Follow-ups for absences

Employees’ requests for leave are displayed for superiors and all HR staff in their Follow-ups section. Once a request for leave has been processed, the
entry in the Follow-ups application is deleted.

&@9 Follow-ups free text search Q @ {g} -F ® g a
Absences Time recording Employee O m o

Leave request 0ss, Big (Aug 31, 2020 - Sep 6, 2020) Aug 25, 2020
Leave request oss, Big (Aug 25, 2020 - Aug 28, 2020) Aug 24, 2020
Leave request 0ss, Big (Aug 26, 2020 - Aug 29, 2020) Aug 24, 2020

Leave request dam, Anitaaa (May 24, 2020 - May 27, 2020) Aug 21,2020
Leave request =
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Processing several leave requests at the same time

Superiors and HR staff can now approve or reject multiple leave requests from different employees at the same time via follow-ups.
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@J’ Followups free text search @ {é} f ® g 6
Absence Employee Time recording v X o m o

@ Leave request open Fahrtmann, Robert (Dec 22, 2021 - Dec 23, 2021) Dec 21,2021

Z Leave request open Azikiwe, Tayo (Dec 27, 2021 - Dec 30, 2021) Dec 21,2021

reen, Emma (Dec 8, 2021 - Dec 10, 2021) Dec 8, 2021

iwe, Tayo (Oct 6, 2021 - Oct 8, 2021) Oct 6, 2021
z Leave request open Bohme, Karl (Sep 30, 2021 - Sep 30, 2021) Sep 29,2021
Check sick note Fahrtmann, Robert (Sep 29, 2021 - Sep 29, 2021) Sep 29,2021
GiEeEaEE VjFahlr'trVnann,rRébern {sép 22 2021 - Sep 22, 2021) - - : Sepii 2001
Sicl; r{oté missing “Tan;ikra, le(;tt; (Jranrlrzﬂr’z()rnJan 3,2020) - - - - - - - Jan73,72(7)2()7 7

ick note missing : Tanaka, Hiroto (Sep 2, 2019 - Sep 6, 2019) i Sep 3,2019

Sick note missing Tanaka, Hiroto (Jun 3, 2019 - Jun 6, 2019) Jun 4,2019

:Sick note missing : Tanaka, Hiroto (Jan 2, 2018 - Jan 10, 2018) : Jan 3, 2018
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To do this, the desired lines must first be selected by activating the corresponding check boxes on the left. These can then be processed collectively using

v X vV X (

M Approve leave request Bl Reject leave request

buttons (on the right).
All notifications that do not concern leave requests are excluded from processing and marked as in active by their colour.

A confirmation dialogue is displayed as to whether the approval or rejection should really be carried out. When it is confirmed, the previously selected
records are processed and then removed from the follow-ups.

You can specify if and when you want a reminder in the “Follow-ups” section for employees on sick leave who have yet to submit a sick note. This can be
done via the “Setup” application under “Company” Days for health insurance certificate. When the period has elapsed, a reminder will be generated in the
“Follow-ups” section for the HR staff as well as the employee on sick leave. It will be displayed in the user's My Follow-ups section in a separate table.
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https://confluence.personnel-department.cloud/x/igCWB

Uploaded sick note requires validation

&@’ Follow-ups free text search @@ {é} f @ g &

Absence Employee Time recording o m O
Sick note missing Fahrtmann, Robert (Sep 29, 2021 - Oct 7, 2021) Sep 30,2021
Sick note missing Fahrtmann, Robert (Sep 29, 2021 - Oct 8, 2021) Sep 30,2021
Leave request open Bahme, Karl (Sep 30, 2021 - Sep 30, 2021) Sep 29,2021
Check sick note : Fahrtmann, Robert (Sep 22, 2021 - Sep 22, 2021) : Sep 22,2021

Own Follow-ups

m &
Leave request open 'Boss, Big (Sep 28, 2021 - Sep 29, 2021) ; Sep 27,2021
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An employee reports sick and uploads a sick note. For HR users, an entry indicating that a sick note was uploaded and needs to be checked is generated
in their Follow-ups section.
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Absence Employee Time recording o m O
Sick note missing Fahrtmann, Robert (Sep 29, 2021 - Oct 7, 2021) Sep 30,2021
Sick note missing Fahrtmann, Robert (Sep 29, 2021 - Oct 8, 2021) Sep 30,2021
Leave request open Bohme, Karl (Sep 30, 2021 - Sep 30, 2021) Sep 29,2021
Check sick note : Fahrtmann, Robert (Sep 22, 2021 - Sep 22, 2021) Sep 22,2021

Own Follow-ups

m &
Leave request open 'Boss, Big (Sep 28, 2021 - Sep 29, 2021) ; Sep 27,2021
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By clicking on this entry, the Absences view of the employee is displayed, and the sick note can be checked and signed off using the blocked URL button.

ﬂg’ Absences

PRPe foe a

Employees Overview Absences List List of additional/residual leave
robert Year: 2021~ cmo
P e T T Remanin e proousyor— | en | spprove | ey | o | s | e | s |
Robert. com Robert Production 215 40 3000 0.0 255 140 00 0.0 0.0 100 00 100
Absence List of additional/residual leave
Start: 1/1/21 End: 12/31/21 [ oisplay Canceled x L
Come T o) | s | Sme | omem aitedy T
Sick Sep 10,2021 Sep 10,2021 10 Krank [ASETREOI & rocker6111769_640 png Robert Fahrtmann@company.com Sep 10,2021 v 1
sick Sep 9,2021 Sep 9,2021 10 Krank [T & s Robert Fahrtmann@company.com Sep 9, 2021 v o
Sick  Sep8,2021 Sep8,2021 10 Krank RS @ xrankenschein 20210008 png Big Boss@company.com Sep10,2021 i}
Sick Aug 25,2021 Aug 27,2021 30 Krank [EEEEIIII & xrankmeidung 01062021 paf Karl Boehmeg@company.com Sep 6,2021 o
sick Jun 28,2021 Jun 30,2021 30 Krank @ vrankmeldung 01062021 pdf Karl.Boehme@company.com Sep6,2021 i}
Holiday | [Jun 8 2021] Jun 10,2021 Jun 11,2021 20 [ ] Robert Fahrtmann@company.com Jun9,2021 o
sick Jun9,2021 Jun9,2021 10 Krank @ ¥rankmeldung 01062021 pdf Karl Boehme@company.com Jun 16,2021 o
Holiday ' Jun 8,2021 Jun8,2021 [Jun 71, 2021] 10 taken Robert Fahrtmann@company.com Jun 9,2021 o
Holiday ~ Jun2,2021 Jun 4,2021 20 test 3083 daken Robert Fahrtmann@company.com Jun 1,2021 i}
Holiday | May 17,2021 May 25, 2021 6.0 issue 2930 test dken Robert Fahrtmann@company.com May 26, 2021 i}
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HR and employee view

After the sick note has been checked, the status will be updated to checked.
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