Line managers — how to update sickness absence for theirimmediate employees.

Line managers can update absence (sickness etc) via the ‘Your employment’ menu item
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To add an absence (sickness etc), select ‘Add’
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Within the ‘Resource ID’ field, you can select your direct employees.

In this example, we are selecting employee ‘111399’ who has notified their manager that they
are sick on the 03/06/2025
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(note that if sickness has been recorded, keep it as an “open ended absence” until the
employee returns back to work)
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Save the changes
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To view / amend previously recorded absences

Your employment > Absences
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Select the employee’s name, and absence type (optional) that that you want to view/amend
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In this example we want to extend the date to from the 03/06/2025 to 04/06/2025
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Uncheck the “open ended absence”

Change the “preliminary end date” to 04/06/2025

Press ‘Save’
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