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Cancel Approved Leave Request

If leave already approved, employee cannot cancel leave by himself/herself from ESS system. He/she
should request HR to cancel approved leave.

How employee request cancel approved leave?

Click on “Leave Modify/Cancel”
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1. You must select employee name,
Date From and Date To.

— Leave Modify/Cancel

Employee No: |K523; MUHAMAD NAZRI BIN ABD WE 2. Click on “Refresh” button to retrieve
Mame: MUHAMAD NAZRI BIN ABD RAZAK approved leave record.
Pending/Process/Resubmit Leave Record Approve Leave Record Reject/AdminCancel Leave Record

Date From: |1/5/2021 E Date To: |31/5/2021 E

Cancel Reason: *
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1. All approved leave will appear at

below page.
]

— |Leave Modify/Cancel

3. You must enter cancel approved leave reason. This

Employee No: |K523; MUHAMAD NAZRI BIN ABD R[]

Name: MUHAMAD NAZRI BIN ABD RAZAK

cancel reason is mandatory field.

Pending/Process/Resubmit Leave Record Appyove Leave Redord Reject/AdminCancel Leave Record

Date From: |1/5/2021

Bl Dsfe To: 31572021 -] .
[al

Cancel Reason: *
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2. v respective approved leave
record which you want to cancel.




1. Employee will see this message if he/she
request cancel approved leave successfully.

« Thank you for submit approved leave cancellation request. Your request will be channeled to the administrator for approval.

Employee No: |K523; MUHAMAD NAZRI BIN ABD R[id 2. Record will become red font color and check box will
Name: MUHAMAD NAZRI BIN ABD RAZAK disappear, to prevent employee submit request again.
Pending/Process/Resubmit Leave Record Approve Leave Record RejectfAdpnCancel Leave Record
Date From: | 1/5/2021 B oate To: [3y5720m1 (-l Refresh
[ not enough annual leave -

Cancel Reason: *
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3. Please wait HR to take necessary action and email notification will send to employee if HR already
take action to the respective record. Alternatively, employee also can login to the ESS, if the leave
record appear in “AdminCancel Leave Record”, meaning HR already cancel approved leave.




Employee or supervisor will receive message as below if HR already
take an action for their approved leave cancellation request.
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Welcome To e-Staff Systam

@ Leave Employees

Notification Announcement Dashboard

P 1 Cancel Approved Leave waiting for your action.
’Mhest for leave approved canceliation already approved by HR. Emp Mo: K523, Leave Date: 13/04/2021 - 13/04/2021, Leave Code: NPL




Who (HR) will receive email notification regarding cancel leave request?
As long as HR who got access rights to access below page, the email notification will send to them. It
depends on HR user group to access this page.

e-Leave e-Payslip e-Claims (Welfare) Admin

Leave General Setting | Leave Reports | Leave Administration

Check List - Pending Léave

Leave Approve - Cancel

Example:

If user group “Root” is assigned the access rights to access above page, users who under this user group
will receive email notification.



Sample Email Received by Employee

Approve email received by employee

hon 12/07/2021 2:40 PM

I o mail.com

Request Cancel Approved Leave - APPROVED

To [JlTan @ Flexi Team

Dear MUHAMAD NAZRI BIN ABD RAZAK,

Please be informed vour request to cancel approved leave alreadv APPROVED by HRE. Please refer to below leave detail:

Emp No.: K323
Name: MUHAMAD TN S

Leave Date:  [02-Apr-2021 - 02-Apr-2021

Leave Code: |[EL

Reaszon: uwruzan dibalai polis

HEMS Portal Administration.

Reject email received by employee

Mon 12/07/2021 2:46 PM

I > o mail. com

Request Cancel Approved Leave - REJECT
To [T =n @ Flexi Team

Dear MUHAMAD I

Please be informed vour request to cancel approved leave alreadv REJECT by HE. Please refer to below leave detail:

Emp No: Il
Name: mMusAMAD I

Leave Date: 13-Apr-2021 - 13-Apr-2021

Leave Code: |EL

Reason: test

Eeject Feazon: |Leave period already closed

HEMS Portal Administration.



Sample Notification Received by Employee via Mobile Phone

Approve notification received by employee/ supervisor

Alerting notifications

() FlexiEStaff » now

29-09-21 10:20:24 - Approved leave already cancelled
by HR. Date From: 12-04-21 - Date To: 12-04-21,
Leave Code: AL.




Reject notification received by employee

Alerting notifications

) FlexiEStaff « now

29-09-21 11:42:29 - HR reject your approved leave
cancel request. Date From: 14-07-19 - Date To:
14-07-19, Leave Code: AL. Reason: already closed
period




Reject notification received by supervisor

Alerting notifications

2} FlexiEStaff

29-09-21 12:04:15 - HR reject FAREEZA BINTI FUAD
approved leave cancel request. Date From: 14-07-19
- Date To: 14-07-19, Leave Code: AL. Reason: Already
closed period

* Notes:

If supervisor want to receive push notification, he/she must turn on the setting “Receive notification of
subordinate” in his/her mobile leave app -> “Supervisor Settings”.



