THE UNIVERSITY of EDINBURGH

People and Money system

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

School/Department Admin Guide: How to Enter Leave on behalf of an
Employee

School/Department Administrator

Estimated time to complete: 5 minutes

Entering Absence on behalf of an Employee

1. From the homepage select the Navigator E button on the top left corner

7 Person Managemen
Expand My Client Groups and select Person Management & e

Search for and select the employee on whose behalf you would like to apply
for leave

wn

Select the Tasks = button on the right side of the screen
Under the Absences section, select Absence Records

Click the Add button

Select the appropriate Absence Type from the list of options available in the
dropdown menu

Fill in the Start Date ; then the End Date, Start Date Duration , and End Date
Duration if know. You can also check the Single day box if applicable

9. In the Details sectlon add any Comments or Attachments if needed

10.Press Submlt

For detailed guidance, see the next section.
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Cancelling Absence on behalf of an Employee

1. From the homepage select the Navigator E button on the top left corner

7 Person Managemen
. Expand My Client Groups and select Person Management & e

2
3. Search for and select the employee on whose behalf you would like to apply
for leave

4. Select the Tasks E button on the right side of the screen
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Under the Absences section, select Absence Records

Against the absence you wish to cancel, click on the Actions dropdown
and select Withdraw

. A warning message asking if you want the selected record to be deleted will

appear. Press OK ¢

For detailed guidance, see the next section.

Amending Absence on behalf of an Employee

1.

wnN

N oohk

From the homepage select the Navigator E button on the top left corner

7 Person Managemen
Expand My Client Groups and select Person Management % e

Search for and select the employee on whose behalf you would like to apply
for leave

Select the Tasks = button on the right side of the screen
Under the Absences section, select Absence Records
Select the absence record you wish to edit

Make the necessary changes and press Submit

For detailed guidance, see the next section.

In Detailé

Entering Absence on behalf of an Employee

1.

From the homepage select the Navigator button on the top left corner

THE UNIVERSITY
of EDINBURGH

Good afternoon, Raquel Rose!

Me My Team My Client Groups Sales Service Help Desk Tools

QuIcKk ACTIONS Amps

(8> Document Records
Checklist Tasks

B, 1dentfication info

BB ContactInfo

»
."’]; Family and Emergency Contacts

B ruiciio

£ Change Photo
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2. Expand My Client Groups and select Person Management
&~ Show More
ﬁ Home:

My Team v

My Client Groups o ~

&[“P Hiring @ Onboarding &“ New Person

By Person Management o1 . Absences A2 Workforce Stucures

Help Desk Tools Others
=
=2 Data Exchange
Sales v
Service v
Help Desk v ,i...-R
Tools v
Onboarding Checklist Tasks
Others v

@
M i

Personal Current Jobs Roles and
Information Delegations

+

3. Search for and select the employee on whose behalf you would like to apply
for leave

THE UNIVERSITY PR ®
of EDINBURGH I .

Search Person

Person Management: Search @

4 Search Advanced Saved Search All People v
* Required
** At least one is required
o | ** Name green 0] ** Keywords
** Person Number Include terminated work relationships
* National ID “Effective As-of Date  11/09/2020 o

Reset  Save...

©

A Search Resuls @
Actions v View v Formatw 5%

Person User Person
Number Type

04 EJ872475C Centre for Cli Chancellors _ Employee Research Nurse Research Nu_ Emerson.Gre. University of Edinburg

Name National ID Department Location Job Position Primary Phone Primary Email Business Unit Town or
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4. Select the Tasks button on the right side of the screen

THE UNIVERSI

EDINBURGH

Emerson Green: Person Management

EG

Person Number
158564

Employment x

Employment

Work Relationship @

Legal Employer University of Edinburgh Country United Kingdom

Worker Type Employee
Hire Date 22/09/2014

Assignment: Research Nurse @ & View History

Action Assignment Change Effective Start Date 24/08/2020 ( 2of2 )
Action Reason Change Primary Assignment Effective End Date

Assignment Details

Assignment Number 158564 Assignment Status Active - Payroll Eligible
Business Unit University of Edinburgh Primary Yes

Person Type Employee

Projected End Date

5. Under the Absences section, select Absence Records
THE UNIVERSITY . ,
@ of EDINBURGH @ @

« Compare

Emerson Green: Person Management
Absences

Person Number

158564

Payroll
Employment x + Costing for a Person

« Payroll Relationships

E
(@]

\
I}

« Element Enries

Employment Compensation

+ Change Salary

« Individual Compensation

Work Relationship @ + View Compensation History
« View Total C tion Statement
Legal Employer University of Edinburgh Country United Kingdom euTotal Compensation statemen
Worker Type Employee Personal and Employment
« Person

