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Employee Holiday Module Users Guide
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1. Description

The employee holiday module enables maintenance of employee holiday entitlement, enhances the existing
Employee Absences functionality to specially record holidays and to see remaining days for any given
employee and calendar year. It also enables the recording of employee holiday requests and their
authorisation by selected other employees auto populating Employee Absences as appropriate. Holiday
requests are supported by BPM statuses thus allowing rules to be added to email requests upon change of
status.

2. How to set up

2.1. Company dependent constants should be set for module operation.

Company Constants must be set up in the form:
System Management > System Maintenance > Constant Forms > Medatech Company Constants

The default number of days holiday entitlement for new employees. NB. Used whenever the module needs to create holiday
entitlement details for an employee and no previous details exist or are applicable.

Medatech Company Constants

Constant Value Description Original Value
CarryHolFwd 0 Maximum Holiday Carry Forward 0
DefHolDays 0 Default Holiday Entitlement 0

| | 0 Holiday Request Length Warning Limit 0
MinHoIQty 0.5 Minimum Holiday Qty 0.5

M 4 —

Help Text
If Holiday system installed and licenced.
Sets the numbers of day at which o add a warning to any request

emaills sent to authorisors/group leaders.
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Minimum amount of holiday entitlement the module will manipulate. E.G. If set to the default 0.5 day booking holiday for 1 hour will
round up to 0.5 days.

Medatech Company Constants

Constant Value Description Original Value
CarryHolFwd 0 Maximum Holiday Carry Forward 0
DefHolDays 0 Default Holiday Entitlement 0
HolLenWarn 0 Holiday Request Length Warning Limit 0

[inHoiay | 0.5 Minimum Holiday Qty 05

M s 2 @090 00 0 3

Help Text
If Holiday system installed and licenced.
Sets the minimum holiday quantity in part of day,
E.G. 1.0 = Whole days only, 0.5 = 1/2 day, 0.25 = 1/4 day or
0.125 = 1/8th day.

Maximum amount of holiday entitlement that can be carried forward to the next calendar year if the holiday forwarding procedure or
holiday requests are used.

Medatech Company Constants

Constant Value Description Original Value

0 Maximum Holiday Carry Forward 0
DefHolDays 0 Default Holiday Entitlement 0
HolLenWarmn 0 Holiday Request Length Warning Limit 0
MinHolQty 0.5 Minimum Holiday Qty 0.5

h I

Help Text
If Holiday system installed and licenced.
Sets the maximum holiday that can be carried forward to

the next year. Zero means no carry forward allowed.
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If Group Leader emails (see later on) are set to be sent, then add a warning to the email if the holiday exceeds this number of days.

Medatech Company Constants

Constant Value Description Original Value
CarryHolFwd 0 Maximum Holiday Carry Forward 0
DefHolDays 0 | Default Holiday Entitlement 0

| | 0 Holiday Request Length Warning Limit 0
MinHolCty 0.5 Minimum Holiday Qty 0.5

¥ o

Help Text
If Holiday system installed and licenced.
Sets the numbers of day at which to add a warning to any request

emails sent to authorisors/group leaders.

2.2. Define Bradford Scale Absent Codes

Absent Codes to be included in the Bradford scale calculations must be set up in the standard absent codes form:
Human Resources > HR Definitions > General Definitions > Reasons for Absence

Reasons for Absence

*#Absen Reason for Absence HolidzExtra Exclu:Brgdﬁ

o1 liness

02 Vacation

Priority Help

Bradford Scale?:

Tick this box to include any absences with this reason in
the Employees Bradford Scale calculation or on the "Calc.
Employees Bradford Scale" report.
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2.3. Define Employee Extra Holiday Reasons (Recommended)

Extra Holiday Reason Codes must be set up in the new form:
Human Resources > Employee Holidays > Extra Holiday Reasons

Extra Holiday Reasons

*Extra *Reason Description

H

Worked During Holiday

2.4. Define Absent Codes as Holiday and gptionally Extra Holiday

Absent Codes must be set up in the standard absent codes form:
Human Resources > HR Definitions > General Definitions > Reasons for Absence

If the absence code should deduct from holiday entitlement taken then flag the holiday "Tick Box' against the absence code

If the absence code should add to the holiday (i.e. give extra holiday entitlement awarded) then flag the Extra holiday 'Tick Box'
against the absence code. This absence code can be marked so entries will not be posted into the calendar.

NB: Extra holiday entitlement is carried forward to subsequent years being added to current entitlement for the next year

NB2: This Extra holiday is an alternate method to using Extra Holiday Reasons, we recommend using the latter.

