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1. About administrator access

Administrators use Leave tracker to monitor company-wide leave activity, manage employee
profiles and policies, configure holiday calendars, import historical data, and audit changes. You
must sign in with an account that carries the administrator role (in addition to employee).
Authentication alone does not grant admin access.

2. Signing in and opening the admin workspace

Open the administrator workspace

Purpose
After SSO sign-in, choose the admin workspace from the landing page.

How to do it

1. Click Sign in with SSO — the same process as employees.

2. On the landing page, locate Enter admin workspace under the Administrator role.
3. Click Open workspace.

4. You arrive at Administrator activity (activity feed).

Leave tracker [> signout

Welcome back, Alex.

You're signed in through company single sign-on. Choose the workspace you'd like to
open, everything is scoped to your roles

Alex Admin
AA admin@example.com Refresh session

(Employee ) [ Administrator

2 ()
Enter employee workspace Enter admin workspace

Check balances. submit leave requests, and follow your Manage the directory, holiday calendars, activity. and
approval history leave settings

Open workspace > Open workspace -

©2026 Right&Above, LLC - Leave tracker Employee & Administrator workspaces

Figure 1 — Landing page with administrator workspace card
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3. Administrator navigation

The administrator sidebar contains:

e Activity — Activity feed, Audit logs
e Manage — Employees, Settings

i . o
Leave tracker Admin/ Audit logs Live - audit trail up to date .
Administrator workspace

< Administrator activity
A Activity feed Immutable audit trail of every change across employees and administrators.

Audit logs

VISIBLE EVENTS DISTINCT ACTORS EMPLOYEES AFFECTED

50 4 34

24w Employees

¢ Category
@ Settings  Auditlogs [

All categories v

Every create, update, and delete is recorded with the actor and the object before and after the change.

Figure 2 — Administrator activity feed
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4. Activity feed

Monitor leave requests across the company

Purpose
The activity feed lists every leave request ordered by most recent activity.

How to do it

1. Open Activity feed from the sidebar.
2. Review metric tiles: Total requests, Pending, Approved, Rejected, Cancelled.
3. Scroll the Activity feed list to see employee name, dates, status, and last activity.
4. Click Filters to narrow the list.
5. Use Review when you are an approver with a vote to cast.
6. Use Decide to override as an administrator.
7. Use Open request to view settled requests.
8. Click Load more requests at the bottom if available.
Leave tracker Admin | Activity feed ® Live-feedup todate t.lo

Administrator workspace

Administrator activity

Track leave submissions, approvals, and review velocity across the company.

TOTAL REQUESTS PENDING APPROVED REJECTED CANCELLED

3 2 1 0 0

. Activity feed

= Filters v
Every leave request withits current state, ordered by the most recently updated so administrators can spot backlogs at a glance.

Alex Morgan = Pending Vacation
Submitted - Jul1, 2026, 12:30 PM

Jul10 — Jul12,2026 - 2d
Submitted Jul 1, 2026, 12:30 PM

SamRivera | Approved | Sickleave
Approved - Jul 2, 2026, 1:00 PM

Jul 20, 2026 - 1d
Submitted Jul 2, 2026, 12:30 PM

v Show details Open request

JordanLee Pending  Vacation

Submitted - Jul 3, 2026, 12:30 PM
Aug 3 — Aug 4, 2026 - 2d
Submitted Jul 3, 2026, 12:30 PM

v Show details m

AA Alex Admin

Administrator

Figure 3 — Activity feed with summary metrics
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Filter the activity feed

Purpose
Combine filters to find specific requests.

How to do it

1. Click Filters.

2. Set Employee, Approver, Status, Leave type, and/or Leave range.
3. Click Clear filters to reset.

o
[2) Leave tracker Admin  Activity feed o Live-feed up to date a

Administrator workspace

Administrator activity

Track leave submissions, approvals, and review velocity across the company.

