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Understanding absence management

Absence statistics

Adding an absence or holiday request

Amending an absence or holiday record
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Absence and holidays on the ‘To-Do' list
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All information pertaining to any personnel record within this document is obtained from a demonstration
database and are not details of any individual.
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Understanding absence management

timeware® absence management covers entitlements, company and individual
statistics, absence tracking and trend reporting. Absence management may be used
for all people in the company, not just those who clock-in at a terminal or the ESS.
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https://www.youtube.com/watch?v=oe1Ld76qayo
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Absence statistics

1. Click on the Absence Statistics Quick Link.

Attendance Adjustments

=

Planner

=

3 YouTube

Link to understanding
Absence statistics

2. The statistics screen will then appear, utilising the parameters defined on your last session.

Select ‘Absence Reason Key' to display the descriptions of each absence colour.

Absence Statistics

Highlight | 200 day(s) either side of anchor date.

Anchor date: ['wed 24 Feb 2021 VI Show 200 daylz] either side of anchar date. Display rangels]: °

i Everyone [105)

Birch: on [3]

[=-Range(s) Absence Reason K Note: Absence statistics only displays &

F

d absences.

Firiags. Philip (5]

Broadhurst, Liz [5]

Coope, Michael (2]

Gibbans, Ronald [20]

Joy, Mary (18]

Kennerdy, wiliam (14)

Micholson, Tuilsa [17]

Qldham, Thamas [12]

Page, Denige (16]

Frice, Gemoge [13)

Shaw, Hannah [11]

Silva, Piere (18]

‘wiebh, Dave 1)

éillingon, Lesley [7]

Wilkinzon, Matt (4]

Zelem, George (€]

<

Close I

>

Refiesh
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https://www.youtube.com/watch?v=90nff2ldrds
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3. Select 'Display Range(s) to modify the range of people displayed.

Absence Statistic Range =)
Overview
Thizs aption sets the range(s) to be displayed within the statistic screen,
Settings
Range 1 Everpone
Everyons
Range 2: Employess W
Fanges |, olkaoun
Absence Statistic Range X
Ranged: | Losation = 7
Grauping 04 Ouerview
Range5: | Grouping 05 This ption sets the rangels] ta be displaved vithin the statistic screen,
Grauping 06 hd Sertings
fancsE: " Rangel:  Employess
Range 7: -
Fange 8 = Range 2
Range & - Range & ) stName Last Name
Flange & ]
R0 = 10 22 Michael Coope CoopeMichael  Employee
Range 5 - : ;
Range 11 - s 33 Simon Birchall BichalSimon  Employee
| | Range & O 44 Matt wikinsan wikinsonMatt  Employes
Range 12 S 10 55 Liz Broadhurst Broadhustlic  Employee
{~] Henoels s 66 Georgs Zelem Zelem George Employee
Cansel o | Flange & O 77 Leslky Wilkirrsan WilkingonLestey  Emplayee
10 EE] Fhillp Biiggs Briggs Phillp Employee
Range 5 ! in] 93 Matie: Tres Tree Maris Employes
Range 10: O 1010 Nathan Lovis Lauis Mathan Employee
4 0 11 Harnah Shaw ShawHannah  Emplayes
Pange 11: 1o 1212 Thomas Olcham Oldham,Thomas  Employee
Fanae 12 O 1313 Gieroge Fiice Fice. Gieroge Employee
O 1414 wiliam Kennerdy Kennerdy willam  Emplayss
_ Caoal | O 1515 Lawa Sripton Sriptonlawa  Employee
O 16 16 Deriss Page Page Denise Emplayss
O 1717 Tuilsa Nicholson Nicholson Tullka  Emplayss
O 18 18 Fiere Sitva SilvaPiere Employee
O 1919 Mary Joy JoyMaty Emplayss
r a0 m Rrnald Rikhans Rikhons Ronald Fronlmiee ™
< | v

4. <(Close> to leave the Absence and Holiday statistics screen.

Clogze |
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Adding an absence or holiday request

1. Click on the Absence Management Quick Link.

ke ]
=}

v

[=]
- 3 YouTube

Link to understanding
Adding an absence or
holiday request

Absence Management

Absence Statistics

Attendance Adjustments

=

Planner

2. The Absence Management screen appears at the person last viewed by the user

Absence Management - Filter:'Approved' AND ‘Finalised AND Non-Finalised' - X
Employss ID: 2 First name: Michasl Last name: Coops T X 1T #]
[Copton  Mote Absence calendar oy displays approved absenes: Absence Reason K
Calendar & January 2021 February 2021 March 2021 April 2021 3
- Entitlements M T W T F & 3 M T W T F 3 & M T w T F 3 3 L T W T F & 3
@ @ w W 1z 3 vz s 4 s e 1 Tz s .
s s s 1 s s w0 e s e s s s s mom e oo s e 1 s s owom
o or oW B owow P s owon ot o6ow o onom o onow a e e ouw s o
" - 0 = e e m _ w8 e 2 - e a5 = = m - 0 @ s o= e oas
s 2w e o @ w2 o a @ 2w 2 3 4 s a2 w %
May 2021 June 2021 July 2021 August 2021
Mmoot ow T F o5 s MoT ow T F o5 s MmoT ow T F o5 s WoT ow T F o5 s
Tz "z s o« 5 s Tz s '

Septemher 2021 Dctober 2021 November 2021 December 2021
MoT oW T P oso4omoTowoToro4iomoTowoToroso3omoTowoTor oo

Find. | Refesh | Preview Close
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https://www.youtube.com/watch?v=IT3MoOyXSog
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3. Click <Find> and search for the person whose absence you wish to book.

