TK-SQL Absence Planning Module (APM)
June-2005

Absence Planning Module

Planning absences is one of the challenges that companies deal-with on a daily basis: in many
cases, when a manager authorizes a vacation, s/he may not be aware to the impact of the
future absence in terms of operational needs (coverage) and in terms of the corporate policy
(whether the employee's forecasted available balance will allow the absence).

The Absence Planning Module (APM) is a powerful planning & presentation tool that provides
managers (supervisors/department heads etc) the "entire picture" in terms of the both the
operational needs (coverage) and corporate policy (employee balance), so they may
intelligently decide whether to approve, decline or offer alternative dates.

In terms of operational needs, the module supports defining "Coverage Groups": Any group of

employees can be defined as Coverage Groups e.g. a department, team or even people (from
separate departments) with a certain field of expertise.

® Note: Individual employees can be associated with multiple Coverage Groups.

In terms of the corporate policy, the module supports “virtual” calculation of employees’
forecasted balance as in accordance with requested future dates.

Key-features

e Schedule individual employees or entire groups

e Plan Full and Partial absences
e Prompted Alerts for insufficient forecasted balance and under coverage

e Automatic updating of absence balance as absences are accrued.

Graphical presentation

e Multiple drill-down views: yearly (calendar & user defined), monthly, weekly & daily with
an easy navigation in between the views.

e Multiple views by absence type: actual, planned, actual & planned
e Multiple selection and filtering options.

e Graphical presentation of absences with color-coded absences

e Graphical presentation of exceptions & warnings

e Built-in flag for Public Holidays/Statutory Holidays (corporate/group specific)

Seamless Integration

e Actual absences are automatically populated as they occur (TimeKeeper)

e Easy to use Planned vs. Actual absence display (TimeKeeper)
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e Actual Absence data can be exported to payroll/HR systems (TimeKeeper)

e The forecasted Balances are calculated based on actual corporate Benefit Policies
(Absence Tracking Module and/or Benefit Accrual Module)

e The available balance is automatically updated on the "due date" (Benefit Accruals
Module)

Benefits

Better Use of Resources

e Managers see the "entire picture" before they approve/decline an absence. No more “last
minute surprises”!

o Integration with Absence Tracking and Benefit Accruals allows real forecasting based on
actual corporate policies and the employee's seniority (if applied).

e Integration with TimeKeeper ensures no unnecessary duplication of data

Easy to Use
e Straight-forward, "Drag & Drop" schedule interface

e Coverage and negative balance alerts pop-up dynamically
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Environment:
TK-SQL Only

Required Program Files:

CALCPERSQL.DLL May-29", 2005 (or later)
APMFIX.EXE Mar-15", 2005 (or later)
APMEXP.DLL May-30", 2004 (or later)
APMFIXSQL.DLL Mar-23", 2005 (or later)
DAPMCOVESQL.DLL Apr-18", 2005 (or later)
DAPMSQL.DLL May-25", 2005 (or later)
DAPMVECSQL.DLL May-25", 2005 (or later)
FIXAPMWSQL.DLL Mar-30", 2005 (or later)
Note:

The APM programs are already part of TimeKeeper-SQL Install set.

Other components (i.e. tables & stored procedures) are already embedded within Lavie's
formal DATA-SET (Blank TK database).

Implementation: Setup steps

1.
2.
3.
4.

5.

Enable Absence Planning and specify the Coverage mode (SYSCNF)
Create User policies (i.e. allow negative balances & exceeding coverage)
Creating coverage groups (including coverage standards)

Settings the Absence Status Verifier (ASV)

Setting the Daily Browser to re-summarize the PP Upon absence code changes

Absence Planning Browser — Operator's Guide

Absence Planning Reports
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Step 1: Enable Absence Planning and specify the Coverage mode (SYSCNF)
1.1 Enable Absence Planning in "System configuration" Tab
JRI=TEY
( Time Clock [Polling] T Payrall Interface T ¥-T-0 Definitions T Pragram E stenzions T Abzences

|/ Printer & Printing T File D aily, Employes T Impra System T K.ep Fields Farmat T BackUp/iBrowse

General Canfiquration T Dealer Tﬁecurity & .-’-‘n.uthnrizatic-nT Language T Date & Time 1

Uzer Mame |DEMO STSTEM

Software 1D |1 Inztallation D ate IEUJDEH 997 Yerzion |5.EI'|

t axirurn Employess ISSSEI [ Using Module ESHEL [ iBrowse Module Support

Current Mo, of Emp. |23 7 T'mEEUS“nE.l'PE Module v Statutory Holidays Module

[~ Dep-dllocation-PC Module v “rear-To-Date Module

Contract Offzet far Day Off IEI I™ CanteerKeeperPCModue [ Schedule Manager Module

Ahzence Code for O ay OFf IU [~ T&KSHIR Installed v TIMEBAME Installed

Histarical Betention Period [Weeklﬂ [~ PARTTIME Installed v absence Planning Module