TOTAL REQUESTS PENDING APPROVED REJECTED CANCELLED

3 2 1 0 0

4 Activity feed

Every leave request with its current state, ordered by the most recently updated so administrators can spot backlogs at a glance.

Employee v Approver Status v

Leave range
Leave type v Select date

AlexMorgan = Pending  Vacation AST A
Submitted - Jul 1, 2026, 12:30 PM

Jul10 — Jul 12,2026 - 2d
Submitted Jul 1, 2026, 12:30 PM

Sam Rivera | Approved Sick leave LAST ACTIV
Approved - Jul 2, 2026, 1:00 PM

Jul 20,2026 - 1d
Submitted Jul 2, 2026, 12:30 PM

v Show details Open request

. Jordan Lee Pending Vacation LAST ACTIV
Alex Admin = Submitted - Jul 3, 2026, 12:30 PM

Administrator Aug 3 — Aug 4, 2026 - 2d
Submitted Jul 3, 2026, 12:30 PM

Figure 4 — Activity feed filters expanded
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5. Overriding a pending request

Force-approve or force-reject a request

Purpose
When approvers are unavailable or deadlocked, an administrator can settle a pending request
directly.

How to do it

1. Onthe activity feed, click Decide on a pending row.

In Override the approver gate, review Approvers you would overrule.
Enter an Override reason (required).

Click Approve request or Reject request.

vk W

Click Cancel to close without deciding.

Override the approver gate

AlexMorgan
Vacation - Jul 10, 2026 to Jul 12, 2026 - 2d

APPROVERS YOU WOULD OVERRULE  Approved by 0 of 1approvers

° HR Copiedrecipient

A\ Anoverride settles this request from your decision alone. It does not record
adecision for the approvers above, so the reason you give is the only
account of why they were bypassed.

Override reason *

Required. Recorded on the request. its history, and the audt trail

@ Approve request

Figure 5 — Override dialog with reason field

Notes
e The override reason is recorded on the request, its history, and the audit trail.
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6. Audit logs

Review the immutable audit trail

Purpose
Every create, update, and delete across employees and settings is logged with before/after
values.

How to do it

1. Click Audit logs in the sidebar.

2. Review metric tiles: Visible events, Distinct actors, Employees affected.

3. Filter by Category (Authentication, Employee, Leave request, Policy, Data import, and
others).

4. Expand an entry with Show before / after to see field-level changes.

5. Click Load older events for earlier history.

o
o)) Leave tracker Admin/ Auditlogs @ Live- audit trail up to date [a

Administrator workspace

< Administrator activity
A~ Activity feed Immutable audit trail of every change across employees and administrators.
B Auditlogs

:2: Employees

) Category
£ Settings v Auditlogs All categories -
Every create, update, and delete is recorded with the actor and the object before and after the change.

Approval  Leave approved
Sam Admin approved Alex Morgan's leave request

By Sam Admin (sam@example.com)  Employee  ( Administrator | - affecting Alex Morgan

v Show before / after

Leaverequest Leave requested
Submitted vacation leave 2026-07-10 to 2026-07-12 (2 day(s))

By Alex Morgan (alex@example.com)  Employee

v Show created values

Alex Admin

Administrator

AA

Figure 6 — Audit logs with category filter
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7. Employee directory

Search and browse employees

Purpose

The directory lists every account with filters for role, project, policy, country, and profile
completeness.

How to do it
Click Employees in the sidebar.
Review header metrics: Employees, Administrators, Awaiting review.

Use Search (name or email) and filter dropdowns as needed.
Click Clear filters to reset.

