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Adding  an allowance for an existing employee
Find the employee in the My Employees dashboard then go to their allowance entitlements 

STEP ONE 

STEP TWO 

STEP THREE 

Choose the allowance you would like to add or update

Click on the allocation then CONTINUE 



Updating  an allowance for an existing employee

• Locate the allowance that you want to edit in the allowance entitlements list

• Click Add/Update to increase or decrease the allowance allocation

• Choose the new allocation (no need to end date previous allocation)

Example
To increase an employee's fixed term unit allocation from 2 units to 3 units:
- click the Add/Update button
- click 3
- enter the start and end dates
- click CONTINUE