Reasons for Absence

#Absen Reason for Absence qulI_jdEExtra ExcluiBradfi

01 lliness v

02 Vacation v
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2.5. Employee Working Days/Hours

Globally this can be set up in the standard Office Hours form:
Office Management > Appointments & Office Hours > Office Hours

NB. There is an extra column to record the length of a single break in the day. E.G. 08:30 to 17:30 with 1:00 break means 8 hours per

Office Hours

*Day start *End Break Tim

Mon 09:00 17:00 01:00
Tue 09:00 1700 01:00
Wed 09:00 17:00 01:00

Thu 09:00 1700 01:00

i Fri 09:00 17:00 01:00

This can be varied for an individual employee using the standard employee Office Hours form:
Office Management > Appointments & Office Hours > Office Hours per Employee

NB. There is an extra column to record the length of a single break in the day. E.G. 09:00 to 17:30 with 1:00 break means 7.5 hours
per day.

Office Hours per Employee

n 05:00 20:00 1 01:00
| =

~ | i) .
User Name *Day  Start #End Branch Cod Branch Name FrequerBreak Tim
[ircat
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2.6. Holiday Groups

Holiday groups are optional. They are used to give warnings in the Holiday Request form when employees within the same holiday
group or groups as each employee can be linked to up to three different groups request holiday with overlapping dates. A limit on the
number of employees on holiday at same time before any warning is given may be set. Also a Holiday group leader may be defined,
this user is sent an email when someone within the holiday has a holiday request approved by the defined authoriser (see further on in
document) and optionally when that employee request holiday.

These can be set up using the new holiday group form on the new menu:
Human Resources > Employee Holidays > User Holiday Groups

User Holiday Groups

2 #*Holiday Group Code Holiday Group Desc. Warning Leo Group Leader Incluc
| ‘ Southampton 0
Office B Plymouth 0
Office C Exeter 0

2.6.1.Holiday Group Warning Level

User Holiday Groups

*Holiday Group Code Holiday Group Desc. warning LE'G Group Leader Incluc
Office A Southampton I:l
Office B Plymouth 0
Office C Exeter 0
Priority Help

Wamning Level:

Warning Level, when more than this number of employees

o request holiday for the same date then a warning is given,
Zero means a warning is always given when any
employees holidat dates clash.

Holiday Group Employees

I - User Name

4
-
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2.6.2.Holiday Group Leader
User Holiday Groups
*Holiday Group Code Holiday Group Desc. Warning LE'G Groupvl_eader
Office A Southampton 0 I
Office B Phymouth 0
Office C Exeter 0

Priority Help
Group Leader:

Optional User Login, this user will receive an email when

o any member of this holiday group has a holiday request
approved and optionally using the next tick-box when such
a user requests holiday.

-

4

Holiday Group Employees _ “

I = User Name Holiday Grg

2.6.2.1. Holiday Group leader email include Holiday Requests

User Holiday Groups

*Holiday Group Code Holiday Group Desc. Warning LE'G Groupvl_eader Incluc
Office A Southampton 0 [ ]
Office B Plymouth 0
Office C Exeter 0

Priority Help

Include Requests?:

o Tick this box to also send the Group Leader an email when
any member of the group requests holiday in addition to
3 when approved.

Holiday Group Employees -
o User Name Holida “

-
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A sub-level of the User Holiday Groups form will show a list of the employees linked to each holiday group

) -r ir) -

User Holiday Groups

#Holiday Group Code Holiday Group Desc. Warning Le o Group Leader Incluc
| Office Al | Southampton 0
Office B Plymaouth 0
Office © Exeter 0

-

Holiday Group Employees

a User Name Holiday Group 1 Code | Holiday Group 2 Code  Holiday Group 3 Code
Ketchum Office A
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2.7. Employee Holiday Groups

Employees can be linked to up to three holiday groups using the sub-level form:
Human Resources > Personnel File > Company-Specific Information

Personnel File CT@mEBED QYK
i T T T S S T TR
*Employee ID o 123 User @ Ketchum Title
#ID Mumber 8521698 First Name Title (Lang 2)
# Full Name Ash Ketchum Surname Gender M

Name (Lang 2)
First Name (Lang2)

Surname (Lang2)

Gender Desc. Male
Inactive Employee

Attachments?

API User Name

Start

Personal Details | Company-Specific Information | Employee’s Bank Account | Cross-Department Assignment | Jobs Applied For | Projects Managed by Employee | Projects Supervised by Employee 1 E 4
I T T S S

Employee Name Ash Ketchum Authorising Employee
Type of Sale » Holiday Group 1 Code [Office A | E
Task Code Holiday Group 2 Code
Task Type Holiday Group 3 Code

Main Branch Ignore Office Closed

Department

Warehouse

Authorization for Branches | Authorization for Sales Reps | Authorization for Budget Items | Authorizat'n for Sales Opp Types | Authorization for Subsidiaries | Authorization for PayroliGroues | [IH]

1 Branch cod Branch Name Canv

2.8. Employee Holiday Authorizer User

In the same form Employees can be set as having the authority to view other employees’ holiday requests and change their status to
Approved or Rejected (see 2.7). For an employee to use holiday requests they must have an authorizer set-up for them. It is valid to
set an employee as having authority to authorize his/her own holiday requests.

