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Go to Payroll Menu Bar > View > Employee Files, then click Employee Leaves.
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Employee Leave Module window will show, select the Employee you want to adjust the Leave
credits, then click Manage Employee Leaves.

Employee Leaves Module

Year Leave Summary
Drag a column header here to group by that column v son L r
Anniversary Year - .
totAl S — || avaizble | 0.0 2] I —» Current Available
Used [Avaied | 00 balance is 10
Converted to Cash | 0.0 :|
Employees Emergency Leave
- -
Drag a column header here to group by that column r Available | 10.0 © ‘
Emp. Code Full Mame “ | Dep. Code Used [ Availed | 0.0 "
> |009 Castillo, Bessie Mercado Converted to Cash | 0.0 :‘
0os Deyoung, Marianne Gardia sD
o8 Jones, Janine Tan sD
| |oo1 Leffler, Kirk Quintanilla AD Available [ 60.0 5
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In Manage Leave Module window, click Adjust Leave.

Manage Leaves Module
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Castillo, Bessie Mercado Year: 2018
J Vacation Leave " Sick Leave " Emergency Leave || PaternityMaternity Leaves ” Other Leaves
Previous Year Balance | 0.0 2 |
Leaves Per Year | 10,0 - |
Additional | 0.0 ;|
Available | 10,0 |
Max Convertible | 0.0 :|
Max Non-Tax Convertible | 0.0 2 |
Converted to Cash | 0.0 > |
Used [ Availed | 0.0 o |
Leave Day/s Increment | 0.0 :|
Max Leaves Per Year | 0.0 2 |
Max Accumulating Leaves | 0.0 > |
[] Cash Convertible
[ Accumulating

From Leave Adjustment Module, select the particular Leave you want to adjust, then input the
adjustment value for Additional, Used/Availed or Converted to Cash.

Once done, click Save Adjustments.

Leave Adjustment Module

Vacation Leave | Sick Leave " Emergency Leave " Qther Leave " Paternity Maternity Leave |

Additional | 3 :lL.Ised J Awvailed | 0.0 :|
Converted to Cash | 0.0 :|

| Save Adjustments |

| Cancel |
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Available value is already updated — from 10 available balance to 12 available balance.

Castillo, Bessie Mercado Year: 2018
Vacation Leave | Sick Leave || Emergency Leave || Paternity/Maternity Leaves " Other Leaves
Previous Year Balance | 0.0 7 |
Leaves Per Year | 10.0 |
Additional | .0 :l
Available | r2.00 :|
Max Convertible | 0.0 2|
Max Non-Tax Convertible | 0.0 7 |
Converted to Cash | 0.0 7 |
Used [ Availed | 0.0 7 |
Leave Day/s Increment | 0.0 |
Max Leaves Per Year | 0.0 7 |
Max Accumulating Leaves | 0.0 |
[7] Cash Convertible
[[] Accumulating
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