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Overview 

The Leave Request is a tool  that supports users to request time off in an organization. This tool 

allows users to create, edit, delete the item request. Managers can review, approval, reject the 

item request of team. Human Resource can management all items request of all users. There 

are 4 roles in the Leave Request tool. 

- Members: Can new, edit, delete the item request 

- Manager: Can new, edit, delete the item request and approval the item request of team. 

The number of Managers dependencies configuration. 

- Human Resource: Can view all items request of all members and management all 

categories of tool 

- Administrator: Management tool. Assign permission to users… 

This document helps “Members” and “Human resource” to use the app. 

Members 

Views 

Home 

Home is a main view of this tool. This view shows all items request of current member. Member 

can view items request by status. 

 

 (1): Menu 

 (2): New  “Leave Request” 

 (3): Next, Pre Section 
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 (4): Views: Year, Month, Week, Day. Default is Month 

 (5): Status: Pending, Finished, Deleted, All. Default is Pending 

 (6): Non-Working day (Holiday) 

 (7): Leave request day 

My Request(s) 

This view shows all items request of current user. Member can view items request by status. 

 

 (1): Menu 

 (2): New “Leave Request” 

 (3): Status: Pending, Finished, Deleted, All. Default is Pending 

 (4): Number of items will show 

 (5): Search 

 (6): Edit  

 (7): Delete 

 (8): Paging 

My Task(s) 

This view shows all task(s) of current user.  

 

 (1): Menu 

 (2): Number of items will show 

 (3): Search  

 (4): View 
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 (5): Edit 

 (6): Paging 

My Approved(s) 

This view shows all items request that current user approved.  

List View: 

 

 (1): Menu 

 (2): Requestor: all requester have items request in this view. 

 (3): Status: Pending, Finished, Deleted, All. Default is All 

 (4): View: List view and Calendar view 

Calendar View: 

 

Holidays 

This view show all holidays (non-working day) 

List View: 
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 (1): Menu 

 (2): Year 

 (3): View: List view and Calendar view 

Calendar View: 

 

Forms 

View Form 

This form shows information of item request. 
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 (1): Information Processing 

 (2): Information of item 

 

New Form 

This form allows user to input information for request 
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 (1): Department 

 (2): Number of day off 

 (3): Start Date 

 (4): End Date 

 (5): Reason of Leave 

 (6): Detail  

 (7): Assign to user next step 

 (8): Submit form 

Edit Form 

This form allows user to  re-request the “Item request” when it was rejected. 
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 (1): Information processing 

 (2): Submit form 

 (3): Information of item 

 

Approval Form 

This form allows user to approval or reject the “Item Request”. 
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 (1): Information processing 

 (2): Approval or reject this item 

 (3): Information of item 

 (4): Comment 
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Human Resource 

Views 

All Requests 

This view shows all items request of all users. 

List View: 

 

 (1): Requestor: all members 

 (2): Status: Pending, Finished, Deleted, All. Default is All 

 (3): View: List view and Calendar view 

Calendar View: 
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Catagories 

Departments 

View 

This view shows all departments by status 

 

 (1): Menu 

 (2): New a department 

 (3): Status: Active, Inactive, All. Default is Active 

 (4): Edit a department 

 (5): List view all department 

 (6): Delete a department 

New form 

This form allows human resource can create a new department. 
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 (1): Name of department 

 (2): Active. If active is yes, this department will show at “Request form”. 

 (3): Order by 

 (4): Submit form 

 

 

Edit form 

This form allows human resource can edit a department 
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Reasons 

View 

This view shows all reasons by status 

 

 (1): Menu 

 (2): New a reason 

 (3): Status: Active, Inactive, All. Default is Active 

 (4): Edit a reason 

 (5): List view all reason 

 (6): Delete a reason 
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New form 

This form allows human resource can create a new reason. 

 

 (1): Name of reason 

 (2): Active. If active is yes, this reason will show at “Request form”. 

 (3): Order by 

 (4): Submit form 

Edit form 

This form allows human resource can edit a reason 



 

16 
 

 

Holidays 

View 

This view shows all holidays (non-working day) by year 

 

 

 (1): Menu 

 (2): New a holiday 

 (3): Year 

 (4): Edit a holiday 

 (5): List view all holiday 

 (6): Delete a holiday 
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New form 

This form allows human resource can create a new holiday 

 

 (1): Start date 

 (2): End date 

 (3): Holiday name 

 (4): Year 

 (5): Order by 

 (6): Submit form 
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Edit form 

This form allows human resource can edit a holiday 

 

 

 


