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Introduction

Before you start

This User guide is for both Line Managers and School/Department Administrators.
Where the navigation differs additional guidance for the School Department
Administrator has been added.

e Please review the end to end Guide to Sickness Absence (under the absence
and leave heading)

e Please review the relevant HR policy for the absence type being processed
and work within the guidelines stated. The HR absence policies can all be
reviewed on the Leave and Absence Policies webpage.

e Periods of absence are subject to monitoring in line with the HR policy.

e This user guide details the processes to add and manage absences for direct
reports within the team.
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Each absence type has a section to record comments. This should be
completed with additional information as relevant. Please ensure that any
notes added are kept professional and in line with GDPR regulations, noting
that an employee can request to see any information that is held on the
system for them.

Most absence types cannot overlap with each other. If this occurs, an error
message will display on screen when the absence is submitted. This will
prevent the absence from being processed until the overlap has been
resolved.

There is one exception to this: when a sickness absence is entered without an
end date, future planned annual leave dates do not need to be deleted.

If an absence period needs to be extended, please ensure to edit the existing
absence instead of adding on a new one. This prevents multiple absences
being reported for one event for sickness and monitoring purposes, which can
lead to further issues with payroll processing.

An open ended absence must be closed off when the employee returns to
work.

To cancel or amend an absence follow the guidance within in the section
below ‘How to end an open sickness absence’

How to Log a Sickness Absence for a Direct report

Line Manager

1.
2.

o 0

SDA

From the home page click on the My Team tab and select the My Team app.
Against the relevant employee to add the absence against, click on the
Ellipsis then select Add Absence from the drop-down menu.

3. Select Sickness from the Type drop down list
4.

Enter the Start Date for the absence. Update the Duration to half day, if
applicable.

Enter the End Date and Duration where known.

Alternatively, put a tick in the Open Ended field if the return date is not known
at this stage.

Select a relevant Reason for the sick leave from the list of options available in
the drop-down menu.

Add any relevant Comments as applicable. This might be to capture an
informal back to work discussion.

Please disregard the Legislative Information and Additional Information
fields at the bottom the page — you do not need to complete these.

Click on the Submit button to complete the absence recording.

From the home page Click on My Client Groups and Show More
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Click on Absence Records

Search for appropriate employee and click on their name to select
Click on the +Add button

Continue from Step 3 in the Line Manager guidance above.

How to Add a Self Certificate/Return to Work Form for a
Direct Report

Line Manager

o gk w

N

SDA

PwON PR

From the home page click on the My Team tab and select the My Team app.
Against the relevant employee to add the absence against, click on the
Ellipsis then select Document Records from the drop-down menu.

Click on the +Add button.

Select Self Certificate (RTW Form) from the Document Type drop-down list.
Enter the Name and the From and To Date from the certificate

Drag the file into the Attachments box or alternatively click on the Hyperlink
to upload the document from where it is saved to.

Click on the Submit button.

From the home page Click on My Client Groups and Show More
Under the Employee section, click on Document Records
Search for the employee and click on their name to select.
Continue from step 3 in the Line Manager guidance above.

How to Add a Fit Note for a Direct Report

Line Manager

1.
2.

From the home page click on the My Team tab and select the My Team app.
Next to relevant employee, click on the Ellipsis on the right and then select
Document Records from the drop-down menu.

3. Click on the +Add button.
4.
5. Enter the Name, the Issued On date and the From and To Date from the

Select Fit Note from the Document Type drop-down list.

certificate

Drag the file into the Attachments box or alternatively click on the Hyperlink
to upload the document from where it is saved to.

Click on the Submit button.

From the home page click on My Client Groups and then Show More
Under the Employee section select Document Records
Search for the employee and click on their name to select
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4. Continue from step 3 in the Line Manager guidance above.

How to Log a Phased Return for a Direct Report

When a phased return has been agreed for an employee who has been off work
sick, the first step in the process is to end the existing sickness absence as of the
day before the phased return commences. Phased Return should commence from
the first day they return to some work.

Note: An employees’ pay will not be affected by the Phased Return absence type.
They will be paid their normal contractual pay.

