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BB PP :: LL MMUUSSIINNEESSSS  RROOCCEESSSS   EEAAVVEE  AANNAAGGEEMMEENNTT 

ce ario 1 Details: Cr ate leave en lement for an mploye  fo a calendar bas d leave typ    S

 
n e tit e e r e e.

SL. # FLOW OF 
EVENTS 

PRIMARY 
ACTOR(S) 

BUSINESS 
C T OMPONEN

ACTIVITY PAGE FUNCTIONAL STEPS 

1. User creates 
calendar based 
leave types.  

HR Manager Leave Definitions Create Leave 
Type 

Create Leave 
Type 

 Code along with short description 

ck box. 

eck box and select 

nits or Rule or Grade 
bo and enter the 

or Rule or Grade Set – 
ter the respective 

ce check box and 
ce units. 

 Select either the Encashment units or Rule or Grade 
set  - Grade and enter the units or rule accordingly. 

 Select either the Carryover units or Rule or Grade Set 
– Grade and enter the units or rule accordingly. 

 The Leave Type
and leave units are given. 

 Check the Calendar based ch

 Check the Holiday Inclusi

e

ve ch
Holiday Prefix / Suffix as both. 

 Select either the Entitlement U
Set- Grade in Entitlement com
respective units. 

 Select either the Posting units
Grade in Posting combo and e
units or rule. 

 
n

 Check the Allow Negative Balan
enter the Maximum Balan
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SL. # FLOW OF 
EVENTS 

PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

2. fine the 
r the 

leave 
type for a leave 
scheme 

HR Manager Leave D  
Leave 
Eligibility 

Maintai e
Eligibil t

 leave eligibility 

When the record is created for the first time, enter 
h the record will be 

effective date from which the 
f the modification 

 to view the previous 
 leave type and leave 

view the next changes 
ype and leave scheme 

 Click on the “Save” button to save the eligibility 
details 

 Click on the “Delete” button to delete the eligibility 
details 

User can de
eligibility fo
particular 

efinitions Maintain n L ave 
y 

 Enter the parameters for the

 
i

the effective date from w
effective  

 Enter the new 

hic

modification will be effective 
option is chosen as “Update”

i
 

 Click on the “Previous” button
changes made to the selected
scheme 

 Click on the “Next” button to 
made to the selected leave t
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SL. # FLOW OF 
EVENTS 

PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

3. e 
iod and 
ypes 

and grade sets to 
the calendar. 

HR Manager Leave De
calendar 

Create Leave 
calenda

th From Date and To 

pes appearing in the 
plicable Grade Sets as 

s” button. 

e Applicable Grade Sets 
e Leave Type combo 

he Grade Sets mapped to 
 will be displayed in the second table. 

Select the Grade Sets which need to be mapped to 
the Leave Type and click on Save. Repeat this 
process for all the Leave Types appearing in the 
Leave Type combo. 

User creates th
calendar per
map leave t

finitions Create Leave 
r 

 Create the Leave Calendar wi
Date. 

 Selectively map the
table. Choose the v
“All” or “Selective”. 

 Leave Ty
alue of Ap

 Click on the “Save Leave Type

 All the Leave Types which hav
as “Selective” will appear in th
just above the second table. 

 Select a Leave Type and t
the Leave type
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SL. # FLOW OF 
EVENTS 

PRIMARY 
ACTOR(S) 

BUSINESS 
COMP  ONENT

ACTIVITY PAGE FUNCTIONAL STEPS 

4. he 
ocess 

ypes 
leave for 
period. 

 batch 
 the 
f 

is is at 

For all 

 the 
 the 

ent 
same 
d end 
n the 

rt date 
e. The 

its 
employee 

ed 
based on the rule 
or entitlement units 
or grade set – 
grade units. 

HR Executive Employe
Setup 

P

Entitlement 
calendar 
based 

Process Leave 
Entitlement 
calenda a

. 

he Leave Calendar will 
t the leave types for 
g needs to be done. 

k on “Save Parameters” 
ssion id for the batch process. 

 Click the “Process” button and the Process Status will 
appear as “Initiated”. 

User initiates t
Entitlement pr
for all leave t
or certain 
a calendar 
This is a
process and
frequency o
running th
the user’s 
discretion. 
applicable 
employees in
organization
leave entitlem
will have the 
start date an
date based o
calendar sta
and end dat
entitlement un
for each 
will be calculat

e Leave rocess 
Leave 

r b
 t

be displayed in the table. Selec
which the entitlement processin

sed 

Enter the Calendar code along with the From and To 
dates and click on “Get details”

 All the leave types mapped to

 

 Check the leave types and clic
to generate a se
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SL. # FLOW OF 
EVENTS 

PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

5. the 
r whom 

t is 
or the 

lendar period and 
take necessary 
action 

HR Executive 
Setup 

Vi
P

Entitlement 
Calendar 
Based 

View / r
rocess a

Entitlement 
Calenda a

Leave Types attached to 
he Process Status could 
ss”. 

ent can be viewed for 
 with Process Status as “Processed”. 

e viewed through 

User can view 
exception fo
the entitlemen
not done f
ca

Employee Leave ew / Abort 
rocess 

Leave 
P

 Abo
 Le ve and To da

t  

r B sed 

Enter the Leave Calendar code along with the From 
tes and Session Id. 

 Click on “Get Details” button. 

 The Process Status of all the 
the Session ID will appear. T
be “Processed” or “In Progre

 The Employee Leave Entitl
t

em
he leave types

 The errors in the process can
View Error Log link. 

 b

6. an 
either authorize or 
Reject the leave 
entitlement for the 
employee. 

HR Manager Employee Leave 
Setup 

Authorize 
Leave 
Entitlement 

Authori L
Entitlement 

or which the 
 will be displayed in 

t records, which need 
to be authorized and click on Authorize. 

 Select the employee entitlement records, which need 
to be rejected and enter the rejection reason for each 
record and click on Reject. 

HR Manager c ze eave  All the employee entitlements 
processing has bee

f
n completed

the table. 

 Select the employee entitlemen
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SL. # FLOW OF 
EVENTS 

PRIMARY 
ACTOR(S) 

BUSINESS 
COMP  ONENT

ACTIVITY PAGE FUNCTIONAL STEPS 

7. ed 
ent 
ssed 

run of 
 

Entitlement for the 
same calendar 
period. 

HR Executive Employe
Setup 

P

Entitlement 
calendar 
based 

ocess a
Entitlement 
Calendar- base

ntitlement for 
as not been 

lendar code along with 
ick on “Get details”. 

ndar will 
t the leave types for 
ng needs to be done. 

k on “Save Parameters” 
generate a session id for the batch process. 

 Click the “Process” button and the Process Status will 
appear as “Initiated”. 

  

All the Reject
leave Entitlem
will be reproce
during the re-
the Leave

e Leave rocess 
Leave 

Pr  Le  e
 h

Ca
the From and To dates and cl

 All the leave types mapped to the Leave Cale

ve 

d. 

 If you intend to reprocess the
employees whose entitlement
authorized then, Enter the 

be displayed in the table. Selec
which the entitlement processi

 Check the leave types and clic
to 
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  Scenario 2 Details: Create Leave Entitlement for a new recruit in the organization.  

The entitlement already exists for the set of employees. 

 
SL. # FLOW OF EVENTS PRIMARY 

ACTOR(S) 
BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. es the 
tlement 

ual 
e 
nits 
 grade 

rade and 
 of joining, 

ed & 
dar 
be 

d. The HR 
 can 

 the units 
and save. This 
process is 
automatically 
authorized. 

 

 

  

  

HR Manager Emplo
Leave Setup 

E
Leave 
Entitlement 

Employee 
Leave 
Entitle

Enter the employee code and 
reate Employee-wise 
nt link. 

Types along with 
date and 

units will be 

zed units will be 
the entitlement 

authorized units for 

 Select the leave types for 
which entitlement units need 
to be saved and click on Save. 

User initiat
leave enti
for an individ
employee. Th
entitlement u
based on the
set -  – g
the date
Calendar bas
Non- Calen
based will 
calculate
Manager
modify

yee mployee 

ment 
click on C
Entitleme

 The Le

 

ave 
start date, end 
entitlement
displayed. 

 

 The authori
defaulted with 
units only. 

 Modify the 
a leave type. 
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  Scenario 3 Details: Create leave entitlement for an employee for a Non – Calendar-based leave type. 

 

SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. ates non-
calendar based 
leave types.  

HR Manager Leave 
Definitions 

Create Leave 
Type. 

