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Overview 
Oracle provides a comprehensive facility for the management of absences, from 
sickness through to annual leave.  
The following guide aims to equip managers with the necessary knowledge to be able 
to record all aspects of absence for staff in their hierarchy, from opening absences 
through to "Return to Work Interviews". This in turn provides an accessible and up to 
date absence record for the staff within a manager's hierarchy.  
 

Recording a Sickness Absence Entry 
Although Sickness Absence is discussed here the same steps can be applied for 
other absence types 

STEP  ACTION 

1. 

Clicked on Expand  next to LCC – Manager Self-Service to see all the functions 
available to use within this responsibility. Expand Leave/Absence Management and 
then Record Absence/Approve Leave.  

 
2. Select the employee from within the hierarchy and click on the action button next to 

their details 

 

3. Click Create Absence  
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4. 

Click on the Absence Type drop down arrow, and select absence reason, e.g. 
sickness and then Absence Reason 

 

 
Note: if after choosing Absence Type an absence reason is not required this field will  
auto populate eg Maternity Leave 
 
:  

5. 

Enter start date of absence in the format dd-mmm-yyyy (as shown in the image) or by 
using the calendar.  Only if the absence is complete enter the end date using the same 
format.  If the absence is complete, you can enter the duration, otherwise leave blank. 
(To assist tips are also available on the screens) 
Note on end date: Please note that an end date is the last day of an absence, NOT 
the end date on a fit note, as multiple fit notes maybe received during one absence.  
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Note: the system will automatically calculate the days absent for whole days 

6. 

It is also possible to record the start date as a proportion of a day if for example the 
employee came in to work and left at lunchtime or left again in the morning.  Follow 
the procedure above and then select by clicking the magnifying glass.  
On the screen that opens press Go. 

7. For sickness absence always record as a proportion of a day.  Click Quick select – 
days, and enter for example 0.5 signifying a half day absence.  Click next. 

 
Note: the additional absence information field should be left blank for sickness 
absence. 

8. 
 

The next screen allows you to review your proposed actions.  If you are happy with 
your entries click submit.  

 
You can at this point go back and edit what you have input.  Sickness absence always 
records as a proportion of a day.  Click Quick select – days, and enter for example 0.5 
signifying a half day absence. 

 
 
Note: Please note that the Attachments facility is not currently used. 
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9. 
 

You will then be taken to the absence page where your confirmation is displayed.  You 
can click on the details tab at any time to add to/amend or delete the absence. If you 
are the manager responsible for the employee, this will automatically change to 
"Approved". 
When you have finished with this employee/absence, click Home to return to the main 
Home page. 

 
Leave without Pay 

1. 

Scenario: a manager agrees to a request for LWOP for an employee which is for a 
period 
less than 5 days and is now going to enter the details via MSS to ensure the correct 
deduction is made from her pay. 
The manager logs into Manager Self Service (MSS) and clicks on the plus sign (+) to 
see all 
Options 

 

2. 

Click on the plus sign (+) next to Leave/Absence Management 

 

3. 
Click on the form Record Absence/Approve Leave 
 

4. 

Multiple employments 
 
Before selecting the employee from the hierarchy, the manager must decide if leave 
without 
pay is being taken from a primary or secondary post. If the employee has only one 
post or is 
taking leave from the main (primary) employment then select the employee from the 
hierarchy and continue. 
If leave without pay is being taken from a secondary employment the manager must 
email 
AskHR with all relevant information. 
All absence records are held against primary posts only in Oracle, so do not record 
against a 
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secondary employment. If you are unsure, you can check if an employee's post is 
primary or 
secondary on the Employment Information screen. 

5. 

Select the employee from the hierarchy and click on the Action button next to their 
record. 

 

6. 

Absence Summary 
This form displays the absence summary for the employee, including any unpaid 
leave 
taken previously. 

 

7. 

To enter a new absence click on the Create Absence button 

 

8. 

Absence Details 
This form allows you to input details of a new absence. 
You must complete all mandatory fields which are indicated by * 
All absences due to leave without pay should be recorded as soon as possible to 
ensure 
Payroll can apply the correct pay 

 

9. 

Click on the down arrow next to absence type and select desired type, in this 
example 
"Leave Without Pay" 

 

10. Select Leave Without Pay 
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11. 

Click on the down arrow next to absence reason to see list of reasons. 
Leave Without Pay (LWOP) 

 

12. 