Huotel Staff Costing Module Mo - tdadan O ptions INnt InUse 'l

¥ Use Punch File Punches Saved for [No. af Days) ISSS Calculation | | |
Use Retroactive IF'ayroII Retro Only "I Murnber of Periods for R etroactive Calculations |99 Mo | -

2 A =[] v

1.2 Load "Absences" tab, and select the "Absence Planning" button for additional settings:

_leixi
|/ Printer & Printing T File D aily, Employes T Impra System T Key Fields Farmat T Backlp/Browse
|/ Swuztem Canfiguration Dealer Tﬁecurit}l e .-’-'«uthorizationT Language T Date & Time

TimeQIock[P-:-lling]T Payrall [nterface T -T-D Definitions T F'ru:-gramE:-:tensiDnS] Abzences

Automatic Accrualz and Absence Tracking I.ﬂ‘-.utomatic Aocruals & Abzence Tracking Enabled j

Automatic Abzence Code Aszighment

Day Type Day Tope Mame Abzence Code Abzence Code Mame
For Day

'
2 s %] ] 3
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¥

Absence planning button:

[~] Absence Planning

X

Coverage Mode

IB_I,I COvElage gru:uup.-"pru:ufessj

Conzider Partial Abzence as

I.-’-'-.I:usent

Idpdate DAILY when a planned abs. iz not approved

date only Approved

[

-

LCancel

Coverage mode:

(1)

The Coverage functionality has been designed to alert the supervisor that s/he is
understaffed (on a specific day) and he may need to reconsider planning the absence

and suggest alternate dates.

The coverage can be based on department, profession, team

or even individuals (from

separate departments) with a certain field of expertise. The following coverage modes

are available:

Inactive: Coverage alerts are not required.

By department: Every Department has its own staffing requirements (per day

type). These staffing requirements are set in the "Coverage Group standards" as

follows:

Il Coverage Group Standarts

Coverage Group Humber

Coverage Group Mame

N [l 4

| 2

LI Select I ICustomer Service

Dap Type

Day Twpe Mame

|0

=]

ID efault Day

Minirnurn Ermployess Per Dap

i

By Department/Profession: Every combination of Department & Profession has

its own staffing requirements (per day type). These staffing requirements are set in

the "Coverage Group standards" as follows:

Il Coverage Group Standarts

Coverage Group Mumber

Cowverage Group Mame

Nl

I 2 IEustDmer Service

Profeszion Mumber

Profeszian Mame

I 2 IS_I.Jstem Engineer

Day Type

Day Type Mame

[0

=]

ID efault D ay

bimirmurn Emplovees Per Day

s
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By Coverage Group: Every coverage group has its own staffing requirements (per
day type). These requirements are set in the "Coverage Group standards" as
follows:

Il Coverage Group Standarts

Coverage Group Mumber

N i 3

Cowverage Group Mame

|1EI IDave's Team

Day Type Mame

ID efault 0 ay

Mirirmum Emplopees Per Day

s

By Coverage Group/Profession: Every combination of coverage group &
profession has its own staffing requirements (per day type). These staffing
requirements are set in the "Coverage Group standards" as follows:

=101 x|

Il Coverage Group Standarts
Coverage Group Mumber _—
j Select | IDave's Team

Coverage Group Mame

Frofeszion Mame

Profezzion Murmber

IS_I.Jstem Engineer

[Day Type Mame

ID efault Day

Minimurn Employees Per Day

&

Example: The coverage mode is set to "By Department. There are 10 employees in
"Customer Service" Department. The customer’s policy requires at least 4 people in
customer services from Monday to Friday. In this scenario, when a supervisor plans
absences for 6+ employees (on the same date), the system will alert upon a
coverage exception (as this department is short on employees).

(2) Consider Partial absence as (Absent or Attended)

This parameter determines how to apply a partial absence with respect to coverage
e.g. when an employee takes a half-day vacation, should the coverage calculation apply
this day as an absence or as attendance.

(3)

Update DAILY when a planned absence is not approved

The Absence Planning Module is entirely integrated with Timekeeper's DAILY Activity
file; hence planned absences are carried over into the daily table once the DAILY table

is being created.

Updating the daily table is rather straightforward once the employee has "enough"
days/hours available on his absence balance (e.g. Vacation Balance). Updating the daily
is also acceptable for approved planned absences (i.e. in these cases, the employee
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does not have "enough" days/hours available on his balance, however it has been
approved by the supervisor).

The real challenge arrives when a planned absence is not approved:
Should unapproved absences be carried-over into the daily or should it remain in the
Absence Planning Browser?

The options are:

- No (Update only approved absences): Only approved absences will be carried —
over into the DAILY Table (Strict mode).

- Yes (APM Browser only): Unapproved absence that has been inserted in the APM
Browser will be carried-over into the daily table regardless of the fact that they are

not approved.

- Yes (Status Verifier only): In theory, absences are taken only after they were
approved by the supervisor i.e. An employee requests a vacation, the vacation is
being approved by supervisor and when the time comes - the employee takes the
scheduled day(s) off.

In real life, circumstances may require taking "unexpected" days off before the
"planned" vacation. This can be a problem, as the employee may no longer have the
"enough" days/hours in the vacation balance.