Create e
Type. 

ave Type Code along 
rt description and 

given. 

eck the Calendar 
ox. 

periodicity for the 
. 

Holiday Inclusive 
nd select Holiday 

fix as both. 

er the Entitlement 
le or Grade Set- 

ntitlement combo 
 the respective units. 

er the Posting units 
Grade Set – Grade 
combo and enter 
tive units or rule. 

 Allow Negative 
box and enter 

the Maximum Balance units. 

 Select either the Encashment 
units or Rule or Grade set  - 
Grade and enter the units or 

User cre  L ave  The Le
with sh
leave units are 

o

 Do not c
based check b

h

 Enter the 
leave type

 Check the 
check box a
Prefix / Suf

 Select eith
Units or Ru
Grade in E
and enter

 Select eith
or Rule or
in Posting

 
 

the respec

 Check the
Balance check 
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE F NCTIU ONAL STEPS 

rule accor

 Select eit

dingly. 

her the Carryover 
units or Rule or Grade Set – 

 enter the units or Grade and
rule accordingly. 

2. the 
process 

ndar 
pes 

in leave 
s a batch 

ss and the 
f 
 is at 

or all 

the 
tion the 

ment 
 start 

e date of 
end 
n the 

efined 
ve 

entitlement units 
for each employee 
will be calculated 
based on the rule 
or entitlement units 

HR 
Executive 

Emplo
Leave

Pr

Entitlement 
Non – 
calendar 
based 

roces L
Entitle
Non – e
based 

ocessing date. 

All the leave types, which are 
r-based are 
the table. 

Select the leave types and click 
ameters to 
session id for the 

ess. 

 Select the leave types and click 
on “Process” button. The 
Process Status will appear as 
Initiated. 

User initiates 
Entitlement 
for all non-cale
based leave ty
or certa
type. This i
proce
frequency o
running this
the user’s 
discretion. F
applicable 
employees in 
organiza
leave entitle
will have the
date as th
joining and 
date based o
periodicity d
in for the lea
type. The 

yee 
 Setup 

ocess 
Leave 

P s eave 
nt 
ndar 

 Enter the 

 
me
Cal

pr

Non calenda
displayed 

 

in 

on Save Par
generate a 
batch proc



 
Usage Manual   

 
        
Leave Management         10  

SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

or grade set – 
grade units. 

3.  t
or whom 

nt is 
r the 

batch process and 
take necessary 
action 

Executive 
 Vi

Pr
Le
Entitlement 
Non-
Calendar 
Based 

View / b
Proces L
Entitle
Non-C n
Based 

Session Id. 

et Details” button. 

s Status of all the 
es attached to the 

Session ID will appear. The 
could be 

” or “In Progress”. 

yee Leave 
t can be viewed for 
ypes with Process 

essed”. 

 in the process can 
 through View Error 

. 

User can view
exception f
the entitleme
not done fo

he HR ew / Abort 
ocess 
ave 

 A ort  Enter the 
s eave 
ment 

dar 
 Click on “G

 The Proce
Leave Typ

ale
s

Process Status 
“Processed

 he T Emplo
Entitlemen
the leave t
Status as “Proc

 The errors
be viewed
Log link

4. HR Manager can 
either authorize or 
Reject the leave 
entitlement for the 
employee. 

HR Manager  Authorize 
Leave 
Entitlement 

Authorize 
Leave 
Entitle

mployee entitlements 
h the processing has 
mpleted will be 

displayed in the table. 

employee 
t records, which 

horized and 
click on Authorize. 

 Select the employee 
entitlement records, which 
need to be rejected and enter 

me

 Select the 
entitlemen
need to be aut

nt 

 All the e
for whic
been co
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL S ET PS 

the rejection reason for each 
 click on Reject. record and

5. ed 
ent 

e reprocessed 
-run of 

 
Entitlement for the 
same calendar 
period. 

HR 
Executive Le

Entitlement 
Non –
calendar 
based 

Proces L
Entitle
Non – e
based 

nd to reprocess the 
t for employees 
itlement has not 

ized then, enter 
ng date. 

All the leave types, which are 
r-based, are 
the table. 

Select the leave types and click 
ameters to 
session id for the 

ess. 

 Select the leave types and click 
on “Process” button. The 
Process Status will appear as 
Initiated. 

All the Reject
leave Entitlem
will b
during the re
the Leave

 Process 
ave 

s 
me
cal

e
n

ose ent
been auth
the Proces

 

eave 
nt 
ndar 

 If you int
entitleme
wh

or
si

Non calenda
displayed 

 

in 

on Save Par
generate a 
batch proc
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  Scenario 4 Details: Single level of Authorization of Leave Application submitted by an employee. 

Employee wants to take off from work and hence, applies for Leave and only one authorizer is set in th  rator. e workflow configu

 

SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. akes a 
Leave 
Type 
 the 
e. 

Authorizer for 
e Request 

will be as set in the 
workflow 
configuration. 

Employee Employee Self 
Service – 
Leave 

Request For 
Leave 

Reque F
Leave 

Enter the Request date, Leave 
ve To and Leave 

ave button. 

the shift details 
the From Time, To 
quested leave Units 
ted Date of Return 

are automatically displayed. 

thorizer for Leave 
in Workflow 
nt. 

Employee m
request for 
for a Leave 
and specifies
period of Leav
The 
the Leav

st  
Fro

or 
m, Lea

Reason. 

 Click on S

 Based on 
available 
Time, Re
and Expec

 Set the au
Application 
Manageme

2. This leav
applicati
the concerne
authorizer fo
Authorization.
Based on
Security 
Permissions set for 

e 
on goes to 

d 
r 
 

 the 

the user the 
Authorizer can view 
the leave 
applications and 
modify the same if 

Supervisor Employee Self 
Service – 
Leave 

Authorize 
Leave 
Request 

Authorize 
Leave Req

Applications 
 authorization are 

 in the table. 

e leave application 
and go to the detailed page by 
licking the link appearing on 

the employee name. Make 
changes to any of the 
attributes like from date, to 
date etc.  

uest 
 The Leave 

pending for
displayed

 Select th

c
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

the param
“Override Lea
Application b
Authorize
“yes”. The 
authorizer 

eter 
ve 

y 
r” is et as 

can 
either Approve or 

e leav

thorize. 

other leave 
n which needs to be 

rejected, enter a rejection 
reason and click on Reject. 

Reject th
application.  

e 

 Click on Au

 Again select an
applicatio

3. Employee can 
modify the Rejected 
leave application 

Employee Employee Self 
Service – 
Leave 

Edit Leave 
Request 

Edit L e
Reque

ave Applications with 
 Status as 
 will be displayed in 

application and 
ecessary changes 
e application and 

 The Application Status of the 
leave application will turn into 
“Pending Authorization”. 

eav
st Application

“Rejected”
the table. 

  The Le

 Select a leave 
make the n
to the leav
Save. 
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  Scenario 5 Details: Multiple levels of Authorization of Leave Application submitted through self service. 

Scenario 5: Employee wants to take off from work and hence, applies for Leave and multiple levels of au n the workflow configurator. thorizer are set i

 

SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. akes a 
Leave 
Type 
 the 
e. 

Authorizer for 
e Request 

will be as set in the 
workflow 
configuration. 

Employee Employee Self 
Service – 
Leave 

Request For 
Leave 

Reque F
Leave 

Enter the Request date, Leave 
ve To and Leave 

ave button. 

the shift details 
the From Time, To 
quested leave Units 
ted Date of Return 

are automatically displayed. 

thorizer for Leave 
n in Workflow 
ent. 

Employee m
request for 
for a Leave 
and specifies
period of Leav
The 
the Leav

st  
Fro

or 
m, Lea

Reason. 

 Click on S

 Based on 
available 
Time, Re
and Expec

 Set the au
Applicatio

anM agem

2. This leav
application g
the concern
authorizer 

e 
oes to 

ed 
for 

Authorization. 
Authorizer can 
either Approve or 
Reject the leave 
application.  

Supervisor Employee Self 
Service – 
Leave 

Authorize 
Leave 
Request 

Authorize 
Leave Req

 Applications 
r authorization are 

yed in the table. 

Select the leave application 
t to the detailed page 
ing the link appearing 

on the employee name.  

 Click on Authorize. 

 The status of the leave 
application will appear as 

uest 
 The Leave

pending fo
displa

 
and go
by click
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

Authorization Inprogress. 