Refrezh Preview. .. Cloze I ‘

Search for: @ o °

Search through: |Emplayee 1D _I
Search type: IEontains _I

11 Dave ‘webb ‘wiebb.D ave
2|2 tichael Coope Coope Michael
33 Siman Birchall Birchall Simaon
44 I att Wilkinzon Wilkinzon Matt
5[5 Liz Broadhurst Broadhurst,Liz
EE George Zelem Zelem. George
7T Lesley wilkinson “wilkingon, Lesley
a8 Phillip Briggs Brriggs, Phillip
95 b arie Trer Trer karie

| 2

Absence Management - Filter: ‘Approved’ AMD 'Finalised AND Non-Finalised" - X
Employes ID; 1 Fist name: Dave Last name: webb 0660
w Note: Absence calendar onlp displays approved absences. Absence Reason Kev.
“Calendar January 2021 March 2021
ntitlements MmoT ow T F s % MmoT ow T F s % MmoT ow T F 3 % MoT ow T F s %
% @ s w1 2 3 to2 s s s 8 1oz s
4 - & 1 s 3w [ T T T | - s Mo B o L N
nor o omow ot EEE T T R - S LR R R R [ T R IR T
B o1 o oa oz B o® o 1 o o 2 2 2 w2 om - o a oz om ow o
R U -] 2w w om owm oA R ] % 2 @ 3w
May 2021 June 2021 July 2021 August 2021
MmoT oW T F 3% moT oW T F 3% MmoT oW T F 3 % MoT oW T F 3%
1| 2 1la|s|[s]s]e 1oz s 4 1
- f s 8 1 8 s _ 2 B s st & 8 0 o 2 3 4 s 8 1 os
IR R T I TR ®of % w8 2 [ R - I EORE S - TR
[ TR I R R 2 2 e o2 = om et 1o w22 o o= o ® % o6 om e a2
September 2021 October 2021 November 2021 December 2021
MmoT ow T F 3 & moT ow T F 3 & MmoT ow T F 3 & MoT ow T F 3 &
IR 12] = 1oz s & s o8 q 1oe s 4 s
s 1 s 3 w0 oH o 4 s s s 3w EREE T TR - s 0t s 8 o0 1o
ToWoB 6@ [ I "I B B omots 1 20 e vl s ¢ o6 ow
w2 oz = o m o ® m e om 22 mom 2 o e m o ow o 20 @ owm oa w o2 o
s & s 8|7t |s 8
Eind... | BRefresh I Preview... Close
14 | « [Record1 of 51 [
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4. To request the absence or holiday, <Right-click> on the required date and select New...

gt
» O

Amend Absence entitlerment credit...
Delete Ml © ¢ 3 &
View details L4 1

Y Filter w[a | 5| &| v |5

Abszence statistics for "Dave Webb' on "Tue 23/02/2021' Gl I Ol

Absence list far ‘Dave Webb', 'January 2021 onwards'...
Absence entitlement credits for "Dave Webb', 'lanuary 2021 enwards'...

(& Planner for 'Dave Webb' on 'Tue 23/02/2021'

o Attendance adjustment for 'Dave Webb' on "Tue 23/02/2021° W T R E E

@ GPS Tracking for 'Dave Webb' on "Tue 23/02/2021' 1 2| 3| w 5

5. Next, the Absence Booking form will appear.

Absence Booking - (New) — *
Ermployes [D: 1 First name: Davs Last name: ‘wabh [#)
E Options [Essential ____________________________________________Jnfomation |
Caller Information General information % Entitlement Forecast
Essential
S Absence calegon? S| Bt @ Mo Categary
Intare 4 Tactical Absences
o -
Hotepad soncs tobs take | =@ \3 4 Declined Absence Requests
Take absence fiom? |Tue 23Feb 2021 »| wpto? [Tue23Feb2021 ~| @ Wolnformation
. & Statistics
Entitlement
Entitlement deduction: 1] @ [day)
Absence restrictions [optional)
Absence can only be taken between? | : and | : .
Mazimum absence duration?
Foice absence duration to paid at a specified rate [optional)
Absence duration? Ahsence rate? A
Authorisation
Authorised by
Authorisation: | Approved | ¥ Finalised
LCancel I Ok

www.timeware.co.uk
support@timeware.co.uk
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6. Select one of the Absence categories. This entry is optional.

General information
Abzence categom? Jib[npﬁunal]
Hali
Alsence e Iden? || B aan 8 ~|®
- Medical
Take absence from? | &y thosised JFeb2021 ~|
Unautharized \tistics....
Entitlement Compassionate =
Entitlement deduction: | Matemity/ Patemiy
Buzineszs Absence M

7. Next, select the Absence to be taken.

General information

Abzence categon? IH:::Iiu:Ia_I,I

LI [optional]

Abzence to be taken? I

Take abzence from?

~| &

Entitlement
Entitlerment deduction:

Haliday Full D'ay [Paid] Inplace of Sickness
Holiday Half [ray [Paid]
Huoliday Half 0 ay [Paid] Inplace of Sickness

0 & (daw)

8. Now confirm the date range of the absence.

General information

Abzence categony? I Haliday

j [optional]

Abzence to be taken? IHDIiI:Ia_I,I Full Dray

=@

T ake abzence from? |Tue 23 Feb 201 Ll up ta?

|Tue 23Feb 2021 |
@ statistics...

t2-0755: Copyright NMD? Ltd
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9. The Absence restrictions enable the user to specify what part of the day (and for how long), the absence
can be taken. This entry is optional.

Explanation: The doctor's appointment is sometime before lunch and cannot exceed 3 hours.

Absence restrictions [optional]

Ahzence can only be taken between’? | : and | :

i axirmum abzence duration? I :

Force abzence duration to paid at a specified rate [optional]

Abgence duration’? I : Absence rate’ I ;I

10. Finally, select the Authorisation type. You may find that you cannot change this entry if your permissions
do not allow. Only when an absence is finalised will an email be sent to the person confirming the status
of the absence or holiday request.

Authorization
Authonzed by

Authorization: | Approved j v Finalized
[ncomplete booking

Aumaiting decizion

Declined

11. Click <Ok> to save the absence request and return to the Absence Management screen.

12. Finally, click <Close> to leave the Absence Management screen.

Cloze |

www.timeware.co.uk
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Amending an absence or holiday record

1. Click on the Absence Management Quick Link.

v

e © YouTube

Link to understanding
Amending an absence or
holiday record

Absence Nanagement

Absence Statistics.

