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Course Duration
tw21/0p/abs001 Approximately 30 minutes

An introduction to North Time Pro absence management

Contents

Processing absence requests and monitoring absence statistics...

Module  Description

m/03/101  understanding absence management
m/03/110  absence statistics
m/03/115  adding an absence or holiday request

m/03/120 amending an absence or holiday record

m/03/125  Marking the absence as declined for tactical absence reasons
m/03/130 absence and holidays on the ‘To-Do’ list
m/03/150 viewing a person’'s absence and holiday entitlement

m/03/160  awarding an absence entitlement credit in days and hours

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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NORTHTIME & DATA

Module:

m/03/101
Understanding absence management

North Time Pro 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.

i Fle View Tobles SortandFitter Wizards Advanced Hardware Help

Quick Links

‘To-do’ List

v

v

Absence Hanagement

% Online Information

To-do List ) Community atest news and maiot developments sbout vout produst
W System Health
O hardare may besn modiied
(01 users are sstup without email addresses, an email addiess must be present 10 alow important securly fealures to funclion corectly
Personnel

% Absence Management
Ja; th to cancellation
Outstanding absences awaiting a decision
Oustancing sbsences the recuve nsistion

¥ Attendance Adjustments
/111 0uistanding issed bookings that equire atention
/" [199] Dulstanding unauthorised absences t
i 3 decison

# (11 Outstanding bookings that require fingisation

¥ Job Costing Adjustments
7 121 Dustonding anomales thet recuire aftention

BHCOHS

Planner

v

Absence Mansgement - Fiten “Approved AND ‘Finslized AND Non-Finslized - X
Employee D: 2 Fistname: ichae! Last name: Coope 200606
= Option Note: Absence calerdar oy displays approved absences Absence Reason Key.

-Calendar January 2021 cbruary 2021 Warch 2021 o

- Entitlements MoT o w T F s s MoT W T F s s MoT W T F s s MoT o w T F s s

e osor s s e oo v e cEEE o+ o v = s e s o o1os
e oW omomomom @ omomom s omoa wowom @@ wom ® T owom oW oa e

September 2021 October 2021 November 2021 December 2021
MoT oW T P s s moT W T P S & M oT oW TP o3 o3 omoTowoT F & s
o 1 s s mon ow |4 5 s 1 52w o 9 0 w e ® w 5 1 8 s o0 n e
pa nce Stati - o %
B8 Anchor date: [Wed 24 Feb 2021 |  Show 200 dlay(s) sither side of snchor date.  Display range(s} @5

Highiight | 200 day(s] either side of anchor date.
Fnd.. | Refesh | Preve

Absence Reason Key... Nate:

bsence statistics only displays approved absences.

14| « [Recard 2 of 1 —| | =-Range(s)

i Everyone (105)

Brigas, Phillp (5]

Broadhurst, Liz (5)

Coope, Michael (2]

Gibbores, Ronald (20)

Joy, Mary (19)

Kennerdy, william [14]

Nicholson. Tuisa [17)

Oidham, Thomas (12)

Page, Denke (16)

Pice, Geroge [13)

Harnah (111

Absence Entitlement Policy

Description: [Weekly Paid

Renewaltype: | Fired (dd/mm) ] Calendardate and montt: 15t~ [Jaruary =

FiedHoliday Eniilemert pe: @ Days < Hours and minutes

Sicknass
Training
Close sbence

Medicsl agpt

Medical Absence

Award Full Amaunt

CompassionateLeave.

Award Full Amount

WorkAccidants

Award Full Amount

Gther Ressons.

Chane cateqory descriptions

Add | Edt

Delete Find. Befiesh | Preview... |[Clomin]  Close
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Understanding absence management

North Time Pro absence management
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Module:

m/03/110
Absence statistics

1. Click on the Absence Statistics Quick Link.

Quick Links

<
v

To-do List

&

Personnel

Aftendance Adjustments

=

Planner

. d

NORTH TIME & DATA

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

ALinchor date; ['wed 24 Feb 2021 VI Show 200 day(z] either side of anchor date, Dizplay rangel[s]: o

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

[=-Range(s) Absence Heason Key.. Mote: Absence statistics only displaps approved absences.
i Everyone [105)

Briggs, Phillip (2]

Broadhurst, Liz [5]

Coope, Michasl (2] | [ [

Gibbons, Ronald [20]

Joy, Mary [19)

Kennerdy. ‘william (14]

Michalson, Tulsa (17]

Oldharm, Thamas [12]

Page, Denise (16]

Price. Geroge [13]

Shaw, Hannah [11]

Silva, Piere (18]

‘webh, Dave (1)

‘wilkinzon, Lesley [7]

‘ilkinson, Matt (4]

Zelem, George (6]

