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

Line Manager Guide- How to Enter Leave on behalf of your Direct
Report

Line Manager

Estimated time to complete: 2 minutes

Before you start

Familiarise yourself with the leave and absence options webpage.

Sponsored Workers - if you are entering a period of unauthorised absence for more
than 10 consecutive working days or unpaid leave for more than 4 weeks for a
sponsored worker (someone that holds a Skilled Worker or Temporary Worker
Sponsored researcher visa) this must be reported to the UKVI. Once you submit this
leave type HR Operations will pick this up and report this as part of their weekly
reporting duties. Further information is available on the Reporting Duties for
sponsored staff webpage.

Before applying for leave on behalf of the employee, check the Team Schedule to
ensure it's okay for the employee to take time off.

Entering Absence on behalf of an Employee

1. From the Home page, click the My Team My Team sy

2. Click on the Ex=4 app.

3. Click the ellipsis *“** button next to the relevant employee and select Add
Absence.

4. Inthe Add Absence page, click on the down arrow in the Type field.

5. Select the absence type and enter the Start Date and End Date or click Open
Ended if applicable.
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8.

If it applies to the absence type, from the Details section choose a reason
from the Reason drop-down list.

Add Comments and Attachments if applicable.

Submit

Click Submit

For detailed guidance, see the next section.

Cancelling Absence on behalf of an Employee

1.

5.

6.

From the Home page, click the My Team My Team link.

Click on the KA app.

Click the ellipsis “** button next to the relevant employee and select Existing
Absences.

Click on the Edit “ icon next to the absence record you would like to
cancel.

Add Comments and Attachments if applicable.

Click Delete |

For detailed guidance, see the next section.

Amending Absence on behalf of an Employee

1.

From the Home page, click the My Team link.

Click on the EnZ app.

Click the ellipsis “** button next to the relevant employee and select Existing
Absences.

Click on the Edit “ icon next to the absence record you would like to
amend.

Amend the absence dates.

Add Comments and Attachments if applicable.

Click Submit .
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For detailed guidance, see the next section.

Ending an Open Absence on behalf of an Employee

1.

7.

From the Home page, click the My Team 7 I link.

(1]
Click on the EE2Z:E app.

Click the ellipsis “** button next to the relevant employee and select Existing
Absences.

Click on the Edit “ icon next to the open absence record you would like to
add the end date to.

. v'| Open ended .
Untick the Open ended checkbox to remove the tick.

Select the End Date.

Click Submit

For detailed guidance, see the next section.

In Detail...

Entering Absence on behalf of an Employee:

1.

From the Home page, click the My Team link

THE UNIVERSITY
/s of EDINBURGH

Good morning, Lola Cowan!

Me
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2. Click the My Team app.

HE UNIVERSITY
of EDINBURGH

Good morning, Lola Cowan!

Me My Team My Client Groups Sales

QUICK ACTIONS

&/ EmploymentInfo
@ Document Record:

2/ Direct Reports

3. Inthe My Team page, click the ellipsis button next to the relevant employee to
view a list of actions

_ ZX: THE UNIVERSITY
= L&Y of EDINBURGH

@O\-rmic\n

“i% Compensation

My Team
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4. Click on the option Add Absence

le
@ Overview

% Compensation Assignment | Clinical Tutor Associate (MBChB Programn

My Team

Overview

Search Person Q  ShowFilters
View By Assignment ~  SortBy Name ascending v
Workers ~
Annika Massey & 1 Directs, 1 Total
AM

Clinical Tutor Associate (MBChB Programme)
Absence Balance

ep Emilee Payne Absence Cases
Administrator Add Absence
Add Assignment

Additional Assignment Info
With Offer Allocate Checklists
Change Location
Change Manager

Requisitions Change Salary
Create Vacancy

Direct Reports

5. Inthe Add Absence page, click on the down arrow in the Type field and
select the applicable leave type.

THE UNIVERSITY
of EDINBURGH

Add Absence

Annika Massey

“Type  Emergency Time off for Dependants D
Select a value
Emergency Time offfor Dependants
L@g\g\g Industrial Action
Leave
Ctner Paid Leave
Sperial Pad Leave

Additig Unautnorised Leave

To read an explanation of the different absence Types that you can create, go to
Appendix 1.

6. From the When section click on the calendar icon and select the Start Date
and End Date, or click on the Open Ended checkbox if applicable. The open
absence must be closed off upon return following the Ending an Open
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Absence steps below.

