Time recording administration

Create in timetable

Open the timetable. Click on the , Area” button and then on ,New"

Area groupsz: Abbr
Al areas
[olf courses COURS
Proz FRO
Cartz CART
Ermployes EMF
Room Reservation ROOK
0= Timetable-fnsichten Migwsz]: Bereiche von links nach rechts BN
Areas Start End Distance  Abbr
S Ho B3, 0Tes 000 Q000 0 mirt 210
9 Hales (& 00 20:00 10min 0901
Cart (& 00 20:00 10min  ADE
Cart2 (600 20:00 10min AT
Employese Aaa 0&:00 20:00 10min  AE
Ewvent 000 20:00 10mn A2
Hatel 00:00 24:00 10mn  H
John (0600 20:00 10min  AQ20
John (0600 20:00 10min A2
Peter 000 20:00 10mn  PETE
Fro (& 00 20:00 10mn  PROZ
18 Haoles [05: 00 20:00 10 min 1807
Cartz 000 20:00 10min  CART
Jahn (& 00 20:00 10min  JOHM
"dill (& 00 20:00 10min WILL
(4 Mew / () [© Edi | [X Delete 3]

<
2

# Cancel

Create employees as follows:

1 Search abbreviation of the employee

2 Name of the employee

3 Start of the grid (depending on the start of work)
4 End of the grid (depending on the end of work)

5 Display of working time in minute increments, e.g. 15 minutes

6 Select colour to identify employees more quickly
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Edit area

Search abbr.: ITT Sorting: I

M amme: ITester Timno

¥ Cancel
Option B | Option C | Cancellation | Views | Publisk
General settings IInFﬂrmaﬁunlEiuuk:ing |Fulluw—up booking |D|:|tiur1.ﬁ.

Grid: Start: eIJE:EIEI h

End:

o Spacing: |1 0 mir
Standard period: I
b antirnamm: I 4 people
Bookable in advance: I 0  dayz  for guests: I 0 daps

<
2

Number of holes: I_ Course abbr. (4.8 /C]: I_
Erimary colour: e Im E

Statug I Active LI

Booking groups: OIEMF‘ Sel.

Address recard: e ItEti Tester, Tima Tester @

g =l
Course record; I @

7 Select or create employee group

To do this, click on ,Select” in the Booking group field. The following window appears, whereby the
groups already created can vary.

Timetable groups

Ll Golf courses COURS

@ 0Ok
CPros FRO =
C1Carts CART [ l
ﬂil Employes EMP i 3 Cancel
LIRoom Reservation ROOM

|25 MNew [F3)| |© Edit [F7)| [X Delste [F5]|
[“I“ Up in the list ] [wlr Ciowen in the list ]

If there is no employee booking group yet, click on ,,New* and create the group as follows.
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Timetable groups

Fleaze enter the timetable groups:

Shart: ErP ¥ Cancel

Lang; |Em|:-||:-_l,lee
Colar 16777023 @

<
2

Then confirm twice with OK.

8 Select the employee's address data record or create a new one if necessary and then select
9 Activate time recording

To do this, go to the ,Publish” tab. Tick ,Use this area for time recording”. Confirm with OK.

Edit area
Search abbr.; TT Sarting:
M ame: |Tim|:| Tester

<
2

. . . _ : ¥ Cancel
General settings | Information | Booking | Follow-up booking | Option A |

OptonB | OptienC | Cancellation | Views Publish

b ake thiz area boaokable via internet. .

[ i.. as teehime reservationd

... @ practice hour

... a3 wellness offer

... a3 hotel roorm

... @z teeing ground £ Tee Up

... az booking options [e.q. carts. .

I DI I R B B

... Perzsaon testing for agzociation players

[ Make this area boaokable via terminal in the zame way

Fartal inteqgration:

Course [D: Club no;
User: Pazsword:

[ Configure remaote control ]

[ Uze thiz area for time recording [ Hide for selection

When everything has been created, the employee appears as an ,area”, see screenshot 1. Now select
the employee that has already been created, hold down Ctrl. Hold down Ctrl. and click on ,New" to
create a copy of the created employee. With this copy function, not all of the above points need to be
processed, e.g. the colour and booking group have already been selected. Change the search
abbreviation, the name and the address data record and confirm. Create all employees in the
timetable.
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Create in the password management

Call up the menu item via , Settings, Password management”. Create new employees via ,,New", edit
existing employees with ,Change”. Select the , Details” tab. Enter the relevant address data record
and the timetable area. Tick the ,Time recording” box.

