ISR

SOFTWARE

Absence Manager V8.5 NEW FEATURES / Bug fix LIST — 3rd July
2007
Define working week pattern:

You can specify the working week for users by opening their user record
— Show Me \ Users and double clicking on their record.

Next open the third tab “Working Week” — see below:

o add Deputy ; & Change Username -E:’,-E Wiewy ar Change Enfitlements

User Record And

User | Calendar Contral | YWarking \Week | Approvers | CurrentYear Summary | Next Year Summany

Define users working week - specify the standard number

of hours worked on each day

Ilse the working week values set below - NOTE this will override the default settings for this user

T Yes
@« Mo
hlonday Tuesday Wednesday Thur=sday Friday Saturday Sunday
72 72 7.2 72 72 a 0

To activate using a specific working week pattern for this user change
the radio button option to Yes and then enter the hours the user works
on each day of the week.

If this option is set to Yes Absence Manager will use this working week
pattern when calculating days used when requesting leave.



If the radio button is set to No the default options will be used, these can
be:

Include weekends in date calculations
Exclude weekends in date calculations
Prompt user whether to include weekends in date calculations

The above setting are dictated by the value in the global settings,
Administration \ Global settings (second tab)



Modify dates for existing requests

To allow users to modify the start and end dates for requests they have
made you must turn this option on in the global settings — Administration
\ Global Settings Tab 3:

See the screen shot below:

Settings 1 I Seftings 2 | Setting 3 I Settings 4 | ok |
| k.

Irtegrate with personal calendars wwhen regquests do not require spproval?

Users who define their own appravers can select fram © allUsers i Existing Approvers
Al users to modify reguest dates after submitting requests & yes No>‘<

Approvers can create requests on behalf of @& allUsers © Just uzers they approve

With this option turned on users can modify existing requests provided
the request start date is still in the future.

This is a useful feature for leave requests such as sickness notifications
when the request dates may need to be extended.



Lock request months

If you want to temporarily lock a particular month to prevent users from
requesting leave that falls in that month this can be achieved by an
Administrator accessing the global settings, Administration \ Global
settings and selecting the “Settings 4” tab — see screen shot below:

Database Configuration [ |

Settings 1 I Settings 2 | Setting 3 | I
MOTE: Locking months will prevent users from requesting leave during the specified maonthiz).

Lock January ez (% Mo

Lock February C ver & No

Lock March  ves & No

Lock &pril ez ¥ No

Lock May © ves F No

Lack June  Yez & No

Lock July  vez & o

Lock Sugust  ves & No

Lock September © ves O Mo

Lock October & ves U No

Lock hovember  ves & No

Lock December © ves F No

If any of the months are set to Yes users are prevented from creating
requests for those months.

This can be useful if you need to temporarily freeze a month whilst
calculating salary.
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