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Module:  m/07/225  

‘Submitting staff absence and holiday requests...’ 
 

 

1. Log into the timeware® PIP (module m/07/110). 
 
 

2. Select Supervisor from the left-hand menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. The Supervisor menu will then appear. 
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4. Next, select Add absence or holiday for employee(s) and select the 

employee(s) from the list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

Press the <Submit Selection> button. 
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5. Next, enter the absence for the employee(s). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Finally, press <Submit Absence>. 
 
 
 
 



 

 

Training module: m-07-225 Submitting staff absence and  
   holiday requests... 

 

 

  

 
 
 
 
 

 
Notes  


