
Employee Portal -  
Employee’s Guide

Log into SAM. If you are  
already a SAM user, then you will 
need to click on the Employee  
Portal button in the top right of your 
screen. If you are not a SAM User, 
you will go straight into the  
Employee Portal Dashboard. The 
dashboard shows a summary of your 
individual absence information and 
requests. You can also see your  
Annual Leave allocation.  

Requesting Absence

2. You will see 5 tabs across the top. 
The first tab ‘Request Absence’ is 
where you as an individual can  
request absence from your manager. 
Click on the tab. 

3. A pop up box will appear. Enter the 
‘Start Date of Leave’ and the ‘Last 
Day of Leave’. If it is a part-day  
absence tick the box and add the 
time. 

4. Click on the drop down arrow next 
to ‘Category’. Select the reason for 
absence. SAM also recommends 
adding notes to the ‘Reason for  
Request’ box to support your  
request. 

5. Click Submit. Your request will be 
sent to your manager for  
consideration. Any reply will be 
emailed to you. 
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Cancelling an Absence

1. On your Dashboard you will see a 
window with ‘My Absence Requests’  
featured. If you want to cancel the 
request click on the grey ‘Cancel’ 
button next to that specific absence.

2. If the absence has not yet been 
approved, a pop up window will  
appear asking you to confirm the  
cancellation. 
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Cancelling an Absence continued ...

3. If the absence has already been 
approved, a pop up window will  
appear informing you that a request 
will be sent to your manager to  
cancel this absence. Just click  
‘Confirm’.

View Calendar Tab
13. This tab shows your own  
absence calendar. 

14. Hovering over a highlighted area 
will show you the reason for  
absence.  
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View Profile Tab

15. This shows you a summary of 
the information held in SAM. 

View Absences Tab

16. This shows you a summary of 
the latest absences recorded in 
SAM.

Documents Tab

17. This is a list of policy  
documents relating to your school.

What if I have a query?

Please direct any queries, in the 
first instance, to your line manager. 
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