
1. Choose “ Darwinbox “ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

 

 

 

 

 

 

 

 

 



2. Choose “ Leave “ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Show Picture Below. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. The figure below will shows the remaining days 

of our leave. 

 

If employees want to take vacation or business   

leave, sick leave, select the “ Apply “  button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. After pressing the Apply button, it will show the 

image below. 

If we want to leave , we select the Drop down 

button to show the nature of the leave. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6. from the figure below If we choose to take 

annual leave Let us choose the leave date. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



7. The result is shown in the figure below. 
 

 

 

 

 

 

 

 

 

 

 

 

8. If employees want to take half-day leave, let 

employees choose whether to be half-day morning 

or half-day afternoon. 
 

 

 

 

 

 

 

 

 

 

 



9. When finished, press Apply and wait for Approve. 