Unpaid leave 
- Absences of less than 5 days - unpaid leave should be entered in hours. You 
should enter 
the dates of absence (start and end) and the number of working hours to be 
deducted from 
pay in hours and decimal units. For example, to deduct a standard full time working 
day 
you should deduct 7.4 hours. 
- Absences of 5 days or more - unpaid leave will be calculated by Payroll in days. 
You 
should enter the dates of absences (start and end) and leave the hours field blank. 
(If the end date of the absence is unknown you must select Unpaid Leave - days and 
enter 
the start date only) 
In the event of any query, please contact AskHR for advice. 

 

13. 

Select appropriate reason, 
e.g, unpaid leave - hours 
Select Unpaid Leave – Hours 

 

14. 
Use the calendar to enter the start date. 
Click on the date to select e.g. 8 March 
Click on 8 
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15. 

LWOP (Leave Without Pay) end date 
If the end date is unknown you must select Unpaid Leave - days and leave the end 
date field 
blank. 
The end date must then be entered when the employee returns to work. 

 

16. 

If the end date is known, click in the end date field. 
If the end date is known and it spans two pay periods, e.g. 10 June to 15 July, then 
you 
should end the first absence at the end of the current month, i.e. 30 June and enter a 
new 
absence from 1 July to 15 July. 
This will ensure the correct amount is deducted from each month's salary. 

 
 

17. 

Enter the end date using the calendar on the right 
Click on the date to select 
Click on 8 

 

18. 
Click in the hours field 

 

19. 

Enter the number of hours taken as unpaid leave in hours and decimals, e.g. 2 hours 
30 
minutes is 2.5 
Enter 2.5 
NB: If the employee has more than one assignment (contract) enter the number of 
hours to 
be deducted from the primary assignment. 
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20. 
Minutes to Decimal conversion 
To convert minutes into decimals divide the total number of minutes by 60 e.g. 30 
minutes 
= 30/60 = 0.50 

21. 
Click on the down arrow next to Additional Absence Information 

 

22. 

Select Leave Without Pay 

 

23. 

Multiple Contracts 
 
If the employee has more than one contract you must now indicate if the leave 
relates to all 
contracts. 
If the employee has only one contract this field may be left blank. 
If the employee has more than one contract you should email Payroll. 

 

24. 

Add any appropriate information in the Comments field and when you have 
completed all 
necessary details, click Next 

 

25. 

A warning message may appear to prompt you to check the amount of leave being 
taken. 
If this is correct click Next again to continue. 

 
26. Review Information 

This form allows to view the proposed details before you submit 
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27. 

At this stage you can Cancel, Save for Later, go back, or if you are happy with 
proposed 
details, click Submit 

 

28. 

You will return to the Absence summary form. 
You may click on Details at any time to view further information about this absence. 
Click Home to return to the main Home page. 

 

29. 
Click Logout to end your session and log out of the system. 

 
30. Task complete 

 
 
Maternity Absence Entry 
 
Recording Maternity Absence follows the same process as other absence types. 
(Please see step 4 of Recording a Sickness Absence) 
However there are other points to consider. 
 
Maternity – tips & checks for managers 
 
On notification from an employee of the pregnancy, a manager needs to: 

1. direct the employee to/issue the relevant maternity information pack; 
2. remind the employee to submit their MATB1 form, issued by the midwife or 

doctor at the 20 week scan, and MAT/L form to Payroll at the 



MSS – Absence & Leave                                                                                     Version 1.2 
 

• 12 • 
 

earliest opportunity. Forms should be sent to: Payroll and Recruitment 
Service, PO Box 100, County Hall, Preston, PR1 0LD; 

3. discuss annual leave and ensure that this is booked in (where applicable); 
4. obtain at least 28 days' notice of the employee's intention to stop work; 
5. check that the start date of maternity leave is no earlier than 11 weeks prior to 

the due date of the birth; 
6. input the maternity leave onto Oracle; 
7. when written notice of the date for their return is received, close the absence 

on Oracle by the relevant deadline – payroll will then restore the employee to 
full salary. If the maternity is not closed the employee will not be paid 
correctly. 

 

STEP  ACTION 

1 

After following "Recording a Sickness Absence"  Select Maternity Leave – Self 
Service  
for the Absence Type 
 
Absence reason will Auto populate. 

 
 
Input the start date then click next 
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Review the entry then click Submit 
 

 
 

 
KIT Days 
Keeping in Touch Days (KIT) are where the employee can agree to come back to work 
for up to 10 days during their maternity leave, except during the first two weeks after 
childbirth, Please see Maternity Leave on the intranet for further details 
Link to the Maternity page 
 
Two key tasks are required: 

• Record the KIT days through Oracles KIT day function 
• Claim the KIT days payment using the payment claims section 

 
First Task – record KIT days 

STEP  ACTION 

1. 
 

