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How to Leave Request

When recording a leave request, it is recommended that the employee record the
leave before taking the leave, or they will be absent from work. This can separate leave
types as follows.

v Y
ANNNTAU = Annual leave
antlng = Sick Leave
a1na 185uA141e = Errand leave
atindmegny = Public Holiday
Yar 1 v .
aAReAlASLANES = Maternity Leave
a1naen il lifuAI41a = Matrimonial Leave (With Out Pay)
alalfuAn419 = With Out Pay

aniuduvem = Leave with Keep Day-Off

Annual leave v

oick Leave
Errand laave
Fublic Haliday
Materrmity Leave
Matrimonial Leave
Wiith Ot Pay
Leave Keep Day Off =

L e e ] TV T

1. Ontop click at the icon menu ﬂ

Eag T a4 i

WY anp e

160007 i FHewunt

[ = A 18 (OT Request) = 6 (Keep Day-Off Request) (Tuflasuszma 7/a../83)
B2 dubkaviusiinnuahy (Tuflaslssma 11/0.9./83)



2. After that click at

T OT Reguests(daily) [
2 0T Requestipeariod)

i Leave F{equests—

{ ! Change password

3. Asshown in the figure below.

% 99095 MR Test Aliob

i Leawve Requests

Annal lsam
Entillad Annusi lom ‘(F*‘ 8] Lt e
Used 000
Remsining 1-00
Pending Anrusl leae
request 0-00
|Pending all requsst 0-0:0
FRamark :
Tasks assigned to -
Stort date - 03092020 [TEjiaiany
Enddate:losnozo20 [Ty

ave leve Cancel
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‘Show delate records.

Type of leave [y

“Shiftorder 1 Shift order 2

© With Pay Without pay

o =1
oo [Tl

S I )

Show ‘ Expor Excel

(1] trom 0170172020 - 3171272020 change leave poriod

Print 93959 TestAlljob lz;:»;ep
Print 99999 Test Allob Les;iﬁen

it 50959 Test Alljob Le;:z»;en
Print 93939 TestAljoh Lﬂa:’;au
Print 93393 Test Allob Emend leave
Print 93993 TestAljoh  Annual lsave.

14/Sepf20

TSen/20

4/Sep/20

3ifavg/20

2BiAug/20

2BAvgI20

14/Sep/20

ISepi2d

ySepizl

Tbug2

e}

b2

2440720
33985MR Test
Al

Al vemmnty

0 0800 Appoved Wihpey  Fuldaylesve 4ot

26
0| 000l Wiy Fubclems | Smemen SO
¢ Alioh
2980720
0 om0 Wihpey  Fulldeylesve  afuiuven G9099HF Test
Alioh

5 29/Augr20
Bot [t adivgmannTu
o0, wihpay  Fuldsylesve B ﬂfgqmn Test
21jugr20
1 Wihpay  Fulldoylesve  ligs 59999HR Test
Alioh
26)Aug/20

Wihpsy  Fuldoyleove g

39939 Test
ljo

1Auai2)

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

| Leave Requests

T MR Test Alljob | date 03/09/2020 Shift Cade NO90 Time in 03:00 outl §:00
Reason : Annual leave v
it 1-0:0|0-00
Entided Anusllesve | oo ioug vgar| Cument Yaai)
Usad 0-00
Remoining 100
Pending Annual lsove c
= 000
Pending all request 000
Remark : Ty
Tasks nssigned to -
Stant date - 030572020 [TE[ddimmiey
End data <l3ngz2020 [T Jdcmmvay

Save leave

o]

‘Show delete records.

Typeofleave o iy une v

* Shift arder 1 Shift order 2
* With Pay Without pay

-lainamae [

o e
[mruuzm e}

A v | Summary of [sews requestad ‘

1] from 0170172020 - 31/12/2020 change leave period

Print 99399 Tust Allob LE;;’;E“ 14/Sepi20
Print 53999 Test Allioh LE‘;:,’;“ sep/20
Print 20929 TastAljoh L?;:‘;’;E” 4320
Print 93959 Test Alliob L’g;i’é?f"‘ T pAug/20
Primt 93999 Testaljob  Enmand lsawe eiAugiz
Print 83383 Tastaljoh  Annual leowe eimuzn

