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How to apply for leave in the Online Timesheet System (OTS) 

 
▪ Open the employee portal on your device though your web browser using web address below: 

https://aigts-portal.workforceone.com.au/employee/#/login 

 
▪ Login to OTS Portal using your email and password. Click ‘Sign In’ 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

▪ Click on OTS button. 
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▪ Click on the ‘hamburger’ menu at the top right of the Timesheet Dashboard screen and then select leave 

from menu on left hand side of screen. 

 
▪ To submit a new leave application, click ‘Create Leave’. 

Note  Previous applications can be viewed from within this screen by clicking on the paper icon next to the leave 

application you want view. 

 
▪ Select your hiring (Host name) and Leave Type (e.g. personal leave, annual leave etc.) 

Note: When the leave type is selected the system will display your current leave hours available. This is the 

current leave balance as at the time of submitting your application.  

Note: If you are using more than one type of leave at the same time, a separate application will need to be 

submitted for each leave type. 
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▪ Enter the first and last day of leave. The system will automatically calculate the number of days and hours 

based on 7.6hrs per day. If you need to modify leave hours by day please move to next step. 

 

 

 

 

 

 

 

 

 

 

 
▪ Editing Leave Hours – if you need to amend the hours or remove days from the leave application, ‘tick’ the 

Show All Days box. 

 
 
 
 
 
 
 
 
 

▪ Overwrite the hours against each day as required by double clicking and entering hours manually; or to 

remove the entire day, click ‘don’t include x’. 
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▪ Adding Notes - Notes can be entered as required in the Note field at the bottom of the screen.  

Note: The Notes entered will be visible to both your employer and the supervisor linked to your application. 

 
▪ Uploading an attachment - To upload an Attachment click Browse to Upload and select the file to be 

uploaded. 

Note: The attachment must be in one of the following formats: doc, docx, pdf, jpg, jpeg, bmp, png, txt, rtf 

 
▪ To save the leave application and submit later click on the Save button at the bottom of the screen.  
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▪ To submit your leave application, click the Save & Submit at the bottom of the screen. 

Note: Prior to submitting confirm the supervisor is the person approving your leave application. You can select 

multiple supervisors if applicable by selecting the plus button. 

 
How to view available leave: 
 
▪ From the portal home screen, click on the Leave Available option. 

 

 

 

 

 

 

 

 

 

 

 

 

 
▪ Here you can see what leave you have available. 


