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Service - Availability Exceptions

We are currently updating our site; thank you for your patience.

SERVICE

AVAILABILITY EXCEPTIONS

Availability Exceptions are any changes to a person's standard availability
which may deem them unavailable when they usually are, or available when

they usually are not.
For example;

/ An Unavailable exception may be used to reflect an employee taking

annual leave or paternity leave.

J An Available exception may be used to reflect an employee being avail-

able to work when they are not usually available or required e.g. on a public
holiday.

Ribbon Access: Service > Availability Exceptions
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1. The Availability Exceptions for employees screen will be displayed.
2. Select the name of the employee or technician you wish to add an avail-
ability exception for.
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VIEW AVAILABILITY EXCEPTIONS

3. Click on the expand icon to display the Availability Exceptions sub

grid. A list of all the availability exceptions that have already been recor-

ded for the technician will be displayed.

E/T Note that when the expand icon in front of the employee name appears

feint, that indicates that no data has been recorded yet in the sub grid. If the

expand icon is bold, then content is available for viewing.

’ ¥ for - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =8 x|
‘ G_ | Home /locations  Contract  Finance /HR  Inventory [Projects  Mar Sales  Service  Reporting  Utiities - & x
A ) = NS
O XOQ S T
Add Edit Delete Back | Savelayout Workspaces | Refresh ‘ Excel
Maintenance Format 4| Curr.. | Vie ad
EmployeeNumber Firsthame LastName FulName  SecondName | Initials  Manager DepartmentName  PhoneNumber Extension Fax... EmalAddress  MobileNur
o a0 L3 #0c L3 e L3 L3 0 L3 L BN+ 3 [ 3
@ puUTo01 Bianca Du Toit BiancaDu ... Susan BS Belinda Sharman  Sales Department 031 1234564 1234 031.. kameshni.pil... 0831
SHA0OL Belinda Sharman Belinda Sh B Bianca Du Toit 0 Belinda@TES.
E HARDO1 Wesley Haynes Wesley Ha... w BiancaDuToit 0 Wesley@TES...
© BALOD1 S Cooper Steven Co.. H Belinda Sharman 0 Steven@TES.
B Youl Karlien Jessica ,’ ‘Young Dunnaway Svenson Karlien Jes. K 0 Karlien Jessic.
3= George James' Reddy Jefferson Rohrbaugh George Ja G Wesley Haynes 0 George Jame..
Avaiabilty Exceptions ‘V
| AvailabilityCode | Description ExceptionReason ExceptionDate  StartTime EndTime  UnAvaiableTime IncreaseDecrease IsUnavailable CreateUser
(AR 3 s 3 e - ac {3 - - =3 -
» UN Unavailable Leave 26/05/2017 08:00:00 17:00:00 9.00 -1 Yes 101
EMP123 Carolina Suzzetta  Lourens van den Adendorf Carolinas... c BiancaDuToit 0 Carolina Suzz...
DG001 John Twain John Twain ] Belinda Sharman 0 John@TEST ...
e lius Stevenson Rodenhizer Tomljenovic  Markus Ari... M John Twain 0 Markus Ariliu...
viewed jtark Johnson Stevenson Jones Michael-St... M Markus Ariius S... 0 Michael-Stark...
cg co3 Administrator CO3 Admi... c 0 CO3@TEST ...
@ TAD00Y Theo Peterson TheoPete... Peter ™ Belinda Sharman 0 031258 1425 198 031.. Theo@TEST ... 0832
MUDO001 Judith Mudzengi Judith Mu... ] Bianca Du Toit Sales Department 123 456 7830 Judith@TEST... 0102C
™ Joseph Timber Joseph Ti... 1 0 Joseph@TES...
Johnson Ben Johns... B Steven Cooper 0 031 123 4567 031... Ben@TESTA...
Rivers Jade Rivers ] 0 Jade@TEST ...
| User: JulsndsK | 07/12/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

