cCOO=
Employee Overtime and Holidays

HUMAN RESOURCES

EMPLOYEES - OVERTIME AND HOLIDAYS

The Overtime and Holidays tile in the Employees listing screen will direct you

to the Availability Exceptions listing screen.

Availability Exceptions are any changes to an employee's standard avail-
ability: time that the employee is unavailable when usually available or time

when the employee is available when usually unavailable.
In BPO, employee availability exceptions can be used to specify:

i. the number of unavailable labour hours for each day that an employee
will not be present or available during their usual working hours.
° An Unavailable exception may be used to reflect an
employee taking annual or compassionate leave.
ii. the number of labour hours for each day that the employee will be avail-
able and present outside of their usual working hours.
° An Available exception may be used to reflect an employee

being able to work on a public holiday.
These exceptions can be recorded from the Employees listing screen.

Availability Exceptions for employees who are also Technicians can also be

recorded in the BPO Service module - click on the link for further inform-

ation.

If an employee is also a Technician, any edits made to the availability excep-
tions from either the HR module or the Service module will reflect in the

other module screens.

Ribbon Access: Finance and HR > Employees
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$ - BPQ: Version 2.4.0.11 - Example Company — (e [x
@ | caupment/Locations oonuact| Finance | HR llnvanmry Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities

@ O %

Financial DebitOrder || Employees | Crafts

| Periods  Batches

Finance 4| Human Resources | @

1. The Employees listing screen will display.

VIEW EMPLOYEE AVAILABILITY EXCEPTIONS

SELECT EMPLOYEE

2. Select the row of the employee whose availability exceptions schedule
you wish to view.
3. Click on the Overtime and Holidays tile.

e - Employees - BPO: Version 2.4.0.11 - Example Company — (o [x
& | Home | Equpment/locstons  Conbact | Finance /MR Inventory  Mantenance [Projects  Manufscwring  Procurement  Sales  Semviee  Reportng  Utiities - & x
L

©OUXE = % o

Add  Edit Delste View | Savelayout Workspaces ‘Reports Export | Refresh

Maintenance | Format View Curr B
Links [
Employeehumber | FullName EmaiAddress Manager Department | PhoneNumber | MobileNumber | Extension  Status
? | o L e ol ol o o o e -
DUTOD4 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za
DUTO05 Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.co.22
DUTD10 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234
£147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za
ESB7554 Jeff Rivers JefF@TEST ALPHA v2.4.0.0 DB.co.za
EMP123 Carolina Suzzettal... Carolina Suzzetta@TEST ALPHA v2.4.0.0... Bianca DuToit
HARODL Vesley Haynes Viesley@TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit
10001 Sasha Jones BiancaDuToit  Sales
JOHOD1 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB.... Markus Ariius Ste...
Payrol Data Hjum Judah Mine judahm @test.co.za.za Belinda Sharman  Sales 9876543210 1122334455

KES001 Julanda Kessler Sales

KHUOD1 Andie Khumalo Andile @TEST ALPHA v2.4.0.0DB.co.za Bianca Du Toit Sales

MILOOL Abigail Mine Abigail @TEST ALPHA v2.4.0.0 DB.co.za Sales

MUDOOL Judith Mudzengi Judith@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Tait Sales 123456 7390
NDWDO1 Sne Ndwalane snenhlanhla.ndwalane @co3.c0.za Sales

PILO0L kame Pilay kameshni.pilay @co3.co.2a

REDOD1 George JamesRed .. George James@TEST ALPHA v2.4.0.0DB... Wesley Haynes

REPOO0L Marc Repsold marc.repsold@co3.co.za Sales

SHAOD1 gelinda Sharman Belinda@TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit

STEODL Markus Ariius Stev._.  Markus Arilus@TEST ALPHA v2.4.0.0DB. .. John Twain

STO001 Troy Stokes Sales

TADODS Theo Peterson Theo @TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083258 1425 198

Tunnn rerin Mars BTEET ALDHA 11740 008 Bolind ch

A
A
A
A
A
A
A
A
A
A
A
A
A
A
A
A
A
A
A
A
A
A

1. The Availability Exception for : [ ] screen will open.

2. Here you can view the selected employee's details in the data grid.

Help v2.5.0.14 - Pg 2 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cCOO=
Employee Overtime and Holidays

3. To view the employee's availability exceptions you will need to open
the data sub grid. To do this, click on the expand button in the row of

the employee.

