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	RECORDING MATERNITY/ADOPTION LEAVE IN SUCCESSFACTORS – EMPLOYEE/WORKERS’ CHECKLIST

	Action
	Progress

	Recording your leave

	1. Ensure that you have your MatB1/matching certificate available.
	☐ Done

	2. Discuss your plans and agree dates with your line manager.
	☐ Done

	3. Discuss plans for managing your annual leave prior to and after your leave
	☐ Done

	4. Log in to SuccessFactors.
	☐ Done

	5. Click on the ‘Time Off’ tile on your home page.
	☐ Done

	6. Cancel any approved absences that ‘clash’ with your required maternity/adoption leave.
	☐ Done

	7. Once any absences that you have cancelled have been approved and your calendar is clear, click on ‘New Absence’. 
	☐ Done

	8. From the box entitled ‘Time Type’, select the appropriate maternity or adoption leave option.
	☐ Done

	9. Enter or paint over the dates that you are requesting for your maternity/adoption leave.
	☐ Done

	10. Enter your EWC (if you are requesting maternity leave) and upload your completed maternity/adoption leave plan, ensuring that you have included your MatB1/matching certificate as appropriate.
         NB:  Payroll will decline your request without your MatB1/matching certificate as these are legal requirements.
	☐ Done

	11. Add any comments in the ‘Comment’ box.
	☐ Done

	12. Click on ‘Send Request’ to trigger the approval workflow(which will go to your line manager and then Payroll) .
	☐ Done

	13. You will receive an email notification when your request has been approved by Payroll.
	☐ Done

	Amending your leave dates

	1. Log in to SuccessFactors.
	☐ Done

	2. Click on the ‘Time Off’ tile on your home page.
	☐ Done

	3. Identify the absence that you wish to amend and click on the ‘Pencil’ (edit) icon. 
	☐ Done

	4. Amend the dates as required, update your revised maternity/adoption leave plan and clearly specify what you have changed in the ‘Comment’ box.
NB. If you wish to curtail your maternity/adoption leave and switch to shared parental leave, you will need to end your maternity/adoption leave record in this way and it will need to be approved by Payroll before you can start to enter your shared parental leave.
	☐ Done

	5. Click on ‘Send Request’ to trigger the approval workflow (which will go to your line manager and then Payroll).
	☐ Done

	6. You will receive an email notification when your request has been approved by Payroll.
	☐ Done








For further details, please refer to the ‘How to… Record Maternity or Adoption Leave in SuccessFactors’ guide.
Remember: SuccessFactors times out after 30 minutes of inactivity and your changes will not be saved automatically.
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