
Pending Leaves
Directory and back

tracking of filed
Leaves



Reminder:

“ Always use the
Header to find 

pages “

Leave Approval - this is where we find all of the Pending Leaves.

Leave Monitoring - this is where you can find all of the 
Leave History that is under your name. 



Leave Approval
 form view should

have a buttons
(Approve and

Disapprove Button)



Leave Monitoring
should have a date
range and viewing
filter.

Reliever Viewing
Immediate Superior
Department Head
Area Manager
Own Leave Form

Reliever Viewing - Filter Leaves that you as Reliever.
Immediate Superior Viewing - Filter Leaves that you as Immediate Superior.
Department Head Viewing - Filter leaves that you as Department Head.
Area Manager - Filter leaves that you as Area Manager
Own Leave Form - Filter your own filed leaves.


