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Other Absence Types 
All other Absence types will be entered by the East Room users, but there are some that 
will have a direct impact on Payroll in that they will offset Basic Pay.  These include the 
‘Unpaid Leave’ and ‘Unauthorised Absence’ options. 
 

  
 
 
 
 
The absence is entered as normal by the East Room, and when calculated it will 
automatically deduct the equivalent salary from the employee’s pay.    
 
Whenever, such unpaid or unauthorised leave is entered the Payroll Team will receive an 
automated email via Workflow informing them of this although they will not be required to 
take any action. 
 
The following example shows a single Unpaid Leave day and its impact on the employee 
payslip once calculated. 
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