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Quick guide for HOD
How to Key Keep Day-Off/Leave/Change Day-Off

(You can click on a topic and the system will bring up the manual window you want to browse)
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nsiiudunen (Keep Day-Off)

13 Step for Keep Day-Off request for HOD

Keep Day-Off is the day that is our holiday But returned to work Due to various reasons such
as many customers causing being canceled on holidays So let us enter the key, let's keep the
holidays that day before. To be used for the next vacation this can access to request the key to keep
the holiday as follows.

STEP 1 Click at the icon ﬂ

STEP 2 Click at menu “OT Requests(daily)”

Th OT Reguests(daily)
= OT Requestperiod)
.::L_ Leawve Requests

{ | Change password

STEP 3 After that, click at “Employee code” and put your Employee ID into the white box and click at

Search

All

*Employee code 160007 _

Employee name

Select group
Section - A v
Department - A v
Level Al T
Work Place -4 v
= Al T
Work Status -4 v

4 =earch Cancel
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STEP 4 First time: the employee to click on our name on the corner of left menu first.

B Code:s Employee name

STEP 5 After that, select the day that we want to collect the holidays. By clicking on the calendar

icon El':

22/08/25673 Edd,fmmm

)

STEP 6 After that click at “Show”.

= how

STEP 7 After that at the “Cumulative” (This is very important) Choose to change from “Paid” to

“Leave”.
Paid v
Faid
STEP 8 After that at “Job name” please click at - " select a reason for

the Keep Day-Off.

Ty

iuwuusaRiul - Replace of anather person
L INgs - High Occupancy
Teuandniumge - Cancel Day-Of
finredAme U Tiane - Event for guest

e - Job Backlog

fAnsuLsandt - Guest wedding
faudusdasiung - Christrmas Eve

frutl i - New year Eve
tSuilgneiniEuinisay - Have guest

Aue (TUsessuinome) - Other Please specify

| I—
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STEP 9 At the “Start” Let us type the time to start working.

STEP 10 At the “End” Let us type the time at the end of the work.

End
18:00

STEP 11 At the “Total” The system will automatically calculate the duration of Keep Day-Off for us.

(Usually, this box must include 9 Hours of work time to equal 1 day.)

Sawve

STEP 12 When everything is in complete, press the button

STEP 13 Our Keep Day-Off request system will be displayed as a list.



n19a191U (Leave)

11 Step for Leave request for HOD
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Leave request is A the day that is our working day But want to stop work So let us enter the

key to take a leave on that day Which can enter the key to request leave as follows.

STEP 1 Click at the icon ﬂ

STEP 2 Click at menu “Leave Requests”

o

Th OT Reguests(daily)

=5 UT Requestiperiod) |

.-_lf-_ Leawve Requestsh

{ | Change password

STEP 3 After that, click at “Employee code” and put your Employee ID into the white box and click at

Search

All
* Employee code

Employee name
Select group
Section
Department
Level
Work Place

Work Status

1E;[|[||]?—

Al
~All- v
~All- v

~All- v
~All- v

—All- v

4 =earch Cancel
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STEP 4 First time: the employee to click on our name on the corner of left menu first.

B Code:s Employee name

STEP 5 At the “Reason” please select your reason

Reason ;| Annual leave v

oick Leave
Errand laave =
Fublic Haliday

Materrmity Leave
Matrimonial Leave
Wiith Ot Pay

Leave Keep Day Off o

Handinm all rannast FHE=1T

STEP 6 After that at the table below. Will show up the right to request that leave for us. If we take

more than of the right to leave in the system will not allow saving.

Fnfrrsen avin Sau ! —III_:EIII | 000 -
(AnSazay | Anflaadv)

1l 0-0:0

R 1-0:0

Lumriin Fau Fisoaudi 0-0:0

s saaudi@ favism 0-0:0

STEP 7 After that, include a reason for leaving. To be used in consideration in approving leave

(Anyone who doesn't wear it might not be considered on leave).

Remark : 5 | Stomachache




STEP 8 After that, select the leave start date and end of leave date.

Start date - 03/09/2020 " afddimminy

End date : n3;09/2020 Hdd;mmfyyw

STEP 9 At the “Type of leave:” Please choose the kind we will leave.

Full-day leave = leave work all day.
Part-time leave = Leave Period time.
First-half day leave = Leave work only in the morning.

Second-half day leave = Leave work only in the afternoon.

Type of leave Full-day leave ¥

Full-day leave
Fart-time leave f
First-half day leave

| =econd-half day leave

f
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STEP 10 When everything is in complete, press the button S=300) 2

STEP 11 Our Leave request system will be displayed as a list.



msmﬁﬂu’muﬂqm (Change Day-Off)

24 Step for Change Day-Off for HOD

Change Day-Off will have to be performed 2 times.

