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How to Change Day-Off
In the Case, Change Day-Off will have to be performed 2 times.
1. Keep Day-Off
2. Leave Online by use Reason: Leave Keep Day-Off
Example

Sunday, August 16, 2020 according to the working schedule is a holiday. But must come to

work had to go in and request a record for the Keep Day-Off first.

After that, Monday, August 17, 2020 according to the working schedule is a working day. But

want to stop work Instead of having to come to work on Sunday had to go in to request leave by

using Leave Keep Day-Off.

First, you have request to Keep Day-Off on Sunday, August 16, 2020 first.

1. Ontop click at the icon menu &

\ 2 . Ul

Wi @np e

160007 wutiun ez

1 IR ]
B2 "angmy’ & ilafl (OT Request) = & R (Keep Day-Off Request) (Juflasszma 7/a ¢ /83)
B2 suskautuwinaunmh (uslaadszan 11/n.0./63)
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2. After that click at T OT Requests(daily) _ Keep Day-Off Request

ﬂ 0T Reguests{daily)
=4 OT Request{period)

A Leave Reguests

| | Change password

3. After that, click at “Employee code” and put your Employee ID into the white box. (But if

we choose all we will also see the employees in the department.)

All

o Employee code 160007 < —

Employee name

Select group
Section -4 v
Department -4 v
Level -A--
Work Place - A v
= -All--
Work Status -4 v
search Cancel
=earch
4. After that click at
All
* Employee code 160007
Employee name
Select group
Section --Al-- v
Department Al v
Level -All-- T
Work FPlace --All-- v
= sl ¥
Work Status --All-- v

A Search Cancel
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5. Asshown in the figure below.

() 9
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7. After that, select the day that we want to collect the holidays. By clicking on the
calendar icon El':

(Kllp Day-Off Request) - Q,T,, equ s(daily) - ( )
d i Show. O

Date : lomaoz0 e
Type - (5) Kesp Day-Off sz (Cumulative): Paig + Sk Wisoweon “easde” s Afhen® (Change fom *Paid" o "Leove’)
Job name : -
Remark: Ty
St End  Total time
(g )
(e 93999 MR Test Alljob date 03/03/2020 Shift Code N030 Time in 09:00 out1 8:00

Riemark () Keop Dey-0F

Back | Home.

8. After that, choose the day that we will collect the holidays. From the calendar.

[ 192.168.10.239,4 5
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9. After that click at “Show”.




Page |8

Back to contents

10. After that at the “Cumulative” (This is very important) Choose to change from “Paid” to
“Leave”

Select employee and insert data | /Show only person not requesting Keep Day-Off. | /Show delete records

Date : 16/08/2020 ddjmmfyyyy m

Type : |(S) Keep Day-Off azamfu (Cumulative): *‘éﬂﬂmmﬂ haluann "dendu" andu " [Change form "Paid” o "Leawe")
Job name : | v |

Remark : Iy

Start End Tulal time

Delete 299395 MRB.Test Alljob date 16/08/2020 Shift Code N0O90 Time in 09:00 out18:00
Rermark : (S) Keep Day-0f

11. After that at “Job name:” Select a reason for the Keep Day-Off.

Select employee and insert data | Show only person not requesting Keep Day-Off. - Show delste recards
Date : 16/08/2020 dd/mmlyyyy [ show ]

Type : |(S) Keep Day-Off azamilu (Cumulative): |Leave v |"im:gmﬂ sy ey wnds "uan" (Change form "Paid" to "Leave")
Job name - M

Remark : Tg |

m'muuvmumﬂﬂau Replace of another person
y High Ol:l:upancy

Evem fur guest
umurm .Jnh Backlog - i
thomnAusrunsagnd - Guest wedding ift Code NOS0 Time in 09:00 out] 8:00
Haueiasiug - Christmas Eve
S Auilivml - New year Eve

Shblrenia i - Have guest ___----
A (TUsmszyivnumg) - Other Please specify
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12. After that at the channel

Start: Let us type the time to start working.

End: Let us type the time at the end of the work.

Total Time: The system will automatically calculate the duration of Keep Day-Off for us.

(Usually, this box must include 9 Hours of work time to equal 1 day.)

Start End Total

[Joso0 | 1800 | 08:00

Save

13. When everything is in complete, press the button

Select employee and insertdata | Show only person notreguesting Keep Day-Off. | /Show delete records.

Date : 160572020 ek

v [ *admann® Wialsuan "wedut and "Juat (Change form "Paid" to "Leawe")

Type : (5) Keep Day-Off v az@nilu (Cumulative):| Leave
Job name : TeuananTuuys - Cancel Os ¥
Remark: Ty
4
Start End Total
[ oo [foson’
Delete 99999 MR.Test Alljob date 16/08/2020 Shift Code N090 Time in 09:00 out18:00

Remark : (5) Keep Day-Off

14. After that system will pop-up show “Save complete” Please click at E

192.168.10.239 uanit: *

Save completed.

o
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15. After that, the system will show that has sent an email to your department head to
approve the request to collect holidays and then click on “Close”.

