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LEAVE APPLICATION

To request for Leave, employee must be assigned to Employee Leave Group with given
effective date and e-signature policy turned on.

1.1 Submit Leave Request on Behalf of Employee
i.  Click from the icon highlighted below

006 Qaaoe-

Summary Calendar Apply Leave Drafted
Leave

Emplx Mobile

Apply Leave

Employee IS Added list

Employee =

Leave Type= _ - m Plan
Leave Date Full Day v

Leave Reason

Attachment

Maximum file size per attachment is 3MB. Only _jpeg, .png, .gif & .pdf formats are allowed
Approval Person

+ Addtolist | + Apply Leave ‘ |

Once the dialog box appears (as shown the above), select the Supervisor tab and apply leave
claim.

Follow the steps below to submit leave request:

Select Employee

Select types of Leave.

Insert date range.

Fill in Leave Reason and attachment if necessary.

Click to submit the Leave request.

AN A A

System will prompt for signature in a dialog box (as shown below), user may click

on @ toerase signature or *  to cancel (if reuse previous signature is

allowed).



Confirmation

Confirm submit application?

Signature

Sign then click to confirm

System will prompt previous signature in dialog box (as shown below), if previous

signature exists (and policy is turned on). User may click on Z to sign again or

click to confirm.

Confirmation

Confirm submit application?

Signature

“




1.2 Withdraw/Cancel Leave Records on Behalf of Employee
Leave Records with pending approval status may be withdrawn while Leave Records with

approved status may be cancelled.

Click the Summary icon highlighted below.

KR

Calendar Apply Leave Drafted Supervisor Report Emplx Mobile
Approva

Leave

Select Supervisor tab.

% Leave Summary

|Emp\0yee Supervisor |

Leave Entitlement(s) 2021-11-02 Employee - - = Taken leave(s)

Select an employee then click ™" ==\ tg view Leave Records.

* Leave Summary

4 Back

Taken leave(s)

Y Fitter 2 Employee : MY001 -
Date : 2021-10-28 To 2021-10-28
> Duration : 1 Day(s

Current Week

Type : Unpald Leave (UPL) Date : 2021-10-27 To 2021-10-27 e

Pending Approval Duration : 1 Day(s)
La e d
Older

Select the Leave record to withdraw (for pending approval leave)/ cancel (for approved
leave)

Applied Leave

Employee © MY001 -
Leave Type = Unpaid Leave (UPL)

Taken lsave(a)= 20z1-10-28 B | z021-10-28 B | FunDay ~
Tolal Leave Taken . 1 Day(s) v
Date shift Leave Taken Action
2021-10-28 {Thuy MEAM 1 Day(s)

Leave Reason

ADDIOVEI PEFBON 1 arimsnss 07 (0 in0ans somn @niininnmant ki

R Withdraw All

Follow the steps below to withdraw a leave record:

1. Click m or “to proceed withdrawal on pending approval leave. Click

. -
or * to proceed cancellation on approved leave.



2. System will prompt for signature in a dialog box (as shown below), user may click on

@ toerase signature or  *  to cancel (if reuse previous signature is allowed).

Confirmation

Withdraw leave?

Signature

3. Sign then click to confirm

4. System will prompt previous signature in dialog box (as shown below), if previous
signature exists (and policy is turned on). User may click on Z to sign again or

click to confirm.

Confirmation

Withdraw leave?

Signature




1.3 Add Leave Request to List and Save as Drafted Leave

This function allows supervisor to create Leave requests on behalf of employee and add them
to list to be saved as drafted leave. The listed items can be submitted later. Items saved as

drafted leave can be viewed by individual employee/direct supervisor and authorized admin.

Apply Leave
Employee m iE Added list
Employee = - -
Leave Type= - - Plan
Leave Date = @ Full Day v
Leave Reason
Attachment

Maximum file size per attachment is 3MB. Only _jpeg, -png, .gif & .pdf formats are allowed
Approval Person

4 Add to list + Apply Leave

Follow the steps below to add item to list and save as draft:

Select Supervisor tab.

Select Employee.

Select a Leave Type.

Insert the date range.

Fill in Leave Reason and attachment if necessary.

Click BT to add item to list and save as draft.

SAEEE A O o



1.4 Add Leave Request to List and Save as Planned Leave

This function allows supervisor to create Leave requests on behalf of employee and add them
to list to be saved as planned leave. The listed items can be submitted later. Items saved as

planned leave can be viewed by individual employee/direct supervisor and authorized admin.

