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How to request hourly leave in Payroll Mauritius or using Staff

FAQEN168
Connect
Prerequisites : Knowledge of leave management - Administrator / Use of Staff Connect V1.0

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).

To do this, go to Settings (1) and select the “Leave types” option (2) from the menu, then edit the
desired leave type by clicking on the edit icon _ (3) in front of the leave type to be modified, then tick
the [X] Can take hourly option (4), and finish by clicking on [Save] button (5).

¥

v

[ save

Leave Type Details

Name Local leaves
Identifier lecal
Code LL
Gender All b
Amount Per Year 22
Stant after months 12 -
Start on 01-01
Ends on 3112
Show in payslip Always nd
Show previous year
Show next year
Calor*
green v
Position

1 -

)

Restrictions
«~" Calculate prorata

«" Can Take Half Day
+ Can take hourly
+" Exclude Holidays
+" Exclude Non-Working/Weekends
Half working weekends
Unused is Camed Forward
Carry Forward Amount 0
First year
000000111111
absent, absence unpaid unpaidleave sick

Description

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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How to request hourly leave in Payroll Mauritius or using Staff FAQEN168
Connect
Prerequisites : Knowledge of leave management - Administrator / Use of Staff Connect V1.0

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]:

& » C
BB & iLovePDF | Online P..

= Staff Connect

/\+ Dashboard
2. Profile

2, Other Infos
(= Timesheet
§52 My Calendar
[2) Paystips

[} Documents

< My Requests

[\ Notifications
92 My Team

(5 scheduler

then select: Request Leave and in the screen that opens, choose: Hourly

MRA - Important D..

23 app.payrolimauritius.com/employee-v2/#/home

& 00020° Mz M kshaya, @R Boite de réception —.

My Salaries

Latest Salary - Jan 2026

Me

Previous Salary - Dec 2025

f 'IIDOETom

0.5 HALFLOCAL - WED 5. NOV

DOE John
0.25 HOURLYLOCAL - WED 5, NOV

[l w« [wl w

Leave Request

Dec 2025

Jane DOE Ashley Mary
Directrice Daily Check-in - Feb 3. 2026

Office

Spain fe =

# REQUEST ‘ ¥ SETTIMEIN
)

You have 2 Requests to Validate Calendar

Leave Type & Dates
Local leaves v
Duration Type
Full Day “i
Full Day ‘
Half Day

&

P
9 10 n 12 13 14

\E‘ 8 19 20 21

22 23 24 25 26 27 28

Qa & O R wk
[ Al Bockmar
‘. Lght ‘ _f_a a Jane DOE

My Leaves BEF 2 A

Local leaves

14.9 Available

Sick Leaves

14 Available

Vacation

30 Available

Off

100 Available

My Latest Requests

dhuda Local - Leave Request

Toe 3 Feb - Th § Feb

Contact Change Reguest
Avenue Dubrewil, PORT LOUS

Change Bank Request

B State Bank of Mauritius. 651652626156
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How to request hourly leave in Payroll Mauritius or using Staff ——
M Connect
Prerequisites : Knowledge of leave management - Administrator / Use of Staff Connect V1.0

Then indicate the start and end times of the leave:

Start Time End Time
Leave & Justifications

15:30 v 16:00 ~

Leave info

0.0625 day, Local Leave Request (0.5 Hours) )
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):

Leave Date
Feb &, 2026 - Feb 4, 2026

Justification
Then, by clicking on [Send Request], the confirmation of sending is ﬁ ‘ Select a file

confirmed:
Comments

Out for 1/2 hour for medical visit

Leave Request

o

Leave request has been sent successfully

r—<mm

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

Ve UMy HRMS ACME Ltd - January 2026 - (01/Jan - 31/Jan)

Employees Perod Salary calculation Reports Emplayer
& New ~ Jan, 2026 FE  Monthly Salary  ~ (& Timesheets ~ |= Reports %C sect G C
L, Action ~ (3} Period settings 2 Close period [ Calculate  ~ ) Settings  ~ (3 Admin onponan

"M ® Employees

Payroll Workflow Timeline

Timesheet Payroll Close Period Pay Salary NSFICSG PAYE PRGF Tin
Ple
- , tim
b » &= > @ 3 $ 3 El 2 3 E
Payslips Missing ale Requests Department * |  Type - e

[ 12113 Paysli TR 1 Missing : [2000] Transport
Paysliy | AUMERRALY Priscilla, DOSINGH

Calculated on: 20/01/2026 [12) E;m?%mmggﬂlgﬁgWEE

BLUEBAY Richard '

Jane DOE 26/01/2026 16:05
Local Leaves: 3 Days

Start Date - 03/02/2026
End Date : 05/02/2026

Available: 15/22 Days

Basic Salary

DOE J, WAGNER R have an
abnormal decrease in basic

salary

Net pay MNet pay
Decremenis Increments

2 by more 1 by more
than -50% than 30%
1 by more 2 by more
than -20% than 5%

f Jane DOE 03/02/2026 17:21
Hourly.lecal leaves: 0.0625 Day

Start Date - 04/02/2026
End Date : 04/02/2026
Start Time : 15:30
End Time : 16:00

0.5 Hour
Qut for 1/2 hour for medical visit

or to be validated by their team or department manager in Staff Connect.
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How to request hourly leave in Payroll Mauritius or using Staff

FAQEN168
Connect
Prerequisites : Knowledge of leave management - Administrator / Use of Staff Connect V1.0

2) In the Employee Timesheet

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

Add leave

7 Validate

Employee:
DOE Jane [00002]

Leave Type:

Local leaves (Available 14,4).