Medify access rights
M ame: |TiIT|D Tester Abbreviation |tﬂ W 0K
Pazsword:  |ssweas

Autherization | Special | Groups | CRM\DMS | Sync  Details

Shown name: |

Telephone no.: |

Beply mail: |
Address: @
Appaint. area: | Tirno Tester ﬂ

v Timerecording [ Auto-Log-off

[ Abzent: fram: | .. [

Infarmation: |

Substituke: | [reewitral] ﬂ

Comment;

Uzer keylock:

Under the CRM/DMS tab, you can assign a colour so that the person who is listed in the time control
can also be found quickly in the password management.

Only people who have a ,Yes” in the ,Parameter” option in the password management are shown the
»Time recording administration” menu item. Users without parameter authorisation cannot save any
changes if they call up the overview of their own time recording via the login dialogue from the
employee overview.

Time recording administration

Open the administration via ,Timetable, Time recording administration“. All persons who have been
created should appear here.
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stundenkontrolle X|
Jahr 202 o ID'I 0112 bis |'| 1.0412 [ Legende Opticriern ]
kitarbeiter Teilzeit Arbeit Irlaub Krankheit  Optionen
geleistet Saldo gingetra  Saldo

Lhndiea 100% 1] =il 1] ] 0. 12556
Anja 100% ] 60 ] ] 0 1255@&T
Benedikt 100% ] BE0 ] ] 0 1255@T
Bernadette 100% ] 5E0 ] ] 0 1255@T
Carmela 100% ] R0 ] ] 0 1255@T

D aniel 100% ] 60 ] ] 0 1255@&T
Edda 100% ] BE0 ] ] 0 1255@T
Heike 100% ] 5E0 ] ] 0 1255@T

b anu 100% ] R0 ] ] 0 1255@T

R ozemarie 100% ] 60 ] ] 0 1255@T
Sandra 100% ] BE0 ] ] 0 1255@T
Steffi 100% ] 5E0 ] ] 0 1255@T
Stephanie 100% ] R0 ] ] 0 1255@T
Suzanne 100% ] 60 ] ] 0 1255@&T
Tima Tester 100% ] BE0 ] ] 0 1255@ET

" ahnick 100% ] 5E0 ] ] 0 1255@T

[ Aktualizieren ] [@ Bearbeiten ] [éﬁ Drucken ] [ K.onfigurieren ] [:3 Ende ]

If a person is missing from this list, please check whether all options as described above (,,Create in
timetable”, , Create in password management”) are set for the missing persons.

In the date fields, you can adjust which period is calculated. If you want a list from 2011, for example,
please enter from 01.01.2011 and until 31.12.2011. Then click on ,Update”. PC CADDIE calculates the
specified period. If you already want to enter data for the next year (holidays, working time......), you
can also pre-date the date.

If you only want a single day to be displayed, limit the date to this one day.

The individual persons can be edited via ,Edit". The necessary settings for the individual persons are
described below.

You can print out the , Time control” window via ,,Print“.

Settings relating to working hours are made via ,,Configure”. This means that, for example, holidays
are calculated using the daily hourly rate or sick days. These settings are usually only necessary once,
when starting to manage the time control via PC CADDIE.

Configure

In the , Passwords” tab, keywords are stored which are then used in the timetable to calculate the
working time if the employee does not log in automatically.
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Konfiguration Stundenkontrolle

Pl
Kenmadrker | Arbeitspausen | 3 k.
Hier wird festgelegt welche Stichworte im Timetable Eintrage fur die Stundenkontrolle
kennzeichnen & Abbruck
Als Arbeitzzeit gelten: o Alz Dienstfahrt gelten: e

Termin ;I Dienstiahrt -
W0 Anreize

Abreise

Reize

Hirfahrt

Riickfahrt

LI Fahrt j

Als Urlaubstage gelten: a Az Kranktage gelten: o
Urlaub ;I K.rank, ﬂ
Ferien
Az Felertage gelten: e
Feiertag -

If employees do not have any appointments outside of work, it is sufficient to store the texts for
holidays and sick days in window 3 and window 4.

