
How to record staff hours

Quick reference sheet

@CypadCypadparentpay.com/Cypad 

2. Before you add any information, you can use 2 extra functions

at the bottom of the screen

3. Select ‘Copy yesterday’s hours’ [1] if all employees worked the 

same number of hours as yesterday.

4. Select ‘All staff worked contracted hours’ [2] if all employees 

worked contracted hours.

1. Select the ‘Staff’ app on the home screen.



@CypadCypadparentpay.com/Cypad 

5. To record or edit staff hours select the cell on the cross of the 

date and employee’s name.
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7. Check the number of contracted hours [1].

8. Use checks in/ check out information [2].

9. Complete number of hours [3]. In case it’s an hour and a half 

select 1:30.

10. Press ‘ok’ [4].

6. Tap next to total worked hours.
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12. If worked hours are less than contracted hours choose an 

‘absence type’.

11. If worked hours correspond to contracted hours press 

‘back button’ at the bottom of the home screen 

complete information about the next member of staff.
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13. If worked hours are more than contracted hours choose an 

‘overtime type’.

14. Continue to complete information about other staff members.

For further information, please visit the Cypad support page by 
clicking here
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https://support.parentpaygroup.com/hc/en-gb/articles/4413618486289-Staff-App-Recording-Hours

