Requesting Leave

1. StratXE allows user to request for leave, which can then be approved by the relevant line
manager. In order for a user to request leave, from the Individual module page, click on
"Leave".
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2. In the Leave window, click on "Request".
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3. In the dialogue box that appears, fill in the relevant details about the leave request. You
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can give a brief description about the nature of the leave required, and attach any
supporting documents. Click "Request" to save and submit the leave request.

In thardndividealpage, under Leave, Line managers will see any pending leave requests
that HE¥Y S ppro\74E. To begin review of leave requests, line managers will clfck "Process"
next to the request.
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5. The line manager will be able to review all the details submitted when the gmployee
requ%"égggzgtgve. Shouldiihe Line manager approve the leave, an email will pe sent to the
user notifying them of the approval. If the line manager declines the leave request, they

will be required to submit feedback regarding why the leave was declined.

Muging Makhada Special Ec Fa etup v ebo Ngobasa « ﬁ

strat¥e.

Annual Leave

Duiratian Haurs: 4
ot af Policy

Hoguaster Commant

L C BT

2023

fF 5 5 M T W T F 5 8§ M T w T F & 5 W T w T F 5 & ™M T w T F & & W T

Revision #2
Created Tue, May 2, 2023 6:43 PM by Niyaaz Ebrahim
Updated Tue, May 2, 2023 7:29 PM by Niyaaz Ebrahim


https://help.stratxe.com/uploads/images/gallery/2023-05/8seJ696fmlyXE12e-image-1683055490108.png
https://help.stratxe.com/uploads/images/gallery/2023-05/ETCK4VzEz3PZ3Ozn-image-1683055567781.png
https://help.stratxe.com/uploads/images/gallery/2023-05/NsTmVosCe2w1pOgv-image-1683055780285.png
https://help.stratxe.com/user/4
https://help.stratxe.com/user/4

