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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.
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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

oystem setup

Business Hules

The four Absence headings are grouped together

Absence Categories
Absence Reasons
Absence Schemes
Absence Entitlements

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.

P
Marne In Use Add...
o :
Flanned &
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Absence Reasons

Select this option to add your different absence reasons. The following window will
appear,

i
Reason Category Absence Scheme Inlse |*
Acrident Sick O =
Broken bone General J [ =
Compassionate Leave General [ 4
Dentist Planned O =
Dockors Appointment Planned [ =
Flu Sick [ %)

Food Bug Sick, = 4
Headache Sick 4 4
Hospital eneral o 4 [V]

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

Absence Reason Maintenance E|

Main

Absence Reason: | “lu

Category: Sick. ~
Include in Absence Scheme
In Use

Colur: (I

I OF, l[ Canicel ][ Help ]

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

P o
Scheme Mame Scheme Tvpe In Use Update...
Absence Count QCcurrence [

Attendance Reward Reward |
BradfFard Fackor Score Based O

Cloze

Select your absence type (note you can only run one absence scheme at a time), this
window will appear.

Absence Scheme [‘S_<|

RE] | Triggers

Details:

Scheme Type: | Score Based |

Mame: sradford Fackor

In Use

Calculated Yalue:

O Cwration

() Mumber of Absences

(%) Bradford Factor Caloulation

(Mumber of Absences x Mumber of Absences x Total Duration)

[Crake Settings:

(*) Rolling Period: Months

() Fixed Date:

Month:

() Use First absence

QK ] [ Cancel ] [ Help
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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.

Trigger Details [‘X|

4 i |

Detailz

Description:

ecommeanded Action - Werbal ' arnin
Lawser Lirnit:
|dpper Limit: 12499

The Upper Lirmit will be automatically caloulated bazed on
the other absence scheme settingz. [t iz only shown here
az a guide to help you set pour lower imit.

T

ar. H Catcel H Help
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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.

Main
Dekails:

Prafile Marme:

Avvailable after (Months): | 0

In Use
[akte Settings:
() Rolling Period: 0 Months
) Fixed Date:
Dray:
Manth:

Entitlerments:
Absence Category  Waiting Duration  Full Rate  Reduced Rate

There are nao ikems ko show,

[ (o] 4 H Zancel H Help ]

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 1 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.

[ ntitlement Details 1

Entitlement

Dietails:

Absence Categary: | Sick v
“Waiting Duration: z
Full Rate: 5

Reduced Rate; 10

i Ok I[ Cancel ][ Help ]

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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P, Employee Maintenance - 2 - Abbey, Charles

Fight to W ork Shifts
Appraizal

E anking Details
Disciplinary / Grievance

CFD Processes bzt
Perzonal | work

Learver
Trainitg / Qualifications

Job / Salaw | Emergency Contacts | Abszence | Holidays | Mates

Benefits / Wehicles
Training Meeds/Profiles
Blank Fage

Docs / Contracts

Abzences:

From:  [01/01/2009 |[L) Te  [31/12/2008 |[]

Tasks | Caktegory

Reason Start

Durakion Hours

Taotal Duration:
Faid at Full Rate:

FPaid at Reduced Fate:

Unpaid:

Bradford Factor From 17/07/2008 Untl 16/07/2009:

16/ {ulul=} 03 Job Details
Sick Sick 14/07(2009 15/07/2009  2.00 15:00 Reports to:
Sick Sickness ZE/OF2000  25/03/2000 1,00 7130 Manjit Sindhar

Post:

Development Director
< S Attendance Sumary
= = =]

[] Only Show Absence Scheme Records [ Add.. ] [ Update... ] [ Delete ] g‘
=2
E ntitlermnent Profile: | Employed Frior to 1.10002 | é
Ahsenoas May un Jul

kA aternity / Patermity

W Absent: 4.00
Holiday: 2.00 of 33.00
< >
Quick Links
b Book Holiday
b Ret
b Atter
» Holiday

Select Add in the centre of the page and the following window will appear.

Enter Details

Categan: | Sick

Reaszon For Absence: | Sick

Abzence Scheme

072005 [
ewrams [
Duration [Davs/Hrs)]: E]

tMedical Certificate Required: [ ]

From:

[] Medizal Certificate Received

I =
(I

kedical Certificate Expires:

Eack to “Work Interview RBequired: [ ]

[
I =

Schedule Check Up Call:

Inkerviewm Conducted:

<]
3
<]
Hide in Self Service:

Self Certification Form Feguired:

[] Self Certification Received

. =
(I

Back to “work Date:

[ Medical Examiner Consulted

Show on T ask List [days]: Izl

Conducted By | |E]

Inkerview Hotes:

Commetts:

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.

