E-LEAVE SYSTEM USERS
MANUAL




Login of e-Leave System

Step 1: The e-Leave System may be accessed using the following link:

e http://182.18.232.152:8096/e-leave/login.aspx

Upon connection, the user will be greeted with the e-Leave System's login page.
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Step 2: To login, fill-out the Employee Code and Password fields.
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http://182.18.232.152:8096/e-leave/login.aspx

Step 3: Click the “Login” button
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Step 4: After a successful login, the user will be redirected to the e-Leave System’s main page.
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e-Leave Filling

To file for a leave, the user must follow the steps provided below:

"

Step 1: On the navigation bar of the webpage, navigate to “My Profile” > “Leave”.
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Step 2: Click the “File New Leave” button.
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Step 3: Add the desired date for your leave and click “"Generate”.

Pressing the "Generate” button again would clear all the details of the form and would replace
them with the selected dates from the list

This will populate the form with the selected dates.

Leave Form

EL - EMERGENCY LEAVE, GLC - GENERIC LEAVE CREDITS, NEL - NON-EMERGENCY LEAVE, SAD - SICKNESS AUTHORIZE
DEDUCTIBLE, SL - SICK LEAVE, UT - UNDERTIME, VL - VACATION LEAVE

Date

Seplember 15, 2020
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Approving Officer Email Leave Balancs
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Step 5: To add additional dates to the list without clearing the existing data, press the
"Add Date" button.

Leave Form

EL - EMERGENCY LEAVE, GLC - GENERIC LEAVE CREDITS, NEL - NON-EMERGENCY LEAVE, SAD - SICKNESS AUTHORIZE
DEDUCTIBLE, 5L - SICK LEAVE, UT - UNDERTIME, VL - VACATION LEAVE

Date
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Step 5: Fill out the details of each leave date.

Leave Form

EL - EMERGENCY LEAVE, GLC - GENERIC LEAVE CREDITS, NEL - NON-EMERGENCY LEAVE, SAD - SICKNESS AUTHORIZE
DEDUCTIBLE, SL - SICK LEAVE, UT - UNDERTIME, VL - VACATION LEAVE
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Step 6: After all details are filled out, double-check the duration of each leave to make sure that
deductions will be properly computed.

Click the "Proceed” button to proceed with the next step of the leave process.

Leave Form

EL - EMERGENCY LEAVE, GLC - GENERIC LEAVE CREDITS, NEL - NON-EMERGENCY LEAVE, SAD - SICKNESS AUTHORIZE
DEDUCTIBLE, SL - SICK LEAVE, UT - UNDERTIME, VL - VACATION LEAVE
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Step 7: A pop-up window containing the summary of the leave will appear. Verify that every
detail of the summary is correct before signing the form and pressing the “Submit” button.

Leave Form
EL - EMERGENCY LEAVE, GL KNESS AUTHORIZE
DEDUCTIBLE, SL - SICK LEA'  The following message will be sent to your Immediate Superior. You may

click Send to continue or Cancel to g0 back to the previous window.
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TANGCUANGOO, RENE SAMU
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e-Leave Filing is now complete!
A confirmation message would notify you that the leave has been submitted successfully.

An email will be sent to your endorser or approving officer to notify them of your e-Leave
Request.

You will also receive a notification email on the status of your e-Leave's process.
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e-Leave Approval

As an Approving Officer, your navigation bar will have a notification icon to inform you that an
e-Leave is pending for your approval.
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Step 1: Using the navigation bar on the top of the website, navigate to:

"RFL Application” > “For Approval” to open the list of e-leaves with pending approval.
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Step 2: Select an e-Leave request by clicking on the item from the list.
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EMPLOYEE DATE FILED Davs AMENDED STATUS

BARCA, CARLD JAY C. 20200815 1:509M 345 a Pending
Click to show other details.
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Step 3: Approve individual leaves by clicking the approve checkbox.

You may also set the authorized/unauthorized property of the leave by clicking the drop-down
menu.

Click the “Proceed" button.

BARCA, CARLO JAY C

EL - EMERGEMCY LEAVE, GLC - GENERIC LEAVE CREDITS, NEL - NON-EMERGEMNCY LEAVE, SAD - SICKNES S AUTHORIZE
DEDUCTIBLE. 5L - SICK LEAVE. UT - UNDERTIME. VL - VACATION LEAVE
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Step 3: A pop-up window containing the summary of the leave will appear. Verify that every
detail of the summary is correct before signing the form and pressing the “Submit” button to
finalize the approval process.

CARLO JAY BARCA

EL - EMERGENCY LEAVE, GLC - GENERIC LEAVE CREDITS, NEL - NON-EMERGENCY LEAVE, SAD - SICKNESS AUTHORIZE
DEDUCTIELE, 5L - SICK LEAVE. UT - UNDERTIME. VL - VACATION LEAVE

LEAVE APPLICATION STATUS OF CARLO 1AY BARCA
This data will be forwarded to your HRD and requesting employee.
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Note: Al of the submitted details are subject for finl approval.

The approval process is now complete!
A confirmation message would notify you that the leave has been approved successfully.

An email will be sent to the requester and to the HR Department to notify them of the e-Leave
Status.
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