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Introduction 
This guide covers key tasks for employees who hold multiple assignments in requesting leave system 
process.  
 

Before You Begin 

1. It is your responsibility to check that your annual leave balance is accurate and to speak to your 
line manager (or school/department administrator) if you think it is incorrect. Before querying 
anything, it is important to make sure that all annual leave dates have been entered on the 
system.   

2. The Annual Leave Policy states you can’t carry over a negative leave balance into the following 
year, i.e. you can’t borrow leave from the next year’s allowance. The system is set up to prevent 
anyone going into a negative balance and will show an error where this occurs.   

3. If you have any questions about your annual leave balance please speak to your line manager or 
school/department administrator.  

4. Check that you have enough remaining leave for the year before applying for more leave by 
checking your Absence Balance.  

5. While amending any leave, please note that you can quickly find the absence you’re looking for, 
enter the type of the absence into the keyword search bar or filter by status on the absence 
page.   

6. You can record an absence that overlaps with an existing absence as long as the respective 
assignments are different. The application will not look for overlaps occurring across two 
different assignments.  

 
  

https://www.ed.ac.uk/human-resources/policies-guidance/a-to-z-of-policies-and-guidance
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In Brief 

This section is a simple overview and should be used as a reminder. More detailed information, 
screenshots and tips is provided within the ‘In Detail’ section. 
 

Scenario 1: Requesting leave for 1 day on all assignments 
This applies to an employee who usually works both assignments on the day the absence is to be applied.  

1. From the dashboard, click on Me, then Time and Absences.  
2. Click on Add Absence.  
3. Select the relevant Absence Type.  
4. Enter the Start Date and End Date.   

This should auto populate the correct hours across all assignments.  
5. Enter Comments and Attachments where relevant.  
6. Click on Submit.   

 
Scenario 2: Requesting leave for 1 day on one assignment 
This applies to a user who only works one assignment on the day the absence is to be applied.  

1. From the dashboard, click on Me, then Time and Absences.  
2. Click on Add Absence.  
3. Select the relevant Absence Type.  
4. Click on the Personal Job Title drop down list and select the assignment you want to make a 

request for.  
5. In the Dates section, enter the Start Date of the absence (the End Date field will automatically 

populate with the same date as the Start Date). The Duration field will automatically populate 
with the total hours that are being requested for that assignment. 

3. You can check the hours by clicking on the Show individual dates toggle. 
4. In the Details section, enter any relevant Comments or upload any documents as an Attachment. 
5. Click on Submit at the top of the page to complete the request.  

 
Scenario 3: Requesting leave for less than 1 day on one assignment 
This applies to any scenario for multi assignment holders where the absence hours differ from the normal 
hours worked. 

1. From the dashboard, click on Me, then Time and Absences.  
2. Click on Add Absence.  
3. Select the relevant Absence Type.  
4. Click on the Personal Job Title drop down list and select the assignment you want to make a 

request for.   
5. Then, enter the Start Date (the End Date field will automatically populate with the same date as 

the Start Date). This should automatically populate the absence Duration to reflect the correct 
number of hours for that assignment. 

6. To adjust the hours, overwrite the number in the Start Date Duration field.  
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7. Click on the Submit button at the top of the page. 
 

Scenario 4: Requesting leave for more than 1 day across all assignments 
This applies to an employee who usually works both assignments on every day the absence is to be 
applied.   

1. From the dashboard, click on Me, then Time and Absences.  
2. Click on Add Absence.  
3. Select the relevant Absence Type.  
4. Leave the Personal Job Title field blank. This ensures that the request includes all assignments in 

the request. 
5. In the Dates section, enter the Start Date and End Date. This should auto populate the correct 

hours across all assignments.  
6. Click on the Show individual dates toggle to view how many hours will be requested for each 

assignment. The assignment job title will be shown above each date. 
7. In the Details section, enter any relevant Comments and/or Attachments. 
8. Click on Submit at the top of the page to complete the request.  

 

Scenario 5: Requesting leave for more than 1 day when the employee does not work in 
every assignment for every day 
If hours apply in one assignment only for any part of the absence they must use the Show individual dates 
toggle to input separately for each day.  

1. From the dashboard, click on Me, then Time and Absences.  
2. Click on Add Absence.  
3. Select the relevant Absence Type.  
4. Click on the Personal Job Title drop down list and select the assignment you want to make a 

request for.   
5. In the Dates section, enter the Start Date and End Date of the absence. The Duration field will 

automatically populate with the total hours that are being requested for that assignment. 
6. Click on the Show individual dates toggle to view the hours requested for each day. Adjust the 

hours if required by clicking on the pencil icon.  
7. In the Details section, enter any relevant Comments and/or Attachments. 
8. Click on Submit at the top of the page to complete the request.  

