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Paid Leave Process (managers) 

 

Click My People 

Click Time & Attendance 

 

 
 

Locate and select the required employee 

Click Next 
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Using the calendar, right click on the required date and select Add 

Click Paid Leave 

 

 
 

 

Complete the Paid Leave request form and Submit 

 

 

The Leave Request will be sent to HR Advisory for approval.  

Note: the leave will show in the calendar while it is pending approval, this is to ensure no duplicate 

entries are submitted. 
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You will receive an email to advise if the request has been authorised or denied.  

     

 

If the request is denied, your HR Advisor will contact you to discuss. 
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To check the progress of a request in MyHR … 

 

  

Click My People 

Use Team Selector to locate the employee 

Click Select (across to the right) 

 
 

With the Employees name at the top of the menu, click on Forms History 
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You will see all details of all absence and leave entries for the employee. 

Use the V to expand the line and view more detail  

 

 

In this example, the request was approved. To view who it was approved by, click the green tick next 

to the Authorisation Progress bar. 

 

 

In this example, the request was denied. To view who it was denied by, click the red cross next to 

the Authorisation Progress bar. 
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In this example, the leave is marked as Submitted. This means it is pending approval 

 

 

 

 