Attendance Adjustments

2. The Absence Management screen appears at the record last viewed by the user

Absence Management - Filter: 'Approved’ AND ‘Finalised AND Non-Finalised' — X
Emplogee ID: 2 First name: Michael Last name: Coope SO00
W Mote: Absence calendar only displays approved absences. Absence Reason Kev.
~Calendar & January 2021 Febiuary 2021 March 2021 Apiil 2021 P
Entitlaments "M T w T F E kS M T W T F E E " T w T F kS E " T w T F E E
w28 20| s | 1] 2] s 2 s 4 s e 1 2 s s
e s e 1 8 3w vz s s s e 1 5 s omonomomow s s 18 3 omom
W wmouw s ®ow 503 0o £ B ou B 6 n o6& B e 2 ® o5 ou s - "o
m e m e 2w m  m ;e m e @ a2 w0 3 w @ o 2w
May 2021 June 2021 July 2021 August 2021
Mot ow T F s s M T w T F 5 s M T w T F 5 5 m T w T F s 3
T e 2 s 45 s R 1
s 4 s e 1 8 3 - 5 s wom e owm s - s a3 o om 2 s &+ s s 1 s
- Wor omow s woE % 1 B s 2 e o1 o oB % on - oo o B oWk
W ® m m a s s s s s @ % 2 @ 2 @ 2z @ s o %6 0w W @ @ w
= P
September 2021 October 2021 November 2021 December 2021
Mot w T F s 5 M T W T F s s M T W T F & 5 M T w T F s 3
IR ] BRI EEEIEE
s 7 s s w ow o w clsle 1lals w s 5w om B oW ow e 7 s s w 0w w
W ow o om o oM om oW ow ow o ow B 6 n B ® Mo ow om oa 1w ow w6 w8
@ @ =@ wm e m om W 1 m om e 29 2w 2w & 2w @ @ w @ @ & # m o
a2 w s o ;2 o @ & w aom e m w1 2
s 4 s |6 1 8|3
Eird. | Behesh Preview. Close
1 | 4 [Fecad 2ot &t vlw
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https://www.youtube.com/watch?v=RyTX46CrfSI
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3. (lick <Find> and search for the person whose entitlements you wish to view.

Befrezh Breview... I LCloze I ‘

Search for: 0 o °
Search through: |Employee D LI
Search ppe: Containzs ;I

webb webh Dave
22 Michael Coope Coope Michael Empln:|
33 Siman Birchall Birchall. Siman Erpla
44 btk wilkinzon ‘wilkingon, k4 att Emplo
5Eh Liz Broadhurst Broadhurst. Liz Empla
EE George Zelem Zelem.George Emplo
7|7 Lesley ‘wilkinzon Wikingon Lesley  Emplo
a8 Fhillip Briggs Briggs.Philip Emplo
99 M arie Trer Trer Marie Franln ¥

| | 2

4. The person's absence calendar will appear.

Absence Management - Filter: 'Approved' AND 'Finalised AND Non-Finalised' - *
Emplayee 1D: 1 First name: Dave Last name: ‘Webb @ O o @ e
[ ontion  Mate Absence calendar only displays spproved absences. Absence Reason Key.
& January 2021 [T March 2021 Apiil 2021 »
MoT o ow T F s s MoT o w T F 5 s moT ow T F s s Mmoot ow T F s s
@ e w w1 2 Tz s s s s 1 Tz s e
s - £ 1 s 3 ® 1oe s s s s 1 - s won ow om o s e T s 3 om o
1 12 13 14 15 18 1 & & 10 il 12 13 1“4 15 18 1 1@ 18 20 21 12 13 14 15 18 i 1%
w oW om @ e owm o R R S R @ owow osowoa ow @l o o= ow ow o=
T e 22 o e m e a2 23 w0 & % a1 2 2w
May 2021 June 2021 July 2021 August 2021
MoT o ow T F s s MoT o w T F 5 s moT ow T F s s Mmoot ow T F s s
1 2 1 2 ¥ 4 H & 1 2 3 4 1
B - - - I - - s s T o8 s omow P
o e oE ow B w5 o om o 18 20 P ™ s 0w o® ow oo
1 1 18 20 21 22 25 El 22 23 24 25 26 a7 1 20 2 22 =) 24 5 16 i 18 15 20 Eal 22
BElls = @ s = @ 2 o= 0w % @ o= e w @ R
a1 E -
September 2021 October 2021 November 2021 December 2021
MoT o w T o F s s MoT o w T o F s s moT ow T F s s moT o w T o F o5 s
e s 4 s e s Tz s s s s 1 e s e s
5 1 s 3 ow o on om s s s 1 s 3 om s s oo owow o ow f T s s oW o om
oW s w0 BB R - S PR S R SR R R 5 ® € T 1B 1
20 El S 23 24 25 26 1 13 20 El S S 24 22 2 24 25 26 ) 25 20 21 22 25 24 25 EL
a ow e oW R R 2 s a e B o 0 =
s a|s|e|1]e]9
Find. | Refiesh | Proview Closs
14| 4 [RecordTof 51 » | w
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5. <Right-click> on the required absence/holiday date, select Amend and then click on the absence

description.
New 4 l
Amend k ] Holiday Full Day 'Meon 13/02/2021 - Fri 19/02/2021'
Delete J
View details ]
¥ Filter »

Ahsence statistics for 'Dave Webb' on 'Fri 19/02/2021'
Absence list for 'Dave Webb', January 2021 onwards'...
Absence entitlement credits for 'Dave Webb', 'January 2021 onwards'...

@ Planner for 'Dave Webb' on 'Fri 19/02/2021'
o Attendance adjustment for 'Dave Webb' on 'Fri 1%/02/2027'

@ GPS Tracking for 'Dave Webb' on 'Fri 19/02/2021"

6. Next, make the necessary amendments in the Absence Booking form.

Absence Booking - (Amend) — X
Employee 1D: 1 First name: Dave Last name: ‘w'ebb 9
E1-Options [Essential _____________________________________________ Jlfomation |
Caller Information General information g Entitlement
Essential iod: Fri i
Retorm 1o Work Absence category? I d (optional) =] W Ab;er:;e F'entotZDF;Dm Jan 20271 - Fri 31 Dec 2021
Uinterview - niitlement: 20
? | Holiday Full D -
 Nerepsd Absence to be taken? I oliday Full Day _I @ Taker: 0,00 [0.00%)
Take absence fom?  [Mor 15 Feb 2021 =] upto? |Fri13Feb 2021 x| Planned: 17.00 (85.00%)
. & statistics.. :
Entitlement -
Entitlement deduction: =1 @ [day] % Tactical Absences
. . o =] W Declined Absence Requests
@ Mo Information

Absence can only be taken between? | - and | :
Mavimum absence duration? :

Force absence duration to paid at a specified rate [optional]

Ahsence duration? Absence rate? VI

Authorisation
Autharised by:  Systern
Authorigation: IAppmvad ;I W Finalised

== @

7. Finally, press <Ok> to save the modification and return to the Absence Management screen.

www.timeware.co.uk
support@timeware.co.uk

t2-0755: Copyright NMD? Ltd +44 (0) 1706 658222




timeware’

HR, Time and Attendance Software

Declining an absence.

