
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1. Access your employee dashboard and click "View Profile" to locate available 

requests and surveys. 

 

 

2. In the top navigation bar, select "Employment". 

 

 

 

3. Scroll down until you see the Requests and Surveys section. Here, you will find 

relevant forms for submission. 

 

This guide will walk through submitting an Employee Request for Maternity 

Leave. The process applies to all requests, though specific questions may vary. 

 

Click on the appropriate form to open it. 



 

4. Review the introduction to understand the request. Click "Start" when you’re 

ready to begin. 

 

5. Fill in all required fields, including: 

• Line Manager’s Name 

• Line Manager’s Role 

• Maternity Leave Details 

Use drop-down menus where applicable and select dates using the calendar 

tool. 



 

 

6. If necessary, enter any additional comments in the provided section. 

Once you have reviewed all the details, click "Save" to store your progress. 

 

7. After saving, the page will refresh. 

Click "Submit" to officially send your request. 



 

 

8. A confirmation pop-up will appear. 

Click "Confirm" to proceed or "Cancel" to make further changes. 

 

 

9. After submitting, you will see a message stating: 

"Survey has been successfully submitted." 



 

 

10. To check the status of your request, return to the Employment section. 

 

 

 

11. Scroll down to Requests and Surveys, and locate your request under 

"Completed". 



 

12. Here, you can view your completed and submitted requests or surveys. While 

edits are not possible, you can click to review the details. 

 


