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Leave Request Pro for SharePoint

Request, track, approve and manage the requested. Easy to use, configured, and very flexible

Overview

It is a system that supports end-users to request time off in your organization & allows the admin

defines the system without code. It allows for creating a custom form, and designing the workflow and

you can change anything in the system for consistent with your organization. End users easy to create &

manage the request. It provides all information to help the manager makes the approval. It is also a

SharePoint hosted add-in all data of the add-in saves on your SharePoint site.

Leave Request Pro

Ty

My Request
My Task [
Completed Sunday
Rejected

My Approval

My Balance

Requests of Department

All Requests

Public Holidays

Search

Monthly Report

Report

Leave Tracker Report

Reportl

Report2

Report3

Public Holidays Management

Balance Management

Customize Form

Workflows

Views Setting

Settings

Submit a Leave

New

e B rooe vorce

Status All

Requester

Department

Start Date *

End Date

Number Day off

Reason

Detail

Manager Human resource Year Month Week Day

1. Open the app, click the Home or My Request link in the left menu

2. Click the Submit a Leave button
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Submit a Leave Status Al

3. Inthe form that appears, input all fields as Start Date, End Date, Reason, ...

New =
m Leave Balance Attach File
Requester Manager Human resource
®

Department * Infomation Technology

Start Date * 04/07/2021 07:00 E
End Date * 04/08/2021 18:00 ﬁ
Number Day off * 2

Reason *

Annual Leave

Detail

i

4. Select the approver who will approve the request. Then click the Request button. An email will

be sent to the approver for notification

Approve/Reject a request
1. Open the app, click the My Task link in the left menu

2. Click the edit icon to open the approval form or click the Here link in the email notification

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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O Start End Number
View Edit Requester Date Date Day off Reason Step Status
= | 4 | David 04/07/2021 04/07/2021 1 Annual Manager
08:00 18:00 Leave

3. Inthe approval form, review all information & click the Approve/Reject button to accept or

reject the request

e C(Click the approve button: If the current step is the last step, an email sends to the
requester to inform the request is done. If the current step is not the last step, an email

sends to the next approver to inform him/her that a request needs to approve

e Click the reject button: The request backs to the requester to update & an email sends

to the requester to inform

4. To quickly Approve/Reject the request without opening the request form. Click the

button Approve/Reject button at the right of the table

Show 10 v entries Filter requests

] Start End Number
View Edit Requester Date Date Day off Reason Step Status Comment Actions
o 2 @ i c )
() [ @ David 04/07/2021 04/07/2021 1 Annual Manager Comment Reject
08:00 18:00 Leave
o @ #  David 040772028 04/07/2021 1 Annual Manager Comment Reject
00:00 18:30 Leave

First | Previous Next  Last

Showing 1 to 2 of 2 entries

5. To approve/reject multi requests
e Select the request you want to approve/reject but check the checkbox. If you want to select
all requests, click the check at the header of the table

e Then click the Approve All/Reject All

Reject All Approve All

Cancel a request
1. Open the app, click the home or my request link in the left menu

2. Select the Status field is Pending
3. Click the delete icon at the right of the table

https://Itaddins.com +84 946 579 539 support@Itaddins.com
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Show 10 v entries

Filter requests

Number Day
View Department Start Date End Date off Reason Step Delete
& Infomation Technology 04/07/2021 08:00 04/07/2021 18:00 1 Annual Leave Manager W
£ Infomation Technology 04/07/2021 00:00 04/07/2021 18:30 1 Annual Leave Manager o)

Showing 1 to 2 of 2 entries

View my request
1
2
3,
4

Show| 10 v  entries

Open the app, click my request link in the left menu
Click the link in the ID column to view detail of the request
Click the Status field at the right top to filter requests by status

If you want to use the search function, use the search textbox

First | Previous Next = Last

Filter requests

Number Day
View Department Start Date End Date off Reason Step Delete
@ Infomation Technology 04/07/2021 08:00 04/07/2021 18:00 1 Annual Leave Manager o}
=z Infomation Technology 04/07/2021 00:00 04/07/2021 18:30 1 Annual Leave Manager W

