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How to create a leave
request?
Learn how to create a leave request with Voilà!

1 Navigate to https://console.voila.app/en/dashboard

2 Click on your icon profile located at the bottom left of the screen

console.voila.app
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3 Click My profile

4 Select Plan a leave request
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5 Click Type of leave drop down menu

6 Select the type of leave
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7 Click Start date

8 Select the start date of the day off
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9 Click Specify the time if required

10 Type the start time
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11 Click End date

12 Select the end date of the day off
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13 Type the number of days to be deducted from your leave bank

14 Click Save


