Application forms

This part of the menue bar lists all application forms available for the user, and covering all
neededcorrections and absences.
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The correction forms allow the subsequent ("after the fact™) correction of time entriesin the time
management system.
A help text informs how to use the sel ected application form.

Beyond every application form, thereis a defined progress of actions (= workflow).

Every form can get started either directly, by aclick on the "Start prozess' button, or be saved as a draft for
further editings, by clicking on the "Save as draft" button.

If you save aform asadraft, it isautomatically transferred into the "My ToDos" list, from where you can
make any further editings. Therefor you have 3 options: Forward, Edit, Add comment.

* Forward - aclick on the "Forward" button starts the process.

» Edit - with aclick on the "Edit" button you can make any alterations to your application form, such as
change of date, time, absence reason etc. To start the process, click on the " Start process' button, or
save it again as a draft.

* Add comment - This button allows you to add a comment (a popup will appear), concerning this
application form. With "Save", the comment is added to the form, and is visiblein the "Progress"
column in the workflow-list.
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