
Select the date of absence
you wish to record the

absence stage for

How to add Absence Stage details on
myTeam

Log into myTeam and
select 'People' from

the iTrent pages

Select the 'Employee
Sickness Absence' Tab

Select 'Record Absence
Stage'



Select the date the
Absence stage is

taking place

Click on the Absence
stage drop down

menu

Use the drop down
menu to select the

appropriate
absence stage

Select 'Save'

The Absence Stage
details will appear in the
bottom left hand corner


