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Workforce
Workforce are the employees that engaged with the store.

Change Password
Change Password is used when existing user wants to change their password. Every staff member in a
store will need to have a Macromatix user profile in order to change their password.

Workforce b

Change Password

Employees

Time and Attendance
Labour Schedule
Labour Setup

Labour Rules

Store Labour Allocation

Manage Absence
Reasons

Change Password screen

Change Password

Change User Password or User Name.

IMPORTANT - Keep your password secref. do not allow others to use your password. Pleaze change
your password regularly. Password and User Hame must be between & and 20 characters in length.

Change Password - Change User Name  \ Change POS Password

Change Password

Current Password

MNew Password

Confimn Mew Password Change Password

e Current Password — Enter in current password.

e New Password — Enter in the new password which is different from the current one.
e Confirm New password — Enter in the matching new password

o Select Change Password

MacroMatiX - Workforce
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If the user enters the incorrect password the error message will appear.

Change Password

Change User Password or User Name.

IMPORTANT - Keep your password secref, do not allow others to use your password. Please change
your password regularly. Password and User Mame must be between § and 20 characters in length.

Change Password Change User Name \ Change POS Password

Change Password

* Current Password is incorrect,

Current Password |

MNew Pazsword | |

Confirm Mew Password | | Change Password

When passwords are entered correctly the following confirmation message will appear

Message x

Mew password has been set - keep it secret, and change
regularky.
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Change User Name - this occurs when an existing user wants to change user name.

Change Password

Change User Password or User Name.

IMPORTANT - Keep your password secref. do not allow others to use your password. Pleaze change
your password regularly. Password and User Name must be between 6 and 20 characters in length.

Change Password Change User Mame Change POS Password

Change User Name

Current User Mame

Mew Ussr Name

Confimm Mew User Mame Change User Mame

e Current username — Enter in current username.
e New username — Enter in new username which is different username from the current one.

o Confirm New username — Enter in the matching new username
o Select Change User Name

If the user enters the incorrect username the error message will appear.

Change Password

Change User Password or User Name.

IMPORTANT - Keep your password secref, do net allow others to use your password. Please change
your password regularly. Password and User Mame must be between 6 and 20 characters in length.

Change Password | Change User Mame Change POS Password

Change User Name

I* Current User Name is in\-'alicl.l

Current User Name ManagerCne

Mew User Name ManagerTwo |

Confirm Mew User Mame ManagerTwo | Change User Mams
|
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When username is entered correctly the following confirmation message will appear.

Message ®

MNew uger name has been set.

Change POS password

Change Password

Change User Password or User Name.

IMPORTANT - Keep your password secref. do not allow others to use your password. Please change
your password regularly. Password and User Name must be between 6 and 20 characters in length.

Change Password | Change User Name Change POS Password

Change POS Password

PS5 User Id 15

New Password

Confirm Mew Password Change Password

e Pos userid —Enter in current POS User Id.
e New Password — Enter in new password which is different password from the current one.
e Confirm New Password— Enter in the matching new password as the new
password.
e Select Change Password
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If the user enters the incorrect password the error message will appear.

Change Password

Change User Password or User Name.

IMPORTANT - Keep your password secret. do not allow others {o use your password. Please change
your password regularly. Password and User Name must be between & and 20 characters in length.

Change Password ' Change User Name Change POS Password

Change POS Password

POS User Id | 15 |

New Password | 15 | Password and confirm password do net match
Confirm New Password | 16 | [ Change Password ]

When passwords are entered correctly the following confirmation message will appear

Message x

Mew password has been set - keep it secret, and change
regularky.
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Employees

To register a new employee or edit an existing employee.

Note: All employees must have an employee profile in Macromatix.

Workforce b

Change Password

Employees

Time and Attendance
Labour Schedule
Labour Setup

Labour Rules

Store Labour Allocation

Manage Absence
Reasons

Employees page will appear.

