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CleanLink Software Ltd

Holiday Pay & Entitlement Reform

CleanLink Site Manager has been re-developed to facilitate being able to record holiday accruals for
irregular hours and part-year workers as part of the holiday reform legislation 2025, whilst continuing
to provide the same holiday functionality for regular workers. This document provides an overview of
the changes made to CleanLink Site Manager and includes details of how to set up the system to accrue
and pay holidays to all types of employees.

Worker Definitions as described by Gov.uk

Regular Workers: Full and part time workers with fixed pay or a fixed rotating shift pattern.

Irregular Hours Worker: A worker is an irregular hours worker, in relation to a leave year, if the number
of paid hours that they will work in each pay period during the term of their contract in that year is,
under the terms of their contract, wholly or mostly variable.

Part-year Worker: A worker is a part-year worker, in relation to a leave year, if, under the terms of their
contract, they are required to work only part of that year and there are periods within that year (during
the term of the contract) of at least a week which they are not required to work and for which they
are not paid. This includes part-year workers who may have fixed hours.

The new legislation with regards to the calculation of entitlement for Irregular and Part-year Workers
is the same, therefore within CleanLink Site Manager, these workers will be referred to as ‘Irregular’.

Overview of changes for Irregular Hours Workers holidays

CleanLink Site Manager has been adapted to allow all employees to accrue holidays when paid against
Sites, regardless of whether they are Sites on which the employee has a regular job.



When an employee is paid in a pay period at a Site which is not set as a regular job, the system will
accrue both hours and a monetary value for holidays at this Site. The accrual rate will either be the
company default or the rate set at employee level. The current statutory rate is 12.07%.

The accruals will be displayed in a new ‘Irregular’ tab within the Staff> Holidays tab. If an employee
works on multiple Sites within a period, they will accrue holidays at the relevant percentage rate on
each Site. If the employee also has a regular job, they will continue to accrue holiday on this Site in the
same way as previously accrued.

Holidays being paid to employees against irregular Site will be done so as a monetary value only, whilst
employees will accrue holidays in both hours and monetary values on irregular Sites, it is not possible
for the system to pay holidays in hours. When an employee wishes to take holiday from an Irregular
Site for which they have accrued holiday against, there will be two options for paying their accrued
holiday.

The first option is to pay holiday against this Site manually, using a specified pay item. This allows the
user to choose how much holiday pay to pay to the Employee in any given pay period. Using a specified
pay item will allow the system to record the value of holiday paid out to the employee on this irregular
Site and give a clear picture of what monetary value has been accrued and paid. Users will be required
to set up and allocate a specific pay item for this purpose.

The second option is to pay Rolled Up Holidays to employees working on irregular Sites. When
choosing this option, which can be set Site by Site, the system will calculate a value of rolled up holiday
to pay each period when an employee is paid against the irregular Site in question. The rolled-up
percentage can be set as a default or defined at Employee level where necessary. Users will be required
to set up and allocate a specific pay item for this purpose of paying Rolled Up Holidays.

Holiday absence for Irregular Sites will not be recorded using the Log Holidays screen as it is for regular
Sites, this is due to the system being unable to determine a value to pay as the employee doesn’t have
regular hours or pay to calculate the value from on irregular Sites.

Setting Up Pay Items for Irregular Holiday Pay and Rolled Up Irregular Holidays

In order to pay holidays to employees against irregular Sites, it is necessary to set up and specify two
pay items for the system to use for each pay cycle, one for standard Irregular Holiday Pay and one for
Rolled Up Irregular Holidays.

Please Note: It will not be possible to calculate any pay cycle until the necessary two pay items have
been created and allocated.

Setting up a new pay item can be done by going to:

Setups> K. Payroll Cycles> select the relevant Pay Cycle> select ‘Pay Items’



CL Maintain Payroll ltems

Operative Type ?av Calculation  Payroll ltem Description (will appear on Payslip)

ype

Employee Hourly COMN1 Congestion Charge Deduct
Employee Hourly 31} Extras

Employee Hourly EXP1 Expenses

Employee Hourly HOL Holiday Pay

Employee Hourly HR1 Basic Pay

Employee Hourly fireguiar Holday Pay

Employee LHOP Leavers Holiday Pay

*  Scroll to the bottom or press ‘F4’ to add a new pay item
*  Ensure itis set as Pay Calculation Type ‘Hourly”

®  Enter a Payroll Item code

*  Enter the description to be displayed on pay slips

Employee Hourly Rolled Up Erregular Hel

Employee Hourly SUP Supervisor
Emnlovss Hairh TOW1 Tewel Laundering
2. Choose which ‘Payroll Column’ & ‘Site Total’

column the pay item will appear in within the pay
cycle.

