Approving leave on HR Online

Managers can approve annual leave and long service leave using HR Online at https:/hris.mq.edu.au
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Approving leave on HR Online

Approval Delegation:

This feature enables you to delegate another staff member to process all your leave requests whilst you
are on leave. Your delegate will only receive new leave requests during your absence as the delegation
is not applied to existing requests. Please finalise all existing leave requests prior to going on leave.
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Team Management Menu:

This menu allows you to view your team list and team leave matrix. It also provides reports on:
* Leave balances * Birthdays

* Leave bookings * Length of service
* Staff profiles * Team training and development
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