ADD AVAILABILITY EXCEPTION

4. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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’ ¥ for - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =8 x
e | Home /locations  Contract  Finance /HR  Inventory /Projects  Mar Sales  Service Reporting  Utities - & X
p 1 . -
0| X O & &
Add Edit Delete Back Save Layout Wcrl?aces Refresh ‘ Excel
Maintenance 4| Vie I d
EmployeeNumber FirstName LastName FulName  SecondName Initials | Manager DepartmentMame  PhoneNumber | Extension Fax... EmailAddress  MobileNumber HomeNumber | IDNumber
v ol o0 o P 10 o |l o0 o0 P W0 | e o oD 10c
B DUT00L Bianca DuToit  BiancaDu.. Susan BS Belinda Sharman  Sales Department 0311234564 1234 031.. kameshnipil . 083 1234567 031789 4561 80012300 ‘
SHA0O1 Beinda  Sharman  Belinda Sh.. B BiancaDuToit 0 Belinda @TES...
B HARDO1 Wesley  Haynes  Wesley Ha. w BiancaDuToit 0 Wesley@TES..
BALOO1 Steven Cooper Steven Co... s Belinda Sharman 0 Steven@TES...
. YoungD... Karlien Jes. K 0 Karlien Jessic..
.. Reddy ).. George Ja... G Wesley George Jame..
EMP123 Carolina ... Lourens ... Carolina$ Process Tan: ot 0 Carolina Suzz... 86041524
DGOO01 John Twain John Twa ;} Add elinda Sharman 0 John @TEST ...
STEDO1 Markus _ Stevens. . Markus A A0d New Shift Exception oo 0 Markus Aciiu..
JOHOOL Michael-.. Johnson... Michaels ©  Fdit larkus Ariius S... 0 Michael Stark...
co3 co3 Admnist. CO3Adm 0 CO3@TEST
TADOO9 Theo Peterson  Theo Petr 3 U_‘-‘_‘E‘ elinda Sharman 0 0312581425 198 031.. Theo@TEST .. 083258 1425 031654 1234 77110630
MUDOO1 Judith Mudzengi  JudithMy Clear iancaDuToit  Sales Department 123 456 7890 Judith@TEST... 0102030405 9876543210 11223344
™ Joseph  Timber  JosephTi “Ib Clear Filter 0 Joseph@TES... 98765432
BEN Ben Johnson  Ben John: teven Cooper 0 031 123 4567 031.. Ben@TESTA... 031321 4567
E147282 Jade Rivers Jade Rivers bl 0 Jade @TEST ...
E987654 Jeff Rivers Jeff Rivers bl 0 Jeff@TEST A...
MILOO1 Abigal  Mine Abigail Milne: A Sales Department Abigal @TES..
DUT004 Test Employee  TestEmpl... T 0 Test@TEST ...
DUTO005 Mary Saunders  Mary Saun. M 0 Mary@TEST ..
DUT002 Tammy  DuToit  TammyDu... T 0 Tammy @TES...
DUTO10 Bianca Surendo... Bianca Sur... B 0 0311234564 1234 031... Bianca@TES.. 083 1234567 031789 4561 800]23(20 ad
Open Windows ~ | User:lulandaK | 07/12/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 .

5. The Availability Exception screen will be displayed.

AVAILABILITY EXCEPTION DETAILS

Employee Name: This field will populate with the name of the
technician initially selected.

Start Date of the exception: The current date will display in this
field. Type in or click on the down arrow to select an alternative
start date using the calendar function.

End Date of the exception: This field will populate with the same
date selected as the start date. Type in or click on the down arrow
to select an alternative end date using the calendar function.
Code: Click on the down arrow to select the appropriate excep-
tion reason code from the code list.

Exception Reason: Click in the text box to type the detail as to

why this exception is occurring.
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* Exception Start Time: This field will auto populate with the start
time for a normal working day (08:00:00). Type in or use the
arrow indicators to adjust the start time for the exception, if
required.

* Exception End Time: This field will auto populate with the end
time of a normal working day (17:00:00). Type in or use the arrow

indicators to adjust the end time for the exception, if required.

SAVE AVAILABILITY EXCEPTION

6. When you have finished adding the availability exception details, click

on Save.
7. You will receive the Exception Complete message to confirm that;
* Availability Exception has been saved.

a = eﬁ > ion - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 —JLo jx
@ Home = Equipment /Locations Contract  Finance /HR  Inventory i /Projects  Mar i Pr Sales  Service  Reporting  Utiities - &
Save | Back
cessng  u &
Employee Name George James Reddy Jefferson Rohrbai
Start date of the exception | 17/12/2021 v *
End date of the exception |07/01/2022 v|*
Code Onleave
Exception Reason Bnnual Leave
Exception Start Time 08:00:00
Exception End Time  17:00:00
Exception Complete 4—0 X
= ya
Availability Excéption has been saved.
Open Windows v | User: Julsndak | 07/12/2021 | Version:: 2.5.0.4 | Example Company v2.5.0.0
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9. You will return to the Availability Exceptions for employees.

