How to Apply for Leave in

How to Apply for Leave in Kiosk

1. Once you've logged in to your iPayroll account, you will see the Dashboard, which
provides a summary of your payroll and leave information.

Use the menu icon (=) at the top-left corner to explore more options.
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Welcome,

Have a look at your payslips and tax summaries or apply for leave.

LATEST PAYSLIP

You have no payslips to display.

MY LEAVE

You have no leave requests to display.
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2. From the menu, go to Leave section.

Leave Requests
To submit a Leave request for approval.
An email is generated to your employer or a leave approver with the details of your leave

request.

Leave Summary

A summary of leave requests current and past with their status.
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3. To submit a new leave request:

e Choose leave type.

e Enter dates for First Day (Start) and Last Day (End).
e Add any comments/reason if needed.

e Review the request.

e Submit for manager approval.
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Leave Request

Leave Type™

First Day™

Last Day

Reason

© Hours~

Submit
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4. You can choose a leave type from the drop-down menu option (i.e. Annual Leave,
Alternative Holiday, etc.)
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Leave Request

Leave Type™

Annual Leave
Alternative Holiday

ereavement | eave
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Last Day

Reason
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5. The example below shows how to submit a leave request for Annual Leave (8 hours).
e Once youfill in all the required details and click Submit (see first screenshot), a
confirmation message Success will appear (second screenshot).
e You can then scroll down on the same screen to view the Leave Summary (third
screenshot) and check the status of the request.
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SUCCESS!
Your request has been sent
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Annual Leave - v

First Day* First Day*

04-Sep-2025

Last Day Last Day

04-Sep-2025
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- Leave Summary
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