Apply Leave
Employee m iE Added list
Employee = - -
beave Types : ’
Leave Date= = 1] Full Day v
Leave Reason
Attachment

Maximum file size per attachment is IMB. Only _jpeq, .png, .gif & .pdf formats are allowed.
Approval Person

+ Save Plan Leave

Follow the steps below to add item to list and save as plan:

Select Supervisor tab.

Select Employee.

Select a Leave Type. Switch from Actual to Plan.
Insert the date range.

Fill in Leave Reason and attachment if necessary.

A e

Click BEEFEf 3 t0 add item to list and save as draft.



1.5 Submit Leave Items Added to List

Follow the steps below to submit leave request which have been added to list:

1. Select =4 to view the added draft list.

Apply Leave

Employee iE Added list

Employee = - -
Leave Type= _ - Actual m
Leave Date= Full Day ~

Leave Reason

Maximum file size per attachment is 3MB. Only jpeg, .png, .gif & _pdf formats are allowed
Approval Person

+ Save Plan Leave ‘

2. Mark V to the Leave Record that you wish to submit

4 Submit Selected Leave .
3. Select _ to submit Leave record.

Drafted Leave

Drafted Planned

G Select All 4 Convert Selected to Plan |
.EMYOON ] Annual Leave (ANL) Date : 2021-09-22 To 2021-08-22 e
Duration

1 Day(s)

o]

4. System will prompt for signature in a dialog box (as shown below), user may click on

@ toerase signature or X to cancel (if reuse previous signature is allowed).



Confirmation

Confirm submit application?

Signature

Sign then click [ = | to confirm

System will prompt previous signature in dialog box (as shown below), if previous
signature exists (and policy is turned on). User may click on Z to sign again or

click “ to confirm.

Confirmation

Confirm submit application?

Signature




1.6 Remove Leave Items That Have Been Added to List

IE Added list I8 Added list
and

1. Toretrieve Leave record, go to at the top-right corner, click
a list of leave record will be shown.

2. Click on Drafted or Planned Leave.

Drafted Leave

Drafted Planned

& serectal + Co Plan
, O Mmyoo23. Annual A (ANLA Date 2021-09-22 To 2021-09-22 e D

Option 1: To remove all items include the main header.

Click on the main header to retrieve all details, identify the record that you wish to
remove from list, simply mouse over the greyed-out » icon to select only certain
record to delete.

Drafted Leave

Drafted Planned
[ select Al
L) Mvoo23- Annual Leave (ANL Date : 2021-08-22 To 2021-08-22 e
Leave Date Time Leave Method EL
2021-09-22 08:00:00 D
O  2021.00.22 (Wed) 2021-09-22 16:00:00 Full Day Yes

. D MY0023 - Annual Leave (ANL) Date 2021-10-15 To 2021-10-15

Option 2: To remove only certain item inside the header.

If user with to clear all record belonged to the main title, select the header, then
mouse over to greyed-out » icon to delete all records inside the main header.



LEAVE APPROVAL

2.1 Approve/ Reject Leave Request via System

©OO00QQe -~

Summary Calondar Apply Leave Drafted Supervisor Raport Emplx Mobile
Leave Approva

—
& Supervisor Approval

Employee »

Status : ®All O Pending Approval O Pending Cancellation Approval
O Mvooss. s annuatlene (anL) Date 2021.07.21 To 2021.07-21 ”
’ Pending Approval ration 1 Day(s! ‘B .

WEeaee 111 B

Approver can choose to apply filter to select employee before making approval/reject Leave
request.

Follow the steps below to approve/reject leave:

1. Click the icon of “Approval” as highlighted above

2. Mark Vv on checkbox for action.

. . M % Reject Selected
3. To approve, click , to reject, click

4. System will prompt for signature in a dialog box (as shown below), user may click on

@ toerase signature or  *  to cancel (if reuse previous signature is allowed).

Confirmation

Confirm submit approval?

Signature

Step 5: Sign then click to confirm

Step 6: System will prompt previous signature in dialog box (as shown below), if
previous signature exists (and policy is turned on). User may click on Z to sign

again or click to confirm.

10



Confirmation

Confirm submit approval?

Signature

Note: Approval can be made via system / email / mobile apps.

11



2.2 Approve/Reject Leave Request via Email

Once email of approver is set in system, employee leave request will be sent to
department supervisor/manager via email notification. In the email, click the highlighted
HERE to redirect to the approval page.