<

LCloze I
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m/03/110
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w0
s 3. Select 'Display R ' dify th f le displayed
- . Select 'Display Range(s)' to modify the range of people displayed.
w0
——
Om
— Absence Statistic Range - =]
J m Overview
\ > This option sets the range(s) to be displaved within the statistic screen,
o g Settings
= Range 1 Everpone .l:
—_— Everyone B
E o Range 2: Employess
- T Range | Workamun
a Ab Range X
Localion =
Range 4 i
3 -U Grauping 04 Ouerview
c I i This option sets the rangels) to be displayed within the stalitic screen
-U m Grouping 06 A Settings
o Q anocts d Fange 1. Emplapees
E (@] Range 7: -
o Ca— ~ Range 2
Range 3
(7)) Range & - e
0 Rangs 4 ] . Employes
<L fianacgll - N 0 22 Michzel Coope CoopeMichzel  Employes
Range 11 . e 0 33 Simon Birchal BirchallSimon  Employes
| | Range & O 44 Matt wikinson WikinsonMatt  Emploes
Range 12 - fae? O 55 Liz Broadhurst Broadhustliz  Emploee
{~] ks O 66 George Zelem Zelem Gearge Employee
Cancel ok Range & O 77 Lesley Wilkinson WilinsonLesley  Emplayee
O 88 Fhilip Briggs Biigas.Philip Employes
Range 8 O 93 Marie: Tres Trae, Maris Employes
Rangs 10t O 1010 Nathan Louis Louis Nathan Employes
O 11 Hannah Sham ShawHarnsh  Employes
Pange 11: O 1212 Thomas Olcham Dldham,Thomas  Employes
Range 12 O 1313 Gerge Price Fiice Geoge Employes
‘ O 1414 Willism Kennerdy Kennerdy willism  Employes
_Caoal| 1o 1515 Laura Sriplan Sniptonlawa  Emplayes
O 16 16 Derise Pags Page Derise Employes
O 1717 Tuilsa Nicholson NicholsonTulsa  Emplayes
O 1818 Fiete Siva Silva Fiere Employes
O 1918 Mary Joy Joy Mary Employes
r a0 m Rrnald Rikhns Fibhans Ronald Franloee ™
< | 3l

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

Cloze |
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Module:

m/03/115
Adding an absence or holiday request

1. Click on the Absence Management Quick Link.

Buick Links |

7
v

To-do List

LN
=
=
N
m
(=)
~
E
i
>
o
o
=

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

1=
(3]
£
Absence Management - Filter: ‘Approved’ AND ‘Finalised AND Non-Finalised - X )
Emplayes ID: 2 First name: Michael Last name: Coope 0060 %D
EH)DT Mote: Absence calendar orly displays approved absences. Absence Reason Kev... %
-~ Calandar [ January 2021 February 2021 March 2021 April 2021 | =

- Entitlements " T W T F E kS M T W T F E E " T W T F E E Ll T W T F E E
4+ 5 & 1 8 3 M 1z 3 4 s & 1 g 3 o on o ow o 5 6 1 8 3 wm M oy
R I I N I T R R R R @
ol e ¢ o= o o BRI e v o0 o =l s ox oa e 8w oa ow o o ow e
= e m e 2 s m @ e om s wm @ e 2 s @ a o w0 o}
o
May 2021 June 2021 e August 2021 o
woT ow T oF s s MoT ow T oF s s MmoT ow T F s s WoT o ow T or s s )
1 e 2| & | 4| 8|6 [T ) 1 E
s o5 o1 5 9 Pl oo v e 1 B P =
Bl voe oo s wos s ook oo oeow e s s on e [Ele owoe s ow o =
% 1 @ ;22 @ oz oz o2 ® 22 18 20 2 oz 2 w2 % m w8 19 =W o= m 1
Bl o o= 2w == s oo om om oo Elo = = = o o
= P =
September 2021 October 2021 November 2021 December 2021 &
WoT ow T F o5 s MoT ow T F o5 s MoT o w T F 5 s WoT ow T oF s s o
IRRRE BRI B 5
e 1T s 3 om om o s s 5 1 s s 0m 5 s W on or B 5 1 s s m o n bo
oW s o6 orow w Mo oW B 6 W B o 0 o5 B om o2 B s 8 T ow w oo
@ om om omow mom wmow oW om owm @ ow  m o m s @ @ m wm ow e m ow B c
a2 2 s o moes om @ w @ w a2 2 o w1 2 c
s s s s 1 s s ]
=

Erd. | Behesh Preview. Close
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3. Click <Find> and search for the person whose absence you wish to book.

BRefresh Prewiew... I Cloze I ‘

Search for: @ o o
Search through: |Employee 1D J
Search type: Containz _I

Module: m/03/115

>
1}
o
©
i o
o
o
(¢]
(9}
c
a
0
0
(1]
c
(1]
(o11]
=
=)
=)
<

Dave webb Dave

Michael Coope Coope, Michael Empln:|
Simon Birchall Birchall. Simon Emplo

b att wilkinzan “ilkingon M att Emplo
Liz Broadhurst Broadhurst Liz Ernpla
George Zelem Zelem,George Emplo
Lesley Wilkinzon Woikingon Leslay  Empla
Fhillip Briggs Briggs.Philip Emplo