3. stag
r is set, 

xt 
can 

approve or 
ve 

n the 
r of stages 

kflow 
r 

authorization of the 
leave application 
will take place.  

er
HR Manager 

Emplo
Service – 
Leave 

Leave 
Request 

Authorize 
Leave Req

ications 
 authorization are 
 the table. 

leave application 
the detailed page by 
e link appearing on 
yee name.  

thorize. 

If this is the final stage of 
on then, the status 
e application will 
Authorized. 

leave 
n which needs to be 
Enter the rejection 
d click on Reject. 

If the next 
Authorize
then the ne
authorizer 
either 
reject the lea
application. 
Depending o
numbe
set in the wor
configurato
multiple 

e of Sup visor/ yee Self Authorize 
uest 

ave Appl
pending for
displayed in

 Select the 
nd

 The Le

a  go to 
licking th

the emplo

 Click on Au

 

c

authorizati
of the leav
appear as 

 Select another 
applicat
rejected
reason

io
. 

 an

 

4. Employee can 
modify or delete the 
Rejected leave 
application 

Employee Employee Self 
Service – 
Leave 

Edit Leave 
Request 

Edit Leave
Request 

e application with 
status as Rejected will be 
displayed in the table. 

 Select the Leave Application 
and delete the application. 

  The leav

 
 



 
Usage Manual   

 
        
Leave Management         16  

  Scenario 6 Details: Quick Leave requiring no authorization. 

Employee wants to take off from work and hence, applies for Leave and the Leave is auto atically author ve). m ized (Quick Lea

 

SL. # FLOW OF 
EVENTS 

PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

A  CTIVITY PAGE FUNCTIONAL STEPS 

1. Employee 
a reque
Leave for
Leave T
which is qui
leave and 
specifies
period of L
This leave 
applicati

makes 
st for 

 a 
ype, 

ck 

 the 
eave.  

on is 
automatically 
authorized when 
the request is 
made. 

Employee Employee Self 
Service – Leave 

Request For 
Leave 

Reque F
Leave 

equest date, Leave 
ave To, Time From, 

Leave Reason. 

ve button. 

the shift details 
equested leave 

 Expected Date of 
e automatically 
. 

 The Application Status will 
change to Authorized as it is 
automatically authorized. 

 

st 

Fro

or  Enter the R
m, Le

Time To and 

 Click on Sa

 Based on 
available the R
Units and
Return ar
displayed
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  Scenario 7 Details: Single level of authorization of employee leave application submitted through  HR . 

HR Executive wants to Apply for leave on behalf of another employee in the Organization and only ne au  the workflow configurator. o thorizer is set in

 

SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
C MO PONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. nters 
lication 

ification 
been 

e 
ither 

through mail, leave 
card or through verbal 
communication. 

HR 
Executive 

Leave 
Administration 

Ap
Leave – 
Employee 

Apply for 
Leave
Employee 

Enter the Request date, Leave 
ve To and Leave 

ave button. 

the shift details 
the From Time, To 
quested leave Units 
ted Date of Return 

are automatically displayed. 

thorizer for Leave 
n in Workflow 
nt. 

HR Executive e
the leave app
after the not
for leave has 
received from th
employee e

ply for 
 – 

 
From, Lea
Reason. 

 Click on S

 Based on 
available 
Time, Re
and Expec

 Set the au
Applicatio

anM ageme

2. cation 
cerned 

Authorization. 
Authorizer can either 
Authorize or Reject 
the leave application 

HR Manager Leave 
Administration 

Authorize 
Leave 
Application 

Authorize 
Leave 
Applicatio

Applications 
r authorization are 
n the table. 

e leave application 
and got to the detailed page 
y clicking the link appearing 

on the employee name. Make 
changes to any of the 
attributes like from date, to 
date etc.  

 Click on Authorize. 

This leave appli
goes to the con
authorizer for n 

 The Leave 
pending fo
displayed i

 Select th

b
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

 Again sele
applicati

ct another leave 
n which needs to be 

rejected, enter a rejection 
 click on Reject. 

o

reason and

3. Rejected leave 
application can be 
modified by the HR- 
Executive 

HR- 
Executive 

Leave 
Administration 

Edit Leave 
Application 

Edit L e
Application 

ave Applications with 
Application Status as 

 will be displayed in 

application and 
ecessary changes 
e application and 

 The Application Status of the 
leave application will turn into 
“Pending Authorization”. 

eav

“Rejected”
the table. 

 

  The Le

Select a leave 
make the n
to the leav
Save. 

 
 

ce  Mu ls zati loy e appli

HR Executive wants to ther employee in the Organization and m  in the workflow configurator. 

  S nario 8 Details: ltiple leve

 Apply for leave o

of authori

n behalf of ano

on of emp ee leav cation submitted through HR.  

ultiple level of authorizer is set

 

SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. HR Executive enters 
the leave application 
after the notification 
for leave has been 
received from the 

HR 
Executive 

 Apply for 
Leave – 
Employee 

Apply for 
Leave – 
Employee 

 Enter the Request date, Leave 
From, Leave To and Leave 
Reason. 

 Click on Save button. 
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

employee either 
through mail, leave 
card or through verbal 
communication. 

the shift details 
he From Time, To 
uested leave Units 

cted Date of Return 
atically displayed. 

horizer for Leave 
n in Workflow 
ent. 

 Based on 
available t
Time, Req
and Expe
are autom

 Set the aut
Applicatio
Managem

2 e application 
cerned 

Authorizer can either 
Authorize or Reject 
the leave application 

HR Manager  Authorize 
Leave 
Application 

Authorize 
Leave 
Applicatio

Applications 
r authorization are 
n the table. 

leave application 
o the detailed page 

link appearing 
ployee name. Make 

y of the 
ike from date, to 

thorize. 

t another leave 
which needs to be 

rejected, enter a rejection 
reason and click on Reject. 

This leav
goes to the con
authorizer for 
Authorization. 

n 

The Leave 
pending fo
displayed i

 Select the 
and got t
by clicking the 

 

on the em
changes to an
attributes l
date etc.  

 Click on Au

 Again selec
application 

3 Rejected leave 
application can be 
modified by the HR- 
Executive 

HR 
Executive 

 Edit Leave 
Application 

Edit Leave 
Application 

 The Leave Applications with 
Application Status as 
“Rejected” will be displayed in 
the table. 
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

 Select a leave application and 
make the necessary changes 

e application and 

The Application Status of the 
ication will turn into 
uthorization”. 

to the leav
Save. 

 
leave appl
“Pending A

4 e of 
is set, then 

t authorizer 
ove or 
 

he 
es set 

orkflow 
configurator multiple 
authorization of the 
leave application will 
take place.  

Supervisor/
HR Manager Leave 

Application 

Authorize 
Leave 
Applic o

ications 
 authorization are 
 the table. 

Select the leave application 
the detailed page by 

clicking the link appearing on 
yee name.  

thorize. 

e final stage of 
on then, the status 
e application will 

s Authorized. 

 Select another leave 
application which needs to be 
rejected. Enter the rejection 
reason and click on Reject. 

 

If the next stag
Authorizer 
the nex
can either appr
reject the leave
application. 
Depending on t
number of stag
in the w

 Authorize 

ati

a

n 

ave Appl
pending for
displayed in

 

 The Le

nd go to 

the emplo

 Click on Au

 If this is th
authorizati
of the leav
appear a
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  Scenario 9 Details: No authorization ( Quick Leave )  employee leave application submitted through HR. 

HR Executive wants to Apply for leave on behalf of another employee in the Organization and the Leav  i authorized (Quick Leave). e s automatically 

 

SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. nters 
lication 

ification 
been 
 the 

either 
ave 

. This 
plication gets 

authorized if the 
leave type is a quick 
leave for that 
employee. 

HR Executive  Ap
Leave – 
Employee 

Apply for 
Leave
Employee 

equest date, Leave 
ave To, Time From, 

Leave Reason. 

ve button. 

the shift details 
equested leave 

 Expected Date of 
e automatically 
. 

 The Application Status will 
change to Authorized as it is 
automatically authorized. 

 

HR Executive e
the leave app
after the not
for leave has 
received from
employee 
through mail, le
card or through 
verbal 
communication
leave ap

ply for 
 – Fro

 Enter the R
m, Le

Time To and 

 Click on Sa

 Based on 
available the R
Units and
Return ar
displayed

 

 

 



 
Usage Manual   

 
        
Leave Management         22  

  Scenario 10 Details: Single level of Authorization of leave alternation  request submitted through  self Service. 

