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1.0 Requesting Paternity Leave

Navigate to your absence calendar.
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1.0 Requesting Paternity Leave

Once you have navigated to the absence calendar, select the dates for your paternity
request either by highlighting the dates or clicking on Select Date Range.
Once dates are selected click Request Absence.
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In the Reason drop down, select the reason for the Paternity Leave request.
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1.0 Requesting Paternity Leave

In Attachments upload the MAT B1 form.

Attachments Description Absence
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Upload

Category: Select Absence

Save for Later Cancel

Type a Description to help identify the document and click Submit.
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The event has now been submitted and you need to wait for your manager to approve it.
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