Personnel File CTREBE® AT
1 m Position & Team Address & Phone m Assigned to
*Employee 1D o 123 User ® Ketchum Title
#ID Mumber 6521698 First Name Title (Lang 2}
# Full Name Ash Ketchum Surname Gender M
Name (Lang 2) Gender Desc. Male

First Name (Lang2)

Inactive Employee

Surname (Lang2) Attachments?

API User Name

Start

Personal Details | Company-Specific Information | Employee's Bank Account | Cross-Department Assignment | Jobs Applied For | Projects Managed by Employee | Projects Supervised by Employee | HIEIEIE}

Employee Name Ash Kelchum Authorising Employes fianage] [ =]
Type of Sale > Holiday Group 1 Code Office A
Task Code Holiday Group 2 Code
Task Type Priority Help
Main Branch @
" Authorising Employee:
Department -
Warehouse ) o Enter the Employee allowed to authorise this employees

holiday requests. If employee can self-auhorise then enter
this employee

Authorization for Branches | Authorization for Sales Reps | Authorization for Budget Items | Authorizat'n for Sales Opp Types | Authorization for Subsidiaries | Authorization for Payroll Groups 1

I Branch Cod Branch Name Canv
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2.9. Employee Ignore Closed Days

Tick this box if this employee does not get office closed days [Office Management > Appointments & Office Hours > Holidays
(Office Closed)] and would need to book holiday for those days.

Personnel File cEBFrBEDQRX
*Employee 1D a 3 User 3 Cherry Title
1D Mumber 3333333333 First Name Title (Lang 2)
*Full Name Cherry Chemy Surname Gender F
Mame (Lang 2) Gender Desc. Female
First Name {Lang2) Inactive Emnol
‘ Sumname (Lang?) Priority Help
APT U N
ser tame Ignore Office Closed:

Starl

Personal Details | Company-Specific Information | Employee's Bank Account | Cross-Department Assignment | Jobs Applied For | Proj

o Tick this box if this Employee does get offoce closed days

in addition to their holiday allowence, if ticked closed days
can be taken as holiday 1 4

Add'l Details

Employee Name Chemy Chey Authorising Employee

Type of Sale @ Holiday Group 1 Code

Task Code Holiday Group 2 Code

Task Type Holiday Group 3 Code

Main Branch o Ignore Office Closed
Department e

Warehouse @

Employees without this tick cannot book holiday for these days.

2.10. Holiday Requests BPM Rules

Holiday request statuses are set as follows, add any rules you wish to trigger emails etc.
Human Resources > Employee Holidays > Holiday Request Status

Holiday Requests

Cancelled |[+— 2| Reguested

N

Approved Rejected

B
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2.11.

2.11.1. Create manually by entering details in new
Human Resources > Personnel File > Employment Holiday History form:
2.11.2.

Employee Initial Holiday Entitlement

Personnel File

% Employee ID o 3 User * Cherry
+ ID Mumber |m |E First Name
#* Full Name Cherry Cherry Surname

Mame (Lang 2)

First Mame (Lang2)

Surname (Lang2)

API User Name

Start

e

*Year Holiday Bf/Fwd One Off ExtEntitlement Extra Days Total Entitle  Used C/Fwd Left Requested
2,015 34.000 0.00 0.000 34.000 0.000 34.000 0.000 0.00 34.000 0.000
2.11.2.1. Enter the holiday year numberi.e. 2011
2.11.2.2.Enter the year’s holiday entitlement in days.
2.11.3. Create Automatically by using the Forward Holiday Entitlements direct activation on the Human

Resources > Personnel File form:

Personnel File < HEPFSEE QX CialEre

Aplha Deita Go

Persannel File

#Employee ID o

3 User

% ID Number

3333333333

First Name

#*Full Name

Start

nEBns

BfFwd One Off ExtEntitlement Extra Days Total Entitle  Used

#Year Holiday

2,015 34.000

Cherry Cherry Sumame

Name (Lang 2)
First Name (Lang2)
Surname (Lang2)

API User Name

C/Fwd

0.00 0.000 34.000 0.000 34.000 0.000 0.00

 Chemy

Left
34.000

Requested

0.000

Title

Title (Lang 2)
Gender

Gender Desc.
Inactive Employee

Attachments?

ID Number
Line 1

F

Female

Direct Activations

De et Us:
Open Payrll Data for Employee

» BPM Flow Chart Emplayees

w Employee Wizard

W OpenPe File W

‘Sean and Attach to Employee.

