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How to Sell Leave Days 

1 Check Leave Definition 
Leave days can only be sold in the system if they have been defined as being able to be sold, are available 

(that is leave that has been accrued over time).  

To check if the leave type is defined appropriately for selling we go to Payroll Definition>Leave and 

Overtime menu 

 

If the “Can Sell Leave Days” is marked with a tick that means in the system we can sell off leave days for 

that leave type. 

2 Selling Leave Days 
To sell leave days, access the Employee Data>Leave Days>Sell Leave Days 
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Select the employee whose days we want to sell and ensure they have days they can sell 
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 Assign the sell to the pending period in which the days will be run in the payroll 
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Save the selections. 
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One saved you should now see the leave days sold and the period in which they will be effected in the 

payroll run. The system will calculate the value of the leave days. 

When you run the payroll you should the sold leave days on the payslip as shown below 

 

  