1. Click on the Absence Management Quick Link.

- 3 YouTube

Link to Declining an
absence.

Absence Management

Absence Statistics

Atftendance Adjustments

(=

Planner

2. The Absence screen appears at the record last viewed by the user

Absence Management - Filter: 'Approved’ AND “Finalised AND Non-Finalised' - b
Employes ID: 2 First name: Michasl Last name: Coops SO0
[Coption  Mote dbsence calendar only displays approved absences Absence Reason K
- Calendar 4 January 2021 Febuary 2021 March 2021 April 2021 |
Entitlements M T W T F & B M T W T F z & L T W T F B z L T W T F & z
w0 @ 1] 23 v e 3 4 5 8 1 R
« s s 1 8 3w IR ERRE s s m om o® B ou s s 1 8 8 m o
ook w oE e o e s 0o on ow oBow 5ok onoe on owoa on oo ouw o [l e
e v o= ow o BRI e v o oo = s oxow ox [@lle oo o= ow o ow
s s om m owm oW W om om a om s ;a2 a8 P
May 2021 June 2021 July 2021 August 2021
Mot ow T P 5 s Mot ow T P s ot MoT oW T P s s Mot ow T F 5 s
1 B B 1

eptember 2021 Dctober 2021 November 2021 December 2021
Mo oM TP s osomoTowoToPoGsomoTowoTofotosomoTowotor oo

Find. | Refesh | Preview Close
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https://www.youtube.com/watch?v=5nFYkUuHHEg
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3. Click <Find> and search for the person whose entitlements you wish to view.

Refrash Freview. . I Close I ‘

Search for: @ o °
Search through: |Emplayee D ;I
Search type: Containg LI

Dave ‘webb ‘wiebb.Dave Empla

Michael Coope Coope Michael Empln:i
Simon Birchall Birchall. Simon Emplo
tatt ‘wilkinzon ‘filkingon b att Empla
Liz Broadhurst Broadhurst.Liz Emplo
George Zelem Zelem,George Empla
Lesley wilkinzon Wilkingon Lesley  Emplo
Phillip Briggs Briggs.Philip Emplo
b arie Trer Tree harie Fronln ¥

| | _ 2

4, The person’s absence calendar will appear.

Absence Management - Filter: ‘Approved’ AND Finalised AND Mon-Finalised' - X
Employes ID: 1 Fist name: Dave Last name: Webb 0060
w Note: Absence calendar only displaps approved absences. Absence Reason Kev.
-Calendar [ January 2021 February 2021 March 2021 Apiil 2021 ]
MmoT ow T F 3 % MmoT ow T F 3 % MoT ow T F s % moT ow T F s %
s 2w w1 2 & 12 s & s 6 1 IR
4 - s 1 s 3w [ ST T - s o 6 58 T s 3 w1
TR oBow B ow W LR T T TR - I B o® " ow B o= oa ' omow ot o6 T ow
B B m w2 o= on B o8 om0 oz 2 o a s m a2 - 0w oz o a4
s 2 a2 @ w0 H 2w o om owmoa EEREE ] ® 2 o= 3w
May 2021 June 2021 July 2021 August 2021
MmoT oW T F 3 % MmoT oW T F 3 % MoT oW T F 3% moT o ow T F s %
1| 2 1la|s|[a]s]e 1oz s 4 1
- P T T _ [P R R : s 4 s s 1 &
oMo B M5 % ®ot % ot 13 20 om o ot T ow EORE R T "I
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5. <Right-click> on the required absence/holiday date, select amend and then click on the absence.

New 4 .
Amend k » Heliday Full Day 'Mon 15/02/2021 - Fri 19/02/2021' ‘
Delete 4
View details 4
¥ Filter »

Absence statistics for ‘Dave Webb' on 'Fri 19/02,/2021"
Absence list for 'Dave Webb', 'January 2021 onwards'...
Absence entitlement credits for 'Dave Webb', 'January 2021 onwards'...

@ Planner for 'Dave Webk' on 'Fri 19/02/2021'
O Attendance adjustment for 'Dave Webb' on 'Fri 19/02/2021

@ GPS Tracking for 'Dave Webb' on 'Fri 19/02/2021'

6. Change the authorisation to declined, then click ok.

Authorization
Authorized by:  Admin

Autharization: | Approved j v Finalised

Inconplete booking
Awaiting decision
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Absence and holidays on the ‘To-Do’ list

1. A number of Absence Management To-Do' list items may appear on your To-Do’
list dependant on how the timeware® system has been configured.

3 YouTube

Link to understanding
Absence and holidays on

[ s
v i i the To-Do' list
i Online Information
To-do List @t\meware'ﬁ Comnrmunity, latest news and major developments shout your product
W System Health
ot\mewareﬁ’ hardware may require updating due to information which has been modified [3 items remaining)
0[9] usgers are setup without email addresses, an email address must be present to allow important security features to function comectly
Personnel
¥ Absence Management
=:6: 1] Outstanding absences that require declining due to cancellation
2] Outstanding sbsences awsiting 5 decision
-0z 21 Dutstanding absences that require finglisation
Absence I,

2. The three absence and holiday agenda items covered in this module are;
a. Awaiting decision
b. Require finalisation

c. Return to work interview

www.timeware.co.uk
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3. Awaiting a decision. This To-Do' List item highlights complete absence/holiday requests that
have not yet been approved or finalised by a manager.

% Absence Management
g [11 Qutstanding absences awaiting a decizsion

Clicking on the agenda link takes the user to the personnel absence/holiday selection screen.