Browse and Aftach to Employee
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2.11.3.1.Enter holiday year i.e. 2011, the procedure will then create records for all active employees and
create details in Employment Holiday History using the default number of holiday entitlement
days from the company constant set earlier.

Parameter Input X

This routine will clear any values from the sub-level "Extra Holiday Entitlements" for the
year entered then recalculate entittements based on the previous year and/or the default
entitlement constant.

Clear
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3. How to Record Holiday

If not using holiday requests or to record extra holiday entitlement.

3.1. Go to Human Resources > Personnel File form:

3.2. Find the user in the normal way.

3.3. Go to the sub-level form ‘Calendar of Employee Absences’

3.4. Enter the Start Date for the holiday, this will populate the users’ standard start and end time for this day of
the week.

3.5. If the holiday is for more than one day, then specify the end date of the holiday.

3.6. Select the absence code.
Personnel File

< m
+Employee 1D r 3 User ¥ Cherry Title
#1ID Number 3333333333 First Name Title (Lang 2)
#* Full Name Cherry Cherry Surname Gender F

Name (Lang 2) Gender Desc. Fem:

First Name (Lang2) Inactive Employee
Surname (Lang2) Attachments?

API User Name

Tasks for Document m Attachments | Set Up Skype | History of Statuses | To Do Item | History of Changes | Calendar of Employee Absences I
ason ce Tim

From Date From HoulFrom D %To Date To Hour To Day ExcluiAbsenci  Rea Regquest No.

4/09/18] 0o Wed 14/09/18 1700 Wed 0z Holiday 0.00 1000 Cherry 14/09/16 10:51

The quantity of holiday entitlement used is based on the employee’s hours for each day and the times entered for each day rounded up
to the nearest minimum holiday quantity as set in the company constant earlier.

Examples
Employee Hours are 08:30 — 17:30 Monday to Friday with 01:00 hour lunch break

Start Date | Start Time | End Date ‘ End Time ‘ Days Entitlement Used
Two Weeks holiday from 3rd Jan 11 to 14t Jan 11

03/01/11 | 08:30 | 14/01/11 | 17:30 | 10.000

Three Days Holiday

17/01/11 | 08:30 | 19/01/11 | 17:30 | 3.000

Monday Morning Off

24/01/11 | 08:30 | 24/01/11 | 12:30 | 0.500

Employee Hours are 09:00 — 17:00 Monday to Friday with 01:00 hour lunch break

Start Date | Start Time | End Date ‘ End Time ‘ Days Entitlement Used
Two Weeks holiday from 3rd Jan 11 to 14t Jan 11

03/01/11 | 09:00 | 14/01/11 | 17:00 | 10.000

Three Days Holiday

17/01/11 | 09:00 | 19/01/11 | 17:00 | 3.000

Monday Morning Off
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24/01/11 | 09:00 | 24/01/11 | 12:30 | 0.500
But if Monday Morning Off entered as over % the day in terms of working hours then rounds up!
24/01/11 | 09:00 | 24/01/11 | 13:00 | 1.000

4. How to Record Extra Holiday

4.1. Using Extra Holiday Reasons (Recommended)

Personnel File

1 Position & Team Address & Pho

#* Employee ID o 3 User > cherry
+ ID Mumber 3333333333 First Name
# Full Name Cherry Cherry Surname

MName (Lang 2)

First Name (Lang2)
Surname (Lang2)

API User Name

Start
T
*Year Holiday B/Fwd One Off ExtEntitlement Extra Days Total Entitle  Used C/Fwd Left Requested
2,016 2.000 T77.00 0.000 T9.000 1.000 80.000 0.000 0.00 G0.000 0.000

- L ™ -
*Extra Reason Description #Extra Day:One-( ~ Signature Updated
@Elrked During Holiday 1.000 Cheny 14/09/16 16:00

Registered Office: Anchor House, School Lane, Chandlers Ford, Hampshire, SO53 4DY
Company No. 4311244 VAT Reg. No.: 781 9288 80
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4.1.1. One-Off Extra Entitlement

Personnel File

L)

* Employee ID = 3 User = Cherry
# ID Number 3333333333 First Name
% Full Name Cherry Cherry Surname

Mame (Lang 2)

First Name (Lang2)

' Surname (Lang2)

API User Name

Start
Enviorss ooy
*Year Holiday B/Fwd One Off ExtEntitlement Extra Days Total Entitle  Used C/Fwd Left Requested
2,016 2.000 T7.00 0.000 78.000 1.000 80.000 0.000 0.00 80.000 0.000

Priority Help
One-0Off Extra:

o Tick if extra entittement is just for the year in question, this
will increase "Entitlement’ but only for this year.

Leave blank to add extra entittement, this will increase
'Extra Days' and be camied forward to future years.

