
Editing Employee Details 
in SAM

1. Log into SAM 

2. Go into the ‘Employees’ Tab on 
the left 

3. Click on the Name of the  
employee whose details you 
want to change

4. Go to the ‘Details’ tab on the 
far right and then click on the 
edit button which is shown by a 
pen in a square box. 
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The majority of the information 
you can see here will be  
information imported from the 
employee manual import or your 
MIS link. 

4. Check and amend any contact 
details, by clicking in the relevant 
box and typing over. Those that 
have drop down options only 
have an arrow within the box. 
All Mandatory fields are marked 
with an asterisk. 

5. Please pay specific attention 
to ‘Work Time’, ‘Annual Leave 
Days’ and ‘Contracted Hours’. 
The figures entered here will be 
used to calculate entitlement 
and attendance. 

‘Annual Leave Days’ should 
match the employee’s contract 
for the annual leave period. 

‘Work Time’ is whether the  
employee works term time only 
or all year round. 
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6. Here, you can select if the 
employee works inset days and 
again this is important for  
calculating absence. Working 
days must also be ticked.

7. To select a Line Manager, use 
the drop down arrow at the side 
of the Manager box. Select a 
Manager from the list which will 
appear. This Manager will be the 
main contact for absence  
notifications for this employee. 
If you use the Employee Portal 
and want to send notifications 
to the line manager, their name 
must be selected here in the 
Employee’s details screen. 

8. Here you can also tick the 
Exceptional Circumstances box. 
This can be used if you have an 
employee with a long-term  
absence and you don’t want 
them to appear on your trigger 
watchlist.

9. You can add any comments 
necessary and then when you 
have finished editing the details, 
click ‘Save’.
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