THE UNIVERSITY of EDINBURGH

System User Guide

Employee Guide to Family Leave

We realise this formatting may not be accessible for all — to request this document in an alternative format
please email hrhelpline@ed.ac.uk.
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Introduction

This guide covers key tasks for Employees in the ‘Family Leave’ system process.

Assumed Knowledge:
1. Employee needs to be aware of the various absence types.
2. Multi-assignments holders need to submit this leave at assignment level as emergency time off for

dependants is applied across all assignments.

Please familiarise yourself with the Family Leave Policies.

You can check what maternity options are available to you in the Maternity Calculator within People &
Money without submitting a maternity leave request. To use the Maternity Calculator

1. Loginto People and Money
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2. Click on Me
3. Click on Maternity Calculator

Employees on Guaranteed Hours Contracts and those due to end employment due to redundancy should
contact HR for pay options instead of using the calculator. You can contact HR by raising a Service Request in
People and Money. Guidance on how to do that can be found here (under My Knowledge and Service
Requests heading).

For all situations other than unpaid parental leave, once the application has been submitted the Line
Manager will receive a notification of the application. For parental leave the Line Manager will not only
receive a notification, they will need to approve the leave.

Line Managers may request you delay your parental leave.

Any existing absences (such as annual leave) that have dates that overlap with the leave request should be
deleted prior to processing the absence. Please see the section, ‘Edit an Absence before the Start Date’ for
further information.

To read supporting guidance please review the relevant End to End Process User Guides.
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In Brief

This section is a simple overview and should be used as a reminder. More detailed information on each
outcome is provided later in this guide.

How to Submit a Maternity Leave Request

Please do not start this task until you have ALL the information required including your MAT B1.

1. From the Homepage navigate to Me and select the Time and Absences app

2. Choose Existing Absences and withdraw any absences that fall within the planned maternity
dates.
Go back to Time and Absences and then Add Absence.
Add a request for maternity leave.
Enter expected date of childbirth, planned start and end dates.
Confirm your maternity payment choice by selecting 1, 2 or 3 from the Reason dropdown.
Upload the MAT B1 form to the Attachment section of the page and add any appropriate
comments.
8. Press Submit.

Nouvsw

How to Amend Maternity Leave Dates
1. From the Homepage navigate to Me and select the Time and Absences app
2. Choose Existing Absences.
3. Choose the maternity absence record you want to amend and click the pencil icon.
4. Edit the maternity dates then Submit.

How to Submit an Application for Unpaid Paternal Leave
1. From the Homepage navigate to Me and select the Time and Absences app.
2. Click on Add Absence.
3. Choose Absence Type Unpaid Parental Leave from the drop-down menu
4. Add the Start and End Dates and any comments required and Submit.

How to Submit an Application for Partner Leave
1. From the Homepage navigate to Me and select the Time and Absences app
2. Click on Add Absence.
3. Choose Partner Birth or Partner Adoption (as appropriate) from the Absence Type drop-down
menu.
4. Enter the Expected Childbirth Date and the Planned Start and End Dates.
5. Add any appropriate comments or attachments and Submit.

Once the Actual Childbirth Date, Actual Start Date and Actual End Dates are known, you must go back in to
the absence in People and Money and complete those fields.

How to Submit an Application for Adoption and Surrogacy Leave

We are aware that the field names within the Adoption and Surrogacy Leave screens may not fit the
employee’s individual circumstances. Please refer to Appendix 1 at the end of this document, as well as the
End to End Process User Guide.

1. From the Homepage navigate to Me and select the Time and Absences app.
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2. Choose Existing Absences and withdraw any absences that fall within the planned adoption or

surrogacy dates.

Go back to Time and Absences and then Add Absence.

Choose Surrogacy and Adoption from the Type drop-down list.

5. Enter the Expected Placement Date, Planned Start Date, Planned End Date and Placement Match
Date.

6. Select the Reason (pay option) from the drop-down list

7. Upload the MATB1 or evidence that you have been matched with a child to the attachments
section and add any appropriate comments.

8. Click on the Submit button.

»w

Editing an Absence Before the Start Date
1. From the Homepage navigate to Me and select the Time and Absences app.
2. Choose Existing Absences and locate the relevant absence request.
3. Click the pencil icon, amend the leave dates and Submit.

Withdrawing an Absence Request before the Start Date
1. From the Homepage navigate to Me and select the Time and Absences app.
2. Choose Existing Absences and click on the pencil icon.
3. Click Withdraw to remove any unwanted planned absence.

Requesting Emergency Time Off for Dependants
1. From the Homepage navigate to Me and select the Time and Absences app.
2. Click on Add Absence and select Emergency Time off for Dependants.
3. Enter the Start and End Dates, select the Reason Paid Leave and attach supporting
documentation if applicable.
4. Then, click Submit.

Cancelling a Request for Emergency Time Off for Dependants
1. From the Homepage navigate to Me and select the Time and Absences app.
2. Select Existing Absences and click on the pencil icon next to the leave request you would like to
cancel.
3. Click on Withdraw from the top of the page. The status of the leave request will change to
“Awaiting withdrawal approval” and updates to “Withdrawn” when it is authorised.