This is exactly the problem that the Absence Status Verifier (ASV) is designed to
address: The Absence Status Verifier is responsible for changing the absence
status and alerting (via e-mail) that the status has been changed (by
running the Absence Status Verifier every night via the OS scheduler).

Using this option, absences that have been disapproved (due to the
Absence Status Utility)_will be carried-over into the daily table regardless
of the fact that they are not approved.

- Yes (All unapproved absences): All unapproved absences will be carried to the
DAILY Table regardless of the fact that they are not approved (relaxed mode).

® Note: Planned Absences are saved in the Employee Vector Table (EMPVEC)
and therefore absences can be accessed from the employee master file.
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Step 2: Create User policies

There are two settings in the users definition screen:

Auses =10 x]

zer Mame
[ERIC =l
|/ General Parameters T Functions T Screen Buillders
[iata Baze Access by T Impra Spstem ] Abzence Flanning [AF)
Allows Exceeding MINIMAL COVERAGE Yes -

Sl Planning when Balance iz MEGATVE Yes -

2] S| slnjels]  w

Allow exceeding minimal coverage: Is the user allowed to authorize absences
when the coverage is lower than the
minimum? (Yes/No selection)

Allow Planning when the Balance is negative:  Is the user allowed to authorize absences
when the employee's balance is negative?
(Yes/No selection)
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Step 3: Creating coverage groups (including coverage standards)

The Coverage functionality has been designed to alert the supervisor that s/he is understaffed
(on a specific day) and s/he may need to reconsider planning the absence and/or suggest

alternate dates.

The coverage can be based on department, profession, team or even individuals (from
separate departments) with a certain field of expertise, as per the setting in the system

configuration file.

Settings

(a) Creating coverage groups (Add/Edit APM Setup Files/Coverage Groups)

Creating coverage groups is required ONLY when "coverage mode" in the "System
Configuration File/Absences/Absence Planning" is set to "By Coverage Group" or "By

Coverage Group/Profession".

_[Eix

Coverage Group — Coverage Group Mame
1 =] im Al% Scott

2| 2 e[ n] B o @) W

(b) Creating coverage standards (APM Setup Files/Coverage Standards)

The coverage standards specify the minimum staffing requirements for a single day-
type. The coverage standards screen is generated based on "Coverage Mode"

setting in the System Configuration File/APM

- By department: Every Department has its own staffing requirements (per day-
type). These staffing requirements are set in the "Coverage Group standards" as

follows:

Il Coverage Group Standarts

N [l 4

——  Cowverage Group Murber Coverage Group Mame

I 2 ;I Select I ICustomer Service

— Day Type [ray Tupe Mame

IEI ;I IDefauIt Ciay

Minirnurn Ermployess Per Dap < I 4 >
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»

By Department/Profession: Every combination of Department & Profession has

its own staffing requirements (per day-type). These staffing requirements are set in
the "Coverage Group standards" as follows:

Il Coverage Group Standarts

Coverage Group Mumber

_{o ]

Cowverage Group Mame

2

IEustomer Service

Professzion Mame

Profeszion Mumber

| 2

IS_I,Jstem Enagineer

Day Type

|n

=

Diay Twpe Mame

ID efault D ay

Mirirnum Emplovess Per Day

o

By Coverage Group: Every coverage group has its own staffing requirements (per

day-type). These requirements are set in the "Coverage Group standards" as

follows:

Il Coverage Group Standarts

Coverage Group Mumber

Nl

Cowverage Group Mame

|1c|

ID ave's Team

Day Type

|n

Day Type Mame

ID efault 0 ay

Mirirmum Emplopees Per Day

—

By Coverage Group/Profession: Every combination of coverage group &

profession has its own staffing requirements (per day-type). These staffing
requirements are set in the "Coverage Group standards" as follows:

Il Coverage Group Standarts

Coverage Group Mumber

=101 x|

Coverage Group Mame

|1D j Select | IDave's Team
————  Profezzion Mumber Frofeszion Mame
I 2 j IS_I.Jstem Engineer
Day Type [ray Type Mame
I 1] j IDefault Day

Mirimurn Employees Per Day

€ =3
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Step-by-Step illustration
ABC Corporation has recently purchased APM. In ABC Corporation, coverage groups are set to
department (hence every department has its own staffing standards).

John (one of the supervisors in the company) has three departments under his supervision:
Electrical, Painting and Assembly. There are (6) employees in the Electrical Department, (5)
employees in the Painting Department and (6) employees in Assembly.

