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Inactivity Full-time involves both: Maternity leave, parental leave, unpaid leave and pregnancy.
0 Navigate to Employee Data > Pers. Action.

o Select the concerned employee into My Selections.

@ Click Full Time Inactivity.

9 Employee Data L =& a
securex o (M ad o=@ o
My Workspace 4] 4 Personal Contract Details Family & Tax R0 | Hiring Actions  Contract Parameters
My Details ©
MERLIN Pierre Fulltime inactivity Initiate the action
- o DURANT Marie [80002475]
[ Human Ressourc... [
it || Start Date 01.06.2018 ""*o
06 o
| ESstEna e C®| | pctionType Full Time Inacivity
Reason for Action Leave wilhout Pay]  x : Leave without Pay
Employment Inactive IMaternity leave
Personnel area BUSINESS TRAVEL ux Parental leave
EmployeeGroup  [Regier g o0

Employee Subgroup  White Collar | v id

o Enter the start date of the temporary exit of the payroll for your employee and select eg unpaid leave in the case
of an outgoing employee who will be covered by the CNS.

o Click Submit. Do the same on page @ E
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In Employee data > Pers. Action. Looking for the employee using the advanced search, select the employee and click
on Return to work.
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Enter the date of return to work and click Submit.
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0 Do not modify these pre registered dates

o Click Next until the end of the process and then Submit.
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