® Note: In this example, the employee has no exceptions currently
linked. The expand button in the row of the employee is faint
which indicates that there is no content in the sub grid. Should

there be content, this expand button would be bold.

g - g ions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company -
| & | Home | Equpment/locations  Conwact Finance /MR Inventory  Maintenance /Projects  Manufachring  Procurement  Sales  Service  Reportng  Utites - & x
= 4 5 e
> $ ‘;i .51
O xXO ®’ ‘W e
add  Edt Dele=  Back | Savelayout Workspaces | Refresh | Excel .
Maintenance Format | Curr... | View . &
|Emp1uyeeNumhar FirstName | LastName | FulName | SecondMame  Initials  Manager DepartmentName | PhoneNumber | Extension | Fax... EmailAddress  MobileNumber HomeNumber | IDNumber
vl e o o0 o o0: Wb Wb o0 o o e ofc Wb Wb o
’DMl Judsh  Mine Judsh Mine Isaizh a1 Belinda Sharman  Sales Department 8875543210 7 judshm@test.. 1122334455 1234567890 01020304

1. The Availability Exceptions sub grid will open. This sub grid will list all
of the exceptions currently linked to the employee. You can see in this

example that there is no content in this sub grid.

ADD EMPLOYEE AVAILABILITY EXCEPTION

2. Click on Add.
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Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company [=Jle]ix]

3 | Home | Equpment/locans Contract Finance /4R Inventory  Maintenance /Projects  Manufscturing  Proarement  Sales  Servie  Reporting Utifies - & x

X0 [ H o

Vo
Edit Savelayout Workspaces = Refresh | Excel
EmployeeNumber | Firsthlame  Lasthame  FulName SECGHF;NBNE Initials Manager Departmentiame  PhoneMumber Extension Fax.. EmailAddress  MobileNumber HomeMumber = IDNumber
7| ol o o o o o o o o o E o o o
; ;

» Juo1 Judah Milne: Judah Milne lsa\ah J1 Belinda Sharman  Sales Department 9875543210 7 judahm@test... 1122334455 1234567890 01020304
Availzblity Exceptions |/
9 Description ExceptionReason ExcephnnDahevSErt‘ﬁma EndTime UnAvailableTime IncreaseDecrease IsUnavailable AvailabilityCode  CreateUser CreateDate
v o o = o o = = o0 o = =

1. The Availability Exception screen will open.

ADD EXCEPTION DETAILS

2. Select from the drop-down menus or type directly into the fields, the

availability exception details:

* Employee Name: This will be populated with the
name of the employee initially selected.

* Start Date of the exception: This will auto populate
with the current date.

° Either type in or click on the drop-down
arrow and use the calendar function to
select an alternative start date, if required.

* End Date of the exception: This will auto populate
with the current date.

e Either type in or click on the drop-down

arrow and use the calendar function to
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select an alternative end date, if required.

Code: Click on the drop-down arrow and select from
the list the appropriate exception reason code e.g. 'On

Leave'.

Exception Reason: Type in this text box, the detail as

to why this exception is occurring.

Exception Start Time: This will auto populate with
the 'normal' working day start time (08:00:00).
e Either type in or click on the drop-down
arrow and use the calendar function to
select an alternative exception start time, if

required.

Exception End Time: This will auto populate with the
normal working day end time (17:00:00).
e Either type in or click on the drop-down
arrow and use the calendar function to
select an alternative exception end time, if

required.

