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HOMEPAGE 
 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

When user entered the url 

address, this page will be load 

before user can login into the 

system. 

 

System will display which staff 

is on leave for current date and 

will be on leave. 

 

Click ‘login’ button to login to 

the system. 
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Login Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Insert username and password 

and click login button. 

 

Incase user forgot their username or 

password, please contact admin or 

head of department to change for a 

new username/password temporary. 
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STAFF SECTION 
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DASHBOARD 

 

 

 

 

  

 

 

Total leave staff 

already applied. 

 

Total staff leave 

already approved by 

HR. 

 

Staff annual balance. 

 

Total unpaid taken 

by staff. 

 

Staff edit profile 

and change 

password. 

 

Calendar will display staff on 

leave based on current staff 

department. 
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EDIT PROFILE 

 

  

 

Popup will appear and 

display current staff 

information. 

 

When done making 

changes, click update 

button. 
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CHANGE PASSWORD 

 

 

 

 

  

 

 

Popup will appear and staff 

need to enter their old 

password first before they can 

change to a new password. 

 

When done making 

changes, click update 

button. 
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LEAVE APPLICATION 

 

  

 

 

 

 

 

 

  

In menu, select E-Leave > Leave Application. 

 

Fill in all the * form. In emergency/ medical 

leave, staff are required to upload their 

attachment when apply. Email reminder will be 

sent to staff if they still not uploading the 

attachment on day 3 after their leave is 

approved. (Day 3 will be calculate based on 

staff’s leave start). 

 

After done fill all the 

form, click register 

button. 
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LEAVETYPE 

 

1. Annual Leave 

Staff needs to apply 5 days before selected date. 

2. Emergency Leave 

Staff can apply immediately but attachment is mandatory to upload. 

3. Sick/Medical Leave 

Staff can apply immediately but attachment is mandatory to upload. 

4. Maternity Leave 

Staff can apply immediately and select any leave start, system will automatically calculate leave end date. (60 days). 

5. Compassionate Leave 

Only select this leave type when company approved. 

6. Unpaid Leave 

Will be given selected this leave when staff annual already less than applied leave. 

7. Special Leave 

Staff needs to provide reason for selecting this leave type. Example current reason, umrah, married and others. 
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MY LEAVE 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

In menu, select E-Leave > My Leave. 

 

System will display all his/her applied 

leave. When status leave is approved, 

staff can’t edit his/her leave anymore. 

Upload button is active when staff 

apply as emergency/medical leave. 

View, Upload, Edit, Delete 

button. 
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HEAD OF DEPARTMENT 

(HOD) SECTION 
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DASHBOARD 

 

 

Total pending needs 

to make approval. 

 

Total departments 

leave already 

approved by 

Admin. 

 

HOD annual 

leave 

balance. 

 

HOD unpaid 

leave taken. 

 

Calendar will display staff on 

leave in his/her department. 
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Staff Management 

 

 

 

 

 

 

 

 

  

In menu, select Staff Management > List Staff. 

 

System will list all staff under 

HOD supervision included 

his/her information. 

 

View, edit information, change 

password and delete staff 

button. 
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LEAVE APPLICATION 

 

 

 

 

 

 

  

 

In menu, select E-Leave > Leave Application. 

 

Fill in all the * form. In emergency/ medical 

leave, staff are required to upload their 

attachment when apply. Email reminder will be 

sent to staff if they still not uploading the 

attachment on day 3 after their leave is 

approved. (Day 3 will be calculate based on 

staff’s leave start). 

 

After done fill all the 

form, click register 

button. 
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LEAVE TYPE 

 

1. Annual Leave 

Staff needs to apply 5 days before selected date. 

2. Emergency Leave 

Staff can apply immediately but attachment is mandatory to upload. 

3. Sick/Medical Leave 

Staff can apply immediately but attachment is mandatory to upload. 

