HOW TO PERFORM LEAVE BROUGHT FORWARD

1) Make sure in Leave Type brought forward (BF) is ticked.

1.1 Click
Leave then
Maintain
Leave type

Maint

Leave Application...

Leave Entitlement Processor...

L'ﬂ Maintain Calendar...

Maintain Leave Type...

Maintain Leave Group...

Print Leave Application Report...
Print Attendance Report...

Print Leave Balance Report...

Print Yearly Leave Report...

Pzst Payrol!




Code |AL |

Mew
- et |
Description |Annua| Leave | - - , .

- ] tocick @] o |
Edit and
IsEntite  [JIsUnpaid M+IE.Forward tick Save
Shyle | v | B.Forward Cancel

[+] active This is default record

2) Make sure there is calculation for amount of leave brought forward (BF).

Leave Application...

Leave Entitlement Processor...

s \,,_f] Maintain Calendar...
2.1 Click Leave -
Maintain Leave Type...

then Maintain
Maintain Leave Group...

Leave Group

Print Leave Application Report...
Print Attendance Report...

Print Leave Balance Report...

Print Yearly Leave Report... New 2ayroll

Past Sayroll




Code |—

Description |Defau|t Leave Group ‘

Lluld

| Active This is default record Delete [

ﬂ = Save

£ Leave Type Entitle Amount BF
B laL Annual Leave Entittement Policy Leave Caloulate Amount Leave Calculate BF

MC Medical Leave Entitlement Palicy
1L Leave Calculate Amount

Cance|

s | Preview
Refresh

2.2 Press Edit
then put BF N

Browse

calculation in
BF column

3) Key in leave entitlement ( may refer leave setting guide)

Inquiry Tools

Window Help

Leave Application...

Leave Entitlement Processor...

.| Maintain Calendar...

3.1 Click Leave
then Leave
Entitlement
Processor

Maintain Leave Type...

Maintain Leave Group...

Print Leave Application Report...
Print Attendance Report...

Print Leave Balance Report...

Print Yearly Leave Report...

Past Sayroll



P

ﬁ

Leave Entitlement Processor

Transaction Posting

[=[@]=]

3.4 Key in all the

entitled leaves

and

save it.

After ticked BF in
leave type it will

add one more

column here.

SQOL Payroll “
Leave Entitlement
Selected year 2015 has been processed, Please select an option.
i < Open
3.3 Click
Open % Overwrite
3.2 Click
Process Process
ks Leave Entitlement - 2015 = |- & |3
= Q|
Calculate Entitternent Clear Entitlement
= Code Mame AL
k001 LEE CHOMG WAL 16
002 KOO KIAM KEAT 16
003 MICOLE 16
004 WONG CHUM HAM 16
0os YAP KIM HOCK 16

Count =5




4) Apply leave for employees.(may refer leave setting for more details.)

-Leave/Leave Application/Double click Current Leave

Mew Leave Application Current Leave

Leave Inguiry
Year: 2015

2 applications

4.1 Double Year: 2014 Year: 2016
click Year 10 applications 0 application

2015 for leave
application

2 2015 Leave g
E Code Mame Welcome | H
» —
= KooK 2015 Leave
Qo4 WOMG CHUM HAM
oas AP FIM HOCK
| Print Leave Application Report |
| Print Attendance Report |

| Print Leave Balance Report |

4.2 Double click
the employee.
Eg: Lee Chong
Wei

| Print Yearly Leave Report




2015 Leave

Code Mame ool
001 LEE CHONG WAI - ol -
002 KOO KIAM KEAT EF@ H @a F| - |'._l| |@
003 NICOLE o =
b 004 WONG CHUN HAN o001
005 YAP KIM HOCK LEE CHONG WAI
F E Date & Legve Type Description Day
H 1 1
4.3 Click '+ 10/06,2015 | AL Annual Leave 1.00
button to add 17/07/2015 |AL Annual Leave 1.00
leave and fillin
the leave type
: J
z 2,00
Leave Balance
£ Leave Type Entitle EF Taken Balance
b AL 16.00 0.00 2,00 14.00
MC 22.00 0.00 0.00 22.00




5) Preview Leave Balance Report

-Leave/Print Leave Balance Report

i

o Leave Balance Report = =R

Year: |2015 Sort By :
Leave Type: ] | v ||I| ployee: -] EQEEEE Marne
Branch: O] v [..] Project O viL..] g:aapnacrhh'nent
Department: O| v ] 3ob: O| vl[-] ;ﬁ::?égtup
Group: ] | v ||I| Task: Ol | v ] 'Jrgzk

5.1 Choose

the employee — m
Leave Balance Report | and apply 7 H

Preview |v

Leave Balance 2015

£ Employee Info Annual Leave Medical Leave
£ Mame ISA... Entitle BFDays Taken Balance Entitle BFDays Taken Balance Entitle
MLEEC...| 16,00/ 0.00/ 2.00 14.00 22,00 0.00 .00/ 22,00 0.0
The leave balance
is 14 days.
Count = 16,00 0.00 2.00 14,00 22,00 0,00 0.00 22,00 0.0
£ >




6) Open Leave Entitlement for 2016(Repeat step 2)

Fioks Leave Entitlement - 2016 |
: ‘ ':._.] - ) | ‘ @ r -
Lige!
| Calculate Entilement | | Clear Entilement |
= Code Mame AL MC
»|001 LEE CHONG WAI 16 2
002 KOO KIAN KEAT 16 2
003 NICOLE 16 22
004 WONG CHUN HAN 16 2
005 YAP KIM HOCK 16 22
In 2016, BF leave
of Lee Chong Wei
is 14 days.
Count =15

--END--