Click a row to preview details in the right pane.
Click the employee name or open the full profile from the preview.

o ukwNPRE

o
Leave tracker Admin / Employees o Live - directory up to date fa
Administrator workspace
Employee directory
Search and filter the team, then open anyone to see their full profile: role, projects,
balances, requests, and audit trail
EMPLOYEES ADMINISTRATORS AWAITING REVIEW
Directot
v Sync from LDAP Alex Morgan
Search by name or email, narrow by role, project. country, account. profile or
e alex@example.com >
start date
Administrator
Search
Q
Role Project Policy X
Allroles v All projects v All policies v Ukraine Mar1, 2024
Country Employment start
All countries v enployee-1 Ready
Account Profile
Active v All profiles v
Apollo: Staff Engineer
Alex Morgan | Administrator
alex@example.com- Apollo
Vacation 18d of 24d accrued
O
SamRivera
® l4davailable ® 2donhold  6dspent
sam@example.com - Hermes
Jordan Lee  Needs setup Sick leave 10d total
. jordan@example.com S
Alex Admin
Administrator

® 9davailable  1dspent

Latestrequest | Pending

Figure 7 — Employee directory with filters
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8. Employee profile

Manage an employee's employment details

Purpose
The profile page has tabs: Profile, Balance, Requests, and Audit.

How to do it
1. From the directory, open an employee's full profile.
2. On the Profile tab, review Employment, Projects and positions, and Leave policy.
3. Click Edit in Employment to change Employment start, Country, or Assigned calendar.
4. Click Save changes or Cancel.
5. Use Transfer under Leave policy to move the employee to another policy.
(1]
Leave tracker Admin / Alex Morgan  Live - profile up to date Ja¥
Alex Morgan Administrator ) Ready
alex@example.com 14d 1264 9dyi0d 1
< Allemployees
Profile Balance Requests 1 Audit 2
/' Edit

Employee - Administrator Mar 1, 2024 employee-1

Ukraine Ukraine Ready

Pending

Projects, project members, and positions are managed in LDAP. They are read-only here and refresh on sync.
a8 Apollo
Staff Engineer
Standard, since Mar 1, 2024
AA
Figure 8 — Employee profile — Profile tab

Notes
e Projects and positions are read-only (synced from LDAP).
e Country changes must be made in LDAP unless editing is allowed for calendar assignment.
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9. Adjusting vacation balance

Manually adjust vacation days

Purpose
Add or remove vacation for the current leave year with a documented reason.

How to do it

1. Open the employee profile and select the Balance tab.

2. In Adjust vacation, choose Add or Remove if you need to adjust employee balance
manually.

3. Set Days with the stepper.

4. Enter a Comment explaining the change.

5. Click Review & apply, then Confirm in the confirmation dialog.

o
Leave tracker Admin / AlexMorgan @ Live- profile up to date fa

Administrator workspace

Alex Morgan ( smnsuater ) rescy

alex@example.com

14d /264 9d/10d 1

< Allemployees

Profile Balance Requests 1 Audit 2
Vacation Sick leave
® 14davailable ® 2donhold © 6d spent ® 9davailable © 1dspent
14d available now - 18d left this year 9d available now - 9d left this year

Add or remove vacation for the current leave year, by the day or by the nour. The change is sticky until year end and feeds carryover like ordinary leave. Sick leave is not adjusted
here.

Available now: 14d - accrued 18d - 18d left this year

Direction Days
Add - 1 +
Comment *
£ f:?i‘AdT": Vacation
_ Consumed as leave taken vacation -2d
Consumed approved leave 15d od 6d
Placedonhold vacation -3d
Held for pending request 12d 3d 6d
Figure 9 — Balance tab with vacation adjustment controls
Notes

e Sick leave is not adjusted on this screen.
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10. Employee profile — Requests tab

Review an employee's leave history

Purpose

The Requests tab lists every leave request the employee has submitted, newest first.