Absence Management - Filter: 'Approved' AND Finalised AND Non-Finalised I3
EmployesiD: 1 Fist name: Dave Last hame: Webb TOCEO
W Mote: Absence calendar only displays approved absences. Absence Reason Key.
+ Encitlements, MmoT w7 F T T MmoT w7 F T T moT oW T F s T moT oW T F s T
s @ @ 1 2 s =] o] ¢]s]s] e s 4
N EEREEIEEE BEEEIREEERIREN IR 5 6 1 s 5 w1
W omow s o® T s s ® oW ow o® oW o®o®om ow om oW o ®om oW E ow T w
Wow e o ow e u s m e o owoa mos o osowoaon e oo e ou o
s o m om o w w s w owm om o @ w @ % W ® @ om @ o
May 2021 Junc 2021 July 2021 August 2021
m T v T r s s m T v T r s s m T v T r s s m T v T r s s
e BRI B '
B o R v c v o0 s e on s s s 1o
oW o® ow o o5 ow ow B ow T owow om @ ow W B ow®on w3 owmon owow oW o
v om o m om m o s m @ ;e m o W w w2 m w4 s w0 m ow w w w
September 2021 October 2021 November 2021 December 2021
M T v T F & § M T ¥ T F & § M T ¥ T F s 8 mT v T F s s
BRI IR 12| o] ¢]s]6] I
€ 7 & s m o o® 4 5 & 1 8 s 0w & 3 o0 oM oE® B W & T 8 s om onow
2 @ @ = a m o  w om w2 a2 m w a w w @ @ om 2 e o m as
awow o s oa oam s ow o »ow o o e 0
s a|s|o 1|0
Find.. | Refesh | Preview.. |  Close
14| « [Fecod 1 o1 »im

Selecting an person’s absence/holiday, enables the user to modify the authorisation details to

either Approved or Declined. Click <Ok> to return to the personnel absence/holiday selection
screen.

Absence Booking - (Amend) - X
Employes ID: 1 Fiist name: Dave Last name: webb [#]
=-Options [Essential ______________________________________ Jinfomaton ]
CallerInformation General information % Entitlement
e I ) (1 4 #bsence Period: Fii 01 Jan 2021 -Fii 31 Dec 2021
Entitlement: 20,00
7 [Holday Full D -
Absence to be taken? [Holiday Full Day e Taken 0.000.00%)
Take absence fom? [Mon 15Feb 2021 v upto? [Fi13Feb2021
@ statistics.
Entitlement
Enitlsment dedustion 5 & (dal
£ % Declined Absence Requests
Absence restrictions [optional) & Mol
o Information
Absence can only be taken between? and
Maimum absence duration?
Force absence duration to paid at a specified rate [optional)
Absence duation? Absence rate? -
Authorisation
Authorised by System
futhorisation: | Awaiting decision ~| I Finalised
Cancel | o |
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4. Require finalisation. Note that this option is mostly used where two step authorisation is
required i.e. a line manager says it is fine to take but HR get the final say.

¥ Abszence Management

[2] Qutztanding absences that reguire finalization

Clicking on the To-Do' List link takes the user to the personnel absence/holiday selection screen.

First Name Last Hame

Llose I

Selecting a personnel absence/holiday enables the user to modify the authorisation details to
Finalised. Click <Ok> to return to the employee absence/holiday selection screen.

Absence Booking - (Amend) - X
Employee 1D: 1 First name: Dave Last name: Webb [#]
= Options [Infomation |
son General information % Entitlement
S I — =1 3 Absence Period: Fri 01 Jan 2021 -Fri 31 Dec 2021
Ertitlement. 20.00
7 [Hoiidsy Ful D. -
Absence o be taken? [Holidsy Ful Day =® Taken: 0,00 (0.00%)
Take absence from? [Mon 15Feb 2021 | upto? [Fil8Feb 2021~ Planned: 17.00 (85.00%)
@ statistics. 00%)
Entitlement
Entilement deductior: 5 @ (da) % Tactical Absences
. . = % Declined Absence Requests
Absence restrictions [optional)
@ Nolrformation
Absence can only be taken between? and
Masimum absence duration?
Force absence duration to paid at a specified rate [optional]
Absence duration? Absence rote? -
Authorisation
Authorised by:  System
Autharisatior: | Awaiting decision = | I Findised
Concel | o |
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5. Require return to work interview. This agenda item highlights any absence spells that have
exceeded the return to work interview limit specified in the appropriate absence reason.

8 Abszence Management

il

395[1 1] Outstanding absences that require a return bo work, interview

Clicking on the To-Do' List link takes the user to the personnel return to work interview selection
screen.

First Mame Last Mame K B adge Emplopes Status

14 “filliam Kennerdy Kennerdy wiliam 14 Employes Mo

14 “filliam Kennerdy Kennerdy william 14 Employes Mo

1 Dave webb "webb.Dave 1 Emploves Mo

14 Wwéilliam Kennerdy Kennerdy Mwilliam 14 Emplopes Mo

16 Denise Page Page.Denise 16 Employes Mo

16 Denise Page Page Denise 16 Employes Mo

14 “filliam Kennerdy Kennerdy wiliam 14 Employes Mo

20 Ronald Gibbong Gibbong. Raonald 20 Employes Mo

14 william Kennerdy Kennerdy \illiam 14 Employes Mo

14 Wéilliam Kennerdy Kennerdy Mwilliam 14 Emplayes Mo
Michael Coope ope el

14 William Kennerdy Kennerdy wiliam 14 Employes Mo

14 “williarn Kennerdy Kennerdu william 14 Emplovee No _| R

*

Selecting a personnel return to work incident enables the user to record the points discussed in
the actual return to work interview. Click <Ok> to return to the ‘To-Do' List screen.