Amending a Request for Emergency Time Off for Dependants
1. From the Homepage navigate to Me and select the Time and Absences app.
2. Select Existing Absences and click on the pencil icon next to the leave request you would like to
amend.
3. Amend the absence details, attach supporting documentation if applicable and click Submit.
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In Detail
This section provides the detailed steps and includes relevant screenshots from the system.

How to Submit a Maternity Leave Request
Please do not start this task until you have ALL the information required including your MATB1.
1. From the Homepage navigate to Me then click Time and Absences.

THE UNIVERSITY
of EDINBURGH

Me Help Desk

QUICK ACTIONS

-_—
AL

®©

Personal Skills @ Leaming Current Jobs
Information Q

= -

2. Choose Existing Absences and look for any planned absences that are scheduled during the proposed
maternity leave.

THE UNIVERSITY
of EDINBURGH

< Time and Absences

BB

Bertie Beetroot

e Current Time Card Existing Time Cards [= 8 Team schedule

Open your current time card Access all of your time cards View your team's shifts and absences

s,
Add Absence Absence Balance Existing Absences

Request an absence and submit for Review current plan balances and View. change or withdraw existing
approval absences taken or requested absence requests
_—
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3.

In this example the employee has 14 hours of Other Paid Leave requested for October. To view the
absenc in more detail, click the pencil icon.

THE UNIVERSITY
of EDINBURGH

< pp Existing Absences

Bertie Beetroot

Search by type

Date21/11/2024 X  Status  Clear (1)

Add Absence SortBy v ‘
Annual Leave 31/12/2025 - 31/12/2025 Y
Graphic Designer 7 Hours
Annual Leave 26/12/2025 - 26/12/2025 Scheduled Va

Annual Leave 25/12/2025 - 25/12/2025 7

Graphic Designer

Annual Leave 24/12/2025 - 24/12/2025 Scheduled Ve

Graphic Designer

Other Paid Leave 15/10/2025 - 16/10/2025

Graphic Designer 14 Hours

Annual Leave 11/06/2025 - 11/06/2025 [ withdrawn ]

Graphic Designer 7 Hours

Any absences (including annual leave) that are planned at the same time as proposed maternity leave
need to be cancelled. Click Withdraw to remove the absence entry.

— \> THE UNIVERSITY ;
of EDINBURGH Al

BB Edit Absence Withdraw m

Bertie Beetroot

Absence Type Personal Job Title
Other Paid Leave Graphic Designer
Dates
Start Date Start Date Duration
15/10/2025 7.00
Open ended
End Date End Date Duration
16/10/2025 7.00

You will see the leave status changes to Withdrawn. Now the maternity request can be
submitted.

Click the back button to return to the Time and Absences screen and then Add Absence.

From the drop-down list select Maternity.
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THE UNIVERSITY
of EDINBURGH

AA New Absence Save and Close

Audrey Aubergine

i I:I

Annual Leave

Emergency Time off for Dependants =
s he details of your absence here.

Maternity

Other Paid Leave
Partner Adoption
Partner Birth
Special Paid Leave

Surrogacy and Adoption

If you have multiple assignments, you can either
a. Select a specific assignment from the Personal Job Title drop down list. Note: In-active
assignments may appear in the drop down list, therefore, please ensure you’ve selected an
active assignment.
OR
b. Leave the Personal Job Title field blank to request leave across all of your assignments.

In the Dates section, complete the fields with as much detail as possible.

AA New Absence Cancel Save and Close Save m

Audrey Aubergine

Absence Type

Maternity
Dates
Expected Childbirth Date
o g Actual Childbirth Date
Won't return to work Planned Start Date
lanned Start Dz
‘ 1/09/2025
lani
Actual Start Date ;76%;%?:
Planned Duration
Actual End Date 365 Calendar Days

Expected Childbirth Date — Using the drop-down calendar enter the estimated due date as
per your MATB1.
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10.

Actual Childbirth Date — Can be completed at a later date by a Line Manager, not mandatory
at time of request.

Planned Start Date/Planned End Date — Enter your current planned start and end date, these
can be changed at a later date if needed. If you do not currently know the end date enter 52
weeks from the start date as this is the maximum time allowed.

Actual Start Date/Actual End Date — Should your planned start and end date change your
Line Manager will override them by entering the definite dates here. It will then be these
dates that payroll will use to manage your maternity pay. No need to complete at the time of
requesting leave.

In the Details section choose Option 1, 2 or 3 from the dropdown. These correlate to the options
around how you wish to receive your maternity pay.

Should you wish to change your mind at a later date you can do so however to complete the
request you must indicate your preferred option at this stage.

Actual Start Date 31/08/2026
Planned Duration
Actual End Date 365 Calendar Days
Details
Reason
e EI Notfcation Date
Option 1
Option 2

Option 3

Drag and Drop
Select or files here
URL Add URL

Legislative information

Qush/ying Sesk Override Average Weekly Earnings
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11. The final step is to upload your MATB1 form. Either click to upload the file or drag the file into the

Attachments space.
Details
RO“;:‘I’C']'n 3 - Notification Date
Comments
Attachments
Drag and Drop
Select or drop files here
URL Add URL
Legislative information
RESIV R Mee X Override Average Weekly Earnings

Additional information

12. When you have completed all fields press Submit at the top of the page. The request will be
sent to your Line Manager for approval via notification.