Line Manager

From the home page click on the My Team tab and select the My Team app.

1. Against the relevant employee to add the absence against, click on the
Ellipsis then select Add Absence from the drop-down menu.

2. Select Phased Return from the Type drop-down menu and enter the agreed
dates of the phased return. Enter any relevant Comments or Attachments.

3. Against the Additional Information section, enter the start and end date of
the first week of the phased return arrangement in the WK1 Start Date and
WK1 End Date fields. Select the WK1 Type of Change option from the drop-
down list as applicable and capture the WK1 New working hours (if
applicable) to record the agreed work pattern for the week. Where Change
to duties/workload or Change to workload options were instead selected,
record the relevant details in the WK1 Any further detail field.

4. Repeat this, for up to an additional 5 weeks as applicable, in the respective
fields. Then click on the Submit button to complete.

Note: Should the employee wish to continue the conditions of the phased
return past the standard period stated within the Absence policy, there is the
option to process a contract amendment for this change. Please review the
absence policy for further information.

SDA

From the home page click on My Client Groups and then Absences

Click on Absence Records

Search for appropriate employee and click on their name to select

Click on the +Add button

Continue from step 3 in Line Manager guidance above.

Al

How to end an open sickness absence

Line Manager
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1. From the Home page, click the My Team

2.

Click on the ﬂ

3. Click the ellipsis

Absences.

4. Click on the Edit
to add the end date to.

5.
6. Select the End Date.

7.

SDA

app.
"** button next to the relevant employee and select Existing

link.

icon next to the open absence record you would like

v'| Open ended

Untick the Open ended checkbox

Click Submit

Submit

to remove the tick.

1. From the home page Click on My Client Groups and Show More and
Click on Absence Records

N

3. Click on the open sickness absence

o0k

PM 2034

Search for appropriate employee and click on their name to select

+| Open ended

Untick the Open ended checkbox
Select the End Date.
Click Submit
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How to Log a Sickness Absence for a Direct Report

Line Manager

1. From the home page, click on the My Team tab and select the My
Team app.

THE UNIVERSITY
of EDINBURGH

Good afternoon,

My Team My Client Groups Guara ours ools Others

Avps

o/ Employment Contracts

B empioyee summary

Show More

Things to Finish

2. Against the relevant employee to add the absence against, click on the
Ellipsis then select Add Absence from the drop-down menu.
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THE UNIVERSITY
of EDINBURGH

My Team

le
Overview
Qo

‘ Search Person Q|  Show Filters

‘E‘iﬂ?w Compensation
Actions v ‘ View By | Assignment v | Sort By | Name ascending

Workers 2

Absence Balance

Absence Cases

Add Assignment
Additional Assignment Info
Allocate Checklists
Cancel Work Relationship
Cash Disbursements
Change Assignment

Change Legal Employer

Change Legal Employer Dashboard

Select Sickness from the Type drop-down menu.

THE UNIVERSITY
of EDINBURGH

Add Absence

o *Type | Sickness

When

“Start Date and Duration Absence Duration

02/10/2021 [ || Full day ‘ 5 Calendar Days

"1 Open ended |

“End Date and Duration
06/10/2021 8 || Full day |

AA

Details

“Reason

© |- =]

4. Enter the Start Date for the absence. Update the Duration to half day,
if applicable.

5. Alternatively, put a tick in the Open Ended field, if the return date is not
known at this stage.

6. Enter the End Date and Duration where known

Note: To cancel or amend a period of sickness absence please refer to the
system guide How to enter leave on behalf of your direct report. Extensions or
Amendments must not be added on as an additional absence.
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7. Select a relevant Reason for the sick leave from the list of options
available in the drop-down menu.

Add Absence
Charlotte Davidson

Comments and Attachments

Comments

Attachments

%\ Drag files here or click to add attachment v

Legislative Information
Consumed SSP Weeks Consumed Waiting Days
\ 0

Original Start Date Disable Earnings Check
No

&t

[ dasmmyyyyy

Disqualified Reason

8. Add any relevant Comments as applicable. The date of an informal
back to work discussion can be captured here.

Please disregard the Legislative Information and Additional Information
fields at the bottom the page — you do not need to complete these.

