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ADDING PERSONAL
HOLIDAY,
SICKNESS AND
MORE




VDO

Step 1

To add Personal Holiday, Sickness or Parental
Leave you will need to go onto the Activity
screen for the and either click on the calendar
icon or the dauy of the event [highlighted below].

If you click on the day the Calendar Day popup

will appear for you to click on the Create Event
fQb.
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Step 2

You will then see the Create New Event screen pop
up, for you to enter the Event Name from the drop
down list and the daftes From and To. Untick the All
day events box and enfter the date and times for
the event to start and finish [For example, for one

days holiday put 18™ August 2022 00:00Hrs to 19™
August 2022 00:00Hrs)].

e This will then add 8 hours towards adjustments
[excluded hours]. If there are 5 or more of these
evenfs occurring consecuftively in the same
week then a fixed weekly adjustment of 48
hours will be applied.

- Once the data has been entered correctly the
Add button will be highlighted for you to click
on and the day will be circled in the calendar.
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REACH OUT FOR MORE HELP:

TIS-SUPPORT@QAUMOVIO.COM
01217251312

OR

RAISE A TICKET ON MYVDO
PORTAL:
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