
Recording Sickness
Absence in
 

How to Guide



Access your Dayforce "Hub" to record a sickness absence.  It is the same process
you used to request Annual Leave.

Click on the ‘Request new time off’ button.
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Using the drop down menu in the "Reason" field, select your sickness reason. In this
example we have selected "Sick - Eye/ear/nose/mouth/dental problems".

Click the calendar icon next to today's date in the "Start Date" field
and select the day your sickness absence started.
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Next select the last day of your sickness absence. In this example it
was only one day, so the same date is selected.

If you wish to add a message for your Line Manager you can add it
in the "Employee Comments" field.
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You may have a signed GRAHAM Self Certification Form or Fit-Note you
wish to upload you can also do that here by agreeing to the "Document
Privacy and Retention" statement and uploading your document.  

To find out more about adding documents visit the
"Adding a Document to Your Time Away From Work
Request" How To Guide

Next click "Submit".
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This will return you to your "Time Away List" where you can see your request
is now "Pending" approval from your Line Manager.

You will receive a "Message" in Dayforce to alert you to any approvals. 
You will see a red dot on the "Message Centre" icon indicating there is an
unread message. Click on the envelope icon to access your messages.
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Your Line Manager will now get a notification in
Dayforce to approve your Sickness Absence



Click on the message from your Line Manager regarding your "Time Away
From Work" Request. You can then click on “Back” to view other messages, or
click on the GRAHAM Logo to return to your “Hub” screen.

Click on your “Time Away List”, where you will see the status of your request is
now showing as “Approved”.  You can click on the arrow to see the details.
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From your Dayforce "Hub" you can also click on the "Attendance (Year at a
Glance)" icon.

You have now successfully recorded sickness absence in Dayforce

If you have any questions please contact your HR team

Where you will see all your Time Away From Work requests in a calendar
format. When you are finished you can click on the GRAHAM logo to return to
your "Hub" screen.
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