
 

 

Staff leave report 

Go to Staff > Report > Leave report  

 
 

 

 

 
 

 

 

 
 

1. Select staff to view the staff leave report.  

2. Select the duration of the leave report.  

3. Click <Submit> to 

view report. 

Click the number of days to view leave details.  

Leave balance in 2016 

Annual leave after 12-month employment in 2017 

Pro rata leave balance in 2018 

Deducted annual leave and 

current leave balance 

 

12-month average 

salary and leave value 

Records of approved and 

non-annual leave 

Leave report can be printed out or 

exported to Excel.  

 