Once your Line Manager has approved your maternity leave, HR Operations will pick up the
request and carry out some checks before issuing confirmation of arrangements in writing.

Note: Selecting Save and Close will not submit the application, it will save it as a draft.

THE UNIVERSITY
of EDINBURGH

AA New Absence Cancel Save and Close
Audrey Aubergine

Absence Type

Maternity N
Dates

Expected Childbirth Date

1/10/2025 ‘ Actual Childbirth Date
Won't return to work ———
@ 1/09/2025

Actual Start Date ?i}"&gﬁ%‘;ﬁ“

How to Amend Maternity Leave Dates
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1. From the Home page open the Me section, then click Time and Absences.

2.

_ g THE UNIVERSITY
=XaY: of EDINBURGH

QUICK ACTIONS

Additional Person Info

Personal Details

Contact Info
»
Family and Ei

y Organization Chart

Show More

Choose Existing Absences.

THE UNIVERSITY
of EDINBURGH

< Time and Absences

e Current Time Card

Open your current time car

oy
E'_I' Add Absence

Request an absence and submit for

approval

-_—
il

Directory

Personal E Leaming Current Jobs
Information

—
[ ¥ T
\ Annual Review
Ci Record

BB

Bertie Beetroot

Existing Time Cards [= ) Team schedule

Access all of your time cards View your team’s shifts and absences

Absence Balance Existing Absences

Review current plan balances and View. change or withdraw existing
absences taken or requested absence requests

Choose the maternity absence record and click the pencil icon to edit. To quickly find the absence
you’re looking for, you can search by type or filter by the status of the absence.

Note: the default date filter under the search bar cannot be removed, however, it can be changed to
show a different period of time by clicking on it and amending the Start and End Dates.
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< pa Existing Absences

Audrey Aubergine

Search by type

Date 21/11/2024 X Status Clear (1)

Annual Leave 3_&{»1';2/2025 -31/12/2025

Annual Leave 38{1“72/2025 -30/12/2025 m

Annual Leave 32{%3/2025 -29/12/2025 [ withdrawn ]

Annual Leave 26/42/2025526/12/2025

Annual Leave 25/12/2025-25/12/2025

Annual Leave T2‘4‘/1‘.2/2025 -24/12/2025

s
Annual Leave 1‘\?{??/2025 -30/05/2025 Ve

In Edit Absence, edit the maternity dates and Submit.
AA Edit Absence Cancel | | withdraw

Audrey Aubergine

Absence Type
Maternity

Dates

Expected Childbirth Date

7/06/2025 Actual Childbirth Date

Wwon't raturn to work

»

Planned Start Date
2/06/2025

< May 2025 >

Actual Start Date s M T w T F s

Actual End Date

1 12 13 14 15 16 17

Actual Duration

0 Calendar Days 18 19 20 21 22 23 24

25 26 27 28 29 30 31
Details

Your Line Manager will receive a notification with the new absence dates. Once approved, HR
Operations will then pick up the request and carry out some checks before issuing confirmation of the
changes in writing.
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How to Submit a Request for Unpaid Parental Leave

1. From the Home page navigate to Me and select the Time and Absence app.

THE UNIVERSITY
of EDINBURGH

QUICK ACTIONS

Show More

2. Select Add Absence.

THE UNIVERSITY
f EDINBURGH

< Time and Absences

@ Current Time Card

Open your current time card.

Absence Balance

Review current plan balances and
absences taken or requested

Q Calendar

Existing Time Cards

Access all of your time cards.

Existing Absences
=)

View, change or withdraw existing
absence requests

ﬁ Team Schedule
I=:

Leaming

Current Jobs

Add Absence

Request an absence and submit for
approval

Cash Disbursements

Sell a portion of your plan balance.
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3. Choose the Unpaid Parental Leave from the Absence Type drop-down menu.

gg New Absence SaveandClose | | Save

Bertie Beetroot

e o

Emergency Time off for Dependants

Other Paid Leave .
he details of your absence here.
Partner Adoption
Partner Birth
Special Paid Leave

Surrogacy and Adoption

Unpaid Leave

Unpaid Parental Leave

4. If you have multiple assignments, you can either
c. Select a specific assignment from the Personal Job Title drop down list. Note: In-active
assignments may appear in the drop down list, therefore, please ensure you’ve selected an
active assignment.
OR
d. Leave the Personal Job Title field blank to request leave across all of your assignments.

5. Enter the Start Date and End Date by clicking the calendar icon and selecting the relevant dates and
enter a Comment if required.

BB New Absence Save and Close Save

Bertie Beetroot

Absence Type
Unpaid Parental Leave

Dates
Start Date Start Date Duration
Jired
End Date
Required
Projected Balance 0 Calendar Days
As-of
Details

Comments
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Click on the Submit button to complete the request. Your request will then go to your line manager
for approval.

Note: Selecting Save and Close will not submit the application, it will save it as a draft.

