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Paid Leave Process (managers)

Click My People
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Using the calendar, right click on the required date and select Add
Click Paid Leave

Time Management

The Time Management module enables employees, and managers on behalf of employees, to view and record absence and attendance records.

Week Ending  19/07/2020 £8

WAVEI Monday Tuesday Wednesday Thursday Friday Saturday Sunday My
leekly .

Employee | Contract, 13/07/2020 | 14/07/2020 | 15/07/2020 = 16/07/2020 | 17/07/2020 | 18/07/2020 | 19/07/2020 | Holiday
Name | Ne. | Hrs  Type Hrs/Cash | Type Hrs/Cash | Type Hrs/Cash | Type Hrs/Cash | Type Hrs/Cash _TyDe Hrs/Cash _T\rDe Hrs.-’Cash_ Balance
Kate Winslet 5006875 37 r

| CAS Casual Sickness
VD Coronavirus Isolation

PL DBC Paid Leave

UPL DBC Unpaid Leave

PAY Payments

Complete the Paid Leave request form and Submit

Type DBC Paid Leave

Comments

Dates Full Day PartDay OpenEnded

From*  15/07/2020 @ O

To*  15/07/2020

hours mins hrs decimal

Total Time 7 24 740

Reason * Coronavirus - Isolation v

The Leave Request will be sent to HR Advisory for approval.
Note: the leave will show in the calendar while it is pending approval, this is to ensure no duplicate
entries are submitted.
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Time Management

The Time Management module enables employees, and managers on behalif of employees, to view and record absence and attendance records.

Week Ending  19/07/2020 £2

WA"i Monday Tuesday Wednesday Thursday Friday Saturday Sunday
o) 13/07/2020 14/07/20% 15/07/2020 18/07/2020 17/07/2020 18/07/2020 19/07/2020

Employee Contract
Name No. | Hrs 'Type Hrs/Cash | Type Hrs/CRsh Type HrleashATy - Hrs/Cash'Type Hrs/Cash Type Hrs/Cash _Type Hrs/Cash

Kate Winslet |5006875 37 PL 800

You will receive an email to advise if the request has been authorised or denied.

If the request is denied, your HR Advisor will contact you to discuss.

My
Holiday
Balance
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To check the progress of a request in MyHR ...

Click My People

Use Team Selector to locate the employee
Click Select (across to the right)
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With the Employees name at the top of the menu, click on Forms History
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You will see all details of all absence and leave entries for the employee.
Use the V to expand the line and view more detail

Welcome, Christopher L] Account ~ & Sign Out
-

MY PEOPLE

Keyword Search Date From Date To
Event Filter Status Filter
Appeaizals  Time Mgt Absence  Thne Mgt Attendance Authorised  Regectes
result
Qualifications
Reports Description Employes Event Status Raised Date ~
Forms Absence |Add): MRS ICate Winslet, DBC Paid Leave Tin

Forms History

In this example, the request was approved. To view who it was approved by, click the green tick next
to the Authorisation Progress bar.

Description Employee Event Status Raised Date ~

Absence (Add): MRS K: inslet, DBC Paid Leave Kate Winslet Time Mgmt Absence @ Sut € 15 Jul 2020

b
Kate Winslet Time Mgmt Absence O Rejected 15 Jul 2020
. v
dd): MRS Kate Winslet, DBC Paid Leave Kate Winslet Time Mgmt Absence 15 Jul 2020
- 1500 0]
Time Mgmt Absence Employee: K et Type: DEPLV
Form Number: [ Action: Add
Submitted By: ( er Hall Absence Reason: Public Duties
Submitted On: 15 Start Date: 15/07/2020
End Date: 15/07/2020
Total Time:
Authorisation Progress

In this example, the request was denied. To view who it was denied by, click the red cross next to
the Authorisation Progress bar.
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Description Employee Event Status Raised Date ~

Absence (Add): MRS Kate Winslet. DBC Paid Leave Kate Winslet Time Mgmt Absence ® Submitted 15 Jul 2020
(13/07/2020 - 14/07/2020)

Absence (Add): MRS Kate Winslet, DBC Paid Leave Kate Winslet Time Mgmt Absence © Rejected 15 Jul 2020
(17/07/2020 - 17/07/2020)

Time Mgmt Absence Employee: Kate Winslet Type: DEPLY
Form Number: 00026528 Action: Add
Submitted By: Christopher Hall Absence Reason: Public Duties
Submitted On: 15 Jul 2020 Start Date: 17/07/2020
End Date: 17/07/2020
Total Tirme: 740
Authorisation Progress
Absence (Add): MRS Kate Winslet, DBC Paid Leave e Winslet Time Mgmt Absence @ Authorised 15 Jul 2020

(15/07/2020 - 15/07/2020)

In this example, the leave is marked as Submitted. This means it is pending approval

Description Employee Event Status Raised Date

Absence (Add): MRS Kate Winslet, DBC Paid Leave Kate Winslet Time Mgmt Absence @ Submitted 15 Jul 2020
(15/07/2020 - 15/07/2020)

Time Mgmt Absence Employee: Kate Winslet Type: DBPLY
Form Number: (0026527 Action: Add
Submitted By: Christopher Hall Absence Reason: Public Duties
Submitted Om: 15 Jul 2020 Start Date: 15/07/2020
End Date: 15/07/2020
Total Time: 740

Authorisation Progress o e