Extra Holiday Entitlements

*Extra Reason Description +Extra DawOne-(o Signature Updated

WRK  Worked During Holiday 1000 [v] Chemny 14/09/16 16:00

Registered Office: Anchor House, School Lane, Chandlers Ford, Hampshire, SO53 4DY
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4.2. Using Extra Holiday Absence (Optional)

Same as for holiday but select the extra holiday absence code.

Personnel File

< OB
i e T T N
*Employee ID ° 3 User ® cherry Title
# 1D Mumber 3333333333 First Name Title (Lang 2)
# Full Name Cherry Cherry Surname Gender F
Name (Lang 2) Gender Desc. Female
First Name (Lang2) Inactive Employee
‘ Surname (Lang2) Attachments?

API User Name

Start

Tasks for Document | Remarks | attachments | set up skype | History of statuses | To Do Ttem | History of changes | Galendar of Employee Absences | |
<)

From Date From HoulFrom D #To Date  To Hour To DayExcluibsenci Reason for Absence Portiono  Days Signature Time Stamp Request No.

14109116 0900  Wed 14109116 1700 Wed S iday 0.00 1.000 Cherry 1410816 10:51

Absence Code Description
01 liness
02 Holiday

4.3. Employee Holiday History reflects above entries:

NB. Extra Days are recorded separately for the year in which they are added but are added to Holiday entitlement when calculating
holiday taken forward to next year.

Personnel File

* Employee ID - 3 User * Cherry
+ ID Mumber 3333333333 First Name
#* Full Name Cherry Cherry Surname
MName (Lang 2)
First Mame (Lang2)
‘ Surname (LangZ2)
API User Name
Start
e
*Year Holiday B/Fwd One Off ExtEntitlement Extra Days Total Entitle  Used C/Fwd Left Requested
34.000 0.00 0.000 34.000 0.000 34.000 0.000 0.00 34.000 0.000
20186 2.000 T7.00 0.000 79.000 1.000 30.000 0.000 0.00 80.000 0.000
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5. Holiday Requests

These can be maintained using the new holiday request form on the new menu:
Human Resources > Employee Holidays > Holiday Requests

If an employee is not a Holiday Authorizer for any other employees, then he/she can only see and create/amend his/her own holiday
requests.

5.1. Adding a Holiday Request

Holiday Requests <O &

o™
Reguest No. - #%User Name #From Date From D#*From Ho: +#To Date #To Hour To Day Days Left Holiday Group(s) *Status Signature Authoriser

Chemy [Z] o000 00:00 0.000 0.000 Office A Draft

5.1.1.User Name select or enter the user required, if you are not a holiday authorizer then only your name
will be valid.

5.1.2.Enter holiday date/times and leave status as Draft
5.1.2.1. The form shows the number of day’s holiday this would deduct from entitlement and the
entitlement left if this holiday request has been set to requested status. Once approved this will
show the new balance.

Holiday Requests < UTHFDEHA%X

Signature Authoriser Timestamp
20160003 Cherry 20/09/16 Tue  09:00  22/09/16 17:00 Thu 3.000 80.000 Office A “derry Cherry Cherry 15/09/16 14:12

Request Mo,  ©  sUser Name +From Date From D#From Hoi #To Date #To Hour To Day  Days Left Haliday Group(s) #Status

5.1.3.When required employee can change the status to Requested, a BPM rule could be added to email the
details to an appropriate person.

5.1.4.The Employee Holiday History will reflect the requested quantity.

Holiday Requests <T®FrH»EEAYX

Signature Authoriser Timestamp
20160003 Cherry 20/09/116 Tue 09:00 22/09/16 17:00 Thu 3.000 77.000 Office A Requested Cherry

Request Mo, ° xUser Name #From Date From D#From Hoi #To Date +To Hour To Day  Days Left Holiday Group(s) #Status

Cherry Cherry 15/09/16 14:12

Year Holiday B/Fwd One Off ExtEntitlement Extra Days ~ Used C/Fwd Requested
2,015} 34.000 0.00 0.000 34.000 0.000 0.000 0.00 34.000 0.000
2,016 2.000 77.00 0.000 79.000 1.000 0.000 0.00 80.000 3.000

5.1.5.0nce Request is at Requested status it cannot be amended but the employee can change status to
Cancelled.

Registered Office: Anchor House, School Lane, Chandlers Ford, Hampshire, SO53 4DY
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5.2. Authorizing a Holiday Request

5.2.1. Any Employee marked as being an Authoriser for another employee may find any existing holiday
requests for him /herself plus those of employees for whom he/she is an authorizer and change its
status to Approved or Rejected.

