
Help cards

Periods of illness are entered in the same way as absences.  
The 3 users (HRadmin, Payadmin & Manager) can enter a period of illness in the calendar.  
The illness declaration is sent to the CNS by Securex on the 6th of the month after the illness, so the last date on which you 
can enter the information  is the 5th of the month following the illness.

1 Go to Time management > Time Views.

2 	 Select the chosen employee in the drop-down list. If more than one employee was absent, you can directly 
	 select up to 11 employees in the drop-down list.

3 Depending on your requirements, click on Absence or Attendance.
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! 	 The information entered by your manager or HR user is automatically confirmed and an email is sent  
	 to the employee concerned.

4 	 Fill in the start date and end date of the absence, and fill the type of absence (illness, holidays, etc.)

5 	 Click on Show Team Calendar to access your team calendar (also available for managers) and on  
	 Show Quota Check to check if the employee is entitled to this absence).

6 	 Click on Submit.

	 The reasons for absence considered as ‘Illness’ are:  
	 • Disease
	 • Long-term illness
	 • Accident 
	 • End-of-life support leave
	 • Family leave

	 Click on   to choose how you want to view the absences (also available for managers).
	 You can also click on Deductions on the employee’s quotas to export the lists of absences linked to this particular quota. 
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