ESS - Leave - How to Apply for Leave

1 Click "Dashboard"

oy Dashboard &S Employee ol Workforce

o EMPLOYEE, Edward (13511)
= ICT Support Site Leader, Group Office Schools, Group Office

My Tasks

No records found.

Aurion « v11.95.0.38083ed



2  Click "Leave"

{2y Dashboard | &3 Employee ol Workforce
o EMPLOYEE, Edward  (13511) Timesheets
ES ICT Support Site Leader, Group Office Schools, Group Ofl
Leave
Payroll
My Tasks My Forms

No records found.

Aurion - v11.95.0.38083ed

3 Click "Apply for leave"

() Dashboard &3 Employee ol Workforce

EMPLOYEE, Edward (13511

o
o ICT Support Site Leader, Group Office Schools, Group Office

Leave Balances ®

Predict your leave balance by selecting a future date.

FUTURE DATE: VIEW BALANCE BY:
9 Jul 2025 B Predict | Reset Days Hours Weeks
Type Balance Pending Available
Annual Leave 0.00 = 0.00 0.00
Personal Leave 10.00 1.00 = 9.00

Long Service Leave Not available in days

Leave History @

Show 10 entries ¥ Export ~



4  Select your preferred leave type

) Dashboard &2 Employee (] Workforce

o EMPLOYEE, Edward (13511

. ICT Support Site Leader, Group Office Schools, Group Office
Apply for Leave ®
LEAVE TYPE: | T
DURATION: © Full Day
Multiple Days
Part Day

START DATE | ﬁ

Aurion * v11.95.0.38083ed

5  Select your preferred leave type

{2y Dashboard &2 Employee ol Workforce

EMPLOYEE, Edward  (13511)

o
o ICT Support Site Leader, Group Office Schools, Group Office
Apply for Leave @
LEAVE TYPE: 'y
a
DURATION: Personal/Carers Lve Paid - with Med Cert (Personal Leave)
Personal/Carers Lve Paid -w/out Med Cert (Personal Leave)
Personal/Carers Lve Unpaid (Personal Leave)
START DATE:

Personadl/Sick Lve Paid - With Med Cert (Personal Leave)
Personal/Sick Lve Paid - w/out Med Cert (Personal Leave)

Personal/Sick Lve Unpaid (Personal Leave)

4 o



6  Selectifitis a Full day or Multiple days then Select start date

() Dashboard 22 Employee ) Workforce

EMPLOYEE, Edward  (13511)

o
& ICT Suppoert Site Leader, Group Office Schools, Group Office
Apply for Leave ®
LEAVE TYPE: Personal/Sick Lve Paid - w/out Med Cert (Personal Leave) v
DURATION © Full Day
Multiple Days
Part Day
START DATE: 10 Jul 2025 B
u This request will be sent to the recipient
DETAILS: Personal/Sick Lve Paid - w/out Med Cert for EMPLOYEE, Edward (Employee No 13511, ICT Support Site Leader, Group
Office Schools, Group Office) For one day on Thursday, 10 July 2025
SEND TO: Meredith Manager (mmanager) Q
MESSAGE:

7 Select your preferred date

LEAVE TYPE: Personal/Sick Lve Paid - w/out Med Cert (Personal Leave) ~
DURATION O Full Day
Multiple Days
Part Day
START DATE: 10 Jul 2025 ]
< July 2025 >

Sun Mon Tue Wed Thu Fri sat '€ recipient

T 2 3 4 5
DETAILS: o art for EMPLOYEE, Edward (Employee No 13511, ICT Support Site Leader, Group
G (g ° Hay on Thursday, 10 July 2025

13 14 15 16 17 18 19
SEND TO: C
20 21 22 23 24 25 26

MESSAGE: 27 28 29 30 3l

Aurion * v11.95.0.38083ed



8

9

Click the "Message:" field.

Apply for Leave

LEAVE TYPE:

DURATION:

START DATE:

DETAILS:

SEND TO:

MESSAGE:

Personal/Sick Lve Paid - w/out Med Cert (Personal Leave)

© Full Day
Multiple Days
Part Day

8 Jul 2025

This request will be sent to the recipient

Personal/Sick Lve Paid - w/out Med Cert for EMPLOYEE, Edward (Employee No 13511, ICT Support Site Leader, Group

Office Schools, Group Office) For one day on Tuesday, 8 July 2025

Meredith Manager (mmanager)

Aurion + v11.85.0.38083ed

Write your preferred message

Apply for Leave

LEAVE TYPE

DURATION:

START DATE:

DETAILS:

SEND TO:

MESSAGE:

Personal/Sick Lve Paid - w/out Med Cert (Personal Leave)
© Full Day
Multiple Days

Part Day

8 Jul 20256

This request will be sent to the recipient

Q

Personal/Sick Lve Paid - w/out Med Cert for EMPLOYEE, Edward (Employee No 13511, ICT Support Site Leader, Group

Office Schools, Group Office) For one day on Tuesday, 8 July 2025
Meredith Manager (mmanager)

Sick \euvd

Aurion - v11.95.0.38083ed

Q

°®

Cancel YselY



10 Click "Apply"

ARPIY 101 Leuve

LEAVE TYPE: Personal/Sick Lve Paid - w/out Med Cert (Personal Leave)
DURATION: © Full Day

Multiple Days

Part Day
START DATE: 8 Jul 2025

This request will be sent to the recipient

DETAILS: Personal/Sick Lve Paid - w/out Med Cert for EMPLOYEE, Edward (Employee No 13511, ICT Support Site Leader, Group

oOffice Schools, Group Office) For one day on Tuesday, 8 July 2025

SEND TO: Meredith Manager (mmanager)

MESSAGE: Text|

Aurion = v11.95.0.38083ed

Q

°®

Cancel |[sislY

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

Predict your leave balance by selecting a future date.

FUTURE DATE:
9 Jul 2025

Type
Annual Leave
Personal Leave

Long Service Leave

Leave History

Show 10 entries *  Export ~

Leave Type
Personal/Sick Lve Paid - wjout Med Cert

PersonalfSick Lve Paid - wfout Med Cert

Showing 1to 2 of 2 entries

B Predict Reset
Date From Date To
10/07/2025 10/07/2025
08/07/2025 08/07/2025

Aurion - v11.95.0.38083ed

VIEW BALANCE BY:

Days Hours Weeks

Balance Pending Available
0.00 = 0.00 = 0.00
10.00 - 2,00 = 8.00

Not available in days

®

Leave Hrs Leave Days =~ Status
7:36 100 Pending
7:36 100 Pending
SNE >



