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Module: m/03/115
‘Submitting an absence or holiday request...”

1. Click on the Absence and Holiday Quick Link.
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2. The Absence and Holiday Management screen appears at the person
last viewed by the user

Absence and Holiday Management g =] @
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3. Click <Find> and search for the person whose entitlements you wish to

view.

Find... l Refresh | Preview... ‘

Close I
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Find: Absence and Holiday Management

Searchfor.  [McCool M|4|»
Search through: IEmponee D L]
Search type: IContains __v__]
A
34 David McCambley tcCambley, David Leaver
35 Leo Cochrane Cochrane, Leo Employe
I 36 Colin tcCool McCabrey, Colin Employe|
37 Michael Finney Finney, Michael Employe:
38 Michael MecCormack tMcCormack, Micha Employe:
39 Jolene Hagen Hagen, Jolene Emplaye:
40 Elaine Simpson Simpson, Elaine Emplaye:
41 David Foster Foster, David Employe:
42 Joanne Hewitt Hewitt, Joanne Employe: «
J | o

4. The person’s absence calendar will appear.

Training module: m-03-115 Submitting and absence or holiday request..

Employee ID: 36 First name: Colin Last name: McCool @ Employee Info...
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5. <Right-click> on the required absence/holiday date and select Absence
statistics...
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I Absence statistics for 'Colin McCool' on 'Thu 24/03/2011'

Absence list for 'Colin McCool'...

E |

6. The next screen displays absences and holidays that have already been

booked on that date. It is possible to view only people that appear in
the persons groups.

] Absence and Holiday Statistics

Anchor date: [Thu24Mar2011 ] Show | 14 dayls) either side of anchor date.  Display rangefs): €) Select ..
Highight [ 5 dayls) either side of anchor date.

=) Department
{811 Vithin Range (0)

Econormic. Development (0)

£ Categ
81 ithin Fange] 1
Monthy (1)

Click <Close> to leave the screen.
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7. To request the absence or holiday, <Right-click> on the required date

and select New...

» “I@ Absence

@] Absence entitlement credit...

» 3

Absence statistics for 'Nathan Price’ on 'Thu 17/11/2011"

Absence list for 'Nathan Price'...

Absence entitlement credits for 'Mathan Price'. ..

» o]

8. Next, the Absence and Holiday Booking form will appear.

Absence Booking - (New)

El5&

Absence to be taken? |

R

Take absence from? [Thu17 Nov 2011 v | upto? |Thu17Nov2011 ~|

(& Statistics...

Entitlement
Entitlement deduction: 0 W (day)

Ab
Absence can only be taken between? | : and | : 2
Maximum absence duration? :

Force absence duration to paid at a specified rate (optional)

Absence duration? | : Absence rate? 84

Authorisation
Authorised by:

Authorisation: IAppvoved L] v Finalised

Employee ID: 305 First name: Nathan Last name: Price

= Options {Essential __________________________________________ Jinfomation |
Caller G Linf b T
Essential v E“l'llf’me"l.
Notepad Absence category? I j (optional] @ No information
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9. Select one of the Absence categories. T7his entry is optional.
(Essential |

General information

&bsence category? I LI

Absence to be taken? [gickhass

Absence Category 03 -
Absence Category 04 :
Absence Category 05 ti
Absence Category 06 =T
Absence Category 07

Absence Category 08 Nt

Take absence from?

Entitlement
Entitlement deduction:

10. Next, select the Absence to be taken.

General information

Absence category? IHoIidayAbsences LI [optional)

Absence to be taken? I L] -

Take absence from? [ Apnyal Leave (Full Day)

Authorised Leave
Entitlement Lieu Day

; - |Lieu Day (1/2 Day)
Entitlement deduction: S A e

Absence restrictions [ __Unpaid Leave [Agency]

11. Now confirm the date range of the absence.

General information

Absence category?  |Holiday Absences v | [aptional)

Absence to be taken? ﬁtnnual Leave [1/2 Day) vl &

Take absence from? |{Thu17 Nov 2011 _v| upto? |Thu17 Nov 2011 v |
& Statistics...

Entitlement
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12.The Absence restrictions enable the user to specify what part of the

day (and for how long), the absence can be taken. 7his entry is
optional.

Explanation: The doctor’s appointment is sometime before lunch and cannot exceed
3 hours.

Absence restrictions [optional)

Ahsence can only be taken between? | and | :
Maximum absence duration? | g

13.Finally, select the Authorisation type. You may find that you cannot
change this entry if your permissions do not allow. Only when an
absence is finalised will an email be sent to the person confirming the
status of the absence or holiday request.

Authorisation

Authorised by:

Authorisation: | Approved LI v Finalised
Incomplete booking
Awaiting decision
Declined

14.Click <Ok> to save the absence request and return to the Absence and
Holiday Management screen.

15.Finally, click <Close> to leave the Absence and Holiday Management
screen.
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