Showing 1 to 2 of 2 entries

View my task

First | Previous Next | Last

1. Open the app, click my task link in the left menu

2. If you want to use the search function, use the search textbox at the right top of the table

Show | 10 v  entries

Filter requests

(] Start End Number
View ' Edit ' Requester ' Date Date Day off Reason = Step Status Comment Actions
T @ &  David 04/07/2021 04/07/2021 1 Annual Manager Comment Reject
08:00 18:00 Leave
o @ @  David oa/07/2028 04/07/2001 1 Annual Manager Comment Reject
00:00 18:30 Leave

Showing 1 to 2 of 2 entries

View my balance

First

1. Open the app, click my Balance link in the left menu

2. Onln the balance page,

e Taken tab: displays the number of days off by months

https://Itaddins.com
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E'«(e_n My Balance
Type Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Sum

Annual Leave 15.25 2692
Sick Leave

Vacation Leave
Childcare Leave
Marriage Leave

Personal Leave

Time in Lieu

© © ©o o o o o o
©o o o o o o o o

0
0
0
0
0
0
0
0

©o o o o o o o
ofle|eole|ecla]e

ofle|eofle|ole]e[a
oflo|eola|ela]e s
ofe|ocfe|ecla]e o
oflo|eola|ela]e s
o el o el o el o [a
©o o o o o o o

Unpaid Leave

e My balance tab: displays the number of days off, balance & remaining days

[

Type Taken Balance Remaining
Annual Leave 26.92 18 i
Sick Leave 0 30 30
Vacation Leave 0 12 12
Childcare Leave 0 60 60
Marriage Leave 0 1 1
Personal Leave 0 6 6
Time in Lieu 0 ot 2
Unpaid Leave 0 180 180

3. Use < >icons to switch the year

View all rejected requests
1. Open the app, click the completed link in the left menu

2. If you want to use the search function, use the search textbox at the right top of the table

View all approved requests
1. Open the app, click the My Approval link in the left menu

2. If you want to use the search function, use the search textbox at the right top of the table

View all requests of all employees
1. Open the app, click the All Requests link in the left menu

2. Select the requester field for filter requests by the requester

3. Select the status field for filter requests by status

https://Itaddins.com +84 946 579 539 support@Itaddins.com
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Requester | All Status | All
Calendar
Show | 10 v |entries Filter requests
View Requester Department Start Date End Date Number Day off Reason Step Status

=z Tom Infomation Technology 28/April/2021 14:00 30/April/2021 14:30 2.06 Annual Leave Manager
@ LTAPPS Support Infomation Technology 28/April/2021 08:00 29/April/2021 17:00 2 Annual Leave Requester [ Deteted |
@ LTAPPS Support Infomation Technology 27/April/2021 08:00 28/April/2021 17:00 2 Annual Leave test ==
@ LTAPPS Support Infomation Technology 26/April/2021 08:00 27/April/2021 17:00 2 Annual Leave Human resource
e Admin Infomation Technology 26/April/2021 08:00 27/April/2021 17:00 2 Annual Leave Manager
= LTAPPS Support Infomation Technology 20/April/2021 08:00 23/April/2021 14:00 3.63 Annual Leave Manager
= LTAPPS Support Infomation Technology 19/April/2021 08:00 30/April/2021 16:00 9.88 Annual Leave Human resource
=z LTAPPS Support Infomation Technology 19/April/2021 08:00 23/April/2021 17:00 5 Annual Leave Human resource @
& LTAPPS Support Infomation Technology 05/April/2021 15:00 29/April/2021 17:00 825 Annual Leave test ==
@ LTAPPS Support Infomation Technology 05/April/2021 08:00 29/April/2021 17:00 9 Annual Leave Manager

Showing 1 to 10 of 46 entries First = Previous n 2 3 4 5 Next Last

4. Switch the calendar tab to see requests in the calendar

Requester | All Status  All

List View
Today APRIL 2021 Year  Month  Week  Day

Sunday Meonday Tuesday Wednesday Thursday Friday Saturday
2 3
L oo oo ee L
4 &) 6 7 8 9 10
LAl L] oo oo I} eee eee LAl L]
11 2 3 14 15 16 17
oce (11} (11} ooe ooe oce (11}
18 9 20 2 22 23 24
ooe ERL L LY L11X1L] EEL L L L1X111] ERL X DL o000
25 26 27 28 29 30
(111} (LI X1} Soennoe soceceen socesen eee