Hi

I has applied leave with the details as below

Please clic@ HERERo approve/reject the application

Please click HERE to login

Employee No MY0098

Employee Name

Leave Type Compassionate Leave - COMPS
Start Date 2021-10-27

End Date 2021-10-27

Leave Date Start Time End Time Leave Method Emergency Leave

2021-10-27 2021-10-27 07:00:00 2021-10-27 15:00:00 Full Day No

Approval/rejection can be made once user is being redirected to the approval page.

Employee » :
Status :® All O Pending Approval O Pending Cancellation Approval

& EMPOO1- Compassionate Leave (COMPS) Date 2021-10-27 To 2021-10-27
Pending Approval 3

(¥ EMPOO1 - Compassionate Leave (COMPS) Date 2021-10-28 To 2021-10-28

& EMmPOO1 - Replacement Leave Date 2021-08-05 To 2021-08-05
Pending Approval (REPLACEMEN) 2 L

@ EMPO01 - Training Leave (TRAINING) Date 2021-10-25 To 2021-10-25
Pending Approval |

& EMPOO1 - Unpaid Leave (UPL) Date. 2019-12-26 To 2019-12-26

)

Pending Approva

(W[«JPage 1/2 [¥][

Approver can choose to filter the employees before approve/reject the Leave Record
Follow the steps below to approve/reject Leave:

1. Tick at the checkboxes

2. To approve click , to reject click

3. System will prompt for signature in a dialog box (as shown below), user may click on

@ toerase signature or *  to cancel (if reuse previous signature is allowed).

12



Confirmation

Confirm submit approval?

Signature

I EX

Sign then click to confirm

System will prompt previous signature in dialog box (as shown below), if previous

signature exists (and policy is turned on). User may click on Z to sign again or

click to confirm.

Confirmation

Confirm submit approval?

Signature

13



LEAVE REPORT

3.1 Retrieve and View Employee Leave Records

©00@Qa@-

Summary Calendar Apply Laave Drafted Suparvisor
Leave Approval

1. To view more details about Employee Leave, click on the Report icon.
2. Select desired Tab, and it will display all reports which available. Click on the
report listed below to view.

E Report

[Emp\oyee Supervisor ]

Leave Summary

©00

Overall Leave Laave
Summary Application Application
History (Summary)

Leave Detail

006060606000

Entitlement Earn Credit Adjustment Encashment fcastment Expired Expiring
Leave ave

boriod)

List of reports:

a. Leave Summary

e OQOverall Summary

e Leave Application History

e Leave Application (Summary)
b. Leave Details

o Leave Taken

14



1. Overall Summary

By default, the report displays the employees and their entitled leave details.

Overall Summary (supervisor) (1) & Export +

As of : 2021-11-02 (2)

Carry

Emloyas Employee Name Leave Type UNILOT e titiement Balance @  Future @ Earn Credit Taken @  Adjustment Encashment Expired  Advance
o Measure Forward

000084 Annual Leave Day 18 15 0 05 16.5 0 15.5 0 0 0 0
Business Trip / Training Day No Limit No Limit 0 0 No Limit 0 0 0 0 0 0
Calamity Leave Day 2 2 0 0 2 0 0 0 0 0 0
Compassionate Leave Day 3 3 0 0 3 0 0 0 0 0
Examination & Study Day 7 ¥ 0 0 7 0 CG) 0 0 0 0
Leave
Sick Leave Day 2 5 0 0 22 0 17 0 0 0 0
Hospitalization Day 60 60 o 0 60 0 0 0 0 0 0
Marriage Leave Day 3 3 0 0 3 0 0 0 0 0 0
Paternity Leave Day 1 1 0 o 1 0 0 0 0 0 o
Replacement Leave Day 0 0 0 [} [ 1 1 0 0 ] 0
Unpaid Leave Day No Limit No Limit o 0 No Limit 0 15 0 0 0 o
Unpaid Leave (Absent) Day NoLimit | No Limit 0 0 No Limit 0 0 0 0 0 0
Unpaid Leave (Half pay) Day 0 o [ 0 0 0 0 0 0 0 0

. 2|3 |4 » Show 5 Employees a (3)

Step 1: Click on to show more columns

Step 2: Click on Bt 46 download report to excel, or generate print report.

Step 3: Paging and no. of employee per page
Step 4: Apply Filter to for user preference report format.

Step 5: Click to filter the data.

Apply Filter (4) (5) m Q Clear Filter

As of 2021-10-27 C

Employment Status Active Department Select options
Supervisor Job Level Select options
Job Class Select options Leave Group Select options
Employee Select options. Leave Type Select options.
Available for Encashment Select options Entitlement Calculation Select options

Step 6: Click data in the taken column.
Step 7: Click on the eye icon.

