
Approve leave 

Users who can approve leave can go to Main Men > Approve leave, to view leave applications.  

 

 

 

 

 

 

 

 

 

 

 

 

All pending leave applications will be shown here. 

Click the arrow to sort the applications by application date.  

Press <Approve> to approve leave. Leave balance will 

be updated immediately. The applicant and relevant 

users will be notified by email. 

Press <Reject> to reject the application. The applicant 

and relevant users will be notified by email. 


