PERSONNEL : CAPTURING OF LEAVE

Leave taken by employees must be captured as follows:

N

Click on the Main Screen on: Leave.
A screen "Leave Administration” will be displayed.
Select the option at the top: Capture / search / update leave:

(¥ Leave administration EIE|

‘# Capturefsearchfupdate leave

Print leave records for onefall employee(s]

Print all leave records for one month

Print summary of leave records

Generate leave records for a group of employees

Mass creation of leave for selected employees

Dot matrix printouts

Show leave options for all employees

Leave calculation method I
Print leave balances I

Close

A screen "Browse leave records" will open:

i\ Browse leave records

Date range |One employee |

Initials Surnare Leawve type Start date

End date -

Leave records

Bl

Start date: 1940872014 End date: 1840972014

2 SendTa Insert ‘ Change | Delete ‘

Close




o

To insert leave, click at the bottom of the screen on: Insert.
The following screen will be displayed where leave can be inserted:

£\, Adding a leave record
By capturing a leave form, we tell the system that the specific person is away on leave and therefore
no clocking record must be expected for these days.

Employee number LIST

Leave type: (" Vacation Unpaid " Sick (" Other (" Injury on duty (" Cancelled
" Family responsibility (" Matemity leave (paid)  Matemity lzave (unpaid)

Start date; 19/09/2014 i1
End date: 19/09/2014 e

Remarks: [~ Printleave form on OK

OK (Save) | Quit without saving P
astupdate:

Please provide the number of the employee whose leave record you are capturing

Select the employee's name from the list.
Indicate the leave type, as well as the start date and end date of the leave:

_‘\ Adding a leave record
By capturing a leave form. we tell the system that the specific person is away on leave and therefore
no clocking record must be expected for these days.

Employee number. 0156 LsT S ABA Appointed: 12/01/2012

Leawve type: (o ’Vacatlo " Unpaid " Sick ( Other " Injury on duty " Cancelled
(" Family responsibility " Maternity leave (paid) ¢ Matemity leave (unpaid)
Start date: 19/09/2014 i Available: 185 days on 31/08/2014

“acation leave calculation: 150 days per month

End date: ]19,«]9;2014 i
This leave formn: 1 days

Famarks: ‘ [~ Print leave form on OK

OK (Save) | Quit without saving e
astupdate:

Please indicate the type of leave the employee is taking




9.

Click on: OK (Save) to confirm the leave inserted.

Payment of employees during a period of leave, is dealt with as follows:

1.

Annual leave: Paid leave.
Sick leave: Paid leave.
Other leave: Paid off days, without affecting a worker's leave record.

Injury on duty: An employee will get paid 75% of his normal wage during a period off
from work as a result of injury on duty. The absent days will be shown on the
Attendance Register as "Unpaid days" but when generating the payslip, 75% of his
normal wage for the period during which no clock movements exist, will be calculated
on his payslip.

Family responsibility leave: Employees are allowed 3 (three) paid days per year for
Family Responsibility. Extra or additional days must be taken as normal annual leave,
or alternatively as unpaid leave.