9. Click on the Submit button to complete the absence.

Note: The Save and Close button will save this absence in draft state only. Please
ensure to Submit it once all the details have been added.

10. Following the recording of a sickness absence, the Line Manager will
receive a notification with a checklist of actions to carry out. This will be
accessible through the Notification Bell on the home screen. Actions will
include:

e Read absence management policy

e Check review points/patterns of absence

¢ Rules around self-certification

e Rules around return to work

e Case Management for certain absences

Note: Where the absence is entered by a School Department Administrator, the
checklist will still be sent to the individuals Line Manager to action. This is because it
is the Line Manager’s responsibility to ensure it has been carried out.

Where a sickness absence continues for less than 7 days but more than 4, an
employee must supply a Self Certification for the absence, in line with the rules
around Self Certification. For further details on this, please see the section, ‘How to
Add a Self Certificate for a Direct Report’. Alternatively, for sickness that continues
for over 7 days, the employee must provide a Fit Note. Please see the section of this
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guide on, ‘How to Add a Fit Note for a Direct Report’ for further details on how to do
this.

SDA
1. From the home page Click on My Client Groups and Show More

THE UNIVERSITY
of EDINBURGH

Good morning,

Me My Team My Client Groups Guaranteed Hours Help Desk Others
QUICK ACTIONS APPS

Personal Details

2 Lk m

Directory Onboarding Checkist Tasks

Document Records
s Identification Info

Contact Info g [ t* @

) Family and Emergency Contacts Time and Personal Skills and Learning
Absences [ Qualifications

My Orgarization Chart

B wypubicinfo ;0, a Q i

SHow More Current Jobs Wellness Personal Brand Volunteering

X THE UNIVERSITY
= of EDINBURGH

| =

Workforce Structures

2%/ Job Details 2%/ Location Details 2%/ Fosition Details 2%/ Request a New Position

8. Request a Position
%/ Change

Talent
2l Add Anytime Document gl Add Checkin Document i Add to Talent Pool Feedback

®  Performance

M4 Find BestFit Job B4 Find BestFit Person o promene Questionnaires

3R Questions W2 Request Feedback

Absences

Absence Records

Benefits

Wiy Peopie to Cover

3. Search for appropriate employee and click on their name to select
4. Click on the +Add button
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< . Manage Absences and Entitlements @

Type Sick

Assignment
Dates 15/11/2021 - 15/11/2021
Status Completed

Duration 1 Calendar Days

¥ Pending Actions

4 Existing Absences @
Time 6
View AH L} Last 6 months Vv v v
iew v d Recalculate | ¥ v Type Status o Detach
Dates Employer Type Assignment Duration Status :{:ﬁf:s'"“ Act
15/11/2021 - 15/11/2021 University of Edinburgh Sickness 1 Calendar Days | @ Completed ©
4
4
View v »
Plan Assignment Type Status ENfDAmant Entolrent g::zslcae!ion Balance
Y I Start Date End Date

No data to display.

None scheduled

Date

5. Continue from step 3 in the Line Manager guidance above.

How to Add a Self Certificate/Return to Work Form for a

Direct Report

Line Manager

1. From the home page, click on the My Team tab and select the My Team app.

THE UNIVERSITY
of EDINBURGH

Good afternoon,

PM 2034

Me My Team

QUICK ACTIONS
B change Manager

B continuous Service Dates
W/ Transfer

&/’ Employment Contracts

B empioyee summary

Show More

Things to Finish

My Client Groups

Guaranteed Hours

Avps

My Team

LI

Onboarding

- -

Workforce
Compensation
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2. Against the relevant employee to add the absence against, click on the
Ellipsis then select Document Records from the drop-down menu. (You will
need to scroll down to select Document Records)

