
 

Multiple Approved Staff Leave  
 

When staff apply leave, the leave record will be approved by more than one authorized staff.  

Once all approvers are approved the leave, that will be formally approved. 

 

Setup Approve leave group 

Staff > Setup > Approve leave group 

 

 

 

 

Setup approve staff leave right 

Staff > Setup > Approve staff leave right 

 

 

 

 

 

 

System according to the approve leave group setting to display group. 

Click <Numbers> to select the required approve leave group. 

The maximum group is 5. 

Enter the group name and click 

<Submit> to save. 
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Apply leave staff. 

 
 

The approver who belongs to this approval leave group.  

<Check box> assign the approve leave rights to staff. 
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You can enter the staff code and name keywords, or filter by clicking the < Magnifier> of 

shop, identity and user access group, to filter apply leave staffs. 

 

  

 

Click <+> to select leave 

approvers. 

Select the approvers and 

click <OK> to save. 

 

Click <Approve leave group name> to setup other group. 

Select shop / Enter the staff code and name keywords to filter staffs. 

 

Enable to setup only one or two approve leave groups to approve staff leave. 
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View/set approvers for individual staff’s leave applications 
 
Staff> Staff> Search > Select staff 
 
 
 
 
 

 

 

 

 

Approve leave 
Login page > Approve leave / Staff > Leave > Approve 
 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

The approver can approve or reject the application. 

 

When the last group approver approved, the leave status will be 

updated to "Approved" and send a notification email to the applicant. 

When the application has approved, system will 
display the approver, approved date and time. 

When staff (Amy S007) apply leave, the application needs to be approved by all groups. 

Select shops to filter staffs, then select approver and the approve leave group. 

After that click <Add>. 



 

Search leave records 

Staff> Leave> Search 
 

 
 

 

 

 

 

 

The system default selected “Prepared, Awaiting for approval” 
and “Approved”. Users can select other status to view. 

Click <Submit> to search. 

Select the appropriate search criteria. 



 
 

 

 

 
 

 
 

 
 

 

 

  

 

 

 

 

 

 

If either group of approvers rejected, the application is 

rejected. The leave status will update to "Rejected" and 

send a notification email to applicant immediately. 

 

The action of undo reject leave applications is not allowed. 

Applicant needs to apply leave again. 

 

Application status: Approved 

 

With access right approver who can click <Undo approve> to withdraw approval. 

Application status: Rejected 

 


