Group calendar

General

Viathe group calendar, the user is shown all planned and consumed full-day and half-day absences of a
defined group of persons (usually his department).

Thisview isintended to ensure smooth leave and absence planning within a defined group of persons
(department).

Unauthorized absences are displayed in red and approved absencesin black.

The user can query the group calendar using the time unit week / month or the specified period (displays
the desired month). The month can be changed with the arrow buttons.

In the group calendar, each staff member sees the colleagues from his or her department or, according to his
or her viewing authorisation, also colleagues from other departments.
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By clicking on the approved (black) or unapproved (red) absences, detailed information on the respective
absences can be obtained:

Daily Calendar Jum 9, 2021: Gruber Josef

Absencereasons

v wholeDay  wvacation (approved)
Request approved by: Gruber Josef
Duration: from Jun 3, 2021 to Jun 18, 2021
Comment:

Practical functions

In addition, it is aso possible to make atime correction / absenteeism request for the selected day with a
right-click in the corresponding cell in the calendar.
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The calendar view can also be exported as PDF or Excel or prepared for printing. The corresponding
symbols (Print, PDF, Excel) are located in the upper right corner.
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