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Learning Outcomes

To understand how the MyHR leave function works
2. To understand the link between MyHR and iPayroll

3. To understand how the MyHR leave function can
Improve leave processes in your organisation

4. To understand how to turn leave on in MyHR and link
it to iIPayroll
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Manual Leave Process

Most manual leave application processes look something like this:
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Employee checks leave
balance on their payslip

Employee applies for feave

by completing a leave
application form, or
sending an email asking for

leave
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Manager checks leave

has enough leave

balance in payroll or asks the
payroll person if the employee
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Manager checks calendar to
see if others in the team are
on leave at the same time
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Manager declines leave

Manager explains reason to
the employee and confirms
the leave has been

declined
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Manager approves leave

Manager gives leave
approval to payroll
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MyHR Leave Process

MyHR automates this process:
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Employee checks leave
balance on their payslip
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Employee applies for feave

by completing a leave
application form, or
sending an email asking for

leave
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Manager checks leave

has enough leave

balance in payroll or asks the
payroll person if the employee
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Manager checks calendar to
see if others in the team are
on leave at the same time

L
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Manager declines leave

All information is kept in one place.
The MyHR calendar shows who is on leave.
MyHR will track the application process and show the

history if leave dates change.

The MyHR team have all the information needed to
manage any issues that may arise.

Manager explains reason to
the employee and confirms
the leave has been
declined
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