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How to use Leave Management function If you want to authorize absence to an employee, you can
utilize Leave Management tool.

1)Connect to BioStar 2 Client and then go to Time Attendance tab, and click on “Add Time Code”
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2)Check on “Leave Management” tab of Type, set the name and description, and then create it by
clicking Apply
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3)Create shift as you require, hit Apply & Next
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4)Create schedule template as you require
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5) Add schedule as you wish
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6) Go to Report section, set the desired information on period, report type, column setting, user, and
press “Update Report” after check on Rebuild Time Card
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