Employees

Store Equity_1 ILI Principal ILI erminate Cance

Employee Mot Set IL' /| Show Terminated | Mew Employee | Update [ Save
Details User \ Job \ Availability % Emergency \ Security Groups

Employee Details

First Name * Title * Mr w Type* | Full Time -

Status * Active - Gender - Cell I:l

Division Mot Set - B\'Day |

Department Mot Set hd Since |

Job Title: Mot Set - eMail |

Team Mot Set - Store = AKM Foods

Localisation Mot Set - Skin - Uze store skin —

Street Address Mailing Address Same as strest address | |
Sireet | | Sireet

City | | City

Country Mot Set - Couniry

MacroMatiX - Workforce

£

macromati){



Enter in the information for the employee. Ensure the details are correct.

e Store — Select from the drop down

e Employee - Select the employee name from the drop down
e The user security type such as (Store or corporate)

e Select Show Terminated for reporting purposes

Stare KSAS39 WESTONARIA || siore - —
| | | e |
A iy ATWEM - '] " I San
Employes ALICIA MAZWEMEE | I:‘ Show Terminated | Mew Employee [| Update / Save

Add Existing

There are various parameters which are tabulated for the ease of the user

— &)
Details User w Job Y Availability Y Emergency Y Security Groups w Multi Store Access

Details

The details tab has fields for personal information which is important per employee. The fields contain
Human resource and operational data to provide daily support to the restaurant managers.

Example:
. X A A P ~ ~ - A . ™
Details % User \ Job  Availability ° Emergency ' SecurityGroups  Multi Store Access
Employee Details : ALICIA MAZWEMBE
First Name * Title * Mz - Type * | Full Time M|
Siatus * Active - Gender - Cell I:I
— S o [
Division Mot Set - Bi'Day | E
Department Mot Set - Since | E
Job Title Mot Set - hail | |
Team Mot Set - Siore * KSA539 WESTOMARIA w7
||
Localisation hot Set - =kin -- U=e store skin - -
Street Address Mailing Address same as street address
Street | | Strest
City | | city
Country Mot Set - Country
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User

The user tab allows security updates such as username and password resets.

e Note that when a password is reset, the primary logged in user will need to authorize.

Should the logged in user need to change his/her password, the authorization will need to be validated
by another user/manager with the relevant security access.

i e
Details User |\ Job ' Availability

Emergency

Security Groups

Employee : Area Manager

User Logon Details

| (6-50 characters)

| (6-50 characters)

Usemame * | Areahianager
Reset password |...H...
Authorization | [

| (manager password)

Reset Password

Logon disabled [

POS Details

POS ID | 1

|f4}=

POS Password |

Clock Punch ID | 1

Job

The Job tab has pay rates configured, along with adding on a new job. The relevant person can change
the pay rates as described in the user’s employment contract.

- .
Details '\ User | Job

Availability w Emergency w Security Groups

I'Em[:llru!.rvaua : Area Manager
Pay
How is the employee paid 7
'ﬂ' Hourly, differs by jobs
[ ! Hourly, same for all jobs

(D) salaried

Meal Waivered

Johs
| + | Add new record

| % | Refresh

Job

Pay Rate

Effective Pay Rate  Primary Job

[ <salect job=

i R 0,00

R 0,00

Mo records to display.

MacroMatiX - Workforce

£

macromat

i




Add a New Employee
To add a new employee, select the Add new record.
Select the Job designation, Pay rate and flag the tick sign to mark as active.

Macromatix has the feature to add training requirements as per the client.

Example:

Johs

+ | Add new record % | Refresh

Job Pay Rate Effective Pay Rate Primary Job

L ry
Restaurant General Manager R 20,00 R 90,00 @ rd P

Roles

Role Name Trained?

Availability

Due to the nature of restaurants, employee availability is key to customer service. As an example,
weekday/weekend shifts along with emergency time off can be logged using this feature

"

|' Details \:-.__ User \:-._. Job w Availability Emergency \:-._. Security Groups

Employee : Area Manager

+ | Add new record % | Refresh

Day of Week From To

Mo records to display.

To log the availability of the employee, the following steps can be followed:

e Select the Add new record button
e Select the day of the week and the time the tick sign must be flagged to update the availability

record
+ | Add new record % | Refresh
Day of Week From To
Sun v 08:00 AM E} 05:30 FM G} e
] ~nday o
ho records to display.
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Emergency

The Emergency tab is used to record the next of kin for an employee.

Example:

Employee : Area Manager

In case of emergency

‘Contact

James Scoit |

Relatonship | Family |

Phone | 1234567891 |

mohbile | 1234567891 |

Security Groups

Security groups can be used to assign designated access to an individual.

Details \:-.__ User \:-.__ Job \:-.__ Availability \:-.__ Emergency ] Security Groups

Employee : Area Manager

Set as Member of Security Group
RGM & Area Coach - Set as Member
Member of Groups
Assistant Manager Cieleta
RGM & Area Coach Delete

To assign access, drop down the list and select the designation in the example above RGM & Area Coach
has been selected.

