MyPeopleHub User Guide:
Monthly Colleagues — Managing Time Off
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Introduction

This guide is for monthly paid employees and
provides an overview of how to use the
MyPeopleHub Time Management module.

Using this module, employees can:

v" View and submit absence requests (subject to
manager approval)

View annual leave balances and entitlement
View their absence records

Cancel oramend leave requests (where
applicable)

Managers can: “ > manager. - il i
\ . eries relating to the Managing Absel ocedure
v" Record sickness and absence for their direct . orabsence records not recorded in MyPeopleHub,

eports Nam? BN please contact HRMonthlyG Kaefer.com.

— For queries relating to the use of MyPeopleHL
contact MyPeopleHub@Ka/eh;.com.

Approve or decline annual leave requests ; Prd

View team absence records
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Viewing & Entering Absences

To view and enter absences, click on Time Off from the MyPeopleHub homepage.

7 & (6

Organisational Updates

ime Off Help & Support

View & Record Absen u:es, Contact MyPeopleHub Support

h_--#

Your team has a birthday this month!

**|nitials**

**Birthday**

m Quick Links (4) | [ eFile (1)

KAEFER Connection

Employee News & Information

@
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Calendars, Balances & Team Absences

You will be presented with a calendar view of your absences. You can also view team absences by selecting Show Team Absences.
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Calendars, Balances & Team Absences

This visibility is designed to help you plan leave more effectively, support coverage across the team and reduce the likelihood of overlapping
absences during busy periods. It also gives managers better visibility of team availability when reviewing and approving requests.
To exit this view, press Close.
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Creating Annual Leave Requests

To record an annual leave request, select Create Absence.

Time Off
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Creating Annual Leave Requests

Enter the dates that you wish to book as Annual Leave

Click Submit
b Please Note
Create Absence - Only future dated requests will be accepted and can be requested in full and half days
)]
[Annuat Leavd hd - An email request will be immediately sent to your reporting line / absence manager for them to
approve your leave.
A2days
. . - You will receive an email notification when your request has been approved or declined
14 Apr 2026 = 14 Apr 2026 =] . .
- If you need to cancel a previous annual leave entry, please inform MyPeopleHub@Kaefer.com
®
1day v 15Apr202e
Mo team members absent KRAEFER
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Edit Annual Leave

Upcoming Time Off

St Andrew's Day (1 day)

Mon, 30 Nov 2026 Holiday

Christmas Day (1 day)

Fri, 25 Dec 2026 Holiday

Boxing Day (1 day)

Mon, 28 Dec 2026 Holiday
———

Show All b

e _'_J

2™

2027

Annual Leave (0.5 days)
Fri, 16 Apr 2027 Approved

Annual Leave (0.5 days)
Mon, 19 Apr 2027 Approved

.y
Show in Calendat L@ Close
p)

Click on Show All under Upcoming Time Off

—  Youwill be presented with a list of all
Approved, Pending & Declined requests

— To Edit a Future Dated Absence Select Edit

Absences and Holidays

2026

Early May Bank Holiday (1 day)
Mon, 4 May 2026

Spring Bank Holiday (1 day)
Mon., 25 May 2026

Summer Bank Haliday (1 day)

Mon, 21 Aug 2026

Keep in Touch Days (Materni ty) (12 days)
Mon, 16 Nov — Frl, 27 Nov 2026

Christmas Day (1 day)
Fri. 25 Dac 2026

Boxing Day (1 day)
Mon, 28 Dec 2026

Approved

Holiday

Holiday

Holiday

Holiday

— This can be filtered by Past or Future Events

@
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Edit Annual Leave

|
Edit Absence
=@
Annual Leave S
13 days
* *
18 Jan 2027 B 01 Feb 2027 B
@
11 days 02 Feb 2027
o team members absen
Full Day (Full_Day) e
-
'4—" ~a
| IICa—'ncel"'ne O"'\ Cance
L\ J
~ s

To amend your request, update the relevant dates and click

Submit to save the changes

To cancel your request completely, click Cancel Time Off
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Entering Sickness For a Direct Report (Manager Only)

Managers are responsible for recording any sickness absences for the employees in their team.
Select Manage Team.

Your team has a birthday this month!

**Initials** **Birthday**
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m ik Links (4) | [eFite (1) ] | View Less )

Organisational Updates

Time Off Help & Support KAEFER Connection bt “.'E.f.ﬂ : EAEFER Careers
‘View & Record Absences Contact MyPeopleHub Employes News & TEI,H
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My Documents
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Entering Sickness For a Direct Report (Manager Only)

From this list select the relevant employee and click on Links then select Time Management.

Manage My Team

L
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Direct Reports .
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Entering Sickness For a Direct Report (Manager Only)

You will be taken to their Time Management view where you will have access to Go to Administer Time.

Pﬂple Profile Public Profile | | ) As of Today |

Time Management

Time Infarmation o Upcaming Time Off Time Account Balances

sl Holiday (IRL Monthiy]

Time Management Links

General Infermation Purchave Time

" Talent Profile

™  Benefits Information
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Entering Sickness For a Direct Report (Manager Only)

Select Create Absence.

Absences Time Accounts Time Purchases Work Schedule Planned Working Timu
gn T,
Absences (0) #  Create Absence }
Start Date End Date Taken Time Type Related Records Requester Requested On status

Select Sickness from the Time Type dropdown, Enter Details and Click Submit

Create Absence
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