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ESS - Leave - How to Apply for Leave

1 Click "Dashboard"
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2 Click "Leave"

3 Click "Apply for leave"
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4 Select your preferred leave type

5 Select your preferred leave type
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6 Select if it is a Full day or Multiple days then Select start date

7 Select your preferred date
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8 Click the "Message:" field.

9 Write your preferred message
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10 Click "Apply"

11 You can see your leave requests and their status under your Leave History


