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1. Introduction: 

The Online Leave Management Portal is an online portal and application where the employees can apply their leave 

online, managers can approve or reject the leave application and HR can update leave status online. 

The new Leave Management Portal streamlines the communication between the HR Team and all the employees; it is 

simple to use to manage all associate’s leave matters. 

 

2. Objectives: 
2.1. To create all kind of leave request through online portal and reduce the paper work. 

2.2. To generate and automate the process of the leave request and grant the required approval through a 

workflow. 
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Login page: 
- Enter the Employee company ID in the “Employee ID” 

- Enter National\IQAMA ID in the “Password field” for the first time login 
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After your first login, you will be able to reset your password 

 

Employee Dashboard: 
The dashboard displays a variety of options provided by WARAQ that serves the employee HR needs. 
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List of services: 

A. My Personal Data: 
This option provides three services: 
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1. Payslip: 
 In this service you can display your own Payslip for each month and print it out  
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2. Personal account profile: 

 This service is to display the personal employee information available with the HR; you can update your email that is 

used to receive your Payslips. It is employee responsible to update & correct their personal information.  
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3. Company loans: 

 This service displays all the Employee provided loans by WARAQ since the hiring. 
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B. Human Resources 
This option provide several services related to leave request, HR helpdesk ticket and circular announcement 
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1. Vacation Request: 
 Create Vacation Request: 

 choose the type of vacation 
 Choose the from date and to date 
 Choose the payment method (with payroll or advance payment) 
 Enter the number of requested ticket  
 Check the box with family if its applicable 
 Check the box exit/entry visa if its applicable for you 
 Choose the alternative employee ID 
 Add comment if any  
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2. My Vacation Request:  
 To view all leave requests and preview the details of the request 
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3. Assigned to me:  
 To View All Leaves need to be approved and process  
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4.  HR Helpdesk: 
 My Request Tickets: 

o In this service you can review your requested HR tickets & create new request by click on new button 
 Choose the type of service required. 
 Write your request details. 
 Select the attachment if there is. 
 Upload the attachment 
 Submit the request 
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5. Circulars Announcement: 
 This service is only for HR Employee to issue Circulars Announcement and share it with company employees and it 

will archive all the circulars  
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C. ICT:  
This option provides two services: 
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1. ICT Unified Request: 
 Under this service you can review/follow-up with your requested tickets & create new ICT unified request by clicking new button  

 
 Under ticket Category select from the drop list the category you raise this Request for. 
 Under Assign to your HOD Manager, you can choose your department. 
 If your raising this ticket for new user check on “Requesting for new User?” 
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2. ICT Support Request: 
 Under this service you can review/follow-up with your requested tickets & create new ICT unified request by clicking new 

button 

 
 Under Priority you can choose the type priority for your request  
 Under category you can choose the type of category for your request & write down the problem details 
 Submit your request   
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