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CPA Leave Module ϫύ Mozilla Firefox/ Google Chrome ηϓӬϩϪϕ ЦϩιϊϩϞ νϞ ϜϩϖӬϻϜ ϚӬϚϣϩϞ σϞϩ 

ϝϩϻϚί CNS Ltd. νϞ ϢϞϚϞϩϣσϷϓ URL ϫύϻϓ ФϻϚϠ σϻϞ Leave ϢЇϪҺҼ σϩϊ σϞϻϓ ϘϩϞϻϚϗί  

ӗί ϟυηϗ 
οϛϩϞύϩηϜ ФϻϢϢ σϞϩϞ ϊϗӬ ϢЇϪҺҼ ЯϜϓϩФϩҖ σϜЉσϓЉϩ ϟυηϗ (USERNAME νϚЇ PASSWORD) 

σϻϞ ϟυ ηϗ σϞϻϚϗί 
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Әί Leave ФϻϢϢ 

Ә.ӗί Leave νϪп 

νϞϘϞ ϚϩϜ ϘϩϻϠϞ ϼϜϗϳ ϘӬϩϻϗϟ ϼϔϻσ leave ν Ϫјσ σ ϗί νϞ ϘϞ Leave Entry ϼϓ Ϫјσ σ ϗί ϓϩϣϻϟ 

ϪϗϻψϞ Form ϫύ ϼϕτϩϻϚί σϜЉσϓЉϩ / σϜЉψϩϪϞϞϩ ϓϩϻϕϞ Leave ϪϚϡϦσ ζϻϚϕϗ σϩυϻϊϞ ϜϩϖӬϻϜ ϕϩϪτϟ 

σϞϻϚϗί ϼϢη ϢϚ ϓϔӬ νη ϙϜЉ ν νϪп ϪϕϻϚϗί Save Ϛϩύϗ ψϩϘϳϗί  

 

νϪп ϼϕϦϩ ϓϔӬ ϓϩϪϟσϩ ζσϩϻϞ ϙϞϻϜϞ Ϫϗϻψ ϝϳє ϣϻϓ ϔϩσϻϚί  
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Ә.Әί Leave εӬϩФ϶ϛϩϟ     

σϩϞϩ σϩϞϩ Leave νϞ ϊϗӬ ζϻϚϕϗ σϻϞϻω ϓϩϻϕϞ ϓϩϪϟσϩ ϼϕτϻϓ ÒDepartmentÓ ϪϕϻϦ Search σϞϻϟ 

Ϫϗϻψ ξ Department  νϞ Leave ζϻϚϕϗσϩϞϱϻϕϞ ϓϩϪϟσϩ ϼϕτϩϻϚί ζϚϩϞ ÒEmploeeÓ ϼσϩϐ ϪϕϻϦ 

Search Ϫϕϻϟ ζϘϪϗ ϢЇϪҺҼ σϜЉσϓЉϩ / σϜЉψϩϪϞϞ Leave ζϻϚϕϗ ϼϕτϻϓ ϘϩϞϻϚϗί    

 

ντϩϻϗ ϢЇϪҺҼ σϜЉσϓЉϩ / σϜЉψϩϞϱϞ Leave ζϻϚϕϗ ϪϚϡϦσ Ϣσϟ ϓϔӬ ϼϕτϩϻϚί ντϩϗ ϼϔϻσ Submit 

Ϛϩύϗ ν Ϫјσ σ ϗί     
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Ә.әί Leave ϢϩϜϩϞϱ  

ζϘϪϗ ψϩηϻϟ ÒLeave TypeÓ¼ ÒLeave YearÓ εϔϚϩ νϜҙϦϱ ϪϛϪѺσ Leave ϢϩϜϩϞϱ ϼϕτϻϓ ϘϩϞϻϚϗί ϝϪϕ 

ζϘϪϗ ϼσϩϗ νσϊϗ νϜҙϪϦϞ Leave  ϢϩϜϩϞϱ ϼϕτϻϓ ψϩϗ ϓϻϚ ξ νϜҙϪϦϞ EMP CODE ϚӬϚϣϩϞ σϻϞ 

SEARCH ν Ϫјσ σ ϗί  

 

Ϫϗϻψ ζϘϪϗ ξ νϜҙϪϦϞ Leave νϞ ϚӬϩϘϩϻϞ ϪϚӆϩϪϞϓ ϼϕτϻϓ ϘϩϞϻϚϗί  
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ζϚϩϞ ϝϪϕ LEAVE TYPE  νϞ ϪϛϪѺϻϓ ϓϩϪϟσϩ ϼϕϻτϓ ψϩϗ ϓϻϚ ÒLEAVE TYPEÓ νϞ φϻϞ ϼϝ ϞσϜ Leave 

νϞ ϓϩϪϟσϩ ϼϕτϻϓ ψϩϻѧϗ ЛϘ-ϐϩιϗ ϼϔϻσ ϼϢϫύ ϪϢϻϟѓ σϻϞ ÒSEARCHÓ ν Ϫјσ σ ϗί  

 

