
Objective
Payroll Mauritius allows employees to take leave by the day or half-day, but also optionally by the hour 
(or half-hour), either directly by the Payroll Manager on Payroll Mauritius, or by the employee via the 
Staff Connect mobile application.

How to do this ?
First, you need to configure the desired leave types to enable this option (disabled by default).

Note: This operation must be repeated for all types of leave where you want this option to be 
available to the Employee.
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1) Using Staff Connect

An employee can then go to Staff Connect app, and if the option has been enabled in the Payroll 
Mauritius Settings (Employer section - [Admin] button>System Settings>Staff Connect Settings>Allow 
Leave Requests: true), click to make a [Request]:

then select: Request Leave and in the screen that opens, choose: Hourly
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Then indicate the start and end times of the leave:

This then generates the request shown opposite, where the
duration of the leave in hours is converted into thousandths of days
(here 0.5 hours => 0.0625 days):

Then, by clicking on [Send Request], the confirmation of sending is
confirmed:

And is now included in leave requests to be approved in Payroll Mauritius:

or to be validated by their team or department manager in Staff Connect.
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2) In the Employee Timesheet

To do this, go to Timesheets and click on the [Add leave] button (1).

then click on the [Select Employee] button (2) and choose the relevant employee from the list:
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Then select the desired Leave Type (3) from the drop-
down list (Local Leave in our example) and then select 
Hourly in the Amount Type (4).

And the Start Date (5).

The start and end times are optional but can help you keep a detailed record of the leave taken.

Finally, choose the Day fraction (6), which can be any decimal number less than 1: 1 represents a full 
day; 0.5 a half day; 0.125 an hour (if the working day is 8 hours), etc.

Note: for optimal management of this leave, we recommend that you do not go below ½ hour 
(0.0625).

Then click on [Validate] button (7).

A confirmation message will then indicate that the leave has been taken into account for the given 
Employee.
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Once approved, the leave will appear in the Employee's Timesheet:

and in his leaves counter:

and on his payslip:

__________________
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