THE UNIVERSITY :
of EDINBURGH o< @

gg New Absence Sove i Close || [ WSave m

Bertie Beetroot

ype
Unpaid Parental Leave

Dates
Start Date Start Date Duration
6/10/2025 Full day
End Date End Date Duration
10/10/2025 Full day
Duration
5 Calendar Days
Projected Balance 0 Calendar Days
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How to Submit an Application for Partner Leave

1. From the Home page navigate to Me and select the Time and Absence app.

THE UNIVERSITY
of EDINBURGH

QUICK ACTIONS

Leaming Current Jobs

Show More

THE UNIVERSITY
of EDINBURGH

< Time and Absences

Current Time Card Existing Time Cards @y Add Absence

Open your current time card. Access all of your time cards. Request an absence and submit for
approval

Absence Balance Existing Absences Cash Disbursements
Q

Review current plan balances and View, change or withdraw existing Sell a portion of your plan balance.
absences taken or requested absence requests

m Calendar ﬁ Team Schedule
=
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3. Choose Partner Birth or Partner Adoption from the Absence Type drop-down.

HE UNIVERSITY
EDINBURGH

HH New Absence concel | | saveanacose | | soe | (MY

Hilary Haricot-Bean

Annual Leave
Emergency Time off for Dependants o
he details of your absence here.

Maternity

Other Paid Leave

Partner Adoption

Partner Birth

Special Paid Leave

Surrogacy and Adoption

4. Enter the Planned Start and End dates. These dates are only provisional and can be updated, if
required.

Once the Actual Childbirth/Placement Date, Actual Start Date and Actual End Dates are known, you
must go back in to the absence in People and Money and complete those fields.

Note: Partner Leave must be taken in blocks of 7 or 14 days.

BB New Absence Cancel Save and Close Save m

Bertie Beetroot

Absence Type
Partner Birth

Dates
Ezg;zlmoz:’;gggimﬁm Actual Childbirth Date
;\g}nlcéjtzagzﬂ;w Actual Start Date
;}11,}250{‘2?9 Actual End Date

Planned Duration

7 Calendar Days

Details

Comments

5. Add any Comments required and press the Submit button.
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BB New Absence Cancel Save and Close Save
Bertie Beetroot

Expected Childbirth Date

Sara0/2028 Actual Childbirth Date
;w;i:’wlcgjx;g;gw Actual Start Date
;w/mﬁ}zsgzl;ww Actual End Date

Planned Duration

7 Calendar Days

Details

Comments

Attachments

Drag and Drop

Select or drop files here.

Add URL

This submission does not require approval, but your line manager will receive a notification to let
them know about your request.

What’s Next

Once the Actual Childbirth/Placement Date, Actual Start Date and Actual End Dates are known, you must
go back in to the absence in People and Money and complete those fields.
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How to Submit an Application for Adoption and Surrogacy Leave

We are aware that the field names within the Adoption and Surrogacy Leave screens may not fit the
employee’s individual circumstances. Please refer to Appendix 1 at the end of this document, as well as the

End to End Process User Guide.

1. From the Home page navigate to Me and select the Time and Absence app.

THE UNIVERSITY
of EDINBURGH

Help Desk
QUICK ACTIONS
Additional Person Info
y Salary =
Directory
Personal Details
Docurment @

Personal
Information

»  |dentification Info

ct Info

—
Do .
Family and Emel tacts :’

My Organization Chart Cak

Show More

Matemnity

Time and
Absences

]

Leaming Current Jobs

_|_

Annual Review
Record

Choose Existing Absences and look for any planned absences that are scheduled during the proposed

maternity leave.

THE UNIVERSITY
of EDINBURGH

< Time and Absences

BB

Bertie Beetroot

Existing Time Cards

Access all of your time cards

e Current Time Card

Open your current time card

Add Absence Absence Balance

Request an absence and submit for Review
approval absences taken or requested

current plan balances and

d

[= ) Team schedule

View your team’s shifts and absences

Existing Absences

View. change or withdraw existing
absence requests

In this example the employee has 14 hours of Other Paid Leave requested for October. To view the

absence in more detail, click the pencil icon.
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THE UNIVERSITY
of EDINBURGH

< pp Existing Absences

Bertie Beetroot
Search by type

Date21/11/2024 X  Status  Clear (1)

Add Absence

Annual Leave
Graphic Designer

Annual Leave
Graphic Designer

Annual Leave
Graphic Designer

Annual Leave
Graphic Designer

Other Paid Leave
Graphic Designer

Annual Leave
Graphic Designer

31/12/2025 -

7 Hours

26/12/2025 -
7 Hours
25/12/2025 -

24/12/2025 -

7 Hours

15/10/2025 -
14 Hours

11/06/2025 -

7 Hours

31/12/2025

26/12/2025

25/12/2025

24/12/2025

16/10/2025

11/06/2025

Scheduled

Scheduled

SortBy Vv ‘

4. Any absences (including annual leave) that are planned at the same time as proposed maternity leave

need to be cancelled. Click Withdraw to remove the absence entry.

THE UNIVERSITY
of EDINBURGH

gg Edit Absence

Bertie Beetroot

Absence Type
Other Paid Leave

Dates

Start Date
15/10/2025

Open ended

»

End Date

16/10/2025

Personal Job Title

Graphic Designer

Start Date Duration

7.00

End Date Durati

7.00

ion

aoc<c @8

5. You will see the leave status changes to Withdrawn. Now the adoption or surrogacy request can be

submitted.
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6. Go back to Time and Absences and click on Add Absence.