Employee wants to alter the authorized Leave application and only one authorizer is set in the workflow configurator. This need migh
changes his lea

t arise when an employee 
ve schedule when he has left for leave or when an employee reschedules his leave when he still hasn’t gone on leave but the application has been 

authorized. 

 

SL. # F E ENLOW OF V TS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

A  CTIVITY PAGE FUNCTIONAL STEPS 

1. makes a 

alteration of 
authorized Leave 
application. 

Employee Employee 
Service – 
Leave 

Leave 
Alteration 

Request f
Leave 
Alteration 

lication, which is 
horized, the 
details will appear 
est Details cluster 

me will be defaulted 
ed Details cluster 

 leave application by 
changing any of the attributes 
like Leave From, Time From, 

 Time To etc. and 
quest for 

ave. 

s of the leave 
n changes to Pending 

zation – Alter. 

Employee 
request for 

Self Request for or  For the app
already aut
application 
in the Requ
and the sa
in the Alter
also. 

 Alter the

Leave To,
enter the re
alteration. 

 liC ck on S

 The statu
applicatio
Authori

2. Authorizer can 
either Approve or 
Reject the altered 
leave application.  

Supervisor/
HR Manager 

Employee Self 
Service - Leave 

Authorize 
Leave 
Request 

Authorize 
Leave Request 

 The Altered details will be 
displayed in the Request 
Details cluster and the same 
will be defaulted in the 
Authorized Details cluster. 
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

 
appli

 

Click on Authorize for the leave 
cation. 

he leave 
changes to 
 

leave 
tion and click on Reject 
g a Reject Reason. 

s of the leave 
ejected. 

The status of t
application 
Authorized.

 Select another 
appli
by gi

ca
vin

 The statu
application is R

3. Employee can 
modify the Rejected 
Leave Application 

Employee Employee Self 
Service - Leave 

Request  for 
Leave 
Alteration 

Reque f
Leave 
Alteration 

ted Leave 
ll appear for 

n again. 

e necessary changes 
ave. 

 The status of the leave 
application will be Pending 
Authorization – Alter. 

st or  The Rejec
Application wi
alteratio

 Make th
and S
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  Scenario 11 Details: Multiple levels of authorization of leave alternation request submitted through  self service. 

Employee wants to alter the authorized Leave application and multiple authorizer are set in the workflow configurator. This need migh
changes his lea

t arise when an employee 
ve schedule when he has left for leave or when an employee reschedules his leave when he still hasn’t gone on leave but the application has been 

authorized. 

 
SL. # F E ENLOW OF V T  S PRIMARY 

ACTOR(S) 
B SU INESS 
COMPONENT 

A  CTIVITY PAGE FUNCTIONAL STEPS 

1. makes a 

ellation of 
authorized Leave 
application. 

Employee Employee 
Service - Leave Leave 

Alteration 

Request o
Leave 
Alteration 

lication, which is 
horized, the 
details will appear 

Details cluster 
same will be defaulted 
ered Details cluster 

Check the request for leave 
cancellation and enter the 

Alteration. 

ave. 

s of the leave 
hanges to Pending 
n – Cancel. 

Employee 
request for 
Canc

Self Request of f  For the app
already aut
application 
in the Request 
and the 
in the Alt
also. 

 

Reason for 

 lickC  on S

 The statu
applicatio
Author

n c
izatio

2. This leave
application g
the conc
authorizer for 

 
oes to 

erned 

Authorization. 
Authorizer can 
either Approve the 
altered leave 
application.  

Supervisor Employee Self 
Service - Leave 

Authorize 
Leave 
Request 

Authorize 
Leave Req

details will be 
displayed in the Request 
Details cluster and the same 

e defaulted in the 
Authorized Details cluster. 

 Click on Authorize for the leave 
application. 

uest 
 The Altered 

will b
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

 he stT atu
applicatio
Authoriza

s of the leave 
n changes to 

n In Progress. tio

3. stage of 
s set, 

ext 
n 

ve or 
ve 

ion. 
 the 
es 

orkflow 
or 

f the 
ation 

ace.  

Supervisor/
HR Manager 

Employee Self 
Service - Leave 

Authorize 
Leave 
Request 

Authorize 
Leave Req

details will be 
displayed in the Request 

er and the same 
will be defaulted in the 

 Details cluster. 

uthorize for the leave 
application. 

 final authorizer 
then, the status of the leave 

n changes to 
d. 

If the next 
Authorizer i
then the n
authorizer ca
either appro
reject the lea
applicat
Depending on
number of stag
set in the w
configurat
multiple 
authorization o
leave applic
will take pl

uest 
 The Altered 

Details clust

Authorized

 Click on A

 If you are the

applica
Authori

tio
ze

4. Employee can 
modify the Rejected 
Leave Application 
and resubmit for 
authorization. 

Employee Employee Self 
Service - Leave 

Request of 
Leave 
Alteration 

Request of 
Leave 
Alteration 

The Rejected Leave 
ion will appear for 
n again. 

 Make the necessary changes 
and Save. 

 The status of the leave 
application will be Pending 
Authorization – Alter. 

 
Applicat
alteratio
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  Scenario 12 Details: Single level of Authorization of leave alternation  submitted  through HR. 

HR Executive wants to alter the authorized Leave application of an employee and only one authorizer is set in the workflow conf
an employee ch

igurator. This need might arise when 
anges his leave schedule when he has left for leave or when an employee reschedules his leave when he still hasn’t gone on leave but the application 

has been authorized. 
 

SL. # FLOW OF EVEN ST  PRIM RY A
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. e alters 

ter 
n after 
tion for 

n 
om the 

ployee either 
 leave 

card or through 
verbal 
communication. 

HR 
Executive 

Leave 
Administration for Leave 

Alteration 

Applicatio
Leave 
Alteration 

lication, which is 
horized, the 
details will appear 

Details cluster 
me will be defaulted 
ed Details cluster 

 leave application by 
changing any of the attributes 
like Leave From, Time From, 

 Time To etc. and 
quest for 

ave. 

s of the leave 
n changes to Pending 
tion – Alter. 

HR Executiv
the leave 
application af
authorizatio
the notifica
leave has bee
received fr
em
through mail,

Application n for  For the app
already aut
application 
in the Request 
and the sa
in the Alter
also. 

 Alter the

Leave To,
enter the re
alteration. 

 licC k on S

 The statu
applicatio
Authoriza

 

2. This leave 
application goes to 
the concerned 
authorizer for 
Authorization. 

HR Manager Leave 
Administration 

Authorize 
Leave 
Application 

Authorize 
Leave 
Application 

 The Altered details will be 
displayed in the Request 
Details cluster and the same 
will be defaulted in the 
Authorized Details cluster. 
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

Authorizer c
either Approve or 

an 

Reject the altered 
leave application.  

Click on Authorize for the leave 
n. 

he leave 
 changes to 
. 

ther altered leave 
application and reject the 

 status of the leave 
changes to 

 
appli

 

catio

The status of t
application
Authorized

 Select ano

same. The
application
Rejected. 

 

3. Rejected altered 
leave application 
can be modified by 
the HR- Executive 

HR - 
Executive 

Leave 
Administration 

Application 
for Leave 
Alteration 

Applic o
Leave 
Alteration 

eave Application 
jected status and 
same and Save. 

 The status of the leave 
application changes to Pending 
Authorization – Alter. 

ati n for  Select the L
that is in Re
modify the 
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  Scenario 13 Details: Multiple levels of Authorization of leave alternation  submitted  through HR. 

 HR Executive wants to alter the authorized Leave application of the employee and multiple authorizer are set in the workflow configurator. This n
an employee ch

eed might arise when 
ange his leave schedule when he has left for leave or when an employee reschedules his leave when he still hasn’t gone on leave but the application 

has been authorized. 

 
SL. # F E ENTLOW OF V S PRI  MARY

ACTOR(S) 
BUSINESS 
COMPONENT 

A  CTIVITY PAGE FUNCTIONAL STEPS 

1. lters 
lication 

ification 
been 

om the 
ployee either 

 leave 
card or through 
verbal 
communication. 

HR 
Executive 

Leave Applicatio
n for 
Leave 
Alteration 

Application f
Leave Al a

lication, which is 
horized, the 
details will appear 

Details cluster 
me will be defaulted 
ed Details cluster 

 leave application by 
changing any of the attributes 
like Leave From, Time From, 

 Time To etc. and 
quest for 

ve. 

s of the leave 
n changes to Pending 

zation – Alter.  

HR Executive a
the leave app
after the not
for leave has 
received fr
em
through mail,

Administration 
or 
tion 

 For the app
already aut
application 
in the Request 

ter

and the sa
in the Alter
also. 