5.2.2.. The Employee Holiday History will reflect the approved quantity.
Holiday Requests

<SOHEFSE®EQTX

Authoriser Timestamp

Request No. > *User Name *From Date From D+%From Hor +#To Date #To Hour To Day Days Left

Holiday Group(s) *Status © Signature
20160003 Cherry 20/09/116 Tue 09:00 22/0916 17:00

Thu 3.000 77.000 Office A Approved Cherry Cherry Cherry 15/09/16 14:13

Year Holiday B/Fwd One Off ExtEntitlement Extra Days Used C/Fwd Requested
2,015 34.000 0.00 0.000 34.000 0.000 0.000 0.00 34.000 0.000
2,016} 2.000 77.00 0.000 79.000 1.000 3.000 0.00 77.000 0.000

5.2.3. An entry in Calendar of Employee Absences will have automatically been made.
Holiday Requests

<STHEFHEEQTX

Signature Authoriser Timestamp

Request No. © *User Name *«From Date From D+From Hoi +To Date *To Hour To Day

Days Left Holiday Group(s) #Status
20160003 Cherry 20/0916 Tue  09:00 22/0916 17:00 Thu

3.000 77.000 Office A Approved Cherry Cherry Cherry 15/09/16 14:13

From Date From HouiFrom D To Date To Hour To Day

Days ZEMGAbsenct Reason for Absence Portion U Signature Time Stamp Request No.
20/09/116 09:00 Tue 22/09116 17:00 Thu 3.000 01 lliness 0.00 Cherry 15/09/16 14:13 2016000 Q
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5.3. Holiday Request Comments
5.3.1.Comments can be added to a Holiday request at draft status or at any status by a holiday authoriser.

Holiday Requests < 5 E@ QX
Request No. 0 *User Name *From Date From D+From Hol *To Date #To Hour To Day Days Left Holiday Group(s) *Status ° Signature Authoriser Timestamp
20160003 Cherry 20/09/16 Tue 09:00 22/09/16 17:.00 Thu 3.000 77.000 Office A Approved Cherry Cherry Cherry 15/09/16 14:13

Calendar of Employee Holidays | Employee Holiday History | Comment | History of Statuses | To Do Item

[Font visizev|Color  v]|Al[$EBB[B 7 Un|A S

Approved and entered on Wallcharﬁ

5.4. Holiday Group Warnings

5.4.1.Whenever any employee enters or amends a holiday request for an employee and other employees in
either of that employee’s holiday groups have holiday requests entered with overlapping dates a
warning if given showing the number of other employees whose holiday dates clash BUT only if the
number of employees exceeds the warning level set for any of the employee’s holiday groups.

5.4.2.But the request can still be processed in any way required.

5.4.3.

5.5. Holiday Group Leader Email

5.5.1.An email will be sent to the holiday group leader for each of the employee’s holiday groups if a group
leader has been defined and the holiday request is being approved or if holiday group is set-up such

also when request is requested.
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6. Calendar of Employee Absences Report

This can be accessed using the new menu:
Human Resources > Employee Holidays > Calendar of Employee Absences

Parameter Input

X

Report shows employee absences.

User Name = i |E
From Date =
To Date =
Absence Code E

Clear

¢EEEWE

W
Priority Demo - Medatech UK -SQL
Aplha Delta Co (Demo Version), Cherry Cherry
15/09/16 14:19
User Name ™
Calendar of Employee Absences
User Name From Date Erom Hour Erom Day To Date To Hour To Day Days Absence Code Reason for Absence Request No.
Cherry 14/09/16 09:00 wed 14/09/16 17:00 wed 1.000|02 Holiday
Cherry 20/09/16 09:00 Tue 22/09/16 17:00 Thu 3.000|01 Tliness 20160003

7. Employees on Holiday Report

This can be accessed using the new menu:
Human Resources > Employee Holidays > Employees on Holiday Report

Parameter Input

X
Report shows which employees have holiday booked between entered dates.
From Date | - start of this month| |

To Date = end of this month

Clear

This report shows all employees who have holiday, either created by approved holiday requests or entered directly into Calendar of
Employee Absences form, which overlap the entered date range:

tEEEwE

Priority Demo - Medatech UK -SQL.
Aplha Detta Co (Demo Version), Cherry Cherry
15109116 14:20
From Date 01/09/16, To Date 30/09/16

Employees on Holiday Report

For period: 01/09/2016-30/09/2016
‘ User Name ‘ Holiday Group 1 ‘ Holiday Group 2 ‘ Holiday Group 3 | From Date ‘ From Hour ‘ From Day ‘ To Date ‘ To Hour ‘ To Day ‘ Request No.
‘Cherrz ‘Ofﬁce A ‘ ‘ | 20/09/16 ‘ 09:00 ‘Tue ‘ 22/09/16 ‘ 17:00 ‘Thu ‘20150003
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8. Employee Holiday Requests Report

This can be access using the new menu:

Human Resources > Employee Holidays > Employee Holiday Requests Report

Parameter Input X

Report shows employee holiday requests.

