(D Digital odoo

Economics

Requesting Time Off — Employee Procedure

Overview

This guide outlines the steps an employee must follow to request time off in Odoo.

Steps to Request Time Off
- Navigate to: Time Off — My Time.

- Click on the 'New' button to create a new time off request.

Form Fields
- Time Off Type: Select the appropriate leave type (e.g.,, Annual Leave, Sick Leave).

- Dates: Specify the start and end date of your requested leave.
- Half Day: Check this if the request is for a half day.
- Description: Optionally provide a reason or note.

- Requested (Days/Hours): Automatically calculated based on selected dates.

Submission & Approval
- Click 'Save' then 'Submit’ (if required) or the request may go directly to 'To Approve' state.

- Once submitted, the request will be reviewed by the designated approver(s).

- You can monitor the status: To Approve — Approved or Refused.

Notes
- Approval route depends on the Time Off Type configuration (e.g., Manager, HR, or both).

- Approved time off is reflected in the calendar and deducted from your available balance.



il gall i) o) — 3k b

dale 5

5l aldar 85 jla) callal Lee Ll Cala sall e camy Al Ol ghadd) ) 138 ua
5y quih < shd

Sl - alslay ) Jusy)

2 )l lla oLy "yaat ) e Lkl

Easalll Jsia

(Anm e 3] ¢y s 3 5la) 1 ie) canliall 3 3laY) & 50 sl 13 g o

4 sllaall 3 Y el g ey g )l s 1 ) 630

L o g Cail 4y gllaall 5 ey il 1Y) saaad oy 1o gy il

kAl S a5l s i sCiuagl)

Baasall g )il e 2l Ll agldia oty 1(Cileludlfall) G slaal)

4380 gall g Sl Y

a3 gall Sl Ala 5 pilee callal) Jasy 88 i (a0 13)) "Olu )" a5 "ada" e okl
) gall o A gl dgadl U8 e allall daal e oy cJla YY)

bl a3l A8 gall o — A gall U 8 ccallal) Al daglie SliSay

<Uaadla

(LaadIS i ey piall 3yl sall ¢ padll 1die) 53yl & 55 clalac) o 468 sall L adiad

) dasa ) (e lganad aiy gy siil) 8 badinall 5 3laY) e



