
Leave Adjustment
HR Ops Guideline



How to log-in to your account

Type your email address

Type your password

Visit to
https://yomaconnect.yoma.com.mm/
login

https://yomaconnect.yoma.com.mm/login


How to look for the employee you want to edit?

Click on the “Employee”



Type name of 
employee you wish 
to search 

Click on the search button



How to look for the Leave balance?

Click on “Service” and move down to 
see the leaves  

May check employee 
name and ID No. here.



Editing employee leave balance

- Make sure employee name and ID are correct. 
- Choose the leave you wish to edit.
- Click (+) or (-) to edit.



How to Increase Available Leave? 

Press “+” to increase 
available leave balance.

Choose “Days Available” to increase number of Available Leaves 

Insert number of leave you want to add

Write reason

Press “Confirm”



How to Reduce Available Leave? 

Press “- ” to Reduce 
Available leave balance.

Choose “Days Available” to reduce number of Available Leaves 

Insert number of leave you want to reduce

Write reason

Press “Confirm”



How to Increase Taken Leave? 

Press “+”

1- Choose “Taken” to 
Increase the Taken 
Leaves 

2- Click to select 
the dates leaves 
were taken

3- Click “OK”

Note

Click on one date and 
may choose half day 

leave; morning or 
evening 

4- Press “Show Preview 
to see the result

5- Preview result

6- Write reason

7- Press “Confirm”



How to Reduce Taken Leave?

Press “-” to delete the 

taken leave. 

Click “Taken”

Press “Show Preview” 
Click “x” on the leave you wish to cancel 

Write reason and click on refresh button

Click “Confirm”



Leave Adjustment History 

Click "View History" button at the end of the leave balance to see 
the history of the adjustment leave from employee profile.



Leave Report Guideline



How to export Leave Report from Yoma Connect? 

1. Click on “Leave” 

2. Click on “Default Benefit” and choose benefit accordingly. 

3. Click on 3 dots on the right side of the screen. 

4. Click Export Excel. 

5. Once the file is ready to be downloaded, click “Download”.

6. Click on the downloaded file and save on your computer.  
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