IRHP - Irregular Holiday Pay

Allowed in Payroll Column Site Total

0O0D0O0O® 0O00@

5] [CONTHOLS Cost Trpe 1 Contracted Hours

EAtasable
o 3. Select the relevant
= [Blank = Deductiony | COSt Code’
E:
= ]
O=
Ov 4. Select the relevant fields for
H Taxable, Niable, Payment etc.
g DO NOT tick ‘Use to calculate
) Holiday Pay’
Rate 1 oo "
Column Selection

Column Headings

Repeat for each pay cycle you have in use within the system. Please note that you cannot use the same

pay item for both of these purposes.

Allocating Pay Items

Once the pay items have been created you will need to allocate them to the relevant purpose. To
allocate the pay item, go to Setups> K. Payroll Cycles> select the relevant Pay Cycle> select ‘Details’>
in Irregular Holiday Pay Item’ field select the relevant pay item from the list. Repeat for the Irregular

Rolled Up Holiday Pay Item.



Payroll Description
Cydle

1 Staff Monthly

2 Salaries

3 2 Week

4 Weekly
Payroll:

Freq Pay
[F3] Day

Mth -3

Mth 4

Payroll Type:

Payroll Cycles

EL Maintain Pay Cycle Details =
Variable weeks per period [:E
Days Offset 20 mpany
Number Columns Daily Rate 0
pmpany
Use Daily Rate for Bank Hols. Fixed Rate Only []
Exclude regular pay from current pay if Site dosed |:| hmpany
Display Hourly Budgets on Site Summary E
Add Holidays to Payslips [
Company Address on Payslips [#] Only applies to plain paper paysips
Import Cycle Data [
Enable Annualised Pay [
Payslip Print Email Address
Irregular Holiday Pay ltem | Irregular Holiday Pay il
Irregular Rolled Up Holiday Pay Itern | Rolled Up Iregular Hol w
Annualised Pay

Delete Details

Headings Pay ltems

Copy Headings/Pay ltems

Pensions: Pensions:
= Days to Payroll
Payment Closes

14 0
14 0
14 0
14 0

—

Changes to Layout of Setups & Defaults

The holiday defaults used in CleanLink Site Manager when new employees are added to the system

are found in ‘Setups’ tab> B. Setups & Defaults> ‘Holidays’ tab.

This screen has been updated and is now split into settings which apply to all employees at the top,
and two tabs at the bottom; one for regular employee defaults, and one for irregular employee

defaults.

No changes have been made to the default settings in the top half of the screen.



Setups | Defaults | Holidays | External Links | Formats

!

Default Staff to:
Holiday Year Starts (Month 1/ January Portal
Days Worked per Week 5 Days v .t’-rr‘.d Absences To Portal
Work Bank Holiday: No v
Number of Days Holiday 28
Max Days Holiday per site 28
Pro-Rata Holidays by Days v
Inc. Bank Hols in Days Taken Yes v
Hourly Paid Empioyee . Yes v
Regular | Irregular
Accrual M
Days Defaults for All Employees:
R The holiday defaults in the top section of the screen are used for all
Money
employees when added to the system and remain unchanged;
Caleulstt  there should be no need to make amendments to these defaults.
Record Act. -

The new ‘Regular’

Ooay: (O Hours Accrual Rates

tab includes the same defaults that were previously visible within Setups & Defaults,

with the only difference being that the majority of the ‘Rolled Up Holiday’ settings are now only
available within the Irregular tab, as this type of holiday is not relevant for regular employees anymore.
(See notes below on Rolled Up Holiday Percentage field)

Setups | Defaults m External Links = Formats

Default Staff to:
Holiday Year Starts (Month Defaults for Regu[ar Emplovees
Days Worked per Week
Work Bank Holiday: The holiday defaults in the ‘Regular’ tabrelate toall employees when paid
Number of Days Holiday against ‘Regular Sites’.

Max Days Holiday per site

Pro-Rata Holldays by
nc. Bank Hols In e

Hourly Paid P -

These defaults remain unchanged, with the exception of Rolled Up
Holidays, which may no longer be compliant with HMRC for use on
Regular Sites as part of the holiday reform legislation changes.