 Alter the

Leave To,
enter the re
alteration. 

 li aC ck on S

 The statu
applicatio
Authori

2. 
goes to the 
concerned authorizer 
for Authorization. 
Authorizer can either 
Approve or Reject the 

Supervisor
/HR 
Manager 

Leave 
Administration 

Authorize 
Leave 
Applicatio
n 

Authorize Leave 
Application 

 The Altered details will be 
displayed in the Request 
Details cluster and the same 
will be defaulted in the 
Authorized Details cluster. 

This leave application 
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

altered leave 
application.  

Click on Authorize for the leave 
n. 

he leave 
 changes to 
. 

ther altered leave 
application and reject the 

e status of the leave 
n changes to 

 
applicatio

 The status of t
application
Authorized

 Select ano

same. Th
applicatio
Rejected. 

3. e of 
 is set, then 

horizer 
ove or 

leave 

 the 
es set 

in the workflow 
r mul

 t
ion will 

Supervisor
/HR 
Manager 

Leave 
Administration 

Authorize 
Leave 
Applicatio
n 

Authoriz e
Application 

details will be 
displayed in the Request 

er and the same 
will be defaulted in the 

 Details cluster. 

uthorize for the leave 
. 

the final authorizer 
atus of the leave 
changes to 

If the next stag
Authorizer
the next aut
can either appr
reject the 
application. 
Depending on
number of stag

configurato
authorization of
leave applicat
take place.  

tiple 
he 

e L ered 

Details clust

ave  The Alt

Authorized

 Click on A
ppla ication

 If you are 
then, the s
applicati

t
on 

Authorized. 

4. Rejected Altered 
Leave Application can 
be modified by the 
HR- Executive 

HR - 
Executive 

Leave 
Administration 

Applicatio
n for 
Leave 
Alteration 

Application for 
Leave Alteration 

Select the Leave Application 
that is in Rejected status and 
modify the same and Save. 

 The status of the leave 
application changes to Pending 
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

Authorization – Alter. 

 
 
  Scenario 14 Details: Single level of authorization of session based leave submitted through self service . 

Empl yee wan s to ta e- ff from work nd hence, app es for s ssion based Leave a d only one authori  workflow configurator.  

 
o t k o  a li e n zer is set in the

SL. # F E EN  LOW OF V TS PRIMARY 
ACTOR(S) 

B INUS ESS 
COMPONENT 

ACT  IVITY P  AGE FUNCTIONAL STEPS 

1. makes a 
ssion 

e for a 
and 
 period 
 

m and 
on to. The 

Authorizer for the 
Leave Request will 
be as set in the 

Employee Employee Self 
Service – 
Leave 

Request for 
Session Based 
Leave 

Req s

as L

Request date, Leave 
ssion From, Leave To, 
o and Leave Reason. 

ave button. 

 the shift details 
the From Time, To 
uested leave Units 

and Expected Date of Return 
are automatically displayed. 

thorizer for Leave 
n in Workflow 
ent. 

Employee 
request for se
based Leav
Leave Type 
specifies the
of Leave and
session fro
sessi

workflow 
configurator. 

ue t for 
Session 

 Ent

B ed eave 

er the 
From, Se
Session T

 Click on S

 Based on
available 
Time, Req

 Set the au
Applicatio
Managem

2. This leave 
application goes to 
the concerned 
authorizer for 
Authorization. 

Supervisor
/HR 
Manager 

Employee Self 
Service – Leave 

Authorize 
Leave Request 

Authorize 
Leave 
Request 

ave Applications 
pending for authorization are 
displayed in the table. 

 Select the leave application 
and got to the detailed page 

 The Le
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

Authorizer can 
either Approve or 
Reject the leave 
application.  

 the link appearing 
mployee name. Make 

y of the 
ike from date, to 

thorize. 

t another leave 
n which needs to be 
nter a rejection 
 click on Reject. 

by clicking
on the e
changes to an
attributes l
date etc.  

 Click on Au

 Again se
applicatio

lec

rejected, e
reason and

3. Employee can 
modify the Rejected 
session based leave 
application. 

Employee Employee Self 
Service – Leave 

Edit Session 
Based Leave 
Request 

dit s

Req s

ave Applications with 
 Status as 
 will be displayed in 

ave application and 
ecessary changes 
e application and 

 

 The Application Status of the 
leave application will turn into 
“Pending Authorization”. 

E  Se
Based Leave 

ue t 

 The Le
Application
“Rejected
the table

sion 

”
. 

 Select a le
make the n
to the leav
Save.
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  Scenario 15 Details: Multiple levels of authorization of  session based leave submitted through self service. 

Employee wants to take off from work and hence, applies for session based Leave and mu tiple authorize workflow configurator. l r are set in the 

 

SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. akes a 
 session 

r a 
and 

e period 
d 

and 
 The 

orizer for the 
uest will 

be as set in the 
low 

Employee Employe
Service – Leave Session 

Based Leave 

Reque f
Sessio B
Leave 

equest date, Leave 
ssion From, Leave To, 

 Leave Reason. 

ave button. 

the shift details 
the From Time, To 
quested leave Units 
ted Date of Return 

are automatically displayed. 

horizer for Leave 
in Workflow 
nt. 

Employee m
request for
based Leave fo
Leave Type 
specifies th
of Leave an
session from 
session to.
Auth
Leave Req

workf
configurator. 

e Self Request for st 
n ased Fro

or  Enter the R
m, Se

Session To and

 Click on S

 Based on 
available 
Time, Re
and Expec

 Set the au
Applicatio

t
n 

Manageme

2. This leav
application g
the concern
authorizer 

e 
oes to 

ed 
for 

Authorization. 
Authorizer can 
either Approve or 
Reject the leave 
application.  

Supervisor/H
R Manager 

Employee Self 
Service – Leave 

Authorize 
Leave 
Request 

Authorize 
Leave Req

Applications 
 authorization are 
 the table. 

eave application 
he detailed page by 

clicking the link appearing on 
the employee name. Make 
changes to any of the 
attributes like from date, to 
date, session from , session to 
etc.  

uest 
 The Leave 

pending for
displayed in

 Select the l
and go to t
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SL. # FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

 Click on Au

 Again sele
applicati

thorize. 

ct another leave 
n which needs to be 
nter a rejection 
click on Reject. 

o
rejected, e
reason and 

3. xt stage of 
 set, 

xt 
zer can 

e or 
ave 

ing on the 
ges 
kflow 

r 
multiple 
authorization of the 
leave application 
will take place.  

Supervisor/H
R Manager 

Employee Self 
Service – Leave 

Authorize 
Leave 
Request 

Authorize 
Leave Req

ications 
 authorization are 
 the table. 

leave application 
the detailed page by 

clicking the link appearing on 
yee name.  

thorize. 

e final stage of 
on then, the status 
e application will 

 Authorized. 

other leave 
n which needs to be 

 the rejection 
d click on Reject. 

If the ne
Authorizer is
then the ne
authori
either approv
reject the le
application. 
Depend
number of sta
set in the wor
configurato

uest 
ave Appl

pending for
displayed in

 Sel

 The Le

ect the 
nd go to 

the emplo

 Click on

a

 Au

 If this is th
authorizati
of the leav
appear as

 Select a
applica

n
tio

rejected. Enter
reason an

4. Employee can 
modify or delete 
the Rejected 
session based leave 
application. 

Employee Employee Self 
Service – Leave 

Request for 
Session 
Based Leave 

Request for 
Session Based 
Leave 

application with 
status as Rejected will be 
displayed in the table. 

 Select the Leave Application 
and delete the application. 

 The leave 
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  Scenario 16 Details: No authorization (Quick Leave) of session based leave submitted through self service. 

Employee wants to take off from work and hence, applies for session based Leave and the Leave is utom zed (Quick Leave). a atically authori

 
SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. a 
ion based 
e Type, 

k leave and 
 of 

plication is 
automatically authorized 
when the request is 
made. 

Employee Employee 
Self Service - 
Leave 

Session Based 
Leave 

Reque f

Leave 

equest date, Leave 
ave To, Time From, 
 Session From, 

 Leave Reason. 

ve button. 

 on the shift details 
available the Requested leave 
Units and Expected Date of 
Return are automatically 
displayed. 

Employee makes 
request for sess
leave for a Leav
which is quic
specifies the period
Leave.  This leave 
ap

Request for st 
Session Based 

Tim

or  Enter the R
From, Le

e To,
Session To and

 Click on Sa

 Based
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  Scenario 17 Details:  Single level  Authorization of session based leave submitted through HR. 