[9 192.168.10.239/WebTime Work EmailStatus. aspx “b
Empluyee Send to Sending status
99999 : wanadsy poar (MR Test Alljok) eng_appl@hansarsm.com  Send E-mail complete

Cluse—

16. Our Keep Day-Off request system will be displayed as a list.

Select employee and insert data | /Show only person notreguesting Keep Day-0ff. | Show delete records.

Date : 16/08/2020 dd;mm/yyyy [ show |

Type: (S) Keep Day-Off azwuilu (Cumulative): m"émmmn Wl " and " (Change form "Faid" to "Leawe")

Job name : Teuondniumyge - Cancel De ¥

Remark: Ty ‘

Start End Total time
0500|1600 |{09:00 Save

Delete 93999 MR Test Alljob date 16/08/2020 Shift Code N090 Time in 03:00 out18:00

Remark : (5) Keep Day-0ff

L Sty s Lm0 e DT L ST T,

- @ | Edit 99939 MR Test Alljoh Comp.time aiting no.1
am

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll?i’aﬂcﬁll.
Remark : (5) Keep Day-Off
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Next, you must to Leave Request on Monday 17 August 2020 by using Leave Keep Day-Off.
On Sunday, August 16, 2020 as follows.

17. On top click at the icon menu “

Leawve Reguests
18. After that click at ‘ g

1 OT Requestsidaily)
= UT Requestiperiod)

‘ Leave Requests
|} Change password
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19. After that, click at “Employee code” and put your Employee ID into the white box. (But if

we choose all we will also see the employees in the department.)
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21. As shown in the figure below.

| Leave Requests

de - Empl
7 9959 MRATe:

‘Show delate records.

oul18:00

Annaa loave
EA I mm:&mman@q
Used 0-00
Remainng 1400
[Pending Annusl lesve .
e 090
Pending ol request 0-0:0
Remark - Ty
Tasks assignedta -
Start date - 050972020 [TEdimmiy Typeolleon® vy iy e v
End date - e
I *Shiftorder 1 Shift order 2
el . * With Pay Without pay
Sevelesve | Cencel

o | cowenn

o )
uimieen ek

i =
EEC I

v | Summary of leae requested ‘

1 trom 010172020

2020 change lesve period

Status

Leave Keep

bty SegrEl

Print 93399 Test Alljob D O 14Sepi20 V4rSepiz OO0 o Wikpny  Fubdoyleme R SR Ten
26/Augi20
. Leave keep y - Acnrvad Wik by Y vy THEmT "
Print 83359 Test Alljob Doy 08 TiSesr0 HSep(d 0 0800 Approved Wihpey  Fulkdayk == M
. 2320
Leave keep S o -
Print 9320 TestAlljob 43ep/20 ySep/l 0 a0 vt Fuldayleave  afusuen H0IMR Test
" Dy 0% il Spprons o “ Alliob
N 298ug/20
" A
Prm ssass Tesaon | Lo5Koen B g oo msw ey e SRS maln e
. 21Aug20
Print 99380 TestAljob  Erand leawe vz Ee ] 1 ooy Wihpey  Fuldoyleove g 3093MR, Test
Allols
™ 26/Augf20
Print 99989 TestAliob  Annuel leave e Bl o g Wihpey  Fuldoyleove g 39999 Test
Alioh
1AuciZl

22. First time: the employee to click on our name on the corner of left menu first.

Leave Requests

ase fill in leave details ‘Show delete records.

7 9999 MATe:

iob

st Al

dale 03{03/2020 Shift Code NI90 Time in 13-00 out18-00
Annasl leave .

Reason
1-0:0(0-0:0
Enfled Anrucl leve (Previous Year | Current Yesr)
Used 000
Remainng 140
Pending Annual leavs
reuest 040
Pending all request 000
Remark - Ty
Tasks assigned to -
Stant date - 03002020 [“clddiminyy Typeof leave py 0 eae  »
End date - ar F l
030872020 & fddymmyyyy * Shift arder 1 ‘Shift order 2
* With Pay Without pay
Save leave Cancel

o170 ExponExcal |

=1 _ 2 =
el nzeoen [T

Show

v || Summery of eave requested ‘

1] from 0170172020 - 31/12/2020 change leave period

End dat

Pr s Tesaiy LR e Tsenn o | B0 Apmowed wihpny  Fulbdeyleave
Print 89929 TestAlljob L?B:i’;“ Senf20 WSep/2t 0 | 0800 Appoved Wihpey  Fulkdeylesve
Print 53989 Test Allioh L*‘l?‘:j_m“ 4Sep20 ySepiz o ogm B Wihpey|  Fulldayleeve
Print 39923 TestAljoh Somiong 1thug/20 HiAug/ LI L, o o Wihpey  Fulidayleave
Print 95999 TestAliob  Erand leowe Zimuyzn eiAugrz 1 Apbta Whpmy  Fulldnyleve
Print 99999 TestAlloh  Annuallsaws anhugz0 aisgn Ao g Wihpoy  Fulldoy e

23. After that, observe the channel Employees who request leave will show our name and
show date of Leave Request and our work shift.