If there are employees who have appointments outside the office, you can enter the texts for working
hours in window 1 and for business trips in window 2. If you do not need to differentiate between
working hours and business trips, it is sufficient to enter a text in one of the two windows. If you want
to add working times manually, e.g. from the previous month, the text that you enter in the manual
entries is best entered in window 1. The text should be kept relatively short to avoid spelling
mistakes, e.g. Dienst or Arbeit.

You can enter a text for public holidays in window 5. In the employee options, there is the option of
calculating the public holidays for all employees according to standard public holidays. At the same
time, you can also make entries in the timetable with the text ,Public holiday” and have these entries
calculated. This would be the case if, for example, the employee receives half a day as a public
holiday at Christmas according to their employment contract, but this is not a standard public holiday.

Work breaks

In the ,Work breaks” tab, breaks can be entered which are automatically deducted from the
registered working time.
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Konfiguration Stundenkontrolle

kennwirker Arbeitspausen

X
ab 0700 ununterbrachener Arbeitszeit |EI1 00 abziehen. ¥ Abbruch

b [12:00 ununterbrochener Arbeitszeit ||:||:|23|:| zuzatzlich(!] abziehen.
Ab 0000 ununterbrochener Arbeitzzeit II:II:I:I:IIII zuzatzlichl!] abziehen.
Ab 0000 ununterbrachener Arbeitzzeit IEIEI:EII:I zuzatzlichll] abzishen.

3543

b amimale Arbeitzzeit an einem Tag inkl. Ueberstunden:
11:00

1

In the example above, the employee (if this is defined in the options) will have one hour's break
deducted from a working time of 7-12 hours. If the employee works more than 12 hours, an additional
30 minutes break is deducted. This is only necessary if the employee is logged in continuously. It is
also possible for the employee to log out when they go on a break and log back in when they return
from the break.

The maximum working time on a day must be entered if it has been specified that an employee is
only credited with 11 hours of working time per day, for example. If the employee would work 12
hours, only 11 hours are counted.

The entries in the ,,Passwords” and ,,Work breaks” tabs are confirmed with , OK".

Edit

Select an employee and click on the ,Edit” button.

In the ,Current” tab, you will find the hours worked from the first of the month to the current day of
the month.
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Stundenkontrolle - Timo Tester 2012 x|
Aktuell | Jahresibersicht | Infao
1.4 -11.4 11.-11.4
[Enzahl Mott
Teilzeit 100% 100%
Soll Stunden B4 ha4
Feiertage 2 3
16 24
Urlaub 1] 1]
frark, 1l 1l
Soll Arbeitszeit 43 SE0
Erfazst 1] 1]
4a BE0
lebertrag 512 0
Saldo BE0 BE0
[ Optianen ] [& Drucken ] [v’ Ok ] [ Abbrechen l
In the ,, Annual overview"” tab, you will find the complete list of hours worked for the corresponding
year.
Stundenkontrolle - Timo Tester 2012 x|
Aktuell Jahresibersicht I Irfo
Januar  Februar Marz April b ai Juni Juli August  Septeml Oktober Movemt Dezemt Geszamt
nzahl to-F1
T eilzeit 100%  700% 100%  100%  100%  100%  100%  100% 100  100%  100%  100%  7100%
Soll Stunden 176 168 176 168 184 168 176 184 160 184 176 168 2088
Feierttage 1 1] 1] 2 3 1 1] 1 I} 1 & 12
a 16 24 a g a 16 95
Urlaub 1 1] 1] 1 1 1] 1] a 1 1] a 1
K.rank. 1 1] 1] 1 1 1] 1] a 1 1] a 1
Soll Arbeitzzeit 168 168 176 152 160 160 176 176 160 176 168 152  1.992
Erfasst 1 1] 1] 1 1 1] 1] a 1 1] a 1
168 168 176 152 160 160 176 176 160 176 163 152 1952
Uebertrag 1 168 336 a2 BE4 B4 934 1160 1336 1496 1672 1.840 1
Saldo 168 236 a1z BE4 g24 984 17160 1336 1496 1672 1840 1932 1092
[ Optionen ] [& Drucken ] [V Ok ] [ Abbrechen

In the ,Info” tab, you will find brief information on working hours and annual leave.
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Stundenkontrolle - Timo Tester 2012 x|

Aktuell | Jahresiibersicht Info
- . =
Perzon teti  Tester, Timo i!i
Eine WWochenarbeitzzeit von 40 Stunden entzpricht 08:00 pro T ag. ﬂ

Der Jahresurlaub won O Tagen entzpricht 0 Stunden (Bei einer T agesarbeitszeit von 8,% Stunden)
+Ubertrag [0] -Eingetragen [0] ergeben 0 Stunden Reszturlaub.
0 Stunden entzprechen 0 Tagen & 08:00.

