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Appendix 

 

1. Email Notification received by Supervisor. 

 

2. Email Notification received by the appointed staff to relief. 

 

3. Appointed staff must click here to approve the leave. 



 

 

4. Scroll down and click on the staff’s name. 

 

 

5. Appointed staff just click approve and acknowledge date. 



 

 

6. Supervisor just click at the supervisor task and the relief status displayed “Approved“. 

 

7. Supervisor clicked on the staff’s name. 

 

8. Supervisor just approved the staff’s leave as usual. 
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