Select the Set as Member button, this will add the employee to a member of a group.

Member of Groups
Assistant Manager Celete
RGM & Area Coach Delete

NB: Always Update/Save after editing or creating information for a user to have the configuration saved.
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Time and Attendance

Time and attendance is used to view the hours worked.

e Records the start, finish and break times of employees.
e Permits stores to calculate the payroll correctly and to adjust the labour costs to improve
efficiency.

Every employee in the store will scan their finger when starting and finishing their shift including breaks.
The time will be logged in Macromatix for the Manager to approve or deny for accurate payroll.

Workforce =

Change Password
Employees

Time and Attendance

Labour Schedule
Labour Setup
Labour Rules
Store Labour Allocation
Manage Absence
Reasons
Time and Attendance (Today)
Store: LE IL'
Date: | 2020-07-12 E Yesterday
Displays shifts started between 2020-07-11 11:00 PM and 2020-07-12 10:00 PM.
Employses: ILI Add | Refresh Shifts
Authorized
Store Name Scheduled Actual Pay Pay Rate Pay Hours Penalty Rate Ereaks Ereak Hours D
No records to display.
| Authorize |
Leave Info
|+ | Add new record |'%| Refresh
Employee a Start Date End Date Reason
No records to display.

Click on Add, a panel will appear to enter in the shift details. You can select from the following options
to record the shift manually.

The user may click the Add new record to enter leave information (start date, end date and the reason
for the leave — e.g. annual or sick leave).

|+ | Add new record

MacroMatiX - Workforce
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Labour Schedule
Manage the labour shift schedule to ensure the store always has an efficient amount of employees on
duty to manage the peak and off-peak periods.

Workforce
Change Password

<«

Employees

Time and Altendance
Labour Schedule
Labour Setup

Labour Rules

Store Labouwr Allocation

Manage Abzence
Reasons

See next page*
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This page will show the labour schedule. It will show all the work areas available for scheduling and how
many roles have been assigned for each work area. The manager will choose which schedule period they
wish to view by using the date drop down tabs or by selecting Day/week button .

« Day Week =

Labour Schedule

&

W) Auto Refresh Data =

Store: | e 1= Schedule is In Progress

lgd-_h. - | Copy ™ | Repart 1| e | |5chndul|:| wewc Vet 22 sutn 2000 v | Day | eceuar-1s oy || = Day Week =

14 Juby 20081

Holes

RGM
ARGEM

Shirft Supervisor

Cook 1
Cook 2
Cook 3
Cook £
Cook 5

COB Packer 1
FF51
F2F 1
COB Packer 2
FF5 2
F2F 2
COB Packer 3
FF5 3
FF54

Cashier 1
Assmble/Presenter 1
Cashier 2
A mble/Prasentar 2
Cashier 3
Cashier 4

Cashier &

Orcer Taker
Packer

Presenter

Cashier
Packer

Lobby Host
Hygiene Captain

‘1l‘| E : : : E : : : : : : : : : :
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Another example page that appears on labour schedule:

KFls A
Totals Actual Actual Actual Actual Actual Actual Forecast
Tue 07 Jul Wed 08 Jul Thu 09 Jul
Forecast Sales § 4] o 0 o 0 o 0 o
Actusl Sales [ o 0 0 o 0 o o
Tickst Average 1] o 0 o] o o o o
forecast o 0 0 0 0 0 0 0
Tramsactions
Actual Transactions 0 o 0 0 o 0 o o
Scheduled Team o o a 5 0 5 0 o
Member Cost
Actual Team o o 2 5 0 5 0 o
Member Cost
Scheduled Team o o a 5 0 5 0 o
Member Rate
Actusl Team o o 0 o 0 o 0 o
Member Rate
AcualTeam Hours | oy 0:00 000 000 000 0:00 0:00 0:00
micl. Unauthorised
Scheduled Team o o 0 o 0 o 0 o
Member % of Sales
Actusl Tearn o 0 0 o 0 o 0 0
Member % of Sales
CPLH ] o o o o o o o
Actual vs Forecast o 0 0 5 0 5 0 0
CPLH
Scheduled S5PH 0 0 0 0 0 0 0 0
Actusl ZPH [4] 0 0 0 0 0 0 0
» Scheduled Team

0:00 000 000 000 000 000 000 000

Member Hours
» Scheduled

0:00 000 000 0o00 000 00 000 000
Direct Hours
Optimum Hours 420 60 60 60 60 60 60 60

The KPIs and Chart screen shows the progress of the stores sales. It displays a selection of requested
KPI’s for labour to help the Manager compare hourly and daily results of running an efficient and
accurate labour schedule.

