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

Objective

Payroll Mauritius enables employees to request leave by the day or half-day, but also optionally by the
hour (or half-hour) through 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

o save

Leave Type Details

Name Local leaves
Identifier lecal
Code LL
Gender All -
Amount Per Year 2
Start after months 12 -
Staton 01-01
Ends on 3112
Show in payslip Always a
Show previous year
Show next year
Color*
green -
Position

1 -

i

Restrictions

~" Calculate prorata
~" Can Take Half Day
~" Can take hourly
+" Exclude Holidays
+" Exclude Non-Worling/Weekends
Half working weekends
Unused is Camied Forward
Carry Forward Amount 0
First year
0,0,0000,1,1,1,1,1,1
absent, absence unpaid unpaidleave sick

Desc nption

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

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]:
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<« C % app.payrolimauritius.com/employee-v2/#/home a ¥ Im) ﬂ Work
88 & iLovePDF | Onling P... MRA - Important D... & 00020° M z M kshaya @R Boitederéception—.. M e [ Al Bookmar
=  Staff Connect g | o8 & oo
4\ Dashboard
My Salaries EEC My Leaves BE A
B Profite
Latest Salary - Jan 2026 ~ Local leaves
£, Other Infos 3
145 Available
[ Timesheet Previous Salary - Dec 2025 v e
Sick Leaves
322 My Calendar
Dec 2025 4 14 Available
[Z) paystips
Jane DOE Ashley Mary Vacation
[T] Document: . ¢ = =
IRnems Directrice Daily Check-in - Feb 3, 2026 Mg it
<{ My Requests Office -
Spain —— -t Off
[ REQUEST & SETTIME IN 100 Available
[ Motifications —
2 My Team
You have 2 Requests to Validate \ & Calendar a8 My Latest Requests 4 &

(5) Scheduler

DOE Tom <
0.5 HALFLOCAL - WED 5 NOW
DOE John

& 025 HOURLYLOCAL - WED 5, NOV

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

Leave Request X

Leave Type & Dates

Local leaves hd
Duration Type
Full Day ke

Full Day
Half Day

22 23 24 25 26 27 28

ohabs Local - Leave Request
Tue 3 Feb - Thu 5 Felr

Contact Change Request
Avenue Dubreud. PORT LOLIS

Change Bank Request
State Bank of Maurities. 651652626156
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Then indicate the start and end times of the leave:

Start Time End Time
Leave & Justifications

15:30 v 16:00 ~

Leave info

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 &4, 2026 - Feb 4, 2026

Justification

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

confirmed:
Comments

0.0625 day, Local Leave Request (0.5 Hours) )

Leave Request

W

Out for 1/2 hour for medical visit

Leave request has been sent successfully

—r— <

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

Lo AN HRMS ACME Ltd - January 2026 - (01/Jan - 31/Jan)

Employees Penod Salary calculation Reports Employer
8 New - Jan, 2028  FE Monthly Salary ~ (I Timesheets [= Reports  ~ &C sect L Company
iy Action « (2} Period settings Y Close period M Calculate - L Settings ~ () Admin

"Bl m Employees

Payroll Workflow Timeline

Cu

Timesheet Payroll Close Period Pay Salary NSFICSG PAYE PRGF Tin
Ple
= » tim
b v & > ] b & 3 2 2 v 2
Payslips Missing &g Requests Department * | [Type v C
T 1 Missing : [2000] Transport
[ 1213Paysiipscaleulated | | A[MERRALY Priscilla, DOSINGH =

Vishal, MAINGARD Emilie, SOWEE
Neermala, RAMASINGH Simia,
BLUEBAY Richard

Jane DOE 26/01/2026 15:05
Local Leaves: 3 Days

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

Available: 15/22 Days

Calculated on: 20/01/2026 [12]

Basic Salary

DOE J, WAGNER R have an

wmal decrease in basic
salary

Nel pay Net pay
Decremenis Increments

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

/ Jane DOE 03/02/2026 17:21
Hourly.local 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
1 P
“ﬂt:_ly.mmo;: Imb:g;:xe Qut for 1/2 hour for medical vistt

or to be validated by their team or department manager in Staff Connect.
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Once approved, the leave will appear in the Employee's Timesheet:

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

Employees Period Salary calculation Repoarts Employe
8 New { Timesheets ~ [* Reports  ~ & Common sect
& Action m Calculate J_; Settings ¥

B [ DOE.Jane
| e
Depoin v | [Easse " B 01/Febi2026 - 28/Febi2026
Group i Day Date WorkiLeave Scheduler c
Code Name Sun  O1/Febi26 notworking

[ 00001  DOE John Mon  02Feb26 working Ebene - Week D...

100002 DOE Jane Tue  O3Feb/26 working : D..

[, 00003  WAGNER Richa Wed  04/Febi26 working | 0.0625 local D..

[ 00004 AUMERRALY Prscilla Thu  O5Feb/2G working -Week D...

[ 00005  DOSINGH Vishal ' Fi  0B/Febi26 working Ebene - Week D...

[l; 00006  MAINGARD Emilie sat  O7iFen/26 BRI

in his leaves counter:

9 HRMS ACME Ltd - February 2026 - (01/Feb - 28/Feb)

Employees Period Salary calculation Reparts Employer
& New - Feb, 2026 f1  Monthly Salary  ~ (D) Tmesheets - |= Reports - & Common sect i Company
comremaTion
i Action « Period settings Closs period = Calculate - 2 Settings * (% Admin ~
[ [+ e [T
DOE Jane[00002] & = ] (& Documents = £ Staff ConnectLogin & Delete
b s | ot e -
Settings Leaves as at current period Leaves Quota Full Year
Leaves sattings MName Start Date End Date Allowed Rollover Taken .. Name Given T Remainin
Leaves Eligible As From Local leaves 22.00 0.00 4.06 - Local leaves 22 7.0625 1490
Lilkilz L) = Sick Leaves 15.00 000 100 01/01/2026 - 31/12/2026 [+22 / -7.0625] 22 Avai) (149375
Leave category. Sick Bank 0.00 0.00 0.00 +  Sick Leaves 15 1 14.00
Default ¥ Matemity L 1200 000 0.00 + SickBank 0 0 0.00
¥ LocaliSick Leaves Injury Leave 365.00 0.00 000 & Matemityl.. 112 0 12,00
and on his payslip:
1
| NET PAY MR 95.993.00
Additional Infos. [
| Paymont Mathod; Loavés taken (pariod): 0.0828 local | 0 sick
| Banik Tronsher AIC: 5454551 i i I
E s :HM 4 DE25 taken 75 siek - 15 llowed (1 lakan / 14 rem
|

‘Ehu-mwm

in ordler 1o enforce wour rightts, fhis dooumant must be kept for an of ma
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