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1. Introduction

1.1. The eWorkFlow System link

http://eworkflow.correios.dsc.gov.mo/eWorkFlowGF

2. Account registration

The user need to register personal details when login to the system at the first time.

2.1. Login account

Login

Password: ssessses|

Login Mame: aac-ihh @

(1).Enter the user's account name;
(2). Enterthe user's account password;

(3).Click the login button.
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2.2. Fill in personal details

Fill 1in the necessary (*) personal details.

Register

Login Mame:

MNew Password : (*)

ew ftest10

New Password Confirm: (*) sesssssw

Staff Code: ()
First Mame: (*)
Last Mame: (*)
E-mail: (¥}
Department. (*}
Title:

ok |

After successful registration, please wait for the system administrater to set permissions, and the number of vacation you can enjoy.

T010
Tester10
TESTER10

ew ftest1@gmail.com

(MP_TEST} - MP_TEST

Tester

[=]

(Required) Please agree and click

¥ | accept eWorkFlow System's "Terms of Uge™ and "Privacy Statement”.

Cancel

2.3. Registration is complete

After successful registration, it will come to the home page of the system.

Welcome, Tester10 TESTER10

= Main Menu
= File Apply

. Account
Management

= Logout

XIHER
FILE APPLY
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3. Application

3.1. eLeave application
3.1.1. Account login and click “File Apply” .

VWelcome, Testert0 TESTER1D

= Main Menu —

=

.. Account
- Management

SUFIES
FILE APPLY

= Logout

IFFELE

ACCOUNT HANAGEHENT

3.1.2. Click on “eLeave Application” :

Welcome, Tester10 TESTER10

= Main Menu
== File Apply

= Account
Management

# Logout

3.1.3. Click on «_New Request |» button at the top of Leave Request page:

Leave Request
New Reguest

2013 [¥] showau[=] [&d show Al E|

Processing Approved Rejected Leave Table

- Request Processing -

Form ID ~ Leave Type % Leave Date ( From ) % Leave Date (To ) + day(s) #

Page5of24
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3.1.4. Then system show a “New Request” dialog box, for the leave type, there are three types for user to choose:

A. Annual Leave;

B. Reasonable Absence;

C. Transferring Annual Leave;
D. Annual Leave in Advance.

New Request °

Leave Type *: Please Choose Type nfLeav Number of vacation can enjoy: 15
Please Choose Type of Leave )
Leave Date ( From ) *:
Annual Leave
Leave Date { To ) *: Reasonable Absence
Transferring Annual Leave
Total day(s) *: Annual Leave In Advance g _ e
Approval flow *: [Select an Approval Flow] E|
First Approver *; N,’AE|

Quantity Limit of Files:Sfiles.
File Types: GIF, JPG, BMP, PNG and PDF.
The maximum size of each file: below 10MB.

Attachments + Choose

(Optional)

* are mandatory

Create Cancel
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A. Annual Leave:

New Request

Leave Type*: Annual Leave @ Number of vacation can enjoy: 15
Prompt: Please gelect planned annual leave, the following vear leave or change

annual leave on the next page w ferm(can =elect more than cnej.
Leave Date | From ) *: 2013-12-11 @

Leave Date (To)*:  2013-12-12 @
Total day(s) ** 2 @
Approval flow * : BRI {S GRS (=]
Tester2 TESTER2 -= Testerd TESTERS - Testerd TESTERS -= TesterS TESTERS @

First Approver *: Tester2 TESTERZE'

Quantity Limit of Filez:Sfiles.
File Types: GIF, JPG, BMP, PNG and PDF.
The maximum size of each file: below 10MB.

Aftachments +
(Optional)

* are mandgias

Create ° _Cancel |
(*).The number shows how many vacation that applicant can enjoy.
(1). In Leaye Type, choose Annual Leave;
(2). In Leave Date (From), choose the date when vacation (or other time off) starts;
(3).In Leave Date (To), choose the date when vacation (or other time off) ends;
(4).In Total day(s), fill in the total day(s) of vacation except general holidays.
(5).In Approval flow, choose approval work flow of leave application;
(6). Showing the approver and approval order of selected work flow;

(7).In First Approver, choose the first approver of selected work flow;

(8). Click the Create button.
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B. Reasonable Absence:

New Request

Leave Type *: Reasonable Absence Number of vacation can enjoy: 15
Leave Date | From ) *: 2013-12-11

Leave Date ( To ) *: 2013-12-12
Total day(s) * : 2 @

Approval flow * : SFBRER LT 2 GRIEE ) @
Tester? TESTER2 -» Tester3 TESTER3 -» Testerd TESTER4 = Testers TEST@

First Approver *: Tester2 TESTERZ2 E@

Cluantity Limit of Files: 4files.
File Types: GIF, JRG, BMP, PNG and PDF.
The maximum size of each file: below 10MB.

