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School/Department Admin Guide - How to Record Unauthorised
Absence

School/Department Admin

Estimated time to complete: 5 minutes

Assumed Knowledge:

1. After recording unauthorised absence, the School/Department Admin should
investigate employee whereabouts, locate employee, and find out reason for
absence.

2. Once the employee is found, cancel the unauthorised absence and use the
correct absence type to record the absence.

3. For multi-assignments holders, you do not need to submit at assignment level

as unauthorised absence is applied across all assignments.

4. Sponsored Workers - if you are entering a period of unauthorised absence
for more than 10 consecutive working days 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.

Adding Unauthorised Absence:

1. From the Home page, click the Navigator B menu icon located at the top
left.

@P Person Management

2. Open My Client Groups and click the Person Management
link.

3. Search for and select the relevant employee
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4. Click on the Tasks icon on the far right of the screen

5. In the Absences section, select Absence Records

6. Click on the Add A4 putton

7. Select the Absence Type ‘Unauthorised Absence’ from the list of dropdown
options

8. Enter the Start Date; and End Date, Start Date Duration and End Date
Duration if known.
You have the option to check the Single day or Open ended leave boxes as
appropriate.

9. Select the Reason as:

a. ‘UKVPI for sponsored employees, those with a Skilled Worker or
Temporary Worker Sponsored researcher Visa.

b. ‘Unauthorised Absence’ for non-sponsored employees

10.Click Submit .

For detailed guidance, see the next section.
Cancelling Unauthorised Absence

1. From the Home page, click the Navigator B menu icon located at the top
left.

¢
|‘_;2{’ Person Management

2. Open My Client Groups and click the Person Management
link.

3. Search for and select the relevant employee

4. Click on the Tasks icon on the far right of the screen

5. In the Absences section, select Absence Records to view all the absences
against this employee’s record

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

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

appear. Press OK

For detailed guidance, see the next section.
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In Detail...

1. From the Home page, click the Navigator menu icon located at the top left.

2. Open My Client Groups and click the Person Management link
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3. Search for and select the relevant employee

THE UNIVERSITY

of EDINBURGH

Search Person

Person Management: Search @

A Search

** Keywords

** Person Number

** National ID

National ID

EJ872475C

Include terminated work relationships

“Effective As-of Date 11/09/2020

User Person
Department Location
P Type
Centre for Cli Chancellors Emp‘ﬂ\‘Ee

)

Job Position

Research Nurse Research Nu..

Advanced Saved Search All People ~

* Required
** At least one is required

Reset  Save..

@

Primary Phone Primary Email Business Unit Town or

Emerson.Gre._.  University of Edinburg

THE UNIVERSITY
of EDINBURGH

Emerson Green: Person Management

EG

Person Number
158564

Employment x

Employment

Work Relationship @

Legal Employer University of Edinburgh

Worker Type Employee

Hire Date 22/09/2014

Assignment: Research Nurse @ &

Action Assignment Change

Action Reason Change Primary Assignment
Assignment Details
Assignment Number 158564

Business Unit University of Edinburgh

Person Type Employee

Country United Kingdom

Effective Start Date 24/08/2020 20f2

Effective End Date

Assignment Status Active - Payroll Eligible
Primary Yes
Projected End Date

pLe lm|

(=

View History
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5. In the Absences section, select Absence Records

THE UNIVERSITY

of EDINBURGH

Emerson Green: Person Management

EG

Person Number
158564

Employment x

Employment

Work Relationship @

Legal Employer University of Edinburgh

Worker Type Employee
Hire Date 22/09/2014

Assignment: Research Nurse @ %

Action Assignment Change

Action Reason Change Primary Assignment
Assignment Details
Assignment Number 158564

Business Unit University of Edinburgh
Person Type Employee

Country United Kingdom

Effective Start Date 24/08/2020 ( 2of2 )
Effective End Date

Assignment Status Active - Payroll Eligible
Primary Yes
Projected End Date

O m

Compare

Absences

Absence Cases

« Absence Records

Payroll

Costing for a Person
Payroll Relationships
Element Entries

Compensation

Change Salary
Individual Compensation

View Compensation History

View Total Compensation Statement

Personal and Employment

Person
Allocate Checkiists
Employment

Continuous service Dates
Direct Reports

Create Work Relationship

Work Relationship

Areas of Responsibility

User Account

Talent Profile

Document Records

Document Delivery Preferences

Person Identifiers for Extemal Applications

4= Add

6. Click on the Add button
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Emerson Green: Person Management

EG

Person Number
158564

Employment x  Absence Records x

Manage Absences and Entitlements

»
AF @
Time | act6 m .
View v Recalculate ¥ ast 6 months T v St
‘& Recalculate Period ype us
Dates Employer Type
25/08/2020 University of Edinburgh Leave

None scheduled

Duration Status

7 Hours © Withdrawn

Processing Stati Action:
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7. Select the Absence Type ‘Unauthorised Absence’ from the list of dropdown
options

_ g THE UNIVERSITY
= NAY- of EDINBURGH

Emerson Green: Person Management

=
plenm|

=
-

8. Enter the Start Date; and End Date, Start Date Duration and End Date
Duration if known.

You have the option to check the Single day or Open ended leave boxes as
appropriate.