Help v2.5.0.14 - Pg 5 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cCOO=
Employee Overtime and Holidays

Availabilty Exception - BPO: Version 2.4.0.11 - Example Company - a x

| & | Home | Eoipment/locations  Coniract  Finance /MR Invenfory  Maintenance /Projects  Manufecturing  Proawement  Ssles  Service  Reporting  Utiities -

8o

Save Back

1
Processing &

Employee Name | Judah Ming|

Start date of the exception |01/02/2021 = *
End date of the exception |01/02/2021 = *

Code - |*

Exception Reason = —.

Exception Start Time |08:00:00

Exception End Time | 17:00:00

LR

SAVE EXCEPTION DETAILS

1. When all the Availability Exception dates, times and reasons have been
added,

2. Click on Save.

3. Note that in this example, the availability exception period (Start and

End Date) is for 5 consecutive 'normal' labour days.
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$ - Availabilty Exception - BPO: Version 2.4.0.11 - Example Company —Jla ][x
| % Home | Ecuipment/Locations Contract Finance (HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - &
L A

=

save | Back

Processing . el

Employee Name |Judsh Mine
Start date of the exception [01/02/2021  ~ *
End date of the exception |[H02/2021 - *
Code |PaternityLleave < |* 4—.

Exception Reason |Leave to attend to birth and care of first child. *

Exception Start Time |08:00:00

Exception End Time | 17:00:00

LR

1. An Exception Complete message box will pop up informing you that;
° Availability Exception has been saved.
2. Click on OK.

a ¥ Availabilty Exception — (o] x
|l aiiHnmE Equipment /locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilties - &
40
[ |
Save  Back

|
Processing &

Employee Name | Judah Mine

Start date of the exception |01/02/2021 = *
End date of the exception |05/02/2021 = *

Code | Paternity Leave -

Exception Reason |Leave to attend to birth and care of first child. *

Exception Start Time |08:00:00

Exception End Time | 17:00:00 Exception Complete X

LR

Ao Availability Exception has been saved.

22—
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VIEW NEW EXCEPTION

1. You will return to the Availability Exceptions for employees screen.
° Note that there is now a bold expand button in the row of
the employee. This indicates that there is now data in the
sub grid.
2. Click on this expand button.

s - Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company [=JCabx]

|_{‘ Home ‘ Equipment / Locations Contract Finance /HR. Inventory Maintenance [ Projects Manufacturing Procurement Sales  Service Reporting Utlities - F X

OFxXO ® &

Add  Edt Delet=  Back | Savelayout Workspaces | Refresh

Excel

Maintenance Format 4| Curr.. | View 4 L

EmployeeNumber | FirstName | LastName | FulName — SecondMame Initials  Manager DepartmentName  PhoneNumber | Extension | Fax... EmailAddress  MobileNumber HomeNumber | IDNumber
7 | ol o Wl o Wl Wb B Wb o o P "B Wb o

bUOl Judah Miine Judah Milne  Isaizh a Belinda Sharman  Sales Department 9876543210 7 judshm@test.. 1122334455 1234567890 01020304

1. The Availability Exceptions sub grid will open. All the details added to
the previous screen can be viewed here.
2. You will note that each day of the exception period is recorded on a

separate line.
3. Click on Back to return to the Employees listing screen.
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g - Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company [=J(a]lx]

| Home | Equipment/locaions  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Sales  Service  Reporting  Utiities - & x

