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* Please note that this document is a work in progress and as such, this document will be updated regularly with 

any frequently asked questions. * 

 

 

Annual Leave Queries 

 How can I view my annual leave entitlement/balances? 

 I believe my current entitlement is incorrect. How do I correct this? 

 How do I view my previous annual leave? 

 How do I change the dates of a requested or approved annual leave request? 

 I no longer want to take this day off as annual leave. How do I cancel? 

TOIL 

 How can I record my TOIL on the system? 

  

Pobl Aber People FAQs –  

Absences 
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Q – How can I view my annual leave entitlement/balances? 

There are 2 ways to view your annual leave entitlement: 

1. Absences (Your employment) 

2. Information pages 

 

Absences (Your employment) 

 In the “your employment” Menu, click on  under the “your employment” heading 

 

 Click on the double arrows next to “balances” (the first bar on the page)  

 

 This will open up a table showing your current entitlement: 

 

 Annual Leave: This calculates your total annual leave entitlement for the whole year based on your 
contracted hours. For all full time indefinite posts, this should be 197.10. 

 Current entitlement: This calculates your total annual leave entitlement based on your contracted hours and the 
length of your contract of employment. Please note that if you work part time or on a fixed 
term contract, this will calculate your annual leave pro rata. 

 Hol Cfwd Hours: 

(Holidays Carried Forward) 

Once updated and approved by your head of department, this will show the amount of 
annual leave (hours) carried over from the previous leave year. For more information, please 
see the University’s Annual Leave Policy. 

 Overall Entitlement: This provides you with your total entitlement for this leave year (including any carried over 
leave). 

Annual Leave Queries 

http://www.aber.ac.uk/en/hr/policy-and-procedure/annualleave
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 Taken/Booked: This shows the total amount of hours booked (and approved using the Aber People System) 
as annual leave for the current leave year. 

 Remaining entitlement: Overall entitlement – Taken/Booked = Remaining Entitlement  

 

Information pages 

 In the “Information Pages” Menu, click on “My Information Page” (please note that the amount of available 

Global Information pages will vary per employee, depending on their permissions). 

 

 Click on the “Information Page: My Annual Leave Balances” tab. 

 

 This will filter the annual leave balances to show your current year’s annual leave balance (as shown above). 
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You can also look at your annual leave balance for previous years. To do this: 

 In the “Selection Criteria” section, input the year that you would like view in the “Leave year like” field (please 

note that any year before 2014 will not bring up your balance as this was when the new system was 

introduced). 

 

 Then click  

 

If in doubt, you can also search the system using “absence” or “annual leave”: 
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Q – I believe my current entitlement is incorrect. How do I correct this? 

 

 Please note that we are currently working on answering this question 
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Q – How do I view my previous annual leave? 

There are 2 ways to view your annual leave entitlement: 

1. Absences (Your employment) 

2. Information pages 

 

Absences (Your Employment) 

 In the “your employment” tab, click on the  under the “your employment” heading. 

 

 On the bottom left of the screen, click on “open”. 

 

 In the “open previous absences” window, select “ALEAVE” under the Absence code then click “load”. 

 

 This will bring through all the absences that have been input on the system as annual leave. 
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 If you would like to view the most recent annual leaves first, click on the  column heading 

until the arrow points down. 

 

Information Pages 

 In the “Information Pages” Menu, click on “My Information Page” (please note that the amount of available 

Global Information pages will vary per employee, depending on their permissions). 

 

 

… 
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Q – How do I change the dates of a requested or approved annual leave request? 

 Open up the list with your previous annual leaves (for a guide, please see “How do I view my previous annual 

leave?”). 

 From the list, select and click on the line of the annual leave that you would like to amend. 

 

 This will open the “Absence Entry” section under the “Absences” table (above). 

 

 Amend the annual leave request as necessary. 
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 Once you are happy with the amended request, click on “Ready” (under the “Absences” table). 

 

 On the bottom left of the screen, click on “Save”. 

 

 This will send a task to your line-manager requesting that they approve (or decline) the change. 
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Q – I no longer want to take this day off as annual leave. How do I cancel? 

* Please note that this should only be used if you want to delete an annual leave requests that you no longer 

require. If you are trying to edit an absence because the start or end date is incorrect and you plan to resubmit a 

request with the correct dates, please follow the guide on how to amend annual leave requests instead * 

 Open up the list with your previous annual leaves (for a guide, please see “How do I view my previous annual 

leave?”). 

 From the list, tick the field next to the annual leave that you would like to cancel. 

 

 Once you are happy that you have selected the correct line, click on “Delete” (under the “Absences” table). 

 

 The line that you wanted to cancel should has disappeared from your “Absences” table. 

 

 On the bottom left of the screen, click on “Save”. 

 

 This will send a task to your line-manager saying that you would like to cancel your annual leave for that date.  
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Q – How can I record my TOIL on the system? 

* We have been experiencing technical difficulties with TOIL records on the Aber Pobl system. As a result, until 

further notice, TOIL should be recorded on a local level and not on the system *  

 

TOIL 


