When Absent

General information
The following explains the effect of atime booking if the booking statusis previously set to Absent (red).

Case 1 aso deals with the possibility that the employee was already at work on one day and was fully
booked again in the course of the day. The description given here can also be applied to al other cases.

Case 1. Comment booking - Reason empty

The employee starts his or her workday with the Come booking or continuesit after the break, and performs
his or her tasks from the work center.

Booking status before booking

@Zeit buchen

@Buchen @Aktualisieren [Zliournal anzeigen

| Buchungsstatus: Abwesend ‘

Neue Buchung letzte Buchung

Datum 03.07.2015 Datum

Uhrzeit 03:28 Uhrzeit
Buchungsrhythmus Kommt Letzter Buchungsrhythmus
Grund - Letzter Fehlgrund

Mitteilung

The booking status (red) isinitially set to Absent, as no booking has been made on this day (07/03/2015). In
addition, the booking rhythm is Come - this means that time recording is started with the next booking.

Journal before posting

- if no posting has preceded it

Datum Tag K FB Buchungen FE Fehlgriinde
03.07.2015 Fr

e

Click on Show Journal (in the booking screen) to display the employee's monthly journal. The

corresponding line (current date) now also shows that no postings have been made yet - the Postings column
isempty.

In principle, it isthe same if time recording has already been carried out on this row:

Posting status before posting
- If an interval has already been posted
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NOTIZ

In connection with time recording, an interval is defined as the time period that lies between the

from time (clock-in posting) and the to time (clock-out posting). An interval is therefore complete
when the employee is fully booked out again.

() Zeit Buchen

@Buchen @Aktualisieren =Jiournal anzeigen

| Buchungsstatus: Abwesend |

Neue Buchung letzte Buchung

Datum 28.07.2015 Datum 28.07.2015
Uhrzeit 13:00 Uhrzeit 13:00
Buchungsrhythmus Kommt Letzter Buchungsrhythmus Geht
Grund v Letzter Fehlgrund Anwesend
Mitteilung

A

The above screenshot shows that the booking status (red) is also set to Absent. Under last booking you will
find an overview of the last booking (13:00). The journal provides clarity on how this case came about:

Journal before booking

- If an interval has already been posted

Datum Tag FB Buchungen FE Fehlgriinde
28.07.2015 Di - 0G:01 - 13:00 -

Apparently, the employee logged on in the morning when work started (09:01) and logged off at noon
(13:00) when he took a break.

Booking status after booking

- applies both if no booking has been made beforehand and if an interval has
already been booked.

If you click

on @Bllchen
(Coming) booking where the field Reason is left empty, the booking status changes as follows:
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() zeit buchen

@Buchen "z;’_",-_:??Aktualisiererl .:lJournaI anzeigen

| Buchungsstatus: Anwesend ‘

Neue Buchung letzte Buchung

Datum 03.07.2015 Datum 03.07.2015
Uhrzeit 09:00 Uhrzeit 09:00
Buchungsrhythmus Geht Letzter Buchungsrhythmus Kommt
Grund - Letzter Fehlgrund Anwesend

Mitteilung

The fact that the booking status (green) is now Present confirms the success of the booking. As aresult, the
booking frequency is now set to Go - this means that the time recording is ended / interrupted with the next
booking. Under last booking you can now find an overview of the just made come-booking. This can also
be checked in the journal:

Journal after booking

- if no booking has preceded it

Datum Tag K FB Buchungen FE Fehlgriinde

03.07.2015 Fr - 059:00 -

¥

In der Spalte Buchungen scheint jetzt die Uhrzeit auf, zu der die Kommt-Buchung vorgenommen wurde. In
diesem Fall ist der Mitarbeiter also seit 09:00 (Von-Uhrzeit) eingebucht. Eine Bis-Uhrzeit erscheint, sobald
der Mitarbeiter die Geht-Buchung vornimmt. In the Bookings column, the time at which the come booking
was made now appears. In this case, the employee has been booked in since 09:00 (fromtime). A to-time
appears as soon as the employee makes the outgoing booking.

Journal after booking
- If an interval has already been posted

Datum Tag FB Buchungen FE Fehlgriinde

28.07.2015 i - 09:01 - 13:00 -
- 14:00

Here, the new interval started after the lunch break (14:00) now appears directly under the old, closed
interval. A to-time appears as soon as the employee makes another outbound booking.

Case 2. Come booking with a productive error reason

A productive absence reason is understood to mean that the employee is doing his or her job, but this does
not take place at the normal workplace. This includes, for example, business trips, work that can be done
from home, customer visits, and so on.
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Booking status before booking

(D Buchen

@Buchen @Aktualisieren IjJDurnaI anzeigen

| Buchungsstatus: Abwesend ‘

Neue Buchung letzte Buchung

Datum 03.07.2015

Datum
Uhrzeit 09:59 Uhrzeit
Buchungsrhythmus Kommt Letzter Buchungsrhythmus
Grund Arheiten suBer Haus - Letzter Fehlgrund
Mitteilung

The booking status (red) isinitially set to Absent, as no booking has been made on this day (07/03/2015). In
addition, the booking rhythm is Come - this means that time recording is started with the next booking.

Journal before booking

Datum Tag K FB Buchungen FE Fehlgriinde
03.07.2015 Fr
B

Click on Show Journal (in the booking screen) to display the employee's monthly journal. The

corresponding line (current date) now also shows that no postings have been made yet - the Bookings
column is empty.