Days

Money

Accrual Method

Calculate Holiday Pay based on

Record Accrued/Taken in

O Fuxed O Ad/Reg

ORegular  © Actual

© RegularPay (O Actual Pay  Rolled Up Holiday Percentage 0.00

© Days (O Hours Accrual Rates




Setups | Defaults | Holidays
Default Staff to:

Halid

Days Worked per We
Work Bank Holiday:
Mumber of Day: Holi

Max Days Holiday pe

Pro-Rata Holidays byl

Regular | Irregular

Accrual Method
Days © Fixed

Money () Reguiar

Calculate Holiday Pay based on
© Regular Pay (O Actual Pay | Rolled Up Holiday Percentage 15.00

Record Acorued/Taken in

O Days

The new ‘Irregular’ tab includes the defaults that are applicable to irregular or part year workers,

Rolled Up Holiday Percentage

If, prior toinstalling version 2025 R3, Rolled Up Holidays was enabled and a Rolled-Up
Holiday Percentage visible in Setups & Defaults, this figure will now appear in red and
the below pop-up message will appear when entering the Holidays tabin Setups &
Defaults.

This message advises that the use of Rolled Up Holidays for Regular employees may

no longer be compliant with HMRC. Inorder to precent this message from continuing

to appear, the ‘Rolled-Up Holiday Percentage’ value will need to be set as 0.00 after
pressing the ‘Modify” button

O Act/Reg

© actual

(O Hours Accrual Rates

CAUTICN - Use of the Roled Up Hobday Percentage” may no
gl g HARL coemscant

Cargicer v ing 50 wiing Iregules Rodied Lip Hebday Pay
Patead. and then ped this Megular Py Roded Up Hoszay Piy
Pescerings to zeso

-—_—

these defaults will apply to any employee who is paid on Sites which are not Regular Sites

The system will use the percentage found in the ‘Calculation Method’ field to accrue both hours and

a monetary value each period on Sites which are not regular Sites.

Please note: The calculation percentage can also be set at employee level if necessary.



Setups | Defaults | Holidy

Default Staff to:

Defaults for Irregular Employees

Holiday Year Star The holiday defaults in the ‘Irregular’ tabrelate to employees who are paid
Days Worked pel against Sites which are not ‘Regular Sites’.
Waork Bank Holig
Number of Days The ‘Calculation Method” percentage is used as the accrual rate when accruing
Max Days Holidaf holidays on Sites the employee is paid against but which they do not have a
regular job set up against. This will default to 12.07% but can be amended if
necessary.

Calculation Method
12.07

Rolled Up Holiday
B Enable rolled up holidays @ Use as default

Rolled Up Holiday for Irregular Employees

Itis alsopossible to ‘Enable rolled up holidays’ function which can be
used for paying holidays to irregular employees if required.

Please Note: The ‘Calculation Method' percentage is also used for
paying out Rolled-Up Holidays.

‘Enable rolled up holidays’ must be ticked if you want to use this function on any irregular
employees but will only be used as a default for new staff if the ‘Use as default’ box is ticked. Please
contact the Support Team if you would like to set all existing staff to use rolled up holidays.

When rolled up holidays are enabled for irregular or part -year workers, the system will pay rolled up
holiday at the same percentage rate as the accruals each period.

For Example: An employee’s calculation method percentage rate is 12.07%. When paid £100.00 on
an irregular Site in a pay period, they will accrue £12.07 in holidays. If rolled up holidays are enabled
for this employee on this irregular Site, the system will pay £12.07 in Rolled-Up Holiday at the point
of calculating the pay cycle.

Changes to Layout of the Staff Holidays tab

A new ‘Irregular’ tab has been added to the Staff> Holidays screen to keep the irregular accruals
separate from the existing regular set up. This details the sites at which the employee has irregular
holiday accruals and what has been paid out to them. Unlike regular holidays, irregular sites will accrue
in hours as well as a monetary value, not days.

In order for the system to pay rolled-up holiday to irregular workers, the ‘Pay Rolled Up Holiday’ flag
will need to be ticked for each relevant Site.



