Adding an absenteeism reason to an employee

If you want to add reasons to employees in Nako you can do the following. Click on the absenteeism
tab and then click on manage.
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On the next screen firstly specify which period you want to work with by using the data selectors.
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After you selected the period you will firstly have to choose with which departments and employees
you want to work with. Use the drop down arrow next to view departments to open the selection
screen. Choose with which departments you want to work. Only the employees will be available
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Before we preview the users there are two extra options you can use if you prefer. Firstly you can
choose in which order the system must preview the employees.

Order By:
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) Firstname & Sumame

Select your required option. The next option is to show only employees without absenteeism.

[] Show only records without absentesisms

By selecting it the system will filter out all the people you already add reasons for, for that period.
Once you are done click the refresh button to display all the users that are absent.
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Date Code Employee Shift Leave Type Absenteism Reason Comments
Admin

[ 2015/10/01 Test NAA N/A NAA N/A

[ 20510/01 11 Rolene De Witt NAA N/A NAA N/A

[ 2015410701 9 Sunja van Straaten NAA N7A NAA N/A
Technical

[ 2015/10/01 1 Stephanus Bekdeer NAA N/A NAA N/A

[ 201510701 10 Matthew Mac Hattie NAA N/A NAA N/A

[ 2m510/01 2 Jay Court NAA N/A NAA N/A

[ 2015410701 4 Theunis Coetzee NAA N7A NAA N/A

[ 2015/10/01 & Theo Penning NAA N7A NAA N/A
Management

[ 2m510/01 3 Philip Penning NAA N/A NAA N/A

[ 2015410701 5 Anton Labuschange NAA N/A NAA N/A
Developers

[ 2m510/01 7 Dean Hasset NAA N/A NAA N/A

[ 2m510/01 8 Matthew Bamard NAA N/A NAA N/A

Now select all the users you want to add the same reason to by ticking the boxes next to their name.
After that click the add absenteeism button.

‘ + Add Absentesisms ‘

The following screen should now appear.

Add Absenteeisms (=]
Add Absenteeisms
Sa Selected Date
| 20151001
Contacts Selected
| 2
/Abserrteeism Details
Shift Applicable
Abserteeism Reason:  None - Applicable to Shift:  None -
Leave Applicable
Leave Type Taken: None -
Leave Reason Code:  Mone -
Leave Days: 1

/ Commerts

H Save @Cancel

Now you can select an absenteeism reason to apply to the employees.




/ Absentesism Details

Abzertesism Reason:  Offsite -

Cff site

Employee is working offsite

Lastly you can add a comment to the reason. The comment will not affect the reason in any way. It
is only there to make a note for you self. Click the save button.

Fee |

The absenteeism will now be saved.

Date Code Employee Shift Leave Type Absenteism Reason Comments
Adrin

[© 2m5/10/01 Test N/A N/A NAA NAA

[ 2m510/01 1 Rolene De Wit N/A N/A NAA NAA

[ 201510/ 9 Sunja van Straaten N/A N/A NAA NAA
Technical

[ 201510/01 1 Stephanus Bekker MNone MNone (Cffsite

[ 2015/10/01 10 Matthew Mac Hattie MNone MNone (Cffsite

[ 2015A10/01 2 Jay Court N/A N/A N/A NAA

[ 2015A10/01 4 Theunis Coetzee N/A N/A N/A NAA

[ 2015A10/01 6 Theo Penning N/A N/A N/A NAA
Management

[ 2015410701 3 Philip Penning N/A N/A N/A NAA

[ 2015410701 5 Anton Labuschange N/A N/A N/A NAA
Developers

[ 2ms1/m 7 Dean Hassst N/A N/A N/A N/A

[ 251/ 8 Matthew Bamard N/A N/A N/A N/A




