
 

Bulk Add PH Absence 
 

 

• Hold the CRTL key and click on the PH date for each staff member in the roster to highlight.  

 

 

 
 

 

 

 



 

• Once the date has been highlighted for all staff, click on Add Unavailability from the menu bar along the bottom of the page. 

 

 

 

 
 

 

 

 

 

NOTE: You can also right-click and select Add Unavailability from the drop-down menu. 

 



 

 

• Complete the relevant fields in the Unavailability slide-in panel as appropriate and 

click OK. 

 

 

 
 

 

 

 

 

NOTE: You will need to ensure that all staff members’ underlying hours are correct 

individually after applying the bulk absence. The system will automatically use the 

employees’ default unavailability hours. 