 

Scenario 6: Requesting leave for a non-working day 
This applies to an employee who swaps their shift and the absence hours need to be applied to a ‘non-
working day’.  

1. From the dashboard, click on Me, then Time and Absences.  
2. Click on Add Absence.  
3. Select the relevant Absence Type.  
4. Click on the Personal Job Title drop down list and select the assignment you want to make a 

request for.   
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5. Enter the Start Date. You will get a notification saying ‘Not a scheduled work day’, setting the 
Absence Duration to 0 hours.  

6. Click on the Show individual dates toggle.  
7. Click on the pencil icon to adjust the hours. 
8. Overwrite the hours in the Duration field and click Save. 
9. In the Details section, enter any relevant Comments and/or Attachments. 
10. Click on Submit at the top of the page to complete the request.  

 
Scenario 7: Requesting leave for any number of hours more or less than the scheduled 
hours per day 
This is applicable for any length of absence and, as the system won’t know which assignment to apply the 
amended hours to, you will need to use the Show individual dates toggle.  
 

1. From the dashboard, click on Me, then Time and Absences.  
2. Click on Add Absence.  
3. Select the relevant Absence Type.  
4. Leave the Personal Job Title field blank. 
5. Enter the Start Date. You will get a notification saying ‘Not a scheduled work day’, setting the 

Absence Duration to 0 hours.  
6. Click on the Show individual dates toggle.  
7. Click on the pencil icon to adjust the hours. 
8. Overwrite the hours in the Duration field and click Save. 
9. To add more dates, click on the + Add button. 
10. A pop up menu will appear on the right hand side of the screen. Select the assignment you would 

like to request leave for from the Personal Job Title drop down list. 
11. Enter the Start Date. Amend the Start Date Duration field if required and click Save. 
12. In the Details section, enter any relevant Comments and/or Attachments. 
13. Click on Submit at the top of the page to complete the request.  
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In Detail 
This section provides the detailed steps and includes relevant screenshots from the system. 
 

Scenario 1: Requesting leave for 1 day on all assignments 
This applies to an employee who usually works both assignments on the day the absence is to be applied.  
 

1. From the dashboard, click on Me, then Time and Absences.

 
 

2. Click on Add Absence.    
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Note: you can also select Absence Balance to check how much leave you have left to use. Here, you 
can select As of Today (today’s date) or Last Calculation date (until the end of the year including 
pre-booked holidays such as Christmas holidays), the default view will be Last Calculation Date.  
  

3. Select the relevant Absence Type. 

 
 

4. In the Dates section, enter the Start Date (the End Date field will automatically populate with the 
same date as the Start Date). This should automatically populate the correct hours across all 
assignments.  

 
 

5. Click on the Show individual dates toggle to view how many hours will be requested for each 
assignment. The assignment job title will be shown above each date. 
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6. If you are requesting Annual Leave, there will be a Projected Balance field under the Show 
individual dates toggle. This field only shows you what your Annual Leave Balance is with effect 
from the End Date you have entered and does not take into account any future leave after the End 
Date you have entered.  

 
 

7. In the Details section, enter any relevant Comments and/or Attachments. 
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8. Click on Submit at the top of the page to complete the request.  
 
Note: The Save and Close and Save buttons will save this absence in draft state only. Please ensure 
to Submit it once all the details have been added.   
  

  

 
The request will be sent to your Line Manager for approval. Once your manager has approved the 
request, the status of the absence will change from ‘Awaiting Approval’ to ‘Scheduled’. 
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Scenario 2: Requesting leave for 1 day on one assignment 
This applies to a user who only works one assignment on the day the absence is to be applied.  
 

1. From the dashboard, click on Me, then Time and Absences.

 
 

2. Click on Add Absence.    

 
Note: you can also select Absence Balance to check how much leave you have left to use. Here, you 
can select As of Today (today’s date) or Last Calculation date (until the end of the year including 
pre-booked holidays such as Christmas holidays), the default view will be Last Calculation Date.  
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3. Select the relevant Absence Type. 

 
 

4. Click on the Personal Job Title drop down list and select the assignment you want to make a 
request for.  The example below shows that this employee has two assignments.  
 
Note: In-active assignments may appear in the drop down list, therefore, please ensure you’ve 
selected an active assignment. 
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5. In the Dates section, enter the Start Date of the absence (the End Date field will automatically 
populate with the same date as the Start Date). The Duration field will automatically populate 
with the total hours that are being requested for that assignment. 

   
 

6. You can check the hours by clicking on the Show individual dates toggle. 
 
The screenshot below demonstrates that the hours are only being requested for their ‘Domestic 
Assistant’ assignment and not their ‘Domestic Assistant-2’ assignment. 
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7. If you are requesting Annual Leave, there will be a Projected Balance field under the Show 
individual dates toggle. This field only shows you what your Annual Leave Balance is with effect 
from the End Date you have entered and does not take into account any future leave after the End 
Date you have entered.  

