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Employee Service Centre

How to use your
Covid Recognition Day

Log into your mySelf account

Locate the 'Other Other
. absence View all other absence »
Absence'’ tile on your
.
dashboard and click

C View other absence in calendar )

'+Add other absence'

Select 'Covid19 —
Recognition Dayl *Absence type (required)
fro m d ro p d own . Covid19 Recognition Day

*Absence period (required)

Full day

SEIECt lFUII Day' * Start date (dd/immiyyyy) (required)

o

* Position (required)

Select your S—
requested date
and position

Click 'Save' and

your request will > « © i

be sent to your authorising T— —
manager for approval