B =

Optianen ] [& Drucken ] W Ok ] [ Abbrechen

Button Options

DOptionen Timo Tester 2012

X
Arbeit I IUrlaub und Erankheik | Feiertage |
Bitte hier die Sollarbeitszeit in Stunden bei Vollanstellungen eintragen:
I 40,00 Stunden |wWochenarbeitszeit 7| 3 Abbruch

YWiochenarbeitzzelt

Ja[Monatzarbeitszeit z April bl ai Juni
Teilzeit [ 1000% [ 1000% | 1000% | 1000% | 1000% | 100.0%

Juli Auguzt September Oktober  Movember Dezember
Teilzeit [ 1000% | 1000% | 1000% | 1000% | 1000% | 100.0%

Wie zoll die geleistete Arbeitzzeit bestimmt werden:

automatizche Zeiterfazzung
Ol arbeit-Eintrage im TimeT able
O Dienst-Eintrage im TimeT able

E Diauer wie im Timetable eingetragen
< Diaver im Timetable weniger allfallige £wangzpauzen
P Pauzenformel anwenden

Pausenformel: t=n-[n-b]1*a mit n=erfaste Zeit und t = abgerechnete Zeit
a=[n-t)A[n-b) I 200%  Pauszenanteil [20% entsprechen z.B. 12 Minuten pro Stunde]

b=n-[[n-t]/a] I 20 B azizzeit in der noch keine Pauze abgezogen wird
I 95 Deckelzeit ab der keine Pauze mehr abgezogen wird

I n |lebertrag wom Yorjahr in Stundenl

Here you will find 3 tabs in which settings must be made. These settings are normally only made once
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a year.

Labour tab

Hours

In the ,Work" tab, enter the employee's ,Planned working time” at the top. You can then select
whether the hours are ,,weekly working hours” or ,monthly working hours”.

Part-time

Under part-time, enter the percentage of time worked. For a working time of 40 hours in the example
above, this corresponds to 100%. If the employee only worked 20 hours, 50% would have to be
entered here. In the case of a half-day employee, 20 hours could also be entered for the number of
hours and 100% for the percentage. The percentages are stored for each month in which the
employee works. If time recording is only used from 1 May, for example, the percentages from
January to April are set to 0%. In the following year, 100% must then be entered for January to April.

How should the hours worked be determined?

There are three options in the first window:

1. automatic time recording - calculates the time between automatic logon and logoff.
2. work entries in the timetable (see Configure in this description)

3. service entries in the timetable (see Configure in this description)

Select how the working time is to be calculated. If the employee has no appointments outside the
workroomes, it is sufficient to select ,Automatic time recording”. If there are appointments outside the
workrooms or manual supplements, tick the box next to ,,Automatic time recording” for work entries
and, if required, also for duty entries.

Only one option can be ticked in the second window. The options below can also be found in the
»Holiday and sickness” and ,Public holidays” tabs.

E Duration as entered in the timetable - Calculates the complete time between logging in and
logging out of a day

Z Duration in the timetable less any compulsory breaks - subtracts the forced breaks entered under
Configure from the time between logging on and logging off for a day.

P Apply break formula - with this option, the break formula to be entered in this window is applied.
Break formula

The break formula allows you to calculate and deduct breaks using a specific formula.

Carryover from previous year in hours

The overtime from the previous year is entered here in hours. Please note that the overtime has a
minus sign, e.g. -40 for 40 hours of overtime. Without the minus sign, there would be too few hours
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worked.

Holiday and sickness window

DOptionen Timo Tester 2012

x|
arbiit Urlaub und krankheit I Feiertage |
Bitte hier die Anzahl Tage Jahresurlaub bei Yollanstellung eintragen
I 28 Jahresurlaub bei Yollanstellung [in Tagen) 3£ Abbruch

Wieviele Stunden hat ein Urlaubstag:

5 Tagezarbeitzzeit

T Tagezarbeitzzeit mal T eilzeit

E Diauer wie im Timetable eingetragen

< Diauer im Timetable weniger allfallige £wangzpauzen

Wieviele Stunden hat ein Kranktag:

5 Tagezarbeitzzeit

T Tagezarbeitzzeit mal T eilzeit

E exakte Anzahl Stunden wie im Timetable eingetragen

< Anzahl Stunden im Timetable eingetragen weniger alfalige 2wangzpausen

I ] |lebertrag Urlaub wom Yaorjahr in Stundenl

The annual leave is entered at the top.