4+ Choose

1. {RREE. paf

Attachments
(Optional)

Clear Uploaded Files

(1). In Leave Type, choose Reasonable Absence;

(2).In Leave Date (From), choose the date when vacation (or other time off) starts;
(3).In Leave Date (To), choose the date when vacation (or other time off) ends;
(4). In Total day(s), fill in the total day(s) of vacation except general holidays;
(5).In Approval flow, choose approval work flow of leave application;
(6).Showing the approver and approval order of selected work flow;

(7).In First Approver, choose the first approver of selected work flow;

(8). (Optional) Click the Choose button, upload attachment(s) of leave application and the limit of upload up
to 5 files;

(9). Click the Create button.
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C. Transferring Annual Leave:

New Request
Leave Type *: Transferring Annual Leave El@ Number of vacation can enjoy: 15
Transfer Year *: 2013-}2014E|

Total day(s) *: 2 @
Approval flow *; BTk @

Testerd TESTER3 -= Testerd TESTERS -= Testers TESTERS -= Testers TESTERS
First Approver *: TesterSTESTEF{SEl

* are mandato

Create Cancel

(*). The number show how many remaining vacation that applicant can transfer.
(1).In Leave Type, choose Transfer Annual Leave;

(2).In Transfer Year, specify which holidays of year apply to transfer;

(3).In Total day(s), fill in the total day(s) apply to transfer;

(4).In Approval flow, Choose approval work flow of transferring annual leave;
(5).Showing the approver and approval order of selected work flow;

(6).In First Approver, choose the first approver of selected work flow;

(7). Click the Create button.
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D. Annual Leave in Advance:

Hew Request

Leave Type *: Annual Leave In Advance q @ Number of vacation can enjoy: 15
Leave Date | From ) *: 2013-12-12

Leave Date (To)*:  [2013-12-13 °

Total dayis) *: 2

Tester2 TESTERZ —= Testerd TESTERS -= Testerd TESTERS -= TesterS TESTERS
First Approver *: Tester2 TESTERZEl

Approval flow * : SRR HER 2 CAIE) [*] @ @

Quantity Limit of Files: Sfiles.
File Types: GIF, JRG, BMP, PNG and PDF.
The maximum =size of each file: below 10MB.

Attachments B
(Optional)
* are manda

Create Cancel

(1). In Leave Type, choose Annual Leave in Advance;

(2). In Leave Date (From), choose the date when vacation (or other time off) starts;
(3).In Leave Date (To), choose the date when vacation (or other time off) ends;
(4). In Total day(s), fill in the total day(s) of vacation except general holidays;
(5).In Approval flow, Choose approval work flow of leave application;
(6).Showing the approver and approval order of selected work flow;

(7). In First Approver, choose the first approver of selected work flow;

(8). Click the Create button.
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3.1.5. After clicking the Create button, system will generate absence and annual leave application form and fill in
part of information automatically, the applicant just need to fill in the rest of the form, submit this form by
clicking Submit button.

=

BP9 AT I @
GOVERNO DA REGIAQ (73 B 3] % 1= B3 =
RIAS

ADMINISTRATIVA ESPECIAL DE MAGAU PAHTlClPAGI_\O DE FALTAS EF

m
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AEAL

Venho solicilar a V. Kx™:
b S a3

A justificagio de falta(s)
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3.2. Sign the application.
After submitting the form, the system will ask user confirm by e-Sign.
3.2.1. Click the e-Sign button to confirm.

Sign the application by u=sing e-5Sign or a...

a—SiEnl Confirm hyAn:n:uunt| Cancel

3.2.2. Either Smart Card or Signing Server can be used to confirm.

Sign the application by using e-5ign or account confirm

Certificate Location
@ * Smart Card © Signing Sewer

Smart Card F‘ﬂsswurd:l

¥ Use Signature Image to e-Sign

!
ar[‘aL
M Cancel

A. Using Smart Card to confirm. (Firstly, applicant needs to plug in smart card issued by eSignTrust).

Sign the application by using e-Sign or account confirm

C-El'tiﬁl:ﬂt@itln
® SmartCard © Signing Server
Smart Card F‘ﬂsswurd:| @

v Use Signature Image to e-Sign

o w["&

oK Cancel

(1). Choose Smart Card option.