THE UNIVERSITY
of EDINBURGH

< Time and Absences

g

@ Current Time Card Existing Time Cards @y, Add Absence

Open your current time card. Access all of your time cards. Request an absence and submit for
approval

Absence Balance Existing Absences Cash Disbursements

Review current plan balances and View, change or withdraw existing Sell a portion of your plan balance.
absences taken or requested absence requests
m Calendar A Team Schedule

7. Select Surrogacy and Adoption from the Type drop-down list.

HE UNIVERSITY
of EDINBURGH

AA New Absence Save and Close Save m

Audrey Aubergine

Absence Type I:l

Annual Leave

Emergency Time off for Dependants .
gency ? he details of your absence here.
Maternity

Other Paid Leave

Partner Adoption

Partner Birth

Special Paid Leave

Surrogacy and Adoption
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8. Enter the Expected Placement Date, Planned Start Date, Planned End Date and Placement Match
Date.

THE UNIVERSITY
of EDINBURGH

AA New Absence Cancel Save and Close Save

Audrey Aubergine

Absence Type -
Surrogacy and Adoption

Dates
Expected Placement Date Actual Placement Date
Won't return to work
Planned Start Date
Actual Start Date Planned End Date
Actual End Date Placement Match Date E

9. Select the Reason (pay option) from the drop-down list. Please refer to the maternity policy on which
option to select.
AA New Absel‘lce Cancel Save and Close Save

Audrey Aubergine

Actual End Date Placement Match Date

Details

Reason o
Option 3| D Notification Date

Option 1

Option 2

Option 3

Drag and Drop

Select or drop files here.

URL Add URL

Legislative information

Birth Date of Child Disrupted Placement Date
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10. Upload the MATB1 or evidence that you have been matched with a child to the attachments section
and add any appropriate comments.

AA New Absence | cancel | | SsveandClose | | save

Audrey Aubergine

Actual End Date Placement Match Date

Details
Rea
Opp;\"(:n 3 - Notification Date
Comments
Attachments
Drag and Drop
Select or drop files here.
URL Add URL

Legislative information

Birth Date of Child Disrupted Placement Date

11. When you have completed all fields press Submit. A notification will be sent to your Line Manager.
Note: Selecting Save and Close will not submit the application, it will save it as a draft.

AA New Absence Cancel Save and Close Save

Audrey Aubergine

Actual End Date Placement Match Date

Details

Reason . Notif 5 @
Option 3 otification Date
Comments

Attachments

Drag and Drop

Select or drop files here.

URL Add URL

Legislative information

Birth Date of Child Disrupted Placement Date

Following submission HR Operations will pick up the request and carry out some checks before
issuing confirmation of arrangements in writing.

Page 23 of 40
PM2029
26A V2.1 April 2026



Editing an Absence Before the Start Date

1. From the Home page navigate to Me and select the Time and Absence app.

THE UNIVERSITY
of EDINBURGH

QUICK ACTIONS

Time and
Absences

s My Salary

|

Personal S| Leaming Current Jobs
Information S

Contact Info

- -
Family and Eme E

Expenses Maternity
My Organization Chart Calculator

Show More

2. Choose Existing Absence and locate the absence request.

THE UNIVERSITY
of EDINBURGH

< Time and Absences

Current Time Card Existing Time Cards 5 Add Absence
wats
® &

Open your current time card. Access all of your time cards. Request an absence and submit for
approval
Absence Balance Existing Absences Cash Disbursements
8 B =
Review current plan balances and View, change or withdraw existing Sell a portion of your plan balance.
absences taken or requested absence requests

g Calendar h Team Schedule
-
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3. Click on the pencil icon next to the leave request you would like to amend. To quickly find the
absence you’re looking for, you can search by type or filter by the status of the absence.

Note: the default date filter under the search bar cannot be removed, however, it can be changed to
show a different period of time by clicking on it and amending the Start and End Dates.

LA LuUliiunicauut s vianiayc

Annual Leave: 7 Hours Withdrawn
26/12/2025 - 26/12/2025

Estates Communications Manager

Annual Leave: 7 Hours Withdrawn
25/12/2025 - 25/12/2025

Estates Communications Manager

Annual Leave: 7 Hours Withdrawn
24/12/2025 - 24/12/2025

Estates Communications Manager

Maternity: 363 Calendar Days Scheduled

2/06/2025 - 30/05/2026

Annual Leave: 70 Hours In progress 2/
19/05/2025 - 30/05/2025

Estates Communications Manager

Other Paid Leave: 2 Hours Completed 7
28/04/2025 - 28/04/2025

Estates Communications Manager

Annual Leave: 7 Hours Completed 7
25/04/2025 - 25/04/2025

Estates Communications Manager

Load More Items 1-10 of 33 items

4. Edit the Dates as required and then click on Submit.

If the absence was one which required approval by your line manager when the initial request was
made, the changed submission will also go to them for approval.