10. View the exception by clicking on the expand icon of the technician to

display the Availability Exceptions sub grid.

E/T Note that a separate entry has been created for each day of the

Availability Exception period.

° ¥ for - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 = el x]
- /locatons  Conract  Finance /HR  Inventory IProjects  Mar Sdles  Service Reporting  Utiltes == x
c il §
OuXO | & @
Add Edit Delete Back Save Layout Wofk?aces Refresh Excel
Maintenance o Format D
EmployeeNumber FirstName LastName FulName  SecondName Initisls  Manager DepartmentName | PhoneNumber Extension Fax... EmaiAddress  MobileNumber HomeNumber ~IDNumber
ML e Qe e e e e B e e @ A e e A0 -
»[EJReD001 "} George J... Reddy ). George Ja. G Wesley Haynes 0 George Jame.
‘ Availability Exceptions
2 | AvailabilityCode Description ExceptionReason ExceptionDate  StartTime EndTime UnAvaiableTime IncreaseDecrease IsUnavailable CreateUser
ML "0 Qe = e e = = Qe = i
oL On Leave Annual Leave 17/12/2021 08:00:00 17:00:00 9.00 -1 Yes 5
oL OnlLeave Annual Leave 18/12/2021 08:00:00 17:00:00 9.00 -1 Yes 5
oL OnLeave Annual Leave 19/12/2021 08:00:00 17:00:00 9.00 1| Yes =4
oL OnlLeave Annual Leave 20/12/2021 08:00:00 17:00:00 9.00 -1 Yes 5
oL OnLeave Annual Leave 21/12f2021 08:00:00 17:00:00 9.00 -1|Yes 5
oL OnLeave Annual Leave 22/12/2021 08:00:00 17:00:00 9.00 -1 Yes 5
oL On Leave Annual Leave 23/12f2021 08:00:00 17:00:00 9.00 -1 Yes 5
oL On Leave Annual Leave 24/12/2021 08:00:00 17:00:00 9.00 -1 Yes 5
oL OnLeave Annual Leave 25[12f2021 08:00:00 17:00:00 9.00 -1 Yes 5
oL OnLeave Annual Leave 26[12{2021 08:00:00 17:00:00 9.00 -1 Yes s
oL OnlLeave Annual Leave 27122021 08:00:00 17:00:00 9.00 -1 Yes 5
oL Onleave Annual Leave 28/12/2021 08:00:00 17:00:00 9.00 -1 Yes S
o= o e e — s e — i -
EMP123 Carolina ... Lourens Carolina 5. c Bianca Du Toit o Carolina Suzz... 86041524
DGO01 John Twain John Twain ] Belinda Sharman 0 John@TEST ..
STE001 Markus ... Stevens.. Markus Ari... M John Twain o Markus Ariliu...
JOHO01 Michael-... Johnson... Michael-St... M Markus Arilus S... 0 Michael-Stark... -
— »
Open Windows ~ | User : JulandaK | 07/12/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 v

EDIT AVAILABILITY EXCEPTION

1. On the Availability Exceptions for employees screen,

Click on the expand icon of the employee, to display the Availability

Exception sub grid.