M arie Trer Trer Mane Franln ¥

F W

Absence Management - Filter: 'Approved' AND 'Finalised AND Non-Finalised - X
Employes I0: 1 First name: Dave Last name: wisbh SO00H
[Coption  Mote: Absence calendar only displays approved absences.
Calendzr (] January 2021 February 2021 March 2021
Entitlements M T W T F & £ M T W T F & £ M T W T F & 3 "M T W T F & 3
25 s H0 El 1 2 F 1 2 ¥ 4 5 & T 1 2 ¥ 4
 EEREERERE 12 s 05 e 1 e v s ow s s 18 3 om om
W owowos w o s s w0 onow B o ® w6 o om w20 2 e s owom o ow
1 19 20 Hil 22 23 24 15 16 17 13 18 20 21 22 23 24 5 26 a7 s - 20 Hil 22 23 24 2
o e w1 e e w0 o 2 e ss @ s e es e o m s @ e e @
May 2021 June 2021 July 2021 August 2021
moT ow T F s s moT ow T F s s moT o ow T F s s Mot ow T F s s
T e v o2 s 4 s s T2 s 1
B - - - - s s 18 3 om om & 3 4 5 s 1 s
®om o o® oW ow W s o®omow om B w5 B W ow s o ow o ow ow o
1 18 13 20 21 22 2 El S 23 24 25 26 27 13 20 Bl S S 24 25 1% 1 1@ 18 20 El S
e = o 5 = @ = o= ow s @ s e W @ w m s & e
El - kil
September 2021 October 2021 Movember 2021 December 2021
moT o ow T F s s moT ow T F s s moT ow T F s s Mot ow T F s 3
e s 4 s e s v s 4 s s 1 R
& T E 3 10 i 12 4 5 & T E 3 10 & 3 10 1 12 13 14 & T & E] 1o i 12
2 w2 o m o W m a0 2w a3 2 22 2 2 2w a1 2 2 a2 @ a x 28
a7 s 23 30 25 26 &1 25 23 30 3 23 30 21 23 - H 1 2
¥ 4 5 & T & El
Find.. | Befresh | Preview.. Clase
14| 4 |Record 1 of 51 I m
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4. To request the absence or holiday, <Right-click> on the required date and select New...

Abzence statistics for ‘Dave Webb' on "Tue 23/02/2021'

Absence list far ‘Dave Webb', 'January 2021 onwards'...
#%  ®6 a1 &8 29

LN

1 g B [ ol

¥ ﬁ Absence entitlement credit... :

Delete d T F s s 8

k . E

¥ Filter el | 5| & | | s &
E

k5

Absence entitlement credits for "Dave Webb', 'January 2021 onwards'...

(5 Planner for 'Dave Wabb' on 'Tue 23/02/2021"

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

GPS Tracking for 'Dave Webb' on "Tue 23/02/2021' 1 2 & 1 5

Adding an absence or holiday request

5. Next, the Absence Booking form will appear.

Absence Booking - (New — X
Employee [D: 1 First name: Dave Last name: ‘webb ]
[ Options [Essential ___________________________________________ Jlnformation |
-Caller Information General information % Entitlement Forecast
~Essential
Mo Categor
g Absence calegoy? | [optional) V? - Agh W
“Interview actical Absences
Y
“Notapzd aheercellaibalien I LI e = % Declined Absence Requests
Take abserice from?  [Tue 23Feb2021 v | upta? [Tue23Feb2021 | @ WoInfarmation
. @ statistics.
Entitlement
Entitlement deduction: 0 & (day)
Absence restrictions [optional]
Absence can orly be taken between? | : ECIE
tawimurn absence duration? :
Force absence duration to paid at a specified rate [optional)
Absence duration? Absence rate? -
Authorisation
Authorised by:
Authorisation: | Approved +| ¥ Finalised
£l

1
c
(o]
£
]
oo
48]
C
48]
E
(<]
()
c
(<]
%)

0
o]
(@]
s

o
(]

E

-

—

)
.
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=
@
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3
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6. Select one of the Absence categories. This entry is optional.

LN s -

«— General information

F -

é Abzence categary? IH , iiblnphmall

E Abzence to be taken? 5;2;{?:;8 i *l@
Medical

5 Take sbsence fom? |4y phoneed JFeb 2021 |

— Unautharised ltistics. .

_g Entitlement Compassionate

o Entitlement deduction; | Matemiy/ Patemiy

s Buzineszz Absence M

Adding an absence or holiday request

7. Next, select the Absence to be taken.

General information

Ahzence categany? IH.:.Iida_l,l LI [optional]

Abzence to be taken? I ;I @

Take absence fiom? [ oliday Full Day [Paid] Inplace of Sickness
) Haliday Half Day [Faid]
Entitlement Holiday Half Day [Paid] Inplace of Sickness

Entitierment deduction: ] @ [day]

8. Now confirm the date range of the absence.

General information
Abzence category? IHDIida_',' j [optional]
Abzence to be taken? IHDIiI:Iay Full Dray LI o
Take absence from? |Tue 23Feb 2021 | upto? |Tue23Feb2021 |
@ Statistics...

4
c
]
=
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oY)
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©
=
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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]

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

M axirmum abzence duration’? I :

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

Sbsence 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.

