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Understanding and Viewing the Absence Calendar 
 

1. To view the absence calendar, navigate to the relevant Employee Summary Page. 

• From your Manager Dashboard, go to the right-hand pane. 

• Click “Your Staff” 

 

2. In the left-hand pane, use the search bar to find the relevant employee. This will 

take you to their summary page. 

• Scroll down to the “Links” section. 

• Click on either “Holiday” or “Sickness” (both lead to the Absence Calendar). 

• Click “Absence Calendar” to open it. 



 

 

 

3. The calendar will display all absences, including: 

• Holiday 

• Sickness 

• Flexi leave 

• Maternity leave 

 

To filter absences by date, click on the date field and choose: 

 

• A specific date range 

• A yearly view 

 

4. To view absence details: 

• Hover over a day to see absence information. 

• Click on an absence to view or manage it. 



 

 

5. Here, you can view/manage your absence. Click save to confirm any changes or 

delete to remove the absence.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Adding Holiday Absence 
 

6. To add a Holiday Absence, navigate to the relevant Employee Summary Page. 

• From your Manager Dashboard, go to the right-hand pane. 

• Click “Your Staff” 

 

7. On the left-hand pane, use the search bar to find the relevant employee. This will 

take you to their summary page. 

• Scroll down to the “Links” section. 

• Click on “Holiday”. 

• Click "New - Holiday absence". 

 

 



 

 

8. Complete the following fields using the drop-downs to select the Holiday Period 

and Holiday Start/End Types, and the calendar icons to input the Holiday 

Start/End Dates. 

 

 

 

9. If you wish to review the employee's Holiday Balances, click on the "+" symbol to 

expand and view more details. 

 

 



 

 

10. Click save to complete the process. 

 

 

 

 

  



 

 

Updating Holiday Absence 
 

11. To update a Holiday Absence, navigate to the relevant Employee Summary Page. 

• From your Manager Dashboard, go to the right-hand pane. 

• Click “Your Staff” 

 

12. On the left-hand pane, use the search bar to find the relevant employee. This will 

take you to their summary page. 

• Scroll down to the “Links” section. 

• Click on “Holiday”. 

• Click "Holiday Absence Details". 



 

 

 

13. In the left-hand pane, you will see a list of Holiday Absences. Hover for more 

details, and click on the relevant absence to make any updates. 

 

 

 

14. Make your changes and click save to complete the process. 

 

 



 

 

Adding Other Absences 
 

15. To update an Other Absence, navigate to the relevant Employee Summary Page. 

• From your Manager Dashboard, go to the right-hand pane. 

• Click “Your Staff” 

 

 

16. On the left-hand pane, use the search bar to find the relevant employee. This will 

take you to their summary page. 

• Scroll down to the “Links” section. 

• Click on “Other Absence”. 

• Click "New - Other Absence". 

 



 

 

17. Complete the relevant fields with the appropriate information for the absence. 

• Use the bottom absence type drop-down menu to select the correct absence 

type for the situation (e.g., compassionate leave, volunteering, jury service, etc.). 

 

 

 

18. Input the correct Type (Full day, Half day, or Part day). For unpaid absences, part-

day entries can be used to ensure the correct deduction is applied. However, please 

note that the hours must be entered into an hour and minutes format (e.g. 1 hour 30 

minutes), not in decimal format (e.g. 1.5). 

 

 
 

 

 



 

 

 

 

 

19. Once all the details are filled in, click save to finalise and record the absence. 

 


