


Employee salary deduct

Registration
Process

Access the application portal from your
benefits platform and select More information
onannual leave.

FAQ's - Click FAQ's for more information on how
the scheme works and eligibility requirements.

Calculator - Click the calculator to work out
how much your purchased holiday costs before
applying.

Register - Click Register and follow the below
registration process to make your application.
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Manage Your benefits

Annual Leave Purchase Cycle Benefit

Scheme SmartPay

Annual Leave Purchase
Welcome to the SmartPay Application Portal
Annual Leave Purchase is simply a way of buying more annual leave.

Imagine being able to take extratime off work for long weekends away,
more time off with the children or even amuch dreamed of long haul trip
that your current allowance wouldn't enable you to

take

You willneed to plan ahead when making your choice as once you buy
the additional leave, you can't sellthem back, evenif you have alifestyle
change. Your choices will apply till the start of the following holiday year.

Normal departmental holiday booking procedures will apply but your
Line Manager will do their best to accommodate your request.




Not
registered®

If you have not yet registered, click the
Register now button. Enter the required
information and click Create Account.

You will now receive an email to confirm
registration, copy the Key Code, click on the
Set My Password and follow the password
reset instructions.



Tell us a little
about you

Complete registration form and click
Save & Continue

Top Tip 1

Have a payslip to hand when making
your application, a lot of the information
required on your application will likely be
on your payslip.

Application Details

Tell us who you work for

Save & Continue




Top Tip 2

Make sure you select your correct approving line managers details from the

drop down, as entering the wrong information could delay you application being
approved. If you don't see your line managers email address in the list then please
contact your HR department who can add it for you.

Nearly finished!

Tell us how much additional Your salary and costs
holiday you would like (info only)

Your
Application
IS hearly
complete

Read your contract on-screen and Electronically
sign, a copy willthen be sent to the email registered
with, and your application will go to your Line
Manager for approval.

If you have any questions then please do
contact our Annual Leave Purchase team
on 01908 303498 or emall
employeebenefits@sodexoengage.com



What happens next?

Click here to sign your agreement
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Thank you!

If you need help or support with the approvals process or want to walk through your
first attempt with one of our team, please reach out to your Account Manager or email
employeebenefits@sodexoengage.com

Choose Pluxee.

www.pluxee.uk


http://www.pluxee.uk

