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Overview 
 

This document will explain how a Manager enters a Person Absence of Sickness into CoreHR.   

 

• Sick Leave  

 

Managers should please refer to your T&C Sickness policy for your information. 
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1. Manager to Enter Person Absence of 

Sickness  
1.1. Manager Enters Person Absence of Sickness  

Login to the Manager Dashboard 

 

1. Log into Manager Dashboard and click on My People Widget 

2. Click on the Actions Button 

3. Select View Scheduler 

 

4. Locate the relevant employee.  

5. Click onto the calendar, please ensure you click into the blank area on the calendar 

(indicated by the Pink Arrow) you will see a drop-down menu appear 
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6. Click Person Absence.

 

7. Employee’s Person Absences will display. 

 

8. To Add a new absence click on the Add Absence button  

9. Enter the following information  

• Leave Type* (Select the Sick Leave option for your Company) 

• Start Date* 

• End Date (if the sickness is open ended, click on the Open-Ended radio button) 

• Part Day Leave 

o Segments 

o Time of Day 

o Repeat 

• Open Ended 

o If the Sickness is open ended – click this field 

• Enter Duration  

o Enter Duration  

o Duration Type 
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10. You can now click onto the ‘Next’ button which will take you to the next stage of this input.   

 

Or  

You can press the Save button.  Please note if you click on the Save button you will be taken from this 

screen into a summary of the Absence you have just created, to get back into the absence details, 

simply click on the ellipses  a drop down list will appear, select ‘View/Edit Absence Details’ and you 

will go back into the Absence Details screen to continue with your input. 

 

11. Next move to Tab 2 ‘More’ and enter the following information: - 

• Reason (Choose from the drop-down list) 

• Narrative (free text fields if required) 

• Return to Work Interview (this can be entered later, when the employee has returned from their 

absence)  
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12. Click Next to move you into the Document Uploads Tab 

 

 

13. Click on the ‘Add’ button, you will be prompted to enter further details of the sickness: - 

• From Date 

• To Date 

• Illness (Choose from Drop Down List) 

• Doctor 

• Comments 

• Tick Box – Supporting Documentation Received 
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14. To Upload a file e.g. copy of a Fit Note, click on the  

 

15. Click on the  your browser will open>Select the appropriate file>Click Ok>your file will be 

attached to the employee’s records in CoreHR. 

  

16. Press Save 

 

 

 

Note: 

1. Please note you can view/update/amend this sickness record. Simply go to Manager 

Dashboard>My People>View Scheduler>Select Employee> and Navigate to Person 

Absences 


