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Odoo Time Off Type — Configuration Guide

Time Off Requests Section

Approval

- No Validation: Time off is auto-approved.

- By Time Off Officer (Selected): Approval required by designated Time Off Officer.
- By Employee's Approver: Requires line manager's approval.

- By Employee's Approver and Time Off Officer: Dual approval is mandatory.

Allocation Requests Section

Requires Allocation

- Yes (Selected): Users need a time off balance allocated in advance.

- No Limit: Users can request time off without balance restrictions.

Employee Requests

- Extra Days Requests Allowed: Employees may request more than their allocated
balance.

- Not Allowed (Selected): No requests beyond allocated balance permitted.
Approval

- Same options as in 'Time Off Requests' - here it applies to allocation approvals.

Configuration Section

- Notified Time Off Officer: Notification recipient (empty = no notifications).

- Take Time Off in: Time unit used (Day/Hour).

- Deduct Extra Hours: Option to subtract time from extra hours if enabled.

- Public Holiday Included: If checked, public holidays count as leave days.

- Show on Dashboard (Checked): Visible in employee's time off dashboard.

- Allow to Attach Supporting Document: Enables file upload (e.g., medical proof).
- Kind of Time Off: Type (Absence / Working Time Adjustment).

- Company: The company this leave type applies to.

Payroll Section

- Work Entry Type: Used for integration with the payroll work entries.

Timesheets Section

- Project / Task: If configured, generates timesheet entries when validated.
* Project: Internal - [5300] - CBST
* Task: Time Off

Negative Cap Section

- Allow Negative Cap (Unchecked): If enabled, employees can have negative balances
(e.g., take leave in advance).
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Display Option Section

e - Color: Optional visual tag for calendar/dashboard identification.
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