MName | Tax Bank Previous/Loan | Info Holidays | Quals/Docs | Pension | Statutory Pay | Attachments | Starter Info | Properties

Regu\ar

Holiday Year Starts (Mth] | January

Sites Accrued B/F Accrued B/F Paid Pay Rolled Accrual Rate ~
Hours Hours £ £ £ Up Holiday %
COVER 0002 14.18 0.00 1737 0.00 30.95 O 12.0700
0001 2.96 0.00 36.11 0.00 0.00 ] 12.0700
KLM001 0001 181 0.00 21 0.00 m} 12.0700
v
Delete Override History
Accruals Log Staff Defaults Hol Amends
Staff Defaults

This area sets the defaults for the employee that will be applied to new sites when the worker is first
paid there. For irregular holidays it is the bottom two fields that are relevant.

CL Holiday Defaults for 97905 Barb GRIZW...

Days Warked sDays v

Wark Bank Holidays Yes v

Holiday Entitlement in Days 28.00 Pay Rolled Up Holiday for Irregular Hours — if set

Holiday Adjustment 0.00 to ‘Yes’ the employee will be paid out holiday pay

Inc. Bank Hols in Taken' Days. g asthey accrue it on any site where they do not
have regular pay set up. If ‘No’ then holiday will
need to be payed out manually to the employee

Hourly Paid Employee Yes v

Accrue Holidays on all Sites Yes -

Pay Rolled Up Holiday For No J |

Irregular (l:lg:h.i':;ut'm g Irregular holidays will accrue at this rate

unless overridden by a site specific rate

OK & Exit

History

This option provides a log of what was accrued and paid out in each pay period for this employee at
the selected site.



Name | Tax Bank | Previous/loan | Info Holidays | Quals/Docs | Pension | Statutory Pay | Attachments | Starter Info | Properties

Reguler | Imegular
oliday Year Starts (Mth) [January
Sites Accrued B/F Accrued BF Paid FayRolled  Accrual Rate ~
Hours Hours £ i £ Up Holiday %

COVER 0002 15.21 0.00 185.69 0.00 185.69 7] 120700
CU Accruals on COVER 0002 -—l
Diary Accrued Accrued Gross Pay Subject Hours Worked  § Hol Paid
Vear  Week Holiday Hours Holiday Pay £ 1o Moliday
lo2s 50 362 a“n 366.30 30.00 a0
2025 a5 218 33.90 28083 23.00 3590
2025 % 398 4863 40203 33.00 4863
2023 4 483 5895 48840 40,00 58,95

In this example the employee is on
Rolled Up Holiday for Irregular Sites
and so has been paid out the amount

Delete Override
accrued in each pay period.

Accruals Log Staff Defaults  Hol Amends

Processing Irregular Pay in the Pay Cycle

There is no change to the way that employees are added to sites within the pay cycle so you should
continue to use your current method of importing or amending data for the hours worked at sites.
However, new processes have been introduced to allow you to pay out irregular holiday that has
been accrued either manually or by using Rolled Up Holidays. The option to add Leavers Holiday to
an employee has also been extended to cover irregular staff.

As mentioned previously, holidays being paid to employees against irregular Site will be done so as a
monetary value only, whilst employees will accrue holidays in both hours and monetary values on
irregular Sites, it is not possible for the system to pay holidays in hours.

Manually Paying Irregular Holidays

In this example the employee has built up irregular accruals at a Site and wants to take £50 of this in
the current period. Their Staff> Holiday> Irregular record shows the below.

Name | Tax Bank Previous/Loan | Info Holidays | Quals/Docs | Pension | Statutory Pay | Attachments | Starterinfo |4 | *

Regular |

Holiday Year Starts (Mth) | January
Sites Accrued B/F Accrued B/F Paid PayRolled  Accrual Rate ”
Hours Hours £ £ £ Up Holiday %

COVER 0002 10.62 0.00 0.00 0.00 (| 12.0700

Delete Override History

Accruals Log Staff Defaults ~ Hol Amends



In the pay cycle, add the employee to the site as normal.