THE UNIVERSITY F
of EDINBURGH

Ed]t AbSGnCe ‘ Delete m ‘ Cancel

Audrey Aubergine

*Type Maternity

< June 2025 >
When SUN MON TUE WED THU FRI SAT
1 o 3 4 B 8 i

Expected Date of Childbirth 8 9 10 1 12 13 14
7/06/2025 15 16 17 18 19 20 21

22 23 24 25 26 271 28

Won't return to work 29 20 ! 2 E : z 1 [
Planned Start Date Today
2/06/2025 Start Date fo
Planned End Date Actual End Date
30/05/2026 o End Date fe

Actual Duration

0 Calendar Days

Withdrawing an Absence Request Before the Start Date
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1. From the Home page navigate to Me and select the Time and Absence app.

THE UNIVERSITY
of EDINBURGH

Help Desk

QUICK ACTIONS

Additional Person Info

Show More

2. Choose Existing Absences.

THE UNIVERSITY
of EDINBURGH

< Time and Absences

Current Time Card

Open your current time card

Absence Balance

Review current plan balances and
absences taken or requested

Calendar

Personal
Information

Existing Time Cards

Access all of your time cards.

Existing Absences

View, change or withdraw existing
absence requests

ﬁ Team Schedule
=

Leaming

L

Annual Revi

Record

g

Current Jobs

_|_

ew

Add Absence

Request an absence and submit for
approval

Cash Disbursements

Sell a portion of your plan balance.
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3. Click on the pencil icon next to the leave request you would like to withdraw. To quickly find the
absence you’re looking for, you can search by type or filter by the status of the absence.

Note: the default date filter under the search bar cannot be removed, however, it can be changed to
show a different period of time by clicking on it and amending the Start and End Dates.

L31@Les LuliniuniiLauut s viatiayc

Annual Leave: 7 Hours
26/12/2025 - 26/12/2025

Estates Communications Manager

Annual Leave: 7 Hours
25/12/2025 - 25/12/2025

Estates Communications Manager

Annual Leave: 7 Hours
24/12/2025 - 24/12/2025

Estates Communications Manager

Maternity: 363 Calendar Days
2/06/2025 - 30/05/2026

Annual Leave: 70 Hours
19/05/2025 - 30/05/2025

Estates Communications Manager

Other Paid Leave: 2 Hours
28/04/2025 - 28/04/2025

Estates Communications Manager

Annual Leave: 7 Hours
25/04/2025 - 25/04/2025

Estates Communications Manager

‘Withdrawn

Withdrawn

Withdrawn

Scheduled

In progress

Completed

Completed

4. Click Withdraw to remove the absence record.

THE UNIVERSITY
of EDINBURGH

AA Edit Absence

Audrey Aubergine

Load More Items 1-10 of 33 items

Cancel

Absence Type
Maternity

Dates

Expected Childbirth Date
7/06/2025

Actual Childbirth Date

Won't return to work

@

Planned Start Date

2/06/2025
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Requesting Emergency Time Off for Dependants

1. From the Homepage navigate to Me then click Time and Absences.

THE UNIVERSITY
of EDINBURGH

Me Help Desk

QUICK ACTIONS

Personal
Information

Contact Info

DL -
x Family and Emert

Show More

2. Click on Add Absence tile to create an absence request.

THE UNIVERSITY
of EDINBURGH

< Time and Absences

Carlie BenitezMs

@ Current Time Card

Open your current time card.

Add Absence

Request an absence and submit for
approval

Cash Disbursements

Existing Time Cards

Access all of your time cards.

Absence Balance

Review current plan balances and
absences taken or requested

Calendar
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Leaming Current Jobs

Annual Review
Record

@ Request Time Change

Send a request to change your worked
time.

Existing Absences

View, change or withdraw existing
absence requests

|= ) Team Schedule
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3. Choose Emergency Time off for Dependants from the Type drop-down menu.
NGB e

&
b

AA New Absence

Audrey Aubergine

Save and Close Save

Absence Type

Annual Leave

Emergency Time off for Dependants

he details of your absence here.

Maternity

Other Paid Leave
Partner Adoption
Partner Birth
Special Paid Leave

Surrogacy and Adoption

4. If you have multiple assignments, you can either leave the Personal Job Title field blank to request
leave across all assignments. Alternatively, if you want to request leave for a specific assighment,
select the correct assignment from the Personal Job Title dropdown.

5. Inthe Dates section click on the calendar icon and select the Start Date and End Date, or click on the

AA New Absence

Audrey Aubergine

Absence Type
Emergency Time off for Dependants

Open Ended toggle if applicable.

Cancel Save and Close Save

Personal Jeb Title
Estates Communications Manager

Dates
Start Date
l Start Date Duration
Required Required
Open ended
End Date
Required
Show individual dates

6. From the Details section choose Paid Leave from the drop down menu.
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Cancel Save and Close Save

BB New Absence

Bertie Beetroot

Details

Reason
-

Paid leavel

Paid leave

Attachments

Drag and Drop

Select or drop files here.

URL Add URL

Legislative information

If relevant, add further detail in the Comments section.

Note: If you are applying for half a day of leave, mention in the comments what time you would like

to apply leave for.
Save and Close Save m

BB New Absence

Bertie Beetroot

Details

Reason -
Paid leave

Comments

Attachments

Drag and Drop

Select or drop files here.