From an operational perspective, the company requires at least (2) employees in the Electrical

Department, (2) employees in the Painting Department and (4) employees in Assembly:

Department Total Employees Minimum employees
Required (per day)

Dept 3 — Electrical 6 2

Dept 5 — Painting 5 2

Dept 6 — Assembly 6 4

(1)

In January-2005, Janice (Employee #1016) requested 3 vacation days in

August. John (her supervisor) approved her Vacation and updated the

system accordingly:

Table Display Display Mode Opkions  Help

=10l x|

| A weskzs  ¥|  22/08/2005 - 28/08/2005 | Elrikr

Plarned Absence Code 4 WACATION PAID
Mo 22

Tu23 Wie 24 Th25

Fr26

S5a27 Su 28

1008

Burns Dave

1MeE

MOMROE JANICE
1021

WATSON BRENDAN
1036

SEIMFELD TED
1078

CLARK ARTHUR
1129

CARTIER SHIRLEY

1017
G DOUGLAS TOWSEND
1122

PERRICELLI JOANNE
1138

MASTERS SAIRA
1140

SWANSON NICHOLAS

VACATION PAID  VACATION PAID  VACATION PAID

Kl l
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2) During March-2005, Shirley (Employee #1129) was selected for Jury-Duty
for the entire week of August-22"°, John (Shirley's supervisor) approved
the absence and entered the required information into the APM Browser:

=11

Table Display Display Mode Options Help

| U wesk3s  ¥|  22/0B/2005 - 28/08/2005 Calendar

Flanned &bsence Code 18 JURY DUTY PAID
Mo 22 Tu2sd wie 24 Thag Fr2g Saz2? Suz2s8

1006

Buirs Dave

1016

MOMROE JANICE
1021

WATSON BRENDAN
1036

SEIMFELD TED
1o7s

CLARK ARTHUR
1123

CARTIER SHIRLEY

VACATION PAID  VACATION PAID  VACATION PAID

JURY DUTY PAID JURY DUTY PAID JURY DUTY PAID JURY DUTY PAID - JURY DUTY PAID

17

j DOUGLAS TOWSEND
1122

FERRICELLI JOAHMNE
1138

MASTERS SAIRA
1140

SWANSON NICHOLAS =

(3) In the beginning of July, Ted asked to take two days off (Monday August
22" and Tuesday August-237). Since Ted had already cashed-out his
vacation hours, he asked taking Unpaid Vacation in these dates. John (Ted's
supervisor) approved his Vacation and updated the system accordingly:

Il

Table Display Display Mode Options Help

| [ weeks  ¥| 220872005 - 28/08/2005 Calendar

Flanned Absence Code 5 YACATION UNPAID
Mo 22 Tu23 e 24 Thas Fr 26 Saz2? Suzg

1008

Bums Dave

1018

MONROE JAHICE
1021

WwATSON BREMDAN
1036

SEINFELD TED
1078

CLARK ARTHUR
1129

CARTIER SHIRLEY

VACATION PaAID WVACATION PAID VACATION PalD

VACATION UMPAID WVACATION LINPAID

JURY DUTY PAID JURY DUTY PAID  JURY DUTY PAID - JURY DUTY PAID - JURY DUTY PAID

1017
DOUGLAS TOWSEND

122

FERRICELLI JOANNE
1138

MASTERS SAIRA
1140

SWANSON NICHOLAS

‘Year | Month WeekIDay

KT
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(4) On July-14"", Arthur requested taking Monday (August-23") off. Under normal
circumstances (i.e. without having the APM) John would have approved his
vacation. The APM Browser however, alerts the supervisor that he is
understaffed that day:

'j nder coverage: The selected dates are UMDERSTAFFED
L

Skip understaffed dates Cancel

The Supervisor therefore has three options:

APPROVE ALL Approve the day off anyway i.e. regardless of the
fact that he is understaffed that day.

SKIP UNDERSTAFFED DATES When planning an absence for several days and/or
several employees; this option enables to plan
absences without causing coverage/staffing problem.

In this case, since the supervisor planned Vacation
"only" for a single employee for a one day — selecting
this option will cancel the planning.

CANCEL Cancel planning for the selected employee(s)and
Date/(s)

Once "Approve All" is selected the Vacation day is scheduled in the Browser:

R

Table Display Display Mode Options Help

| [ Wesk3m  ¥|  22/08/2005- 28/08/2005 | Calendar

Flanned &bsence Code 4 VACATION PAID
Mo 22 Tu23 e 24 Th 25 Fr26 5a 27 Su 28

|»

1008

Bums Dave

1016

MONROE JANICE
1021

WwATSON BREMDAN
1038

SEINFELD TED
1078

CLARK ARTHUR
1129

CARTIER SHIRLEY

VACATION PAID WACATION PAID WACATION PAID

VACATION UNPAID  WACATION UNPAID
VACATION PAID

JURY DUTY PAID JURY DUTY PAID  JURY DUTY PAID JURY DUTY PAID  JURY DUTY PAID

1017
i DOUGLAS TOWSEND
1122

PERRICELLI JOAMNE
1138

MASTERS SAIRA
1140

SWANSIN NICHOLAS

‘Year | Month wEek|Day

L
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(5) In addition to the on-line under-coverage alert, APM's "Coverage Exceptions

screen will "allert” the user that there is a coverage problem on August-23":

