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4.08.02 Recording Absences

Central Absence Recording

The absences can also be centrally recorded in the document working times/absence or by using the
functionality “Tracking and Recording = Absences”.
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Here, first the employee/employees or the unit (all employees of the location or of the department)
and the period of time are selected.

>< TrackEmployeePresences¥iew Parameter

Please select date interval

Employee -
3

Units | -
A% Arraendungs- und Systernentwickiung

Bedin o o

| £ Applikationen
End £ Cambridge
Stanl £ Marketing & Vertrieb

£} Marketing & Offentlichkeitsarbeit
£ Marketing and Sales ‘\ﬂ_")
£ Systeme

,j_;} wertrieh, Messen & Roadshiows

In the example the attendance recording for all the employees of the unit Marketing and Sales for the
period of time 01.10.2009 to 31.10.2009 is opened.
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>< TrackEmployeePresences¥iew Parameter

Please select date interval

Employee -

y
LInits =

I

I A" marketing and Sales
Begin 01.10.2009 [ ~
End 31.10.2009 [ ~
Startl
p 4 TrackEmployeePresencesVYiew
Previewl Feset Save | Close |
Employee Timothy Jones Conner Jane Tate Adam
Th 01.10.2008 - - -
Fr 021020049 Haliclay - = -
Sa 03102009
Su 041020049
Mo 05.10.2008 On this day something else was tracked - e
Tu 06102009 Onthis day something else was tracked - -
We 07102008 Haliclay - = -
Th 08102009 On this day something else was tracked - e
Fr 09.10.20049 - - -
Sa 10.10.2009
Su 11.10.2009
blo 12.10.2009 - - -
Tu 13102008 - - -
Wye 14102009 = - -

Employee Timothy Jones Conner Jane Tate Adam

In the component all the defined absences and blocked days are displayed. The blocked days are
days, for which the employee has already recorded the time or for which a time-recording is no more
permitted.

In the example two weeks of holiday for the employee Timothy Jones (from 02.10.2009 - 07.10.2009)
are defined.
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>< TrackEmployeePresencesView

Previewl Resat Save |

Employee Timothy Jones
Th 01.10.2009
Fr 02.10.2009 Holiday =
Sa 03.10.2009

Su 04.10.2009

ho 05102009  On this day something else was tracked
Tu 06102009  On this day something else was tracked
Wiye OF.10.2009 Holiday -
Th 08102003  On this day something else was tracked
Fr 09.10.2009
Sa  10.10.2009
Su 11.10.2009
hWo 12.10.2009
Tu  13.10.2009
Ve 14102009

Employee Timothy Jones
Th 15.10.2009

Fr 16.10.2009

After saving all changes are transferred in the system.

S%el
Cdkner Jane

w
w
Holiday b
Holidary b
Holidary v
Holiday o
Holiday b
Holiday bt
Holiday g
Holiday v
Conner Jane
Holidary v
Holidary b

Conner Jane

Holiday
Holiday
Holiday
Holiday

Holiday

Hooliday
Holiday

Holiday
Conner Jane

Hooliday

Holiday

Closel

Tate Adam

Tate Adam

In the next example the holiday of the employee Jane Conner from 05.10.2009 to 14.10.2009 are
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entered...

>< TrackEmployeePresencesView

F’reviewl FReset | S%Ke |

Employee Timothy Jones Cotiner Jane

Th 01.10.2009 Holiday - -
Fr 02102009 Holiday - -

Sa 03.10.2009
Su 04102009
hlo 05102009  Onthis day something else was tracked

Holiday X
Tu 06102009  Onthis day something else was tracked Holidary w
Ve 07102009 Holiday w Holiday 2
Th 08.10.2008  On this day something else was tracked Haliday W
Fr 09.10.2009 w Holiday e
Sa 10102009
Su o 11.10.2009
Mo 12102009 v Holiday g
Tu  13.10.2009 v Holidary !
Wie 14102009 w Holidary st

Emplayee Timothy Jones Conner Jane

Th 15.10.2003 - -
Fr 16.10.2003 Haliday End w v

... and then the holiday from 16.10.2009 bis 30.10.20009 ...
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Fr 16.10.2009

Clear b
Sa 17102009
Su o 158102009
ko 19102009 =

Tu 200102002  On this day something else was tracke:

Wie 21102008

W
Th 22102008 -
Fr  23.10.2009 Holiday ==
Sa 24.10.2009
S0 25102009
ho 26.10.2009 Hiliday =
Tu 27102005 Holiday =
Wye 25.10.2009 Holiday =
Th 25102009 Haliday -
Fr 30.10.2009 Claar End -

... Is cleared.

