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Step 1. Log onto PiP For My Team and from the menu click on My Staff 

  

 

Step 2. From the menu on the left hand side either click on the name of your team 
member you want to add the MATB1 to or type their surname in the search field and 
click on the magnifying glass.  

Their record will open. 

  

  

Step 3. Click on the Maternity, Adoption & Paternity menu 

  

 

Step 4. Click on View Maternity Details  

  

 

Step 5. Click on the relevant absence from the Maternity Absence List 

  

 

 

Step 6. Complete the Issue date of MATB1 and click Save 
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