Public holidays

1. Open the app, click the Public holiday in the left menu

2. Use the year dropdown to filter

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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‘Year 2021

# From Date To Date Holiday Name
il 01/January/2021 01/January/2021 New Year's Day
2 10/February/2021 16/February/2021 Tet

3 21/April/2021
4 30/April/2021

5 01/May/2021

21/April/2021
30/Aprilf2021

01/May/2021

3. Switch to the Calendar tab

Year 2021

LlSt \/ie“u

@ Hung Kings Commemoration Day

@ Reunification Day

Search page

Hung Kings Commemoration Day
Reunification Day

Labor Day

2 02 1 Year Month ~ Week

1. Open the app, click the Search link in the left menu

2. Select filters, then click the Search button

https://Itaddins.com
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Field Name Operator Value

Beauester Equal LTAPPS Support

Department None

Status None

Created None

Show 15 v  entries Filter requests

View Requester Department Start Date End Date Number Day off Reason Step
€ LTAPPS Support Infomation Technology 03/August/2020 08:00 05/August/2020 17:00 B Annual Leave Requester
7 LTAPPSSupport  Infomation Technology 03/August/2020 08:00 04/August/2020 17:00 2 Annual Leave Administrator
@ LTAPPS Support Infomation Technelogy 04/August/2020 08:00 04/August/2020 17:00 1 Annual Leave Administrator
£ LTAPPS Support Infomation Technology 07/August/2020 08:00 10/August/2020 17:00 2 Vacation Leave Human resource
' LTAPPS Support  Infomation Technology 12/August/2020 08:00 14/August/2020 17:00 3 Childcare Leave  Human resource
€ LTAPPS Support Infomation Technology 12/August/2020 08:00 13/August/2020 13:00 1.5 Sick Leave Requester
€ LTAPPS Support Infomation Technology 14/August/2020 08:00 17/August/2020 17:00 2 Annual Leave Human resource
7 LTAPPSSupport  Infomation Technology 18/August/2020 08:00 18/August/2020 17:00 1 Sick Leave Human resource
@ LTAPPS Support Infomation Technelogy 20/August/2020 08:00 21/August/2020 08:00 1 Sick Leave Requester
£ LTAPPS Support Infomation Technology 21/August/2020 08:00 27/August/2020 17:00 4 Personal Leave Human resource
' LTAPPS Support  Infomation Technology 21/August/2020 08:00 25/August/2020 17:00 3 Annual Leave Human resource

The balance of all employees
1. Open the app, click the Report link in the left menu

2. Select filters Year, Quarter, Month, Requester & Type

3. Then click the Report button

Year Quarter Month

2021 All All
Requester Type

Al Al
Type Jan Febs Mar Apr May Jun Jul Aug sep Oct Nev Dec Sum Balance Remaining
Admin
Annual Leave 0 0 0 0 0 0 0 0 0 o o 0 o 0 o
Sick Leave 0 0 0 0 0 0 0 0 0 L] L] 0 o 0 o
Vacation Leave 0 0 0 0 0 0 0 0 0 o o 0 o 0 o
Childcare Leave 0 0 0 0 0 0 0 0 0 L] L] 0 o 0 o
Marriage Leave 0 0 0 0 0 0 b 0 0 0 o o 0 o 0 o
Overtime 0 0 0 0 0 0 0 0 0 L] L] 0 o 0 o
Personal Leave 0 0 0 0 0 0 0 0 0 o o 0 o 0 o
Time in Lieu 0 0 0 0 0 0 0 0 0 L] L] 0 o 0 o
Unpaid Leave 0 0 0 0 0 0 0 0 0 o o 0 o 0 o