Authorisation
Apthaorized by:
Authorization: | Approved LI [v Finalized

|ncomplete booking
Amaiting 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 |

N
—
—
~
m
o
~
E
Q

=)
o
(=)
=

Adding an absence or holiday request
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NORTHTIME & DATA

Module:

m/03/120
Amending an absence or holiday record

1. Click on the Absence Management Quick Link.

Quick Links

(=)

v
v

To-do List

(@)
~N
=
N
m
(=)
~
E
i
S
=,
o
=

Amending an absence or holiday record

Absence Management

Absence Statistics

Atftendance Adjustments

(=

Planner

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

1=

(3]

Absence Management - Filter: 'Approved’ AND ‘Finalised AND Non-Finalised - X =

Employee ID: 2 First name: Michasl (e A Coopo. SCOo0ed gJD

[Soption  Mote Absence calendar orlp displays appiaved absences. [y}

-Calendar & January 2021 Febiuary 2021 March 2021 %

- Entitlements " T W T F E kS M T W T F E E " T W T F E E Ll T W T F E E E
w28 0| s | 1] 2] s v 2 s 4 s e 1 R

W ow oW omow®ow N 5 w1 o6 owoa e owowow @] v o c

N EEEEEE T EEEEEE e @

s 2w w2 a @ 2 @ o = om w P % = = 2 w0 e

4]

May 2021 June 2021 July 2021 August 2021 o

" T e T F B B3 M T W T F B B " T W T F B B " T e T F B B D_

T e e s 4 s s R 1 )

- W ot s [P R R e oBow ok B N - IR R ] =

W ® m m e s s s @ s o % 2 @ 2 @ 2z @ m & 6 N W W m @ w =

p—

] ] e}

September 2021 October 2021 November 2021 December 2021 =

moT w T F s s M T W T F 5 s M T W T F 5 5 WM T w T F s 3 @

I "2 e v s 4 5 e 1 B o

& 7 8 3 0 1 n 4 5 & 1 8 35 w & 8w on om owow & 7 8 3 o1 n 5

B owm ®om B Wk B ow B B W s 8 on & B e 2 B ow o® T o bo

W om om @ ow B w9 om om wm om e 2 2w B % oz @ @ om s o ow s Bo

a2 w s o m o o ow & o w a moa m w1 2 c

Erd. | Behesh Preview. Close |r_\g
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3. Click <Find> and search for the person whose entitlements you wish to view.

BRefresh Prewiew... I Cloze I ‘

Search for: @ o o
Search through: |Employee 1D LI
Search type: Containz ;I

Module: m/03/120

>
(1]
o
S
i =
o
o
Q
(@]
c
(o]
w0
o
(1]
c
(1]
bo
=
o
c
Q
=
<

Dave Webb Webb.Dave Emplo
Michael Coope Coope, Michael Empln:|
Siman Birchall Birchall. Siman Ernpla
I att Wilkinzon “ilkingon M att Emplo
Liz Broadhurst Broadhurst Liz Ermpla
George Zelem Zelem,George Emplo
Lesley ‘wilkinzon Wwikingon Lesley  Emplo
Phillip Briggs Briggs.Philip Emplo
b arie Trer Trer Mane Franln ¥

] | . 2

Al Filter: 'Approved’ AN DI F x
Employee 1D: 1 First name: Dave Last name: ‘webb @ O a @ 9
[option Mol dbsercs calsndar only displays approved abssnces Absence Reason K
talendar & January 2021 February 2021 March 2021 Apiil 2021 |
c Entitlements MmooT o w T F 5 s MmooT w T F 5 s MmoT w T F 5 s MmoT w T F 5 s
GJ 25 k= 30 kil 1 2 3 1 2 E 4 5 & T 1 2 E 4
(O]
bo i 12 13 14 15 1% 1 & 3 10 1 12 1l 14 15 18 1 18 13 20 21 12 13 1“4 15 16 1 1&
g ® w9 s @ wm ow o 5 % w w8 ow @ e @ ow owmom oo ow [Ww s om owmow ow
] R P A T R s a e a w
W May 2021 June 2021 July 2021 August 2021
] Mot ow T F 5 s Mot ow T F 5 s MmoT o ow T F s s MoT o ow T F s s
c
1 2 1 2 3 4 5 13 1 2 ¥ 4 1
()
0 B - - - - s s 18 s omom : s o+ s s 1 s
)
= W on e owow B W os & onow B 2 T o5 w5 B onw s o on ot ow ouoE
o W @ @ m e @ s owm ow owm @ ow ® oW @ e @ ow owm ® om ow ow w m e
— Bl = = = = ©w 2 2 % e e e W w o s m m = o e
o - -
()
£ September 2021 Dctober 2021 Hovember 2021 December 2021
= MoT o w T F s s MoT ow T F s s MmoT ow T F s s MoT o w T F s s
= e s s s e s T2 s o4 s s 1 e s s s
—
A c s 6 1 8 3 m s s omonm o' om o ow T
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o B s ® oM B 1 L S PR S | ® 8 w1 2 2 s ® 8 o o1 w
Z 20 2 22 E 24 25 26 1@ 13 20 21 22 23 24 22 23 24 25 26 27 Ed 20 2 22 5 24 = 26
& o e o= w & wm o@m oW ow @ @ @ w EEEE R
o 3| a|s|s|t|e]s
3 -
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5. <Right-click> on the required absence/holiday date, select Amend and then click on the
absence description.

