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In Leave Settings, you can view all available Leave Types. Click Assign
User, and a pop-up window will appear.
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Filter by Branch, Department, and Designation to narrow down the employee

In the box below, all filtered employees will be displayed.
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To monitor all employees’ leave credits, click the Eye Icon.
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JAF Digital Group Inc.

JAF Digital Group Inc.

JAF Digital Group Inc.
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0.00 ¢|®
5.00 ¢|o
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You can filter by branch and use the search bar to easily find
You may also adjust leave balances by clicking the Edit

employees.
jcon in the Action column.
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In Leave Settings, click the Settings 1dcon to open a pop-up window
where you can view and manage all Leave Policies.
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@ Attendance < Advance Notice Period 0

Maxium days’ notice required before applying.
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@ vacationLeave  AssignUser © @ Half Day
Enables employees to request half-day leave. e
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& Official Business v
# Assets Management v Backdated Days 5
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Requires attaching supporting documents with the leave application.

Leave policies are configured per leave type.
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e Advance Notice Period - Set the number

Sick Leave Leave Settings (<} ]
of days an employee must file the
- leave in advance.
Advance Notice Period _ 0 e Half Day - Enable if half-day leave
Maxium days’ notice required before applying. . . .
filing is allowed.
Half Day
Enables employees to request half-day leave. ()
e Backdated Days - Set the maximum
e Duys , © number of days allowed for backdated
Enables employees to submit backdated leave requests.
leave filing.
Backdated Days
Maxiumm days’ required before applying backdated days. 7
e Document Required - Enable if
Document Required .
Requires attaching supporting documents with the leave application. c employees are requ-l red tO upload
supporting documents for leave

approval.



