WebLeave for HRPro User Manual

WebLeave for HRPro is a web-based Employees Leave Management Portal for

employees with online leave applications and approvals through the use of the internet

web forms and email for effective corporate employees leave management.
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A web-based system for handling all types of leave: annual, sick, maternity, no-pay;,
etc.

Works wherever there's Internet access.

Allows staff to apply for leave online.

Approvers can approve or reject leave requested from anywhere around the world
via the web, thus saving time and increasing efficiency.

Employees can get up-to-date information of leave status (including approval status
and annual leave balance, etc) as well as their Leave History without contacting
Human Resource Department.

Approvers can get up-to-date information of leave balance and leave history of their
subordinates.

A simple, easy to use system that eliminates paper work, saving time and money.
Email notification of leave application & approval/rejection to subordinates &
Approvers.
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Employee Login
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This is the login screen for WebLeave, WebLeave password is assigned in employee

profile from HRPro. The default password assigned by the system is the first 6 digits of the
HKID.
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Apply Leave
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Use this screen to apply a leave application.

(Type of Leave is defined in HRPro Master Setup — Leave Type)

(Leave Days decimal is defined in HRPro Leave Module Setup)

Leave Application Status
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You can examine the leave application status in this screen. This screen also shows your
Annual Leave Balance, Compensation Leave Balance as well as Sick Leave Balance. You
can amend or delete the Leave Application if the status is “Pending”, otherwise only view

option is provided.
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Leave History
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Use this screen to view all your leave history records.

Leave Approval
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If you are an approver, you can find your employee leave application in this screen. You

can approve or reject your employee leave application in this screen.
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Subordinate Leave History
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If you are an approver, you can view all your subordinate leave history records and current

leave balance in this screen.

Attendance Record
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If HRPro attendance management module is installed, you can view your attendance

records in this screen.
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Company Library
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HR Department can define the links for employee related documents (e.g. Employee
Handbook, Leave Policy, etc.) in HRPro’s Company Library. So that employee can access

these documents anytime/anywhere from this screen.

(Company Library is defined in HRPro Master Setup -> Company Library)

Change Password
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You can change your WebLeave password from this screen.
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