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10.0 HOWTO LOG SPECIAL LEAVE ONITRENT

Special Leave should be logged under Absence Details - New Absence Detalils - Permissable

Absence
Bookmarks S Personal Details
> Personal details
> Key dates

P Contact Details

’ Emergency Contact Details
> Driving Licence Details

’ New - Driving Licence Details
> Check Details

P Address Details

P Review Details - New

P Review Details

Out of office (1)

To do list (4)

Processes (0)

Messages
P position Details
User setti > Occupancy Details
Ser Ings
na P | P position Details

> Working Pattern

> Hours and Basis

> Pay Details

> Employment History

B Tarme and Foanditinne

Hide Home page

Absence Details

> View Employee Absence details

> Absence Calendar

> Absence history

’ Holiday Entittement Details

> Mew Absence Details - Holiday

’ Mew absence details - sickness

> Update Absence Details - sickness

> Mew Sickness Certification Details

) Sickness Certification Details

’ Mew absence details - permissable

> Update Absence Details - permissable
Vehicle Information

’ Private Vehicle Details

> Driving Licence Details
Redirection of Tasks

) Mew - task redirection details

> Current task redirection details 5

Details of the Special Leave can then be logged in the screens below with the drop down menu’s

providing a list of options for recording:
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