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How to Keep Day-Off

1. On top click at the icon menu n




Page |4

Back to contents

2. After that click at 7 OT Requests(daily) _ Keep Day-Off Request

4 OT Requestsidaily)
=4 UT Request{period)

‘ Leave Requests
|} Change password

3. Asshown in the figure below.

4. First time: the employee to click on our name on the corner of left menu first.
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5. 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.

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

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

8. Atthe “Type” This field does not have to be selected. Because the system is located at
(S) Keep Day-Off

16/08/2020
(5) Keep Day-Off

99999 MR.Test AII]Db date 16/08/2020 Shift Code N090 Time in 09:00 out18:00
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9. 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 : dd,.’mmfyyw m
Type : |(S) Keep Day-Off azamfu (Cumulative): *‘éﬂﬂmmﬂ haluann "dendu" andu " [Change form "Paid” o "Leawe")
Job name : | v |
Remark : Iy

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

10. 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 : | (2) Keep Day-Of azamilu (Cumulative): | Leave v |"iﬂﬂ':gmn" Wissuan i’ undu Wun' (Change form "Paid” to "Leave)

Job name - M

Remark : Tg |
i uniyenaau - Replace of another person

AU EMNG - H\gh Ol:l:upancy
oL RN Tu ©
HAnm e utianen - Event for guest

umurm .Jnh Backlog - u B
thomnAusrunsagnd - Guest wedding ift Code NOS0 Time in 09:00 out §:00

Haueiasiug - Christmas Eve

S Auilivml - New year Eve
n-- Shblrenia i - Have guest ___----

A (TUsmszyivnumg) - Other Please specify

11. After that at “Remark” If we choose the name of the job from the box above as other

(Please specify at the remarks) Let us type a reason into this box. But if selected from the

job title you can skip this box.

Select employee and insert data | Show only person notrequesting Keep Day-Off. | Show delete records

Date : 16/08/2020 ddfmmfyyyy [ sow |

Type : ‘ (5) Keep Day-Off azwuiiu (Cumulative): | Leave v "‘éﬁﬁsumﬂ“'lﬁmi‘iwmn "dnandu” s " (Change form "Paid" to "Leave")

Mg - Ot ¥ ‘

Job name : ‘ﬂuq (Tl
Remark : Tg Many ques|

Start End

Delete 99999 MR Test Alljob date 16/08/2020 Shift Code N0S0 Time in 09:00 out18:00

Femark.: (5) Keep Day-Off



Page |8

Back to contents

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

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

Type : () Keep Day-Off v azduilu (Cumulative): Leave v Shdann® WAz "nedu’ andu "l (Change form "Paid" o "Leave")
Job name : Trusnfndunge - Cancel Dz v
Remark : Ty

Start End Total time

[]ogon  |[1aon | pa:00 Savs

Delets 99999 MR.Test Alljob date 16/08/2020 Shift Code N090 Time in 09:00 out18:00
Remark : (3) Keep Day-Off

Edit Code (Name - surname) Start time End time Total time dzzian ) cotidh Remark Status Save date

lllllllllllllllllllllllllllllllllllllllllllllll(gmnullaﬁ:ealllllllllllllllﬁ!ﬂgu!uhl.

Edit 99993 MR Test Alljiob 09:00 18:00 09:00 s Comptirme Waiting 1ol
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIF“'QHDEII.

7.
|
Remark : (5) Keep Day-Off

Meaning of each channel
Edit = For Edit Keep Day-Off
Code (Name - surname) = Show staff ID, Name of Staff and Surname of Staff
Start time = Start time for Keep Day-Off
End time = Finish time for Keep Day-Off
Total time = Total time for Keep Day-Off

1sz1nn (Type) = Show Keep Day-Off type abbreviations. (S = Keep Day-Off)

Aranily (Cumulative) = Must show “Comp.time” only (If don’t show up like this,

you must delete the item and then make new again)
Remark = the reason for requesting an Keep Day-Off record
Status = It informs us that has your department head approved your request?
Save date = as to inform that on what date were our worksheets saved and who

saved them?
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How to Edit Keep Day-Off (Amendments can be revised only before the head of department

approve only. If the department head approves it, it cannot be modified. Notify the HR

department to delete our worksheet first Then key into the new system)

17. First time, you can click at “Edit” at the worksheet that we want to edit first.

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

Date : 16/08/2020 ad;mmfyyyy [ shw |

Type : (2) Keep Day-Off azauiu (Cumulative): m"émsgmn Wiafauann "dedu" sndu Wun" (Change form "Paid to "Leave")
Job name : Teuanfniungem - Cancel Ds v
Remark: Ty ‘
2
Start End Tl]|ﬂ| time
09:00 18:00 f Save
Delete 99998 MR.Test Alljob date 16/08/2020 Shift Code N030 Time in 03:00 out18:00

Remark: (5) Keep Day-Off

3fSep/20 10:37

18:00 03:00 Cormp time ‘Waiting na.1 TestAlljob
Remark : (S) Keep Day-0ff

[ Edit 99399 MR Test Aljob 05:00

18. Employees will be able to edit.

[/ /OKCancel 93993 MR Test Alljoh 09:00 18:00 09:00! (S) Keep Day-Off ¥ Comp fime Waiting no.1 ifj%ig;nﬂ
i

sk 5 K Dy Of
But will not be able to edit every channel Employees will be able to edit as follows.
Start time: Can edit start time
End time: Can edit end time
Remark: Can edit remark
In addition, it cannot be edited. But if there is an error in another channel Employees can

delete the worksheet and then re-key.