HR Executive wants to Apply for session-based leave on behalf of another employee in the Organization an thorizer is set in the workflow configurator. d only one au

 
SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
C MPO ONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. ers 
ased 
tion after 

ion for 
 

 

through mail, leave 
card or through verbal 
communication. 

HR Executive Leave 
Admin session 

based 
Leave - 
Employee 

Apply for session 
Based Le - 
Employee 

Enter the Request date, Leave 
ssion From, Leave To, 

 Leave Reason. 

ave button. 

the shift details 
om Time, To 

quested leave Units 
ted Date of Return 

are automatically displayed. 

horizer for Leave 
in Workflow 
nt. 

HR Executive ent
the session-b
leave applica
the notificat
leave has been
received from the
employee either 

istration 
Apply for 

ave Fro
 

m, Se
Session To and

 Click on S

 Based on 
available the Fr
Time, Re
and Expec

 Set the au
Applicatio

t
n 

Manageme

2. tion 
rned 

authorizer for 
Authorization. 
Authorizer can either 
Authorize or Reject the 
leave application 

Supervisor/H
R Manager 

Leave 
Administration 

Authorize 
Leave 
Applicatio
n 

Authorize Leav
Application 

Applications 
r authorization are 

 in the table. 

Select the leave application 
and go to the detailed page by 
clicking the link appearing on 
the employee name. Make 
changes to any of the 
attributes like from date, to 
date etc.  

This leave applica
goes to the conce

e  The Leave 
pending fo
displayed
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SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

 Click on Au

 Again se
applicati

thorize. 

ect another leave 
n which needs to be 
nter a rejection 
 click on Reject. 

l
o

rejected, e
reason and

3. HR- Executive can 
modify the Rejected 
session based leave 
application. 

HR- 
Executive 

Leave 
Admin Session 

Based 
Leave 
Applicatio
n - 
Employee 

Edit Sessio B
Leave Application -
Employee 

ave Applications with 
Application Status as 

 will be displayed in 

application and 
ecessary changes 
e application and 

 The Application Status of the 
leave application will turn into 
“Pending Authorization”. 

istration 
Edit n 

“Rejected”
the table. 

ased 
 

 The Le

 Select a leave 
make the n
to the leav
Save. 
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  Scenario 18 Details: Multiple  levels   of Authorization of session based leave submitted through HR. 

HR Executive wants to Apply for session based leave on behalf of another employee in the Organization a re set in the workflow configurator. 

 

 nd multiple authorizer a

SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. ers 
sed 

tion after 
n for 
 

 
ither 

through mail, leave 
card or through verbal 
communication. 

HR Executive Leave 
Admin Session 

Based 
Leave - 
Employee 

Apply for Sessi
Based Le - 
Employee 

Enter the Request date, Leave 
ssion From, Leave To, 

 Leave Reason. 

ave button. 

the shift details 
the From Time, To 
quested leave Units 
ted Date of Return 

are automatically displayed. 

thorizer for Leave 
n in Workflow 
ent. 

HR Executive ent
the session ba
leave applica
the notificatio
leave has been
received from the
employee e

istration 
Apply for on  

ave From, Se
Session To and

 Click on S

 Based on 
available 
Time, Re
and Expec

 Set the au
Applicatio

anM agem

2 tion 
rned 

Authorization. 
Authorizer can either 
Authorize or Reject the 
leave application 

Supervisor/H
R Manager 

Leave 
Administration 

Authorize 
Leave 
Applicatio
n 

Authorize v
Application 

 Applications 
r authorization are 
in the table. 

the leave application 
t to the detailed page 
ing the link appearing 

on the employee name.  

 Click on Authorize. 

 The status of the leave 
application will appear as 

This leave applica
goes to the conce
authorizer for 

Lea e  The Leave
pending fo
displayed 

 Select 
and go
by click
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SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

Authorization Inprogress. 

3 
ation can be 

modified by the HR- 
Executive 

Session 
Based 
Leave 
Applicatio

Sessio B
Leave App t
Employee 

 application with 
Rejected will be 
in the table. 

Select the Leave Application 
 the application. 

Rejected leave 
applic

HR Executive Leave 
Administration 

Edit Edit 

n - 
Employee 

n 
lica ion - 

ave
status as 
displayed

ased  The le

 

 
and delete

4 e of 
is set, then 

er can 
e or 

ending 

nfigurator 
multiple authorization 
of the leave application 
will take place.  

Supervisor/H
R Manager 

Leave 
Administration 

Authorize 
Leave 
Applicatio
n 

Authorize Leave 
Application

Applications 
 authorization are 
 the table. 

Select the leave application 
the detailed page by 

clicking the link appearing on 
yee name.  

 Authorize. 

he final stage of 
tion then, the status 
ve application will 
s Authorized. 

 Select another leave 
application that needs to be 
rejected. Enter the rejection 
reason and click on Reject. 

 

If the next stag
Authorizer 
the next authoriz
either approv
reject the leave 
application. Dep
on the number of 
stages set in the 
workflow co

 
a The Le ve 

pending for
displayed in

 
and go to 

the emplo

 Click on

 If this is t
authoriza
of the lea
appear a
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  Scenario 19 Details: No  Authorization (Quick Leave)  of session based leave submitted through HR. 

HR Executive wants to Apply for session based leave on behalf of another employee in the Organization a e is automatically authorized (Quick Leave). 

 

 nd the Leav

SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. ers 
sed 

tion after 
n for 
 

 
r 

ve 
erbal 

. This 

authorized if the leave 
type is a quick leave 
for that employee. 

HR Executive Leave 
Admin Session 

Based 
Leave - 
Employee 

Apply for Sessi
Based Le - 
Employee 

Enter the Request date, Leave 
ave To, Time From, 

Leave Reason. 

ve button. 

 on the shift details 
available the Requested leave 
Units and Expected Date of 
Return are automatically 
displayed. 

  

HR Executive ent
the session ba
leave applica
the notificatio
leave has been
received from the
employee eithe
through mail, lea
card or through v
communication
leave application gets 

istration 
Apply for on  

ave From, Le
Time To and 

 Click on Sa

 Based
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  Scenario 20 Details: Single level of authorization of multiple  leave applications through HR. 

HR Executive wants to apply for leave on behalf of a set of employees for different leave types and different periods and only one authorizer is set in the workflow 
configurator. 

 
SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. ters 

ons for a set 
of employees for 
different leave types 
and periods. 

HR Executive Leave Apply for 
Leave – 
Multiple 
Entry 

Apply fo e
Multiple Entry 

Enter the Request date, Leave 
ave To, Session From 
d), Session To (if 
 

Enter the set of employees 
be like to avail 
ommon reason. 

e. 

he shift details 
available for the employee for 
the dates given the From time, 

 Requested Leave 
xpected Date of 

Return are automatically 

he Leave 
Application will be Pending for 
Authorization. 

HR Executive en
the leave 
applicati

Administration 
r L

From, Le
(if neede
needed).

ave –  

 
who would 
leave for a c

 Click on Sav

 Based on t

To Time,
Units and E

displayed. 

 The status of t

2. This leave 
application goes to 
the concerned 

Supervisor/HR 
Manager 

Leave 
Administration 

Authorize 
Leave 
Application 

Authorize Leave 
Application 

 The Leave Applications will be 
displayed in the table for the 
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SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

authorizer for 
Authorization.
Authorizer ne
have security 
permission
least one emplo
from the set of 
employees ava
Authoriz
Authoriz

 The 
eds to 

s on at 
yee 

ilable. 
er can either 
e or Reject 

the leave 
application.  

ee. 

n Authorize. 

he leave 
on will change to 
ed. 

leave 
application and reject the 

the details are not 

us of this leave 
on changes to 

ed. 

employ

 Click o

 The status of t
applicati
Authoriz

 Select another 

same as 
acceptable. 

 The stat
applicati
Reject

3. HR Executive can 
modify the rejected 
applications. 

HR- Executive Leave 
Administration 

Edit Leave 
Application 

Edit Leave 
Application 

 The leave application which 
has been rejected can be 
modified if needed.  
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  Scenario 21 Details: Multiple Levels of authorization of  multiple leave application through HR 

HR Executive wants to apply for leave on behalf of a set of employees for different leave types and different periods and multiple authorizers are set in the workflow 
configurator. 

 
SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. ters 

a set 
of employees for 
different leave types 
and periods. 

