
HOW TO APPROVE LEAVE



On the left sidebar, navigate to Leave > Leave (Admin).

Go to Leaves and click Leave Admin to view all pending, approved, and 
rejected leave requests. Use the filter and search bar to easily find 
specific records.

HOW TO APPROVE EMPLOYEES’ LEAVE



When approving employee leave requests, you can hover over the blue icon in 
the Leave Type column to view the reason for filing the leave.

To update the request status, click the Status dropdown and select Approved. 
If adjustments are needed, select Rejected so the employee can refile the 
leave request with the necessary corrections.
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Note: You can approve leave requests in bulk by ticking the checkbox 
on the left side of each record, then clicking Bulk Actions and 
selecting Approve.

You may also adjust Rows Per Page to display more employee leave 
requests at once for easier review.
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