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1. About this application

Leave tracker is a leave management application. It helps you track vacation and sick-leave
balances, submit time-off requests, follow approvals, and see public holidays for your country.
Approvers receive email links to review requests; you can also track progress inside the
application.

2. Accessing the application

Open the application in your web browser at the Leave tracker address your administrator gives
you.

Use a supported modern browser (Chrome, Firefox, Safari, or Edge).

Leave tracker

+ Internal leave management

Time off, handled

o Notsignedin
— Jse r work a

=) Sign inwith SSO

v 3
approval.
v Ap led decid
Track vacation and sick-leave b e requests to the right Signing ick
ap and keep a complete, t ped approval history — all in v Full approval history, scoped to your role
one place.
WHAT'S INSIDE
Everything a leave workflow needs
E >
Vacation & sick balances Requests, routed right
rued, used, and remaining days per leave type. updated as requests are Submit once — the request reaches exactly the approvers responsible for you
2 L) =}
Email-driven approvals Approval history Holiday calendars
Eact ts approvers, who sigr Timestamped, complete, scoped to role Per-year company holidays
Jecide 4
e a8
Admin directory, activity & settings $S0 sign-in

Je people, review activity, and configure leave rules and approvers from one workspace. IDC ! Keycloak, no extra password:

Figure 1 — Landing page before sign-in
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3. Signing in
Sign in with company single sign-on (SSO)

Purpose
Access is controlled through your company's identity provider (Keycloak). You must sign in with
your work account before any employee features are available.

How to do it

1. Open the Leave tracker URL in your browser.

2. On the landing page, click Sign in with SSO.

3. Enter your work credentials on the company login page when prompted.
4. After a successful sign-in, you return to the Leave tracker landing page.

Notes
e Signing in alone is not enough: your account must carry the employee role. If you
authenticate but have no assigned role, access is refused.

4. Choosing your workspace

Open the employee workspace

Purpose
After sign-in, the landing page lets you choose which part of the application to open.

How to do it

1. Confirm you see Welcome back, followed by your first name.

2. Under the Employee role chip, locate the card Enter employee workspace.
3. Click Open workspace.

4. You arrive at the Leave dashboard.
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[+ signout

Leave tracker

Welcome back, Maya.

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

Maya Chen

MC maya@example.com Refresh session

(Employee )

a

Enter admin workspace

Enter employee workspace

Check balances, submit leave requests, and follow your Directory, holiday calendars, activity, and leave settings.

approval history.

Open workspace >

©2026 RightSAbove, LLC - Leave tracker Employee & Administrator workspaces

Figure 2 — Signed-in landing page with employee workspace card

Notes
e If you also hold the administrator role, an admin workspace card appears separately. This

manual covers employee features only.
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5. Navigation overview

The employee workspace uses a sidebar on the left (and a bottom bar on small screens).

Sections and items are:

e Overview — Dashboard

e Requests — New request, Request history
e Balance — Balance timeline

e Reference — Holiday calendars

At the bottom of the sidebar you see your name, the Employee role label, and Switch

workspace to return to the landing page. The bell icon in the header opens notifications.

7Y Leavetracker Employee / Dashboard
Employee workspace
¢ Good evening, Maya

§2 Dashboard Wednesday. July 1, 2026 - Everything below refreshes automatically.

VACATION AVAILABLE a SICK AVAILABLE
@ Newrequest 12 d 8 d

-—

4D Request history ®3donhold © 6dspent 2d spent

of 24d total - accrues monthly - 18d of 10d total - credited up front

accrued sofar
Wl Balance timeline
e Upcoming
Approved time off and public holidays in one timeline.
9 Holiday calendars

JuL Statehood Day Publicholiday  In6days
Tue, Jul7, 2026

Maya Chen

MC o
Employee

ON HOLD

34

@ Live - updated 48 d ago fa

TAKEN THIS YEAR v

84

held by 1 pending request 6d vacation  2d sick

1upcoming

Pending requests 1pending
Holding days until approvers decide.

avc  Vacation = Pending
12 augiz » Augts, 2026 -3d

“Family travel”

View details Cancel request

Figure 3 — Employee dashboard with sidebar navigation
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6. Leave dashboard

Review your balances and pending requests

Purpose

The dashboard shows a live snapshot of your leave balances, upcoming time off, and requests
waiting for approval.

