
MyPeopleHub User Guide: 
Monthly Colleagues – Managing Time Off



Introduction
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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:

 View and submit absence requests (subject to 
manager approval) 

 View annual leave balances and entitlement

 View their absence records

 Cancel or amend leave requests (where 
applicable)

Managers can:

 Record sickness and absence for their direct 
reports

 View team absence records

 Approve or decline annual leave requests

Need help?
– For support with annual leave, contact your 

line manager. 
– For queries relating to the Managing Absence Procedure 

or absence records not recorded in MyPeopleHub, 
please contact HRMonthly@Kaefer.com.

– For queries relating to the use of MyPeopleHub, please 
contact MyPeopleHub@Kaefer.com.

mailto:HRMonthly@Kaefer.com
mailto:MyPeopleHub@Kaefer.com


Viewing & Entering Absences
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To view and enter absences, click on Time Off from the MyPeopleHub homepage.



Calendars, Balances & Team Absences

4

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



Calendars, Balances & Team Absences
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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.



Creating Annual Leave Requests 
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To record an annual leave request, select Create Absence.



Creating Annual Leave Requests
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Enter the dates that you wish to book as Annual Leave
Click Submit

Please Note
– Only future dated requests will be accepted and can be requested in full and half days

– An email request will be immediately sent to your reporting line / absence manager for them to 
approve your leave.

– You will receive an email notification when your request has been approved or declined 

– If you need to cancel a previous annual leave entry, please inform MyPeopleHub@Kaefer.com

mailto:MyPeopleHub@Kaefer.com


Edit Annual Leave
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– Click on Show All under Upcoming Time Off – You will be presented with a list of all 
Approved, Pending & Declined requests

– To Edit a Future Dated Absence Select Edit

– This can be filtered by Past or Future Events



Edit Annual Leave
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– To amend your request, update the relevant dates and click 
Submit to save the changes

– To cancel your request completely, click Cancel Time Off



Entering Sickness For a Direct Report (Manager Only)
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Managers are responsible for recording any sickness absences for the employees in their team.
Select Manage Team.



Entering Sickness For a Direct Report (Manager Only)
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From this list select the relevant employee and click on Links then select Time Management.



Entering Sickness For a Direct Report (Manager Only)
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You will be taken to their Time Management view where you will have access to Go to Administer Time.



Entering Sickness For a Direct Report (Manager Only)
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Select Create Absence.

Select Sickness from the Time Type dropdown, Enter Details and Click Submit
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KAEFER. Count on us.
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