Abzences:
From: | 12/03/2008 E] To:  [11/03/2009 E]

Tasks | Cateqory Reason Skark End Duration Carmel
Sick, Flu 020372009 080372009 5.00

£ >

[]0nly Show Absence Scheme Reconds Add... l [ Ipdate. .. ] [ Delete

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

Entitlement Profile: Employed Prior to 11002 »
Absences: 3

Total Duration: 4.00

Faid at Full Rate: 4.00

Faid at Reduced Rate: | 0.00
Unpaid: 0.0a

Select you entitlement profile against the employee.

On the far right of an employee’s record there is a button that stated Attendance
Record
Attendance
Record

L8

Select this and a calendar will open for that employee
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ﬁ.ﬁttendance
B Colour | Description Shiowe
Domonic Burton 2009
-Compassionate Leave [~
January February March -Flu =
Sun |Mon| Tue | wed| Thu| Fri | Sat | Sun|Mon| Tue | wed| Thu| Fri | Sat | Sun [Mon| Tue [wed| Thu| Fri | Sat
z | 3 3 R A ml  [EEEE =
E 0 I I a| w WM (2 [ 13| @ | & [ 3 |10 12
M2 [ 13 | @ [ 16 | 5 | 17 | 5 [ 6 [ 17 | 18 | 13 | 20| 21 | 1 | 16 18 -Late P
18 | 19 | 20 | 21 |22 [ 23 | 24 |22 [ 23 | 24 | 25 [ 26 [ 27 | 28 | 22 [ 23 ]
25 | %6 | 27 | 2& | 23 |30 29 [ 30 [ 31 Materriity [k
= Paternity =
April May June -Sick =
Sun |PMon| Tue | wed| Thu| Fri | Sat | Sun|Mon| Tue | wed| Thu| Fri | Sat | Sun |Mon| Tue | 'wed| Thu| Fri | Sat h ach
1 i 4 Stomach Ache R
5 E T 10 1 3 4 5 E T g T g k] 10 1 12 ] 13 -
2 0 < -3 I O WM 2 [ 13 | 14 | 15 | 1 W16 | 16 | 17| 18 | 13 | 20 Unpaid Leave R~
1| 20 | 21 |22 [ 23 24 25 [ 17 [ 18 |19 [ 20| 21 22| 2 21 | 22 | 23 | 24 | 26 | 26 | 27 -
26 | 27 | 28 | 23 | 30 24 | 25 |26 | 27 | 28 | 29 | 30 | 28 | 29 | 30 Unplanned Holiday [~
3 "
Holiday [l
July August September c
Sun | PMon| Tue | wed| Thu| Fri | Sat | Sun|Mon| Tue | wed| Thu| Fri | Sat | Sun |Mon| Tue [ 'wed | Thu| Fri | Sat ourse M~
1 3
I} [ T 10 1 2 3 4 I} ] il T g 0 1 1
12113 | 1% 17 1 < O O = O T 3 1 I | 718 |1
19 | 20 | 21 |22 |23 [ 24 25 [ 16 | 17 | 18 | 19 [ 20 [ 21 | 22 0 | 21 | 22 | 23 | 24 | 25 | 26
26 | 27 |28 | 23 | 30 | 3 23 [ 24 [ 26 | 26 | 27 [ 28 [ 23 7 | 28 | 73 | 30
30 3
October November December
Sun |Mon| Tue | wWed| Thu| Fri | Sat | Sun|Mon| Tue | Wed| Thu| Fri | Sat | Sun |Mon| Tue |['wed| Thu| Fri | Sat
2 3 3 E T 1 4
4 5 [ T k] 10 m| 1 12 | 13 14 T g 0 1
|12 [ 13 | 4 | 1 16 17 1 1 17| 1 18 | 20 21 3 | 14 | 15 | 1 7 | 18
18 | 19 | 20 | 21 | 22 |23 | 24 |22 |23 | 24 | 25 | 26 | 27 | 28 0 | 21 | 22 | 2 4 | 25 | 26
25 | 26 | 27 | 22 | 29 [ 30 | 31 | 29 [ 30 7 | 28 | 23 | 30 | A
11/03/2009) < | > 11/03/2009 [ Selectal | [ Deselect Al |
Criteria:
Shaw Single [ay Absences On: [C] Qe show Absence Scheme abeence: [ Save Image ] [ Pint ]
Dizplay Order: |HolidayS,Absences,Eourses v| [MonthView] [ Properties ] [ Close l

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.
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