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Applying for leave

Need a holiday? Use Attaché Express Leave to apply for leave,
check your leave balances and view your leave history.

Your employer uses Attaché Express Leave to manage leave requests online. Express Leave allows you to apply for leave
anytime, via mobile, tablet or desktop. You can also view your leave entitlements and leave history and see a calendar
showing other employees’ leave and public holidays. Express Leave is very easy to use. Here are a few tips to get you started.

Joining Express Leave

Your employer will send you a Welcome email. Click
the link in the email to launch Express Leave and
create your password.

Applying for leave

Choose Request Leave from the left-hand menu,
complete the form and select Submit. You can
attach a file (such as a medical certificate) or type
in a comment. You will be advised by email that your
request has been approved (or rejected).

What leave do I have?

Choose My Leave from the menu to see your leave
balances and history. You can also view the Leave
Calendar to see public holidays and staff leave.

If you need to check your pay advices, choose
Launch MyPay to open the app in a new tab.
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Welcome to Express Leave

Dear Joe Adelino,

John Mathews has reistered you with Attaché Express Leave.

Please create your password so you

17 you cannot cick the link, paste the folowing into your browser:

Regards,
Abel Systems
Attaché Express Leave

Request Leave (oe Adelino)

Leave Period* | 8 05/08/2016 0 05/08/2016

Leave Type* | Annual Leave

Number of Work 1
Days

Half Day |

Approver* | George Andrews
Attachmentif [ Choose File | No file chosen
required
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My Leave Balance(s) asat 04 Aug 2016

Leave Type Balance

Annual Leave

days/ 228 hours

Long Service Leave 0.0 day /0.00 hour

My Leave Request History

Mon 18 Jul 2016 to Fri 29 Jul 2016

Fri 16 Jul 2016 to Fri 15 Jul 2016

Fri 08 Jul 2016 to Fri 08 Jul 2016

Showing 1105 of 5 entries
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FAQs

Which browser or device can I use to access Express Leave?

You can use a PC or Mac running any of the following browsers:
Safari 6 (or later)
Firefox 33 (or later)
Chrome 35 (or later)
Internet Explorer 9 (or later)

You can also use the default browser on the following mobile devices:
iPhone, iPad or iPad mini running iOS 7 (or later)
Devices running Android 4.4 (or later)

What if I forgot my password?

Click Forgot your password? on the Log In page and follow the forgot password process.

What if I did not receive the registration email?

Check the junk mail folder of your email account;

If you remember your registered email address, please log in to Attaché Express Leave (leave.attacheonline.com),
click Forgot your password? and follow the forgot password process.

Can I apply for a combination of half and full day leave?

In Attaché Express Leave you can apply for leave in half or full days. When applying for leave that includes a combination of
half days and full days enter one leave request for the full days and one for each half day. If you are required to enter leave
for anything other than these options, please discuss with your manager.

How do I access Attaché Express Leave?  [sse /o @ E

€. € [1 www.attacheonline.com ~

You can launch Express Leave from the link in any Express | g o B e I
Leave emalil. If you don’t have an email handy, go to

Attaché Online (www.attacheonline.com) and choose
Launch App on the Attaché Express Leave panel.
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