3. Click in the row of the availability exception you wish to edit.
4. Click on Edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
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® - (1] > for - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 [=Jla[x
| @ | rome | Equpment/locatons  Conact  Fnance /MR Inventory [Projects  Mar Sadles  Servie  Reporting Utiities - 7 x
= . =N
L)
X0 X & T
Edit |Delete Back | Savelayout Workspaces | Refresh | Excel
Maintenance Format o cor | View . a
EmployeeNy/. v/ FirstName | LastName FulName | SecondName Initials  Manager Departmentame  PhoneNumber | Extension Fax... il ber | IDNumber
v e ' Ae ac e Al o0c ol o0c e Al Qe e e e e -
®, 01 ! KarlienJ... YoungD... Karlien Jes.. K o Karlien Jessic...
» 'I'[M Y Joseph Timber Joseph Ti J L] Joseph@TES. 98765432
Availability Exceptions ‘
4 | AvailabiityCode Description ExceptionReason ExceptionDate  StartTime EndTime UnAvailableTime ' IncreaseDecrease IsUnavailable  CreateUser
? | o o ol = e s = = o =
EUN Urervadabh ing 1T paper 07/12/2021 08:00:00 70000 LT 1 Yes 536
: ‘___._.-p
ﬁ Add
THOO01 Mary Thompson Mary Tho... M Belinda Sharman 0 Add New Shift Exception
TADOO9 Theo Peterson  TheoPete.. Peter T Belinda Sharman 0 031258 1425 198 A - Edit B 1425 0316541234 771106301
STO001 Troy Stokes  Troy Stokes T Sales Department “ Edit Shift Exception
STE001 Markus ... Stevens.. Markus Ari. M John Twain o Delete
SHADOL  Beinds  Sharman BeindaSh. B BancaDuToit 0 Deleks Suft Excption
ROW001 David Rowe DavidRowe Christopher ~ DC Belinda Sharman  Sales Department 222222 2 =N gtarﬁlm 333333 111111
ar
REP0O1 Marc Repsold  Marc Reps. M Sales Department
B REDOOL George ... Reddy ). George Ja.. G Wesley Haynes 0 weorge Jame...
PILOOL Kame Pillay Kame Pilay K 0 kameshni.pil...
NDW0O1 Sne Ndwalane Sne Ndwal. s Sales Department snenhlanhla.
MUDO01 Judith Mudzengi  Judith Mu... pl Bianca Du Toit Sales Department 123 456 7890 Judith@TEST... 0102030405 9876543210 11223344
MILOD1 Abigal  Mine ‘Abigail Mine A Sales Department Abigail @TES .
KHUO1 Andile Khumalo  Andile Khu... A BiancaDuToit  Sales Department Andile @TEST ..
KES001 Julanda  Kessler  Julanda K. J Sales Department
p— = e = = e —— R e e
Open Windows ~ | User:JulandaK | 07/12/2021 | Version:2.5.0.4 | Example Company v2.5.0.0

5. The Availability Exception screen will be displayed.

6. When you have finished making your changes, click on Save.

* The example changed to End Time from 17:00 to 13:00
7. When you receive the Exception Complete message to confirm that;
* Availability Exception has been saved.

8. Click on OK.
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e__»nvmm-mvmum»m-*mmm b}&@'
/locations  Contract  Finance /HR  Inventory /Projects  Mar Sdes Service Reporting Utiities - & x
23

Employee Name Joseph Timber
Start date of the exception | 07/12/2021 v|*
End date of the exception | 07/12/2021 v*
Code Unavaiable < |*

Exception Reason Programming II Examination paper *

Exception Start Time 08:00:00

IORE

Exception End Time [E200:00

X

Exception Complete 4—¢

L
0 Availability Exception has been saved.

00— =]

Open Windows ~

| User: JuandaK | 07/12/2021 | Version: 2.5.0.4 = Example Company v2.5.0.0 A

9. You will return to the Availability Exceptions for employees screen.
10. Note the edited details in the Availability Exceptions frame.

