Requesting Annual Leave via People Connect
The following is a brief instruction on requesting Annual Leave (and other related leave) via People Connect.

(1) First login to People Connect in the normal manner. You should see a screen similar to that shown below once you have logged in.
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(2) Select the ‘People Connect Employee’ menu item from the left hand side and it should expand to show the following –
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(3) You will see the items ‘Leave of Absence’ and ‘Absence Calendar’. 
(4) Let’s look at ‘Leave of Absence’ first. Clicking on this opens a screen similar to the one below –
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This displays all current absences recorded in the system for you and their current status. You can see the type of absence and also whether it has been approved by your line manager.
(5) To create a leave request you select the ‘Create Absence’ button at the top left of the list. This opens the following screen –
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The relevant fields should be completed by clicking on the drop down lists as required to create the annual leave request.

(6) The following screen shot shows a request for Annual Leave from 29-31 January 2019 inclusive.
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You can see that some of the fields from the original screenshot have been removed as these are not required (eg the start/end times). 
The number of days has been input manually as 3 – please do not use the ‘Calculate Duration’ button to complete this field – always type the correct number of days in yourself. This is because the system will include non working days and weekends in its calculation and will deduct more leave than have requested.
(7) Once you are happy you should click on the ‘Next’ button at the top right of the screen. Please note that if you click on ‘Save for Later’ the record is put into a holding area from where you can retrieve it at a later point for completion. Using ‘Save for Later’ does not forward the request to your manager.
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You may be asked to confirm that the duration is correct as above – simply click ‘Next’ again.

(8) The final summary screen is now shown similar to the one below. Note that the screen indicates at the bottom the name of the manager who the request is being sent to.
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Click on ‘Submit’ button at the top right.
(9) You are returned to the summary list as below. Note that the request you have just created has now been added to the list with a status of ‘Pending Approval’. You will also receive an email confirmation that your request has been submitted.

Your manager will be notified via email that you have made your request that they should review and approve/reject as required.

Once your manager has actioned your request you will receive a further email confirming the action they have taken and the record status within the list will be updated.
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To return to the main menu simply click on the ‘Home’ link shown at the top right next to logout.
Absence Calendar

You can view absences in the system both for yourself and everyone within the team by clicking on the ‘Absence Calendar’ link in the main menu. This displays a screen similar to below.
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This shows everyone in the same team – their leave entitlement and End Of Year balance. The 3 days leave created earlier can be seen in grey on this calendar as ‘pending’. You can step forward and back through the calendar using the previous and next buttons or by changing the ‘Effective Date’ directly.

All Actions Awaiting Your Attention

This menu item gives you access to requests you have made which are still awaiting manager action. If required you can delete pending requests before the manager has actioned them if you wish for example if you no longer need the leave you have requested.  To do this click the bin icon in the delete column.
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The above shows how this appears for our example employee as two requests are currently awaiting manager action.