URL Add URL

Legislative information
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8. Use Drag files here click to add attachment to upload supporting document(s).
BB New Absence Cancel Save and Close Save

Bertie Beetroot

Details

Reason
Paid leave

Comments

Attachments

Drag and Drop

Select or drop files here.

URL Add URL

Legislative information

9. Click the Submit button at the top of the page to forward the leave request for approval.

10. The absence status changes to “Awaiting approval” and remains in this status until approved by your
line manager.
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Cancelling the Request for Emergency Time Off for Dependants

1. Click on the Existing Absences tile to view absences previously requested.

THE UNIVERSITY
f EDINBURGH

< Time and Absences

Carlie BenitezMs

@ Current Time Card Existing Time Cards @ Request Time Change

Open your current time card, Access all of your time cards. Send a request to change your worked
time.

Add Absence Absence Balance Existing Absences

Request an absence and submit for Review current plan balances and View, change or withdraw existing
approval absences taken or requested absence requests
Cash Disbursements Calendar = B Team Schedule

2. Click on the pencil icon next to the leave request you would like to cancel. To quickly find the absence
you’re looking for, you can search by type or filter by the status of the absence.

Note: the default date filter under the search bar cannot be removed, however, it can be changed to
show a different period of time by clicking on it and amending the Start and End Dates.

< pp Existing Absences

Bertie Beetroot

Search by type

Date 22/11/2024 X Status Clear (1)

Graphic Designer 7 Hours

Partner Birth 28/10/2025 - 3/11/2025 Va
7 Calendar Days

Other Paid Leave 15/10/2025 - 16/10/2025 [ withdrawn

Graphic Designer 14 Hours

Annual Leave 11/06/2025 - 11/06/2025 Withdrawn

Graphic Designer 7 Hours -

Emergency Time off for Dependants 28/05/2025 - 28/05/2025

Graphic Designer 7 Hours

Annual Leave 16/05/2025 - 16/05/2025 V4

Graphic Designer 7 Hours

Annual Leave 25/04/2025 - 25/04/2025 Completed Ve

Graphic Designer 7 Hours

3. To cancel the absence click on the Withdraw button at the top of the page.
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THE UNIVERSITY ' =
of EDINBURGH o< @

BB Edit Absence Cancel Withdraw m

Bertie Beetroot

Absence Type Personal Job Title

Emergency Time off for Dependants Graphic Designer
Dates
Start Date Start Date Duration
28/05/2025 7.00
Open ended
@

If you withdraw the absence before your Line Manager approved the initial request, the status of the
absence will change to ‘Withdrawn’.

If you withdraw the absence after your Line Manager has approved the initial request, a notification
will be sent your Line Manager asking them approve the withdrawal of the absence. The status of the
absence will change to ‘Awaiting withdrawal approval’.
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Amending the Request for Emergency Time Off for Dependants

1. From the Homepage navigate to Me then click Time and Absences.

THE UNIVERSITY
of EDINBURGH

Me Help Desk
QUICK ACTIONS

Additional Person Info

Contact Infa

nization Chart

Show More

2. Click on the Existing Absences tile to view absences previously requested.

THE UNIVERSITY
of EDINBURGH

< Time and Absences

@ Current Time Card

Open your current time card.

Add Absence

Request an absence and submit for
approval

Cash Disbursements

Carlie BenitezMs

Existing Time Cards

Access all of your time cards.

Absence Balance

Review current plan balances and
absences taken or requested

Calendar
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Time and
Absences

C o]

Leamning Current Jobs

_|_

Annual Review
Record

@ Request Time Change

Send a request to change your worked
time.

Existing Absences

View, change or withdraw existing
absence requests

|=} Team Schedule
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3. Click on the pencil icon next to the leave request you would like to amend. To quickly find the
absence you’re looking for, you can search by type or filter by the status of the absence.

Note: the default date filter under the search bar cannot be removed, however, it can be changed to
show a different period of time by clicking on it and amending the Start and End Dates.

< gp Existing Absences

Bertie Beetroot
Search by type
Date 22/11/2024 X  Status Clear (1)

Graphic Designer 7 Hours

Partner Birth 28/10/2025 - 3/11/2025 7

7 Calendar Days

Other Paid Leave 15/10/2025 - 16/10/2025 [ withdrawn J

Graphic Designer 14 Hours

Annual Leave 11/06/2025 - 11/06/2025 m

Graphic Designer 7 Hours

Emergency Time off for Dependants 29/05/2025 - 29/05/2025 Va
Graphic Designer 7 Hours

Emergency Time off for Dependants 28/05/2025 - 28/05/2025

Graphic Designer 7 Hours m

Annual Leave 16/05/2025 - 16/05/2025 Completed Va
Graphic Designer 7 Hours

o TP AL IAAJAAAE A I A IAAAE —— -

4. Enter the new Start Date and End Date, or click on the Open Ended checkbox if applicable
pg Edit Absence Cancel | | Withdraw

Bertie Beetroot

Absence Type Personal Job Title
Emergency Time off for Dependants Graphic Designer

Dates

Start Date Start Date Duration
29/05/2025 7.00

Open ended

»

End Date
29/05/2025

Duration
7 Hours

Show individual dates

»
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5. If you want to request a different type of leave, Withdraw the absence and make a new request for
the type of leave.

g Edit Absence Withdraw

Bertie Beetroot

Absence Type Personal Job Title
Emergency Time off for Dependants Graphic Designer

Dates
Start Date Start Date Duration
29/05/2025 7.00

Open ended

@

End Date
29/05/2025

Duration
7 Hours

Show individual dates

»

6. If you hold multiple assignments, ensure you’re amending leave for the correct assignment:
a. Go to Existing Absences

< Time and Absences

Lola Cowan

@ Current Time Card Existing Time Cards @ Request Time Change

Open your current time card Access all of your time cards. Send a request to change your worked
time.
aimta, .