QX0 R B o %

Add  Edt Delete | Back | Savelayout Workspaces | Refresh | Excel
Maintenan A Forma 4| Curr.. u| View 4 &
EmployeeNumber Firstame | Lastame | FulMame  SecondMame  Initisls  Manager Departmenthiame  Phonehumber | Extension Fax... EmailAddress  Mobilehumber HomeNumber | IDNumber
¥ ol ofJc oflc ofJc oflc ol offc ol ofJc ofJc o B B ol o
» B 01 Judah Milne Judah Milne  Isaiah a Belinda Sharman  Sales Department 9876543210 7 judahm@test.. 1122334455 1234567890 01020304
Availability Exceptions
2 AvailabiltyCode | Description ExceptionReason ExceptionDate | StartTime EndTime  UnAvailableTime  IncreaseDecrease IsUnavaisble  CreateUser | Cre
ofc = oBc ol = = ol = =
PAT Paternity Leave Leave to attend to birth and care of first child.  |01/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child.  |o2/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child.  |03/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child.  |04/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child.  |o5/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
-
‘ v

EDIT EMPLOYEE AVAILABILITY EXCEPTION

SELECT EMPLOYEE

1. In the Employees listing screen,

2. Select the row of the employee whose availability exception you wish
to change.

3. Click on the Overtime and Holidays tile.
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s = Employees - BPO: Version 2.4.0.11 - Example Company o
| | m\ Equipment flocations  Contract  Finance (HR  Inventory  Maintenance /Projects  Manufscturing  Procurement  Sales  Service  Reporting  Utilties - &
©@ZXE R @
Add  Edt Delete  View ‘ Savelayout Workspaces | Reports Export | Refresh ‘

L Maintenance Format View A cur.. o0

Employeelumber = | Fulliame EmailAddress Manager Department | Phonehumber  MobileNumber | Extension  Status
|0 o0 -3 o o o0 o o -
DuUT004 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUT00S Mary Saunders Mary @TEST ALPHA v2.4.0.0 DB.co.za A
DUTO10 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
E147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za A
E987654 JeffRivers JefF@TEST ALPHA v2.4.0.0 DB.co.za A
EMP123 Carolina Suzzettal... Carolina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit A
HAROD1 Wesley Haynes Wesley@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Tait A
10001 Sasha Jones Bianca Du Toit Sales A
JOHO01 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB.... Markus Arilus Ste... A
» o1 Judah Mine judahm @test.co.z2.za Belnda Sharman  Sales 9876543210 1122334455 7 A

KES001 Julanda Kessler Sales A
KHUDO1 Andile Khumalo Andile@TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit Sales A
MILOOL Abigail Mine Abigall @TEST ALPHA v2.4.0.0 DB.co.za Sales A
MUDOO1 Judith Mudzengi Judith @TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Tait Sales 123 455 7890 A
NDWOO 1 Sne Newalane snenhlanhla, ndwalane @co3.co.2a Sales A
PILOOL Kame Pilay kameshni.pilay@co3.co.za A
REDOO1 George JamesRed .. George James@TEST ALPHA v2,4.0.0DB... Wesley Haynes A
REPOOL Marc Repsold marc.repsold@co3.co.za Sales A
SHADOL Belinda Sharman Belinda@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Tait A
STEOO1 Markus Arilius Stev. . Markus Arilus@TEST ALPHA v2.4.0.0DB.... John Twain A
STO001 Troy Stokes Sales A
TADO0S Theo Peterson Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083258 1425 198 A
runnna M T Maes s FTEET ALTILA 17 40 0 R Sl ch

1. The Availability Exceptions for: [ ] screen will open.

2. Important Note: Upon opening, the Edit and Delete buttons are inact-
ive (greyed out) in this screen. The Availability Exceptions sub grid
must be opened first and then the Edit and Delete buttons will be activ-
ated (bold).