Absence Balance
D Jamie Duncan Absence Gases
HR Systems Assistant i A
- GPTest Add Assignment
CG .
Tutor (C1) (ACAD - Tutors and Demonstrators) Adctional Assionment) o
Allocate Checklists
Gillian Gordon
GG Cancel Work Relationship
HR Systems Assistant
Cash Disbursements
T TESTMGKevin Igoe Change Assignment
HR Systems Assistant Change Legal Employer
. h | Employs
i Alice Rees Change Legal Employer Dashboard
R
Leverhulme Early Career Fellow Chidios Loication
Change Manager
Change Working Hours
. Continuous Service Dates
With Offer
Create Work Relationship
Direct Reports
Requisitions
Document Records
Vacancies

3. Click on the +Add button.

THE UNIVERSITY
of EDINBURGH

Document Records

Document Records

Search by type. name, ornumbe Q| ShowFilters | Excluded Payroll X Expired X

Sort By | Last Updated - Descending

Nothing matches your search. Try again.

4. Select Self Certificate (RTW Form) from the Document Type drop-down list.
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‘ Add Document

“Document t Type egory
e

Self Certificate (RTW Form)

Description
Self-Certificate (RTW Form) Document submitted by worker after returning to work following a period of absence

Name Issued On
Diane Rogers 10/02/2021 | émm/my

Rumber Issuing Authority

1234

oF

From Date Issuing Commen! ts

08/02/2021 ry \

To Date text Value
(1010272021 te)

Attachments

' Drag files here or click to add attachment

5. Enter the Name. This should be unique to the employee eg their name and
the date.

6. Enter the Number to be allocated to the document (a sequential number — 1 if

it's the first document to be uploaded, 2 for the second etc).

Record the From Date and To Date that the form covers the employee for.

Drag the file into the Attachments box or alternatively click on the Hyperlink

to upload the document from where it is saved to.

© N

Note: Please ensure both sides of the Self Certificate have been scanned and
attached.

9. Click on the Submit button.

SDA
1. From the home page Click on My Client Groups and Show More
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THE UNIVERSITY
of EDINBURGH

Good morning,

Me My Team My Client Groups Guaranteed Hours Help Desk

QUICK ACTIONS APPS

Contact Info
Family and Emergency Contacts
My Organization Chart

)

Show More

% THE UNIVERSITY
of EDINBURGH

Good morning

Me My Team My Client Groups Guaranteed Hours Help Desk Others

€— Show Less
New Person

- a Pending Worker /' Pending Workers
&Adde\Vk &Pd”\/rk

Employment
o, > - ™ - yir
&/ Additional Assignment Info Allocate Checklists "% Areas of Responsibility Change Assignment

B change Location B change Mansger B Contact Info Cominnxye Sextne Daies

Document Delivery

L N 3
45/ Direct Reports Preferences

@ Document Records )/ Employment Info

ity Yy ;
O e &/ Teminaton

2/ Work Relationshio_

3. Search and then click on the name of the employee
4. Continue from step 3 in the Line Manager guidance above.

How to Add a Fit Note for a Direct Report
Line Manager

1. From the home page, click on the My Team tab and select the My Team
app.
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THE UNIVERSITY
of EDINBURGH

Good afternoon,

My Team My Client Groups Guaranteed Hours Help Desk Tools Others

QUICK ACTIONS

B change Manager

i iy ) ®

My Team Onboarding Leamning

g Continuous Service Dates

W/ Toanster

® . =
&/ Employment Contracts r“-\ g
S

+

Workforce

B empioyee summary ‘ 5
a——

Show More

Things to Finish

2. Against the relevant employee to add the absence against, click on the
Ellipsis then select Document Records from the drop-down menu. (You will
need to scroll down to select Document Records)

Absence Balance

D Jamie Duncan Absence Cases
)

HR Systems Assistant Add Absence

GPTest Add Assignment

Tutor (C1) (ACAD - Tutors and Demonstrators) Addtional Asshnment o
Allocate Checklists
N Gillian Gordon
GG Cancel Work Relationship
HR Systems Assistant
Cash Disbursements

I TESTMGKevin Igoe Change Assignment
HR Systems Assistant Change Legal Employer
. I
o P— Change Legal Employer Dashboard

Leverhulme Early Career Fellow Chainge/Locafion
Change Manager
Change Working Hours
. Continuous Service Dates
With Offer
Create Work Relationship
Direct Reports

Document Records

Requisitions

Vacancies

3. Click on the +Add button.
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THE UNIVERSITY
of EDINBURGH

Document Records

Document Records

Search by type. name, ornumbe Q| ShowFilters | Excluded Payroll X Expired X

Sort By | Last Updated - Descending

g Nothing matches your search. Try again.

