Manager View
Recording other absences

There are instances where an employee will request or require a period of
other absence. These are often requested off system and need to be recorded
iniTrent.

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

From the Home screen select Your Staff.
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This will bring you to the Other absence details page.
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If More than one day or Part day are selected, you will need to provide the

Absence start type.

Then select either Full day or Half Day — PM. The number of hours will be
calculated from the employees working pattern.

If More than one day or Part day are selected, you will also need to provide

the Absence end type.

Again, select either Full day or Half Day - AM. The number of hours will be
calculated from the employees working pattern.



If you have selected Part day, you will need to complete the fields Absence
starttime, Absence end time and Hours absent. This will override the
working pattern hours.

Other absences have been grouped into three types: Other Paid, Other
Unpaid and Research Leave.
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If Other Paid is selected as an absence type, there is no payroll action and
iTrent will only record the absence.

If Other Unpaid is selected as an Absence type, iTrent will record the
absence and make an adjustment to pay. No manual intervention is required.

Every Absence type has its own Absence reasons. Research Leave only has
one of the same name.

When the details have been entered, select Save.
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This will record the absence in iTrent. You can calculate to immediately see

the days/hours lost; however, an absence calculation will run periodically in
iTrent.

Once you have saved the record, the absence appears in a list on the left-
hand side bar, along with other absence dates recorded in iTrent.

You can expand it using this tab.
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This will update once the absence calculation has occurred.

This can be used as areport of Other absence for the selected employee and
can be exported to Excel. Select the 3 dots and then Export to Excel.
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The report you get should look like this.

[y & Caltr Ju e =S =g # | Bt - | B GE P | e R g | 2Aem
5

aste E1CoRS Condrioal ol | insest et Formut | 7T
-~ 0. P . === = = - v =L 1\ oral Fommat as ns: ormi

=~ oF Foreal Paine L == LS = = == = B Mg s o LR Fommedting~ Tagew  Shiere = = - & Clear = K

Chipcar L] Fart L] signment el hmEar 5 Fhytes Celn Farting
HE = b
4 A |8 = o g | F | G | H | | | 1 K |1
1 |startdate Day Enddate  Day Type Paostticn Reason Current status wiarking cays bast autharisation saatus
2 | 32/07/2034 Men 26/07/2024 Frl | Research Leave Senlor Lecturar {Teaching) In Child Developmant TEST - Reseanch Leave Caloulation pencing 0 Mot applicabla

b il






	Recording other absences