LTAPPS Support

Annual Leave 0 567 6 1525 [ 0 0 0 [ 0 0 0 2692 18 ]
Sick Leave 0 0 0 0 0 0 0 0 0 0 0 0 0 30 30
Vacation Leave 0 0 0 0 [ 0 0 0 [ 0 0 0 0 12 12
Childcare Leave 0 0 0 0 0 0 0 0 0 0 0 0 0 &0 &0
Marriage Leave 0 0 0 0 [ 0 0 0 [ 0 0 0 0 1 1
Overtime 0 0 0 0 0 0 0 0 0 0 0 0 0 0 [}
Personal Leave 0 0 0 0 0 0 0 0 0 o o 0 o 6 6
Time in Lieu 0 0 0 0 0 0 0 0 0 0 0 0 0 2 2
Unpaid Leave 0 0 0 0 0 0 0 0 0 o o 0 o 180 120

https://Itaddins.com +84 946 579 539 support@ltaddins.com



\>

Our Solutions Your Success.

4. Click excel or word icons at the top right of the table to extract data to file

The Leave Tracker report
1. Open the app, click the Leave Tracker Report link in the left menu

2. Select filters Requester, Year & Month

3. Then click the Report button

Requester

Requester: All

Year: 2020

Menth: Aug

Month 01 02 03 04

Harry

- -
Mike:
KN
Tom

- -
Vish

Aug .- 0o 0
Matt

Aug .. 0 0
Stephen

o e
Stephane

~ -

Scall

05

All

o

o

o

o

v Year 2020

Annual Leave Sick Leave Vacation Leave
Personal Leave Time in Lieu Unpaid Leave
o7

08 00 10 M 12 13 14 15 16 17 18

0 -- 0 0 o 0 0 -- o
- I - - EES - I -
- ININEIEIENEN - N -
0 -- o 0 a 0 0 -- o
0 -- 0 0 o 0 0 -- o
0 -- 0 0 o 0 0 -- o
0 -- 0 0 o 1] 0 -- o

0

o

°

o

o

Month

Childcare Leave Marriage Leave . Holidays
B veonere
-Nul.hpp\luable
19 20 21 2 2 24 25 26 21 28 29 30 3 Sum
o o o NN o PO - -
o o o NN - - o NN - -
n oo | OE
o o o NN - - - DN - -
EEIEEEN - - - NN -
30K OO DK
0 Oon 0 bx

4. Click the Excel icon at the top right of the table to extract data from to file

Report1,2 & 3

1. Open the app, click the Report 1, 2 & 3 links in the left menu

2. Select filters

3. Then click the Report button

https://Itaddins.com

+84 946 579 539
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Field Name Operator Value
Requester None
Department None
Status None
-
Header line 1
Header line 2

Requester Department Start Date End Date Number Day off Reason Step Status
LTAPPS Support Infomation Technology 03/August/2020 08:00 05/August/2020 17:00 3 Annual Leave Requester Deleted
LTAPPS Support Infomation Technology 03/August/2020 08:00 04/August/2020 17:00 2 Annual Leave Administrator Deleted
LTAPPS Support Infomation Technology 04/August/2020 08:00 04/August/2020 17:00 1 Annual Leave Administrator Deleted
LTAPPS Support Infomation Technology 07/August/2020 08:00 10/August/2020 17:00 2 Vacation Leave Human resource Finished
LTAPPS Support Infomation Technology 12/August/2020 08:00 14/August/2020 17:00 3 Childcare Leave Human resource Finished
LTAPPS Support Infomation Technology 12/August/2020 08:00 13/August/2020 13:00 1.5 Sick Leave Requester Finished
LTAPPS Support Infomation Technology 14/August/2020 08:00 17/August/2020 17:00 2 Annual Leave Human resource Finished
LTAPPS Support Infomation Technology 18/August/2020 08:00 18/August/2020 17:00 1 Sick Leave Human resource Finished
LTAPPS Support Infomation Technology 20/August/2020 08:00 271/August/2020 08:00 1 Sick Leave Requester Deleted
LTAPPS Support Infomation Technology 21/August/2020 08:00 27/August/2020 17:00 4 Personal Leave Human resource Finished
LTAPPS Support Infomation Technology 21/August/2020 08:00 25/August/2020 17:00 3 Annual Leave Human resource Finished