4. Select Fit Note from the Document Type drop-down list.

Add Document o DM o
Document Details
“Document Type Category
o | Fit Note (Medical Certificate) A
Country
All Countries
Description
Fit Note (Medical Certificate)
*“Name Issued On
o Lorraine Welch 05/11/2021 [04/1172021 to| e
From Date Context Value
28/10/2021 o [
o “To Date
05/11/2021 o
“Attachments
a 4 Dragies here or click to ad attachment v

5. Enter the Name. This should be unique to the employee eg their name and the
date.

6. Enter the date it was Issued On.

Record the From Date and To Date that the form covers the employee for.

8. Drag the file into the Attachments box or alternatively click on the Hyperlink to
upload the document from where it is saved to.

~

Note: Please ensure both sides of the Fit Note have been scanned and attached.
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9. Click on the Submit button.

10.Return the original Fit Note back to the employee.

SDA

1. From the home page Click on My Client Groups and Show More

2. Under the Employee section, click on Document Records

\: THE UNIVERSITY
> of EDINBURGH

Good morning,

Me My Team

QUICK ACTIONS

N4 Personal Detaiis
&> Document Records
B}, identification Info
B2 Contact Info

& Family and Emergency Contacts
-

&ta My Organization Chart

By pusicinfo

Show More

THE UNIVERSITY
of EDINBURGH

Good morning

Me My Team

€~ Show Less

Employment

W/ Additional Assignment Info

B change Location

&/ Direct Reports

@  Family and Emergency
M Contacts

2/ Work Relationshio

My Client Groups

My Client Groups

& Allocate Checklists

B change Manager

Document Delivery
Preferences

Guaranteed Hours Help Desk

APPS

Time and
Absences

o )

Current Jobs Wellness

Guaranteed Hours Help Desk

% Areas of Responsibility
=4 ContactInfo

@ Document Records

() ; 2
Person W/ Termination

Tools Others

Checklist Tasks

1y

Skills and Learni
Qualifications

o f

Personal Brand

Tools Others

W/ Change Assignme

B8 Continuous senvi

W~/ Employment Info

3. Search and then click on the name of the employee

4. Continue from step 3 in the Line Manager guidance above.

PM 2034
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How to Log a Phased Return for a Direct Report

When a phased return has been agreed for an employee who has been off work
sick, the first step in the process is to end the existing absence as of the date the
phased return is due to take place. For further details on how to do this, please refer
to the system guide How to enter leave on behalf of your direct report

Note: An employees pay will not be affected by the Phased Return absence type.

Line Manager

1. From the home page, click on the My Team tab and select the My Team app.

THE UNIVERSITY
f EDINBURGH

Good afternoon,

My Team My Client Groups Guaranteed Hours Help Desk Tools Others

AppS

..(j Employment Contracts

5 S

Show More

Things to Finish

2. Against the relevant employee to add the absence against, click on the
Ellipsis then select Add Absence from the drop-down menu.
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e
Oo--
E:‘d’o Compensation

Actions v View By | Assignment v | Sort By | Name ascending

THE UNIVERSITY
of EDINBURGH

My Team

Overview

Search Person Q|  Show Filters

Workers

O

[ Absence Balance ‘

| Absence Cases
Add Assignment
Additional Assignment Info
Allocate Checkists
‘ Cancel Work Relationship
Cash Disbursements

Change Assignment

Change Legal Employer

‘ Change Legal Employer Dashboard

3. Select Phased Return from the Type drop-down menu.

THE UNIVERSITY :
of EDINBURGH OB & @

Add Absence Save and Close Cancel

o “Type Phased Return

*Personal Job Title ‘ Security Officer (A1) (PAO - Estates and Facilities)