HR Executive Leave Apply for 
Leave – 
Multiple 
Entry 

Apply for Leav
Multiple Entry 

Enter the individual leave 
application details in every row 

ave requests 

leave requests 
rom, leave to, 

session from and session to 
w with leave from, 
e from and time 

ted leave units can 
ered for a few leave 
s and can be left 

hers. 

ve. The status of all 
 applications will 

turn to Pending Authorization. 

HR Executive en
the leave 
applications for 

Administration 
e –  

for all the le
available. 

 Enter a few 
with leave f

and other fe
leave to, tim
to. 

 The Reques
also be ent
application
blank for the ot

 Click on Sa
those leave

2. 
s to 

the concerned 
authorizer for 
Authorization. 
Authorizer can either 
Authorize or Reject 

Supervisor/HR 
Manager 

Leave 
Administration 

Authorize 
Leave 
Applicatio
n 

Authorize v
Application 

applications, which 
 authorization 

status, will be displayed in the 
table. 

 Select the leave applications, 
which need to be authorized 

This leave 
application goe

Lea e  The leave 
are in pending
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SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

the leave 
application.  

ck on Authorize. The 
ese leave 

applications changes to 
on In Progress. 

 more leave 
applications and give the 

ason for these and 
ject. 

and Cli
status of th

Authorizati

 Select few

rejection re
click on Re

3. e of 
, 

t 
either 

t the 
n. 
he 
es set 

orkflow 
ult
f t

cation will 
take place.  

Supervisor/HR 
Manager 

Leave 
Administration 

Authorize 
Leave 
Applicatio
n 

Authorize v
Application

ave Applications, which 
e status as 
n Inprogress, will 
d. 

eave applications, 
to be authorized 
 Authorize. If this 
age of 
n then, the status 
 application will be 

. 

If the next stag
Authorizer is set
then the nex
authorizer can 
approve or rejec
leave applicatio
Depending on t
number of stag
in the w
configurator m
authorization o
leave appli

iple 
he 

Lea
 

The Le
are with th
Authorizatio
be displaye

 Select the l
which need
and click on

e  

 

is the last st
authorizatio
of the leave
Authorized

4. HR – Executive, can 
modify rejected 
applications. 

HR- Executive Leave 
Administration 

Edit Leave 
Applicatio
n 

Edit Leave 
Application 

 The rejected leave applications 
will be displayed and the user 
can make the necessary 
changes and resubmit the 
applications. 

 
 
 



 
Usage Manual   

 
        
Leave Management         44  

  Scenario 22 Details: No authorization (quick leave) of multiple  leave application through HR . 

HR Executive wants to apply for leave on behalf of a set of employees for different leave types and differ automatic authorization (Quick Leave). ent periods and 

 
SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. ters 

a set 
r 

types 
the 

s a quick 
or that 

Leave 
application gets 
authorized 
automatically 

HR Executive Leave Apply for 
Leave – 
Multiple 
Entry 

Apply for Leav
Multiple Entry 

ave applications for 
all the employees going on 

ifferent periods and 
s. 

e From, Leave To, 
m and Session To 

mployee leave 

ve From, Leave To, 
m, Time To for some 

. 

 Leave Units, 
Date of Return are 
ally displayed. 

Click on Save. 

 The leave applications, which 
are quick leave enabled, will 
be automatically authorized. 

HR Executive en
the leave 
applications for 
of employees fo
different leave 
and periods. If 
leave type i
leave f
employee The 

Administration 
e –  Enter the le

leave for d
leave type

 nter E Leav
Session Fro
for some e
applications. 

 Enter Lea
Time Fro
employees

 The Requested
Expected 
automatic

 

 
 
 



 
Usage Manual   

 
        
Leave Management         45  

  Scenario 23 Details: Single Level of authorization of Bulk leave application by Supervisor for group 

 Supervisor wants to apply for Leave on behalf of a set of employees of his department going on leave for the same period and the same leave type and falling in same 
shift schedule and one level authorization and only one authorizer is set in the workflow configurator. 

 
SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. Supervisor 
the leave app
for a set of 
employees of h
departme

enters 
lication 

is 
nt for the 

same leave type and 
with the same from 
and to dates. 

Supervisor Leave 
Administration 

Apply for 
Leave – 
Group 

Apply for Leav
Group 

ve From, Leave 
Reason for a set of 

s for the same dates. 

ter a set of employees who 
to avail leave for 
ates and reason 

e. 

ed date of return 
uested leave units 
tically appear. 

e –  Enter the Lea
To, Leave 
employee

 En
would like 
the same d

 Click on Sav

 The expect
and the req
will automa

2. leave 
 to 

Authorization. 
Authorizer can reject 
or authorize the 
leave application for 
a group. 

Supervisor/HR 
Manager 

Leave 
Administration 

Authorize 
Leave 
Applicatio
n for a 
Group 

Authorize v
Application for 
Group 

up leave 
ns which are pending 
zation will appear in 

leave application 
n Authorize. The 

the leave application 
changes to Authorized. 

 Select another leave 
application which needs to be 
rejected and click on Reject. 
The status of the leave 

This 
application goes
the concerned 
authorizer for 

Lea e 
a 

 All the Gro
applicatio
for authori
the table. 

 Select the 
and click o
status of 
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# 
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ACTOR(S) 
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ACTIVITY PAGE FUNCTIONAL STEPS 

application changes to 
 Rejected.

3. Supervisor 
modify the re

can 
jected 

leave application 
applied in-group.  

Supervisor Leave 
Administration 

Edit Leave 
Applicatio
n – Group 

Edit Leave 
Application – G

eave application, 
Rejected status, 
he necessary 
the dates or any 
ute of the leave 

application. Click on Save. The 
status of the leave application 
changes to Pending 
Authorization. 

roup 
 Select the l

which is in 
and make t
changes to 
other attrib
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  Scenario 24 Details: Multiple Levels of authorization of Bulk leave application by Supervisor for group 

Supervisor wants to apply for Leave on behalf of a set of employees of his department going on leave for the same period and the same leave type and falling in same 
shift schedule and multiple authorizer are set in the workflow configurator. 

 
SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
C MPO ONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. Supervisor 
the leave appl
for a set of 
employees of 
departme

enters 
ication 

his 
nt for the 

same leave type and 
with the same from 
and to dates. 

Supervisor Leave 
Administration 

Apply for 
Leave – 
Group 

Apply for Leav
Group 

ve From, Leave 
Reason for a set of 

es for the same dates. 

ter a set of employees who 
vail leave for 

ates and reason 

e. 

ed date of return 
uested leave units 

lly appear. 

e –  Enter the Lea
To, Leave 
employe

 En
would like to a
the same d

 Click on Sav

 The expect
and the req
will automatica

2. 
 to 

Authorization. 
Authorizer can reject 
or authorize the 
leave application for 
a group. 

Supervisor/HR 
Manager 

Leave 
Administration 

Authorize 
Leave 
Applicatio
n for a 
Group 

Authorize v
Application for 
Group 

up leave 
ns which are pending 
zation will appear in 

leave application 
n Authorize. The 

ave application 
changes to Authorization In 
Progress. 

 Select another leave 
application which needs to be 

This leave 
application goes
the concerned 
authorizer for 

Lea e 
a 

 All the Gro
applicatio
for authori
the table. 

 Select the 
and click o
status of the le
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FLOW OF EVENTS PRIMARY 
ACTOR(S) 
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COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

rejected an
The status of t

Rejected. 

d click on Reject. 
he leave 

application changes to 

3. e of 
, 

n either 
t the 

n. 
he 
es set 
 

r multiple 
on of 

on will 

Supervisor/HR 
Manager 

Leave 
Leave 
Applicatio
n for a 
Group 

Authorize v
Application for 
Group 

ave Applications, which 
are with the status as 

on Inprogress, will 
d. 

Select the leave applications, 
 to be authorized 
 Authorize. If this 
age of 

authorization then, the status 
 application will be 

If the next stag
Authorizer is set
then the next 
authorizer ca
approve or rejec
leave applicatio
Depending on t
number of stag
in the workflow
configurato
authorizati
leave applicati
take place.  

the 

Administration 
Authorize Lea

Authorizati
be displaye

 
which need
and click on

e 
a 

 The Le

is the last st

of the leave
Authorized. 

