

Il. Leave Application

Click LEAVE from the left menu to access the
Leave Information.

1

Leave Application

2

Click Apply Annual Leave

/ Apply Sick Leave for
leave application.

Apply
Annual Leave

Apply
Sick Leave

Pending Leave Transaction(s)

Annual Leave

Click rubbish bin icon
to cancel pending
leave application.

2021-08-04 (Wed) AM
2021-08-04 (Wed) PM
1

To
Day(s) Taken

Sick Leave

From 2021-08-03 (Tue)

(AM - 1st Qtr)
To 2021-08-03 (Tue)
(PM - 2nd Qtr)
Day(s) Taken 1

Click Medical
Certificate to view the
uploaded document.

@  View Medical Certificate

?

O Delete

Pending leave transactions are displayed on
the above page by default.
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Last modified on 05/08/2021
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Department
Post Title
Contract Ref.
Contract Period

B

Leave
Application

Leave Balance
Enquiry

Leave
Record

Acting Approver
History

Click the picture as shown above to enter
Leave Application function.

Annual Leave

Annual Leave as at 2021-08-05
(Contract Ref. : ) Balance of Annual
Leave for 2nd anniv. year

5.46 Working days

© Add

Click here to add an entry

Leave Transaction(s)

Approver / Endorser

° Endorser
Y. e WS g -

Approver
- . -

= . . -

Remarks

Click Add to create a new transaction of
Annual Leave / Sick Leave.
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Add Leave Entry Annual Leave

B Start Date / Period Annual Leave as at 2021-08-05
(Contract Ref. : ) Balance of Annual

Leave for 2nd anniv. year

Click Add to apply for another
leave application. Multiple
P |cave applications are allowed.

4.46 Working days

EB End Date / Period

Leave Transaction(s)

August 2021

From 2021-08-04 (Wed) AM

T 6 Taken B Click rubbish bin icon to cancel
pending leave application.

W Delete

Click Approver to select
approver of leave application.

Approver / Endorser

Endorser
Y e WS e -

Click Add Endorser / Acting
2 e Approver to select endorser of
leave application / acting
Remarks approver during your leave
period (optional).

Submit Click Submit to send leave

application(s) to endorser/
approver.

Select Start Date and End Date of leave The above page is shown after selection of
application from the calendar. leave period.

y

Sick Leave Sick Leave

Sick Leave as at 2021-08-03 Sick Leave as at 2021-08-03
(Contract Ref. : ) (Contract Ref. :

N/A Calendar days N/A Calendar days

Leave Transaction(s) © Add Leave Transaction(s) e

From 2021-08-03 (Tue) | 2021-08-03 (Tue)
(AM- 1st Qtr)

To 2021-08-03 (Tue)
(PM- 2nd Qtr)

Day(s) Taken 1

Select Photo
I [ Upload Medical Certificate Illl Delete

Take Photo

Choose from Library

Approver / Endorser

° Endorser Endorser

PR — - - - -

° Approver Approver

I - W - - v - e ow -

Click Medical Certificate to upload medical
certificate for sick leave application.
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