Absence Booking - (Amend) - X
Emplayee [D: 2 First name: Michael Last name: Coope 9
-/ Options Retuin to Work Interview [Optional [information |
‘Caller Information Enter the date, time and the person who carried out interview, 4 Bradford Factor
- Essemtil 8 RN q q Absence Period: Thu 10 Dec 2020 - Thu 09 Dec 2021
i ReturntoWork eneral interview information [optional) ode 1
interview Pl
* Notepad Diate and time of interview? | Thu 09 Dec 2021 vl 03:00 Days 01
‘who carried out interview? IAdrmn LI Seore: 0
:;;if;.’é:lgggk e Gy s % 12 Month Rolling Absence
Ahzence Period: Thu 10 Dec 2020 - Thu 09 Dec 2021
Enter notes; Taken Daps: 0
Discussed on going medical issues Taken Hrs And Min: 0:00

Hospital Appaintment [Paid]
Thu 03 Dec 2021 - Fi 10 Dec 2021
Authorised by Spstem

Mermo
Pubiiz Memo
% Tactical Absences

=] 8 Declined Absence Requests
@ Mo Infarmnation

Cancel ak
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Viewing a person'’s absence and holiday entitlement

1. Click on the Absence Management Quick Link.

3 YouTube

Link to understanding
Viewing a person’s
absence and holiday
entitlement

Absence Nanagement

Absence Statistics

Attendance Adjustments

(=

Planner

2. The Absence Management screen appears at the record last viewed by the user

Absence Management - Filter.'Approved’ AND ‘Finalised AND Non-Finalised' - X
Employee ID: 2 First name: Michasl Last name: Coope SO00
W Mote: Absence calendar only displays approved absences. Absence Reason Kev...
- Calandar & January 2021 February 2021 March 2021 April 2021 up|
Entitlaments M T W T F 8 3 M T W T F 3 8 " T w T F 3 3 " T W T F 8 3
@ a w w1z s Ve s o4 s e 1 vz s
s s s 1 s 3 0m R @ s oW on owm oo s e 1 8 s omom
Woe o om ow B e owW s s wom ot ooow e o0 ow o omoa e owouw s e
s flle v o= s e [EENR] e ¢ ow o = flle s ox owow @l on oo o o=
e e wm es e a0 m e es es e e @ e s s @ s e s e w0
May 2021 June 2021 July 2021 August 2021
Mmoot ow T F o5 s MoT ow T F o5 s MmoT ow T F o5 s WoT ow T F o5 s
Tz "z s o« 5 s PP '

[ BRI AR w5 w7 on s ow e on w5 s v e o ow v ow o

September 2021 Dctober 2021 November 2021 December 2021
Mo M T P obosomoTowoToPoos o omoTowoTofososomoTowotorosos

find. | Beliesh Preview. Close

1 | 4 [FecadZof &t vlw
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3. Click <Find> and search for the person whose entitlements you wish to view.

Befrezh I Breview... I LCloze ”

Search for: @ o °

Search through: | Employee 1D ;I
Search tppe: Containz ;I

roup by tha

Dave wiebb “webb.Dave Empla

Michael Coope Coope Michael Emplcl
Siman Birchall Birchall, Siman Emplo
Matt ‘wiilkinsan ‘wlilkinzan,k att Emplo
Liz Broadhurst Broadhurst Liz Emplo
George Zelem Zelem,George Emplo
Legley Wilkinzon “Wilkingon Leslepy  Emplo
Phillip Briggs Briggs,Phillip Emplo
b arie: Tree Tree Marie Franln ¥

| _ 2

4, The person’'s absence calendar will appear.

Absence Management - Filter: ‘Approved’ AND ‘Finalised AND Non-Finalised' - X
Employe [D: 1 Fist name; Dave Last name: Webb 20060
W Note: Absence calendar only displaps approved absences. Absence Reason Kev.
“Calendar January 2021 February 2021 March 2021
“Entitlements MoT ow T F s % MoT w T F s % moT ow T F % % moT ow T F % %
s 2w w1 2 & T2 s & s 8 71 e
4 - s 1 s 3w [ T TR - ERE I I R 58 T 5 3 omoon
R BoM B 6w 8 s oo o' om oM 5o®onm o ow @ a0 oa IR I TR R S T
B o1 om w e e s w8 n o w20 2 2 2 o w2 - w a s wm aa s
a2 a1 o @ w0 H FE TR R FCREE ] % @ om @ W@
May 2021 June 2021 July 2021 August 2021
MoT oW T F 3% MoT oW T F s % moT oW T F % MoT oW T F 8%
1| 2 B 1 z2] s 1
- « s 8t 8 s _ e 6 s 8t & 8w 2 s 4 s 8 1 s
oo om w5 P ] 2o ow ot 6w EIRE R - T
®o® om w2 o= o e 22 = o= = oz et B o0 m oz = o2 ® 6o w1 e
September 2021 October 2021 November 2021 December 2021
MoT ow T F 3 & MoT ow T F 5 & MoT ow T F & % Mot ow T F & %
1oe s 4 s 1] 2] s B EEERE 1oz 3 s s
s 0t s 8 o0 1o 4 s 5 1 s 8 W R R R TR e T3 8 0 oH o
T R R Mo oW oM E W wowomo w20 [ R I R
20 @ owm oa w o2 o ® o1 o= om e o= om 2 e om0 m owm om o om w0 @ o= o ow o=
s 4 5 8|t 8| 3
Find... | Befresh Ereview.. Close
14| « [Fecod 1 af 51 [

Next, click on Entitlements.

[=]- Option

- | [ NLEE-H
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5. The screen will then change to display the person’s absence and holiday entitlements.

i..Entitlements

FEind. I HRefresh

Absence Management — X
Employee |D: 2 First name: Michael Last name: Coope @ 0 o @ @
= Option Absence Entitlement
;--Calgndar Entilement policy: 20 Days Holiday @

Absence period:

‘whed 01 Janua 2020 Thu 31 December 2020
Tue 01 January 2019 Tue 31 December 2019
taon 01 January 2018 ton 31 December 2018

Sun 01 January 2017 Sun 31 December 2017
Fri 01 Januay 2016 Sat 31 December 2016
Mon 24 August 2015 Thu 31 December 2015

Categary: Ithday d
Day

Period allowance: 20

Allowance: 20

Carry aver: 0

Credit: -+

Total entitlement: 20

Absence warked [refunded). 0 @

Absence taken: 0 @

Absence planned: 13 @

Remaining entitlement | ]

Preview. Close

| 4 [Fecod 2o 51

ar

Any of the ten categories can be displayed

6. Click <Close> to leave Absence Management.

Cloze |

t2-0755: Copyright NMD? Ltd
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Awarding an absence entitlement credit in days and hours

1. Click on the Absence Management Quick Link.

3 YouTube

Link to understanding

Awarding an absence

entitlement credit in
days and hours

Absence Nanagement

Absence Statistics.