Having clicked Expand  next to LCC – Manager Self Service you can now see all 
the functions available to use within this responsibility.  Expand Leave/Absence 
Management and click on Maternity/Adoption Keep in Touch days 

 
 
 
 
 
 

http://intranet.ad.lancscc.net/how-do-i/hr-pay-employment/maternity-leave-support-an-employee-on-maternity-leave/?page=5
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The following screen will open: 

 
The screen shows any current days recorded. Click Add 

 

The KIT days can now be recorded on the following screen 
 

 
For each entry input the date for each KIT day, then input the hours worked on the KIT 
day eg 3 hrs 30m minutes input as 6.5 (There is also a tip on the screen) 

 Once completed click Apply  

 

The following screen appears. 
You can Add more days if required or just click Next 
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A review screen appears. Check the details then submit.  

 

 

 

A confirmation screen will now appear. Click home to return to the home page. 

 
This completes the first task 

 
 
Second Task – Claim the KIT day's payment 

STEP  ACTION 

1 
 

Having clicked Expand  next to LCC – Manager Self Service you can now see all 
the functions available to use within this responsibility. Click on Self Service Payment 
Claims 

 
 
 
 
 
 
 
 
Note: The claim can be made by the manager or the employee. 

2 Choose the employee from your hierarchy list and click on the Action button 
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3 

On the claims screen under the section Overtime/Extra Work At Own Job click Add 
 

 

4 

The claim screen appears. This is completed in the same manner as a standard claim 
however KIT CLAIM will be selected from the element name list 

 
In the field "Reason for Work" we have input KIT day however any other helpful text 
can be used.  

Click Apply to continue  

5 

The main claims screen will now be displayed again where we can see that the KIT 
day is ready to be submitted. 

 
Repeat steps 3-5 to add more kit day claims. 
Once all kit days have been added click Next 
 

6 The following screen allows you to review the information prior to submission 
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Click on the Submit button to Submit the claims  

 

7 

A confirmation screen will now appear. Click home to return to the home page. 

 
 
This completes the second task 

8 Task complete 

 

 
Ending an open absence 
STEP  ACTION 

1 
 

Select the employee and navigate to their Record Absence/Approve Leave: Summary 
screen, identify the open absence and click on the update button which should be 
highlighted.  In this example, the employee notified his manager of an absence that 
commenced on 04/09/2019 and the manager submitted the details leaving the return 
date empty.  

2 
 

Enter the end date of absence following the same process as above, assuring that any 
part days are dealt with in the same way as described before.  Click next.  
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Note: The End date is the last day of absence, not the first day back to work 

3 

The data shown on the left is what was previously held and your proposed updates 
are shown on the right.  You can once again go back, save for later or if you are happy 
with your input, click submit and you will be taken to the absence summary form. 

 

 

 
 
Medical Certificates 
STEP  ACTION 

1 
 

Having clicked Expand  next to LCC – Manager Self Service you can now see all 
the functions available to use within this responsibility.  Expand Leave/Absence 
Management 
 
Click on Medical Certificates  

 



MSS – Absence & Leave                                                                                     Version 1.2 
 

• 19 • 
 

Select the relevant employee from the list of People in Hierarchy by clicking on the 
Action icon next to their name.  

 
 

2 
 

On the next screen, click on the Add button to access the form. 

 

3 
 

You now need to complete the form. Click on the Magnifying glass icon next to the 
Sickness Absence Details field.  

 
4 
 

The Search and Select page will appear. Click on the GO button to access the list of 
recorded absences for the employee. 

5 
 

From the list select the absence for which the Medical Certificate applies by clicking 
on the circle in the select column, then click the Select button. 

 
6 
 

The details will now appear in the Sickness Absence Details field.  

7 
 

Click on the Magnifying glass icon next to the Sick Note Type field. 
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8 
 

The Search and Select page will appear. Click the GO button to access the list of 
values. 

9 
 

From the list select the relevant Sick Note Type by clicking on the circle in the select 
column, then click the Select button. 

 
10 

 
The details will now appear in the Sick Note Type field. 

11 
 

Click on the Calendar icons to select the start and end dates of the Sick Note, enter 
the absence reason shown on the note and finally use the Calendar icon to select the 
date the sick note was received. Once completed click Apply 

 

12 
 

The next screen will appear with the Medical Certificate Details, status showing as 
New. From this screen you can Delete, Update or Add another sick note.  
You can also Save for Later.  If you are ready to proceed click Next. 
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13 
 

The following screen will now appear and you can review the details, click Back if you 
need to amend or click Submit to proceed. 