The following windows show how the hours of a holiday day and the hours of a sick day are
calculated.

How many hours does a holiday day have
S Daily working time - The exact daily working time is calculated here, i.e. for a 40-hour week, PC
CADDIE calculates 8 hours per day regardless of how long the entry in the timetable for holidays is

made.

T Daily working time times part-time - The part-time working time is divided equally between the 5
normal days

E exact number of hours as entered in the timetable (hours public holidays daily working time) -
calculates the complete time entered in the timetable

Z number of hours in the timetable less any compulsory breaks (hours public holidays daily working
time) - subtracts the compulsory breaks from the time entered in the timetable

How many hours does a sick day have
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S Daily working time - the exact daily working time is calculated here, i.e. for a 40-hour week, PC
CADDIE calculates 8 hours per day regardless of how long the entry is made in the timetable for a sick
day

T Daily working time times part-time - The part-time working time is divided equally between the 5
normal days

E exact number of hours as entered in the timetable (hours public holidays daily working time) -
calculates the complete time entered in the timetable

Z number of hours in the timetable less any compulsory breaks (hours public holidays daily working
time) - subtracts the compulsory breaks from the time entered in the timetable

Holiday carried forward from previous year in hours

Enter the remaining leave days from the previous year in HOURS without a sign here.

Holidays tab

|

foionen tmoeserzoiz x4
Arbeit | Urlaub und Krankheit Feiertage w 0K

Alz "Feiertage’ werden nur Feiertage gezahlt, welche auf einen

Arbeitztag [Montag biz Freitag) fallen. Feiertage welche auf Samstag # Abbruch

oder Sonntag fallen werden nicht gezahlt, da an diezen T agen sowieso
keine Sall-Arbeitzzeit anfall

PC CADDIE kann die Feiertage automatizch berechen
Wwienn jedoch fur bestimmte Mitarbeiter individuel [2.B. lokale] Feiertage

beriicksichtigh werden zollen, konnen diese Feiertage im Timetable
[einzeln fur j[eden kitarbeiter] eingetragen werden:

Wwielche Feiertage sollen gelten:

1 nur PC CADDIE-Feiertage
2 nur Feiertage im TimeT able eingetragen
3 beides

I Standard LI I PC CADDIE-Feiertage anpaszen i
Wwhieviele Stunden hat ein Feiertan;

T Tagezarbeitzzeit mal T eilzeit

E enakte Anzahl Stunden wie im Timetable eingetragen [Std-Feiertage Tagezarbeitzzeit]
# emakte Anzahl Stunden wie im Timetable eingetragen [Std-Feiertage TAZ mal T eilzeit)
< anz. Std. im Timetable weniger allfa. 2wangzpausen [Std-Feiertage T ageszarbeitzzeit]

P Anz. Std. im Timetable weniger allfa. 2wangspausen [Std-Feiertage TAL mal Teilzeit)

I 12 Anzahl Feiertage welche nicht auf Samstag oder Sonntag fallen.

Which public holidays should apply
Again, there are three different options:

1 PC CADDIE holidays only - Only the public holidays that were entered using the ,, Customise PC
CADDIE public holidays” button are calculated.
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2 Only public holidays entered in the timetable - Only public holidays that are entered manually with
the text previously entered under ,,Configuration” are calculated.

3 both -» The PC CADDIE public holidays and the manually entered public holidays are calculated.
How many hours does a public holiday have

S Daily working time - the exact daily working time is calculated here, i.e. for a 40-hour week, PC
CADDIE calculates 8 hours per day regardless of how long the entry is made in the timetable for a
public holiday

T Daily working time times part-time - The part-time working time is divided equally between the 5
normal days

E exact number of hours as entered in the timetable (hours public holidays daily working time) -
calculates the complete time entered in the timetable

X exact number of hours as entered in the timetable (public holidays TAZ times part-time) -
calculates the complete time entered in the timetable in relation to the part time