1. Double click on the column for
your Irregular Holiday Pay item

(column 8 in this example)

Description

Amount Notes
a5 Absence P 000 2. Enter the required amount
AUD  Aarisaied Hodey Aodhicos ! oo against the pay item. Add a note if
AHDE Annualised Hobday Dedudtions 1 000 .
ANHO  Annualised Holiday Pay 1 000 required.
1
1

BHOL Bank Holidey
HOL Hokday Pay
LHOF  Leawers Holiday Pay 1
HOR  Leavers Holiday Reclaim 1 o0
LUHP Leavers leregular Haliday Fay 1 0.00
LHR Leawers lmegular Hol Redaim 1 0,00
RHOL  Raolled Up Holiday 1 000 jo.00
RIHF Ralled Up lregulas Hol 1 000 v oo
oo
oo IETEH |
add Delete RegularPay  PayrollMems Benefitsinkind S5 BookHols.  LeaversHols, AP Compasison - _
Mamme Bank | PrevicusiLoan | Info _mwm'mmn]wpq|mm Starter Info | Properties |
Ragular
it Vear Searts (MAR) [Janumny | 1ote - This 1s used far A0 sites
Sites Aserued EF Ageried BF Paid Pay Reled  Acorual Bate ~
Hours Hours i [ [ Up Holiday %

~

3. After closing the pay period,
the Paid figure is updated in the
employee’sirregular holiday
record

. S




Rolled Up Irregular Holidays

As mentioned previously, in order for the system to pay rolled-up holiday to irregular workers, the ‘Pay

Rolled Up Holiday’ flag will need to be ticked for each relevant Site.

When an employee is set to receive rolled up irregular holiday pay this will be calculated and added

to their pay under the relevant as part of the calculation process. When the cycle is closed the record

will be updated for both the amount accrued and amount paid.

| cr Staff at Site TIME/0003 Time3

| stan

Faeed On Sife Last Gross Pay R R2 R3 Towels Dedusct Exfras Expenses SSPSMP
MMoury  Super. Time £ Hilidays
E 00085 BROWT, Fred Haurly (] [m] 426.30 732 Fad0d 6000 .00 0,00 0.00 nog 0,00
| 340dhrs 34,000
E 7903 IRREGLUILARSTAFF, Earbara Hourky O O 14042 1anaz oo 000 .00 a0d 0.00 oo 000
| 11.50hrs
1. This employee has worked
some irregular hours at this site
(TIME/0003) for the first time.
They are marked in their defaults
to be paid rolled up irregular
566.72 213.68 293.04 60.00 00D 0.00 0.00 0,00
45.50 3400
000
fat 566.72
Add Delete R Benefits in Kind S5P Bock Holks. Leavers Hols.  AF o Cancel m
2 Week for Weeks 02 to 03 05/01/26 - 18/01/26 Tax Weeks 41 to 42 (Calculating)
LEite Semmany: Current Pay
chem saenf - _'a. Basc A
Shat Fraed Onste lart Greas Pay A -+ n Teawt Casurt [atznr [aperass SSPSME
A Mausly Suger. Time K Mesiys u a0
e £ 000es BACTAN, Fied Mty a o 2630 - ;:.‘E? \.‘i]:: L] oo 0 om 00 i) O .00
PERTOOY L ] IRFIGULARSTAFY, Rarbars Hourly .} O wn 1|lﬁmll [T :f- ) [T .1} a0 ] .20
CaMAS | u LR T
O SSSMP Heliduys Pay Boera for 57503 Barbars IRFEGULARSTAFF =
QorDE L u b
Fay Desonpitisn ot dmount Wotes ~
f— een Wee 0 -
— P wrtgule B by Pay 1 [.1.]
EXTEST LHOR :(n(n—H;I-;J;II«Iln 1 u;\e .
- 2. After calculating the cycle the
S employee has been updated with
A d Uiz imeguatar Hel 1 I d Up imeguise Hal 2
e | ST T an amount of Rolled Up irregular
Ko Holiday
PORTAL
™
™ v T — T
T
™

Payeell Rerm.  Benefits in Kind b

R

Bosk Hels. Leavers Hels

LI S AR —h-u m|

The amount of the Rolled-Up Holiday will be based on the total of the other pay items which are
marked as “Use to calculate holiday pay” in the pay item setups (see the section above on “Setting
Up Pay Items for Irregular Holiday Pay and Rolled Up Irregular Holidays”).




Mame | Tax Bank Previous/Loan | Info Haolidays | Quals/Docs | Pension | Statutory Pay | Attachments | Starter Info | Properties
Regular | Imegular

Holiday Year Starts (Mth) |lanuary

Sites Accrued B/F Accrued E/F Paid Pay Rolled Accrual Rate -
Howrs Haours £ £ £ Up Holiday %

COVER 0002 15.21 0.00 185,69 0.00 185.69 [l 12,0700

TIME 0003 1.39 0.00 16.95 0.00 16.95 ] 12.0700

3. After closing the pay period,
the accrued and paid figures
have both been updated

Delete Owverride History

Accruals Log Staff Defaults  Hol Amends

Leavers Holiday Pay for Irregular Workers

The existing program for paying out leavers holiday pay has been expanded to include irregular
holiday pay that has been accrued but not yet paid out at the point of leaving. This can be processed
using the steps below.