How to do it
1. Open an employee's full profile from the directory.
2. Click the Requests tab (the badge shows how many requests exist).
3. Review each card: leave type, status, date range, paid/unpaid day split, and submission
time.
4. Read optional comments shown in italics under a request.
5. Use Decide pending requests in the Activity feed - to approve or reject items still awaiting
a decision.
(1]
Leave tracker Admin / Alex Morgan ® Live - profile up to date Ja
< Alex Morgan Administrator ) Ready
alex@example.com 14d 1260 9d /104 1
A Activity feed C P!
B Auditlogs < Allemployees
Profile Balance Requests 3 Audit 2
:a: Employees E—
£ Settings
Vacation Pending
26 to Jul 12, 2026 - 2d - Submitted Jul 1, 2026, 12:30 PM
Vacation = Approved
Jun 10, 2026 to Jun 12, 2026 - 3d - Submitted May 20, 2026, 5:00 PM
Sickleave = Approved
Apr 2,2026 - 1d - Submitted Apr 2, 2026, 11:15 AM
Decide pending requests in the Activity feed —
A AlexAdmin
Figure 10 — Employee profile — Requests tab with leave history
Notes
e This tab is read-only — you cannot approve or reject from here.
o If the employee has never submitted leave, you see “This employee has not submitted

leave requests yet”.

Page 11



RIGHT&ABOVE Leave Tracker System — Administrator User Manual

11. Employee profile — Audit tab

See events that involve this employee

Purpose

The Audit tab shows a filtered slice of the audit log: events where the employee is the actor or
the target.

How to do it

1.
2.

24 Employees

On the employee profile, click the Audit tab.

Under Events affecting this employee, review each entry's summary, actor, timestamp, and

category.

Expand an entry with Show before / after to inspect field-level changes.

Click Open this employee's audit trail to open the full audit log pre-filtered to this

employee.

Use Open the full audit log - at the bottom to browse all events company-wide.
ot e omotegonn 67

< Alex Morgan ( smnistator | reasy

A Activity feed alex@example.com V4dizea | 9dnod || 1
Auditiogs

< Allemployees

Profile Balance Requests 3 Audit 2

£ Settings
Approval = Leave approved
Sam Admin approved Alex Morgan's leave request
By Sam Admin (sam@example.com) ~ Employee | Administrator | - affecting Alex Morgan
v Show before / after
Leaverequest Leave requested
Submitted vacation leave 2026-07-10 to 2026-07-12 (2 day(s))
By Alex Morgan (alex@example.com) ~ Employee
v Show created values
Open this employee's audit trail
Open the full audit log —
L
Figure 11 — Employee profile — Audit tab with employee-scoped events
Notes
e The tab badge appears once audit events have loaded.
e |[f events fail to load, a warning is shown but the rest of the profile stays usable.

Page 12



RIGHT&ABOVE Leave Tracker System — Administrator User Manual

12. Settings — Policies

Manage leave policies and defaults

Purpose
Policies define vacation and sick allowances, probationary periods, and who the policy applies
to. Each employee belongs to exactly one policy.

How to do it

Click Settings in the sidebar.

Ensure the Policies tab is selected.

Click New policy to create a policy, or expand an existing policy row.

Use Rename, Duplicate with changes, Make default, Retire..., or Delete as needed.

Under Year-end carryover, choose No carryover, Capped, or All carry over, then Save policy.
Under Approvals and default approvers, choose Approval required or Approval optional.

NouhkwNpR

Set Default approvers and Default CC recipients, then click Save approvers.

(1]
Leave tracker Admin / Settings ® Live- saved changes apply immediately Jay
Administrator workspace

Settings

Leave policies decide what every employee is entitled to. Countries and their holiday
calendars decide which days count. Import and export move a whole year of leave in
and out of the system.

O Policies @ Countriesand holiday calendars % Import & Export

o) Leave policies
Every employee belongs to exactly one. Terms are fixed when the policy is created, so a different deal means a new policy o sy

Standard | Default
42 members

24 10 3
Senior
8members
28 12

© Year-endcarryover

What happens to unused vacation days when the leave year rolls over. Applies to vacation only: sick leave is re-granted in full each year. so its leftover always expires

No carryover Capped All carry over
Unused days are forfeited at year end. Carry over unused days up to a limit All unused days carry over to next year.

