
 
 

Leave handled by Human Resources Department 

Apply for leave 

 

 
If an employee applies for a leave with written application form, the staff of the Human Resources Department can 

enter the application information into the b2b system afterward. 

 

Go to Staff > Leave > New 

 

 

 

 

 

 

Upon completion of the leave application, the applicant and the designated person will receive an email, and the 

designated person should include the colleague who is responsible for the approval of the leave application. 

1. Select an appropriate application date.  

2. Select the appropriate shop and staff.  

4. Input the start and end date of the holiday.  

  Number of leave days will be calculated.  

5. Input remarks as needed.  

6. Click <Submit> to submit the application.  

3. Select the appropriate leave type.  



 
 

If the user wants to apply for different leave types within the same day or the same period,  

 go to Staff > Leave > New 

 

 

 

 

 

 

 

 

There will be notifications, if there is 

duplication in leave application.  

Select leave type 

Click <Submit> to save settings. 

Select leave days 

2. Click <Details> and leave days will change 

according to different holiday types.  

 

When selecting a half day leave, a 

new shift can be selected.  

1. Input the start and end date of the holiday.  

 

 

 

 

4. Click <Submit> to submit the application.  

3. Input remarks as needed.  



Edit/ Delete leave application 

 

Go to Staff > Leave > Search 

 

 

  

After editing or deleting the leave application, the system will send an email to notify the applicant and the 

designated person. 

 

Undo the leave application  

 

 

After the restoration of the holiday approval, the system will send an email to the applicant and the designated 

person to inform them holiday approval has been restored. 

3. Users with permission can edit or delete leave. 

。 

 Click <Undo>，to revert the approved leave. 

1. Select the appropriate search criteria.  

2. Click <Submit> to search 



Upload leave document for application 

 

 

 

 

 

 
 

 

 

After uploading leave documents,  

 

 

1. Click <Upload>. 

3. Click <Upload> to upload leave documents. 

Click <Delete> to delete the document. 

Click document name to change the file name. 

2. Select <Browse> to choose documents. 

Click the document to download.  



 
 

Approve leave 

Users who can approve leave can go to Main Menu > Approve leave, to view leave applications.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

. 

 

 

All pending leave applications will be shown here. 

 

Click the arrow to sort the applications by application date.  

 

Press <Reject> to reject the application. The applicant 

and relevant users will be notified by email. 

 

Press <Approve> to approve leave. Leave balance will 

be updated immediately. The applicant and relevant 

users will be notified by email. 



 
 

View leave balance 

Go to Staff > Leave > Balance  

 
 

Annual leave is calculated with staff join date by default. It can also be calculated with mutual holiday.  

 

 

 

1. Select staff to view leave balance 

 3. Click remaining days to check leave 

balance details.  

 2. Click <Submit> to complete search.  

 Click the arrows to view leave balance of the previous / next year.  

 Annual leave balance in 2016 

 Annual leave balance in 2017 

 Pro rata unrealized annual leave in 2018 

Leave record (including both annual and 

non-annual leave) 

 Balance remaining 

Leave balance can be printed out or 

exported to Excel.  

 



 
 

View staff leave report 

Go to Staff > Report > Leave report  

 
 

 

 

 
 

 

 

 

1. Select staff to view the staff leave report.  

2. Select the duration of the leave report.  

3. Click <Submit> to 

view report. 

Click the number of days to view leave details.  

Leave balance in 2016 

Annual leave after 12-month employment in 2017 

Pro rata leave balance in 2018 

Deducted annual leave and 

current leave balance 

 

12-month average 

salary and leave value 

Records of approved and 

non-annual leave 

Leave report can be printed out or 

exported to Excel.  

 



 
 

Arrange holiday for staff 
To arrange holidays for staff, go to Staff > Roster. 

 

 

 

Holidays will be shown in red. 

 

1. Select the appropriate month, shop, user type and access group as criteria.  

2. Select appropriate staff. 

 

3. Click the date.  

4. Select holiday type.  



 
 

Arrange public holiday / statutory holiday 
To arrange monthly public holiday / statutory holiday, go to Staff > Roster 

 

 

 

 

 

 

Click the <H> next to the public holiday.  

Public holiday and statutory holiday will be set to holiday. 

。 


