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Viewing and booking Leave 
 

 
 
 
 
 
 
 
 
 
 



  

 
 
 

Viewing & requesting Leave 
 
Select the leave option using the tool bar, the below page will load 
 

 
 
Across the top are all the requestable leave types, with any requested leave and the status 
of the leave listed below. 
 
The annual leave box shows the allowance, this is your full years entitlement. Approved, 
these are the hours which have been requested and approved by your manager. Balance, 
these are the remaining hours which are still available to be requested. 
 

                  
 
 



  

 
 
 
 
 
To request leave, use the request leave button in the top right of the screen  
 

                             
 
This will open a window, where you are able to select the leave type from a drop down 
 

             
The leave types will show you your remaining balance within the list 
 
 

 
 
 
 
 
 
 
 
 
 



  

 
 
 
 
 
 
Select the start date of the leave from the calendar by clicking into the start date box 
 
 
 

                                 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 
 
You will then have the option to select All day, Partial or Longer 
 

 
 
 
 
 
 
 
 
If selecting partial, you will need to enter the start / end time of your leave 
 

          
 
If selecting Longer enter the end date using the calendar by clicking into the end date box 



  

 
 
 
 

 
 
 
 
 
 
If you are trying to request leave for a period where you already have a leave type present  
or you have insufficient leave remaining you will receive an error, and will not be able to 
complete the request.  
 

 

 
 
 


