CoreHR Guide
Requesting Leave

This guide will explain how to request Leave and how to amend or
update these requests. This includes Annual Leave, Unpaid/Paid Special
Leave and Disability Leave.
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Accessing the Leave Tab

3 CO Service Design Pack Enviror X HCM - 04 Testing - All Docume an.ds Core Portal - Employee Dashbe X
Make sure you D i :

Y Ak R " Please click on the
have selected the % Book Time Off Tab
Leave Tab on the
left hand side.

My Requests

View All

NOTHING TO SEE HERE




Booking Your Leave

You will then need to complete the following options:

g « Appointment— Drop-down menu to select the job role that

your request is being assigned to.

* Leave Type — Please select which type of leave you wish to
apply for (Annual Leave, Special Leave (Paid) or Special Leave
(Unpaid).

 PartDay-—This is covered on the next page.

* Start Date — The first date you wish to be on Leave.

THiov2019 R D f  End Date — The last date of your Leave.

Peaple & Organisation Advisor-3.. +

Special Leave (Paid) v Pty

 Reason-— Drop-down menu of the reasons for the Leave
D-is.a.bHiTy Leaye v . Req u eSt :
e Comments— A comments boxwhere you can add in further
\ detailsabout yourleave if required.
B o ‘| = Balance Detail — You can use this to check how much annual

leave you have remaining (see laterin this guide)

Input the leave details and then click Submit.



Booking Part Day Leave
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If you only wish to request %2 a day as leave, select the

Book Time Off ) .
el P Part Day Option halfway down the screen, you will then
need to complete the following options:
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: - ' * Part Day — Select the % Day Option.
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o e Alternatively, for less than % day leave, select
Choose a Time—This is covered on the next page.
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Input the leave details and then click Submit.



Booking Part Day Leave (Hours)

¢ Employee Dashboard

Once you select the Part Day and Choose a Time options

Book Time Off A . .
_— Option halfway down the screen, you will then need to
complete the following details:
Special Leave (Paid) T PatDy (]
o . :  Time of Day — Select Morning or Evening
* Hours— Enter the number of hours.
Tt oy : * Minutes — Enter the number of minutes
- e : Input the leave details and then click Submit.
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Pending Approval
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Checking Your Annual Leave Balance
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Checking Your Annual Leave Balance

You will see your Leave

o Balance displayed in more
detail under My Balances.
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