Absence Type Balance U Calendar Days

When

“Start Date and Duration Absence Duration

o 31/10/2021 £ || Full day 63 calendar Days

“End Date and Duration

01/01/2022 o || Full day

Projected Balance  Calculate

Details

4. Enter the Start Date and Duration and End Date and Duration for the
agreed period of the phased return.

Note: Should the employee wish to continue the conditions of the phased return past
the standard period stated within the Absence policy, there is the option to process a
contract amendment for this change. Please review the absence policy for further
information.

PM 2034
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5. Add any relevant Comments or Attachments.

‘ Add Absence (e | N [

Comments and Attachments

Comments

Attachments

1 Drag files here or click to add attachment v

Legislative Information

6. Against the Additional Information section, enter the start and end date of
the first week of the phased return arrangement in the WK1 Start Date and
WK1 End Date fields.

‘ Add Absence (o] =

Attachments

t Drag files here or click o add attachment v

Legislative Information

Additional Information

K1 Start Date K4 Start Date

01/11/2021 Y dd/mm/yyyy e

° K1 End Date K4 End Date 0

05/11/2021 Y dd/mm/yyyy Ty

K1 Type of Change K4 Type of Change
o Working hours adjusted
K1 New working hours (if applicable) K4 New working hours (if applicable)
Mon - Fri 9.30-12.30
° VK1 Any further

K1 Any further detail efell r detail

7. Select the WK1 Type of Change option from the drop-down list as applicable.
The options to select from are, Work hours adjusted, Change to
duties/workload or Change to work location.

8. Capture the WK1 New working hours (if applicable) to record the agreed
work pattern for the week. Where Change to duties/workload or Change to
workload options were instead selected, record the relevant details in the
WK1 Any further detail field.

9. Repeat this, for up to an additional 5 weeks as applicable, in the respective
fields.

PM 2034 Page 19 of 26 February 2024



10.Click on the Submit button to complete.

The Save and Close button will save this absence in draft state only. Please
ensure to Submit it once all the details have been added.

SDA

1. From the home page click on My Client Groups and then Absences

THE UNIVERSITY
of EDINBURGH

Good morning,

My Team My Client Groups Guaranteed Hours Industry Solutions Benefits Administration

AppS

.i. O @ ¥ o .

X Y] (/4

Onboarding New Person Person
Management

Add a Contingent Worker
* -
Add a Pending Worker
Add a Nonworker 3 Jl [
ey
ol ]

Absences Performance Profiles

f Pending Workers

Person

a
4 Personal Detais =] 4 ;ﬁ':f

Talent Review Talent Pools earnin Workforce

2. Click on Absence Records

THE UNIVERSITY
= of EDINBURGH

< Absence Administration

What do you want to do or manage?

Search for tasks

Person Management

Work Schedule Assignment

Absence Processes

Schedule and Monitor Absence Processes

Configure Absence Batch Parameters

© 0

bsence Definition

3. Search for appropriate employee and click on their name to select
4. Click on the +Add button
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THE UNIVERSITY
of EDINBURGH

Manage Absences and Entitlements @

Type Sickness Type Leave

Assignment Assignment
Dates 24/10/2021 - Open ended Dates 28/12/2021 - 28/12/2021
Status In progress Status Scheduled
Duration Open ended Duration 7 Hours
» Pending Actions

4 Exis ces @

View v | + Add |% Recalculate | v P;’;‘: Last 6 months Type Status © & Detach

Dates Employer Type Assignment Duration Status

31/12/2021 University of Edinburgh Leave 7 Hours @ Withdrawn
30/12/2021 University of Edinburgh Leave 7 Hours 1§ Scheduled
28/12/2021 University of Edinburgh Leave 7 Hours 58 Scheduled
24/10/2021 - End date not de...  University of Edinburgh Sickness 0 Calendar Days @ In progress

Processing

status Lo

o
o
©
o

5. Continue from step 3 in Line Manager guidance above

How to end an open sickness absence
Line Manager

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

THE UNIVERSITY
of EDINBURGH

Good morning, Lola Cowan!

