Recording Sickness Certification Details on

as of February 2020

1. Log into [tgieam a Login
using your username (employee number) R
and paSSWord. Pa‘.;SWD[d
<
@ Contact i
Hello Freddie
You last logged in 13 minutes ago 1, 2. CI|Ck on People.
>
A PEOPLE

Results 1 Person

3. Choose the relevant employee. Q

Select all Save this group

Mr Chandler Bing

»  Personal Details %  Employment “w Absence 2 Mileage & Expenses

okdoy sbsane deals Sicknessavencederas (Gnesscetcan deaie) avsnce secents o b Click on "Sickness

y Certification details KIT days details Ordinary paternity absence details Irdinary Paternity Certifica Certification detailsu .

5. This will open the Sickness
Absence list. Certification should be — o _
linked to a specific absence - so if e
in -
0 sp
there is more than one absence

listed, we need to make sure we SS/00/E0NE
click on the correct one.

Certification type v
Certification reason 6. By clicking on the appropriate absence,
el certifieate the Certification details screen will open.

Start date |

End date ]

Submission date ]

Any previous certification recorded for this

absence will be listed here - at the moment CERTIFICATION :
this example shows that no certificates ) ) There were no records found for this
have been added for this absence. query
R oeath certicate 7. On the Certification type drop-down
; EM: menu, select the appropriate type - for
g“l;1.u this example, we will select Fit Note.

o date Self certificate - ( Then CIle
: )

8. (i) In Certification reason, type
in exactly what is written in the Fit Note.

Certification details v wmenu

Fit Note ]

(i) Add in the Start and End dates by S -

clicking on the Calendar icons. You will i dnte 2970872015 A

need to work the end date out manually. suomissondse 1opaaone | SR R SRR
(In this example, it is for 2 weeks from and [ save

16 15 16 17 18 19 20

including 16 April 2019 - which means it is P
valid for the period 16/4/19 to 29/4/19. s

(1ii) Finally, add the Submission date - which is the date you received the
certification. When finished - click

( NB: You no longer need to attach the certificate onto myTeam!! )

The details you have entered are now CERTIFICATION
listed on the bottom left of the screen. By 16/04/2019
clicking on the Certification date the entry

can be viewed or edited as appropriate.

If you need further support, please call the ESC People Helpdesk on 01698 403151 or email

esc-helpdeskteam@northlan.gov.uk