FromDate = [ 010116
To Date :J \mmm?\ ‘

Clear

This report shows all employees who have holiday requests at Draft, Requested or Approved statuses which overlap the entered date
range:

m

A

W= ’ L
= ) e =

Aplha Delta Co (Demo Version), Cherry Cherry
15/09/16 14:34
From Date 01/01/16, To Date 01/01117

Priority Demo - Medatech UK -5QL

Employee Holiday Requests Report
For period: 01/01/2016-01/01/2017

User Name Request No. From Date From Hour To Date To Hour Days Status To
Cherry 20160001 16/09/16 09:00 16/09/16 17:00 1.000| Draft Cherry Cherry 14/09/16 16:11
Cherry 20160003 20/09/16 09:00 22/09/16 17:00 2.000 | Approved Cherry Cherry 15/09/16 14:13
Cherry 20160002 30/09/16 09:00 30/09/16 17:00 1.000| Draft Cherry Cherry 14/09/16 16:12
Cherry 20160004 27/10/16 09:00 27/10/16 17:00 1.000 | Requested Cherry Cherry 15/09/16 14:32

9. Holiday Forward Entitlement

When you want to setup the annual holiday entitlement for the next calendar year you can use the Holiday Forward Entitlement direct

activation on the form:
Human Resources > Personnel File

Personnel File cTEPDEE QYK

Aplha Defta Co

Personnel File

% Employee ID °[E B3 user @ Cherry Title Ms. Employee ID
#ID Number 3333333333 First Name Title (Lang 2) Ms Lne 1/1
*Full Name Cherry Chery Surname Berry Gender F

Name (Lang 2) Gender Desc Female

First Name (Lang2) Inactive Employee

Surname (Lang2) Attachments?

API User Name

Direct Activations.

Start

Change Employee's Compan
(TG Con et s Empoes o3
*Year Holiday ~ B/fwd One Off ExtEntitlement Extra Days Total Entitle  Used  C/Fwd Left | Requested Define as Intemet User
2,015 34.000 0.00 0000 34.000 0000 34.000 0.000 0.00 34000 0.000 e i X ks
BPM Flow Chart-Employees
2016 2000 77.00 0000 79.000 1000 80.000 3.000 000 77.000 1.000 O Enrapai
2017 3.000 0.00 0.000 3.000 0.000 3,000 0.000 0.00 3.000 0.000 w Open Personnel File Wizard

®  Forward Holiday Entitiements

Recalculate Hoiiday Values
Calc. Employees Bradford Scale
‘Scan and Attach 1o Employee
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9.1. Enter the New Year number.

Parameter Input X

This routine will clear any values from the sub-level "Exira Holiday Entitlements" for the
year entered then recalculate entitlements based on the previous year and/or the default
entitiement constant

Clear

9.2. The procedure will then create records for all active employees’ details in Employment Holiday History
adding any extra holiday entitlement into the current year’s entitlement and carrying forward any unused
holiday up to the limit set in the constant.

9.3.

Personnel File <TRF5EDQRX
Seecthe | ddme [ G [ |
« Employee ID o 3 User  Cherry Title Ms
% ID Number 3333333333 First Name Title (Lang 2) Ms.
* Full Name Cherry Cherry Surname Berry Gender F
Name (Lang 2) Gender Desc Female
First Name (Lang2) Inactive Employee
Surname (Lang2) Attachments?

API User Mame

Start
*Year Holiday B/Fwd One Off ExtEntitlement Extra Days Total Entitle  Used C/Fwd Left Requested
2.015 34.000 0.00 0.000 34.000 0.000 34.000 0.000 0.00 34.000 0.000
2,018 2.000 77.00 0.000 79.000 1.000 80.000 3.000 0.00 77.000 1.000
2.017 3.000 0.00 0.000 3.000 0.000 3.000 0.000 0.00 3.000 0.000
3.000 0.00 0.000 3.000 0.000 3.000 0.000 0.00 3.000 0.000

9.4. Holiday entries could still be made into the previous year and the procedure run again to update the new
year values.
9.5. The Brought Forward (B/Fwd) value for the new year can be adjusted if required.

10.Holiday History Recalculation

If at any time you wish to recalculate the holiday history for any given year based on the calendar of absences, then you can use the
direct activation on the form:

Human Resources > Personnel File

Personnel File cIErFrsEDanx

Aplha Delta Co

m Position & Team Address & Phone Assigned to
Personnel File

+ Employee ID °[g | = R @ Chenry Title Ms Employee ID
Line 1/1
#1D Number 3333332333 First Name Title (Lang 2) Ms
#Full Name Cherry Cherry Surname Bery Gender F
Name (Lang 2) Gender Desc. Female
First Name (Lang2) Inactive Employee
Surname (Lang?) Attachments?