THE UNIVERSITY
of EDINBURGH

Add Absence

Annika Massey

“Type Emerge
Edi
“Start Date and Duration Absence Duration
o 7
“End Date and Duration
© -

7. If it applies to the absence type, from the Details section choose a reason
from the Reason drop-down list.

Add Absence Save and Close | [ concel
Annika Massey
When Edit Entries |
“Start Date and Duration Absence Duration
31/08/2020 ) 7 Hours 7 Hours
Open ended
“End Date and Duration
31/08/2020 s

Projected Balance

Details

Reason

1avalue

Paid leave
Comments and Attachments

Comments

8. If required enter additional information into the Comments and Attachments
field and upload supporting information.

9. Click the Submit button in the banner to create the record and the My Team
page opens.

Note: Clicking Save and Close will not submit the leave request for approval
instead the request is saved as a draft in Existing Absences page ready for
you to amend later.
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THE UNIVERSITY
of EDINBURGH

My Team

£5% compensation Assignment  Clinical Tutor Assc

Overvie
Show Filters
‘ Actions v ‘ View By Assignment SortBy Name ascending
Worker

Annika Massey % 1 Directs, 1 Total

Clinical Tutor Associate (MBChB Programme)

Emilee Payne

EP

Administrator

When you create an absence record on behalf of an employee, it is
automatically approved and you will not receive a notification.

Cancelling Absence on behalf of an Employee:

1. From the Home page, click the My Team link.

THE UNIVERSITY
of EDINBURGH

Good morning, Lola Cowan!

Me My Team My Client Groups Sales Service Help Desk Others

Personal Details

frr) i

Directory Onboarding Checklist Tasks

Document Records

s Identification Info

Contact Info e ti [ )

Time and Career and Personal

>
Family and Emergency Contacts
Absences Performance Information

Public Info

. D
Change Photo @ ll *

Learning Benefits Current Jobs Wellness
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2. Click the My Team app.

PM1164

THE UNIVERSITY
of EDINBURGH

Good morning, Lola Cowan!

My Team My Client Groups Sales

QUICK ACTIONS

B change Manager
B seriority Dates
W/ EmploymentInfo

@ Document Records %

New Person

Page 8 of 18

Lk

Onboarding

Wor
Modeling

Vo)
o)

Hiring

Workforce
Predictions

April 2024



3. Inthe My Team page, click the ellipsis “** button next to the relevant

employee to view a list of actions.

THE UNIVERSITY
of EDINBURGH

I« :
My Team
0o

5% Compensation

Assignment  Clinical Tutor Associate (MBChB Programn

Overview
Show Filters

View By Assignment SortBy Name ascending

‘ Actions v

Workers

- Annika Massey <& 1 Directs, 1 Total
AN

Clinical Tutor Associate (MBChE Programme)

Emilee Payne
EP v

Administrator

4. Click on the option Existing Absences.

o Z
L~ Overview

My Team

£3% compensation

View By Assignmen

Annika Massey 11 1 Directs, 1 Total

linical Tutor Associate (MBChB Programme

Emilee Payne

Administrator

With Offer

Requisitions

Vacancies

PM1164 Page 9 of 18 April 2024



5.

In the employee’s Existing Absences page, click on the Pencil icon next to
the absence record you would like to cancel.

THE UNIVERSITY
of EDINBURGH

Existing Absences

Emilee Payne
Absences + Add
months Sort By Date
/

THE UNIVERSITY
of EDINBURGH

Edit Absence

6.

Emilee Payne

*Type Leave

Total Absence Duration 14

The employee’s Existing Absences pages is opened and the cancelled
absence is displayed with the status “Withdrawn.”

w¢: THE UNIVERSITY
A of EDINBURGH

Existing Absences

Emilee Payne

Absences + Add

months SortBy Date

Amending Absence on behalf of an Employee:

PM1164 Page 10 of 18 April 2024



page, click the My Team link

1. From the Home
P THE UNIVERSITY
of EDINBURGH

Good morning, Lola Cowan!

