
 

      

Carry Forward Leave Tile 

 

Untaken Annual leave may be carried forward into the first 6 months of the new leave year in exceptional 

circumstances  

 

1. Enter Username and Password – Click on Log On. 

2. Click on the Leave Carry Forward Tile. 

 

 
 

The screen presents below; 

 

 

  



 

3. Select the Reason for Carry Forward Annual leave from the list below; 

 

 
 

 

 Carry Forward Hrs:  - Enter the number of hours that you wish to submit for approval to your Manager. 

Note: It is not possible to enter less than 1 hour of carried forward Leave. 

 From: Displays the start date of the new leave year 01.04.20XX 

 To:  Displays the end date that the leave must be taken 30.09.20XX ( however this may be extended by a 

manager) 

 Annual leave Status Report: This displays the annual leave balance in hours from the Annual leave status 

report and the annual entitlement. 

 Comment: This field allows the user to add text relating to the reason for Carry Forward. 

 

4. Click on  to send these changes to the Manager for approval. 

 

 

“Approver” shows who the request will be sent to and the confirmation of the leave requested i.e. 15.00hrs. 

Note: Annual Leave Carried Forward can be re-submitted if the amount of leave taken has not exceeded the new 

amount being submitted – in this case changes will need to be processed by HR 

  



To check the status of your Carried Forward Leave Request 

1. Click on the Leave Carry Forward Tile. 

 

 
 

2. If your Carried Forward Leave has been approved it appears as follows; 

 

3. If your Carried Forward Leave has been rejected it appears as follows; 

 

4. You should then re-submit your Carried Forward Leave to your manager following update. 