s - > for - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =EGg)|
| @ | tome | [locations  Contract  Finance /HR _Inventory [Projects i Sdes  Service  Reportng  Utiities - & x
= 3 s -
@Oz XO ®| & T
Add Edit Delete Back | Savelayout Wofl\?aczs Refresh | Excel
Maintenance Format Q| Cur.. | View Ll
EmployeeNu... v FirstName LastName FulName  SecondName Initisls | Manager DepartmentName  PhoneNumber  Extension Fax... i t ber | IDNumber
- A o0 o0 Al o A e i0c A O A odc o A0 -
B You001 Karlien ... YoungD... Karlien Jes... 3 0 Karlien Jessic...
» B TIM Joseph  Tmber  JosephTi.. bl 0 Joseph@TES... 98765432
Availability Exceptions
@ AvailabiityCode Description ExceptionReason ExceptionDate  StartTime EndTime UnAvailableTime IncreaseDecrease IsUnavailable CreateUser
|- "0 "0 = 0 3 *——@ = 0 =
yin " Unavaiabl I paper 07/12/2021  08:00:00 13:00:00 5.00 -1 Yes 53
“ »
THOO01 Mary Thompson Mary Tho... M Belinda Sharman 0 Mary @TEST ...
[ TADOOY Theo Peterson  TheoPete... Peter ™ Belinda Sharman 0 031258 1425 198 031.. Theo@TEST .. 083258 1425 0316541234 771106301 |
STO001 Troy Stokes  Troy Stokes i Sales Department
STE001 Markus . Stevens.. Markus Ari M John Twain 0 Markus Arilu...
B SHA00L Belnds  Sharman  Belinda Sh.. ] BiancaDuToit 0 Belinda@TES...
ROWOD1 David Rowe DavidRowe Christopher  DC Belinda Sharman  Sales Department 222222 2 444.. davidr@test. 555555 333333 111111
REPO01 Marc Repsold  MarcReps M Sales Department marc.repsold.
B RED0OL George )... ReddyJ.. GeorgeJa... G Wesley Haynes 0 George Jame...
PILOOL Kame pilay Kame Pilay K 0 kameshni.pil...
NDW0O1 Sne Ndwalane  Sne Ndwal H Sales Department snenhlanhla. .
[ MUD0O1 Judith  Mudzeng Judith Mu bl BancaDuToit  SalesDepartment 123 456 7890 Judith@TEST... 0102030405 9876543210 11223344
MIL0O1 Abigail  Mine Abigail Mine A Sales Department Abigail GTES...
KHU00L Andile Khumalo  Andile Khu... A Bianca Du Toit  Sales Department Andile @TEST...
KES0D1 Juanda  Kessler  JulandaK. i Sales Department -
== B S - - = e o e e
Open Windows v | User:JulandaK | 07/12/2021 | Version:2.5.0.4 | Example Company v2.5.0.0
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DELETE AVAILABILITY EXCEPTION

1. On the Availability Exceptions for employees screen,
Click on the expand icon of the employee, to display the Availability
Exception sub grid.

3. Click in the row of the availability exception you wish to delete.

4. Click on Delete.

@ Short cut key: Right click to display the Process menu list. Click on Delete.
$ - &— - ions for - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =)
Lf;\\m /locations  Contract  Finance /HR  Inventory i /Projects  Mar i Sales  Service Reportng  Utiities - 8 x
c ] S
O X0 ®| & B
Add  Edt |Delete | Back | Savelayout Workspaces | Refresh ‘ Excel
Maintenance P Format 4| Cur.. | View 4 i
EmployeeNy(.. + FirstName LastName FulName  SecondName Initisls  Manager Departmentame  PhoneNumber | Extension Fax... EmailAddress  MobileNumber HomeNumber IDNumber
L3 e Qe 0 e Qe L Qe e L 3 oD oD e D -
[t Rowe DavidRowe Christopher  DC Belinda Sharman  Sales Department 222222 2 444.. davidr@test.. 555555 333333 11111
: Marc. Repsold  MarcReps... M Sales Department marc.repsold...
DR.EDBO!. v George J... Reddy .. GeorgeJa G Wesley Haynes 0 George Jame .
Q| AvailabiityCode Description ExceptionReason ExceptionDate  StartTime EndTime  UnAvailableTime  IncreaseDecrease IsUnavailable CreateUser
¥ | e 0 e = Qe "0 = = Qe = “
oL OnLeave Annual Leave 27/122021 08:00:00 9.00 -1 Yes 5
oL OnLeave Annual Leave 28/12/2021 08:00:00 .00 -1 Yes 5
oL On Leave Annual Leave 29/12/2021 08:00:00 9.00 -1 Yes 5!
oL OnLeave Annual Leave 30/12/2021 08:00:00 9.00 -1 Yes 5
oL OnlLeave Annual Leave 31/12/2021 08:00:00 9.00 1 Yes 5
¥ oL On Leave Annual Leave 01/01/2022 08:00:00 9.0 . -1 Yes 5
moc. OnLeave Annual Leave 02/01/2022  08:00:00 — X ; -1 Yes 5
oL OnLeave Annual Leave 03f01/2022 08:00:00 ) -1 Yes 5
oL OnLeave Annual Leave 04/01/2022 08:00:00 17:00:0( ﬁme Shift Exaeption -1 Yes 5
oL OnLeave Annual Leave 05/01/2022 08:00:00 7000 & -1 Yes 5
oL On Leave Annual Leave 06/01/2022 08:00:00 17:00:00 % Edit Shift Exception -1 Yes 5
oL On Leave Annual Leave 07/01/2022 08:00:00 17:00:0¢ §¢ Delete 14 -1 Yes 59
Delete shift Exception .
PILOOY Kame  Pillay  KameFilay I3 0 -l
NDWO0O1 Sne Ndwalane Sne Ndwal... S Sales Department -
v
Open Windows ~ | User:JulandaK | 07/12/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 4

