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Agenda Personal report EN

This report will show the details of actual month attendance for selected person, which has to be chosen

from the Organizational structure. Name of the person/employee is shown in the headline of the window.

The screen layout always depends on the display settings, which can be changed, and then can be

different from the picture below.

Controls bar

Daily atrendance for selected time period
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Shift
Actions

plan  and

Movements for selected time
period, where editation Iis
possible

1. Controls bar

Is divided into several sections:

a. Record

doc.aktion.cz

Summary of salary elements for selected
period and manual editing of values |
Overview of salary elements Isurnrnan,,f for

selected day| /

List of values for confirmation
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9E & |8

Refresh  Save  Openperson | Recalouats

Record

e Refresh - will make and update (re-loading) of shown personal report.

e Save - to be used for saving of changes in section Movements, in daily attendance for selected time
period, Salary elements (day), