
How to edit individual leave balance?

Step 1: Head over to All Features Tab at the top of the website 🡪 Under Company
list, click on People.

Step 2: Click View to view the selected employee’s profile.
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Step 3: Scroll down to HR, click Edit Leave Entitlement.

Step 4: Click Edit to edit individual leave balance.
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Step 5: You can edit leave balance here.
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