Yearly View (the supervisor can see all the under-coverage exceptions on one screen)

n

RE
Table Display Display Mode Options Help
| A 205 M| T RomMonth [T ] veaiBeck 6 YearFomed
Absence Code 4VACATION PAID , 5YACATION UNPAID | 6 LEAWE OF ABSENCE | 7 SICK PAID | 8 SICK UNPAID |
Department 5 Painting . B Assembly
Employee 0 - 9939353933539
Flanned &bsence Code 4 YACATION PAID
January Febuary March Al
Mo  Tu We Th Fr  5a Su Mo Tu ‘we Th Fr 53 5u Mo Tu We Th Fr 5a 5u Mo Tu We Th Fr  5Sa 5u
1 2 1 2 3 4 5 E 1 2 3 4 5 E 1 2 3
3 4 5 E 7 8 El 7 8 E:l o111z 13 7 8 El w11 12 13 4 5 E 7 8 El 10
o 11 12 13 14 15 16 14 15 16 17 18 13 20 14 15 18 17 18 13 20 11 12 13 14 15 16 17
17 18 18 20 21 22 23 21 2 23 24 % 6 X 21 2 23 24 % W® F 18 13 20 21 22 23 24
24 25 26 27 28 29 30 28 28 29 30 3 25 26 27 28 29 30
al
June July August
Mo Tu We S5a  Su Mo Tu ‘we Th Fr 53 5u Mo Tu We Th Fr 5a 5u Mo Tu We Th Fr  5Sa 5u
4 7 8 1 2 3 4 5 1 2 3 1 2 3 4 5 [ 7
11 14 15 B 7 8 k=] o 1 1z lIl 5 [ 7 8 9 10 8 E:l o 11 12 13 14
18 21 22 13 14 15 16 17 18 18 1 12 13 14 15 16 17 15 16 17 18 13 20 21
23 24 2B 26 2F 28 28 20 21 22 23 24 5B 26 18 19 20 21 22 23 24 22 23 24 25 2k 2 28
a3 2Fr 28 23 30 25 26 27 28 23 30 31 23 30 A
September Octaber Nowember December
Mo  Tu We Th Fr  5a Su Mo Tu ‘we Th Fr 53 5u Mo Tu We Th Fr 5a 5u Mo Tu We Th Fr  5Sa 5u
1 2 3 4 1 2 1 2 3 4 5 E 1 2 3 4
5 [ 7 8 E:l o 1 3 4 5 E 7 8 k=] 7 8 13 5 B 7 1
12 13 14 15 18 17 18 o 11 12 13 14 15 16 14 15 20 12 13 14 13
19 20 21 2 23 24 X 17 18 19 20 20 2 23 21 2 27 19 20 2 25
26 27 28 29 A, 24 25 26 27 28 29 0 28 29 30 28
il
Year [ tonth |_week] Day]
(Drill-down to) Monthly View
laix

Table Display Display Mode Options Help

| A sugestzos k| Calendar

Ahsence Code AWVACATION PAID | 5YACATION UNPAID |6 LEAVE OF ABSENCE . 7 SICK PalD | 8 SICK UNPAID |
Drepartment 5§ Painting . B &ssembly
Employee 0 - 333393333533
Planned sbsence Cade 4 WACATION PAID
Mo Tu e Th Fr Sa Su
1 2 3 4 5 [ 7
8 a 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
23 30 3

Wear  Month I Wieek | Day

The monthly view (similar to the yearly view) enables identifying the understaffed days.
In order to identify how many employees are short (by coverage group), drill-down to
the weekly (or the daily) view:
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¥

(Drill-down to) Weekly View

LT

Table Display Display Mode Options Help

| 1 l ‘week 35 | 22/08/2005 - 26/08/2005 Calendar
Planned sbsence Code 4 WACATION PAID
Mo 22 Tu23 e 24 Th 25 Frag6 Sa27 Suz8
Department
5 Painting L A L v 2
Departrment
6 Azzembly z 2 2 2 2
‘rear | Month WEEkI Day ,m

The weekly view displays the coverage-exceptions (Yellow) and specifies the number of
people short per day in Red (i.e. on August 23", we are one employee short). The rest of
the days (where there are no coverage exceptions) show how many employees can
(potentially) be planned without being understaffed.

(Drill-down to) Daily View

sl

Table Display Display Mode Options Help

‘1| 23/08/2005 ﬂ Calendar

Department Total Minimal Tatal Employess
Employees | Coverage | Employess [ “Left" for
in Graup Flanned Flanning
5 Painting [ 3 4 -
E Asgembly E 4 1] 2

The Daily View displays more details that the Yearly/Monthly and Weekly views: It shows
the coverage groups, how many employees are assigned to each group, what is the
minimal coverage required, how many employees were planned and how many
employees are "left" for planning (how many absences can be scheduled without causing
under-coverage problem).
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Step 4: Setting the Absence Status Verifier

In theory, absences are taken only after they have been approved by the supervisor i.e. an
employee requests a vacation, the vacation is approved by supervisor and when the time

comes - the employee takes the scheduled day(s) off.