How to do it

1. Open Dashboard from the sidebar.
2. Review the four summary cards: Vacation available, Sick available, On hold, and Taken this
year.
3. Scroll to Upcoming to see approved leave and public holidays in the next two weeks.
4. In Pending requests, review items holding days until approvers decide.
5. Click View details on a pending row to open the full request.
6. Click Cancel request on a pending row to withdraw it immediately.
Leave tracker Employee / Dashboard o Live - updated 48 d ago 1,30
¢ Good evening, Maya
§2 Dashboard Wednesday, July 1, 2026 - Everything below refreshes automatically.
VACATION AVAILABLE a SICK AVAILABLE [v] ON HOLD 0] TAKEN THIS YEAR o
@ Newrequest 12 d 8 d 3 d 8 d
4D Request history ®3donhold © 6d *ps‘_ 2d spent ::muc—rmrg'equest 6d vacation - 2d sick
of total - accrues monthly - 18d of 10d total - credited up front
accrued so far
i), Balance timeline
=) Upcoming 1upcoming @ Pendingrequests 1pending
Approved time off and public holidays in one timeline. " Holding days until approvers decide
9 Holiday calendars
JuL Statehood Day Publicholiday  In6days AUG Vacation Pending

Tue, Jul 7, 2026

Maya Chen

MC
Employee

12 augi2 » Augts. 2026 -3d

“Family travel

View details Cancel request

Figure 4 — Leave dashboard with balance cards and pending requests

Notes

The status pill Live - updated ... shows when data was last refreshed.

Hover the info icons on balance cards for calculation hints.
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7. Submitting a new leave request

Submit a new leave request

Purpose

Use this workflow to request vacation or sick leave for one or more working days.

How to do it

1. Click New request in the sidebar.

2. Under Leave type, choose Vacation or Sick leave.

3. In Leave date(s), click the start date on the calendar, then the end date (a single day is fine).
Weekends and public holidays are shaded and do not spend balance.

4. Optional: turn on Partial days to specify hours for individual days.

5. Optional: enter a Comment for approvers.

6. Under Approvers, use Add approvers to search by name or email. At least one approver is
required when approval is mandatory.

7. Optional: add CC recipients who are notified but cannot decide.

8. Review Current balance and This request in the right-hand panels.

9. When the submit note reads Ready to submit., click Submit request.

10. Verify the green success banner shows your submitted dates.
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o
Leave tracker Employee / New request ® Live - updated 48 d ago Ja)
Enployeoarkepace

New request

Prepare approvers, confirm the date range, and submit one clean request that refiects
the current balance picture.

+ Requestdetails

w Currentbalance
Weekends and public holidays are shaded;, they don't spend your balance.

Availability snapshot as of Jul 1, 2026, 12:00 PM - updated 48 d
ago
Leave type

& Vacation O Sickleave Vacation 18d of 24d accrued
L.

® 12davailable ® 3donhold © 6dspent
Leave date(s)

< August 2026 September 2026 > Sick leave 10d total
OE—
@ 8davailable  2d spent

3 4 5 6 7 7 8 9 10 n
00N 12 13w % 15 18 17 18 X
This request
A
7 1920 20 22 25 21 22 235 24 25 26 27 Live cost of the current selection
) = 2 27 28 |23 28 29 30 Nothing selected yet. Weekends and public holidays inside the
= range are free; they never spend balance.

Picka start date. A single day is fine too.

Weekend Public holiday

Comment
Maya Chen

MC  Employee

Optional context for approvers.

Approvers
These recipients can approve or reject the request.
Addapprover

‘ .