Emerson Green: Person Management

E G Close

Person Number
158564

| ‘ Submit ‘ ‘

“Absence | jnaythorised Leave

v Advanced Mode
Type
Basic Mode
Single day
Open ended leave i
*Start Date  dd/mm/yyyy Y
“Start Date Duration Hours
“End Date dd/r Ty
“End Date Duration Hours
Duration 0 Hours

Details

Reason v

Comments

Context
1

9. Select the Reason as:

a. ‘UKVF for sponsored employees, those with a Skilled Worker or
Temporary Worker Sponsored researcher Visa.
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b. ‘Unauthorised Absence’ for non-sponsored employees

Emerson Green: Person Management

Person Number
158564

Employment x  Absence Records x

Absence Administration @

"Absence ynauthorised Leave
Type

Basic Mode

“Start Date  11/09/2020

O @

=

e Open ended leave ¥
Estimated End Date dd/mm/yyyy [y “Start Date Duration 7 Hours
Details
Reason v
Comments
Unauthorised al ni
Context .,
Segment
Emerson Green: Person Management Close
Person Number

158564

Employment x Absence Records x

Absence Administration @

"Absence | ynauthorised Leave v
Type
Basic Mode

“Start Date 11/09/2020

e Open ended leave ¥
Estimated End Date dd/mm/yyyy [ “Start Date Duration 7 Hours
Details
Reason |UKVI v
Comments

Context .
Segment

I

plo M|

Note: Clicking Save will not submit the leave request instead the request is
saved as a draft.
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Cancelling Unauthorised Absence

1. From the Home page, click the Navigator menu icon located at the top left.

THE UNIVERSITY
2 /s of EDINBURGH

Good afternoon, Carlie Benitez!

Things to Finish

2. Open My Client Groups and click the Person Management link
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3. Search for and select the relevant employee

Search Person

Person Manageme

Search @

4 s
o | ™ Mame green T ——
“* Person Number " ola
** Mational 1D "Effective As-of Date 11, Y
A Search Resuls (D
Actions » View v Formatw U
Person User Person
Name Number National ID Department  Location Type Job Paosition

Agvanced Saved Search  All People v

o =)

Save..
Primary Phone Primary Emall  Business Unit  Town or
Emerson.Gre. ity of Edinburg

4. Click on the Tasks icon on the far right of the screen

THE UNIVERSITY
of EDINBURGH

EG

Person Number
158564

Empiloyment x

Employment

Work Relationsh

Legal Employer
Worker Type Empi

Hire Date 22/09/2014

Assignment: Rese

Action

Action Reason Char

Assignment Detalls

Assignment Number 15856

Business Unit University of Edinburgh

Person Type  Employos

Emerson Green: Person Management

Country Un

Effective Start Date 24/08/2020 ( 20f2

Effective End Date

Assignment Status Active - Payroll Eligible
Primary Yes

Projected End Date

ple i

View History
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5.

against this employee’s record

THE UNIVERSITY

of EDINBURGH

Emerson Green: Person Management

EG

Person Number

158884
Employment x
Employment
Work Relationship @

Legal Employer U
Worker Type Err

Hire Date 22

ent: Research Nurse @ M

Change

Action Reason Ch

Assignment Details

Assignment Number 1
Business Unit U
Person Type  Emp

In the Absences section, select Absence Records to view all the absences

Absences

Payroll

) Ol

Compensation

Country United Kingdom
Personal and Employment

Effective Start Date 24/ 2of

Effective End Date

Assignment Status Active - Payroll Eligible
Primary Yes

Projected End Date

6. Against the UKVI absence you wish to cancel, click on the Actions dropdown

and select Withdraw

Employment x  Absence Records x

Manage Absences and Entitlements @

or Current Absence

None recorded.

¥ Pending Actions

View v “% Recalculate v Time Period Last 6 months

+ Add

Dates Employer

11/09/2020 - End date not de University of Edinburgh

25/08/2020 University of Edinburgh

4 Plan Participation @

4 Entitlement Agreements
View v 4
Agreement Name

No data to display.

Next Schedluled Absence

Type v Status
Type

Unauthorised Leave

Leave

None scheduled

v © ol Detach o pr—

Duration Status

0 Hours @ In progress

7 Hours © Withdrawn L
Agreement .
Template Status Start Date End Date Action
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7. A warning message asking if you want the selected record to be deleted will
appear. Press OK.

A Warning

The selected record will be deleted. Do you wal
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