4. Maternity Leave 

Staff can apply immediately and select any leave start, system will automatically calculate leave end date. (60 days). 

5. Compassionate Leave 

Only select this leave type when company approved. 

6. Unpaid Leave 

Will be given selected this leave when staff annual already less than applied leave. 

7. Special Leave 

Staff needs to provide reason for selecting this leave type. Example current reason, umrah, married and others. 
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MY LEAVE 

 

 

 

 

  

 

 

 

In menu, select E-Leave > My Leave. 

 

System will display all his/her applied 

leave. When status leave is approved, 

staff can’t edit his/her leave anymore. 

Upload button is active when staff 

apply as emergency/medical leave. 

View, Upload, Edit, Delete 

button. 
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LEAVE DETAILS 

 

 

 

 

 

 

In menu, select E-Leave > 

Leave Details. 

 

HOD can view all staff 

leave information 

under his/her 

department. 

 

By clicking view 

button, HOD can view 

all staff leave history 

under his/her 

department. 
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LEAVE APPROVAL 

 

 

 

 

 

 

 

 

 

 

  

 

 

In menu, select E-Leave > 

Leave Approval. 

 

HOD can view all staff 

leave waiting for 

approval under his/her 

department. 

 

When click edit button 

on details, a popup will 

appear and display staff 

leave details. 

 

When click status button, a popup 

confirmation will appear whether user 

wants to approve the leave. System 

automatically update status based on 

current staff status. Pending > Approve 

> Reject > Approve. 
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LEAVE REPORT 

 

 

 

 

 

 

 

 

  

 

In menu, select E-Leave > 

Leave Report. 

 

HOD can view all leave 

report under his/her 

department. 
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ADMIN SECTION 
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DASHBOARD 

 

                                      

 
 

Total pending needs 

to make approval. 

 

Total departments leave 

already approved by Admin for 

all department. 

 

Total pending leave 

staff for all department 

 

Total rejected leave 

for all department. 

 

Admin edit profile 

and change 

password. 

 

Calendar will display staff on 

leave for all department. 
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STAFF MANAGEMENT 

                

           

                  

 

 

Register staff button. 

System will list all staff 

registered in the system for all 

department. 

 

In menu, select Staff 

Management > List Staff. 
View, Upload, Edit, Delete 

button. 
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REGISTER STAFF 

 

 

 

Popup will appear and admin need 

to fill the details of the staff to 

register. 

 

When done enter their 

details, click register 

button to confirm. 
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LEAVE DETAILS 

                                                

 

 

 

 
By clicking view 

button, Admin can view 

all staff leave history. 

 

Admin can view all 

staff leave information. 

 

In menu, select E-Leave > 

Leave Details. 
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LEAVE APPROVAL 

  
 

  LEAVE APPROV 

When click status button, a popup 

confirmation will appear whether user 

wants to approve the leave. System 

automatically update status based on 

current staff status. Pending > Approve 

> Reject > Approve. 

 

When click edit button 

on details, a popup will 

appear and display staff 

leave details. 

 

Admin can view all 

staff leave waiting for 

approval. 

 

In menu, select E-Leave > 

Leave Approval. 
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LEAVE SUMMARY 

           

 

LEAVE SUMMARY 

When click edit button on details, a 

popup will appear and display staff 

leave summary. Admin can update the 

summary for any purpose. 

 

Admin can view all staff 

annual leave summary. 

 

In menu, select E-Leave > 

Leave Summary. 
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LEAVE REPORT 

 

                    

 

 
 

In menu, select E-Leave > 

Leave Summary. 

 

Admin can view all staff 

leave report. 
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SETTINGS 

                 

 
 

In menu, select Settings. 

 

When click Edit & Delete button on 

action button, a popup will appear and 

display edit & delete leave type.  

 

Admin can view all list 

leave type. 

 

When click on Register Leave Type button, a popup will 

appear to register leave type. 

 


