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I. Introduction of Times E-Leave System 
 
Times E-Leave System used Internet technologies to support the web-based paperless leave application. It 

assists HR to streamline tedious leave management and monthly leave reports generation for each departmental 

heads. It helps to manage the leave flow where staff could plan up their leave and route the email notification to 

the approving officer.   

 

HR Administrator can easily assess the details of employees’ current leave status, retrieve the leave data 

required for internal leave costing and link the leave taken to Times Payroll.  

 

All departmental heads could easily monitor their own staff leave and view it via leave calendar or leave report. 

 

1.0 Times E-Leave User Guide Introduction 
 

This guide aims to assist users, namely the employees, supervisors / approvers and entry officers in using Times 

eLeave System.  

 

The sample data provided in this guide, through various examples and/or screenshots is merely a demonstration 

data. The workflows provided in this guide serve as a standard workflow example to illustrate the system flow and 

may not represent the reader’s actual organizational workflow.  
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II. Login to E-Leave System 
 

1. Open your web browser 
 
2. Go to the home page of E-Module system http://xxxxxxxx/eSolution/login.aspx 
 
 

 
 

 
 

 Enter your Employee Number. 

 Key in your password. 

For first time login, the default password will be IC/FIN No [e.g. S1234567A / G5958888N]. 

 Select the company. 

 Click            to login into the system. 
 
 

Note: Upon successful login, you will be prompted to change your password. (Only applies for first time login). 

 

 
 
Old Password  : Enter your current password.  

New Password  : Assign a new password. (Maximum of 8 alphanumeric). 

Confirm Password : Re-key in the new password. 

 

Click on  to proceed with the password change. 

 
 
 

Employee User ID Password to account 
Login button 

Company to login 

http://xxxxxxxx/eSolution/login.aspx
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III. Employee’s Menu  
 

 
 

1.0 Apply Leave 
 

- Allows user to apply various types of leave. 

 

 
 

1. Select the type of leave to be applied on ‘Leave Code’ drop-down list. 

2. Set the leave application ‘Start Date’ and ‘End Date’. 

2.1 Choose from AM/PM drop-down list (only if you are applying for half-day leave) 
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2.2 Tick on ‘Edit Details?’ and click  to set the leave days. 

 

Example: Applying 1.5 days annual leave. 

0.5 day on 23/07/2013 and 1.0 day on 24/07/2013 

 

 
 

2.3 Select from ‘Day’ and ‘AM/PM’ drop-down list. 

 

 

2.4 Click  to submit the leave application. 

2.5 Click  to go back to [Apply Leave] page  

 
 NOTE: Clicking ‘Back’ will refresh the leave application page. 

 
 
 

3. Key in the Reference No and Reason if applicable 

 

4. Click  to submit the leave application. 

 

 
 

After Submitting the Leave: 

 Leave Status will be pending for approval 

 Email notification will be sent to approver.  

 System will trigger an email notification to employee upon leave approval. 
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2.0 View Leave 
 

- Allows user to view all the leave record and its status. 

 

 
 
 
 

Status Descriptions Remarks 

Pending Leave is submitted and awaiting approval. 
Leave in ‘Pending’ status can be 
withdrawn 

Recommended 1st supervisor approved the leave application  

Verified 2nd supervisor approved the leave application  

Approved Leave has been approved by final supervisor  

Rejected Leave application was rejected by supervisor 
Supervisor needs to key in the 
reason when rejecting the leave 
application 

Pending for 
Cancellation 

Leave was cancelled and awaiting approval 
Leave in ‘Approved’ status can be 
cancelled 

Cancelled Leave cancellation was approved by the supervisor  

 
 

 Click to apply for a new leave request. 

 Click to edit and resubmit the pending leave application.  

 Click to withdraw the pending leave. 

 Click to cancel the approved leave. 
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3.0 Leave Calendar 
 

- Allows user to view the leave in a calendar view based on the selected period. Leave highlighted in pink 

indicates that leave is pending for approval. Star sign represent the current date.  

 

By default, Leave Calendar will show the leave application of employee’s within the same department. 

 

 
 

4.0 Leave Policy 
 
- Allows user to view the company’s leave policy set by the administrator. 
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5.0 Change Password 
 

- Allow the user to change the current password. 

 

 
 
Old Password  : Enter your current password.  

New Password  : Assign a new password. (Maximum of 8 alphanumeric) 

Confirm Password : Re-key in the new password  

 

Click on  to proceed with the password change. 

 
 
 
 

6.0 Report 
 
- Allows user to view, save and print the reports.  

 

 
 
1. Select the report type from the drop-down list 

2. Choose the type of leave  

3. Set the date range 

4. Click  to generate the report. 
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To export the report, click on  icon located in left side of the toolbar. File can be exported in Crystal Report, 
PDF, MS Word, Excel and RTF Format. 

 

      
 

 

1. Select the export format from drop down list 

2. Enter the page range that needs to export 

3. Click  
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IV. Exit from the System  
 

Click Exit to logout from the E-Leave system. 

 

 

 

 

V. Forgot Password  
 

- Used to recover the password.  

- Password retrieval requires the Employee No. and IC/FIN No. 

 

 

   
 
1. Key in the Employee No. 

2. Key in the IC/FIN No. [e.g. S1234567A / G5958888N] 

3. Click on  button.  

Note: Upon successful submission, user will receive an email indicating the current password. 

 

 

 


