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It is now possible to enter an illness, a holiday, or attendance at a training course for several employees, quickly and 
simultaneously!
With a few clicks, add one of the following 3 options for 5, 10 or up to 15 employees: 
• Change quota of absences,
• Create absences,
• Create attendances.

1 	 To go to Fast Forward, go to Time Management> Fast Forward > Fast Forward actions.

Modify Absence Quota: This option allows you to change one or several absence quotas already entered (overtime, 
special leave, extraordinary leave, etc.). 
For example: Your employee changes from 100% to 80% working hours, his entitlement to leave must be adapted. It is 
easier to use the Fast Forward option to change all the quotas with one action. 

1 	 Select the employee and click on Modify Absence Quota.

2 	 Fill in the period when the quotas in question need to be changed.
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In the example, the paid holidays changes from 200 to 160 hours from 1st April 2016. 
«Recovery PH» (time off in lieu of public holidays) changes from 16 to 12.8 from 1st April 2016. 

! 	 This change works only if the employee has enough remaining holidays not deducted from their quota. You must 		
	 change the quota since the start date (here 1st April 2016). 

1 	 Modify the quota concerned:  
	 • Days,
	 • Start date.
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1 	 Click on Refresh until the action is in progress. Once completed, the logo is green and your change has been saved 	
	 or the logo is red and an explanation tells you which criterion needs to be corrected. 

2 	 Once the action is completed, the change appears in the Quota widget.
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Create absences 
1 	 This option allows you to enter several absences for one or more people at the same time.

	 Example: if you want to enter an absence for several people on the same day, simply fill in the first line and then 		
	 click on Copy    / Paste   and change the name of persons concerned.
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Verification 
You can follow the progress of your action and check its status. Once the action is completed, absences are visible in the 
calendar of the employees concerned.
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