CCrecipients

Keep stakeholders informed witnout granting approval authority.
Add CC recipients

People Ops name -

Pick the leave date(s) to continue.

Figure 5 — New request form with calendar and approver fields

Notes
e Leave can be planned for the current year and next year only.

e If no holiday calendar exists for your country or year, submission is blocked with a message
to contact your administrator.

e During a probationary period, leave taken before the end date of that period may be
unpaid, depending on your company policy.
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8. Request history

Browse and filter your past requests

Purpose
Request history lists every leave request you have submitted, with filters for status and dates.

How to do it

1. Click Request history in the sidebar.
2. Use status pills (All, Pending, Approved, Rejected, Cancelled, Superseded) to filter.
3. Optional: set Leave dates to narrow by period.
4. Click View details on any row to open the full record.
5. On an approved request that has not started, click Change dates to propose new dates.
6. Click Cancel request (pending) or Cancel leave (approved, not started) to withdraw.
(1]
Lgavetragker Employee / Request history ® Live - updated 48 d ago fa
< Request history
12 Dashboard Inspect prior leave decisions, comments, and the activity around each request
m Pending 1 Approved 1 Rejected 0 Cancelled 0 Superseded 0 £ Leave dates - any

@ Newrequest

©

Request history
SEP Vacation = Approved

15  sepis > Sep19,2026 - 4d - submitted Jun1

"Summer break

, Balance timeline
1

manager@example.com

£ Holiday calendars ' Approved, coverage arranged

> View details Changedates  Cancel leave

AUG Vacation Pending

12 Aug12 5 Aug15,2026 -3d - submitted Jul1

1 1

manager@example.com hr@example.com

> View details Cancel request

Maya Chen

Employee

MC

Figure 6 — Request history with status filters
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9. Viewing request details

Inspect one request

Purpose
The request detail page shows the full context: dates, approvers, balance impact, and activity.

How to do it

1. From the dashboard or history, click View details.

2. Review metric tiles: Leave type, Requested period, Status, Approvers.

3. Read the Summary, Balance impact, Approval routing, and Request activity cards.
4. Use Request history (breadcrumb link) to go back.

=] Leave tracker Employee / Request details @ Live - updated just now o

Employee workspace

Vacation | rending
Aug 12, 2026 to Aug 15, 2026 - 3d - submitted Jul 1, 2026, 12:15 PM

< Request history

LEAVE TYPE REQUESTED PERIOD sTATUS APPROVERS
Vacation Aug12 — Aug 15 Pending 0/1approved
3d submitted Jul 1 waiting on 1approver single approver decides
© Summary 2 Approval routing
What was requested and where the decision stands. Asingle approver decides.
Family travel o manager@example.com =
ending

® Waiting for approval. Every listed approver has to approve before the request is granted;
asingle rejection rejectsit

hr@example.com

Cancel request

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

Maya Chen

Employee

MC

Figure 7 — Pending request detail page
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[ Leave tracker Employee / Request details  Live - updated just now Q

Employee workspace

¢ Vacation | eroves

B3 Dashboard Sep 15, 2026 to Sep 19, 2026 - 4d - submitted Jun 1, 2026, 11:00 AM

< Request history

@ Newrequest

LEAVE TYPE REQUESTED PERIOD STATUS APPROVERS
£) Request history Vacation Sep15—Sep 19 Approved 1/1approved
4d submitted Jun 1 updated Jun 3, 2026, 1:00 PM single approver decides
Balance timeline .
" e © Summary = Approvalrouting
W s requested and where the decision stands. Asingle approver decides.

-Summer break manager@example.com
Approved

™ Holiday calendars

' Approved, coverage arranged

» Request activity

 Balanceimpact Everything that happened, newest last

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

Manager - Approved leave request
Placed onhold -4d

The held days spend from the balance on the leave dates.

Maya Chen

Employee

MC

Figure 8 — Approved request detail page

10. Cancelling or changing leave

Cancel a pending request

Purpose
Pending requests can be cancelled immediately; held days return to your available balance.

