
 

Set Approve Leave Right 

and receive leave email notification staff  

Staff can apply leave through b2b system.  After the application, system will send the leave application 

email to the applicant, approve staff and other related staff. 

 

Setup Approve leave right 

Staff > Staff > Select shop > Select staff > Edit > Approve leave and receive leave email notification 

  

 

 

 
 

 

Setup Approve leave right and receive leave email notification staff 

 

 

 

 

 

 

 

 

 

 

 

 

Select approvers who can approve this staff's leave, press <Add>. 

Select staff that can receive this staff’s leave email notification, press <Add>. 

Press <Submit> to save. 



 

As approver, setup staff for approval 

Staff> Staff> Select shop> Select staff > Approve leave right 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ticked represent staff for leave approval. 

Tick to select staff for leave approval 

 

Allow input member code, member name or keywords to search staff. 

 

Press <Display All> to display all staff. 

 

Or filter by clicking the < Magnifier> of shop, 

identity and user access group. 

 

Indicate Ivy can approve Vikki’s leave application. 

 



 

 

Setup Leave email notification right 

Staff> Staff> Select shop> Select Staff > leave email notification right 

 

 

 

 

 

 

 

 

 

 

Ticked staff represent when they apply for leave, this staff will receive 

email notification. 

 

The system will display other staff and emails that need to 

be notified when the employee Joan applies for a leave. 

 

Can press <Display all>, input keywords or filter and then select appropriate staff. 

When staff apply leave Ivy will receive email notification. 

 