Capped at 5 days per employee. B savepolicy

AR VAIex‘Avt‘in‘in
Administrator
o Approvals and default approvers

Whether leave requests need approval, and who is asked or copied by default. CC recipients are copied under either mode

p
© Approval required
Every request needs at least one deciding approver. The default approvers below are applied to
‘each submission.

Approval optional
Requests approve automatically. A deciding approver the employee adds voluntariy stil decides.

Default approvers

manager@example.com -

ers. Added to every new leave request as approvers the requester cannot remove

Default CC recipients

hr@example.com v

Chosen from system users. Copied on every new leave request under either approval mode, as recipients the requester cannot remove. They are notified, they never decide.

Figure 12 — Settings — Policies, carryover, and approvers
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13. Settings — Countries and holiday calendars

Configure countries and public holidays

Purpose
Each country you employ people in needs a holiday calendar per leave year.

How to do it

1. In Settings, click Countries and holiday calendars.

2. Click Add country to add a country and timezone.

3. Click Manage calendar or Add calendar on a country row.

4. Select a Leave year, add holidays with Add holiday, and click Save calendar.

o
Leave tracker Admin / Settings ® Live - saved changes apply immediately Jay
2 amnstrsorwonspace
< Settings
A Activity feed Leave policies decide what every employee s entitled to. Countries and their holiday
calendars decide which days count. Import and export move a whole year of leave in
B Auditlogs and out of the system.
O Policies @ Countriesandholiday calendars & Import & Export
222 Employees
£ Settings @ Countries and holiday calendars
9 - N . + Add country
Countries you employ people in. Each needs a holiday calendar per leave year, so weekends and public holidays never charge a balance.
u E"km'"e 1calendar-2026  Manage calendar - Vi
irope/Kyiv
I ,’ =
ﬂ l?o and Nocalendaryet  Add calendar - Vi [n]
Europe/Warsaw

2 countries - 1 needs a calendar

AA Alex Admin

Administrator

Figure 13 — Settings — Countries and holiday calendars
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14. Settings — Import

Import leave data from a workbook

Purpose

The four-step import wizard loads employees and requests from an Excel workbook.

How to do it

1. In Settings, click Import.

2. Step 1 Source file:

choose Add or Override (refresh), set Target year and File snapshot

date, upload an ".xIsx” workbook, then Continue to validation.

3. Step 2 Validation: review blocking errors and warnings; use Run directory sync if any emails

are unknown, then Compute preview.

4. Step 3 Review: inspect per-employee previews and click Apply or Apply all.

5. Step 4 Apply: confirm progress; when finished, use View in audit log or Start new import.

o
Leave tracker Admin / Settings @ Live - saved changes apply immediately Ja
Administrator workspace
¢ Settings
A Activity feed Leave policies decide what every employee is entitled to. Countries and their holiday
calendars decide which days count. Import and export move a whole year of leave in

B Auditlogs and out of the system.

O Policies @ Countriesandholidaycalendars & Import & Export
2. Employees

@ Source file
£ Settings @ Sourcefile
One workbook with an Employees sheet and a Requests sheet. Employees must already exist in the directory: the import never
2 Validatior creates accounts.
. Add Override (refresh)
Fills what is missing; leave already on record is skipped. Rebuilds the target year for the employees in the file.
J
~ Apx arget ye Fila snapshot date
- 2026 - Aug 18, 2026
Balances in the file are compared as
of this day,
Choose workbook - .xIsx
Dropit here or click to pick. Parsed right in the browser: nothing is uploaded yet.
A AlexAdmin
Administrator

o Nothing is written until the apply step. Employees in the file must already exist in the

directory.
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15. Settings — Export

Export a workbook snapshot

P

urpose

Export employees, balances, and leave history in the same format the import reads.

How to do it

1.

2.
3.
4

In Settings, click Export.

Choose a Year.

Select what to include: Employees and policies, Balances as of today, and/or Leave history.
Click Download workbook.