Chart A
[} = - -
Tue 07 Wed 03 Thu 09 Fri1d Sat 11 Sun 12 Mon 13 Tue
-8 Forecast Transactions =#= Actual Transactions -8 CPLH
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Employee Shifts is used to calculate the total hours worked per day or weekly hours worked.

Employee Shifts @D @] ~

Totals Tue OF Jul Thu 09 Jul Fri 10 Jul Sun 12 Jul Mon 13 Jul

In order to see the hours per employee, click on the calendar icon and the following screen will
appear:

Employee Shifts @ E @] -~
Totals Tue 07 Jul Thu 09 Jul Fri 10 Jul Sun 12 Jul Men 12 Jul

Lab 102 Manager 0:00 000 | 000 | 00 | 000 | 000 | 000 | 000 |

Area Coachl 0:00 00 | 00 | 00 | 000 | 000 | 0000 | 0oDg |

- 0:00 00 | 300 | 00 | 000 | 000 | 0:00 | 000 |

0:00 000 | 000 | 000 | 000 | 000 | 000 | 000 |

Select the

and the dropdown will appear with options.

Show Employee Type

Show Time Off Hours

The user must tick on the box |:| next to the option. For Example, if the user tick the

¥ | Show Employee Type

Employee Shifts E Ej ~
Totals Tue 07 Jul Wed 08 Jul Thu 09 Jul Fri 10 Jul Sat 11 Jul Sun 12 Jul Mon 13 Jul
Lab 102 Manager P
o 0:00 000 0:00 0:00 0:00 0:00 0:00 0:00
(Full Time)
Area Coach? (F
e Joscn iy 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Time)
;‘”‘°!‘3' Wa (Full 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
me)
Andrew Higgs (Full
T.n ']E‘ ‘gg= [y 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
me,

The screen shows in which group an employee falls into.

e For example, if an employee works full time — next to the employee name, there will be full
time, and if they work part time, it will be part-tme next to their name.
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[#] show Time Off Hours

Show Time Off hours

This screen indicates the time off per employee.

Employee Shifts E zj -~

Totals Tue 07 Jul Wed 08 Jul Thu 09 Jul Fri 10 Jul Sat 11 Jul Sun 12 Jul Mon 13 Jul

Lab 102 Manager 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
» Time Off 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Area Coach2 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
» Time Off 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Antony Wa 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
» Time Off 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Andrew Higgs 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
* Time Off 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00

NOTE:

e The Employee Shifts panel on the Labour Schedule page displays all employees who are
scheduled to work during the day or week that you are viewing. You can see their scheduled
shift hours allocated across the day or week

e The Totals column is formatted as follows: number of shifts/total hours scheduled for date you
are viewing

e Green shading of the horizonal Hour panel means that time has passed. Red has not occurred.
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Labour Setup

€«

Workforce
Change Password
Employees
Time and Attendance
Labour Schedule

Labour Setup
Labour Rules
Store Labour Allocation

Manage Absence
Reasons

Labour Setup Roles

Labour Setup - Roles

| Rolez \ Jobs '\ JobRoles Age Catzgoriss . Work Aress |\ Store Work Areas | Wark Arzz Template Sstup "\ Position Maximum | Employess | Mllowsmces | Job Claz

+ | Add new record | Refrash

Lemd Mo
Forsground Background  Muidl. Auto- - Enabisd
Rcis Nama & n

Sufter

Rssouroe Clook -

mnn
T T L

Roles: refers to the position one fall into, for example; SS, RGM etc.

The screen above shows the role per employee and how one may set it up. This allows the user to edit
an existing role or add a new role.

e To edit the Role, select the on the pencil icon to make changes. '
e To add new role, Add new record button to add a new position or
role. |+ | Add new record

1<

and click on the cross to

NOTE: Once the changes have been made, click on the tick to save

cancel the changes

MacroMatiX - Workforce

£

macromati){



JOBS

Jobs: this indicate the pay rate, POS job ID, and job class/role.