 

14 

You will receive e-mail confirmation that your changes have been applied.  Click Home 
to return to your homepage.  
Note on Medical certificates – if multiple certifcates are received to cover an absence 
then dates on them must be consecutive with no gaps. Overlaps are fine. 

 
 

Return to Work Interview 
STEP  ACTION 

1 
 

Click on Return to Work and select the relevant employee from the list of People in 

Hierarchy by clicking on the Action icon next to their name. 

2 
 

On the next screen click on the Add button to access the form. 

 
3 
 

You now need to complete all the fields. Click on the Magnifying glass icon next to 
the Sickness Absence Details field. The following screen appears.  
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4 
 

The Search and Select page will appear. Click on the GO button to access the list of 
recorded absences for the employee.  
Tip: to bring up all results click on the go button leaving the input field blank 

5 
 

From the list, select the absence for which the Return to Work Interview applies by 
clicking on the circle in the select column, then click the Select button. 
The details will now appear in the Sickness Absence Details field. 

 
6 

 

Click on the Calendar icon to select the Return to Work Interview Date. Click on the 
drop down arrows to access the No/Yes options. Enter the Outcome and the Action 
Plan as required. When all the fields are completed click Apply. 
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7 
 

The screen shows the Return to Work Interview Details, status showing as New. 
From this screen you can Delete, Update or Add another Return to Work Interview. 
You can also Save for Later.  If you are ready to proceed click Next.  
 

8 
 

On the screen after you can review the details, click Back if you need to amend or 
click Submit to proceed.  

 

9 
 

You will receive confirmation that your changes have been applied.   

Click Home to return to your homepage.  

 
 
Table of Absence Types 
 
The following table provides a quick overview of the type of absences that can be 
recorded.  
 
Element Linked 

to 
Pay? 

Further information  

Accident on duty N/A  
Adoption leave – self 
service 

Yes* Ask HR 

Annual leave N/A  
Flexi time N/A  
Hospital Appt (Outpatient) No  
Jury Service No  
Leave without pay Yes Eg if Annual leave (PALS) 

purchased   
Leave for Extraneous 
Duties 

No For example School Governor etc.  
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Maternity Leave – Self 
Service 

Yes* Ask HR 

Maternity Support Leave Yes* Ask HR 
Medical/Dental 
Appointment 

No  

Official Duties No Line with Special Leave  
Paternity Leave – Self 
Service 

Yes* Ask HR 

Phased Return to work Yes  
Sickness Yes • Input last day of absence, 

not first day back 
• Then input medical 

certificates/Return to work  
Sickness Disability related Yes  
Sickness Work Related Yes  
Special Leave No With pay  
Strike (non-teacher) Yes  
Strike (teacher only) N/A  
Suspension – Paid No  
Suspension – Unpaid N/A  
Time Off – Trade Union 
Duties 

No  

Time Off in Lieu N/A  
Unauthorised Absence Yes  This is unpaid – do not use without 

speaking to HR first  
Unpaid Special Leave Yes   

 
* These elements do affect pay but are not an automatic deduction of the time as they 
are linked to other processes  

 
Bank Holidays 
In oracle we can input bank holiday adjustments to reflect the payment of bank 
holidays to those employees working part time and working 5 days per week or more. 
This is done through the "Self-Service Other Payment Claims" function 
 Full instructions for Bank holiday adjustments can be found in: 
 LCC Oracle Guide – Manager Self Service Payment Claims 
For further information on Bank Holiday Entitlement click the following link: 
Intranet Bank Holiday Entitlement 

http://intranet.ad.lancscc.net/search?q=Bank+holiday
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Approving or Rejecting Leave Requests 

1 

A manager logs into Manager Self Service (MSS) 

The manager goes to check his Worklist where there is a notification from "Mark 
Wilson" 

 

 

2 
To open the notification click on the subject "Leave of Absence for Wilson, Mark" 

 

3 

Leave request 
  
You can now view details of the request. 
You will need to scroll down to see full page. 
 

 

4 

Reject 
  
You can reject the request and if you choose to do this you can provide a reason for 
rejection in the Response field 
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You will be returned to the home screen where your work list will now be clear and 
the employee will receive a notification to confirm his leave request has been 
rejected. 

 

5 

Reassign 
  
You can Reassign the request to another manager for approval. Please note when 
choosing to reassign that if you reassign to the employee then the employee will be 
able to approve their own request. 

 
 
If returning a request to an employee you should select "Return for correction" or 
"Reject" the request instead. 
 

