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Simply Personnel: Absences 
 
This document provides step-by-step guide for users to give an easy understanding 
on setting up and recording your absences 
 
If at any time you need help or just need some questions answered please use our 
on-line helpdesk at www.simplypersonnel.co.uk where you will find comprehensive 
articles and an option to open a support ticket.  
 
Thank you  
 
The Simply Personnel Team. 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

http://www.simplypersonnel.co.uk/
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Before you can log an absence you need to set up the categories, reasons and 
absence scheme (if you use one), first go to system set up from the main dashboard, 
then to business rules and look down the mandatory section on the left 
 
 

                                 
 

                                 
 
The four Absence headings are grouped together 
 

                               
 
 
Absence Categories 
 
You can split all of your different absence reasons in to different categories this will 
refine the reasons you get in a drop down list when you record an absence against 
an employee. 
 
To add a category select the option in the table and then a window will appear click 
on add. 
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Absence Reasons 
 
Select this option to add your different absence reasons. The following window will 
appear, 
 

 
 
Back to absence reasons, to add an absence click on Add and the next window will 
appear. 
 

                                   
 
Type in the name of your absence, select a category tick the box to state whether 
you want this absence reason to be included in the absence scheme and choose a 
colour ( this will show on the attendance record for each employee and also on the 
holiday planner if the option is selected. 
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Absence Schemes 
 
The system has got the rule for the Bradford Factor already but if you decide that you 
wanted to run a different scheme i.e based on number of days or number of 
occurrences then you will need to ad it to the system. Click on add and the window 
below will show 
 

          
 
Select your absence type (note you can only run one absence scheme at a time), this 
window will appear. 
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Make sure that if you want to use this scheme that the in use box has got the green 
tick in it.  You can change the name set the calculation value, date setting and then 
set your trigger. This means that when an employee reached a certain score 
(Bradford factor) of had XX number of days off it will tell you in your task list what you 
are required to do. 
 
To set the triggers, type in your description and enter the lower limit i.e. the points of 
days click ok and then add your next trigger with the lower limit, the higher limit will 
automatically be worked out and put in the box. 
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Absence Entitlements 
 

The absence entitlements functionality will allow calculations of entitlements. 
i.e how many days an employee will get full pay for and then a reduced rate 
for their sick pay. 
 
Add a new profile and you will see the screen below. 
 

 
 
Enter a profile name (e.g. Manager, Employee, Full Time, Part Time, etc) and 
enter the number of months an employee will have to wait before they 
become eligible for the entitlements. This can be used, for example, so that 
employees on a three month probationary period do not get the entitlements 
but will after this time. 
 
The entitlement calculations can either run on a rolling period of a set number 
of months from today’s date backwards, or can go from today’s date back to a 
fixed date, such as the 1st January every year. 
 
Click on the Add button to add an absence category into the list of 
entitlements. It is recommended that your absence reasons be grouped into 
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categories that will either be used by the profile or not used by it. You cannot 
have an absence category that contains a mixture of absence reasons that 
entitlements will be applied to and reasons that they won’t be applied to. 
Users can add as many absence categories to a profile as required. 
 

 
 
Select the absence category you want to add and enter the values for the 
waiting duration, full rate and reduced rate. 
 
The waiting duration is the period at the start of each absence that the 
employee will be unpaid before the company sick pay scheme comes into 
effect. 
 
Following the waiting duration, the full rate value is the number of days in the 
absence that the employee will be paid at the normal rate. 
 
After full rate duration, the employee will be paid the reduced rate for the 
specified duration. 
 
Any days left in the absence after the reduced rate has expired will be unpaid. 
 
 
 
 
 
 
 
 
Recording an Absence against an employee  
 
To record an absence against an employee you must first go into an employee 
record and then select the Absence tab  
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Select Add in the centre of the page and the following window will appear. 
 
                        

 
 
Select you category, reason and then enter the dates to and from. If  one of the 
bottom boxes are ticked i.e. Self Certification Form Required, this will show up in 
your  task list and will continue to until you have received it and put the date in that it 
has been received, then click on Save 
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The absence will then show on a history screen stating the reason and duration, here 
you can change the dates to show absences with in required time frames or just 
absences the have been included with in your absence scheme. 
 

         
 
 
 
 
 
 
On the bottom half of the screen you will see the following information. 
 

                                
 
Select you entitlement profile against the employee. 
 
On the far right of an employee’s record there is a button that stated Attendance 
Record                           

                                                        
 
Select this and a calendar will open for that employee 
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This will show all of the holidays that have been taken or are allocated and will also 
show all the absences that have been recorded against them and will be shown as 
the colour (the one that you selected when you enter you absence reasons) 
 
You are able to print out this calendar for to show the whole year or you can select 
month view and print that off. 