19. After edit complete you can click at Okt

3/Sep/2010:37

[ OKCancel 93939 MR Test Aliob 18:00 03:00 (S) Keep Day-Off ¥ Comp time Malingnol  Togaljon

i
Remark : (S) Keep Day-Off
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How to Delete Keep Day-Off (Can be deleting only before the head of department approve

only. If the department head approves it, it cannot be deleting. Notify the HR department to

delete our worksheet first Then key into the new system)

20. First, we have to tick the tick in the first box of the worksheet that we want to delete
first. ¥

% Edit 93399 MR Test Aliab 02.00 18:00 02:00 Compiime Waiingro1  (YSSRED 07

Remark : (3] Keep Day-Off

21. After that click at | P28 | 5t the top.

Select employee and insert data | Show only persun not requesting Keep Dey-Off. | 'Show delete records
Type : i-‘imﬂu (Cumulative): m‘*émq;mﬂ iyfzuann e’ sy "’ (Change form "Paid” to "Leave”)
Job name -

Remark : T.‘

Start End Tntal llme
- |09:00 18.00 Save

[ 09:00
w 199993 MR Test Alljob date 16/08/2020 Shift Code ND90 Time in 09:00 out18:00

Remark (%) Keep Day-Off

3/Sepf2010:37
l# Edit 99999 MR Test Allioh 08:00 18:00 0g:00 Caomp time Waiting no 1 TestAlljob

Remark : (S) Keep Day-Off

oo |

22. When the system shows that “Confirm delete?” click at

192,168, 10,23% uanin;

Confirm deleter?

MAAY | HALAR
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23. Worksheet that we want to delete. Will be deleted from our list of items.

16/08/2020
(5) Keep Day-Off M
TeuanEniumys - Cancel D ¥

99999 MR.Test Alljob date 16/08/2020 Shift Code N090 Time in 09:00 out] 8:00
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How to check if there are any outstanding days in the system?

Because if we key the work for a specific Keep Day-Off key. Will find that when we finish the
key and exit the system, but when we enter again Returned to find that the work that we key was

missing | must first say that the worksheet that we key has not disappeared, it is still only that we do
not see. Caused by the following reasons

Sample, we test to key Keep Day-Off at date 25/08/2563

‘ TuiinnItatnuiunae (Keep Day-Off Request) :: OT Requests(daily) :: ( 25/08/2020 )

L LR EDTENEUEY Select emplayg 8aMd WsBriM o® B Show only person not requesting Keep Day-Oft

Date

| Show delate records
W 2508/2020 Ju!ﬂmmfwyy [ show |
Type RN L M dzdanilu (Cumulative):| Leavs ¥ [=dnfiqunn tdduan "y’ sndhs "G’ (Changs form "Peid” to "Leave)
Jobname: | Teuunifmiumae - Cancel Ds ¥
Remark: Ty
y
Stat  End  Total time
[“Josoo 1800 |[09:00 | Save
99993 MR Test Alljob date 25/08/2020 Shift Code N0S0 Time in 09:00 out1 8:00
Fiermark (5] Keep Dag-Of
-
B Edit 99999 MR Test Aliob

08:00 18:00 0900

Comptime Waiting no.1 a/éaep/znum 470
-lll-------llllllllllllllllllll-------ll%ME!%EEE.FEFWB".....--------IHAHE-

But if we leave and re-enter, we will see that the work that we have keyed is lost

‘ fuvinnswal fufukae (Keep Day-Off Request) :: OT Requests(daily) :: ( 03/09/2020 )

LRSS OTERCUEE Select employg®aMt MsBr Wall B Show only person not requesting Keep Diay-Off

Date

| IShow delete records

I 03/08/2020 _|rﬂ/mm/yyyy [ show |

Type - ! LA N azdniln (Cumulative): Paid v | 4drfiqgan® Wil e sndu "dusn® (Change form *Paid" to *Leave")

Job name v

Remark: Ty

g
Stat End  Totaltime
D] sae
99999 -MR Test Alljob date 03/03/2020 Shift Code N030 Time in 09:00 out13:00
Rermark () Keep Day-Of

=

The cause is due to the current show date that we entered. Does not match the date we key into the

system which we keep Day-Off on 25/08/2563, if the date of the show is another day, it will not see
our worksheet.

" 29/09/2020; Eddfrﬂmm

Date :
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We have to change the date to one day, month, year, the same year that the key keeps the holidays.
To see our worksheet.

