STAFF APP GUIDE

TimeTap Apply for leave

Check your leave balance, apply for leave and follow the approval.

Your leave balances

Tap Leave in the bottom menu.
The cards at the top show how many days you have left of each leave type this year.
Your requests are listed below with their status: Pending, Approved or Declined.

(1]

ANNUAL FAMILY RESP. SICK LEAVE

10.8 3 29

Annual Leave - 3 days Appmveue
26

21Dec 2026 - 23 Dec 202

a Days left for each leave type.

Sick Leave - 1day

a Status of each request.

© Tap Request Leave to apply.

+ Request Leave




STAFF APP GUIDE

TimeTap Apply for leave

Apply for leave
Tap Request Leave.

Choose the leave type, the first and last day, and (if allowed) a half day.

Check the number of working days TimeTap worked out from your roster, add a note if you
want, and tap Submit.

Request Leave

LEAVE TYPE

Annual Leave

10.8 days remaining

START DATE

2026/11/30

ND DATE
Annual Leave - 3 days

30 Nov 2026 - 02 DCL‘ZGZG
2026/12/02

Annual Leave - 3 days

[ Monday - Friday, excl. public holidays 21Dec 2026 - 23 Dec 2026

NOTES (OPTIONAL)
Sick Leave - 1day

20 Oct 2026 - 20 Oct 2026

My brother's wedding

+ Request Leave

Submit (3 days)

€ Leave type — your balance shows under it. € Your request shows as Pending until your
manager decides.

9 First and last day.

a Working days counted from your roster.

° Optional note for your manager.

e Submit the request.

Tip: You get a notification as soon as your leave is approved or declined. If it is declined, your
manager may suggest other dates.

Still stuck? Ask your team leader or HR — they can see what TimeTap shows for you.