Hire Date 22/09/2014 Allocate Checklists

. Employment
Assignment: Research Nurse @ & Gontnuous service Dates
Direct Reports

Effective Start Date 24/08/2020 ( 2of2 ) « Create Work Relatienship

Action Assignment Change

Action Reason Change Primary Assignment Work Relationship

Effective End Date

Areas of Responsibility
Assignment Details « User Account

Talent Profile

Document Records

Assignment Number 158564 Assignment Status Active - Payroll Eligible « Document Delivery Preferences
Business Unit University of Edinburgh Primary Yes « Person Identifiers for External Applications
Person Type Employee Projected End Date
_ P~
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6. Click the Add button

Emerson Green: Person Management

EG

Person Number
158564

Employment %  Absence Records x

Manage Absences and Entitlements @

eduled Al

.0 m

Type Unauthorised Leave Type Leave

Dates 11/09/2020 - Open ended Dates 15/09/2020 - 15/09/2020
Status In progress Status Scheduled

Duration Open ended Duration 7 Hours

¥ Pending Actions

s@
View v "» Recalculate | ¥ P;‘:: Last6 months ¥ Type v Status v © ol Detach
Dates Employer Type Duration Status ProcessingStati  Actions
15/08/2020 University of Edinburgh Leave 7 Hours [§ Scheduled o
11/09/2020 - End date not de... University of Edinburgh Unauthorised Leave 0 Hours @ In progress o
25/08/2020 University of Edinburgh Leave 7 Hours @ Withdrawn @

Participation @

7. Select the appropriate Absence Type from the list of options available in the
dropdown menu

THE UNIVERSITY
of EDINBURGH

&
-
&

Emerson Green: Person Management

Close
Person Number
158564 E
Employment x  Absence Records x O\
~
e
~-

Absence Administration @

*Absence
Type
Emergency Time off for Dependants
ndustrial Action
Leave
Other Paid Leave

Special Paid Leave

Unauthorised Leave
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8. Fill in the Start Date ; then the End Date, Start Date Duration , and End Date
Duration if know. You can also check the Single day box if applicable

Emerson Green: Person Management

Person Number

Close
158564

Employment % Absence Recerds x

Absence Administration @
*Absence [Loave -] Advanced Mode
Type
Basic Mode
Single day
“Start Date  dd/mm/yyyy [ “Start Date Duration Hours
“End Date  dd/mm/yyyy e “End Date Duration Hours
Duration 0 Hours
Details
Comments
Add

Ni
Attachment """

ve Information

9. In the Details section, add any Comments or Attachments if needed

Employment x Absence Records x

Absence Administration @

“Absence | ooye
Type

Advanced Mode
Basic Mode

Single day
“Start Date  16/09/2020 [y

*Start Date Duration
“End Date | 16/09/2020 g

Duration 7 Hours

7 Hours

Details

Comments

Add
Attachment "o

Context
Segment
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10.Press Submit .

Absence Administration @

“Absence | o.e
Type

Basic Mode
Single day
“Start Date  16/09/2020 [y

“End Date  16/09/2020 (Y

Details

Comments

Jescriptive Information

Context
Segment

Advanced Mode

“Start Date Duration 7 Hours

Note: Pressing Save will not complete the process instead it saves the

request as a draft.

Cancelling Absence on behalf of an Employee

1. From the homepage select the Navigator button on the top left corner

. THE UNIVERSITY

of EDINBURGH

Good afternoon, Raguel Rose

PM1168
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2. Expand My Client Groups and select Person Management

PM1168

§p Onboarding

s Parson Managsment Abasoce
{Hyr Person Management o bsences

= Data Exchango
“« .

Sales
Serice
Help Desk
Tools

Others

= THE UNIVERSITY
5/ of EDINBURGH

o | " Name green lu]

" Person Number

** National ID

o Seanch Results @
Actions » View v Formal w57

Person
Nurnber

Name

National ID

EJET2475C

" New Person

Bt Workdorce Structures
&

w
|~ B
w

Onb g Checklist Tasks

= Keywords
Include terminated work relationships
“EMective As-of Date  11/09/2020 fe
r Py
Department Location %":. TN yop Position
Centre for Cli Chancellors Empioyee Research Nurse Research Nu.
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4. Select the Tasks button on the right side of the screen

THE UNIVERSITY

of EDINBURGH

Emerson Green: Person Management m

lork Relations

Legal Emplayer Country United Kingdom
Waorker Type
Hire Date 22/0%/2014
Assignment: Rese @ N View History

Action Effective Start Date 24/08/2020 | 2ol 2

Action Reason Change

Effective End Date

Assignment Details

Assignment Status Active - Payroll Eligible
Primary es
Projected End Date

5. Under the Absences section, select Absence Records
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