In real life, circumstances may require taking "unexpected" days off before the "planned"
vacation. This can be a problem, as the employee may no longer have the "enough"

days/hours in the vacation balance:

Action Current "Forecasted" Balance
Balance in August-2005

An employee requests 3 vacation days in August, The | 11.00 Hours 21.00 Hours
Vacation is approved by the supervisor (= keyed-into

the APM Browser, negative balance is approved)
A few days after the vacation was requested (and 3.00 Hours 13.00 Hours
approved), the employee takes an unexpected

day off during July (i.e. before his planned Vacation)

What Should the system do? The supervisor (based | 3.00 Hours -11.00 Hours
on the 'old” balance) has already approved the

Vacation in August; however the "new” balance does

not allow taking three vacation days...

This is exactly the type of scenario that the Absence Status Verifier has been designed to
address: The Absence Status Verifier is responsible for changing the absence status and
alerting (via e-mail) that the status has been changed (by running the Absence Status

Verifier every night via the OS scheduler).

Once the supervisor is made aware of the new status, s/he may approve/decline or suggest

alternative dates:

Absence
Planning

\7'< Alternative Dates

I T Change in Flanning

Send Alert
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Step-by-Step illustration:

(1)

An employee requests 3 vacation days in August. The supervisor approves

the Vacation (i.e. it is keyed-into the APM Browser, negative balance is

approved):

Dave's Current Vacation Balance is 11.00 hours:

Employes: 1006 Bums Dave

Display Absence Balance From: OTAT7/2008

Inital Allowance

% Yea fibsence Code Tracking Start | TrackingEnd | Balance | Previous Balance |  Initial &lowance | Tofdconal | Totallsed
Date Date P _m [Hours) [Haurs) [Hours) [Hours)
B 2006 4 YACATION PAID [1A02008 311242009 HDDJ 1210 13000 7.0 7510

Dave has requested three vacation days in the beginning of August (i.e. Aug-8", 9" and
10™). Dave's supervisor logs into the APM Browser, selects August 8" and checks his
forecasted balance (by right-clicking on August-8).

'_a Plan Absences

Table Display Display Mode Options Help

=lgx

‘ 1| Week 33 ﬂ (03/08/2005 - 14./08/2005 Calendar

1008

Bums Dave

1018

MONROE JANICE
1021

WATSON ERENDAN
1038

SEINFELD TED
1078

CLARK ARTHUR
1129

CARTIER SHIRLEY

1m7
H  DOUGLAS TOWSEND

Planned Absence Code 4 VACATION PAID

Absence balances

Mo g Tug We 10 Th1 Fiiz 5313 Sutd
Go to Day Tab x|
Plan Absences
Delete Absences Absznce Code g =] [VACATION PAID

Murmber

Marme

New balance
in days

MNew balance
in haurs

1

WACATION PAID

21.00

The APM Browser shows that on August 8™ the employee's forecasted balance is 21 hours.

@

Why 21.00 Hours? How does the "Virtual” calculation works?

According to Dave's Policy (seniority based policy), Dave is entitled to 5 Vacation
hours per pay-period (Bi-Weekly). Hence, by August 8", Dave's forecasted Balance
will be 21 hours as follows:

Current Balance (based on period #15): 11.00 Hours  +
Forecasted Accrual for period #16/2005: 5.00 Hours +
Forecasted Accrual for period #17/2005: 5.00 Hours

Total forecasted for Period #18/2005: 21.00 Hours
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¥

When planning the 3-day Vacation, the system will alert on Aug-10" as the
employee "hits" negative balance (3 days require 24.00 vacation hours. Dave has
only 21.00 available; hence he is 3.00 hours short):

-lolx

Table Display Display Mode Options Help

| 1| Week 33 ﬂ (8/08/2005 - 14/08/2005 Calendar

Planned Absence Code 4 YACATION PAID

Mo g Tud we 10 Th11 Fri2 EERk] Sutd

1008
Burs Dave
MONROE JANICE
1021 Employee 1006 Bums Dave

1 Megative Balance exceeds in
WATSON BRENDAN . 10/08/2005

Absence Code : 4VACATION PAID
1038 New balance in hours : -3
SEINFELD TED Approve exception
1078
CLARK ARTHUR
1129 Yes No “Yes to Al Noto Al Cancel
CARTIER SHIRLEY
1017
G DOUGLAS TOWSEND

Once the Supervisor approves the Vacation on the 10%, the vacation day will be
flagged as an exception that has been approved:

gl

Table Display Display Mode Options Help

| [ week3m W] DR/R/2005 - 14/08/2005 [

Planned Absence Code 4 VACATION PAID
Mo 8 Tud We 10 Th11 Fi12 5a13 Suld

1006

WACATION PAID WACATION PAID WVACATION PalD,
Bums Dave
1018

MONROE JANICE
1021

WATSON BRENDAN
1036

SEINFELD TED
1078

CLARK ARTHUR
1128

CARTIER SHIRLEY

17
i DOUGLAS TOWSEND

1122

PERRICELLI JOANNE
1138

MASTERS SAIRA
1140

SWANSON NICHOLAS

‘ear | Month  Wweek | Day

L«
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A few days after the vacation was requested (and approved), the employee
takes an unexpected day off during July (before his planned Vacation):

