HOW DO | ENTER SICK LEAVE?

ENTRY DATF[ LEAVE TYPE STAh
vion 20 Sep 202 ‘ -select- V‘ 00:00 SiCk Ieave = Personal Ieave

Annual Leave

Tue 21Sep 202 Compassionate Leave
Ved  225ep202 gﬁf:mmg Scenario: apprentice was sick on Tuesday
e 2ssmorf | LN / * Inthe LEAVE TYPE field, select the ‘personal
e leave’ drop down option
R | [y * Sick leave hours must equal 7.6 hours
Work Cover

Work over - Light Dutic * To ensure 7.6 is the calculation that appears
T ET— in the HOURS field, enter a combination like
this. Start 07:00, End 15:00, Break 24, SAVE

ENTRY DATE LEAVE TYPE START TIME END TIME BREAK MIN EREAK MIN NOTES FOR THIS ENTRY HOURS

Tue  215ep 2021 Personalleav W 07:00 @© 15:00 QY 24 0 Sick leave 7.6

Upload Supporting Documents

Attach your medical certificate by selecting
Upload files at the bottom of the timesheet screen. Ordropfiles
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