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Module: m/03/120
‘Amending an absence or holiday request...”

1. Click on the Absence and Holiday Quick Link.
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2. The Absence and Holiday screen appears at the record last viewed by
the user

Absence and Holiday Management
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3. Click <Find> and search for the person whose entitlements you wish to

view.

Find... l Refresh | Preview... ‘

Close I

‘

Find: Absence and Holiday Management

Searchfor.  [McCool M|4|»
Search through: IEmponee D L]
Search type: IContains __v__]
A
34 David McCambley tcCambley, David Leaver
35 Leo Cochrane Cochrane, Leo Employe
I 36 Colin tcCool McCabrey, Colin Employe|
37 Michael Finney Finney, Michael Employe:
38 Michael MecCormack tMcCormack, Micha Employe:
39 Jolene Hagen Hagen, Jolene Emplaye:
40 Elaine Simpson Simpson, Elaine Emplaye:
41 David Foster Foster, David Employe:
42 Joanne Hewitt Hewitt, Joanne Employe: «
J | o

4. The person’s absence calendar will appear.
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Employee ID: 36 First name: Colin Last name: McCool @ Employee Info...
[= options  Note: Absence and holiday calendar only displays approved absences. Absence and Holiday Key ..
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5. <Right-click> on the required absence/holiday date, select Amend and
then click on the absence description.

b New » L8
il Amend >| [_Sickness Full Day (Paid) 'Mon 05/12/2011 - Fri 16{12/2011" |
190 Delete > : I
View details »
i Absence statistics for ‘Nathan Price' on 'Mon 12122011 =
o Absence list for 'Nathan Price'... X I b I
| Absence entitlement credits for 'Mathan Price'...

6. Next, make the necessary amendments in the Absence and Holiday
Booking form.

Absence Booking - (Amend)

EIE&

Ab

Absence can only be taken between? | : and | : 4

Maximum absence duration? :

Force absence duration to paid at a specified rate (optional)
Absence duration? | : Absence rate? >
Authorisation
Authorised by:  Client
Authorisation: | Approved _v_] v Finalised

Employee ID: 305 First name: Nathan Last name: Price
- Options (Essential _____________________________________________ Jinfomation |

Caller G 1 inf b oy
Essential W‘ Entitlement
Notepad Absence category? | L[ (optional) =1 & Absence Period: Tue 01 Feb 2011 - Tue 31 Jan 2012

Ab e |S' " Ful Day (Paid) J - Entitlement: 133:30

sence to be taken? | Sickness Full Day [Pai (] Taken: 50:00
Take absence from? |Mon05Dec 2011 v | upto? |Fi16Dec2011  ~| Planned: 100:00
Entitlement W Statistics Remaxnlng 10:30
Entitlement deduction: 100:00 & (hour and minute) * » Absence Period: Wed 01 Feb 2012 - Thu 31 Jan 2013

7. Finally, press <Ok> to save the modification and return to the Absence
and Holiday Management screen.
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Notes
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