3. Click on the expand button in the row of the employee.
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$ - Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company — (o
| $ | Home | Equipment/locations  Contract Finance /MR Inventory  Maintenance /Projects  Manufactring  Procurement  Sales  Service  Reporting  Utiities - & x
Py 3 [ L i Y

i £ ) |

4 4 EHE
add | Edt  Delete | Back ‘Saualaynut Workspaces | Refresh | Excel |
Maintenance ‘h\.ma‘ Cur.._a| Vew .| — e

EmployeeNumber | Firsthlame  Lasthame  FulName SecondMame  Initials Manager Departmenthame PhoneMumber | Extension Fax.. EmailAddress  MobileNumber HomeMumber IDNumber
7| ol o o o o o o o o o o E o o o
bUUl Judah Milne: Judah Milne  Isaiah J Belinda Sharman  Sales Department 9876543210 7 judahm@test. 1122334455 1234567890 01020304

1. The Availability Exceptions sub grid will open.

SELECT EXCEPTION TO EDIT

2. Select the row of the particular exception that you wish to change.
3. Click on Edit.
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s - Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company — (o
= 2

2[X© =] &

Add | Edt |Delete Back | Savelayout Workspaces | Refresh | Excsl |

Home | Ecuipment/Locations  Contract Finance (MR Inventory  Maintenance [Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x

Maintenance Format Curr... View L

EmployeeNumber Firstame LastName  FulName SecondMame  Initials  Manager + DepartmentName  PhoneMumber  Extension Fax.. EmailAddress MobileNumber HomeMumber & IDNumber

7 | oD o o0 o0 -5 B -5 o o LG - - o
» B Juol Judah Milne Judah Milne  Isaiah JI Belinda Sharman  Sales Department 9876543210 7 judahm@test... 1122334455 1234567890 01020304
Avallzbllity Exceptions |A’
2 AvailabiltyCode | Description ExceptionReason ExceptionDate  StartTime Endlime  UnAvailableTime | IncreaseDecrease IsUnavaiable | Createlser | Cre
¥ o0 o o = - - = = o = =
PAT Paternity Leave Leave to attend to birth and care of first child.  g1/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child.  02/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child.  p3/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child. ~ g4/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
AT | Paternity Leave Leave to attend to birth and care of first child. 05022021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
T O v

e

1. The Availability Exception screen will open.

EDIT EXCEPTION DETAILS

2. You can edit any of the details in this screen apart from the Employee
Name.

3. In this example, the Exception End Time is to be changed to 12:00.00
(half day).

SAVE EDITED DETAILS

4. When you have finished making the required changes, click on Save.
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Availabilty Exception - BPO: Version 2.4.0.11 - Example Company

| & | Home | Equpment/locations = Contract Fimance (HR  Inventory Maintenance /Projects  Manufacturing  Procrement  Sales  Service

Processing .

Employee Name | [TEERIIIS

Start date of the exception |05/02/2021 = *
End date of the exception |05/02/2021 = *

Code | Paternity Leave -

Exception Reason |Leave to attend to birth and care of first child.

Exception Start Time |08:00:00

Exception End Time] 17:00:00

ar

b

1. An Exception Complete message box will pop up informing you;

° Availability Exception has been saved.
2. Note that the Exception End Time is now 12:00:00.
3. Click on OK.

$ - Availabilty Exception

fﬁ%ﬁ}mme Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufscturing  Procurement  Sales  Service

Ho
Save  Back |

Frocessing

Employee Name | Judah Mine

Start date of the exception |05/02/2021 = *
End date of the exception |05/02/2021 = *

Code |Paternity Leave =

Exception Reason |Leave to attend to birth and care of first child.

Exception Start Time |08:00:00 :
N Exception Complete

T )-o Availability Exception has been saved.

@—iC = |
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VIEW EDITED EXCEPTION