5. When you receive the Delete Availability Exception message to con-
firm;
* Are you sure you want to delete this availability excep-
tion?
6. Click on Yes.
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' = for BPO: Version 2.5.0.4 - Example Company v2.5.0.0 o (x]
E Home | /locations  Contract  Finance /HR  Inventory /Projects  Mar Sales  Service Reporting  Utiiies - & X
Add Edit Delete Back Savelayout Workspaces | Refresh | Excel
-
Maintenance . Format 4| Curr.. | View 4 Q
EmployeeNu... v FirstName LastName FulName  SecondName Initials | Manager Departmentame  PhoneNumber | Extension Fax... b ber  IDNumber
LK e ac e e o0c e o e e e e e e e -
ROWO001 David Rowe David Rowe  Christopher DC Belinda Sharman  Sales Department 222222 2 444.. davidr@test.. 555555 333333 111111
REPDO1 Marc Repsold  Marc Reps. M Sales Department marc.repsold..
» B REDOOL George )... Reddy .. George Ja G Wesley Haynes 0 George Jame .
Availability Exceptions
a | AvailabilityCode | Description ExceptionReason ExceptonDate  StartTime EndTime  UnAvaiableTime IncreaseDecrease IsUnavailable  CreatelUser
(AR 3 afc L3 - L= -3 - - Qe - -
o OnLeave Annual Leave Delete Exception @ = 5 J 9.00 -1 Yes =
oL OnLeave Annual Leave I 9.00 -1 Yes 5
Annual Leave L X 1| .
el nteme Are you sure you want to delete this availability exception? o Jhs S
oL On Leave Annual Leave 9.00 -1 Yes 5
oL On Leave Annual Leave 9.00 -1 Yes 5
I g s [ o —
» 0oL On Leave Annual Leave 9.00 -1 Yes 5
oL On Leave Annual Leave 03/01/2022 08:00:00 17:00:00 9.00 -1 Yes 5
oL OnlLeave Annual Leave 04/01/2022 08:00:00 17:00:00 9.00 -1 Yes s
oL On Leave Annual Leave 05/01/2022 08:00:00 17:00:00 5.00 -1 Yes L
oL On Leave Annual Leave 06/01/2022 08:00:00 17:00:00 9.00 -1 Yes 5
oL On Leave Annual Leave 07/01/2022 108:00:00 17:00:00 9.00 -1 Yes c4
4 »
PILOO1L Kame Pillay Kame Pilay K 0 kameshni.pil...
NDWOO1 Sne Ndwalane  Sne Ndwal... H Sales Department snenhianhla. ... -
K ) »
Open Windows ~ | User: JuandaK | 07/12/2021 | Version:2.5.0.4 | Example Companyv2.5.0.0 .

