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

I. Leave Enquiry

Department
Post Title
Contract Ref.
Contract Period

B B

Leave Leave Balance
Application Enquiry

Acting Approver
History

Click LEAVE from the left menu to access the Click Leave Balance Enquiry to calculate the
Leave Information. leave balance.

Leave Balance Enquiry

Projected Date
2021-08-05

Total Leave Balance

10.96
working day(s)

(Contract Ref. : ) Balance of Annual
Leave for 2nd anniv. year

10.96 Working days

August 2021

4°6

Total leave balance are displayed on the For Leave Balance Enquiry, select projected
above page. date from the calendar to project leave
balance.
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Leave Record

Department
Post Title
Contract Ref.

Pending Leave  Leave History

Contract Period Annual Leave

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

To
Day(s) Taken

Sick Leave

From 2021-08-03 (Tue)
(AM- 15t Qtr)

To 2021-08-03 (Tue)
(PM-2nd Qtr)
1

B B

Leave Leave Balance
Application Enquiry

Day(s) Taken

@  ViewMedical Certificate

[J
a0 Sick Leave
From 2021-07-16 (Fri)
(AM- 15t Qtr)
To 2021-07-17 (Sat)
(PM- 2nd Qtr)
2

Leave Acting Approver
Record History

Day(s) Taken

@  View Medical Certificate

Sick Leave

From 2021-03-30 (Tue)
(AM- 1st Qtr)

To 2021-03-30 (Tue)
(AM- 1st Qtr)

Day(s) Taken 0.25

Sick Leave
From e—2021-03-29 (Mon)

Click Leave Record to select leave history or Pending Leave Records and Leave History
pending leave. are display on the above page by default.

Department
Post Title
Contract Ref.
Contract Period

B B

Leave Leave Balance
Application Enquiry

Leave Acting Approver
Record History

Click Acting Approver History to view acting
approver history.
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