(2). Enter Smart Card Password of the applicant.

(3). Click the OK button.
Pagel20f24
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B. Using Signing Server to confirm.

Sign the application by using e-Sign or account confirm
Certificate Location

" SmartCard ™ Signing Server
User name: ewftesti

Password. ssssssss
OTP code: m

M Use Signature Image to e-Sign

@ ﬂr[‘:‘(.

(1). Choose Signing Server option.

(2). Enter Signing Server account name of applicant;

(3). Enter Signing Server account password of applicant;

(4). Enter the OTP code which obtained from the MOTP Apps of applicant’ s smart phone.
(5). Click the OK button.

3.2.3. After completing the application, the applicant can view the approval status through Processing, Approved,
Rejected list. And also can view the staff of department who on leave through Leave Table tab.

A. Processing list show which applications of the applicant that pending for approval.

Approval Flow

Tester2 TESTERZ ¥
MP_TEST

~

Testerd TESTER3
MP_TEST

AL

Testerd TESTERS
MP_TEST

db

TesterS TESTERS
MP_TEST

R

Processing

Close

approve by test2

2012-12-08

Apprwed Rejected Leave Table

- Request Processing -

Form ID « Leave Type % Leave Date { From ) Leave Date (To ) & day(s) s Application Form Annex Process

L-2013-59 Annual Leave 2013-10-07 2013-10-07 1 e m 1
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B. Approved list show which applications of the applicant that have been approved.

Processing Rejected  Leave Table

- Request Approved -
FormID ~ Leave Type ¢ Leave Date (From ) Leave Date (To) # day(s) Application Form Annex Process
v 4 L-2013-49 Annual Leave 2014-01-03 2014-01-03 1 "E
v 4 L-2013-48 Annual Leave 2013-01-20 2013-01-20 1 ’E o]
¥ 4 L-2013-19 Annual Leave 2014-01-08 2014-01-10 5 /]
L4 L-2013-1 Annual Leave 2013-1-1 2013-1-01 1 “E a

C. Rejected list show which applications of the applicant have been rejected.

Processing Approved Leave Table

- Request Rejected -

FormID - Leave Type 2 Leave Date ( From ) 2 Leave Date (To ) = day(s) Application Form Annex Process
x L-2013-57 Annual Leave 2014-01-18 2014-01-18 1 “E ]
b 4 L-2013-54 Annual Leave 2013-12-23 2013-12-23 1 ]
b 4 L-2013-50 Annual Leave 2014-02-01 2014-02-01 1 ’E o
4 L-2013-48 Annual Leave 2013-08-08 2013-08-08 1 ’E ]
4 L-2013-44 Annual Leave 2013-01-15 2013-01-15 1 /]
b 4 L-2013-32 Annual Leave 201312413 201312412 1 “E a
b 4 L-2013-20 Transferring Annual Leave 2013-01-01 2013-12-31 5 “E a

D. Leaye Table show the staff of department who on leave.

Processing Approved Rejected Leave Table

Leave Table (20131121017 7 7approval.leaveConflict.day 777 to 2013123177 Papproval.leaveConflict.day? 7 7)
Employee of Department 1 2 3 4|5 |6 |7 8|9 |10 11 12 13 14 |16 16 17 |18 19 20 21 | 22 |23 24 |25 | 26 | 27T (28 29 30 | A

Felx LEONG

Tester! TESTER1
TesterZ TESTERZ
Testerd TESTER4
Testers TESTERS

In Fai LEONG

Last Month Next Month

X : Watch the approved annual leave table
: Pending
: Approved
X : Pending{Match the approved annual leave table)

X : Approved(Match the approved annual leave table)
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4. Leave application approval

This feature requires the approval authority.