Employee name ::99999 : MR.Test Alljubé édate 030972020 Shift Code NO90 Time in 09:

24/Aun20
I il e
" Alliob
2/Aui20
T SR, Ten
Al
g
afrven 49999MR Test
Al
2/Augr20
T 5
Y J099MR. Test
Al
21Augr20
lugw 99399MR Test
Allots
2BJAuni20
ew 3393HIF: Tast
Al
Plbanion

00 out18:00



24. At the “Reason” Please select reason is “Leave Keep Day-Off”.
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Reason © | eave Keep Day Off

T

Annual leave
Sick Leave
Etrand leave
Fublic Haoliday

Wiith Out Pay

Materrmity Leave
Matrimonial Leave

eep Day Off

25. After that at the table below. Will show up the right to request that leave for us. If we

take more than of the right to leave in the system will not allow saving.

Entitled Leave Keep Day 3-00
)i '

Used 3-0:0
Femaining 0-0:0
Fending Leave Keep Day 0-00
Off request ;

Fending all request 0-0:0

26. Put “Change Day-Off from date/month/year” into reason.

Remark : Ty Change Day-Off from 16 August 2020

27. After that, select the leave start date and end of leave date.
" o]ddmmyy
" o]ddmmiyy

Start date - 17/09/2020

End date : 17/05/2020

A



28. At the “Type of leave:” Please choose the kind we will leave.

TypE of leave Full-day leave ¥

Full-day leave
Fart-time leave f
First-half day leave

| =econd-half day leave

!

R - (ove work all day.

Type of leave Slertati lespm O

Start time 0a:00
End time 12:00
Total 03:00

= Leave Period time.

First-half day lea ¥ | - aave work only in the morning.

Secont-halicey v Leave work only in the afternoon.
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L Save leawe
29. When everything is in complete, press the button
Please fill in leave details Show delete records.
Employee name : 99999 : MR.Test Alljuh‘ ‘dals 03/0972020 Shift Code N090 Time in 09:00 out18:00
Reason : Annual leave v
1-0:0|0-0:0

E"""EjA""““' e (Prsv\luljs YYear| Current Year)
Used 0-00
Remaining 1-00
Pending Annualleave | o0
request
Pending all request 0-00

Remark : By 'stomachache

Tasks assigned to :
Start date : 03/09/2020 E,ddlmm[yyyy Type of leave Full-day leave v

End date : 03/09/2020 lldd/mm/yyyy

qwelm | cancal

*Shift order 1 Shift order 2
With Pay Without pay

o/0/2020  [Tald/mmiyyyy - (3171272020 [Tafdclimmiyyy Expor Excel ‘

v || Summary of leave requested | ‘

30. After that system will pop-up show “Save complete” Please click at

192,168, 10,232 uani.

Save completed,

o |

x

Lo
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31. After that, the system will show that has sent an email to your department head to
approve the request to collect holidays and then click on “Close”.

[ 192.168.10.239/WebTimework /EmailStatus.aspx “a
| Employee Send to Sending status

999599  wanmdsy vaaru [ MR Test Alljob ) eng_appl@hansarsm.com  Send E-mail complete

Cluse_

32. Our Leave request system will be displayed as a list.

Tusmazyssanfonmsan [ uangmumsignion
wilnawivem : T3S0 Enter 160007 : wiomTiusf Sfmzwrwwnd _mf 17/08/2563 nz NOSO awihs 09:00 sen 18:00
AnudazReRveem I | afuiuiga v
0-00 | 0-00

prfmmnduioen |y g | anfivein)

181y 0-00

da 000 =

andiungn fmowi  0-00

\uarissoudih favam (0-00

mmalunisn - Ty

FodFuunymansan
Fufidun :[17/08/2563  slcimmpnyy whammn s i v
Fudagnni: 17002563 Cdammivyy casl w2

* Laivimdn i

duintun | wnkdin
‘ 01/01/2563  [oddimmisyy - 3171272563 Csedimmisy lEl &p&l&ul o 2 ’;n;ﬂ“—l

T 0 0 - 0 R R L Wi, NS E NS EE S NS S NSNS S NS S NSNS NSNS NS NN EEEEEEEEEEEEEED

Ll o [ i e - won Fomaan Juil i Tebetn | o] = shamm | wanmon it o

- s o L. viuan msa | I " n
—_— T

B | o Sl 160007 w3t Fusvrnat afuiuvgn 17/an /63 17/a0.63 0 0800 FEELY gy i sl luwgmorenfunfing 16 Sawru 2563 10anfe3 Z u

™ : | 16000 7aneviziut Tiezsunad =

m [1] vadud - 3171242563 wi ! Futiduar u

L]

Finish




