
Manager Perspective
The manager has the ability to request leave from the Leave Portal. The leave history, summary,
calendar and leave balance are available for the manager to view.

See Leave: Employee Perspective as reference

Leave Portal
The Leave Portal for the Employee and Manager has only 3 differences.

1. A manager can apply on behalf of an employee for leave.

2. The manager actions the employee requests.

3. The manager can see his employee's leave calendar. 

1. Book leave on behalf of...
Enables the manager to apply / request leave on behalf of an employee.
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Should an employee not be able to apply leave themselves, the manager has the capability to do
this on the employee's behalf.

On the Leave Portal, select Book Leave on Behalf Of...

The manager needs to select the employee he wants to apply leave on behalf of.

Once the employee has been selected in the list, the manager can complete the sections. These
sections are the same as if you apply leave for yourself as an employee.

The employee's leave will automatically be approved if the leave type configuration allows the
automatic approval of a leave record if loaded by the manager. The leave record status will show
as HR Approved.
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2. Employee Requests
The manager has the ability to action his employees' leave request.

All employees reporting to the Manager and applied for leave will be displayed in the list.

Go to Inbox | Leave Requests:

From here the manager can approve, decline or request more information. The manager can leave
a comment as well.
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3. Employee Calendar
Full year calendar showing all public holidays and leave booked by the manager’s employees.

Enables the manager to have a view of his employees' leave taken days.
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