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'...

o

N

New »l -—
Delete » O
View details , E
T Filter » -
2

=

=)

o

@ Planner for 'Dave Webb' on 'Fri 19/02/2021'
o Attendance adjustment for 'Dave Webb' on 'Fri 15/02/2027'

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

Amending an absence or holiday record

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

Absence Booking - (Amend| - *
Emplayes ID: 1 First name: Dave Last name: Webb 9
=} Options [Essential ______________________________________________ information |
--Caller Infermaticn General information 3 Entitlement
~E izl e .
R‘:j:::ﬂwﬂrk Absence categary? I ;I [optional) = 8 Ab;en.c:e ParloZDF;Dm Jan 2021 - Fri 31 Dec 2021
Interview ntitlement; 20,
7 |Holiday Full D -
 Notepsd Absence to be taken? I oliday Full Day _I @ Taken 0,00 (0.00%)
Take absence fom?  [Mor 15 Feb 2021 =] upto? |Fri13Feb 2021 x| Planned: 17.00 [85.00%)
Statistics.. 1
Entitlement @ S _ e e
Entitlerment deduction: 5 @ [daw) g Tactical Absences

= 8 Declined Absence Requests
() Mo Information

Ab f I

Absence can only be taken between? | - and | :

Maximum absence duration?

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

Ahsence duration? | - Abzence rate? VI

Authorization
Autharized by Swstem
Authorization: IAppmvEd d v Finalised

LCancel

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

m/03/125
Marking the absence as declined for tactical absence reasons

1. Click on the Absence Management Quick Link.

Quick Links

(=)

v
v

To-do List

LN
(5]
-
N
m
o
~
E
@
=)
=
o
=

Absence Management

Absence Statistics

v

<3

Marking the absence as declined for tactical absence reasons

Atftendance Adjustments

(=

Planner

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

1=

(3]

Absence Management - Filter: 'Approved’ AND ‘Finalised AND Non-Finalised - X =

Employee ID: 2 First name: Michasl (e A Coopo. SCOo0ed gJD

[Soption  Mote Absence calendar orlp displays appiaved absences. [y}

-Calendar & January 2021 Febiuary 2021 March 2021 %
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3. Click <Find> and search for the person whose entitlements you wish to view.

BRefresh I Prewiew... I Cloze ”

o
~N
=
N
m
(=
~
E
E
S
.=
o
=

king the absence as declined for tactical absence reasons

Search for: @ o o
Search through: |Emplovee 1D 'l
Search type: Containz |
~
' ; K,
11 Dave Webb Webb.Dave Ermpla
22 Michael Coope Coope, Michael Empld
33 Simon Birchall Birchall.Simon Ermpla
44 b att Wilkinzon “ilkinson M att Emplo
5Eh Liz Broadhurst Broadhurst Liz Ermpla
EE George Zelem Zelem,George Emplo
77 Lesley ‘wilkinzon Wwilkingon Lesley  Emplo
a8 Phillip Briggz Eriggz. Phillip Empla
94 td arir Trer Tree Marie Franln ¥
<| | »
4. Th 'sab lend ill
. e persons absence Ccalendar will appear.
ter: 'Approved’ AND D X
Emploes ID: 1 Firet name: Dave Last name: Wwebb 20020
[Coption  Mole: Absence calendar only displays approved absences Absence Reason K
- Calendar [ January 2021 February 2021 March 2021 April 2021 p
c ‘Entitlemants MmoT W T F 5 % MmoT W T F 5 3 MmoT w T F 5§ 3 MmoT w T F 5§ 3
[} 29 w0 | w1 2| 9 tz s 4 s 6 1 R
gJO i 12 13 14 15 1% 1 & 3 10 1 12 13 14 15 18 1 18 13 20 2 12 13 " 15 16 1 1&
© wom owm om oz ow om 5 % o ow ® oW @ 2 o o 3 om owom - 20 m om owm oa wm
% T @ o o w
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5. <Right-click> on the required absence/holiday date, select amend and then click on the

absence.
o
(g
Mew » l =
Amend k ] Holiday Full Day 'Men 13/02/2021 - Fri 19/02/2021' R
Delete 4 (=]
View details , E
T Filter » -
o . (o)
Ahsence statistics for 'Dave Webb' on 'Fri 19/02/2021" 3
Absence list for 'Dave Webb', January 2021 onwards'... o
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 15/02/2027'

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

6. Change the authorisation to declined, then click ok.
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©
n
(1]
a
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o
a
n
0
(1]
Q
d=
e
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c
==
—
1
=

Authorization
Authonzed by, Admin

Authaorization: | Approved LI v Finalized

Incomplete booking
Awaiting decizion

Approved
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Module:

m/03/130
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 North Time Pro system has been configured.

