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HOW TO EXTEND THE CARRY FORWARD 
 

1. Leave - Administrative 

 

 

2. Leave Type 

 

 

3. Annual Leave – Earn –please change the carry forward valid duration– click save  
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4. click YES 

 

 

5. click YES 
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6. Fill in the date as 2019-01-01 -tick All – tick leave group – tick employee- click apply 

 

 

7. click Save  

 

Note: Please ensure that the network connection is stable as the system will re-calculate the leave for 

all the employees. So, it will take some time to calculate.  
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8. click CLOSE 

 

 

9. Kindly verify from leave summary report once the carry forward setting is done. 

 

10. Leave - Administrative 

 

 

11. Leave Type 
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12. Annual Leave – Earn –please change back the carry forward valid duration (based on your 

previous policy to set up)– click save  

 

 

13. click YES 

 

 

 

 

 

 

 

 

 

 



6 
 

14. click YES 

 

 

15. Fill in the date as 2020-01-01 -tick All – tick leave group – tick employee- click apply 
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16. click Save  

 

Note: Please ensure that the network connection is stable as the system will re-calculate the leave for 

all the employees. So, it will take some time to calculate.  

 

17. click CLOSE 

 

 


