
 
 
 
 

 ϣόϟpic4ل طϠب اΎΟزة 
Leaves module or employee dashboard > my time off > Time off request > add name, date and type of the 

request > supmit to manager 
 اϣϟواϠًϋ ΔϘϓ اϟطΎΑϠت 

Leaves module > manager > to approve > approve > second approval > approved 
 ϣϟراΔόΟ طΎΑϠت اΎΟϻزة و اϣϠϟ ΎϬΗϓΎοرΗب

Leaves module > manager > Time off to report  
 ΔϧΎخ ًϓ بΗرϣϟا ًϓ زاتΎΟϻور و اοحϟم اΎٌر اϬظΗوworked days   ًϓ Ύϣϛpic 11 

 ًϓ Δϣوλخϣϟزات اΎΟϻب اΎγم حΗٌوpayslip computation pic12 
 

 اγΎϧϣϟب  Ϡϣtagحوظϟ : ΔحΎγب رλٌد اΎΟϻزات ϛϟل ϣوظف Οٌب اخΎٌΗر ال 
 pic 5( Ύϛ ًϓ Ϫϟ21 days , less than 6 monthرت اόΗϟرٌف ) 
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