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Economics

Time Off Allocation Request — HR Perspective

Overview

A Time Off Allocation Request is used to grant leave balance to an employee either manually
(Regular) or automatically (Accrual-based).

HR Responsibility
- Navigate to: Time Off — Time Off — Allocations.

- Open a pending allocation request with status "To Approve'.

Key Fields
- Time Off Type: The specific type of leave (e.g., Annual Leave).

- Allocation Type:

e e Regular Allocation - Manually grant leave days (Selected).
e o Accrual Allocation - Based on a predefined accrual plan.

- Validity Period: Defines the date range for which the allocated days are valid.
- Allocation: Total number of days granted (e.g., 1.00 day).

- Reason: Optional note or justification for the allocation.

Approval Process

- Review the request for policy compliance.
- Click 'Approve' to confirm the allocation.

- Once approved, the balance reflects in the employee’s Time Off overview.

Notes

- If dual validation is enabled, the request may require managerial and HR approvals.
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