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1. How to record Strike Actions
2. How to record ASOS

1. How to record Strike Actions

&  Access HR Connect Employee Self Service.
&  From Home Page, click on ‘Add other absence’.

Home

Dashboard News

Latest company news View all news >
E S " 7
HESA Staff Data - Is your HR Connect Video Guides Queen's Platinum Jubilee

information up to date

© o0

Sickness View all sickness > Other absence View all other absence >
( View sickness in calendar ) + Aadbdsfr[:;:r . des\gr?ct:?r:
calendar
&  Select'Strike' from Absence type

&  Then select 'full day’ or ‘more than one day’ from Absence Period. Then complete ‘Start Date’ and ‘End
Date’ (if more than one day).

o Add your absence details below and click Save to submit your holiday for approval

* Absence type (required)
l Strike x - J

Absence reason

X
L]

| Strike Action

* Absence period (required)

X
(]

| More than one day

* Start date (dd/mm/yyyy) (required)

l 21/03/2022 ]@

*Full or part day (required)

[ Full day x - J

* End date (dd/mm/yyyy) (required)

| 23/03/2022 \g



@  Click Save.

*Full or part day (required)

( Full day g
Notes
L )
s
2. How to record ASQOS
&  Access HR Connect Employee Self Service.
&  From the homepage, click on View Profile:
iTrent Home
—~ T Dashboard News
2, View profile
Latest company news View all news >
™ My time s
B Mypay Covid18 Sickness Absence HR Connect Video Guides Health and Social Care
Update Levy
® Learning
©eo®
A Performance
Holiday View all holidays » Latest payslips View my pay >
@ 28Apr2022 4
Click to download =
139.5
Hours available
b4

@ 28 Mar 2022
Click to download

Book haliday

( Viw holiday in calendar )
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@  This will open your Profile page, click Editin Personal Details:

iTrent My profile

Simon Napier

Personal Employment Talent

S View profile
My personal details < 7 Edit }onﬁdential information

Home

My time

m o »

My pay

¢

Learning

A Performance

Selsct the links belowr 4o visw o smend your infarmatian
Name: Simon Nagisr el oot 5
Known 2s: Simen pecial requl

Sensitive information >

@ View attachments
Social security >

Contact information

65 Current residing address - Mailing Address: 18 High Street. EDINBURGH, EH1 3DN, United Kingdom

+ Add address + Add contact details

Friends and family

&  This will open your Personal details

< Back to Personal

My personal details

*Surname (required)
[ Mapier ]
* Forename (required)

[ Sirmorn ]

Forename 2

( J

&  Scroll to the bottom of the page, and you will see an’Additional Fields' Section.

Additional fields
Are you undertaking Action Short of Strike Action (AS0S)

If Yes, When will this Start? (dd/mm/yyyy)

e

If Yes, What is the Planned End Date of this action? (dd/mmJyyyy)

e
s
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© If you are participating in Action Short of Strike Action {ASOS), you should complete the following fields
and click save. You can either justinput the start date or input both the start and planned end date.

Additional fields

Are you undertaking Action Short of Strike Action (ASOS)

| Wes -

If Yes, When will this Starc? (ddmmmufyyyy)

| ZIOS2022 | =

If Yes, What is the Planned End Date of this action? (ddfmmmuyywwh

( | =
—

@  The following message will be displayed confirming your HR Connect record has been updated:

< Backto Personal

My personal details

@ Changes have been saved.

@  Updating the fields only shows you are intending on taking part in the ASOS action, this update will not
automatically make any deductions of pay. HR will contact you separately to confirm the actual days that
should be deducted.
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