EEIE View Tables 5Sortand Filter Wizards Advanced Hardware Help

- 'To-do’ List

o
m
-
N
m
o
~
E
@
=)
o
(=]
=

Quick Links

Absence and holidays on the ‘To-Do' list

v
v % Online Information
To-do List @ Community, latest news and major developments about wour product
' System Health
ﬁ ﬂhardware may require updating due to information which has been modified [3 items remaining)
0[9] uzers are getup withaut email addreszes, an email address must be present to allow important security features to function corectly
Personnel
i Absence Management
=[11 Outstanding sbsences that require declining due to cancellation
=[2] Outstanding sbsences awaiting & decision
=0=[2] Outstanding absences that require finalisation
Absence Management

2. Thethree absence and holiday agenda items covered in this module are;

a. Awaiting decision
b. Require finalisation

C. Return to work interview

t2-0755 Training guide: North Time Pro absence management
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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

[11 Dutstanding abzences awaiting a decizion

o
m
-
N
m
o
~
E
@
=)
o
o
=

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

Absence and holidays on the ‘To-Do' list

T owow

- -

a

w a2 o

ERETRE

September 2021
P

a 2 @ e om om oa

= 2 a0

October 2021
moT ow T oF s s

wow = o oa

November 2021
Tow T oF s s

®on

= -

moT

Absence Management - Filter: ‘Approved’ AND Finalised AND Non-Finalised - x
Employee ID: 1 First name: Dave Last name: ‘webh [T X X=T+]
=/ Option Hote: Absene salendar orly displays approved sbsenoes Absence Reason K
Calendsr January 2021 February 2021 March 2021 April 2021 L
Enntlamants MmoTowT F E © MmoTowT F E © MmoTowT F E © MmoTowT F E ©
@ o w a1 2 a i[e]s]e]s]s]r e o
N EIREEIEEE EREENEEEREREN IR s s 1 s s ow o
I I I I A A R I R A I R A A R N T R R S S
B ow ow om @ owm ow R R I o ow omowow oo [@le oo o= owow o=
@ s e 2 o w0 w e w s o w w m e s o ® o o w w
May 2021 June 2021 July 2021 August 2021
moT ow T o F oS s om T w T F oS s om T w T F S s om T w T £ s 3
"o IR R 1
[ BRI e w6 5 6 1 s 5 w1 2 3 a4 5 s ot o
oo o® oW s o®  ow s o®oTo® o @ @R oW s ® now s oW on @ om ow

® ow oW ow =

3w a = m

December 2021
woT o oFr s s

e s o4 s e s e s|e]s]e] T s 4 s
s 1 s s owm o moE 4 s 5 1 s 9 w5 3 o® oW o® o®ow s i o s w onow
oW s w onow om Mor oW ow o® ow T R R ) w BowonoBow
W ow ow omow s o@ B ow oW M B B oM @ on o B oA @ W ow @ w B B

s e s st 8

Find.. | Refiesh | Preview. |  Close

14| 4 [Recard 1 of 91

rin

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.

t2-0755 Training guide: North Time Pro absence management
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Emploges ID: 1

First name: Dave

Last name: Webb

X

= Options

Cancal |

General information

Absence category? ~] toptional

Absence to be taken? |Hoiday Full Day

=®

Take abssnos from? [Mon 16Feb 2021 | upto? [Fri19Feb2021

Entitlement
Eritlement deduction

Absence restrictians (optional)

Statistics

5 D (dan)

Absence can only be taken between? and

Marimum absence duration?

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

Absence duralion? Absence iate? -

Authorisation

Buthaiised by System

Authorisation: | Awaiting decision v| I Finalised

% Entitlement

=) < Absence Period: Fri 01 Jan 2021 - Fii 31 Dec 2021

Ertitlement: 20.00

Taken 0.00(0.00%)

Planned 17,

< Tactical Absences

= 4 Declined Absence Requests

@ No Infomation
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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.

g Abszence Management

m/03/130

[3] Outztanding abzences that reguire finalization

=t
.
"o
=
o
!—
)
c
)
c
o
wn
>
]
&=
=)
o=
=k}
= C
o
)
(O]
c
]
wn
el
T

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

Non-Finalised"

First Hame Last Hame

Close 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.

4
C
]
]
[eYo]
s}
C
Absence Bocking - (Amend) - X [4e]
Employes D: 1 First name: Dave Last name: *webb [#] E
[information | <
General information % Entitlement E
Absence calegoy? "] {optional) = &g Absence Period: Fri 01 Jan 2021 -Fri 31 Dec 2021 a
Enlilement: 20.00 %)
2 | Holiday Full . -
Absence to be taken? [Holiday Full Day ~|® Taken 0.0 (0007 n
Take absence fiom?  |Mon 15Feb 2021 _+| upto? [Fil9Feh2021 Planned: 17.00 (35.00%) [y}
Statisti ing: .00 (15.005%)
Entitlement @ sttstes : g e
Eniilemen! deduclin 5 @ ) % Tactical Absences o
= i Declined Absence Requests
Absence resrictions [optional) @ Nolrformai (]
o Information

Absence can only be taken between? | - and &
Mazimum absence duration? i=
Force absence duration to paid at a specified rate [optional) -
Absence duration? Absencs rate? - +
Authorisation o
Authorised by Sysiem =
Authorisation: ~| I Finalised (JJ
o

3

bo

oo

C

C

©

=

Cancel Ok Q
~

?
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4
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Absence and holidays on the ‘To-Do' list
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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.