Date : = 25/08/2020 lldd,-’mmfyyw

‘ fudnnspetAuiumaa (Keep Day-Off Request) :: OT Requests(daily) :: ( 25/08/2020 )

LR EEENSIEEEV EUEY Select employee and insert data | Show only person not requesting Keep Day-0fl. | /Shaw delete records
Date 25082020 |Taddfmminy

Type (5) Keep Day-Off azaandlu (Cumulative): Paid v o Wi "t s ' (Changs form "Paid” to "Leave’)
Job name -
Remark: Ty
4
Start  End  Totaltime
i Save
Delete 99999 MR Test Alljob date 25/08/2020 Shift Code N090 Time in 09:00 out18:00

Remark : (5) Keep Day-Off

B R O B Bl A R SR R RIS B R R N o= 8 e s e
| |

/Sep/2l 10:47
5 Edit 99999 MR Test Alljoh 09.00 1800 03:00 s Carmp time Waiting ot Testaliop ™

Romaik (2 Kgon Day-Of
I NN NN NN NN NN NN NN NN NN NEE N NN EEEEEEEEEEEY

But!!!! If we can't remember that we key to collect the Keep Day-Off on which day and do not need
to panic can check it. In the following way.

1. Click at m After that click at “OT Request(period)”.

5 OT Reguests(daih) |

= 0T Request{period) h

.5‘ Leave Requests

{ | Change password

2. After that “Date” put 01/01/XXXX can go into the white box.
By XXXX that is, t_he current year, f_or example this year, must be put as 2563

Date - S /0172020 [Eoldafmmpnnsy

3. After that “To” put 31/12/XXXX can go into the white box.
By XXXX is, the current year, for example this year, must be put as 2563

To: =[3172/2020 ?n dd/mmhanng



4, After that clic
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Showe

k at

: ffufinnnswat fuTuwga (Keep Day-Off Request) :: OT Request(period) :: { 1/01/2020 - 03/09/2020 )

Employee name

Select employee and insert data | /Shaw only person not requesting Keep Day-0ff. | Show delete records
Date : 012020 [Talddimmhay To - iy
Type : | (S) Keep Day-Off v dzdaiiu (Cumulative): Paid ¥ [ 1 "eiu” andu e (Change form "Paid” to "Leave")
Jobname: - v
Remark: Ty
| ﬁ
Start  End

999939 MR Test Alljob date 01/01/2020 Shift work not set

Remark : (8) keep Day-Off

29/Aug/2016:16

99999 MR. Test Alliob 2 Sep 20 [Wer] 09.00 18:00 09.00 Compfime Notépproved  |To(islioh
99999 MR, Test Alliob 30 Aug 20 [Sun] 09.00 18:00 09.00 s Compiime HotApproved iﬂiﬁﬁ”“
99999 MR. Test Alliob 27 Aug 20 [Thu] 09.00 18:00 09.00 s Compiime HotApproved ieg/giﬁﬁu;m
99999 MR Test Alliok 26Aug20[Wed]  09.00 1800 03.00 s Comp.iime Approved %‘;:‘f‘ﬁi”m

[ Edit 33999 MR Test Allob 25 Aug 20 [Tue] 09.00 18:00 09.00 s Compime Walting no. ifj%ﬁﬂ;” “
98998 MR Test Alliob 24 Aug 20 [Mon] 08.00 18:00 08.00 e Comp.time edemeer | DAV IGED

Test Allioh

Remark: (%) Keep Day-0ff

5. Only this during the days / months / years that we choose if the Keep Day-Off key on which

day. Will show up immediately to show us.

- fufinmswatiuTuias (Keep Day-Off Request) :: OT Request{period) :: { 1012020 - 03/09/2020 )

Employee name

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

Date 12020 [Talemmpsyy To ddjmmby

Type : |(3) Keep Day-0F v | azwnily (Cumulative): Paid v |“dsna® Widfuamn "ned’ @y "dwm’ (Change form "Paid” to "Leave)
Jobname: - =]

Remark: Ty ‘

Stat  End  Total time

Save

99999 MR.Test Alljub date 01/01/2020 Shift work not set.

ﬂ-__---_--_-
99993 MR Te st Alljcb 2 Sep 20 [Wed] 03:00 1800 09:00 Corpime Dot Appraved %2:‘562;;515
99939 IR Test Allioh 30 Aug 20 [Sun] 09:00 16:00 09:00 s Complime Mot Approved %’Q‘ﬂﬂ‘ Bz
3333 MR Tast Allioh 27 Aug 20 [Thu] 500 1500 1500 s Compime Mot Appraved %@’g‘ﬂ{fﬂ”b‘ 518
93993 MR Test Alljcb 26Aug20Wed]  09:00 1800 09:00 s Corpime Approved ?E/:“Ag‘fﬂim =
) Edit 99999 R Test Allick 25 Aug 20 [Tue] 09.00 1800 09.00 3 Comp.iime Waiting no.1 ?fj%ﬁié” a7
3333 MR Tast Allioh 2pugZ0Man] 0300 1500 1500 s Compime Mot Appraved ?;g‘ﬂ{funb‘ 2e

Remark : (8) Keep Day-Off
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE NSNS NN NN NN EEEEEEEEEEEER

Finish
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