Applying for Absences

If the employees have to register their own holiday, the functionality “Absence Application” can be
used. This functionality works analog to recording absences, but it will not allow any options/choices
by the employee or the unit.

| 43y Intro

Standard Module Mein Intro Intro 2 Intro 3 Intro 2 Intro 5 Intro & Intro 7 Intro &

-

Extra=s Tracking
{5 Absence application TimeTracker @
: Selected days w
Flanning
>< o~ TimeTracker Timothy Jones
...E] iH| A Jk | Vel 280 j 0 v ® Start time tracker an login
== | 01 - conclude last month and apply for approval of A
awes v U0 = Y| v v | [@
e[| 02 - conclude current month and apply for approva — —
Frarm To Tirre Jok : = Cost unit Mote
el | Apply for haliday {b - =
I Tuesday, 20.10.2009
L
X o200 | " (1440 | T (640 | M [come and leave v Carne in
X 1030 | (1347 | T (317 [N e Prograrmming 4-3 - 3 Introduction Projectile v v E Prograrmming from Introduction Consult
X 13:47 |7 1440 | T |0:53 b 3-2 Installation Projectile - 3 Infroduction Projectile | w v E Installation from Projectlie
X 15:10 |7 1800 | T 2:50 h Come and leave v Go out
>9300 h 410 h
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Note: The absences can be also recorded in the work area, in the module attendance/absences or in
TimeTracker.

In the TimeTracker different Workflows for handling of time can be applied (period-end closing,
application for holidays...). The following example shows the implementation of a holiday application.
After performing the action in the TimeTracker...

>< =+ Absence application

Application for Holiday

Q
= eoo||d4b K| <G| 20102000 @ (D) |G| (20042000 Ev (D2
— 20039 2010
Oct. |Movember [December  Jlanual Februal March pril
14 | 0 [ 1 P e [5s [50e (s [&] [ [ |

Tate Adam (Holiday)
I:II:II:I Tate Adam GSpareTimeCompensation

Scheduled AppliedFor Confirmed Denied BankHoliday

Rest Holidays Applied-for Holidays DeltaTime Appliediextear
0 Days 0 Days O Days 0 Days
Choosze Ahsence Comment
Holiday v
Apply for Absence

CIEY: - CIEY: Applyl

Remove Absence

a | w - o | Hemuvel

a dialog for holiday application opens. Here the user can apply for absences (free time
compensation, holiday and special leave). The user can also cancel applied or approved absences.

In the following example the employee Adam Tate applies for a holiday from 10.11.2009 until
24.11.2009.
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>< =~ Absence application

Application for Holiday

IO

= [ soo||q9F KM <G (20102000 [Elv| 9] |Q| 20042000 [E v |2

— 20019 2010
Oct. [Hovember December llahua pril
14 (D1 o0 10 I Dfalo B (50c [ ls 51 [T B |

Tate Adam (Holiday)
I:ll:II:I Tate Adam SpareTimeCompensation)

Scheduled AppliedFor Confirmed Denied BankHoliday

Rest Holidays Applied-for Holidays DeltaTime AppliedMextyear
0 Days 0 Days 0 Days 0 Days
Choosze Ahsence Comment
Haoliclay v
Apply for Absence
10.11.2009 [d T 24,11.2000 [ v Al

After confirming the application...
@ Please confirm application for Holiday: 10.11.2009 - 24112009
...the applied holiday is visualized...