¥ 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 Known és
Kennerdy wiliam

14 Employes

“filliam Kennerdy
14 Wwéilliam Kennerdy Kennerdy \villiam 14 Employee Mo
1 Dave Webb Webb Dave 1 Emplayee Mo
14 William Kennerdy Kennerdy wwilliam 14 Employes No
16 Denise Page Page Denise 16 Employes Nao
16 Denize Page Page,Denise 16 Employes Nao
14 “filliam Kennerdy Kennerdy wiliam 14 Employes Mo
20 Ronald Gibbons Gibbons Ronald 20 Employes Mo
14 éilliarn Kennerdy Kennerdy \william 14 Emplopes Mo

14 William Kennerdy Kennerdy wiliam 14 Employes Nao

2 Coop el

14 “filliam Kennerdy Kennerdy william 14 Employes Mo

14 “wéilliam Kennerdy Kennerdu Milliam 14 Emoloves No _I h
»

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, % Bradford Factor
-Essemtil 8 P q q Absence Period: Thu 10 Dec 2020 - Thu 09 Dec 2021
i ReturntoWark eneral interview information [optional) ode 1
intarview pels:
* Notepad Diate and time of interview? | Thu 09 Dec 2021 vl 03:00 Days 01
‘who carried out interview? IAdrmn LI Score: 0
:;;i‘;:é:lgg? interview oo pee < 12 Month Rolling Absence
Ahzence Period: Thu 10 Dec 2020 - Thu 03 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 System

tema:

Public Mema:

% Tactical Absences

1=« Declined Absence Requests
(&) Mo Infarmation

Cancel Ok
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Module:

m/03/150
Viewing a person’s absence and holiday entitlement

1. Click on the Absence Management Quick Link.

Quick Links

(=)

v
v

To-do List

s absence and holiday entitlement

o
LN
-~
N
m
o
~
E
@
=)
=
o
=

Absence Management

lewing a person

Absence Statistics

v

<3

V

Atftendance Adjustments

(=

Planner

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

1=

(3]

Absence Management - Filter: 'Approved’ AND ‘Finalised AND Non-Finalised - X =

Employee ID: 2 First name: Michasl (e A Coopo. SCOo0ed gJD

[Soption  Mote Absence calendar orlp displays appiaved absences. [y}

-Calendar & January 2021 Febiuary 2021 March 2021 %

- Entitlements " T W T F E kS M T W T F E E " T W T F E E Ll T W T F E E E
w28 0| s | 1] 2] s v 2 s 4 s e 1 R
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3. Click <Find> and search for the person whose entitlements you wish to view.

Befresh I Preview... I Close ”

Search for: 0 o o

Search through: | Employes D LI
Search ype: Containz ;I

o
~N
=
N
m
(=
~
E
E
S
.=
o
=

Amending an absence or holiday request

Dave wiebb ‘Webb,Dave Empla
Michael Coope Coope Michael E mpln:i
Simon Birchall Birchall Siman Emplo
b att ‘wiilkinzon “wilkinzon b att Emplo
Liz Broadhurst Broadhurst Liz Emplo
George Zelem Zelem,George Emplo
Lesley ‘wiilkinzon WilkinsonLesley  Emplo
Phillip Briggs Briggs.Phillip Emplo
b arie Tree Trer Mare Frmnln ¥

K1 _ 2

4. The person’s absence calendar will appear.

Absence Mana er: ‘Approved’ AND D Non-Finalised *
Ernplopes ID: 1 First name: Dave Lsst rame: ‘wsbb 0020
W Mote: Absence calendar only displays approved absences. Absence Reason Key...
Calendar 4 January 2021 February 2021 March 2021 April 2021 p
Enttlements M T W T F & = M T W T F & = il T w T F & = L T w T F & =
28 sl 30 # 1 2 3 1 2 F 4 5 & T 1 2 F 4
6-573310 12| afs]sfr -3|u noromow 5 6 78 3 monm
Mo B ow B BT & s omoon £ oB LR S SR PR R R TR S
E 1@ 13 20 Eil 22 23 24 15 16 1 1§ 13 20 2 2z 23 24 25 26 a1 ] - 20 2 2z 23 24 25
() @ = = o8 = 30 W sz =3 a1 = ™ @ @ 23 @ @ % = 28 3 W
=
gJO May 2021 June 2021 July 2021 August 2021
(U M T W T F s s M T W T F s s L4 T w T F s s L T w T F s s
C 1o T 1l 2] a4 '
g - 4 5 & T & 3 _ 12 13 H & i L] 3 10 1 2 3 4 5 & i &
wmon o' ow w5 W os % ot B e 2 B oM 5 B % ® 3w on e B oW
c - 3 2 = o= 2w % = w0 % = = @ m @ B om m om om ow o
b s El -
) September 2021 October 2021 Movember 2021 December 2021
(U M T W T F B B M T W T F B B il T w T F B B L T w T F B B
o e s s s e s 12 s w5 s e s e s
D— & T & a 1o 1 1= 4 5 & 1 & a 1o & 3 0 n 12 13 1 & T & 3 o 1 1=
<) BowoB o on B oW Mmor B oMoE ®T IR S SR "R R 5 o T owom
'_ a1 £ 23 30 Ed ) a1 25 3 30 3 23 0 2T L - El 1 2
— 5 4 s s T & 03
)
p—
o Find.. | Befiesh | Freview. Close
; 14| 4 [Fecord 1 orm »iw
]
S
&
2 Next, click on Entitlements.
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5. The screen will then change to display the person’s absence and holiday entitlements.