1. You will return to the Availability Exceptions for: [ ] screen.
2. The changes can be viewed in the subgrid.

3. Click on Back to return to the Employees listing screen.

s - Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company — (o[ x
| % | Home | Equipment/Locations " Contract  Finance /HR  Inventory  Maintenance [Projects  Manufactring  Procurement  Sales  Service  Reporting  Utiities - & x
P z (=) ARy | IR
(=
O /2 X|© & T
Add  Edt Delete | Back | Savelayout Workspaces | Refresh | Excel |
Maintenance Format Cur... View 25 &
EmployeeNumber | FirstName | LastName | FulName — SecondMame Initials  Manager + DepartmentName | PhoneNumber | Extension |Fax... EmalAddress  MobileNumber HomeNumber | IDNumber
I W o W o B B ol W o e "B "B o
» B 01 Judah Mine Judah Mine  Isaizh a1 Belinda Sharman  Sales Department 9876543210 7 judshm@test.. 1122334455 1234567850 01020304
Availability Exceptions
2 AvailabiltyCode | Description ExceptionReason ExceptionDate  StartTime Endlime  UnAvailableTime | IncreaseDecrease IsUnavaiable | Createlser | Cre
¥ ac W o = Wb "B = = o = =
» EPAT Paternity Leave Leave to attend to birth and care of first child.  01,02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child. ~ 02/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child.  03,02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child. ~ g4/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child.  05/02/2021 08:00:00 12:00:00 4,00 -1 Yes 100 13/
‘ 5

.

DELETE EMPLOYEE AVAILABILITY EXCEPTION

SELECT EMPLOYEE

1. In the Employees listing screen,

Select the row of the employee whose availability exception you wish
to delete.

3. Click on the Overtime and Holidays tile.
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s = Employees - BPO: Version 2.4.0.11 - Example Company o
| | m\ Equipment flocations  Contract  Finance (HR  Inventory  Maintenance /Projects  Manufscturing  Procurement  Sales  Service  Reporting  Utilties - &
©@ZXE R @
Add  Edt Delete  View ‘ Savelayout Workspaces | Reports Export | Refresh ‘

L Maintenance Format View A cur..

Employeelumber = | Fulliame EmailAddress Manager Department | Phonehumber  MobileNumber | Extension  Status
|0 o0 -3 o o o0 o o -
DuUT004 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUT00S Mary Saunders Mary @TEST ALPHA v2.4.0.0 DB.co.za A
DUTO10 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
E147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za A
E987654 JeffRivers JefF@TEST ALPHA v2.4.0.0 DB.co.za A
EMP123 Carolina Suzzettal... Carolina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit A
HAROD1 Wesley Haynes Wesley@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Tait A
10001 Sasha Jones Bianca Du Toit Sales A
JOHO01 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB.... Markus Arilus Ste... A
» o1 Judah Mine judahm @test.co.z2.za Belnda Sharman  Sales 9876543210 1122334455 7 A

KES001 Julanda Kessler Sales A
KHUDO1 Andile Khumalo Andile@TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit Sales A
MILOOL Abigail Mine Abigall @TEST ALPHA v2.4.0.0 DB.co.za Sales A
MUDOO1 Judith Mudzengi Judith @TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Tait Sales 123 455 7890 A
NDWOO 1 Sne Newalane snenhlanhla, ndwalane @co3.co.2a Sales A
PILOOL Kame Pilay kameshni.pilay@co3.co.za A
REDOO1 George JamesRed .. George James@TEST ALPHA v2,4.0.0DB... Wesley Haynes A
REPOOL Marc Repsold marc.repsold@co3.co.za Sales A
SHADOL Belinda Sharman Belinda@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Tait A
STEOO1 Markus Arilius Stev. . Markus Arilus@TEST ALPHA v2.4.0.0DB.... John Twain A
STO001 Troy Stokes Sales A
TADO0S Theo Peterson Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083258 1425 198 A
runnna M T Maes s FTEET ALTILA 17 40 0 R Sl ch

1. The Availability Exceptions for: [ ] screen will open.

2. Important Note: Upon opening, the Edit and Delete buttons are inact-
ive (greyed out) in this screen. The Availability Exceptions subgrid must
be opened first and then the Edit and Delete buttons will be activated
(bold).