4. Supervisor can 
modify the rejected 
leave application 
applied in-group.  

Supervisor Leave 
Administration 

Edit Leave 
Applicatio
n – Group 

Edit Leave 
Application – G

d leave applications 
splayed and the user 

can make the necessary 
changes and resubmit the 
applications.  The status of the 
leave applications change to 
Pending Authorization. 

roup 
 The rejecte

will be di
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  Scenario 25 Details: Single Level of Authorization for Leave encashment request submitted through HR 

HR Executive wants to Apply for Leave Encashment for a leave type on behalf of other employee and on zer is set in the workflow configurator. ly one authori

 
SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. ve applies 

Encashment on 
behalf of other 
employees. 

HR Executive Leave Applicatio
n for 
Leave 
Encashme
nt 

Application for 
Leave Encas

employees along 
type, 

nt date and 
t units. 

ave. The status of 
al leave 
t request changes 
Authorization. 

HR Executi
for Leave Administration hment 

 Enter the 
with the leave 
Encashme
Encashmen

 Click on s
the individ
encashme
to Pend

u
n

ing 

2.  
nt goes to 

d 
rizer for 

ation. 
Authorizer can 
authorize or reject 

HR Manager Leave 
Administration 

Authorize 
Leave 
Encashme
nt 

Authorize v
Encashment 

rds with status as 
thorization will 
e table.  

ecords, which need 
rized and click on 

status of the 
ges to authorized. 

ecords, which need 
and click on Reject. 

This leave
encashme
the concerne
autho
Authoriz

the Leave 
Encashment. 

Lea e  All the reco
Pending Au
appear in th

 Select the r
to be autho
Authorize. The 
record chan

 Select the r
to rejected 

3. HR Executive can 
modify the rejected 
leave encashment 
for the employee. 

HR Executive Leave 
Administration 

Applicatio
n for 
Leave 
Encashme
nt 

Application for 
Leave Encash

ords with status as 
Rejected will be displayed. 

 Make the necessary change to 
the encashment application 
and click on Save. The status 
of the request changes to 

ment 
 All the rec
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# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

Pending Au

 

thorization. 

Click on delete and delete the 
requests that need to be 
deleted. 

 
 
 
  Scenario 26 Details: Single Level of Authorization for Leave encashment request  submitte  b ee 

E A ave E  for a  ly one author ator. 

 

d y the employ

kflow configurmployee wants to pply for Le ncashment  leave type and on izer is set in the wor

SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
C  OMPONENT

ACTIVITY PAGE FUNCTIONAL STEPS 

1. Employee requests 
for Leave 
Encashment. 

Employee Employee Self 
Service – 
Leave 

Applicatio
n for 
Leave 
Encashme

Request for Le
Encashment 

 Encashment date for 
ype and the 

ashment units.  

ve. The status of 
ment Request 
 Pending 

ion. 

nt 

ave  Enter the
the leave t
Requested enc

 Click on Sa
the Encash
changes to
Authorizat

2. This leave
encashment 

 
goes 

to the concerned 
authorizer for 
Authorization. 
Authorizer can 
authorize or reject 
the Leave 

HR Manager Leave 
Administration 

Authorize 
Leave 
Encashme
nt 

Authorize v
Encashme

which are 
 for authorization, will 

be displayed in the table. 
Select the requests that need 
to be authorized and click on 
Authorize. 

 Select the requests, which 

Lea
nt 

 The Requests, 
pending

e 
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ACTIVITY PAGE FUNCTIONAL STEPS 

Encashment. need to be rejected and give a 
reject reason and click on 
Reject. 

3. Employee can 
modify the rejected 
leave encashment.  

Employee Leave 
Administration 

Edit Leave 
Encashme
nt 

Edit Leave 
Encashment 

ejected 
ent requests and 
 for authorization. The 
 this leave 

encashment request will be 
pending authorization after 
making the necessary 
changes. 

 Modify the r
encashm
resubmit
status of

 
  Scenario 27 Detail ent e  for an employee by HR Manager. 
 

s: Adjustm of HR Leave balanc

SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

A  CTIVITY PAGE FUNCTIONAL STEPS 

1. will 
the 

nt units, 
carry over units, 
Encashment units, 
Availed Units for a 
leave type for 
employees. 

HR Manager Employee 
Leave Setup 

Adjust 
Leave 

Adjust Leave employee for whom 
adjustment needs to 

or Decrease either 
ed Units, Entitled 

Units, Encashed Units or 
Carryover Units and save the 
changes. This will 
automatically increase or 
decrease the leave balance. 

HR Manager 
adjust either 
entitleme

 Select an 
the leave 
be done. 

 Increase 
the Avail
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  Scenario 28 Details: Leave carryover processing for an employee for a calendar based leave type. 

 
SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. erform the 
er after 

nt 
e new 

calendar period is 
completed. 

 

HR Executive Emplo
Leave Leave 

Carry over 
– Calendar 
Based 

ocess Le e
Carry over
Calendar Base

alendar code along 
om and To dates 
n “Get details”. 

e types mapped to 
Calendar will be 

displayed in the table. Select 
ypes for which the 
rocessing needs to 

Check the leave types and 
ve Parameters” to 
session id for the 
ss. 

rocess” button and 
s Status will appear 

User will p
leave carry ov
the entitleme
process of th

yee 
Setup 

Process Pr av
 – 

d 

he C
with the Fr
and click o

 All the leav
the Leave 

  Enter t

the leave t
carryover 
be done. 

 

p

click on “Sa
generate a 
batch proce

 Click the “P
the Proces
as “Initiated”. 

2. w the 
exception for whom 
the carry over  is not 
done for the calendar 
period and take 
necessary action 

HR Executive Emplo
Leave 

View / 
Abort 
Process 
Leave 
Carryover 
Calendar 
Based 

View / Abo
Process Leave 
Carryover Cale
Based 

Leave Calendar code 
h the From and To 
 Session Id. 

Click on “Get Details” button. 

 The Process Status of all the 
Leave Types attached to the 
Session ID will appear. The 
Process Status could be 

User can vie yee 
Setup 

rt 

ndar 

 Enter the 
along wit
dates and
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“Processed”

 The Empl

 or “In Progress”. 

yee Leave carryover 
for the leave 

rocess Status as 
. 

he process can 
hrough View Error 

o
can be viewed 
types with 
“Processed

P
”

 The errors in t
be viewed t
Log link. 

3. nager can either 
authorize or Reject the 
leave Carryover for the 
employee. 

HR Manager Employee 
Leave Setup 

Authorize 
Leave 
Carry over 

Authorize v
Carry over 

All the employee carryovers for 
rocessing has been 
will be displayed in 

loyee carryover 
ich need to be 
and click on 

loyee carryover 
ich need to be 
d enter the 
ason for each 
 click on Reject. 

HR Ma Lea  
which the p
completed 
the tab

e 

le. 

 Select the emp
records, wh
authoriz
Authoriz

 Select the emp

ed 
e. 

records, wh
rejected an
rejection re
record and

4.  leave 
Carryover will be 
reprocessed during the 
re-run of the Leave 
Carry over for the 
same calendar period. 

HR Executive Employee 
Leave Setup 

Process 
Leave 
Carryover 
calendar 
based 

Process Leave 
Carryover calendar 
based 

o reprocess the 
carryovers for employees 
whose carryover has not been 
authorized then, Enter the 
Calendar code along with the 
From and To dates and click 

All the Rejected  If you intend t
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ACTIVITY PAGE F NCTIU ONAL STEPS 

on “Get de

 All the leav
the Leave
displayed i

tails”. 

e types mapped to 
 Calendar will be 
n the table. Select 
ypes for which the 
processing needs to 

Check the leave types and 
click on “Save Parameters” to 

session id for the 

 Click the “Process” button and 
the Process Status will appear 
as “Initiated”. 

the leave t
carryover 
be done. 

 

generate a 
batch process. 
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  Scenario 29 Details: Leave carry over processing for an employee for a Non -calendar based leave type. 
 

SL. 
# 

FLOW OF EVENTS PRIMARY 
ACTOR(S) 

BUSINESS 
COMPONENT 

ACTIVITY PAGE FUNCTIONAL STEPS 

1. m the 
er 
ement 

ew 
endar 

leted. 
ypes 
e, 

ven’t been 
carried over from 
the previous period, 
will be done. 

HR Executive Employe
Setup Leave 

Carry over 
– Non-
Calendar 
Based 

ocess Le e
Carry over – N
Calendar Base

ocessing date. 

All the leave types, which are 
r-based, are 
the table. 

Select the leave types and click 
ameters to 
ession id for the 

ess. 

Select the leave types and click 
ss” button. The 

will appear as 

User will perfor
leave carry ov
after the entitl
process of the n
employee cal
period is comp
All the leave t
for an employe
which ha

 

e Leave Process Pr av  
on-
d 
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