Please Note: In order to pay leavers holiday against an irregular Site, the employee must be visible
against this Site (even with zero pay) in the pay period in which they are being processed as a leaver.



" CU Stff o Site COVER/0002 COVER E
Stafd Fived On Site Last Gross Pay Ri B3 A3 Torwreds Deduct (Extras Espenses  SIPVSMAP
Mourly Super, Time E Holidays
E #7904 WOREER, Gregany Hiiaity O O S0.00 0.00 oo [llii) 0.00 oo oo .00 S0.00
E aTads GRIZTWOLD, Barb Howry 0 (] iyl 251,99 000 g [1111] oK ] 0,00
/’\ 1500hrs
1. Tick the “Last Time" box and
enter last date at this site below.
Tick “Mark as Left Company” if
appropriate.
. S
Site Tatals Pl 231458 000 [l 4] .
Hours 10 0.0 2. Click Leavers Hols
Last Date at this Site 1801726
ARG 33 Left Compand
Add Delete Fegular Pay  Payroll ems  Benefits in Kind 5P BeokHols.  LesversHels. AP Compasison Cancel “

3. There are separate tahs for regular and irregular
accruals. Both can be paid out using this process but
ensure that the employee is added to the required

LE Site Holiday Accruals

sites in the pay period before completing the

. : rOCESS.
Regular Accrual Log | Imegular Accrual Log T — P |
vy
Client (F5 for Site  Site Name Accrued B/F  Accrued b/ Taken  Qutstanding »~
Breakdown) Hours Howurs £ £ £ £
COVER 0002 COVER 8.8100 000 11337 0.00 0.00 11337
 4.The green™ line indicates the employee’s accruals |
at the site for the current period. This is added to
the existing accruals inthe line above. Inthis
example the employee has a total outstanding of
£113.37 to be paid out.
g
\. ./
W
Tatals 113.37 0.00
Help Report




BT Confirm Sites to Pay *

Do you want to process all sites or only site COVER /0002

6. Check the message and click Yes,
Proceed when ready to add the leavers

Holiday
I
T
Yes, Proceed  Cancel & Bat
7 -
cr =
Staft Foed On Sife Last Gross Pay R1 Rz R3 Towels Deduct Exfras Expenzes  SSRSMP
MHauily  Suped. Time E Halideyd
E 97904 WORKER, Gregary Houy [ ] 50,040 oo Q.00 0.00 000 2.0 0.00 000 5000
E 27305 GRIZWOLD, Barb Houdy [ (] Ba5.56 M aad 0.00 0.00 a.nd 0.00 (1] 115857
12,0005
L SSP/SMP Holidays Pay tems for 75905 M5 Barb GRIEWOLD ’f =
Pay Description Cost Amount Notes A
Rem Trpe
ANHO } E

6. The amount will now be created under

e the “Leaversirregular Holiday Pay” item

LHOP

LHOR

——— - —
UMP  Leavers Imegular Hollday Pay 1 11337
R 875 ITEgular Hal Reclaim ) -
RIHF Ralled Up Imeguilsr Hol 1 000
v
Cancel
Add Delete Reqular Pay  Payroll hems  Benefits in Kind 5P BockHoks,  LeaversHob. AP Comparizon Cancel m

Note: It will not be necessary to pay leavers holiday against sites where the employee has rolled up
holiday as the amount for that period will be calculated automatically.

Staff Accruals Report

The Staff Accruals Report (Pay> G. Payroll Reports> O. Staff Accruals Report) has been adapted to
show either regular or irregular accruals or both. If you select “All” pay types then only the monetary
amounts will be reported as regular accruals are in days whilst irregular holidays accrue in hours.



This process scans the staff file reporting the current
holiday status for all staff in the selected pay cycle

Cycle [F5]
Division [F5] Leave fields as O or blank
to select all Divisions,
Area [FS5) Areas, Clients or Sites.
e —

Site [F5)

Dlnclude Leavers

Minclude any Open Cycles

Staff Pay Types
® Al ORegular O Irregular
[Ocsv output Mpreview [JroF output