API User Name

Direct Activations

Start

- . ® Change Employee's Company
Employee Holiday History 5| Ly ——r—
*Year Holiday B/Fwd One Off ExtEntitlement Extra Days Total Entitle Used C/Fwd Left Requested ® Define as Internet User
2015 34000 000 0000 34000 0000 34000 0.000 000 34000 0.000 * Open Payroll Dala for Employee
® BPM Flow Chart-Employees
2016 2000 77.00 0000 79.000 1000 80000 3.000 000 77000 1.000 O Eoo
2017 3.000 0.00 0.000 3.000 0.000 3.000 0.000 0.00 3.000 0.000 W Open Personnel File Wizard
2018 3.000 0.00 0.000 3.000 0.000 3.000 0.000 0.00 3.000 0.000 »  Forward Holiday Entilements

¢ Recalculate Holiday Values

Calc. Employees Bradford Scale
‘Scan and Attach to Employee:
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11. Compulsory Holidays

If you wish to allocate compulsory holidays to all employees (E.G. Factory Shutdown) then use the procedure:
Human Resources > Employee Holidays > Compulsory Employee Holidays

Parameter Input X

Use this procedure to automatically allocate annual leave fo selected employees. E.G.
For factory shutdown period.

N.B. This is deducted from annual leave entitlement.

Employees = E

FromDate | -[v| 011216

To Date =[] [3111214 ezl
Clear

Select any Employees required or * for all active employees, from and to dates then approve. A report showing the success or failure
for each employee will display.

¢ L

Aplha Delta Co (Demo Version), Cherry Cherry
15/09/16 14:40
Employees *, From Date 01/12/16, To Date 31/12/16

X

M1

[ [TE , L1
' -

o 2 QP r—

Priority Demo - Medatech UK -SQL

Compulsory Employee Holidays
Message

Manager Compulsory holiday added for 01/12/16 - 31/12/16

Ash Ketchum Compulsory heliday added for 01/12/16 - 31/12/16
Meow Compulsory holiday added for 01/12/16 - 31/12/16

Cherry Cherry Compulsory holiday added for 01/12/16 - 31/12/16
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12.

12.1.

Bradford Scale

Showing Scale for individual Employee

User direct action on the form: Human Resources > Personnel File
Personnel File

PR S BN RO R AdEAR - Form Navigation

Pasition & Team Address & Phone Gecrad D

Aplha Defta Co

Personnel File

* Employee ID ME B user @ Cheny Title Ms. Er::l?a;e"!m
#1D Number 3333333333 First Name Title (Lang 2) Ms
#Full Name Cheny Chemry Surname Bery Gender F

Gender Desc. Female

Name (Lang 2)

First Name (Lang2)

Inactive Employee

Attachments?

' Surname (Lang2)

API User Name

Start

Leaves of Absence | Tasks for Document m Attachments | Set Up Skype | History of Statuses | To Do Item | History of Changes | Calendar of Employee Absences [1] 2] 5

>

From Date From HoulFrom D %To Date  To Hour To DayExcluAbsenci Reason for Absence Portiono  Days Signature Time Stamp Request No.
14109116 03:00 Wed  14/09/16 17:00 Wed 02 Holiday 0.00 1.000 Cherry 14/09/16 10:51
20/09118 09:00 Tue 22/0916 17:00 Thu 01 liness 0.00 3.000 Cherry 15/09/16 14:13 20160003
01121186 09:00 Thu 311216 00:00 Sat 01 liness 0.00 0.000 Cherry 15/09/16 14:40

Override defaulted date range of previous year if required:

Parameter Input X

This procedure calculates the Bradford scale for this Employee between the dates
entered. Each working day (even partial days) absence (with reason marked as included
in bradford scale calculation) is treated as a days absence as per the standard Bradford
scale calculation.

From Date [ = |

ToDate | =|v| 15/09/16

Clear

Bradford scale is displayed:

Calc. Employees Bradford Scale

Bradford Scale for Cherry Cherry over 05/09/15 - 15/09/16
is 0
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12.2. Reporting Scale for Employees

Run report; Human Resources > HR Reports > Employees Bradford Scale Report

Parameter Input X

This report calculates the Bradford scale for selected Employees between the dates
entered. Each working day (even partial days) absence (with reason marked as included

in bradford scale calculation) is treated as a days absence as per the standard Bradford
scale calculation.

Employee Name * E

From Date = start of this year

To Date SN2 nc of s year E
Clear

o [T

Select employees and defined date range and report shows values: -
PEEEWE
Priority Demo - Medatech UK -SQL
Aplha Delta Ce (Demo Version), Cherry Cherry

15/09/16 14:44
Employee Name * From Date 01/01/16, To Date 31/12/16

Scale Report

Name

No. Spells Absent Total Days Absent

Manager
Ash Ketchum

Scale

Meow

Cherry Cherry

o o oo
© o oo

© o oo
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