
How to Use The HR/Holiday Booking System
It works best in Chrome.  Go to https://www.cascadego.co.uk/portal/
Remember that your Username is your email address (generally your firstname.lastname@. Use lowercase letters and 
don’t forget the ‘dot’.
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Click the ‘Forgotten password?’ link if you need to reset your password



This is the Home screen you’ll see when you log in.  It shows your Holiday Entitlement Tile and your Absences in the calendar year in a pie chart.
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1. Click on ‘My Details’ from the left hand menu.  

2. You will see the tabs appear across the top, click the ‘Absence’ tab.
3. Depending on your security setting, you may have the ‘Create New’ button.  If you do, please use this to book your holiday.  Alternatively you can only see the ‘Request’ button, please use this.
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When you click the ‘Request’ or ‘Create New’ button, a screen similar to the below will pop up.  Enter the inclusive dates of the absence, complete all sections with a red dot as these are mandatory.  Ignore the ‘Include Saturday/Sunday’ check boxes.  The system will automatically calculate the duration.

If you are booking holiday dates around a bank holiday, you will need to split these into 2 entries either side, as Bank holidays' and Christmas closing dates have already been entered.If you need to delete holiday, contact HR.

If you are booking half a day, either click the Half Day Start (if the absence is for the morning) or Half Day End (if the absence is for the afternoon) check boxes, so that the duration can be calculated as half a day.
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Click the ‘View Group’ button to view your Department’s Absence as a Calendar view.

HR have already added in bank holidays and Christmas closing days and these will have been taken off your holiday entitlement.
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Click the ‘Available Actions’ Menu and then ‘Event Calendar’ to view your own absences on a calendar view.
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If you are an assistant you are able to enter in your Agent’s absences such as Holiday, Working From Home and Business Trips, on their behalf if you need to.
1. Click on ‘Directories’ from the left hand side.  3. Click the ‘edit’ button against their name and it will take it straight into their Absence tab.  Use the ‘Create New’ button to enter their holiday, business trips, working from home and other absences.2. Check the ‘View Group’ button.
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If you are someone’s manager, then when they request holiday you will receive an email asking you to approve or decline their holiday request.  You can do this directly from the email without needing to log into the system.  You can do this quickly from your phone too.
• Please contact HR if you have any questions.
• If you think there is an error on your record, please contact HR.
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