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1. Updating employee terms to furlough 

 
• User clicks Trainer menu from the main menu bar 

 

• Drop-down menu displays Stable Employees cluster 

• Selects Stable Employees link 

 

• Page navigates to Stable Employee register 

Select Trainer 

Select Stable Employees 
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• User selects employee from list of current employees 

• Page navigates to Employee Details 

Select Stable Employee 
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• Select blue button 

 

• Select Update employment 

• Page navigates to Employment record 

Select blue button 

Select update employment 
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• Input date employee began  furlough (must be date of furlough and on or after 1st March 2020) 

• Select the Furlough option for Employment Terms 

Input start date 

Select Furlough radio 

button 
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• Select Continue 

• Page navigates to Step 2. Review Details  

Select Continue 
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• Select Submit 

Select Submit 
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• Select View Employee Details 

• Employment history updates with the record for Furlough 

Select View Employee Details 



 

P a g e  10 | 17 

 

FURLOUGH USER GUIDES 

 

 

2. Removing the Furlough employment terms 
 

• User clicks Trainer menu from the main menu bar 

 

• Drop-down menu displays Stable Employees cluster 

• Selects Stable Employees link 

 

• Page navigates to Stable Employee register 

Employee History 

Select Trainer 

Select Stable Employees 
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• User selects employee from list of current employees 

• Page navigates to Employee Details 

Select Stable Employee 
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• Select blue button 

 

• Select Update employment 

• Page navigates to Employment record  

• Previous employment type furlough displays 

Select Blue Button 

Select Update employment 
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• Select new start date 

• Select new employment terms  

• Paid / Unpaid  

Input start date 

Select Paid 
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• Select Continue 

• Page navigates to Step 2. Review Details 

Select Continue 
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• Select Submit 

• Page navigates to Step 3. Receipt 

Select Submit 
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• Select View Employee details 

• Page navigates to Employee details page 

• Updated employment history displays 

Select View Employee Details 
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Select Employment History 