Z number of hours in the timetable less any compulsory breaks (hours holidays daily working time) -
subtracts the compulsory breaks from the time entered in the timetable

P Number of hours in the timetable less any compulsory breaks (hours public holidays TAZ times part-
time) - subtracts the compulsory breaks from the part-time working time entered in the timetable

PC CADDIE Adjust public holidays

lheben Sie die Feiertage an:
Feiertage mit festem T ag:

pd
" ak
on

0105 1.1 Meujahr .
15.02 1.5  Tagder Arbeit
0111 1.8 Mationalfeiertag CH
2812 15. 8 Mana Himmelfahrt
26.12 310 Mationalfeierttag D
0310 111 Allerheiigen

2812 1. Weihnachtstag
LI 2612 2 ‘Weihnachtstag

Feiertage in Relation zu Oztern
e ‘.I
+1

+39 -2 =Farfreitag
+50 +1 = Ostermontag
+B0 +33 = Chrizti Hirmelfahrt

+80 = Pflingztmontag
+60 = Franleichnam

ﬂ

The public holidays that apply to the respective federal state or canton are entered in this window.
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The public holidays listed above are entered by default. If one of the public holidays listed above does
not exist in your federal state/canton, simply delete the corresponding date or number in relation to
Easter from the list. Then confirm with ,,OK". You can print out the list of public holidays using the
»Print” button.

The public holidays entered are displayed in the Options tab at the bottom. Please note that the
number shown here may vary with your public holidays if one of the public holidays falls on a
Saturday or Sunday.

I 12  Anzahl Feiertage welche nicht auf Samstag ader Saonntag fallen.

All options now entered are confirmed with ,,OK". Edit each individual employee as described above.

Further

With Shift and a click on Options you can make settings for individual months. However, you can only
make the settings that are also available for selection under Options.

Logging on/off working time via a reader

Meaning of the buttons

1 = logged in

2 = occupied

3 = do not disturb
0 = log off.

If nothing or 9 is pressed, information on the current status is displayed.
First press the button depending on the presence level, then hold the card in front of the reader.

Automatic configuration is also possible. If you hold the card in front of the reader and are logged out,
you are automatically logged in. If you are already logged in and hold the card in front of the reader,
you will be logged out. If you wish to change your configuration, please contact support.

Writing the rota

You can use the timetable in PC CADDIE to write the complete duty rota for your employees. To do
this, enter the employees' working hours via a filter entry in the timetable. The text of these work
entries must not be the same as the text entered for the working time under Configuration.

Create a filter for your employees via , Define timetable views". This will give you an overview of who
is working each day.

In the example, the entries with ,Office” are purely informative. These entries are not counted for
time recording. The entries ,Holiday” and ,Sick” are credited to the employee with the corresponding
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hours. If an employee works at the weekend, for example, and is given a day off during the week,
these times are cancelled out. The hours from the weekend are counted, but the hours with the text

,Time off" are not.

Sa, 14.04.12
. . B "

08:30 A

a4 | L L ! o ! ] . i
a0+
10:00
10:30+4-
11:004-
11:30
12:004-
121304
120
13:30+4
141004
14:30
15:00--

Andrea

23

- 1F

15:304-
15:00
16:30-
17100
17:30
&

If the ,Daily working time" option is activated for holidays, sick days and public holidays, an entry of
e.g. 15 minutes in the timetable is sufficient for the employee to be credited with the full daily
working time.

Filter entries and automatic entries can be edited with Shift + double-click on the entry.

Enter time manually

A new feature is that double-clicking or tapping Enter in a timetable area that is assigned to a person
no longer opens the editing window for the timetable, the editing window for the timetable is no
longer opened, but the window for creating a CRM entry is created. This only happens if you have
selected the module "CRM/DMS (Customer Relationship Management and Document Management
System)" module as a customer. This has the advantage that new CRM entries that are to be
displayed in the timetable (tick ,Show in employee schedule”) can also be created directly in the
timetable. Timetable can also be created directly in the timetable. Double-click on the time to open a
CRM todo window.
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1. enter subject
2. enter time/duration

3. if the box is ticked, the appointment/time is displayed in the employee schedule.

If you want to open the previous timetable dialogue, you must hold down the ALT key while double-

clicking or typing Enter.
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1. enter the date (if the desired date was not previously selected in the timetable)
2. enter time
3. enter duration

Booking is displayed in the timetable.
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