
How to Guide: How to book Leave



Navigate to payspace.com1

Click on “Client Login”2

Enter your Shofar email and 
click “Next”
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Enter your Shofar password 
and click “Login”
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Navigate to “Apply” or “Off 
sick”
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Select the leave type you wish 
to book
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Complete the rest of the 
leave details and click 

“submit”
Sick letters can be attached 

by clicking on the “Select file” 
button
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