2. Click the My Team app.

THE UNIVERSITY
of EDINBURGH

Good morning, Lola Cowan!
My Client Groups Sales
B

My Team
v
)
Al
Users and Roles

L

quick AcTions
Onboarding

B change Manager
—_— —|—

Ll l)
Workforce

Predictions

W/ Employmentnfo
ﬁ*
Workforce
Modeling

nt Records
New Person
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3. Inthe My Team page, click the ellipsis button next to the relevant employee to
view a list of actions

AHagd: THE UNIVERSITY
> of EDINBURGH

My Team
@ Overview

"% Compensation

4. Click on the option Existing Absences.

o 2
LI Overview

My Team

¥ Compensation
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5. In the employee’s Existing Absences page, click on the Pencil icon next to
the absence record you would like to amend

THE UNIVERSITY
of EDINBURGH

SortBy Date

6. From the When section click on the calendar icon and select the new Start
Date and/or End Date.

\: THE UNIVERSITY
of EDINBURGH

Edit Absence

Emilee Payne

“Type Leave

When Edit Entries

“Start Date and Duration Absence Duration

o 5/10/2020 21 Hours

“End Date and Duration

o 7/10/2020

&

&

7. If required enter additional information into the Comments and Attachments
field and upload supporting information.

8. Click the Submit button in the banner and the employee’s Existing
Absences pages is opened and the amended absence is displayed.

: THE UNIVERSITY
)= of EDINBURGH

Existing Absences

Emilee Payne

Absences + Add

Last & months SortBy Date
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When you amend an absence record on behalf of an employee, it is
automatically approved and you will not receive a notification.

Ending an Open Absence on behalf of an Employee:

1. From the Home page, click the My Team link

_ 3% THE UNIVERSITY
= Q&Y- of EDINBURGH

Good morning, Lola Cowan!

2. Click the My Team app.

THE UNIVERSITY
: of EDINBURGH

Good morning, Lola Cowan!

Me My Team My Client Groups Sales
QUICK ACTIONS

B change Manager

LI 2 MM

Onboarding User= and Roles
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3. Inthe My Team page, click the ellipsis *“** button next to the relevant

*: Compensation

4. Click on the option Existing Absences.

My Team

£3% compensation

5. In the employee’s Existing Absences page, click on the Pencil icon next to
the absence record you would like to end.
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THE UNIVERSITY
/s of EDINBURGH

Existing Absences

Emilee Payne

6. From the When section in the employee’s Edit Absence page, untick the
Open ended checkbox to remove the tick and reveal the End Date field.

Edit Absence

Emilee Payne

“Type Special Paid Leave

When

"Start Date and Duration

é.npe ded

Estimated End Date

fo 7 Hours

fo

e THE UNIVERSITY
sy: of EDINBURGH

Edit Absence

Emilee Payne

“Type Special Paid Leave

Nhen Edit Entries
“Start Date and Duration Absence Duration
1/2020 [ 7 Hours 35 Hours
Open ended

“End Date and Duration

6/11/2020 [ 7 Hours

7. Click on the calendar icon in the End Date field and select the relevant date.
Then click the Submit button in the banner.

PM1164 Page 16 of 18 April 2024



8. The employee’s Existing Absences pages is opened and the absence is
displayed with its start and end date.

s THE UNIVERSITY
= J- of EDINBURGH

Existing Absences
Emilee Payne

Appendix

Appendix 1

Please refer to the Leave and absence options webpage for when the absence type
should be used, links to policy and further guidance. The table below highlights the
absence types that can be selected as a Line Manager.

Absence Type Reason (if applicable)

Emergency Time off for Dependants

Leave

Maternity

Other Paid Leave Academic/Sabbatical

Adoption Appointment

Antenatal Appointment

Antenatal Appointment - partner
Antenatal Appointment — personal
CPD Delegate

CPD Speaker
Conference/Seminar

Personal Health and Welfare Appointment
Study Leave

TOIL

Training/Training Course

Parental Bereavement Not to be confused with Bereavement Leave
(paid leave for the loss of an immediate family
member). Parental Bereavement leave type
should be used for the loss of a child up to the
age of 18 years.
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Please review the Absence and Leave Options
webpage and the Special Leave Policy for
circumstances when this reason should be used.

Bereavement leave can be selected under
Special Paid Leave

Partner Adoption

Partner Birth

Phased Return

Sickness Select a value from the dropdown menu in
people and Money to record the sickness
reason.

Special Paid Leave Army Reserves/Volunteer Reserve Forces

Bereavement Leave

Compassionate Leave

Emergency Domestic Situations

Fertility treatment

Funeral

Jury Service

Police Statement

Voluntary Public Service/Leave for public duties
Volunteering Activities

Witness at Court

Surrogacy and Adoption

Unauthorised Leave UKVI — select this for a sponsored worker
Unauthorised Leave

Unpaid Leave Academic/Sabbatical

Army reserves/Volunteer Reserve Forces
Authorised Absence

Campaigning for Election to Parliament
Carers Leave

Compassionate Leave

Emergency Time off for Dependents
Extend Unpaid Leave

Representing your Country

Unauthorised Absence

Voluntary Public Service/Leave for Public Duties

Unpaid Parental Leave
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