7. You will receive the delete confirmation message next;
* Availability exception deleted.
8. Click on OK.

‘ = for BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =
E K‘ /Locations  Contract  Finance /HR  Inventory /Projects  Mar Sales  Service  Reporting  Utilities - & X
OXO0 B B &%
Add Edit Delete Back | Savelayout Worh?aces Refresh | Excel
Maintenance . Format i Cur.. | View . o
EmployeeNu... v FirstName LastName FulName  SecondName Initials | Manager DepartmentName  PhoneNumber | Extension Fax... il k ber  IDNumber
k3 L3 oQe 0 o0 o e B B 0 Q| oD e 0 0 -
ROWODD1 David Rowe David Rowe Christopher DC Belinda Sharman  Sales Department 222222 2 444.. davidr@test.. 555555 333333 111111
REP0O1 Marc Repsold  MarcReps. M Sales Department marc.repsold..
» B REDOOL George J.. Reddy J.. George Ja G Wesley Haynes 0 George Jame..
Avaiability Exceptions
Q| AvailabiityCode Description ExceptionReason ExceptionDate  StartTime EndTime  UnAvaiableTime  InceaseDecrease IsUnavailable CreateUser
AL 3 o0c "l = Qe L3 = = e = -
oL On Leave Annual Leave X 17:00:00 9.00 -1 Yes 4
oL On Leave Annual Leave 17:00:00 9.00 -1| Yes 5
o Onteave el Availability exception deleted 170000 00 b 5
oL On Leave Annual Leave 17:00:00 9.00 -1 Yes 5
oL OnLeave Annual Leave 17:00:00 9.00 -1 Yes 5
oL OnlLeave Annual Leave °_> 17:00:00 9.00 -1 Yes 5
» 0L On Leave Annual Leave 17:00:00 9.00 -1 Yes 5
oL On Leave Annual Leave 03/01/2022 08:00:00 17:00:00 9.00 -1 Yes 5
oL On Leave Annual Leave 04/01/2022 08:00:00 17:00:00 9.00 -1 Yes 5t
oL OnLeave Annual Leave 05/01/2022 08:00:00 17:00:00 2.00 -1 Yes 5
oL On Leave Annual Leave 06/01/2022 08:00:00 17:00:00 9.00 -1/ Yes s
oL On Leave Annual Leave 07/01/2022 08:00:00 17:00:00 9.00 -1 Yes 5 v
“« »
PILO01 Kame Pilay Kame Pillay K L] kameshni.pill...
NDWO0O1 Sne Ndwalane Sne Ndwal... s Sales Department snenhlanhia. .. -
4 »
Open Windows ~ | User: JuandaK | 07/12/2021 | Version:2.5.0.4 | Example Company v2.5.0.0 4
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9. The deleted exception has been removed from the Availability Excep-
tions frame.
10. Collapse the frame when you are done.
11. Click on Back to close the screen.

'. - jons for - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 ghi‘@‘
| @ | Home | Equpment/Locations Contract Fnance /HR Inventory M [Projects  Manufacuri Seles  Service Reporting  Utiites - & x
= > S -
O 2 X0 & & T
Add  Edt Delete | Back | Savelsyout Workspaces | Refresh | Excel
Maintenance P Form 4| Curr.. | View 4 ol
EmployeeNu... v FirstNeme LastName FulName  SecondNeme Initisls  Manager DepartmentName  PhoneNumber | Extension  Fax i [ ber  IDNumber
v ol o e o o e e o e o0 o o o o0 -
@ You001 Karlien J... YoungD... Karlien Jes.. K (] Karlien Jessic...
B ™ Joseph  Timber  JosephTi.. 3 0 Joseph@TES. 98765432
THO001 Mary Thompson  Mary Tho... M Belinda Sharman 0 Mary @TEST ...
B TAD00Y Theo Peterson  TheoPete... Peter ™ Belinda Sharman 0 031258 1425 198 031.. Theo@TEST ... 0832581425 0316541234 771106301
STO00L Troy Stokes  Troy Stokes T Sales Department
STEOO1 Markus .. Stevens... Markus Ari M John Twain 0 Markus Arilu...
B SHADOL Beinda  Sharman  Belinda Sh.. B BiancaDuToit 0 Belinda@TES...
ROW001 David Rowe  DavidRowe Christopher DC Belinda Sharman  Sales Department 222222 2 444.. davidr@test... 555555 333333 111111
REPOD1 Marc Repsold  Marc Reps. M Sales Department marc.repsold.
»[BlReooor  George .. Reddy .. Georgeda G Wesley Haynes 0 George Jame
Availabiity Exceptions
2| AvaiabiityCode Desciption ExceptionReason ExceptionDate  StartTime EndTme  UnAvailableTime IncreaseDecrease IsUnavailable CreateUser
? e e - L3 - - L3 - =
oL OnLeave Annual Leave 31122021 17:00:00 9.00 -1 Yes s
oL On Leave Annual Leave 01/01/2022 17:00:00 9.00 -1 Yes 4
oL On Leave Annual Leave °—>u3/u1,lznzz 17:00:00 9.00 -1 Yes 5
oL OnLeave Annual Leave 04/01/2022 17:00:00 9.00 -1 Yes s
oL OnLeave Annual Leave 0sfo1/2022 17:00:00 9.00 -1 Yes 5
oL On Leave Annual Leave 06/01/2022 17:00:00 9.00 -1 Yes 5
oL OnLeave Annual Leave 07/01/2022 08:00:00 17:00:00 9.00 -1 Yes 5
“ L -
IX »
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