
Manage Time Off the easy
way with Zoho People 



Strategic planning, policy compliance, data gathering, and requesting
approvals are all crucial elements of a leave management system. Without 
the proper tools, every HR department would drown in a sea of data. Zoho 
People's Leave Management module automates your leave process with an 
intuitive interface.

Customize the leave module with any number of leave types, depending on 
your company's policies. Decide if leave will be paid or unpaid, decide what 
the period of the policy's validity is, and provide a clear description of it.

Create customized leave types

Leave can be broadly broken down by multiple criteria, including time and 
type. Further levels of customization let you decide details such as how leave 
time is accrued, if it's carried over, encashed, or reset at certain points in the 
leave period. You can choose to apply these settings for all employees, or 
just for selected roles and designations, bringing clarity to your records. 

Calculate time off the way you want to



Set restrictions on how each leave policy should be used. Do you want to 
include holidays and weekends, can employees combine two leave types? 
Configure the system to suit your requirements. 



Take control with multi-policy leave types

Zoho People's leave policy lets you chain together multiple policies under a 
single leave type for greater flexibility in how leave days are applicable to 
employees. For example, you can have 2 days of Casual Leave per month 
for the first six months and then automatically increase it to three days after 
that. 

Handle compensatory time off and regularization with no hassles

Employees who work on weekends or holidays can be automatically
credited with extra days off as compensatory offs. You can also set
expiration dates for compensated leave to allow employees to use their 
earned time at their convenience.

The leave and attendance integration automatically notifies employees 
about their leave. This way, employees can convert their absences to leave 
or regularize their missed check-ins.



Sync up holidays with Google Calendar

Organizations that function across different locations, time-zones, and shifts 
can still stay in tune with Zoho People. The Leave module lets you add
location or shift-based holidays and push them to Google calendar, making 
information easily available to all employees.



Gain leave insights with reports

The Loss of Pay (LOP) and Payroll reports will process your payroll flawlessly. 
Managers can get a consolidated view of available members in their
department with the User Availability report, and assign projects to the right 
person. They can also keep up with the ratio of employees on leave and 
rollover status. Employees get an easy, holistic view of their leave situation.



Track leave on the go 

With Zoho People's mobile app for iOS and Android you can request leave 
and get approval notifications, even while you're out of the office



FAQs

1)   What editions are the Leave module available for?

The leave module is available in all editions, including the free plan.

2)  Can I roll over unused leave into the next year?

Yes, leave that has not been utilized can be carried forward into the
following year.

4)  Is it possible to add extra days of leave regardless of the leave policy?

Yes, you can add additional leave days to employees using 'initial balance', 
where you can manually add the number of extra days of leave the
organization bestows to any employee and generate rollover as well.

3)  How do I restrict employees from taking leave during their probation 
period?

You can set leave entitlements based on experience, where new hires can 
be set to have zero days of leave during the probation period.
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