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How to book annual leave 

 
 
Your annual leave must be booked through the on-line intranet portal. 
 
You will need to know: 
 
Your name 
Your date of birth  
Your attendance fob number  
 
Access to the portal can be either from a company pc, a device connected to the company network / wifi,  your 
pc / laptop at home, or your phone / table on your home wifi or 3G/4G connection. 
 
The company intranet home page is  
 
http://info.advancedseals.co.uk (from outside the company network) or http://bogdan (internal) 
 

 
Click on the holiday people icon just below the words “Internal Systems” at the bottom centre of the page. 
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This will bring up the employee selection page 
 

 
 
The first box is a drop down list to select your name 
 

 
 
 
Having selected your name, enter your date of birth in what is called ISO format(YYYYMMDD) and then your 
attendance fob number (it is a 10 digit number which is shown on your HR summary sheet or can be obtained 
from Kate Breakwell, Aaron Criddle or Nick Bridgens).  
 

 
 
And then press “confirm employee details”  



 

 

 

Polymer Works, Hope Street, 
Dudley, West Midlands DY2 8RS 
 
t: 01384 252555 
f: 01384 252373 
e: info@advancedseals.co.uk 

Advanced Seals and Gaskets Limited. Registered in England No 03265619 VAT No 715 3511 61 

http://www.advancedseals.co.uk 

 

If you have entered the details incorrectly you will be presented with this and you will need to start again. 
 

 
 
If you have entered the details correctly you will be presented with your annual calendar  
 

 
 
You can filter the view by selecting a specific month - so you can see what holidays are already planned for 
December (for example)  



 

 

 

Polymer Works, Hope Street, 
Dudley, West Midlands DY2 8RS 
 
t: 01384 252555 
f: 01384 252373 
e: info@advancedseals.co.uk 

Advanced Seals and Gaskets Limited. Registered in England No 03265619 VAT No 715 3511 61 

http://www.advancedseals.co.uk 

 
 

 
You can then press the “Holiday Request” button ….  
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You will be presented with the holiday request page.  
 

 
 
Holidays should be booked using dates in the format DD/MM/YYYY (or use the calendar selection buttons 
alongside the date entry box – far easier!)  
 
On either date, you can select a full day, a morning (AM) or an afternoon (PM). 
 
Examples: 
 
A single afternoon for the 26th June would be booked as 
26/06/2020 PM 
26/06/2020 PM 
 
This will take half a day from your annual allowance. 
 
A holiday starting the lunchtime of the 8th July 25th June returning the same time a week later would be 
08/07/2020 PM 
15/07/2020 AM 
 
This will take 5 days from your annual allowance. 
 
You do not need to work around week ends, statutory or mandatory holidays, so  
21/12/2020 
06/01/2021 
24this a mandatory holiday, 25th and 26th are a weekend, 27th and 28th are Christmas day / Boxing day 
substitutes, 1st and 2nd are a weekend and 3rd is a New Year’s Day substitute so that leaves 21st, 22nd and 23rd, 4th 
5th and 6th taken from your annual leave – 6 days 
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You have the option to enter a reason for the leave request. 
 
Then press submit request. 
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You will then be shown a list of other employees who have also booked off the same days (which may give an 
indication as to whether your annual leave will be approved). 
 
The request is sent to Kate Breakwell for approval and she will notify you in either event, usually within a 
working day. 
 
You should NOT book any holidays or similar until such times as you have a confirmatory email from Kate.  
 

 
 
If you wish to cancel some already booked annual leave, follow the same procedure – enter the existing dates – 
and in the description, put PLEASE CANCEL ANNUAL LEAVE. 
 
If you wish to modify some dates, it is simpler to cancel the entire range and then rebook with the new dates. 
 
Any questions about the booking system should be directed at Nick Bridgens 
(nick.bridgens@advancedseals.co.uk) 
 