How to do it

1. Locate the pending request on the dashboard or in Request history.
2. Click Cancel request.

3. Verify the request disappears or shows status Cancelled after refresh.

Cancel approved leave that has not started

Purpose
Approved bookings can be cancelled before the leave period begins.

How to do it
1. In Request history, find an approved request with Cancel leave.
2. Click Cancel leave.
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3. Inthe dialog Cancel this approved leave?, read the confirmation.
4. Click Cancel leave to confirm, or Keep leave to abort.
5. Verify booked days return to your balance.

Cancel this approved leave?

Your booked days from Sep 15, 2026 to Sep 19, 2026 go back to your
balance and your approvers are notified. This cannot be undone.

Keep leave Cancel leave

Figure 9 — Confirmation dialog for cancelling approved leave

Change dates on approved leave

Purpose
Propose new dates without cancelling the original booking first.

How to do it
1. In Request history, click Change dates on an eligible approved request.

2. You are taken to Change approved leave with the current dates shown.

3. Select new dates and adjust comment or partial days if needed.

4. Click Submit change for approval (or Submit request when auto-approved).
5. Your original leave stays approved until every approver approves the change.
Notes

e You cannot change leave that has already started or has a change awaiting approval.
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11. Balance timeline

Track every balance movement

Purpose
The balance timeline is the full record of how your balance reached its current number: days
earned, days held, days released and days taken.

How to do it

1. Click Balance timeline in the sidebar.

2. Review vacation and sick balance tiles at the top.

3. In Ledger, filter by leave type (All types, Vacation, Sick) or Movement type (Accrual, Placed
on hold, Released, Consumed, Carryover, and others).

4. Scroll through movements grouped by month.

(1]
Leave tracker Employee / Balance timeline ® Live - updated 48 d ago Q
< Balance timeline
82 Dashboard Every accrual, hold, release, spent movement, year-end carry-over, and manual

adjustment across your leave balances, newest first.

Vacation Sick leave
@ Newrequest
£ Requesthistory ® 12davailable ® 3donhold © 6dspent ® 8davailable  2dspent
 Ledger

ol Balance timeline The server is the source of truth; every movement here is a recorded transition, not a client estimate.

Alltypes  Vacation  Sick All movements -
£ Holiday calendars

 Consumedas leave taken Vacation -2d
Consumed approved leave 15d od 6d
Placed onhold Vacation -3d
Held for pending request 124 3d 6d

+ Accrual  Vvacation +1d 2h
Monthly vacation accrual 18d od 6d

Maya Chen

MC  Employee

Figure 10 — Balance timeline ledger with filters
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12. Holiday calendars

Look up public holidays

Purpose
See which days are non-working public holidays for each configured country.

How to do it

1. Click Holiday calendars in the sidebar.

2. Choose a Country and Year.

3. Switch Display between Calendar and List.

4. Review holidays; upcoming items may show a soon marker in list view.

[ Leave tracker Employee / Holiday calendars ® Live - updated just now Jay
g crployoo workspace

Holiday calendars

Browse the public holidays and non-working days configured for each country.

Ukraine M 2026 6 Calendar = List
4 public holidays in Ukraine, 2026 Public holiday Weekend O Today
January 1 February March April
12 12 03
5 6 7 8 9 2 3 4 5 6 2 3 4 5 6 6 7 8 9 10
2 13 W% 15 16 9 10 m 12 13 9 10 m 12 13 1314 15 16 17
19020 21 22 23 6 17 18 19 20 6 17 18 19 20 20 21 22 23 %
26 27 28 29 30 23 26 25 26 27 23 24 25 26 27 27 28 29 30
30 3
May June July 1 August 1
1 12 3 4 5 2 3
4 5 6 7 8 8 9 10 M 12 6 7 8 9 10 3 4 5 6 7
no12 13 115 5 16 17 18 19 B3 W 15 16 17 00N 12 13 %
1819 20 21 22 22 23 2% 25 26 20 21 2 23 2% 7 18 19 20 21
25 26 27 28 29 29 30 27 28 29 30 31 26 25 26 27 28
3
MC [Aayachen
mployee
September October November December 1
12 3 4 12 12 3 4
7 8 9 10 1 5 6 7 8 9 2 3 4 5 6 7 8 9 10 1
% 15 16 17 18 2 13 % 15 16 9 10 m 12 13 W 15 16 17 18
21 22 23 2 25 19020 21 22 23 6 17 18 19 20 21 22 235 2 25
28 29 30 26 27 28 29 30 23 26 25 26 27 28 29 30 31
30

