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In Leave (Employee), you can view all your available leave credits. Click
Request Leave to file a leave request.
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Cancel Add Leaves

A pop-up form will appear where you need to fill in all required details
to file your leave request.
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If there are any adjustments needed on a filed leave, you may update the
request as long as it is still pending. Simply click the Edit dicon in the
Action column, make the necessary changes, and click Update to save.



