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How to Add One Day Annual Leave/Off-In-Lieu to Leave

Entitlement

This guide will show you how you can add additional leave entitlement such as Annual leave

or off-in-lieu when employees work during a public holiday/non-working day.

1. Processing of Additional Leave Entitlement.

1.1 For example, in year 2010, Labor Day (01/05/2010) falls on Saturday and Saturday
is off day where there is no public holiday replacement on Monday. Hence, company
decided to entitle an off-in-lieu or 1 day of annual leave to their employees.

1.2 Proceed to ‘Utility’ and select the ‘Leave Utility’ option.
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2. Checking of the Leave Adjustment.

2.1 Proceed to ‘Leave Application’ and select the ‘Leave Adjustment Record’ option.

2.2 In the Leave Adjustment Record, you should see 1 day of Annual leave/off-in-lieu is
added in the record for each employee.
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2.3 You may want to proceed to ‘Leave Application’ and select the ‘Leave Entitlement’
option. Select the leave code ‘ANNU’ depending what you have processed for the
company. After which, you should be able to see a value of 1 day in the field ‘Adju’.

Code Description Full Adju Cur.¥r BF Forfeit YTD Total Taken  Balance
Entitle Entitle  Entitle
arny || | | | 1400 | 000 | ooo | | | |

Important notes: You can apply the ‘QUERY’ before you run the step 1.3 if you
wish to run the process for certain group of staff which does not apply to all staff.



