Line Manager Guide to Absence Logging and Reporting

Note: this guide is to support with logging absences on our systems and reporting on employee
absence. For further guidance on managing absences, please see policies on Stonegate Central.

Creating an absence on Fourth

1. Loginto Fourth: https://www.fourthhospitality.com/stonegate

2. Inthe burger menu in the top left, select “HR”, then “Employees”, then “Employee List”. When
the page refreshes onto the Employee List page, click “search”, and this will bring up a list of your

employees.
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3. Click on the record of the employee you would like to add an absence for. This will take you to
the employee summary page
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4. Click on the employees name on the menu on the left, then navigate to “Employee HR Info”, then
click on “Absences”. This will take you to the absence record for the employee and list all
previous absences
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5. Click on “add a new absence” to create a new absence record
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6. Enter the details of the absence
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7. Once you have entered the details, click “save”. This will take you back to the absence record
page and the new record will show in the list of absences
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Note: Once you have submitted an absence, please do not delete or amend the dates, as this will
impact your employees pay. If a previous absence needs amending or removing, please contact the
Payroll team through Stonegate Support (see “Sending absence documentation to Payroll”)



Sending absence documentation to Payroll (PST Line Managers only)

1. Loginto the Stonegate Support Portal: https://stonegate-pst.zendesk.com/hc/en-gb
2. Click on “Ask for help”

PEOPLE AND PAY

3. From the dropdown, select “Absence”

4. Enter the details as requested on the form

5. Attach a copy of the self cert/ doctors note, and the return to work questionnaire

6. Click “Submit”

7. Payroll will then process the absence and ensure that it is paid in line with Company policy and

the employees contractual entitlements. Documents will be uploaded to the employees
Document Management by Payroll record for future reference

Sending absence documentation to Payroll (Site-Based Line Managers only)

1. Loginto the Stonegate Support Portal: https://stonegate-managed.zendesk.com/hc/en-gbh
2. Click on “People, Pay and Recruitment Query”
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3. From the dropdown, select “General Query” then select department as “Payroll”

4. Enter the details as requested on the form

5. Attach a copy of the self cert/ doctors note, and the return to work questionnaire

6. Click “Submit”

7. Payroll will then process the absence and ensure that it is paid in line with Company policy and

the employees contractual entitlements. Documents will be uploaded to the employees
Document Management by Payroll record for future reference
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Employee Absence Reports

The following guidance explains how to download an employee absence history report for your team.

1. Loginto Fourth: https://www.fourthhospitality.com/stonegate

2. Inthe burger menu in the top left, select “HR”, then “Reports”, then “View Reports. This will take
you to a list of available reports to download
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3. Under “All Reports”, select “Absence Analysis”

4. Enter the required information in the filter. Please note that the following filters are mandatory,
whilst the others can be left blank:
a. Absence Date From
b. Date Created From

5. Inthe top right corner, select the format you wish for the report to be in:
a. Normal (On Screen) — will display the absences on screen, cannot be downloaded
b. Text File (download *.csv) — downloads a CSV file with your teams absence
information

6. Click “run report”. Depending on the format you have selected, the data will either be displayed
on screen, or will download to your downloaded items
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Viewing Previous Absence Documents

1. Loginto Fourth: https://www.fourthhospitality.com/stonegate

2. Inthe burger menu in the top left, select “HR”, then “Employees”, then “Employee List”. When
the page refreshes onto the Employee List page, click “search”, and this will bring up a list of your

employees.
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3. Click on the record of the employee you would like to view the documents of. This will take you

to the employee summary page
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