Attendance Adjustments

[=

Planner

2. The Absence Management screen appears at the person last viewed by the user

Absence Management - Filter; "Approved’ AND ‘Finalised AND Non-Finalised - X
Employee ID: 2 First name: Michagl Last name: Coope (T2 X N=]+]
[Sopson Mol Ahsence calendar only displays approved ahsences Absence Reason Key

. Calendar & January 2021 February 2021 March 2021 Apiil 3
- Entitlaments M T W T F g 3 M T W T F N g M T w T F 3 N L T W N
e w w1 2 s Te s s s e o1 B
e s s 1 s s w0 toe s e s e 1 P R K W
o om oW B o® oW s s o om oo ow 5 o® ono® om oW oa ® @ ow ®
il EXEREREREEE O AR EEEEENENE 2
m om owm ow e W W m @ e ® @ @ 3w @ WA & @ owm @ W
May 2021 June 2021 July 2021 August 2021
MmoT ow T P o5 s MoT ow T oF s s MoT ow T oF s s WoT ow T P s s
e e s o« s s e s '

IREEERARARIREE EIRREIRAEIR) 1 BRI

September 2021 October 2021 November 2021 December 2021
moTow T P o®osomoTowoToroGiomoTowoTorososomoTowotor oo

Fird. | Refresh Freview Close

W | 4 [Recadzofai » [ n
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3. C(lick <Find> and search for the person whose entitlements you wish to view.

Refrezh Preview... I LClose I ‘

Search for: o o °
Search through: |Employee D LI
Search type: Containg LI

11 ‘Webb Wwebb.Dave Empla
22 Michael Coope Coope Michael Empld
33 Siman Birchall Birchall. Siman Empla
44 [GE wilkinson “wilkingon k4 att Emplo
[} Liz Broadhurst Broadhurst.Liz Empla
EE George Zelem Zelem. George Emplo
s Lesley Wilkinzon ‘wilkinson, Lesley Empla
a8 Phillip Briggs Briggs Philip Emplo
94 td arie Trer Tree Marie Franln ¥

4. The person’s absence calendar will appear.

Absence Management - Filter: 'Approved' AND 'Finalised AND Non-Finalised' - X
Emplayee [D: 1 First name: Dave Last name: Webb @ O o @ e
W Mate: Absence calendar anly displays spproved absences. Absence Reason K
[ Januay 2021 Febiuary 2021 March 2021 Apil 2021 [
MoT o ow T F s s MoT o ow T F s s MoT o w T F 5 s moT ow T F s s
@ e w w1 2 Tz s e s s 1 Tz s s
s - & 1 s 3w Ve s e s s 1 - s 0o o' o6 om s s 1 os 3 w o
1 12 13 14 15 18 1 E & 10 il 12 13 1“4 15 1% 1 1@ 18 20 21 12 13 14 15 18 1T 13
P R ) 5w T o®w ow oW om 2w ow s owoa ow [@{e w o owow o=
3 2 er 25 e @ & 2 a a w2 2 2 w @ % 21 2 2w
e June 2021 July 2021 August 2021
MoT o ow T F s s MoT o ow T F s s MoT o w T F 5 s moT ow T F s s
1 2 1 2 ¥ 4 5 & 1 2 3 4 1
B - - I - - s s T 6 8 ow o ow : s 4 s 8 T s
o e oE ow B o o®omow 18 20 R s 0w o® ow o ow
Tow ow o om = e T o @ m e owm ow ® W ow m m @ e
Bl= = = = = « 2 @ @ % = e 2w m R
a1 E -
September 2021 October 2021 November 2021 December 2021
MoT o w T F s s MoT o w T F s s MoT ow T F s s moT ow T F s s
1 2 5 4 5 1 2 ¥ 1 2 3 4 H L T 1 2 3 4 5
5 1 s 3 ow o on om s s s 1 s 3 om R s 7 s 3 ow o om
oW s w0 BB L S PR R S L I R O R 5 R ]
20 2 2 23 24 25 26 15 13 20 il 22 23 24 22 e 24 25 26 a1 25 20 21 22 23 24 25 26
a ow e ow s o wm m w ow @ 2 o a oo BN o 1 e
s a|s|e|1]|e]s
Find. | Refesh | Proview Closs
W | 4 [Record1of 51 »
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5. Toaward an absence entitlement credit, <Right-click> on the required date and select <New>,
Absence entitlement credit.

e Absence... L
Amend 3
21 November 2 iclese i
F s s MoOT w T RIERIGE i
W& | = 1| & | 5| # ? Filter »
.t ™ Bo® W W Ahcence statistics for ‘Michael Coope’ on ‘Fri 23/07/2021°
il L L B % W % Absence list for ‘Michael Coope’, January 2021 onwards'...
el [ s il Bl Il Absence entitlement credits for Michael Coope’, January 2021 onwards'...
& a0 i 23 30
a Planner for 'Michael Coope’ on 'Fri 23/07/2027°
) Attendance adjustment for ‘Michael Coope’ on 'Fri 23/07/2021"
@ GP5 Tracking for 'Michael Coope’ on 'Fri 23/07/2021°
6. Next, the Absence Entitlement credit form will appear.
Absence Entitlement Credit - (Mew) X Absence Entitlement Credit - (New) X
Overview Ouverview
For a credit ta be calculated it must be appraved and finalized. Far a credit to be calculated it must be approved and finalized.
Settings Settings
Drabe: Drahe: IFri 23 Jul 2021 hd I
Categary: IHoIida_l,J ;I Categon: IHDIida}' ;I
Credit: I 1.00 [day) Credit: 11]-00 {hour and minute)
Mema: ermo:
Authorisation Authorisation
Authorized by: Authonized by
Autharisation status: © Awaiting decision [V Finalised Authorisation status: ¢ Awaiting decision  [v Finalised
* Approved @ Approved
" Declined " Declined g
Cancel | Update | ’ Cancel |

Simply select the date and absence category along with the amount of credit to be awarded. The
memo field is optional but it is recommended that a reason for the credit is described within.

Depending on how your system is configured will depend on if the credit is in days or in hours.

