
 

 

 

Navigate to Unit4 Web and entre your login details 
 
 

 
 
On the landing page under Your employment select Activate your substitutes 
 
 

 
 
 
 
 
 



 

 

 

Using the drop down under Absence status select the appropriate status and then update the 
Absence date from and the Absence date to with the appropriate dates for your absence. 

 
 
Navigate to the Substitutes section. 
 

 
 
Select Add then select General, and tab to the Substitute column and type in the substitutes name 
(hint press a space bar to see who this is). 
 
Add the dates you will be out of the office in the valid from and valid until Section. 
 
Once updated select Save. 

 