Labour Setup - Jobs
l Roles | Jobs \ Job Roles . Age Categories . Work Areas . Store Work Areas . Work Area Template Setup
Position Maximum . Employees . Allowances . Job Class
+ | Add new record ‘% | Refresh
Enabled
Job Name & Default Pay Rate  Exclude Cost Management POS Job ID Job Class
hd
.
Assitant Restaurant Manager R 1,00 3 ARM 4
Ll
Restaurant General Manager R 1,00 1 RGM 4
.
Shift Supervisor R 1,00 5 55 4
Ll
Team Member_CSTM R 2247 T C5TM £
.
Team Member_FSTM R 21,40 3 FSTM 4
Ll
tR M _Traines R 1,00 4 ARM I

To add new job and edit an existing job.

To add a new job, select the Add new record button

This allows a user to add a new job title, payrates and a job class.
have to save the changes using the tick or delete using the cross.

+ | add new record

Once done adding, the user will then

+ | Add new record % | Refresh
Enabled
Job Name « Default Pay Rate  Exclude Cost POS Job ID Job Class
-
v RGM - |+ ||
>
Assitant Restaurant Manager R 100 2 ARM #
>
Restaurant General Manager R100 1 RGM rd
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Job Roles

Job roles are used to make changes of the role per employee.

| Roles ' Jobs Job Roles "'_ Age Categories Work Areas Store Work Areas Work Area Template Setup

Employees Allowances Job Class

|'% | Refresh

Job &

Assistant Restaurant Manager _Traines
Assitant Restaurant Manager

Meeting

Rastaurant General Manager
Rastaurant General Manager_Trainee
Shift Supervisor

Shift Supervisor_Traines

Team Member_C5TM

Team Member FSTM

Team Mamber_Trainee

WOW W W W W W Y Y Y W

Trainee

Select the role by using the arrow key. >

The following scree will appear:

\'Z | Refresh

Job ¥

y Trainee

W Team Member_Trainee
|+ | Add new record |7 | Refresh
Role
Assembler P X
Cashier/OrderTaker P x
Chute Coordinator ra x
Cook g X
Fast Forward g Pt
Host £ X
Packer s X
Restaurant General Manager ) X
RNR £ x

MacroMatiX - Workforce

£

macromati){



This allows the user to edit any selected role.
To edit /make changes, the user must click on the pencil icon:

» Team Member_Traines

s T2am Member FSTM

|+ | Add new record

|7 | Refresh

Role

Cook

x

]
The user may click on the pencil icon again, to proceed with the changes or click the cross to

cancel. The following screen will appear:

»e Team Member_FSTM

|+ Add new record

"% | Refresh

Role

| Cook

|¢||x|

The page will have the dropdown arrow which have various roles to select from.

Roles .

Posit| mabilo

Meetings

Packer
Restaurant General Manager

Restaurant General Manager_Trainee

RMR

55

W TRA

TRA-1

— Trainee - Mgmt

Trainee - TM

Store Work Areas

Work Area Ty

' | Refresh

|'"Z | Refresh

Cook

|¢||x|

If the role of a team member changes from Cook to Packer — Select the role and save using the tick.

Once saved, the changes will be shown.

s Team Member_FSTM

\*+ | Add new record

"% Refresh

Role

Packer

x

MacroMatiX - Workforce
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Age category

Labour Setup - Age Categories

Age Categories

| Roles Jobs Job Roles

Waork Areas

Store Work Areas Work Area Template Setup

Position Maximum

Allowances . Job Class

| + | Add new record

|G | Refresh

Category

To Age

Foreground Color

Background Color

Minor

Adult

[ ]
[ ]

C 1 -

This allows the user to place employees in an age group. A user can create a new age group/category
when they wish to. The user can add using the Add new record button.

| % | Add new record

Enter in the details and select save using the tick icon.

|+ | Add new record |'Z | Refresh
Category To Age Foreground Color Background Color
(¥
[ | | v -
[} x ]
Iv’l
| minr | [ | v v
1 x ]
MacroMatiX - Workforce
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Work Areas

This indicates types of area/workstations taking place in the store.

Labour Setup - Work Areas

Store Work Areas

‘ Roles lobs Job Roles Age Categories Work Areas Work Area T]
Employees Allowances Job Class
+ | Add new record *# | Refresh

Work Area Name & Sales Related Enabled

BOH - Back of House s

Cialivery .f’

Drive Thru 7

FOH - Front of House f.