15



Leave Detail

Emergency
Leave Date Entry Date Remarks Leave Advance Leave
» 2021-10-28 2021-10-24;}4:44@ No No
Full Day
¥ 2021-10-27 2021-10-26 09:12:54@ No No
Full Day
Emergency
Leave Date Status Approval Person Leave Advance Leave
2021-10-27 Approved 1. SSES— - No No
Full Day CTIZIT) on 2021-10-26 17:44:28 @
2, — - —-
on 2021-10-26 17:46:04 @
b 2021-10-25 2021-10-19 13:42:31 No No
Full Day

No. of days
1

No. of days

Signature

Name:

Date: 2021-10-26 10:34:44

Close

16



2. Leave Application History

By default, the report displays the leave record submitted & approved.

Leave Application History (supervisor) (1) * Export~ (3)

Leave Date Range - 2021-01-01 - 2021-12-31 (2)
Employee No. of days Unit Of
V%€ & Employee Name o StartDate o EndDate o "° (Ve MU o TakenType o Leave Type & Leave Status ¢ Entry Date & Entry By . Re
000084 > 2021-01-12 2021-01-12 1 Day Full Day Annual Leave Approved 2021-01-05
10:25:46
000084 > 2021-01-26 2021-01-26 05 Day First Half Annual Leave Approved 2021-01-19
16:27:34
000084 > 2021-01-28 2021-01-28 1 Day Full Day ‘Work From Home Approved 2021-01-28
12:50:59
000084 > 20210130 | 2021-01-30 1 Day FullDay | Work From Home Approved 2021-01-30
11:27:49
000084 > 20210208 | 2021-02-06 1 Day FullDay | Work From Home Approved 2021-02-09
12:01:54
000084 > 2021.02.09 | 2021-02-08 1 Day FullDay | Annual Leave Approved 2021-02-02
15:34:04

Bl:: | [sovsemomen.| (4)

Step 1: Click on to show more columns

X Export

Step 2: Click on to download report to excel, or generate print report.

Step 3: Click on to retrieve latest data.
Step 4: Paging and no. of employee per page
Step 5: Apply Filter to for user preference report format.

Step 6: Click to filter the data.

Fite
|
Apply Filter (5) (6) < Clear Filter

From 2021-01-01 =] To 2021-12-31 8
Employment Status Select options . Department Select options.

Supervisor Job Level Select options

Job Class Select options Leave Group Select options

Employee Select options : Leave Type Select options

Emergency Leave Select options ' Leave Status Select options

Advance Leave Select options Taken Type Select options.

Attachment PR T T Available for Encashment Select options

Entitlement Calculation Select options

Error

17



Step 7: Click on the eye icon.

Approval Person

on 2021-10-26 17:44:28 @

on 2021-10-26 17:46:15 @

on 2021-10-19 21:45:03 @

nn 2021-10-19 21:46:19 &

Approval
a a a
Entry Date = Entry By + Remarks + Date *
2021-10-26 MYwave Test Admin 2021-10-26 1. -
15:44:43 17:46:03
*(7) .
2021-10-26 MYwave Test Admin
15:45:04
2021-10-19 MYwave Test Admin 1 -
21:43:20 @
2.
Signature

Name:

Date:

2021-10-26 17:44:28

Close

L1

18



3. Leave Application (Summary)

By default, the report displays the employees and their entitled and taken leave details.

Leave Application(Summary) (supenvisor) (1) 2 Export

As of : 2021-11-02 (2)

Unit Of Carry

Employee Employee Name Leave Type Entitlement Balance @  Future @ Earn Credit Taken @  Adjustment Encashment Expired  Advar
o Measure Forward

000084 ?  Annual Leave Day 18 15 0 05 16.5 0 15.5 0 0 0 0
> Business Trip / Training Day No Limit No Limit 0 0 No Limit 0 0 0 0 0 0
¥ Calamity Leave Day 2 2 o [ 2 0 0 0 0 0 0
> Compassionate Leave Day 3 3 0 0 3 0 6 0 0 0 0
? Examination & Study Day 7 7 0 0 7 0 ( 0 ) 0 0 0 0

Leave

> Sick Leave Day 22 5 0 0 22 0 17 0 0 0 [)
? Hospitalization Day 60 60 0 0 60 0 0 0 0 0
%  Marriage Leave Day 3 3 0 0 3 0 0 0 0 0 0
¥ Paternity Leave Day 1 1 0 0 1 0 0 0 0 0 0
? Replacement Leave Day 0 0 0 0 0 1 1 0 0 0 0
¥ Unpaid Leave Day No Limit No Limit o 0 No Limit 0 15 0 0 0 0
> Unpaid Leave (Absent) Day No Limit No Limit L] 0 No Limit 0 0 0 0 0
? Unpaid Leave (Half pay) Day 0 0 0 0 0 0 0 0 0 0

- 2|34 » Show 5 Employees a (3)

Step 1: Click on to show more columns

Step 2: Click on 5% to download report to excel, or generate print report.
Step 3: Paging and no. of employee per page
Step 4: Apply Filter to for user preference report format.