1. Keep Day-Off

2. Leave Online by use Reason: Leave Keep Day-Off

First: Keep Day-Off

STEP 1 Click at the icon ﬂ

STEP 2 Click at menu “OT Requests(daily)”

5 OT Reguests{daily)
= OT Request{period)
&_ Leave Requests

{ | Change password
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STEP 3 After that, click at “Employee code” and put your Employee ID into the white box and click at

Search

All

* Employee code 160007 _

Employee name

Select group
Section --Al-- A
Department Al v
Level A T
Work Place --A-- ¥
i Al
Work Status --A-- ¥

4 Search Cancel
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STEP 4 First time: the employee to click on our name on the corner of left menu first.

B Code:s Employee name

o

STEP 5 After that, select the day that we want to collect the holidays. By clicking on the calendar

icon El':

22/08/25673 Edd,fmmm

%

STEP 6 After that click at “Show”.

= how

STEP 7 After that at the “Cumulative” (This is very important) Choose to change from “Paid” to

“Leave”.
Paid v
Faid
STEP 8 After that at “Job name” please click at - " | Select a reason for

the Keep Day-Off.

Ty

iuwuusaRiul - Replace of anather person
L INgs - High Occupancy
Teuandniumge - Cancel Day-Of
finredAme U Tiane - Event for guest

e - Job Backlog

fAnsuLsandt - Guest wedding
faudusdasiung - Christrmas Eve

frutl i - New year Eve
tSuilgneiniEuinisay - Have guest

Aue (TUsessuinome) - Other Please specify

| I—
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STEP 9 At the “Start” Let us type the time to start working.

STEP 10 At the “End” Let us type the time at the end of the work.

End
18:00

STEP 11 At the “Total” The system will automatically calculate the duration of Keep Day-Off for us.

(Usually, this box must include 9 Hours of work time to equal 1 day.)

STEP 12 When everything is in complete, press the button Save

STEP 13 Our Keep Day-Off request system will be displayed as a list.

After we go into the Keep Day-Off on the day that we have been canceled, then that holiday. Next,
let us take a leave using leave as a Leave Keep Day-Off.

Second: Leave Request (By use Leave Keep Day-Off)

STEP 14 Click at the icon ﬂ

STEP 15 Click at menu “Leave Requests”

d EE

5 OT Requests(daiby) |
=5 UT Requestiperiod) |

.-_lf-_ Leawve Requestsh

{ | Change password
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STEP 16 After that, click at “Employee code” and put your Employee ID into the white box and click

at

Search

All

* Employee code

Employee name

Select group
Section Al
Department Al
Level Al
Work Place Al
= --A)l--
Work Status Al

160007 —

4 Search

Cancel

STEP 17 First time: the employee to click on our name on the corner of left menu first.

B Code:s Employee name

STEP 18 At the “Reason” please select “Leave Keep Day-Off”

Reason :

Leave kKeep Day Off

Annual leave

Sick Leave
Errand leave
FPublic Haliday
Materrmity Leave
Matrirmonial Leave
With Out Pay

Leave Keep Day Of
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STEP 19 liip7innseinsanadnanulsasdueanisafieniaaniiv 13dans lunisldanndu

Entitled Leave Keep Day

Off 3-0:0
Used 3-0:0
Femaining 0-0:0
Fending Leawve Keep Day 0-0:0
Off request

Fending all request 0-0:0

STEP 20 Put “Change Day-Off from dd/mm/yyyy” into reason.

dd = The day we did not stop and have the keys to Keep Day-Off. And will take it to stop on
the day of Key Laing (in 2 digits)

mm = The month we did not stop and have the keys to Keep Day-Off. And will take it to stop
on the day of Key Laing (in 2 digits)

yyyy = The year we did not stop and have the keys to Keep Day-Off. And will take it to stop
on the day of Key Laing (in 4 digits)

Example 22/08/2020 is 22 August 2020

Remark : Ty Change Day-Offfrom 16 August 2020

o

STEP 21 After that, select the leave start date and end of leave date.

Start date - 17/09/2020 " ddmmpy

End date : 17/03/2020 " o]ddmmmiyyy



STEP 22 At the “Type of leave:” Please choose the kind we will leave.

Full-day leave = leave work all day.
Part-time leave = Leave Period time.
First-half day leave = Leave work only in the morning.

Second-half day leave = Leave work only in the afternoon.

Type of leave

Full-day leawve ¥

Fart-time leave
First-half day leave
second-half day leave
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Save leawve

STEP 23 When everything is in complete, press the button

STEP 24 Our Leave request system will be displayed as a list.

Finish



