Manager View
Amending absences

There may be instances where a period of sickness or other absence requires
amending.

Line managers can do this in Manager View, as can Team Administrators
and HR Administrators.

From the home screen select Your Staff.
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Select Sickness or Other Absence.
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And select Absence calendar.
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This will present you with the Month from today view of the employee’s
absences.
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In this example we will use Yearly view.
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As per the key at the bottom of the page, for example sickness is represented
by the red circles on the calendar.

Find the absence period that requires editing and select it.

This will take you through to the relevant absence details page for the type of
absence selected.

& T

€ Absence calendar @ Shaun Locker

Other absence details shaun Locker wumine @ & )
Ahsence perlod

Absence period*  More than one day w

Ahsence start

Date® 220772024 =

Type  Full day -

Abzence end

Absence

Absence type ™ Orher Paid w

Absence reason ™ Study S Feam Leave W

Senior Lecturer [Teaching) in
Chitd Development [E>]
Position (060 . Education, Sociery
& Cuelture, fohin Darcy,
TESTPOSKO ) (Currernt]
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Once you have done this, the employee will be notified that the sickness or
other absence has been amended for them.
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