Leave tracker Admin/ Settings ® Live- saved changes apply immediately Jay

Administrator workspace

< Settings
A Activity feed Leave policies decide what every employee is entitled to. Countries and their holiday
calendars decide which days count. Import and export move a whole year of leave in
B Auditlogs and out of the system.
O Policies @ Countriesandholiday calendars & Import & Export
24 Employees
£ Settings +  Export workbook

Take a snapshot before an override run, or hand the tracker back to HR. The workbook matches the import format.
2026 v

WHAT TO INCLUDE

Names, emails, hire dates and the policy terms each person s on.

[ Employees and policies

Balances as of today
Expected vacation and sick balances, for reconciliation on re-import.

Every approved request in the year. one row each, with working days counted

[ Leave history

|\_/;/%/

Download workbook

AA Alex Admin

Administrator

Figure 15 — Export workbook options
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16. LDAP directory sync

Sync employees from LDAP

Purpose

Pull accounts, roles, and project memberships from the corporate directory.

How to do it

1. Open Employees.

2. Click Sync from LDAP.

3. Wait for the sync to finish (button shows Syncing... while running).

4. Read the result message describing created, updated, or deactivated accounts.

o
Leave tracker Admin / Employees

® Live - directory up to date o
Administrator workspace
Employee directory
Search and filter the team, then open anyone to see their full profile: role, projects,
balances, requests, and audit trail
EMPLOYEES ADMINISTRATORS AWAITING REVIEW
Directot
v . Sync from LDAP Alex Morgan
Search by name or email, narrow by role, project, country, account. profile or
o alex@example.com >
start date
Administrator
Search
Role Project Policy X
Allroles v All projects v All policies v Ukraine Mar1, 2024
Country Employment start
All countries v enployee-1 Ready
Account Profile
Active v All profiles v
Apollo: Staff Engineer
.
Alex Morgan | Administrator
alex@example.com - Apollo
Vacation 18d of 24d accrued
C—
SamRivera
® ludavailable ® 2donhold © 6d spent
sam@example.com - Hermes
Jordan Lee (Nesdssetup Sick leave 10d total
Alex Admi jordan@example.com .
A AlexAdmin . ® 9davailable © 1dspent
Administrator
Latest request | Pending
Figure 16 — Employee directory with Sync from LDAP button

e Scheduled sync may also run automatically depending on server configuration.

e Employment start date and country are not set by sync — complete them in the employee
profile.
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17. Reviewing requests as an administrator

Open a request from the admin approval route

Purpose
Administrators can open the same review page linked from approval emails.

How to do it

1.

2.
3.
4

AA

From the activity feed, click Review, Decide, or Open request.

Or open the same Approval review page from the request.

Review request context and record a decision if you are a primary approver.
Use Decide on the feed for administrator override when appropriate.

(]

Leave tracker Admin / Approval review © Submitted 48 d ago Q

Administrator workspace

Approval review  rening

Open the leave request from the emailed approval link, review the request context, and
record a clear approve or reject decision.

EMPLOYEE LEAVE TYPE REQUESTED PERIOD DECISION
Maya Chen Vacation Aug 12,2026 to Aug 15, Pending review
3d 2026 Approved by 0 of 1approvers
submitted Jul 1, 2026, 12:15 PM
. Decision 2 Approval routing
The decision will appear here once a primary approver records it Asingle approver decides.
“Family travel”
¥ le.
o manager@example.com T

© Every listed approver must approve before this request is granted; approved by 0 of 1
approvers so far. A single rejection rejects the whole request.

hr@example.com

This is your own request, so you cannot decide it. It is waiting for its primary approvers.

4 Requestactivity
Everything that happened, newest last.

. Balanceimpact

How this request touches the balances. Maya Chen - Submitted leave request

Placed onhold -3d

The held days are released back to available if the request is rejected or cancelled

Alex Admin

Administrator

Figure 17 — Administrator approval review page
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