Finally, select <Update> to save the credit.

www.timeware.co.uk
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Adding a block booking

1. Click on Wizards, then Absence Block Booking Wizard.

snced to '‘Demeo Copy timeware 2023 (Mathan Beverid
: | 3 YouTube
Absence Block Booking Wizard...

U Reset User Account Password Wizard... Link to understanding

Adding a block booking

Reset E55 Account Password Wizard...

Fingerprint Registration Wizard 3

2. Press Next until you reach employee range. Select the range of employees you want to create
the block booking for. This can be everyone, groupings or individuals.

Absence Bloc g Wizard
Selection
Y'ou must firgt gelect a range of emploves's for the absence block booking.
Select employee range
Range: |Evemone j
Help | < Back I Mext > I Firizh Cancel

www.timeware.co.uk
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3. Oncearangeis selected, press Next, then select the absence to be taken, and the dates from
and to.

Absence Block

General Absence Details

Select the absence to be taken and the date range.  se the statistics link to display
information that may influence your absence booking,
General information

Abzence to be taken?

[ Bank Holiday [Paid] |
Take abzence from? IFri 06 Oct 2023 vl
up to? | ERRE e

Help | < Back | Mext = | Finizh Cancel

4. The next fields are optional, click next and finish.

Please note, block bookings can take up to three hours to be input. Do not be alarmed if it does
not appear immediately and do not attempt to add it again. You could end up with multiple
block bookings'!
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Removing a block booking

1. Click on Tables, then Company, then Absence, then Absence Block Booking

timeware

{ File View
QuickLiks | Company ’ Customers... u You'l'uh e
d Personnel 3 Suppliers and Service Providers...
| JebCosting M tecetions Link to understanding
1 Access Control 3 Zones... Removing a block
To-q Asset Management  » Cost centres... booking
Daily Schedules...
Period Schedules...
Training and Cualifications 3
Personnel Grouping >
Ahsence >| Absence Reason...
Document 3 Absence Entitlement Policy...
Absence Management Static Register Reasons... | Absence Block Booking...

2. You will be presented with all the block bookings ever made on your system.

Absence Block Bookings - O X

Overview

Thiz zcreen displaps a list of abzence block bookings. These may be viewed, amended or deleted by right clicking on the selected block booking and choosing the
appropriate option. Please note that block bookings are handled by the "System Maintenance' event within the Event Handler, go there could be a delay from the block
booking being entered until the absence getting ingerted against an employee.

£ e From & £ e To £ £

Mon 22/04/2019 Mon 22/04/2019 Blank Holiday [Paid] Approved Admin Tiue Nao Yes
Mon 06/05/2019 Mon 06/05/2019 Bank Holiday [Paid] Approved Admin Tiue Na Yes
Mon 27/05/2019 Mon 27/05/2019 Bank Holiday [Paid] Approved Admin Tiue Na Yes
Mon 26/08/2019 Mon 26/08/2019 Bank Holiday [Paid] Approved Admin Tiue MNa Yer
‘Wed 25/12/2019 ‘Wed 25/12/2019 Bank Holiday [Paid] Approved Admin Tiue No Yes
Thu 26/12/2019 Thu 26/12/2019 Bank Holiday [Faid] Approved Admin Tiue No Yes
Fri27112/20M9 Fri27112/20M9 Holiday Full Day Lpproved Ldmin Tiue Mo Yes
Mon 30412/2019 Mon 3012/2019 Haliday Full Day Approved Admin Tiue Nao Yes
Tue 311272018 Tue 31/12/2018 Haoliday Full Day Approved Admin Tiue Na Yes
Mon 09/05/2022 Thu 15/05/2022 Haoliday Full Day Approved Admin Tiue Na Yes
Tue 13/09/2022 Tue 13/09/2022 Bank Holiday [Paid] Approved Admin Tiue Nao Yesx
Tue 20/09/2022 Tue 20/09/2022 Bank Holiday [Paid] Approved Admin Tiue No Yes
Mon 10/04/2023 Mon 10/04/2023 Bank Holiday [Faid] Approved Admin Tiue No Yes
Fri 05/05/2023 Fri 05/05/2023 College Full Day [Paid] Lpproved Ldmin Tiue Mo Yes
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https://www.youtube.com/watch?v=rZjcHJIHh6c
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HR, Time and Attendance Software

3. Once you find the block booking you wish to remove, right click on it and delete. It will add a red

strikethrough to the row.

Absence Block Bookings — [m]

Overview

This screen displays a list of absence block bookings. These may be viewed, amended or deleted by right clicking on the selected block booking and choosing the
appropriate option. Please note that block bookings are handled by the 'System Maintenance' event within the Event Handler, so there could be a delay from the block.
booking being entered until the absence getting inserted against an employee.

e

4 Tam A / Tao ine

Mon 22/04/2019 Mon 22/04/2019 Bank Holiday [Paid] Approved Tiue Mo
Mon 06/05/2013 Mon 06/05/2013 Bank Holiday [Paid] Approved Tiue No
Mon 27/05/2013 Mon 27/05/2013 Bank Holiday [Paid] Approved Tiue No
Mon 26/08/2015 Mon 26/08/2013 Bank Holiday [Paid] Approved Tiue Mo
wed 25/12/2019 Wied 25/12/2019 Bank Holiday [Paid] Approved Tiue Ma
Thu 2641242019 Thu 2641242019 Bank Holiday [Paid] Approved Tiue No
Fri 2741272019 Friz7A2/2ma Holiday Full Day Approved Tiue Mo
Mon 30/12/2019 Mon 30/12/2019 Holiday Full Diay Approved Tiue Mo
Mon 09/05/2022 Thu 19/05/2022 Holiday Full Day Approved Admin Tiue No
Tue 20/09,/2022 Tue 20/09/2022 Bank Holiday [Paid] Approved Adriin Tiue Ma
Morn 10/04/2023 Mon 10/04/2023 Bank Holiday [Paid] Approved Admin Tiue No
Fri 05/05/2023 Fri D5/05/2023 College Full Day [Paid] Approved Admin Tiue Mo

Please note that deleting a block booking much like adding one, takes up to three hours to
remove. Do not be alarmed if the block bookings remain once you use the delete option!
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