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3.1 How to create a new absence
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3.2 How to amend an existing absence

Employee ID: 2
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3.3 How to delete an absence

EmployesD: 2 First namesichas! Last name: Coope 200660
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3.4 How to create block bookings

Select the absence to be taken and the date range.  Usze the statishics link to display
information that may influence pour sbsence booking,

General information
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3.5 How to remove a block booking

v
This scrsen displays alist of absence black bookings. These may be viswed, amended or deleted by right olicking on the selested block booking and choosing the
appiopriate oplion. Please note that block bookings are handled by the ‘System Maintenance' event within the Event Handler. so there could be a delay from the biock
booking being ertered unt the absence geling insertzd against an employee.
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3.6 How to view an employee's holiday

Employee ID: 2 Firt name: Michael Last name: Coope 0660
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Test 1

Please complete the following:

Book a Full day Holiday for Matt Wilkinson for 17th — 21st July this year.
Book a Full day sickness for Michael Coope for 22nd August this vear.

Add a block booking for the Support department for 21st December this year.

Add a holiday for Michael Coope for 7th June this year. This holiday has been approved but needs to
be finalised by Simon.

Add a 2-day credit to Matt's entitlement as he worked over the weekend.
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