14/Sep0

ISepizl

4Sep/20

NjAug/zn

e/l

Mg/

2440720
0 080D Approved Wihpey  Fulkdeylesve | AMRnnR pooqg e ron
Searziad Az
260
0 | 0800 Apooved Wikpey  Fuldeylesve  |MUBDERNN ggngqin qoy
ooz
29/Augi20
0 os0 Witpey  Fuldeyleave  altnn S3995MF: Test
—- T
0 000, N wihpey  Fuldeylesve SRS gogagin oo
Approvec LEI 0
. 2augr20
1 ol wihpoy  Fuldoyleave  lgm 39535HF Test
Appraven Allola
- 254
o pey| Fuldaylove [y 3993HR Tast
dnnraed Allohs

Pbnion
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5. After that, observe the channel Employees who request leave will show our name and
show date of Leave Request and our work shift.

Employee name :EEIEIEIEIEI : MR . Test Alljuhé édﬂtE 0340942020 Shift Code NO30 Time in 09:00 out] 8:00

6. Atthe “Reason” Please select reason as per according to the will that we want to leave.

Reason :| Annual leave ¥

2ick Leave -
Errand leave =
Public Haliday
haterrmity Leawve b
hatrimanial Leave
With Out Pay

Leave keep Day Of =

Handinn all rediast =1

7. 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.

Eniilegipntallecye EF:PéEsilunu:aD‘iEeaM Current Year)
Uszed 0-0:0
Femaining 1-0:0
f;znucggig Annual leawve 0 -0
Fending all request 0-0:0




10.

11.
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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 : T | Stormachache

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

Start date - 03/09/2020 T afddmmiyy

End date : p3/09/2020 llddfmmfywy

After that at the channel "Tasks assigned to" If you leave to work then there are people
responsible replace. You can enter the name of the assignment next to you in this box.
But if there is no space, you can skip it.

Tasks assigned to :

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

Type al e Full-day leave ¥

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

| second-half day Ieavef

R - |ove work all day.

Type of leave Slertdis lepm O

Start time 0a:00

End time 12:00
Total 03:00

= Leave Period time.

First-half day |ea ¥ | - | eave work only in the morning.
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Szzeieh il dafy = Leave work only in the afternoon.

12. After that, Shift Order 1, do not need to change any value.

* Shift order 1 Shift order 2

13. After that, we will not be able to select this channel ourselves. The system will choose to
follow the Reason.

With Pay Without pay

L Save leave
14. When everything is in complete, press the button
Please fill in leave details Show delete records.
name : 99999 : MR Test Alljob  date Shift Code N090 Time in 09:00 out18:00
Reason : Annual leave 2
z 1-0.0|0-0:0
Entiled Annusllsava: | oo ic) s Vear| Cument Year)
Used 0-00
g 1-00
Pending Annualleave g 1.0
request
Pending all request 0-0.0
Remark : Ty Stomachache
Tasks assigned to :
Start date : 03092020 ["eldd/mmpyyy Typeofleave ¢\ oy ioae v

End date : 5
pansrnz0 __Fekisfmmbsy *Shiftorder 1 Shift order 2

RUS— * With Pay Without pay.
Saveleave | |  Cancel

oo [Taldimbyyy - 311202020 [Talimmsyy ExportExcel | Al v || Summary of leave requested | ‘

e |

b4

15. After that system will pop-up show “Save complete” Please click at

192,168, 10,23% uani;

Save completed,

Las |
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16. After that, the system will show that Has sent an email to your department head to

approve the request to collect holidays, then click on “Close”.

[9 192.168.10.239/\WebTime fwork /EmailStatus. agpx %
| Employee Send to Sending status

99999 : wanmdsy noaw [ MR Test Alljob ) eng_appl@hansarsm.com  Send E-mail complete

Cluse_

T Please fillin leave details Show deleta records
Employee name : 93999 : MR Test Alljob | date 03/08/2020 Shift Code NO30 Time in 0900 out18:00

Reason: Annual leave

1-00]0-00
Entlednuslions | Pravous Yaor] Curentew)
Used 0-00
Remaining 100
g Annusl lesve
;"""!B s 000
Pending all request 0-00
Remark -
Tasks assigned to -
Start date 030372020 [“elidimmby Typeotleave ¢,y jcave v
End date -
03092020 [eladimmiy “Shiftorder 1 Shift order 2