Ϫϗϻψ ζϘϪϗ ξ σϩύϩυϪϞϞ ωϵϫύ σϩϞϩ ϪϗϻϦϻω ν ϚӬϩϘϩϻϞ ϪϚӆϩϪϞϓ ϼϕτϻϓ ϘϩϞϻϚϗί  
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ζϚϩϞ ϝϪϕ YEAR  νϞ ϪϛϪѺϻϓ ϓϩϪϟσϩ ϼϕϻτϓ ψϩϗ ϓϻϚ ÒYEARÓ νϞ φϻϞ ϼϝ ϚωϻϞϞ Leave νϞ ϓϩϪϟσϩ 

ϼϕτϻϓ ψϩϻѧϗ ЛϘ-ϐϩιϗ ϼϔϻσ ϼϢϫύ ϪϢϻϟѓ σϻϞ ÒSEARCHÓ ν Ϫјσ σ ϗί  

 

Ϫϗϻψ ζϘϪϗ ξ ϚωϻϞ σϩϞϩ σϩϞϩ ωϵϫύ σϩϞϩ ϪϗϻϦϻω ν ϚӬϩϘϩϻϞ ϪϚӆϩϪϞϓ ϼϕτϻϓ ϘϩϞϻϚϗί  
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әίϣϪϟϻϐ ϼϢύ-ζϘ  

ә.ӗί ϣϪϟϻϐ νϪп 

ϚϩϜ ϘϩϻϠϞ ϼϜϗϳӬ ϘӬϩϻϗϟ ϼϔϻσ ÒHoliday EntryÓ ϢϩϚ-ϼϜϗϳӬ  ϪϢϻϟѓ σ ϗί νϞϘϞ ФϻϦϩϊϗϱϦ ϓϔӬ 

Ϙ϶Ϟϒ σϻϞ Save Ϛϩύϗ ϫύ ψϩϘϳϗί  

 

νϪп ϼϕϦϩ ϓϔӬ ϓϩϪϟσϩ ζσϩϻϞ ϙϞϻϜϞ Ϫϗϻψ ϝϳє ϣϻϓ ϔϩσϻϚί  
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ә.Әί ϣϪϟϻϐ σӬϩϻϟҌϩϞ 

ντϩϗ ϼϔϻσ ϼϝ ϼσϩϻϗϩ ϜϩϻϢϞ σӬϩϻϟҌϩϞ (ωϵϫύϞ ϓϩϪϟσϩ Ϣϣ) ϼϕτϻϓ ϘϩϞϻϚϗί νϞ ϊϗӬ ϚϩϜ ϘϩϻϠϞ 

ϼϜϗϳӬ ϘӬϩϻϗϟ ϼϔϻσ ÒHoliday CalendarÓ ϪϢϻϟѓ σ ϗί  
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Ӛί ϪϞϻϘϩύЉ 

ωϵϫύϞ ϚӬϩϘϩϻϞ ϼϝ ϼσϩϗ ϪϞϻϘϩύЉ ϼϕτϻϓ ϚϩϜ ϘϩϻϠϞ ϼϜϗϳ ϘӬϩϻϗϟ ϼϔϻσ Reports ν Ϫјσ σ ϗί νϞ ϘϞ 

Ò2alknp .]iaÓ φϻϞϞ ЛϘ-ϐϩιϗ ϼϔϻσ ϼϝ ϖϞϻϒϞ ϪϞϻϘϩύЉ ϼϕτϻϓ ψϩϗ ϼϢϫύ ϪϢϻϟѓ σ ϗί  

 

ϼϝ ϼσϩϗ Report Name ϪϢϻϟѓ σϞϩϞ Ϣϩϻϔ Ϣϩϻϔ Ϫϗϻψ ζϻϞϩ νσϫύ ϙϜЉ οϻϘϗ ϣϻϚί ϼϝ νϜҙϪϦϞ 

ϪϞϻϘϩύЉ ϼϕτϻϓ ψϩϗ ϓϩϞ Employee Code νϚЇ Leave νϞ Application Date ηϗϘϳύ ϼϕϻϚϗί ξ ϪϞϻϘϩύЉ 

ϫύ ζϘϪϗ ϼσϩϗ ϙϜЉӬϩύ ν ϼϕτϻϚϗ ϼϢϫύο ϪϢϻϟѓ σϻϞ Ϫϕϗί ζϘϪϗ PDF εϔϚϩ Excel ϙϜЉӬϩύ ν ϼϕτϻϓ 

ϘϩϞϻϚϗί ϢϚ ϼϠϻϡ ÒGENERATE REPORTÓ ν Ϫјσ σ ϗί  
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ϖϞϩ ϝϩσ, ζϘϪϗ PDF ϙϞϜӬϩύ ν ϪϞϻϘϩύЉ ϫύ ϼψϻϦϻωϗί ϪϞϻϘϩύЉϫύ ϼϕτϻϓ Ϫϗң Ϙ ϣϻϚί   

 