Step 5: Click to filter the data.

Apply Filter (4) (5) EE o ceorie

As of 2021-10-27 ]

Employment Status Active Department Select options
Supervisor Job Level Select options
Job Class Select options Leave Group Select options
Employee Select options. Leave Type Select options.
Available for Encashment Select options Entitlement Calculation Select options

Error

Step 6: Click data in the taken column.
Step 7: Click on the eye icon.

19



Leave Detail

Emergency
Leave Date Entry Date Remarks Leave Advance Leave
» 2021-10-28 2021-10-24;}4:44@ No No
Full Day
¥ 2021-10-27 2021-10-26 09:12:54@ No No
Full Day
Emergency
Leave Date Status Approval Person Leave Advance Leave
2021-10-27 Approved 1. SSES— - No No
Full Day CTIZIT) on 2021-10-26 17:44:28 @
2, — - —-
on 2021-10-26 17:46:04 @
b 2021-10-25 2021-10-19 13:42:31 No No
Full Day

No. of days
1

No. of days

Signature

Name:

Date: 2021-10-26 10:34:44

Close

20



4. Leave Taken

By default, the report displays the leave record submitted & approved.

Leave Detail - Taken (supervisor) (2) & Byport” (3)

Leave Date Range : 2021-01-01 - 2021-12-31 (2) i
Employee No. of days Unit Of
e ® Employee Name ¢ LeaveDate ¢ StartTime ¢ EndTime o o/ /W% ¢ N0 ¢ TakenType & Leave Type . Leave Status ¢ Entry Date ¢ Entry By
000084 2021-01-12 2021-01-12 2021-01-12 1 Day Full Day Annual Leave Approved 2021-01-05
08:00:00 16:45:00 10:25:46
000084 2021-01-26 2021-01-26 2021-01-26 05 Day First Half Annual Leave Approved 2021-01-19
08:00:00 11:54:00 16:27:34
000084 2021-01-28 2021-01-28 2021-01-28 1 Day Full Day Work From Home Approved 2021-01-28
08:00:00 16:45:00 12:50:59
000084 2021-01-30 2021-01-30 2021-01-30 1 Day Full Day Work From Home Approved 2021-01-30
08:00:00 16:45:00 11:27:49
000084 2021-02-06 2021-02-06 2021-02-06 1 Day Full Day Work From Home Approved 2021-02-09
08:00:00 16:45:00 12:01:54
000034 2021-02-09 2021-02-09 2021-02-09 1 Day Full Day Annual Leave Approved 2021-02-02
08:00:00 16:45:00 15:34.04

< Elz 4] [semsemeses| (&)

Step 1: Click on to show more columns

Step 2: Click on 5" to download report to excel, or generate print report.

Step 3: Click on to retrieve latest data.
Step 4: Paging and no. of employee per page
Step 5: Apply Filter to for user preference report format.

Step 6: Click to filter the data.

Apply Filter (5) (6) @ Clear Filter

From 2021-01-01 =] To 2021.12.34 B
Employment Status Select options. Department Select options.
Supervisor [ O Q Job Level sSelect options
o} O O
Job Class oD Leave Group Select options
Employee Select options Leave Type Select options
Emergency Leave Select options Leave Status Select options
Advance Leave Select options Taken Type Select aptions
Attachment Selact options : Available for Encashment Select options
Entitlement Calculation Select options
Error

21



Step 7: Click on the eye icon.

Approval Person

on 2021-10-26 17:44:28 @

on 2021-10-26 17:46:15 @

on 2021-10-19 21:45:03 @

nn 2021-10-19 21:46:19 &

Approval
a a a
Entry Date = Entry By + Remarks + Date *
2021-10-26 MYwave Test Admin 2021-10-26 1. -
15:44:43 17:46:03
*(7) .
2021-10-26 MYwave Test Admin
15:45:04
2021-10-19 MYwave Test Admin 1 -
21:43:20 @
2.
Signature

Name:

Date:

2021-10-26 17:44:28

Close

L1
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