 
 

8. In the Details section, enter any relevant Comments or upload any documents as an Attachment. 
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9. Click on Submit at the top of the page to complete the request.  
 
Note: The Save and Close and Save buttons will save this absence in draft state only. Please ensure 
to Submit it once all the details have been added.   

 

 
  
The request will be sent to your Line Manager for approval. Once your manager has approved the 
request, the status of the absence will change from ‘Awaiting Approval’ to ‘Scheduled’. 
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Scenario 3: Requesting leave for less than 1 day on one assignment 
 

This applies to any scenario for multi assignment holders where the absence hours differ from the normal 
hours worked. 
 

1. From the dashboard, click on Me, then Time and Absences.

 
 

2. Click on Add Absence.    

 
Note: you can also select Absence Balance to check how much leave you have left to use. Here, you 
can select As of Today (today’s date) or Last Calculation date (until the end of the year including 
pre-booked holidays such as Christmas holidays), the default view will be Last Calculation Date.  
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3. Select the relevant Absence Type. 

 
 

4. Click on the Personal Job Title drop down list and select the assignment you want to make a 
request for.  The example below shows that this employee has two assignments. 

 
Note: In-active assignments may appear in the drop down list, therefore, please ensure you’ve 
selected an active assignment. 
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5. Then, enter the Start Date (the End Date field will automatically populate with the same date as 
the Start Date). This should automatically populate the absence Duration to reflect the correct 
number of hours for that assignment.  

 
 

6. To adjust the hours, overwrite the number in the Start Date Duration field.  
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7. If you are requesting Annual Leave, there will be a Projected Balance field under the Show 
individual dates toggle. This field only shows you what your Annual Leave Balance is with effect 
from the End Date you have entered and does not take into account any future leave after the End 
Date you have entered.  

 
 

8. In the Details section, enter any relevant Comments and/or Attachments. 

 
 

9. Click on the Submit button at the top of the page. 
 

Note: The Save and Close and Save buttons will save this absence in draft state only. Please ensure 
to Submit it once all the details have been added.   
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The request will be sent to your Line Manager for approval. Once your manager has approved the 
request, the status of the absence will change from ‘Awaiting Approval’ to ‘Scheduled’. 

 

Scenario 4: Requesting leave for more than 1 day across all assignments 
This applies to an employee who usually works both assignments on every day the absence is to be 
applied.   

1. From the dashboard, click on Me, then Time and Absences.
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2. Click on Add Absence.    

 
Note: you can also select Absence Balance to check how much leave you have left to use. Here, you 
can select As of Today (today’s date) or Last Calculation date (until the end of the year including 
pre-booked holidays such as Christmas holidays), the default view will be Last Calculation Date.  

 
3. Select the relevant Absence Type. 

 
 

4. Leave the Personal Job Title field blank. This ensures that the request includes all assignments in 
the request. 
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5. In the Dates section, enter the Start Date and End Date. This should auto populate the correct 
hours across all assignments.  

 
 

6. Click on the Show individual dates toggle to view how many hours will be requested for each 
assignment. The assignment job title will be shown above each date. 
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7. If you are requesting Annual Leave, there will be a Projected Balance field under the Show 
individual dates toggle. This field only shows you what your Annual Leave Balance is with effect 
from the End Date you have entered and does not take into account any future leave after the End 
Date you have entered.  

 
 

8. In the Details section, enter any relevant Comments and/or Attachments. 

 
 

9. Click on Submit at the top of the page to complete the request.  
 
Note: The Save and Close and Save buttons will save this absence in draft state only. Please ensure 
to Submit it once all the details have been added.   
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The request will be sent to your Line Manager for approval. Once your manager has approved the 
request, the status of the absence will change from ‘Awaiting Approval’ to ‘Scheduled’. 
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Scenario 5: Requesting leave for more than 1 day when the employee does not work in 
every assignment for every day 
If hours apply in one assignment only for any part of the absence they must use the Show individual dates 
toggle to input separately for each day.  
 

1. From the dashboard, click on Me, then Time and Absences.

 
2. Click on Add Absence.    
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Note: you can also select Absence Balance to check how much leave you have left to use. Here, you 
can select As of Today (today’s date) or Last Calculation date (until the end of the year including 
pre-booked holidays such as Christmas holidays), the default view will be Last Calculation Date.  

 
3. Select the relevant Absence Type. 

 
 

4. Click on the Personal Job Title drop down list and select the assignment you want to make a 
request for.  The example below shows that this employee has two assignments. 

 
Note: In-active assignments may appear in the drop down list, therefore, please ensure you’ve 
selected an active assignment. 

