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Employee - How to request annual leave when
homeworking/special leave (paid) is recorded

When you log into iTrent and go to ‘| want to request annual leave’

Clackmannanshire
Council

www.clacks.gov.uk

Comhairle Siorrachd
Chlach Mhanann

Hello Test

ou last logged in 3 minutes ago

| want to request
| want to check my Annual Leave entitlement
Mileage and Expenses claim history

More links from self service...

Holiday details

e This absence overlaps with the following existing absence(s):
23/03/2020 - (Homeworking)

Absence type *®

e,

Holiday period .
Full day

Start date (dd/mm/yyyy) ®
18/06/2020 ]

Motes
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Close the page down and select ok.

Holiday details

23/03/2020 - (Homeworking)

® This absence overlaps with t?\e following existing absence(s):

Absence type *
Annual Leave

Message from webpage X
Holiday per

Full day

e Changes you havk made will not be saved.

Start date ( Are you sure you want to leave this page?
18/06/20]

Notes Vok | |

You will be on the absence page, scroll down to other absence section and
select the open ended absence type either homeworking or special leave

(paid).
Other (o)

Start date ~ End date Position Authorisation Attachment...

/
23 Mar 2020 Homeworking HR Systems Officer..  Awaiting authorisation @ ~
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This will open up the absence page where you can put an end date on the
absence, if you can make the end date the day after the start date which will
ensure that it is not overlapping with any other absences @&nd remember to
select full day from the drop down below otherwise will get the error below.

Other Absence Details X

Mbre than one day

Start date (dd/mm/yyyy) *
23/03/2020 ™

Full of part day .
Full day v

End date (dd/mm/yyfy) ®
24/03/2020 M

Full or part day .
Full da v

Position

HR Systems Officer (V49¢) (Current)

Authorisation
Awaiting authorisation

Other Absence Details

@ Field: Full or part day is invalid

Absence type *
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Once saved you will be taken back to the absence page, then scroll back up
to holiday section and select ‘add holiday

B s o v o aR

Startdate = End date

Duration

Position Authorisation

You can then add the details of your holiday and select save.

Holiday details
Absence type .
Annual Leave v
Holiday peried .
Full day v

Start date (dd/mm/yyyy)
18/06/2020 )

Motes

o Yo

In your holidays page will see your holiday is awaiting authorisation for your
manager’s approval. Your manager will also amendyour other leave for
homeworking or special leave (paid)

Holiday balances ﬂ My calendar

Duration

Holidays: 217 hours available

Add holiday

~
_d

Start date = Position Authorisation

18 Jun 2020 18 Jun 2020 7

Annual Leave HR Systemns Officer... Awaiting authorisation A
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Managers - Authorising annual leave and updating
homeworking or special leave (paid)

When you receive an email to say your employee has requested leave and
requires your approval log into iTrent People Manager and go to the ‘To do
List’

Hello Manager

You last logged in 3 minutes ago L
People >
Management information >
Inaidont Dapartinn

=Q Find iTrent pages

iTrent Electric Walkthrough Staff Information

Select the absence requiring appro
Holiday absence details Mrs Fiona Mongap - * Payroll & Systems * Start date: 18/06/2020 * End date: 18/06/2020 * Due: 29/06/2020

REQUIRES AUTHORISATION More...

Select authorise/not authorise from the drop and select save.
o Task(s) authorised.

Holiday absence details Mrs Ficna Meongan % MENU

Holiday period

Holiday period Full day
Holiday start
Holiday start date™ 18y06/2020 E
Holiday end
Absence
Absence type”  Annual Neave

Autherisation  Authorised

HR Systems Officer

Position (V49¢) (Current)

+ Holiday balances
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Cross out of ‘To do list’

TODOLIST (6) PROCESSES (0) X
Filter Al active v Sortby Due date v T ( Search existing results Q)
Cselect all

Go to the People to bring up search box.

Hello Manager

You last logged in 7 minutes ago n
Pecple S
Management information >

Inmidant Danartina

=Q Find iTrent pages

S [ — TN

Search for your employee

Clackmannanshire Council

~ PEOPLE

Results 2 People

employes * x |sumame v o}

Select all Save this grou

Go to the section ‘Absence (Other Leave)'.

[V Personal information ] > Employment > Leaver > 121 > Memberships

» Absence (Sickness) > Absence (General) > Absence (Annual Leave)

>

ence (Other Leave)

> Occupation Health »  Stress Risk Assessment > Employee Induction > Payroll - Time, Mileage and Expenses

Then ‘View Other Absence Details’.

=
=

New ‘Other’ Absence Details View 'Other Absence Details
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Hover over the absences and select the one that has no end date and
absence type is homeworking or special leave (paid).

A OTHER &

21/02/2020
27/01/2020
02/12/2019
14/10/2019
20/06/2019

27/05/2019

sence perio

Absence peyiod” More than one day ﬂ

Absence start

Date\ 23/03/2020 B

Type Yull day ﬂ
Absence end

Date  24/03/2020 B

Type Fullda [v]

Expected end date H
Absence
Absence type omeworking ﬂ

Absence reason/ COVID 19 - Government Advice RedLﬂ
Authorisatign  Awaiting authorisation

Posti HR Systems Officer
oFition (V49¢) (Current)
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You will get a message to say it overlaps with absences stated but will say
changes have been saved.

A\ This abzsence overlapa with the following existing abesnce{s): 18/06/2020 - 18,/06/2020 (Annual Leave) 06/04/2020 - 06,/04/2020 (Annual Leave)
o Changes have been saved.

Other absence details Mrs Fiona Employee v mENU

MNew 'Other’ Absence Details ] ’ View 'Other Absence Details ]

Absence period

Absence period” More than one day ﬂ

Absence start

Date” 23/03/2020 B

Type Full day ﬂ
Absence end

Date E

Type Full day [

Expected end date a
Absence
Absence type® Homeworking [+

Absence reason” COVID 19 - Government Advice Fteduﬂ
Authorisation  Awaiting authorisation

HR Systems Officer
(W49c) (Current)

Pasition
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