
USER MANUAL TO APPLY
“SELF-ISOLATION/QUARANTINE” NOTICE

(SELF-SERVICE USER)



For Self Service Users (Employment type: Tetap)
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Enter Start Date and End Date for 
self-isolation duration 

Step  1

Choose :
Filter by type: Non-Accumulating Leaves
Absence Name: Other Leaves
Reason: Self-Isolation/Quarantine

Step  2

Step  4

Select Approver and click 
‘Confirm Approver’

Step  5

Fill the Self-Isolation details in the provided 
comment section

Menu Path : Self Service > Time Reporting > ReportTime > Request Absence 

Click ‘Calculate Duration’, and check 
that duration is correct (14 days)

Step  3



For Self Service Users (Employment Type: Daily Paid/Contract)
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Enter Start Date and End Date for 
self-isolation duration

Step  1

Choose :
Filter by type: Medical Leave
Absence Name: Self Isolation/Quarantine

Step  2

Step  4

Select Approver and click 
‘Confirm Approver’

Step  5

Fill the Self-Isolation details in the provided 
comment section

Menu Path : Self Service > Time Reporting > ReportTime > Request Absence 

Click ‘Calculate Duration’, and check 
that duration is correct (14 days)

Step  3