Start Date:
04/02/2026

Start Time:

Day fraction:
0.0625

<=

Amount type:
hourly

End Time:

Select Employee

then click on the [Select Employee] button (2) and choose the relevant employee from the list:

¢

Search

Code

00001
00002
00003
00004
00005
00006
00007
00008
00009
00010

First name
John

Jane
Richard
Priscilla
Vishal
Emilie
Neermala
Simla

Tom

Sylviana

Page 1 of 1

Last name
DCE

DOE 4
WAGNER
AUMERRALY
DOSINGH
MAINGARD
SOWEE
RAMASINGH
DOE
BEEHARRY

e

OK

Post

Senior Architect
Directrice

Technicien

Secrétaire de Direction
Chauffeur

Comptable

Designer

Opératrice

Ingénieur

Chargée Qualité

Displaying 1- 19 0f 19

v
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How to request hourly leave in Payroll Mauritius or using Staff

FAQEN168
Connect
Prerequisites : Knowledge of leave management - Administrator / Use of Staff Connect V1.0

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). hourly h
fullday
And the Start Date (5). halfday

Amount type:

hourly ‘

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.

Then click on [Validate] button (7).

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

A confirmation message will then indicate that the leave has been taken into account for the given
Employee.
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How to request hourly leave in Payroll Mauritius or using Staff

FAQEN168
Connect
Prerequisites : Knowledge of leave management - Administrator / Use of Staff Connect V1.0

Once approved, the leave will appear in the Employee's Timesheet:

@ [RLCTIl  HRMS  ACME Ltd - February 2026 - (01/Feb - 28/Feb)

Employe

Employees Period Salary calculation Reparts
& New Monthly Salary = { Timesheets [ Reports % Common sect
it Action v Close penod T Calculate ¢ Settings

m |1 DOE Jane

|
Department v | Office/Site v
s 01/Feb/2026 - 28/Feb/2026
Group i Day Date WorkLeave Scheduler c
Code Name Sun  01/Feb/26 notworking
& 00001 DOE John Mon  02/Feb/26 working Ebene - Week D...
1 00002 DOE Jane Tue 03Feb/26 warking - D...
I 00003 WAGNER Richa Wed  04/Febi26 working | 0.0625 local D..
1 00004 AUMERRALY Priscilla Thu 05/Feb/26 working -Week D...
% 00005 DOSINGH Vishal ] Fn 06/Feb/26 working Ebene - Week D...
h 00006 MAINGARD Emilie Sat 07/Febl26 notworking
and in his leaves counter:
9 HRMS ACME Ltd - February 2026 - (01/Feb - 28/Feb)
Employees Period Salary calculation Reports Employer
& New - Feb, 2026 ! Monthly Salary  ~ (D) Tmesheets - [= Reports  ~ & Common sect i Company
& Action + Period s ose period [ Calculaste  + (o Setings = GAdmin v o
[T e RS
DOE Jane[00002] & = ] (&) Documents = 53 Staff Connectlogin & Delete
-
Settings Leaves as at current period Leaves Quota Full Year
Leaves settings MName Start Date End Date Allowed Rollover Taken .. Name Given Remainin
Leaves Eligible As From . Local leaves 200 000 4.06 - Localleaves 22 70625 1490
Uitz = Sick Leaves 15.00 000 1.00 0110172026 - 31/12/2026 [+22 / -T.0625] 22 Avail) (149375
Leave category. Sick Bank 0.00 0.00 0.00 +  Sick Leaves 15 14.00
Default ¥ Matemity L 1200 000 0.00 + SickBank 0 0.00
/ LocaliSick Leaves Injury Leave 365,00 000 0.00 4 Matemityl.. 112 1200
and on his payslip:
E
i NET PAY MIUR 95.993.00
Additional Infos. e
| Payment Matnod: Loavés taken (pariod): 0.0828 Iacal 1 0 sick
| Bank Transber AVC: 5454551

75 miek - 15 mllowed /1 lakan | 14 rem

| Mawitios Commarncal Bank
‘Ehu-mwm
in ordler 1o enforce wour rightts, fhis dooumant must be kept for an

local | 22 aliowod / 4 DE25 taken
nom

of ume
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