i..Entitlements

Absence Management — X ‘:
Employee [D: 2 First name: Michael Last name: Coope ° 0 o @ e ~
= Option "
;--Calgndar Entilement policy: 20 Days Holiday @ ~

Absence period:

‘whed 01 Januay 2020 Thu 31 December 2020
Tue 01 January 2019 Tue 31 December 2019
ton 01 January 2018 taon 3 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

el
wn
u
S
o
a
p
>
o
o
©
£
p =
o
u
(]
@
20
_g.n

I
O c
= ©
b0
=
©
=
T
=
(< §

Categary: Ithday d
Day

Period allowance: 20

Allowance: 20

Carry aver: 0

Credit: i+

Total entitlement: 20

Absence worked [refunded): 0 @

Absence taken: 0 @

Absence planned: 13 @

Remaining entitlement | ]

FEind. I HRefresh Preview. LClose

| 4 [Fecod 2o 51 »w

Any of the ten categories can be displayed

6. Click <Close> to leave Absence Management.

Cloze |

t2-0755 Training guide: North Time Pro absence management
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Module:

m/03/160
Awarding an absence entitlement credit in days and hours

1. Click on the Absence Management Quick Link.

Quick Links

(=)

v
v

To-do List

(@)
o)
—
N
m
o
~
E
@
=)
=
o
=

Absence Management

Absence Statistics

v

<3

Awarding an absence entitlement credit in days and hours

Atftendance Adjustments

(=

Planner

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

4
c
(3]
Absence Management - Filter: ‘Approved’ AND ‘Finalised AND Mon-Finalised - X ]
Employes ID: 2 First name: Michasl Last name: Coops SO0en %D
[Coption  Mote Absence calendar orly displays appioved absences Absence Reasan K %
i-Calandar [3 January 2021 Febiuary 2021 March 2021 April 2021 =
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s @ W @ 1 2 3 e s 4 5 6 1 R 8
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3. Click <Find> and search for the person whose entitlements you wish to view.

(@)
o)
-
N
m
(=)
~
E
@

=)
=
(=]
=

Awarding an absence entitlement credit in days and hours

w
~

BRefresh Prewiew... I

Cloze I ‘

Search for: @ o o
Search through: |Employee 1D LI
Search type: Containz ;I

] |

Dave Webb Webb.Dave Emplo
Michael Coope Coope, Michael Empln:|
Siman Birchall Birchall. Siman Ernpla
I att Wilkinzon “ilkingon M att Emplo
Liz Broadhurst Broadhurst Liz Ermpla
George Zelem Zelem,George Emplo
Lesley ‘wilkinzon Wwikingon Lesley  Emplo
Phillip Briggs Briggs.Philip Emplo
b arie Trer Trer Mane Franln ¥

2l

4. The person’s absence calendar will appear.

A oved' AND 'F X
Employee 1D: 1 First name: Dave Last name: Webh 0066
= Option Maote: Absence calendar only displays approved absences. Absence Reason Key...
Calendzr & January 2021 February 2021 Maich 2021 April 2021 |
Entitlements MoT w T F s 3 MoT w T F s 3 MmoT w T F s 3 MmoT w T F s s
2 2 a0 @ 1 2 3 12| s | afs|e]|r o2 s
) 4 - & 1 & 3 W 1oz s 4 5 8 T - ER I R ) 5 6 1 3 3 ow oW
5 o om o ouoBow oW T T P T R R R T S
= B o® e a2 o o s 8 o w2 2 RIS BN
a e 26 2 oz 2 80 A 2 a4 B o o @ EERE ECE-- - R
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35 MoT W T F % 3 MoT W T F % 3 MoT w T F % 3 MoT W T F % 3
] B - - - P T 2 3 4 5 s 1 s
e I R T T R R R
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5. Toaward an absence entitlement credit, <Right-click> on the required date and select
<New>, Absence entitlement credit.
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- o e N Absence statistics for ‘Michael Coope’ on 'Fri 23/07/2021" =]
ZHE R Bt | ] 08 Absence list for ‘Michael Coope’, January 2021 onwards'... =)
[BL [ i s Absence entitlement credits for 'Michael Coope’, January 2021 onwards'... o
T T 23 30 E

@ Planner for "Michael Coope’ on 'Fri 23/07/2027°
) Attendance adjustment for ‘Michael Coope’ on ‘Fri 23/07/2021°

GPS Tracking for 'Michael Coope’ on 'Fri 23/07/2021°

6. Next, the Absence Entitlement credit form will appear.
Abzence Entitlement Credit - (New) > Absence Entitlement Credit - (New) =
Ouverview Ouverview

For a credit to be calculated it must be approved and finalized.

Autharized by:

Authorization status: © Awaiting decizion
* Approved
" Declined

v Finalized

)

Cancel |

For a credit to be calculated it must be approved and finalized.

Settings Settings

Drate: Drabe: Im

Category: IHoIida_l.J ;I Categony: IHDIida_l,l LI
Credit: IW [day] Credit; IJ.JJT [haour and minute]

Memo: Mema:

Authorisation Authorisation

Authorised by:

Authorization statuz " Awaiting decizion
& Approved
" Declined

v Finalized

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.

Awarding an absence entitlement credit in days and hours
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