4.1. eLeave application approval

4.1.1. After login click on  “File Approve” in the menu:

Welcome, Tester2 TESTER2

= Main Menu
# File Apply
= File Search

., Account
Management

# Logout

XIFER
FILE APPLY

Xtz
FILE APPROVE

XitEH
FILE SEARCH

iz

FEEBiE

ACCOUNT HANAGEMENT

4.1.2. Click on “eLeave Application Approval” :

Welcome, Tester2 TESTER2

# Main Menu
= File Apply
# File Approve
# File Search

.. Account
Management

# Logout

eLeave Application

4.1.3. The Pending list shows which application that pending to approval.

Processed Rejected Leave Table

r Form ID &

r|ia L-2013-3

Leave Type ¢

Annual Leave

Applicant &

Felix LEONG

Leave Date ( From ) ¢

- Pending Approval -

Leave Date (To ) ¢

2013-11-29 2013-11-29

Pagel50f24

day(s) &

1

Approval Flow

Tester2 TESTER2 ¥
MP_TEST

4

Testera TESTER3
MP_TEST

&

Tester4 TESTER4
WP_TEST

+

TesterS TESTERS

approve by test2
12013-12-08

MP_TEST
4

Processing

 Chose |

Application Form [Annex Process

0

OXO,

Approve/Check Reject

© <



A. Click 0 button to approve/check the application.

ApprovaliCheck Confirm

Despatch/Opinion:
Agree

[Select Commaon Despatchi@pininn]@ v

e-Leave Workflow - (Quick Start Manual)

F'artif' pacao ferias_MP_TEST_LEONG Felix_20131126-20131126 pdf |25

e-Sign | Confirm byﬂccnunt| Cancel |

(1). (Optional) Fill in dispatch/opinion of approval;

(2). Fill 1n dispatch/opinion of approval commonly / simply;

(3). Click e-Sign button to confirm.(Please reference  “3.2. Sign the application (eLeave application)”
how to e-Sign with Smart Card or Signing Server).

After completing the approval, view the approved records through Processed list.

Application has been approved by two

Pending Rejected Leave Table

Form ID « Leave Type ¢

Y 4 L-2013-60 Annual Leave
Y 4 L-2013-59 Annual Leave

LY 4 L-2013-56 Annual Leave

Applicant ¢
In Fai LEONG
Tester! TESTER1

Tester1 TESTER1

- Processed Approval -

Leave Date { From ) ¢
2013-12-21 2013-12-21
2013-10-07 2013-10-07

2013-12-30 2013-12-30

Pagel60f24
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Tester2 TESTER2 ¥
MP_TEST

i

Tester3 TESTER3 ¥
MP_TEST

RS

Testerd TESTER4
WP_TEST

&

Testers TESTERS
WMP_TEST

Rt

Processing

approve by test2

2013-12-06

Agree

2013-12-12

Leave Date (To ) &

Application Form

nnex Process

(/]
(]
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B. Click “#* button to re Jject an application, prompt a dialog box to confirm.

Reject Confirm

Despatch/Opinion:
Mot provide sufficient in infnrmatiun.@

[Select Commaon Despatch/Qpinion] @ v

Participacao ferias_MP_TEST_LEOMNG Felix_20131126-20131126 pdf |25
e-3ign Canfirm by Account | Cancel

(1). (Optional) Fill in reason of rejection.

(2). Fill 1n reason of rejection commonly / simply.

(3). Click e-Sign button to confirm. (Please reference “3.2.Sign the application (eLeave application)”
how to e-Sign with Smart Card or Signing Server).

After completing the rejection, view the rejected records through Rejected list.

Approval Flow
Tester2 TESTERZ ¥
approve by test2
WP_TEST 231?—92—3: )
AL
AppllCatlon has been reJeCted by _— Testerd TESTERS % Not provide sufficient information
MP_TEST 20131212
w
Testerd TESTER4
MP_TEST
w
TesterS TESTERS
MP_TEST
w
Rejected
Close A
Pending Processed Leave Table
- Rejected Approval -
FormID v Leave Type ¢ Applicant ¢ Leave Date ( From ) 4 Leave Date (To ) ¢ day(s) ¢ Application Form Annex Process
LX) L-2013-32 Annual Leave Tester! TESTER1 20131213 20131213 1 ]
L X ] L-2013-28 Reasonable Absence Tester1 TESTER1 2013-11-19 2013-11-19 1 e —
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4.2. eLeave application approval by alternate

4.2.1. After login by alternate, Pending list also show which application that pending to approve by holder during

acting period.