Booking status after booking

If a(Coming) booking is now made by clicking
on Euchen

in which a productive absence reason (here: work outside the company) is selected in the Reason field, the
booking status changes as follows:

() Buchen
@Buchen @Aktualisieren [Zliournal anzeigen
[ Buchungsstatus: Arbeitet auBer Haus / Arbeiten auBer Haus
Neue Buchung letzte Buchung
Datum 03.07.2015 Datum 03.07.2015
Uhrzeit 10:00 Uhrzeit 10:00
Buchungsrhythmus Geht Letzter Buchungsrhythmus Kommt
Grund Arbeiten auBer Haus - Letzter Fehlgrund Arbeiten auBer Haus
Mitteilung
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The fact that the booking status (blue) now shows the corresponding productive absence reason confirms
the success of the booking. As aresult, the booking rhythm is now set to Go - this means that time
recording is stopped / interrupted with the next booking. Under L ast bookings, you can now find an
overview of the Come posting that has just been made. This can also be checked in the journal:

Journal after booking

Datum Tag K FB Buchungen FE Fehlgriinde

03.07.2015 Fr - 10:00 - Arbeiten auler

¥

In the Bookings column, the time at which the come posting was made now appears. In this case, the
employee has been booked in since 10:00 a.m. (fromtime). A to-time appears as soon as the employee makes
the outgoing booking. The corresponding productive absence reason appears in the Absence reasons
column.

Case 3: Comment posting with unproductive reason for
absence

An unproductive absence reason exists if the employee is completely prevented from working for any
reason (e.g. visits to the doctor, passive travel times,...).

Booking status before booking

() Buchen

@Buchen @Aktualisieren [Fl1ournal anzeigen

| Buchungsstatus: Abwesend |

Neue Buchung letzte Buchung

Datum 24.07.2015 Datum

Uhrzeit 10:00 Uhrzeit
Buchungsrhythmus Kommt Letzter Buchungsrhythmus

Grund v Letzter Fehlgrund

Mitteilung

P

The booking status (red) isinitially set to Absent, as no booking has been made on this day (24.07.2015).

Journal before booking

Datum Tag K FB Buchungen FE Fehlgriinde

24.07.2015 Fr

ke

Click on Show Journal (in the booking screen) to display the employee's monthly journal. The
corresponding line (current date) now also shows that no bookings have been made yet - the Bookings
column is empty.
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Booking status after booking

If abooking with an unproductive absence reason (here: doctor) selected in the Reason field is made by
cIicking@BllchE"

the booking status changes as follows:

() Buchen

@Buchen @Aktualisieren [=l3ournal ausblenden

[ Buchungsstatus: Anwesend

Neue Buchung letzte Buchung

Datum 24.07.2015

Datum 24.07.2015
Uhrzeit 10:02 Uhrzeit 10:02
Buchungsrhythmus Geht Letzter Buchungsrhythmus Kommt
Grund v Letzter Fehlgrund Anwesend
Mitteilung

A

The fact that the booking status (green) now indicates Present confirms the success of the booking. From
this point on, the employee islogged in regularly. The time that has elapsed since the start of normal working
time until now is automatically booked with the error reason Doctor ( see: Jour nal after booking).

Journal after booking

Datum Tag FB Buchungen FE Fehlgriinde

24.07.2015 Fr & 08:00 - 10:03 - Arzt
- 10:03 =

The time at which the booking was made with an unproductive absence reason how appearsin the Bookings
column. In this case, the employee was with the doctor between 08:00 (start of normal working time) and
10:03 (actual start of work). The booking with an unproductive absence reason has the effect of atime
correction, whereby the corresponding reason is specified under Absence Reasons.

ase 4. Start into a new interval with unproductive absence
reason

Booking status before booking

() Zeit Buchen

@Buchen @Aktualisieren [ElJournal anzeigen

| Buchungsstatus: Abwesend |

Neue Buchung letzte Buchung

Datum 28.07.2015

Datum 28.07.2015
Uhrzeit 14:00 Uhrzeit 13:00
Buchungsrhythmus Kommt Letzter Buchungsrhythmus Geht
Grund Arzt v Letzter Fehlgrund Anwesend
Mitteilung

A

In contrast to case 3, an interval was aready posted on this day. In this case, the employeeisjust finishing
his lunch break and goes to the doctor instead of continuing his work.
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Journal before booking

Datum Tag FB Buchungen FE Fehlgriinde
28.07.2015 Di - 09201 - 13:00 -

Click on Show Journal (in the booking screen) to display the employee's monthly journal. The
corresponding line (current date) now shows that the employee has already worked half a day.

Booking status after booking

If abooking with an unproductive absence reason in the Reason field (here: doctor) is selected by

clicking @ Buchen
the booking status changes as fol lows:

() Zeit Buchen

@Buchen @Aktualisieren [El3ournal anzeigen

| Buchungsstatus: Abwesend / Arzt |

Neue Buchung letzte Buchung

Datum 28.07.2015 Datum 28.07.2015
Uhrzeit 14:01 Uhrzeit 14:01
Buchungsrhythmus Kommt Letzter Buchungsrhythmus Geht
Grund v Letzter Fehlgrund Arzt
Mitteilung

A

The fact that the booking status (brown) now indicates the absent / doctor confirms the success of the
booking. This status indicates that the employee is now on doctor's appointment.

Journal after booking

Datum Tag FB Buchungen FE Fehlgriinde

28.07.2015 Mg - 09:01-13:00 -
- 14:00 - Arzt

In the Bookings column, the time at which the booking was made with an unproductive absence reason
now appears under the interval that was already completed at noon. In contrast to case 3, the interval does
not start with the start of normal working time, but with the current time. Thisinterval continues until

the employee has logged on again after returning to work. For this reason, the posting rhythm is also set to
Come.
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