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Guide to recording Trade Union Duties

Log on to EASY using your TU_ username.

~ A= Time & Attendance

i Absences
From the Menu bar - click on Management then Absences.

Clickonthe ~ button (top right) and click on your blue assignment number from the list
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Click on on the unsubmitted banner to enter your Trade Union hours.

r Employee Information

* Unsubmitted Absences (0)

Add/Edit
Mo unsubmitted absences found

Enter the from and to dates and select Trade Union absence Type from the drop down box:

} Absences
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Select the reason for your Trade Union hours from the drop down list.
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Enter the number of hours in the Hours box.
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Reason /Detail Cal. Days Hours AfC Hours

Please note hours are entered decimals (to the nearest 2 hour) — if you wish to enter in hours and minutes the enter as hours h
minutes (7h30) and press TAB key on your keyboard — the system will covert your hours and minutes to a decimal for you.

Once you have completed your entry then click on the button.
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Tick the declaration and press the B to submit the record.

A reguest to submit
Trade Union 8 Oct 2018 - 8 Oct 2018 has been made.

If you do not wish to proceed or did not initiate this request please click Cancel.

[] Warning - you are submitting absence which must then be approved. If it is not authorised it will not
be extracted to ESR for pay and reporting.

Either cancel and go straight to AUTHORISE or continue to SUBMIT and then AUTHORISE to ensure the
absenc: ctly paid and recorded in ESR.

Colleagues should be aware that NHSBT has a zero tolerance to fraud and that any claims found to be
false may result in disciplinary, criminal or civil sanctions, or a combination of these as appropriate.

Please affirm the declaration




