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Module:  m/03/160  

‘Awarding an absence entitlement credit...’ 
 

1. Click on the Absence and Holiday Quick Link. 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

2. The Absence and Holiday Management screen appears at the person 
last viewed by the user 
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3. Click <Find> and search for the person whose entitlements you wish to 

view. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. The person’s absence calendar will appear. 
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5. To award an absence entitlement credit, <Right-click> on the required 

date and select New, Absence entitlement credit... 
 
 
 
 
 
 
 
 
 
 
 
 

6. Next, the Absence Entitlement credit form will appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Simply select the date and absence category along with the amount of 
credit to be awarded. The memo field is optional but it is 
recommended that a reason for the credit is described within. 
 
Finally, select <Update> to save the credit. 
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Notes:  