Figure 11 — Holiday calendars for a country and year
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13. Notifications

Use the notification bell

Purpose
Notifications alert you to requests needing action and updates on your own requests.

How to do it

1. Click the bell icon (Notifications) in the header.

Browse tabs such as All, Action needed, Updates, In progress, Approved, and Rejected.
Use Mark all read when prompted.

Click a notification row to open the linked request.

Close the panel with Close notifications.

ik wnN

o
[7) Leave tracker Employee / Dashboard ® Live - updated 48 dago fal
Employee workspace
. Notifications H X
¢ Good evening, Maya
§2 Dashboard Wednesday, July 1, 2026 - Everything below refreshes automatically. ale Actionneeded 1 Updates Inprogress  Approve
® Tunread & Markall read
VACATION AVAILABLE a SICK AVAILABLE [v] ON HOLD
2
@ Newrequest 12 d 8 d 3 d
- - o Manager @ Action
4D Request history ®3donhold © 6dspent 2d spent held by 1 pending ré Manager requests your approval for vacation Aug 12-
of 24d total - accrues monthly - 18d of 10d total - credited up front B
accrued sofar
v Request approved - Approved
W Balance timeline Manager approved your vacation Jun 10-12

(=] Upcoming 1upcoming
Approved time off and public holidays in one timeline.

Al S Comfortable

™ Holiday calendars

JuL Statehood Day Publicholiday  In6days avc  Vacation = Pending

Tue, Jul7, 2026 12 augi2 » Augis. 2026 -3
“Family travel
View details Cancel request

Maya Chen

MC  employee

Figure 12 — Notifications panel with category tabs
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14. Opening an approval link from email

View a request from an email link

Purpose
When you are copied on a request or open your own request from email, you land on Approval
review.

How to do it

1. Click the link in the approval email.

2. Signin if prompted.

3. Review Employee, Leave type, Requested period, and Decision tiles.
4. Read Balance impact, Approval routing, and Request activity.

7Y Leave tracker Employee / Approval review o Submitted 48 d ago a

Employee workspace

Approval review ' #ening
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 1 approvers

submitted Jul 1, 2026, 12:15 PM

. Decision o Approval routing
The decision will appear here once a primary approver records it Asingle approver decides.
Family travel
manager@example.com
o gere P Pending

@ Everylisted approver must approve before this request is granted; approved by 0 of 1
approvers so far. A single rejection rejects the whole request
nhr@example.com
This is your own request, so you cannot decide it. It is waiting for its primary approvers.

4 Request activity

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

Maya Chen

MC |
Employee

Figure 13 — Approval review page when viewing your own request

Notes
e If this is your own request, you cannot approve or reject it — you can only follow progress.
e Primary approvers see Approve request and Reject request buttons.
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15. Request statuses explained

Pending: Waiting for approvers; requested days are on hold.
Approved: Request granted; days will be consumed as leave is taken.
Rejected: Request denied; held days return to available balance.
Cancelled: Withdrawn by you; held or booked days are released.

Superseded: Replaced by a newer approved booking (after a successful change).

16. When leave is unavailable

Leave submission may be blocked when:

e Your employment start date has not arrived yet (Employment starts soon).

e An administrator has not finished your profile (Profile setup in progress).

e No holiday calendar is configured for your country or for the year you selected.
e Your account lacks the employee role or is otherwise restricted.

In each case, contact your administrator if the message persists.
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