 
 

  



   

 

Page 27 of 43 
PM1174 

25B V2.0 June 2025 

 

5. In the Dates section, enter the Start Date and End Date of the absence. The Duration field will 
automatically populate with the total hours that are being requested for that assignment. 

 
 

6. Click on the Show individual dates toggle to view the hours requested for each day. Adjust the 
hours if required by clicking on the pencil icon.  
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7. If you are requesting Annual Leave, there will be a Projected Balance field under the Show 
individual dates toggle. This field only shows you what your Annual Leave Balance is with effect 
from the End Date you have entered and does not take into account any future leave after the End 
Date you have entered.  

 
 

8. In the Details section, enter any relevant Comments and/or Attachments. 
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9. Click on Submit at the top of the page to complete the request.  
 
Note: The Save and Close and Save buttons will save this absence in draft state only. Please ensure 
to Submit it once all the details have been added.   

 
  

The request will be sent to your Line Manager for approval. Once your manager has approved the 
request, the status of the absence will change from ‘Awaiting Approval’ to ‘Scheduled’. 
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Scenario 6: Requesting leave for a non-working day 
This applies to an employee who swaps their shift and the absence hours need to be applied to a ‘non-
working day’.  
 

1. From the dashboard, click on Me, then Time and Absences.

 
2. Click on Add Absence.    

 
Note: you can also select Absence Balance to check how much leave you have left to use. Here, you 
can select As of Today (today’s date) or Last Calculation date (until the end of the year including 
pre-booked holidays such as Christmas holidays), the default view will be Last Calculation Date.  
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3. Select the relevant Absence Type. 

 
 

4. Click on the Personal Job Title drop down list and select the assignment you want to make a 
request for.  The example below shows that this employee has two assignments. 

 
Note: In-active assignments may appear in the drop down list, therefore, please ensure you’ve 
selected an active assignment. 
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5. Enter the Start Date. You will get a notification saying ‘Not a scheduled work day’, setting the 
Absence Duration to 0 hours.  

 
 

6. Click on the Show individual dates toggle.  
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7. Click on the pencil icon to adjust the hours. 

  
 

8. Overwrite the hours in the Duration field and click Save. 
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9. If you are requesting Annual Leave, there will be a Projected Balance field under the Show 
individual dates toggle. This field only shows you what your Annual Leave Balance is with effect 
from the End Date you have entered and does not take into account any future leave after the End 
Date you have entered.  

 
 

10. In the Details section, enter any relevant Comments and/or Attachments. 
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11. Click on Submit at the top of the page to complete the request.  
 
Note: The Save and Close and Save buttons will save this absence in draft state only. Please ensure 
to Submit it once all the details have been added.   

 
  

The request will be sent to your Line Manager for approval. Once your manager has approved the 
request, the status of the absence will change from ‘Awaiting Approval’ to ‘Scheduled’. 
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Scenario 7: Requesting leave for any number of hours more or less than the scheduled 
hours per day 
This is applicable for any length of absence and, as the system won’t know which assignment to apply the 
amended hours to, you will need to use the Show individual dates toggle.  
 

1. From the dashboard, click on Me, then Time and Absences.

 
 

2. Click on Add Absence.    

 
Note: you can also select Absence Balance to check how much leave you have left to use. Here, you 
can select As of Today (today’s date) or Last Calculation date (until the end of the year including 
pre-booked holidays such as Christmas holidays), the default view will be Last Calculation Date.  
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3. Select the relevant Absence Type. 

 
 

4. Leave the Personal Job Title field blank. 
 

5. Enter the Start Date. You will get a notification saying ‘Not a scheduled work day’, setting the 
Absence Duration to 0 hours.  
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6. Click on the Show individual dates toggle.  

 
 

7. Click on the pencil icon to adjust the hours. 
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8. Overwrite the hours in the Duration field and click Save. 

 
 

9. To add more dates, click on the + Add button. 
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10. A pop up menu will appear on the right hand side of the screen. Select the assignment you would 
like to request leave for from the Personal Job Title drop down list. 

 
 

11. Enter the Start Date. Amend the Start Date Duration field if required and click Save. 
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12. If you are requesting Annual Leave, there will be a Projected Balance field under the Show 
individual dates toggle. This field only shows you what your Annual Leave Balance is with effect 
from the End Date you have entered and does not take into account any future leave after the End 
Date you have entered.  

 
 

13. In the Details section, enter any relevant Comments and/or Attachments. 

 
 

14. Click on Submit at the top of the page to complete the request.  
 
Note: The Save and Close and Save buttons will save this absence in draft state only. Please ensure 
to Submit it once all the details have been added.   
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The request will be sent to your Line Manager for approval. Once your manager has approved the 
request, the status of the absence will change from ‘Awaiting Approval’ to ‘Scheduled’. 
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