=| [ sonl| |q9F K< (20102000 [Elv| |9] || [20.04.2010 [ v |0

— 2004 2010
Oct. |[Movember |December  lanual Februa March pril
14 | 7 T 7 7 e Bs [50e [E= S [ [ |
Tate Adam (Holiday)
IZII:Il:I Tate Adam SpareTimeCompensationd r\ﬂ""]

Scheduled AppliedFor Confirmed Denied BankHoliday

...and the supervisor (manager, human resources manager, the project and the unit manager)
receives an internal message. In the example the unit manager of the applicant (George Williams) ...
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Die Anwendung wurde Korrekt heendet
Application was correctly logged out
Login, Login

w. e 0rge

Fasswort, Passwaord
L 11111

I .ﬁ.nmeldenlli_rl:n:-g in I

[ Support
e Intranet

Projectile 3.7 _ projectiie
—

[Engl. Testiersion]

... iIs informed and receives a vote.

The employee is informed about the voting through an internal message.

Q Inwitation to a meeting Meeting 10.06.2009 11:00:00 Timothy Jones Conner Jane

Al | 5 Ballots

page |1 of 1

Q ShowInitiatedworkflows
" 20102008 (CW 43) + /2 Conner Jane » [ 0Messages » (41 =

& _'Jv Search manual... & | AT Tl

Menu # >< ﬁ

HETD - Standar

4, GQuery Manager

-

¢ | Mavigate document

= [~ Administration Extras
] Tracking and Recording
[~ wiarking Time Management vl
= Statusrepart :
=y
= I\'“EIE Ela”D‘t_S: 1 Flanning
E;Runnlng approvals
fg Shovwinitizte: Iz by Pt
— Latest events in log Running approvals
=] No mails Charting

In the Workflow-Engine in the menu voting (Running approval)...
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@ Yote ?

Please vote and give a comment

Unitleiter

Comment:

Employes Tate Adarm &

Start 10.11.2009 [3 v

End 54,11.2009 [~

Presence Holiday .
Diays applied-for 11

Femaining Holidays after approval 11 g

Fest Holidays and flex time

Vote

Comment

Mo comment

Cancel |

...the holiday can be confirmed or denied.
The applicant gets a massage about the voting from the system.

In connection with the voting results the holiday is displayed graphically in the absence application of
the TimeTracker as holiday or as denied holiday.

= [ son| |9F K8/|<0) (200102000 [Elv | |92] (<G| 20042010 [Elv| |00

— 2009 2010
Oct. |Movember |December _I:mua Februa March pril

14
Tate Adam (Haoliday) IRET]I
EII}:' Tate Adam SpareTimeCompensation )
Scheduled AppliedFor Confirmed Denied BankHoliday
Charts

The calendar overview displays the attendance/absence of selected employees from freely defined
time spans (see also Charts).
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4 Fileset
Calendar overview |
2001
October
Week 40 Weel 42 Week 44
1 5 e b 12 13 f14 15 He 19 [20 |24 E 3 |30
Belsito Marina
Conner Jane ]
Hahn Katrina .
Tate Adam
Timothy Jones
Williams George
Holiday
Holiday and Weekend
Iliness
. Present
Project time spent
. Sickness

Spare Time Compensation

Note: The absences in the system are the basis for the complete resource management. In all the
resource charts (here capacity overview Ill) and with suggestions the planned absence of the

employees will be considered.

p4 Fileset

Capacity utilisation evaluation lll

Conner Jane
3-4 Project Management
3-6 Customizing
7-1 Conception for cambining Projectile and SAP CO fFI
Tate Adam
3-3 Programming 4-3
3-7 Programming
Timothy Jones
S-1 Conception for cambining Projectile and SAP COfFI
3-2 Installation Projectile
3-3 Programming 4-3
7-1 Conception for combining Projectile and SAP CO /F|

2009
October
_____ | [ [ [ [ P feof [ | POfeS] [ [ ][]
| ]
|
I I
| I
L | ]
I I I
I I I
N | ]
N I | ——
N I I
N | ]
__| |

B overloaded (> 100.0%)
FullCapacity { =300 %)
Marmal

Wacation taken

Time entries for job
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