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Module: m/07/235
‘Authorising and finalising staff absence or holiday requests...”

1. Log into the timeware® PIP (module m/07/110).

2. Select Supervisor from the left-hand menu.
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3. The Supervisor menu will then appear.
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This option allows you to add missed clockings and approve absences for employee(s).

General

Your Information : <
Wiew or amend bookings for an employee

Attendance Bookings Add missed attendance booking for employee(s)
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Adjustments

(1110) Unanthorised ahsences that require attention.
(2) Outstanding bookings awaiting a decision.

(2) Outstanding bookings that vequire finalisation.
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4. On the right you will see the Adjustments heading above two options.

Absence and Holidays
(9) Outstanding absence and holidays awaiting a decision that require attention.
(9) Outstanding absence and holidays that require finalisation.

a. Outstanding absence and holidays awaiting a decision that
require attention. This option gives the supervisor the ability to
mark ‘yet to be approved absence or holidays requests as
declined or authorised.

b. Outstanding absences and holidays that require finalisation.
This option gives the supervisor the ability to mark ‘approved’
or ‘declined’ absence or holiday requests as finalised.

5. Before making the decision to authorise an absence, the supervisor can
use the following facility to identify other employees that have
approved holidays around this date.

Supervisor > Absences (Awaiting Decision)

This option allowws you to make changes to absences.

| |EmployeeID | Employee | Absence From | AbsenceTo _|? |Absence |
[] 305 Price, Mathan Wed 05101411 Fri 0720111 Annual Leave (Full Day)
[:l 305 Price, Mathan Tue 2910311 Wed 3000311 annual Leave (172 Day)
[] 305 Price, Mathan Mon 1942/11 Tue 201211 gnnual Leave (Full Day)
Authorisation
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Clicking on the highlighted icon reveals a list of employees whose
planned absences may clash.

Absences (Wed 05 January 2011 - Fri 07 January 2011 +/-7 Days)
[Employee D [Employee ________[Absencefrom [AbsenceTo  [Absence  |Authorisation  [Memo |

252 Irwin, David Thu 301210 Fri 3111210 Annual Leave (Full Day) Approved (Admin)
276 Boal, Lisa Mon 03101111 Mon 03101111 Statutory Holidays Approved (Stephen Brown)
298 Burns, Deborah Mon 0301411 Mon 03101411 Statutory Holidays Approved (Stephen Brown)
296 Currie, Heather Mon 0301411 Mon 0301411 Statutory Holidays Approved (Stephen Brown)
303 Deazley, Emma Mon 03201411 Mon 0320111 Statutory Holidays Approved (Stephen Brown)
272 Dratffin, Robert Mon 0301111 Mon 03101111 Statutory Holidays Approved (Stephen Brown)
275 Irvine, Diane Mon 0301411 Mon 0301411 Statutory Holidays Approved (Stephen Brown)
252 Irwvin, David Mon 03201411 Mon 0310111 Statutory Holidays Approved (Stephen Brown)
302 Lawlor, Kyle Mon 0301411 Mon 030111 Statutory Holidays Approved (Stephen Brown)
301 McCourt, Lynsey Mon 03101111 Mon 03101111 Statutory Holidays Approved (Stephen Brown)
261 Mitchell, Scott Mon 0301411 Mon 030111 Statutory Holidays Approved (Stephen Brown)
258 Pressley Test, Darron Mon 0301411 Mon 03101411 Statutory Holidays Approved (Stephen Brown)
305 Price, Nathan Mon 03101111 Mon 030111 Authorised Leave Approved (Admin)
304 Tennyson, Justin Mon 0301411 Mon 03101411 Statutory Holidays Approved (Stephen Brown)
273 Turkington, Geoff Mon 0301411 Mon 0301411 Statutory Holidays Approved (Stephen Brown)
283 Wilson, Natalie Mon 03201411 Mon 0310111 Statutory Holidays Approved (Stephen Brown)
252 Irwvin, David Mon 03101411 Fri 070141 Annual Leave (Full Day) Approved (Admin)
276 Boal, Lisa Tue 040111 Sat 080141 Business Leave Approved (Admin)
302 Lawvlor, Kyle Wed 0510111 Wed 050111 Annual Leave (Full Day) Approved (Admin)
252 Irwvin, David Tue 1101411 Fri1401411 Annual Leave (Full Day) Approved (Admin)
259 Pressley Test, Darron Tue 110111 Fri14m141 Annual Leave (1/2 Day) Approved (Admin)
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