Lobby !-

Management .f’

Edit (rename) the work area or add a new work area. Select Add new record to add a new work area.

+ | Add new record

e Enterin the name of the new work area

e To edit an existing work area, click on and the following screen will appear:

+ | Add new record “# | Refresh
Work Area Name & Sales Related Enabled
BOH - Back of Houss ra
[ Delivery ] 4 v LAk
Drive Thru i
FOH - Front of House f‘
Lobby f‘

This allows the user to rename the work area and save changes or cancel the changes.
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Employees

Labour Setup - Employees

| Roles '\ Jobs ' JobRoles ' AgecCategories . Work Areas
| Employees Allowances '\ Job Class
Employees -
1
| Roles Availability
Pay

How is the employee paid 7

Hourly, differs by jobs
Hourly, same for all jobs

Zalaried

Jobs
+ | Add new record

Jaob Primary Job

Roles

Select the employee using the dropdown arrow.

Employees -
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Under Roles - Select how the employee is paid and save.

Example

Employees | A3 Devilliers - Training Stors 15
Roles Availability
I:"El'yr

How is the employee paid 7

@ Hourly, differs by jobs
Howurly, same for all jobs

Salaried

Meal Wavered

NOTE:

e If Hourly, differs by jobs has been selected - The user may (if preferred) tick the Meal Waivered.
e |f Hourly same for all jobs has been selected - the user should add the pay rate.
e |[f Salaried has been selected - enter salary amount

Jobs

Jobs

+ | Add new record % | Refresh

Job Primary Job

Assitant Restaurant Manager @ " x

Select Add new record to add a new Job

+ | Add new record

Select a job title:

+ | Add new record 'G | Refresh

Job Primary Job

(%
|x

<salact job>

Assitant Restaurant Manager @

\0
»

=zzlact jobe

Rzztaurant General Mansger
Shift Supervisor
.

v 2am Member_C5TH

Team Member_F5TM

MacroMatiX - Workforce
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Once the job tittle is selected- select the tick to save.

+ | Add new record % | Refresh

Job Primary Jeb

Assitant Restaurant Manager @ s

Shift Supenvisor Va

Set Primary

Once job is created or added, the following screen appears below:

This is to indicate that the employee, who the job tittle has been created for has been trained to do the
roles relating to the job.

Roles

Role Hame Trained?

Packer
Aszembler
CashienOrderTaker

Chute Coordinator

Oof O O O

LABOUR SETUP — LABOUR RULES/STORE LABOUR ALLOCATION

(configurations setup does not have a default- client specific)

MacroMatiX - Workforce
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Manage Absence Reasons

Allocate and manage reasons a team member is absent.

Workforce b
Change Password
Employees
Time and Attendance
Labour Schedule
Labour Setup
Labour Rules
Store Labour Allocation
Manage Absence
Reasons
A list of Absent Reasons
Absence Reasons
+ New Absence Reason
Absence Reason Esport Code Paid Display In ... | Type
Annuzl Leave AL Taam _" Edit
Medical Leave DL Taam _}‘ Edit
Sick Lesve SL Taam _}‘ Edit
Study Leava L Team # Edit
To edit a reason — select the Edit icon & Edit
+ Mew Absence Reason
Absence Reason Export Code Paid Display In ... Type
o - «/ Update
Annual Leave AL \_| \_| Team
® Cancel
Medical Leave DL Team & Edit
Sick Leave SL Team & Edit
Study Leave L Team & Edit

This allows the user to enter the:

e Export code which is an abbreviation used to differ leaves from each other

e Paid —this is to set if the leave paid or unpaid if taken.

e Display in —this is to set if the leave should be included in

e Type —this field is used to select the role an employee is allocated in.
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Select Update or Cancel

o Update

S Cancel

Update saves the information:

+ Mew Absence Reason

Absence Reason Export Code Paid Display In ... = Type
Annual Leave AL Team & Edit
New Absence Reason
To add a new reason, select the New Absence Reason button
- Mew Absence Reason
Enter in the new reason details
+ Mew Absence Reason
Absence Reason Export Code Paid Display In ... Type
- «/ Update
Metemity leave ML |_| Team
® Cancel
Select Update: The new reason will display in the list
+ New Absence Reason
Absence Reason Export Code Paid Display In ... Type
Meternity leave ML Team & Edit
Annual Leave AL Team # Edit
Medical Leave DL Team # Edit
Sick Leave SL Team & Edit
Study Leave L Team & Edit
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