Employes: 1006 Bums Dave From Diate : (W/07/2005
% Date | Day fhsence Code Contract In1{ 0wl | Ind [Out2| Paid | Pad || Over | | |REG | O/T | O/ | Banked | Pay | Unpaid | Urpaid
Type fiin | Abs || Time | || HRS |180% | 200% | OT | OT | O | dbe

[4/07/2005 B H1|28 STATHOLIDAY 0 Holpt [ | [ | a0 800
D5/07/2008 2 Tu 10 Howp! 830 0700): |: |800 200
DBA7/2008 3 We 10 Howl! [830 1700 | |&00 5.00
b |07/07/2005) 4 Th(4  MACATION PAID 0 Howlt | = |2 | | 800 800
DB/07/2008 5 Fr 10 Howp! [830 91700 | |00 800

Due to the unexpected vacation-day on July-7", Dave's forecasted balance for August-8"
is 13.00 hours (i.e. 21.00 hours forecasted — 8.00 hours taken on July 7).

(3) Absence Status Verifier (Change the absence status and e-mail alerts)

The Absence Status Verifier is responsible for changing the absence status and alerting
(via e-mail) that the status has been changed. By running the Absence Status Verifier
every night (via the OS scheduler), the status of August Vacation should be changed and
the supervisor/employee/primary operator would receive the proper alerts (via mail):

& Absence Status Verifier (APM) =181
J File Edit View Tools Message Help | j';'
& & w | . X | QO O w
Reply  Reply Al Forward Print Delete Previous Mext Addresses

From: TK Admin

Date: Juby 13th, 2005 7:00 PM

To: Dave Bums

(c Steve Masters

Subject:  Absence Status Verifier (APM)

To:
Burns Dave (Employee # 1006)

The Absence Status Verifier performed the following:

Date Absence Code Type of Update Forecasted Balance
08/0872005 |4 VACATION PAID A Planned Absence that was approved is no longer approved -11.00 hours
09/08/2005 |4 VACATION PAID A Planned Absence that was approved is no longer approved -3.00 hours
10/08/2005 |4 VACATION PAID An Unapproved Planned Absence is now approved 5.00 hours

3 records Read, 3 of those were updated.

Since there are three scheduled Vacation days (August-8" to August-10"") and there are
"only" 13.00 Vacation hours available, the system can approve "only" one Vacation day
out of the three.

Before the unexpected Vacation day was taken, the 8" and the 9" were approved when
entered (the balance was positive). In addition, August-10" was approved by the
supervisor despite of the employee's negative balance.

Since the Absence Status Verifier needs to take into consideration ALL future absences, it
will “reject” the 8" and the 9™ (that have been previously approved) due to the
insufficient balance and approve the 10" on the other hand.
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Absence Status Verifier Settings:

i, Absence Status Verifier - Auto Settings i [m] 1

E mail Recipients |Em|:u|u:|yee Orly j

Copy Primary Dperatar [k ail Alert] IYES j

Primary Operatar's Email &ddreszs |msteve@demudata.cum

2 4 LS

(1) E-Mail recipients: When an absence status has been changed, the system can be set
to alert the supervisor/employee upon the change.

- Disabled: E-mail specifying the "new" status will not be sent.

- Employee Only: E-mail specifying the "new" status will be sent to
the employee. The employee's e-mail address is retrieved from the
employee profile (EMPVAR Table, E_MAIL Field)

- Supervisor Only: E-mail specifying the "new" status will be sent to
the supervisor. The supervisors e-mail address is retrieved from the
employee profile (EMPVAR Table, E_MAIL?2 Field)

- Employee & Supervisor: E-mail specifying the "new" status will be
sent to both to the employee & his supervisor. The employee's e-mail
address is retrieved from the employee profile (EMPVAR Table,
E_MAIL Field). The supervisors e-mail address is retrieved from the
employee profile (EMPVAR Table, E_MAIL?2 Field).

(2)_E-mail Copy to Primary Operator:

In addition to the employee and/or the supervisor, we can also set
the verifier to send a copy to the primary system operator (or the
payroll administrator) as per the e-mail address listed in "Primary
Operator Mail address".

Yes — Copy the primary operator/payroll supervisor
No - Do not Copy the primary operator/payroll supervisor

(3) Primary Operator's Email Address:

In addition to the employee and/or the supervisor, we can also set
the verifier to send a copy to the primary system operator (or the
payroll administrator). This field specifies the primary
operator's/payroll administrator's e-mail address.

Lavie TimeTECH Ltd. Page 20 03/23/09



TK-SQL Absence Planning Module (APM)
June-2005

Settings the verifier as a scheduled task (OS Scheduler) using command line:

The program also supports executing on a batch mode or by using Task scheduler.

..\TK-SQL Path Username Execution Mode Email Address

Example:

D:\LTT\TK-SQL\ApmFix.exe 9999 3 payroll-admin@Ilavietimetech.com

Execution modes:

0 — Do not send e-mail alert

1 — Send e-mail alert to the employee only

2 — Send e-mail alert to the supervisor only

3 — Send e-mail to both the employee and the supervisor

Absence Status Verifier: Log file

The Verifier's log-file ("..\TK-SQL\APMFIX.LOG") records the starting and the ending times of
the program (hence users can always verify that the program indeed ran the previous night
etc). The log file also records errors, if such occur.