1y

Career and
Performance

Learning

PM 2034 Page 21 of 26

P
Fiis

®©

Learning

February 2024



> THE UNIVERSITY
of EDINBURGH

Good morning, Lola Cowan!

Me My Team My Client Groups Sales
QUICK ACTIONS 95

B change Manager
B seniority Dates

&/ Empoymentinfo
(@ Document Records

%/ Direct Reports

2. Click the My Team app.
3. In the My Team page, click the ellipsis “** button next to the relevant
employee to view a list of actions
£ THE UNIVERSITY
DINBURGH

My Team

Ie
@O\uewim

5% Compensation

4. Click on the option Existing Absences.
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My Team

(9% compensation

Requisitions

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

THE UNIVERSITY
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

Y 7 Hours

.

Estimated End Date
]
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7. Click

on the calendar icon in the End Date field and select the relevant date.

Then click the Submit button in the banner.

THE UNIVERSITY
of EDINBURGH

Edit Absence

Emilee Payne

*Type Special Paid Leave

Whe Edit Entries

“Start Date and Duration Absence Duration
211172020 oy 7 Hours 35 Hours
Open ended
“End Date and Duration
6/11/2020 (Y 7 Hours

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

THE UNIVERSITY
of EDINBURGH

Existing Absences

Emilee Payne

Sort By

SDA
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1. From the home page Click on My Client Groups and Show More

THE UNIVERSITY
of EDINBURGH

Good morning,

Me My Team My Client Groups Guaranteed Hours Help Desk Tools
QUICK ACTIONS APPS
Personal Details
L m
Pay

Onboarding Checkist Tasks

o

B
&> Document Records
B}, identiication Info
=

Contact Info a () t* ®

Family and Emergency Contacts Time and Personal Skills and Learning

o
) Absences Information Qualifications

My Orgarization Chart

My Public Info {5, a a ’i

Current Jobs Wellness Personal Brand Volunteering

Show More

2. Click on Absence Records

2 THE UNIVERSITY
of EDINBURGH

B piagnostics

Workforce Structures

2%/ Job Details 2%/ Location Details &%/ Position Details 2%/ Request a New Position

. Request a Position
%7 Change

Add Anytime Document  gaf] Add CheckIn Document  Sgg¢ Add to Talent Pool Feedback

Performance

Find Best Fit Job Find Best Fit Person At
documents

Questionnaires

Questions Request Feedback

Absences

Absence Records

Benefits

Hlfy People to Cover

3. Search for appropriate employee and click on their name to select

4. Click on the open sickness absence
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sences and Entitlemen

4 ppsence
Type. Type Leav
Assignment Assignment (TN
Dates 17/07/2023 Dates 2 2/202 2211 23
Status Status Schaduled
Duration  © Duration 7 Hours
»p
i
View v 4 Add % Recalculate | v P::imu; Last & months Type Status © FlDetach
Dates Employer Type Assignment Duration Status. ;L"&"’""g Actions
2211202023 Universi aburgh Leave O 7 Hours B Scheduled © = -
17/07/2023 - 31/07/2023 Uni \burgh Leave ) 77 Hours @ In progress [ =
g..w.a,-_x:; End date not determined Universit nburgh Sickness 0 Calendar Days @ In progres E & =
Universit burgh L] 7 Hou Completed (] =
University of Edinburgh Other Paid Leave [ ] 5 Hours @ Completed ] .

5. Untick the Open ended checkbox to remove the tick. Select the End Date
and click Submit .

Absence Administratiol

Absence Type Sicknes

Basic Mode
"Start Date | 17/07/2023 e *Start Date Duration | Full day
E “End Date | 16/07/2023 ) I “End Date Duration | Full day
Duration 2 Calendar Day Condition Start Date | dd/mm/yyyy >
s PlanUse Aclion ltems

Details  Linked

“Reason | Arthritis

Comments | test
Add
Attachment "+
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