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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 ‘I want to request annual leave’ 

 
 
If you are currently recorded as homeworking or special leave (paid) you will 
get the message below that annual leave cannot be saved due to this. 
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Close the page down and select ok. 

 
 
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). 
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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 and remember to 
select full day from the drop down below otherwise will get the error below. 
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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’.  
 

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

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

 
 
Select the absence requiring approval 

 
Select authorise/not authorise from the drop and select save. 
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Cross out of ‘To do list’ 

 
 
Go to the People to bring up search box. 

 
 
Search for your employee 

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

 
 
Then ‘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). 

 
 
Highlight the end date, delete it then select save. 
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You will get a message to say it overlaps with absences stated but will say 
changes have been saved. 

 