-l
File Edit Format View Help

07/07,/2005, 15:48:30 - Beginning program run -
07/07/2005, 16:00:43 - End of program run

07/07/2005, 16:24:01 - Beginning program run
13/07/2005, 14:52:58 - Beginning program run
, 15:03:23 - End of program run
, 15:40:36 - Beginning program run
, 16:12:29 - Beginning program run
, 16:22:43 - End of program run

4V

® Note: The Absence Status Verifier mail Alerts can be sent using OUTLOOK or JMAIL methods
(MAPI is not supported). Configuring the mail method is available in the System Configuration
File (SYSCNF) under Security/E-mail.

@ The program that is responsible for the e-mail alerts is ..\TK-SQL\LAVMAIL4SQL.DLL.
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Step 5: Setting the Daily Browser to re-summarize the pay-period upon changes

An online (or automatic) re-summarization of the pay-period (i.e. specifically when updating
TK's Daily Browser with absences) is mandatory due to the dynamic affect of the current
balance on the employee's forecasted balances:

As described in the previous example (Absence Status Verifier/step-by-step illustration), when
the "unexpected" vacation day is taken, the "new" forecasted balance is reflected instantly in
the Absence Planning Module. This is achieved by re-summarizing the relevant pay-period
(based on the vacation entered in the Daily Browser) as follows:

(a) The user updates the "unexpected" day-off in the Daily Browser

(b) The "relevant" pay-period is automatically re-summarized ("behind the scenes™)

(c) The "current" balance is revised in ABSFOLLOW ("behind the scenes")

(d) The forecasted balance is calculated (by APM) based on the "new" current balance

Setting the Daily Browser to automatically re-summarize the pay-period upon changes is

available via Daily Browser/Options/Absence Options/display/Recalculate the Pay-Period upon
changes:

« Edit/View Daily Activity File =lolx|

File Record RecordsType | Options SecondFile Help

2 | = | v Automatic Calcuiation | O nl | ‘. | R | | ,,l
J # @ =& Add|Edit File SALDAY % % % @ == gj 3:‘ [L
Employee : 1006 Bums D Autamatic Fixing Punches From Date : 04/07/2005
% Date Day | ———————| Conhact In1 | Outl| In2 | Out2| Pad | Paid || Ower REG | 04T | O/T | Barked | Pay | Unpaid | Unpaid
= Type Show /Calc Abs Balance Attn | Abs. || Time HRS | 180% | 200% [ OT aT 0/7 Abs
[4/07/2005/ 8 HT | pprses ions v Recaloulate Period On Changes l 800 8.00
050720082 Tu —W———— r 200
v Display Message While Calculating
0E/07/2005|3 W  Weekly Calaulation 7 - - - ! 200
B | O7/07/2005 4 Th ) | Houwly! : : : : a0 8.00
Da/07/2005]5 Fr | Domiay Scheduied Jobs Howb! | 2 | @ | 800
03/07/2005|6 Sa|  Display Scheduled|Jobs Hourly | : : :
104072005 7 Su [T OIS A T Houly |
all N
@ The pay-period summary will occur when changing employees, switching between
n noq- . . s
dates that "cross" different pay-periods or simply exiting the screen.
e . "o . .
@ Display message when calculating" indicates to the user that a pay-period summary
is taking place as follows:
Fle Record RecordsType Options SecondFile Help
2| 2o =@ ¥| 2928 &l ol oln| 2] ||| v
Employee : 1006 Bums Dave From Date : 04/07/2005
@ Date Day Absence Code Contract In1 [Ouwl| n2 [Ouw2| Paid | Paid || Ower REG | 0/T | O/T | Banked | Pay | Unpaid | Unpaid
- Type At | shs || Time HRS | 160% | 200% [ OT ar 047 bs
04/07/2005|8 H1|28 STAT HOLIDAY 10 Houly! 8.00 a.00
05/07/2005 (2 Tu|l  Unauthorzed Absence 10 Hourly | a.00
DE/U7/2005]3 i1 Uneuthoized Absence |10 Houly| Jiocessing Pay Period Summay. 4ol 800
B |07/07/2005 4 Th Unauthi el |10 Houdy! e.00
08/07/2005)5 Fr |1 Unauthorized &bsence (10 Houry | a.00
05/07/2005|6 Sa|1  Unauthorized &bsence (10 Houry |
10/07/2005| 7 Suf1  Unauthorized Absence |10 Hourly |
ald
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Appendix A: Menu Entries

Menu Description Program Name Parameter
Plan Absences (APM) DAPM

Add/Edit &Coverage Groups SYSFILE 22
Add/Edit &Coverage Standards DAPMCOVE

Add/Edit Employees in Coverage Groups DAPMVEC

Absence Status Verifier FIXAPMW
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