26/August/2020 08:00 28/August/2020 17:00 1 Sick Leave Human resource Finished

LTAPPS Support

Infomation Technology

4. Click excel or word icons at the top right of the table to extract data to file

Balance management

There are 2 ways to update the balance for employees

By manual

1. Open the app, click the Balance Management link in the left menu

2. Click the Manage user info list link at the bottom right to add more users

3. Inthe popup page, click the New button to add the user

4. Select the user & click the Save Button

https://Itaddins.com

+84 946 579 539

support@Itaddins.com



Manage Use

ITEMS LIST

(3) new itemfor

All ltems === E g ﬂ &Dgéz:t:, [”B ’:‘}C

PRFUserInfo - New ltem

EDIT

Save  Cancel Paste A.t:;TCﬂ Spelling
v User = - %
Commit Clipboard Actions | Spelling
LTAPPS Suppori
Tom User® Enter a name or email address...
Manager Enter names or email addresses...
Save Cance
5. Close the popup to back to the Balance Management page
6. Click into the cell of the table & input the number of days
User Name Annual Leave Sick Leave Vacation Leave Childcare Leave Marriage Leave Overtime Personal Leave Time inLieu Unpaid Leave
LTAPPS Support 18 80 i 6 2 180

30 12
fom - - D = : - .

7. Use <or >icons to switch the year
By uploading the excel file
1. Open the app, click the Balance Management or Settings links in the left menu

2. Then click the Upload the Balance link
3. Click the Download Excel Template button to download the template excel file
4. Input the balance for each employee

e No - Optional: Number of rows

e Email — Mandatory: The email of the employee

e Year — Mandatory: The year of the balance

e Others (Leave Type) — Mandatory: The day allowance

Manage usersinfo list

https://Itaddins.com +84 946 579 539 support@Itaddins.com
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A . B | € | D . E . F
Mo Email Year Annual LE}UE Sick Leave Vacation Leave
1 support@ltaddins.com 2021 12 30 EI:

5. Save As the file as the xIsx file.

Balance.xls |

Excel Workbook (*xlsx) - [ sav

Excel Workbook (*lsx)

Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*.xlsk)

Excel 97-2003 Workbook (*uxls)

CSV UTF-8 (Comma delimited) (*.csv)

6. Onln the Upload Balance page, click the Choose File button & select the xIsx (Excel) file above.
Then click the Upload button to get the data from the Excel file

it B oy e
Choose File | Balance-Excel-Templatexisx Update Balance &

No Email Year Annual Leave Sick Leave Vacation Leave Status Note

1 support@Itaddins.com 2021 12 20 6

7. Then click the Update Balance to update. The status column shows done after that. Click the

Download Icon to get logs

Download Excel Template
Choose File | Balance-Excel-Template.xlsx Update Balance

No Email Year Annual Leave Sick Leave Vacation Leave Status Note

1 support@Itaddins.com 2021 12 30 6 [ Done |

8. Back to the Balance Management to see the result

User Name Annual Leave Sick Leave Vacation Leave
Admin 1 [ _
LTAPPS Support | 12 30 6
Upload the balance Manage usersinfo list

Add/Edit/Delete the public holiday

1. Open the app, click the Public Holiday Management link in the left menu
2. Click the New button to create a new

3. Click the edit icon to edit

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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Edit

@

@

@

=

g

Order

1

2

3

4

5

From Date

01/01/2021

02/10/2021

04/21/2021

04/30/2021

05/01/2021

To Date

01/01/2021

02/16/2021

04/21/2021

04/30/2021

05/01/2021

Holiday Name

New Year's Day

Tet

Hung Kings Commemoration Day
Reunification Day

Labor Day

4. Input all fields & click the Save button

Holiday

From Date

To Date

Haliday Name

Year

Order

01/01/2021

01/01/2021

| New Year's Day

2021

5. Click the delete icon to delete

Close Save

6. Use the Year dropdown to switch the year

https://Itaddins.com

+84 946 579 539

Year 2021

Delete

o]

B B B B
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