Save leave Cancel St i

{2020 Felddmmby = 31122020 [efadimmbyyy Show  ExponExcel AL 0 &;n;vdb;ﬁws‘dw

[1]from 01/01/2020 - 31/12/2020 change leave period

Print 99999 Test Aliob Leave Keep Day Of 14Sepr20 14/Sep/20 0 h Fullday leave aivmgranontud 13082020 oo oy
26/Auaf20
Print 99993 Test Alioh Leove Keep Doy OF WSep0 HSeprd 0 . Full-doyleva wivuvemarn 06032020 i b
1 Ao 29/Aug20
gt BT s T s ri s Fra s s s n n'n EfrEEr Y TEE R W rErEEEEEEE R l;;lg“m?l,yn,a EEErE
[]

win
B Dol Print 33399 Test Aljob Anauel leave YSepr20 VSepr20 o o000 payiwoit Fullday leave Stomachache

3Sep20
- 99939MR. Test Aliob [ ]
R M O W EE RN N AN NN E NN (R R RN R RN NN s E N NN "

st

Print 99999 Test Afjob Enendloave 26/Aug/20 2689720 1 Fullday leave en e Asich
Print 99999 Test Alict Anausl leave 28/AugR0 2pAugr20 ! Fulday leove g SRR TestAkob
Print 33839 Test Aficb Leove Kesp Doy OF 27/Aug0 27/ug0 o oo s as Aok
Drine 00690 Tacr ainn Gt e +ansman V- " Carnethalf e amm IMer20
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Meaning of each channel

Del = for delete our leave (Can be deleting only before the head of department

approve only. If the department head approves it, it cannot be deleting. Notify the HR

department to delete our worksheet first Then key into the new system)

Print = Can print your leave request

Code (Name - surname) = Show staff ID, Name of Staff and Surname of Staff

Reason = Reason of leave

Start date = Start date to leave

End date = End date to leave

Start time = It will be shown only if we have selected the Leave type of period time.

End time = It will be shown only if we have selected the Leave type of period time.

Total day = It will show only when the Human Resources Department has processed
the leave for us.

Total time = the total time we asked for leave.
Status = It informs us that has your department head approved your request?

Leave Without pay = It shows that you leave request "With Pay" or "With Out Pay".
Type of leave = It shows our type of leave (Full Day, Interval, First Day, Last Day).

Remark = the reason for requesting a Leave record.

Save date = as to inform that on what date were our worksheets saved and who
saved them?

Leave work will not be able to go back to modify your leave. Therefore, if you make
a mistake or change your mind, we will have to remove our old letter and do a new one.

(But must be deleted only before the HOD approves first If the HOD has have approve

done, he must notify the Human Resources Department to take action.)
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How to Delete Leave Request
18. At the first of your Leave request pl

ease click at Del

T

Y

D © 3

Leave Requests
[T r] Please fllin leave details Show dalate racords
% Employse name : 99999 - MR Test M|nb_ date 03/09/2020 Shift Code NO90 Time in 09:00 out18: W
Reason : Anual leave .
1-00[0-00
Erited Armualoove | UL urerivo)
Used ~lo0s
Remsiing 1-00
[Pending Annuel leave
e 0-00
Pending ol equest 000
Remark - T,
Tasks assigned to -
Start doto - 00972020 [“Elddiminisy Typeolleave ¢, 1\ 100 v

End date - [
03/09/2020 cjddimmbyyy * Shift order 1 Shift order 2

" - = ‘WithPay  Without pay
[ Sowiemwe | [ coal |
{01720 [Coldimmayy = (1722020 ["eliaimainy Show. | Bponexcel | A