3. Click on the expand button in the row of the employee.
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cCOO=
Employee Overtime and Holidays

s - Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company

| @ | Home | Eoupment/locations  Coniract  Finance /MR Invenfory  Maintenance /Projects  Manufectring  Frocwement  Ssles  Service  Reporting  Utiities - & x

ol x|l = &

Add = | Back | Savelayout Workspaces & Refresh | Excel

View

EmployeeNumber Firstame LastName  FulName SecondMame  Initials  Manager Departmenthame  PhoneMumber  Extension Fax.. EmailAddress MobileNumber HomeMumber & IDNumber

7 | o o ol ofc ol ol B B ofc ofc o B B ol ofc
bUDl Judah Milne: Judah Milne  Isaiah a Belinda Sharman  Sales Department 9876543210 7 judahm@test.. 1122334455 1234567890 01020304

1. The Availability Exceptions subgrid will open.

SELECT EXCEPTION TO DELETE

2. Select the row of the particular exception that you wish to remove.

DELETE EXCEPTION

3. Click on Delete.
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TECHNoLOGTES Employee Overtime and Holidays

¥ Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company - [o
| % \ Home | Eguipment/locations  Contract  Finance fHR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utilities - &8 X
@ ) y» B B o = |
=[]
© 7| X|© & T
Add Edit JDelete | Back | Savelayout Workspaces | Refresh | Excel
y@wan:e ‘ mat ‘ Curr View @ |
EmployeeNumber FirstName  LastName J FulName SecondMame  Initials Manager DepartmentiName PhoneMNumber | Extension Fax... EmailAddress MobileNumber HomeMumber | IDNumber
¥ Ac A Al A Ao L3 "B L3 A A A L3 (3 (=3 A
» i Juo1 b Judah Mine Judah Milne  Isaiah Ja Belinda Sharman  Sales Department 9875543210 7 judahm@test... 1122334455 1234567390 01020304
Availability Exceptions
2 Description ExceptionReason ExceptionDate StartTime EndTime UnAvailableTime InaeaseDecrease IsUnavailable AvailabilityCode  CreateUser CreateDate
% Afc L3 = A "B = = Qe A = —
I aternity Le. . Leave to attend to  01f02/2021 08:00:00 17:00:00 9.00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave toattend to  02/02/2021 08:00:00 17:00:00 9.00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave toattend to  03/02/2021 08:00:00 17:00:00 9.00 -1 Yes PAT 100 13/04/2021
Paternity Le . Leave toattend to  p4f02/2021 08:00:00 17:00:00 9.00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave toattend to  p5/02/2021 08:00:00 12:00:00 4.00 -1 Yes PAT 100 13/04/2021

SAVE EXCEPTION REMOVAL

1. A Delete Availability Exception message box will pop up asking;
° Are you sure you want to delete this availability excep-
tion?
2. Click on Yes.
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TECHNoLOGTES Employee Overtime and Holidays

= Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company (=RE3]
| % Home ‘ Equipment fLocations ~ Contract  Finance fHR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlities - & x
= a7 = = AR e
OXO J| &
LH
Add Edit Delete Back | Savelayout Workspaces | Refresh | Excel
Maintenance P Format 4 Curr.. 4 7 *
EmployeeNumber | FirstName | LastName | FullName SecondMame  Initials  Manager DepartmentName | PhoneMumber | Extension  Fax... EmailAddress  MobileNumber HomeNumber | IDNumber
;3 3 3 3 3 I3 B I3 e e B s 1 W
» B 01 Judah Miine Judah Milne  Isaiah I Belinda Sharman  Sales Department 9876543210 7 judshm@test.. 1122334455 1234567890 01020304
Availability Exceptions
2 Desgiption ExceptionReason  ExceptionDate  StartTime EndTime UnAvailableTime IngeaseDecrease  IsUnavailable AvailabilityCode | CreateUser  CreateDate
? e 13 Wl 3 = = e W = =
» Paternity Le.. Leave toattend to  01/02/2021 08:00:00 17:00:00 9,00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave toattend to  02/02/2021 08:00:00 17:00:00 9.00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave toattend to  p3/02/2021 08:00:00 17:00:00 9.00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave to attend to  p4j02/2021 08:00:00 17:00:00 9,00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave toattend to  p5/02/2021 08:00:00 12:00:00 4,00 -1 Yes PAT 100 13/04/2021
Delete Availability Bxception
Are you sure you want to delete this availability exception?
‘ 5
. . .
1. A second message box will pop up informing you;
° Availabilit tion deleted.
vailapility exception aeleted.
= Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company — o]
| % Home ‘ Equipment fLocations ~ Contract  Finance fHR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlities - & x
= 4] - T
AR | R
O XO { & B
Add Edit Delete Back | Savelsyout Workspaces | Refresh | Excel
Maintenance P Format 4 Curr.. 4 7 *
EmployeeNumber | FirstName | LastName | FullName SecondMame  Initials  Manager DepartmentName | PhoneMumber | Extension  Fax... EmailAddress  MobileNumber HomeNumber | IDNumber
® | oc -3 e e e @ A @ e e L 3 Afc 13 s
» B o1 Judah Mine Judah Milne  Isaish I Belinda Sharman  Sales Department 9876543210 7 judshm@test... 1122334455 1234567890 01020304
Availability Exceptions
2 Desgiption ExceptionReason  ExceptionDate  StartTime EndTime UnAvailableTime IngeaseDecrease  IsUnavailable AvailabilityCode | CreateUser  CreateDate
? e 13 Wl 3 = = e W = =
b PaternityLe... Leave toattend to  0102/2021 08:00:00 17:00:00 9,00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave to attend to  02/02/2021 9.00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave toattend to  p3/02/2021 9.00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave to attend to  p4j02/2021 9,00 -1 Yes PAT 100 13/04/2021
Paternity Le... Leave toattend to  p5/02/2021 4,00 -1 Yes PAT 100 13/04/2021
X

.
Avallability exception deleted
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TECHNoLOGTES Employee Overtime and Holidays

VIEW DELETION RESULTS

1. The deleted exception will now be removed from the Availability Excep-
tions frame.
2. Collapse the frame when you are done.

3. Click on Back to return to the Employees listing screen

g - Availability Exceptions for : Judah Milne - BPO: Version 2.4.0.11 - Example Company [=Jla]lx]
> % | | Home | Equipment/Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x
R O = =S AS R
;
Add  Edt Delete] Back | Savelayout Workspaces | Refresh | Excel
Maintenance 4 Fwna. 4| Curr.. a| View 4 ad
EmployeeNumber | Firstame | LastName | FulMame | SecondMame Initials  Manager DepartmentName | PhoneNumber | Extension | Fax... Emaiaddress  MobileNumber HomeMumber | IDNumber
L W o Wl ol .u' B B Wl W e sHc aBc ol ac
um Judah Mine Judsh Mine  Isaish a1 Belinda Sharman  Sales Department 8876543210 7 judshm@test.. 1122334455 1234567830 01020304
Avaiabilty Exceptions |
2 AvailabilityCode | Description ExceptionReason ExceptionDate  StartTime EndTime  UnAvailableTime | IncreaseDecrease | IsUnavalable | CreateUser |Cre
® alc oflc oflc Y = sBc aBc = = oflc = =
T T ——— | —
b iPAT Faternity Leave TEaVE T atend to birt and care of WSt aid. — 02]02/2021 08:00:00 T7:00:00 5.00 T ves 100 13
PAT Paternity Leave Leave to attend to birth and care of first child.  g3/02/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child. ~ p4/nz/2021 08:00:00 17:00:00 9,00 -1 Yes 100 13/
PAT Paternity Leave Leave to attend to birth and care of first child.  g5/02/2021 08:00:00 12:00:00 4,00 -1 Yes 100 13/
‘ »

MNU.021.014
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