Approval Flow show the current approver is

Processed Rejected Leave Table

 ———

Approval Flow

Tester2 TESTERZ
WMP_TEST

pi

Tester3 TESTERS
MP_TEST

A

Testerd TESTER4
MP_TEST

-

Testers TESTERS
WMP_TEST

<

Processing

_Close |

*

- Pending Approval -
'l Form ID - Leave Type & Applicant ¢ Leave Date { From ) & Leave Date (To ) & day(s) & Application Forn) Annex Process Approve/Check Reject
& L-2013-3 Annual Leave Felix LEONG 2013-11-29 2013-11-29 1 o (v] Q
4.2.2. Alternate can operate (approve/check, reject) the application that pending to approve by holder.
Pending Processed Rejected Leave Table
- Pending Approval -
r Form ID « Leave Type & Applicant ¢ Leave Date [ From } & Leave Date (To ) ¢ day(s) ¢ Application Form Annex Process Approve/Check Reject
| 4..! L-2013-3 Annual Leave Felix LEONG 2013-11-29 2013-11-29 1 ] | o LX) |

4.2.3. After completing the approval, the approval flow will show holder and alternate name at the same flow, a label

of “acting” next to the name of alternate use to identify alternate, and “%”” appears in the alternate side

indicates that the application has been approved by alternate.

Approval Flow
Tester2 TESTERZ
The Approval Flow also show the name of MP_TEST e
» . ” Tester3 TESTER3(Forwardin g}Ading}v 01 512_12
alternate, a label of “acting” next to the name of MP_TEST =
. . K4
alternate use to identify alternate, and Testers TESTERS
WP_TEST
[ 2 s . s 2
o4 appears in the alternate side indicates 4
. . Testerd TESTER4
that the application has been approved by mp_TEST
4k
alternate. Testers TESTERS
WP_TEST
A
Processing
A
Close |
Pending Rejected Leave Table
- Processed Approval -
Form ID « Leave Type 3 Applicant 3 Leave Date { From ) & Leave Date (To ) = day(s) & Application Form Annex Process
v L-201341 Annual Leave Tester! TESTER1 2013-11-01 2013-11-01 1 f]
v L-2013-2 Annual Leave Felix LEONG 2013-11-27 2013-11-28 2 fe)
& L-2013-3 Annual Leave Felix LEONG 2013-11-28 2013-11-29 1 []
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5. Account Management

5.1. Set acting planner for approver (By normal approver)
This feature requires the approval authority.
5.1.1. After logged in system, click Account Management then click Forwarding to Superiors/Acting Planner.

= :V —h
= File Apply — —
= | & =),

# File Approve

S Sereh XitHiEs Xt XitEy IFFEHE
FILE APPLY FILE APPROVE FILE SEARCH (| ACCOUNT HANAGEMENT

. Account
Management

Forwarding to
Superiors/Acting
Planner

Edit Profile

= Logout

5.1.2. Click New Plan button at the Forwarding to Superiors/Acting Planner tab.

Forwarding to SuperiorsiActing Planner Edit Profile

= Main Menu
Forwarding/Acting Planner Forwarding/Acting History
= File Apply
= File Approve ‘
= File Search Holder % Superiors/Acting Employee ¢
.. Account
Management

Forwarding to
Superiors/Acting
Planner

Edit Profile

= Logout
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5.1.3. Fill in necessary information.

New Plan

Department (MP_TEST)- MP_TEST  [=] @
SuperiorsiActing Employee *: Testerd TESTER4 El

Planned Date (From) *: 26M2M3 @
Planned Date (To) *: 2213 @

* are mandatory

@ Create | Cancel |

(1) Choose department of alternate;

(2) Choose alternate (at least have approval authority);

(3) In Planned Date (From),choose the date when alternate start;
(4) In Planned Date (To),choose the date when alternate end;
(5) Complete by clicking Createbutton.

5.1.4. Then system will prompt a dialog box, click Create button to confirm.

5.1.5. Acting plan has been created at Forwarding to Superiors/Acting Planner tab.

New Plan

Department (MP_TEST) - MP_TEST -

Superiors/Acting Employee *°  Creation Confirm

Planned Date (From) *: I_l
Create Cancel

Planned Date (To) *:

* are mandatory

Create Cancel

ingiActing Planner  For g/Acting History

New Plan

Holder ¢ SuperiorsiActing Employee & Planned Date (From) & Planned Date (To) #

Document Management

Delete

Testerd TESTER3 Testerd TESTERS 2013-12-26 20131227

x
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5.2. Change account password.
5.2.1. Click Edit Profile:

Welcome, Tester! TESTER1

Edit Profile

2 Main Menu
Edit Profile
# File A
! pply Change Password Upload Signature pic.  Change Personal Information
.. Account
Management MNew Password :

Edit MNew Password Confirm :

Profile Change
= Logout

5.2.2. Fill in new password at Change Password tab.

Edit Profile
% Main Menu
Edit Profile
# File &
pply Change Password | Upload Signature pic.  Change Personal Information
.. Account

Management New Password : enseven

Edit Mew Pazsword Confirm: sesssssw @

Profile r— |@

% Logout

(1) Enter new password of the user account;
(2) Re-enter again for confirmation;
(3) Complete by clicking Changebutton.