Add Absence Absence Balance Existing Absences
Request an absence and submit for Review current plan balances and View, change or withdraw existing
approval absences taken or requested absence requests

Calendar =} Team Schedule
View your shifts, absences, and public View your team’s shifts and absences.
holidays.

b. Click on the Pencil icon next to the assignment want to amend.
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< Hy Existing Absences

Hilary Haricot-Bean

Search by type

Date 23/11/2024 X  Status Clear (1)

Annual Leave
Domestic Assistant

Annual Leave
Domestic Assistant

Annual Leave

Domestic Assistant-2

Annual Leave
Domestic Assistant

Annual Leave
Domestic Assistant-2

Emergency Time off for Dependants

Annual Leave
Domestic Assistant

Annual Leave
Domestic Assistant-2

14/08/2025 - 14/08/2025
28/07/2025 - 1/08/2025
25 Hours

28/07/2025 - 1/08/2025
15 Hours

16/06/2025 - 20/06/2025
25 Hours

16,/06/2025 - 20/06/2025
15 Hours

26/05/2025 - 29/05/2025
32 Hours

5/04/2025 - 11/04/2025
25 Hours

4/04/2025 - 11/04/2025
18 Hours

azD

p
s
’
’
’
’,

c. Click on the pencil icon against the individual entry you would like to edit/delete. The job title will

HH Edit Absence

Hilary Haricot-Bean

Duration
26/05/2025 - 26/05/2025

+Add‘

Domestic Assistant-2

26/05/2025

Domestic Assistant
27/05/2025

Domestic Assistant

28/05/2025

Domestic Assistant-2

28/05/2025

be displayed above each date that was requested in the original request.

Cancel Submit

32 Hours

3 Hours /

5 Hours
3 Hours

5 Hours /
5 Hours f
3 Hours /

d. Select Delete to remove the specific date from the absence request. Repeat steps c. and d. until
you have removed all of the relevant absences.
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7. Add or amend any additional Comments or Attachments to the original request, then click the
Submit button at the top of the page to forward it to your Line Manager for approval.

HH Edit Absence Cancel Withdraw m

Hilary Haricot-Bean

Domestic Assistant-2

Do
29/05/2025 Sli=re

Details

Reason
Paid leave

Comments

Attachments

Drag and Drop

Select or drop files here.

URL Add URL

Legislative information
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Appendix

Appendix 1

We are aware that the field names within the Adoption and Surrogacy Leave screens may not fit your
individual circumstances. Below is a table that outlines what information you should input into the fields to
suit your type of leave as well as an outline for the timeframe for submission within P&M.

*Rows in Blue are Optional Fields and can be input at a later date if your circumstances change

Field in P&M doption Overseas Adoption Surrogacy
Expected Date of Estimated Date of Arrival in [Expected Due Date of Baby
Placement Expected Date of Placement [the UK

Placement Match
Date

Expected Date of
Placement?*

Official Notification Date

Expected Due Date of Baby

Planned Start
Date

Planned Start Date of
adoption leave

Planned Start Date of
adoption leave

Planned Start Date of
surrogacy leave

Planned End Date

Planned End Date of adoption
leave

Planned End Date of
adoption leave

Planned End Date of
surrogacy leave

Reason - Option

Option 1, 2o0r3

Option1,2o0r3

Option 1, 2o0r3

Actual date of
placement

Date of Placement if different
from Expected Date

Actual Date of Arrival in the
UK

Actual Birth Date of Baby

Actual start date

Actual start date if different
from planned

Actual start date if different
from planned

Actual start date if different
from planned

Actual end date

Actual end date if different
from planned

Actual end date if different
from planned

Actual end date if different
from planned

submission
within P&M

Time Frame for This information should be
input and

submitted within seven
days of being matched
with a child, and at least
28 days in advance of your
anticipated leave start
date.

This information should be
input and submitted
within 28 days of getting
notification of the
estimated date of arrival
in the UK.

The actual date the child
arrives in the UK can be
input at a later date,
within 28 days of the
arrival date.

This information should be input and
submitted at least 15 weeks before
the baby’s due date.
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Version History

Version Date Description Approved By
1.1 N/A Draft
2.0 09 June 2025 Updated guide to new format. ME
Screenshots and content updated to reflect
new Redwood screens.
2.1 30 March 2026 | Added instruction to ‘How to Submit an HH/RM
application for Partner Leave’ section to
remind employees to enter ‘actual’ dates once
known.

Reviewers & Approvers
Further details of the Reviewers and Approvers of this document can be found by contacting HR Process
Improvement. Please raise a Service Request using the category Continuous Improvement.
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