6 

Request Information 
  
You can request more information from the employee.  
 

 

7 

Return for Correction 
  
You can Return for Correction if the details are incorrect 
 

 
 

8 

Approve 
  
If you are happy with details submitted click on the Approve button 
 

 
 
Note: If the message remains “pending approval” under approval status after 7 days 
from request employees are instructed to contact their manager. If a request is not 
approved within 14 days employees are instructed to re submit the request. 

9 
You will automatically return to the Home page. 
Your Worklist is now clear and a notification will be sent to Mark Wilson to confirm 
his leave request has been approved. 



MSS – Absence & Leave                                                                                     Version 1.2 
 

• 27 • 
 

  
Click on Logout to end your session and log out of the system 
 

 
 

10 Task complete 

 

Deleting Annual Leave 
Leave can only be deleted provided that the date of the leave has not passed. In the 
situation that it's necessary to remove an historic leave event then an email will need 
to be sent to DirectoratePayroll@btlancashire.co.uk  Providing in the email the 
employee details and absence details to be deleted.   
 
 

1 
Log into Manager Self Service (MSS) and click on the plus sign (+) to see all options 
 
 

2 

Click on the plus sign (+) next to Leave/Absence Management 

 

 Click on the form Record Absence/Approve Leave 
 

 

This form will display the employee hierarchy. 
Click on the Action button next to selected employee. 

 
 

 

Any annual leave will be displayed 
 

 
 
 
 
Under delete an icon can be seen, click on the icon. If the icon is grayed out you 
cannot delete this absence, and you will need to contact Payroll Processing 

 A summary of the absence to be deleted will be displayed 
 

mailto:DirectoratePayroll@btlancashire.co.uk
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Click on the submit button to submit the deletion  

 

You will be reutnred to the absence summary team. The absence will no longer 
appear. 

 
 
 
Update leave entitlement 

1 
Log into Manager Self Service (MSS) and click on the plus sign (+) to see all options 
 

2 

Click on the plus sign (+) next to Leave/Absence Management 
 

 

3 Click on the form Record Absence/Approve Leave 
 

4 
This form will display the employee hierarchy. 
Click on the Action button next to selected employee. 

 
 

5 

Leave entitlement 
  
Please note that Annual Leave entitlement is calculated in hours and decimals, for 
example 25 days leave at  7.4 hours per day would be displayed as 185 hours. All 
leave requests and adjustments must therefore be in hours and decimals. 
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6 

Leave balance 
  
The Entitlement Balance tab will display the remaining leave entitlement (in hours 
and decimals) at today's date 

 
 

7 

To view remaining entitlement at another date e.g. at start or end of leave year, click 
on the calendar 

 

8 

 

 
Select date e.g. 24 Dec 
  

9 
Click Go 

 
 

10 

The entitlement at the selected date is now shown. 
 

 

11 
If the employee's leave entitlement is incorrect and requires adjustment, you should 
now click on Home to return to the main menu. 
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12 

Click on the form Update Leave Entitlement 
 

 

13 

Click on the Action button next to selected employee. 

 
 
 

14 

Leave adjustments 
  
This form will display any previous adjustments that have already been made. They 
will be displayed as Processed.  
  
Adjustments may be viewed, updated or deleted. 
 

 

15 
To make a new adjustment, click on the Adjust Annual Leave button. 

 
 

16 
Click on the down arrow to select type of adjustment 

 
 

17 

Select Annual Leave Carried Forward or Annual Leave Entitlement Adjustment 
as appropriate. 
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18 

 

  
Use the calendar to enter the leave year start date which should always be 1 April for 
the required year. 

 
 

19 

Enter the number of hours required to adjust the entitlement. 
  
If the balance is less than it should be, enter the amount required in hours and 
decimals to increase the entitlement. 
  
If the balance is more than it should be, enter the hours required to reduce the 
entitlement preceded by the minus symbol. 
  
For example, enter 7.4 to add a standard day, enter -7.4 to deduct a stadnard day. 
 

20 
Enter reason for adjustment then click on Apply. 

 
 

21 

Click Next to continue 

 

 
 

22 You may now check the details on the review screen and, if you are happy to 
proceed, click Submit 
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23 

You will receive confirmation that your details have been submitted. 
  
Click on Home to return to the main menu. 

 
 

24 

Further adjustments 
  
You may wish to re-check the entitlement balance to ensure it is now displayed 
correctly. 
  
You may also return to the adjustment form at any time to view, update, delete or 
add new adjustments as necessary. 

 
 

25 Task Complete 
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