5.2.3. System will prompt message “* Password Changed” , then use the new password to re-login. (If login fails,
contact system administrator)

Welcome, Tester1 TESTER1

Edit Profile
# Main Menu
Edit Profile
i File A
! pply Change Password Uplead Signature pic.  Change Personal Information
“ Account
Management New Password
Edit New Password Confirm :
Profile
Change
*# Logout * Password changed
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5.3. Upload signature picture.
5.3.1. Click Upload Signature pic.tab, then click Choose button to choose the signature file.

* File type must be gif, jpg, jpeg and png.

Change Password | Upload Signature pic.| Change Personal Infermation

The Signature File (gif:  Hasn't saved yet!

Quantity Limit of Files:1files.
File Types: gif, jpg, jpeg and png.
The maximum =ize of each file: below 10MB.

Upload Signature File (gif):

5.3.2. Select the image, complete by clicking Open button.

SazE Y mEEHR
W BHEE B R EEiE

BT 2% 3EUE

w S L AEMAE TSR

E EEHOE

- RRE Tesles \ Teste? o Tole4

s et

=Rz tester01.gif testerD2.gif tester03.gif testerD4.gif
A

B x b,

& =2

- =5

& Windows7_0s (€ T

EEEEN): tester0Lgif - |[FEERes
[E===0 ] |

5.3.3. System will automatically upload and store signature file. Then the Signature and “Saved!” will be shown

after upload finish.

Change Pazssword Upload Signature pic. Change Persenal Information

The Signature File (gif): Saved! |

Te.sic' \

Quantity Limit of Files: 1 files.

File Types; gif, jpg, jpeg and png.

The maximum size of each file: below 10MB.
Upload Signature File (gif):

+ Choose
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5.4. Change Personal Information.
5.4.1. Click Change Personal Information tab, the current information has been shown and the following information
can be changed.

Change Password  Upload Signature pic. | Change Personal Information | Edit Plano Individual de Ferias

Login Mame ; ewftest?
Staff Code: (%) MPTOOZ
Full Mame: (*} TESTERZ
E-mail: (*) ewflest2@gmail.com
O,

Title : Approver
Entry Date: 2010-08-11
Days of Annual Leave: 15

Mumber of vacation can enjoy: 14
Mumber of vacation can enjoy(next year). 15
Mumber of vacation transfered: ]

Change @

(1) Enter the new Staff Code;
(2) Enter the new Full Name;
(3) Enter the new E-mail;

(4) Enter the new Title;

(5) Click “Change” .

5.4.2. “*Updated” will be shown after the update finish.

Change Password  Upload Signature pic. Change Personal Information  Edit Plano Individual de Ferias

Login Mame : ewftests

Staff Code: (%) MPTOOZ

Full Mame: (¥} TESTERZ

E-mail: (*) ewftest2@amail.com
Title : Approver

Entry Date: 2010-08-11

Days of Annual Leave: 15
Mumber of vacation can enjoy: 14

Mumber of vacation can enjoy(next year). 15

Mumber of vacation transfered: ]

Change

« pdated.
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5.5. Edit Plano Individual de Ferias

5.5.1. Click Edit Plano Individual de Ferias tab, if the feature of editing is not opened. Please contact the system
administrator.

Forwarding to Superiors/Acting Planner Edit Profile

Edit Profile

Change Password  Upload Signature pic. Change Personal Information | Edit Plano Individual de Ferias

Editor

E] 2014 v

- Planned Date To Leave (2014) -
Date of Plan (from) & Date of Plan (to) & Total day(s)

Total day(s): 0

5.5.2. Click Editor tab.

Edit Plano Individual de Ferias X

Vear Of Leave Plan - 2014 @ @ Mumber of vacation can plan: 15

Date of Plan {from) 5544 pg-1a Pt - Planned Date To Leave (2014) -

Date of Plan (to)*: 2014-06-19 Date of Plan (from) Date fo'lan (to) TDtaIEIayts]

. Delet
Total day(s): z @
Total day(s): 0
Submitting @ Close |

(1) Year of Leave Plan;

(2) The date of plan start from;

(3) The date of plan end with;

(4) Click Add to add a new Leave Plan;
(5) Planned Date To Leave;

(6) Click Submitting to finish editor.

End
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