Yearly calendar

General

General

This menu item provides the user with an overview of employee absences for an entire year, in compact form
and with color coding

The explanation of the display of the yearly calendar® can be found after the explanation of the search
mask.e.

Search form

Yearly calendar

Absence reasons to display [ business trip (;

Output format v

Selection
» Minimize tree | Level1 v ¥ Show subgroups until level | i= Show detailed information

One Group is selected.

+ & Lose Gruppen Suw
+ W & Organigramm SuW
+ & Standorte SUW

+ & Kostenstellen SuW

The following search filters are available:

* Year
Select ayear out of the dropdown list or writeit in the field
* Absence reason to display

businesstrip, sick, special leave, vacation, flexi day
One or more failure reasons can be selected.
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#dsy6026-dsy_Display of the yearly calendar

The number in parenthesesis the error reason number, asit is aso given, for example, in the correction
client.

*  Output format
If this parameter is set to print version, you will get a print-friendly output of the list.

* Selection tree

This parameter provides the following choices: "Only authorized groups' and "All groups'.
All groups: displays al groups of the company, even if the user is not authorized to view all of them.
Groupswith viewing permission: displays al groups that the user is authorized to view.

* Search

If asearch termis entered, asearch is madein all groups for which thereis an authorization to view. It
is possible to search for a complete name (family name and or first name) or for a part of the name. The
result then contains all possible family names as well as first names and is highlighted in color.

* Consider selection in search

Basically, all groups for which an access authorization exists are searched when an entry ismade in the
Search field.
If you check this option, only the groups selected under " Selection™ will be searched.

* Selection
In this parameter, the user has a choice between Organigram and Favorites, which can be created by the
user.

e Organigram
By the selection criteria (Level, Show subgroups until level, Show detailed information) and by
selecting certain loose groups, organigram groups, locations and cost centres you have the possibility to

make the display more precise
The selection made is displayed in the lower |eft area of the search mask.

. & Suw-AUS - Sonne und Wind Ex-Mitarbeiter

- W % SuW-CEO - Geschiftsleitung hd

+ W & SuW-BauM - Bau und

Select a
W & SuW-Eink - Einkauf Desslect A
W & SuW-FuE - Forschung und Entwicklung
W & Suw-Mark - Marketing
W & SuW-PBWien - Planungsbiiro Wien

4% SuW-Personal - Personal

» All folders marked with a plus (+) symbol can be expanded even further to show the subunits...

» By clicking, the respective unit is checked. By double-clicking, all subunits are automatically
checked aswell.

» By clicking the arrow next to the organizational unit, it is possible to select/desel ect the subgroups
» The selected organizational units or groups are highlighted in blue

e Thebuttons"Minimize tree", "All", " Show subgroups to depth" and " Show details" also offer
display options of the organizational chart or the selection from the organizational chart

e Clicking the minus (-) symbol minimizes the tree > only the parent groups are displayed
» Theselected groups are displayed in ablock under the organization chart.
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Selection

@ Organigram

avorites
+

- | &

Minimize tr

& Lose Gruppen SuW
& Organigramm SuW

# Suw-AUS - Sonne und Wind Ex-Mitarbeiter

ez | Al v Show subgroups until level | = Show detailzd information

+

- | ¥ ® SuW-CEO- Geschifisleitung  w

¥ ¥ SuW-BauM - Bau und Montage v
¥ # SuW-Eink - Einkauf

SuW-FuE - Forschung und Entwicklung
SuW-Mark - Marketing

SuW-PBwien - Planungsbiire Wien
Suw-Personal - Persenal

SuW-BLinz - Planungsbiro Linz

Organigramm SuW
SuM

» Favorites

Here, you can define which specific groups or persons are used for the display, regardless of the

FUE, SuW-Gul, SUW-Mark, SUW-MontSal,

SuW-PMWind - Agiles Projektmanagemt Wind
SuW-SALES - Ssles Overhead -

SuW-Solar - Sparte Solar -
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SUW-MONUWInG, SuW-PEWien, SuW-

TUW-PMSol - Agiles Projekimanagement Solar

organizational structure. This can be relevant, for example, for a cross-group project or for frequent

contact with certain other employees.

With the help of this parameter, each user can create his or her own favorites list, which can contain
both persons and groups that are frequently queried. The favoriteslist can be customized at any time.

Selection

€ Organigram

@ Favorites

Groups O

No groups are selected

Add

Persons [J

No persons are selected

Add

N

» Toadd aperson or group to the favorites list, please click on the selection box, select groups or

persons from the window that opens and ¢

lick "Add".

» Theorder of the people on the favoriteslist can be changed at any time using the arrow keys
» |If you want to remove a person from the favorites list, click on the red delete icon to the right of

the name.
* Thesameisto be done with groups

The search is started by clicking the " Refresh” - button.
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Display of the yearly calendar

Yearly Groupcalender

@ Show search form

< 2023 >

m“m I business frip (%)
flexi day (7)
Adam, Angelika I I | I I |. I sick (4)

B special leave (3)
Sonne, Susanne | I vacation (1)

Wind, Werner

If the mouse is moved over one of the colored fields, a window appears with the exact duration of the
absence:

Yearly Groupcalender

@ Show search form

< 2023 >

flexi day (7)
Adam, Angelika I I | I I |! W sick (4)

- A Il special leave (3)
daub, 17.07.2023 - 28.07.2022 (12 days) i ’
Urlaub, 17.07.2023 - 28.07.2023 (12 days) B vacation (1)

Sonne, Susanne

Wind, Werner

Y early calendar
ID: 6026-dsy | Version: 8 | Datum: 24.08.23 14:00:56



