
1. HOW TO START 

a) To login to the Online Leave System : 

Open Web Browser and enter the URL:leave.intsoft.my 

 

b) To enter to the Login Page: 

 
 

 Staff ID: Helpdesk username 

 Password : 4807 

 Click Login to enter Online Leave System 

 

2. VIEW LEAVE BALANCE 

 

Step 1: Click View -> Click View Leave Balance 

 

View leave balance main will display the following : 

 Leave Type, Entittlement Days, Prorated, Carry Forward and Leave Balance 

 

 

 

leave.intsoft.my


3. APPLY LEAVE/LEAVE PROFILE  

 

Step 1: Click Apply Leave/Leave Profile 

Step 2 : Click + icon  

 

 
 

Step 3 : Choose Leave Type 

Step 4: Select Leave Date and Totals Days will be generated automatically by the system.  

Step 5: Select Name of Relief 

Step 6: This step is required, only if attachments are necessary. Attachments are required for 

verification for the following types of leave. Attachments should be in PDF or JPEG format. Click the 

Browse button to upload the Attachment. 

Step 7: Key in the Reason and click Save to Apply Leave 

 
 

 

 

 

Step 3 

Step 4 

Step 5 

Step 6 

Step 7 

 

*Tick if apply half day 

Step 1 

Step 2 

 



Once the leave is approved, you will receive the following email notification. 

 

 
 If the leave is rejected, you will receive the following email notification. 

 

 Please check your Junk/Spam box if you check not receive 

email in Inbox 
 

4. CANCEL LEAVE APPLICATION 

 

If the staff wishes to cancel the leave applied/Pending 

 Click at cancel icon 

 
 Click OK button 



 
 

 Status change to Canceled 

 

  



 

5. VIEW CARRY FORWARD 

 

Click View -> Click View Carry Forward 

View Carry Forward page will display the following : 

 Carry Forward current year and Carry Forward Forfeit  

 

 

6. Change Profile 

 

Step 1: Click at Staff ID 

Step 2: Click Change Profile 

 

 
Step 3: In the New password field, type your new password. And 

Step 4: In the Confirm Password field, type your new password again, for confirmation. 

Step 5: Click Save button  

Step 1 

Step 2 

 



 

 

 

7. View Holiday 

 

Click View -> Click Holiday 

View Holiday page will display the following : 

 Holiday name, Date, Company and Branch Name 

 

Step 3 

Step 4 

Step 5 

 


