
Your Compliance Partner

How To Use
LEAVE MANAGEMENT



You Can Also You Can Also 
Manage Leave ManagementManage Leave Management

 From Quick  From Quick 
Generate Option As WellGenerate Option As Well

You Can Also 
Manage Leave Management

 From Quick 
Generate Option As Well

To Add Organization You Have To 
“Click” On ORGANIZATION Tab 

Showing Below

To Add Leave Management“Select” 
the same Tab in Human Resource’ 

Section Showing Below 

Step 1



 

NOW “CLICK” ON THE 
+ BUTTON SHOWING YOU 

IN THE DIAGRAM 

Step 2



After Completing The Form
 Press On Submit Button

Step 3

Afeter click + You’ll Get Pop-up
Form You’ve to ll the Mandatory

Fields & Submit the Form 

Click Here To Upload The Attachment File 

You have to Add Leave Category First by clicking here 

Type The reason Here  

This Can be Reset From 
Setting Option



Here You’ll Get 2 Options 
View Or Delete 

From The View Button You’ll 
have to approve Or Reject The 

Leave Status



Great.. You’ve Successfully Completed The Session See You In Next Slide..  

When You click the View Button You’ll get this view 
with 2 Options Approved Or Reject You can select By The Choice
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