1] trom 0170172020 - 317122020 change leave period

End | Total | Total

time day time BavaLs
Print 93939 Test Afiob Leave Keep Day Of 14Sepi20 14/Sepr20 o 0800 4 With pay Fullday leave adyfgranveiud 13082020 EN oo Aliod
Print 29993 Tost Atiob Leave Keep Dey Of Sepi2d Sepr2d 0 0800 Apc With pay Fullday leave sy Tmgmanin 06092020 e Mo
Print 93999 Test Aljob Leove Keep Day Off 4/Sepi20 4/Sep/20 0 08:00 ‘With pay Fulldoy leave sy Toen ig";‘;‘;ng“slNhﬁb
g | e 3Sep20
Del Print 93999 Test Aljiob Annual leave 3fSepf2 3fSep/20 0 08.00 peayiwait Full-day leave Stomachache 99999MA Test Alliob
soprove)
int 9939 Test Aliob Leave Kaep Day Of g2 3Augr o 0800 With pay Fulldoy leave atutwwgranviindt 30082020 [rlons o B Aliob
Print 99399 Test Aliob Enond leave 28)Aug/20 2Aug20 1 With pey Fullday leave g e o Alios
o 287400720
Print 93999 Tost Aliob Annusl leave 28GR0 28/Aug/20 1 With pay Full-day leave s 99399MR. Test Allic
Print 33393 Test Aliob Leave Keep Day Off 22iAugr20 2hugr20 o 080 4 Wit poy SR TestAlioh
Dviet 00000 Tact Aiinh il amin PR e a Ao Wihomi Gannarthal daslama 1Mer20

19. When the system shows that “Confirm delete?” click at

192,168, 10,232 uani.

Caonfirm deleter?

PR | x - £
i Uoafumi i anmaaianisidmouinén

AR HALAR

20. When the system shows that “Delete complete” click at

192,168, 10.23% uanin;

Delete complete.
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21. After that, the system will show that has sent an email to your department head to that

we removed the leave, then click on “Close”.

[ 192.168,10.239/WebTimefwork EmailStatus. aspx
nd

eng_appl{@hansarsm.cam

Clnse_

Employee
99999 nmaiay ey (99999 Test Alljob )

22. Your leave request will be removed from the system.

%

ending status

Send E-mail complete

Leave Requests

gl =
& Emplayee name ; 999t
Reas,

v

1-00]0-00
Eted Aonuclloove | reyious ear| Qurent Yo
S T
Remaining 100
Pending Anausl leave
roquess 2 ]
Pending ol request 000
Remark T,
Tasks assigned 1o -
Start date : 03092020 ["ejdd/mmimy
Enddate 03092020 [Teddimmimy

 Sovaleave Concal

Show delete records.

MR Test Alliob || date D3/03/2020 SAif Code N030 Time in 030 out18 00

Typeolleave r; iy joae v

* Shiftorder 1 Shift order 2
WithPay  Without pay

010172020

Reason

Start dote

End date

End | Total
time | day

Finish

Total

time

v | Summery of leave requested |

Remark

.

B print 99395 Test Aljob Leave Keep Day Of 14/Sepi20 14/Sepi20 U 0800 Appioved Withpoy Fulldey leave simgmanvniud 13082020 frims n

| | estAlljob -

s
m Print 95998 TestAlib Leave Keep Day Off Sepi2 7Sepi2d 0 080D Approved Withpay Fulkday leave atutvgrann 06092020 e ok -
[ -

: Print 92399 Test Allob Lesve Keep Day Of 4Sepr20 4Sepi20 o oson |, M2 winpey Fulkdey leeve ey - gg@;a‘gns« - :
" Lot , 29/Avgr20

m Pt 9sss Test Aljon Leove Kaep Dy Of Augr20 3WAugr20 o omo N wanpoy Fulkday leave sy 0082020 OTE Tast ANt b

B Print 95399 Test Alliob Enand leave 28/Aug/20 28/Aug/20 1 ! g Witipey Fulkday leave W g‘g;‘g‘;ﬂ: estARol | ]

B ot ssso9 Testaon Al 28Iag20 2820 1 et Fulkdyk ! RN .

™ i *stAlljol el leave 9721 /2! Avproved | VM PSY b aient o dad 93999MR. TestAllob .
12t 21/Augl20

B Print 99399 TestAljob Leave Keep Doy OF 27j8waf20 27ugr20 0 | 0800  Approved Wit pay Fulldoy leave aymgmanvitud 26082020 plen il i ]

L] 1Morf20 =

m PrinasesTesAlon SickLeeave 13Mer20 13Mer20 0 Appioved Wit pey Second-hal day leave b b

W Print 92999 Test Alliob SickLoave 12Mer20 12Morf20 0 Appraved | Wit poy Firsthal doy loave ;;ﬁ:“m ™

| | L}

‘....................................................................



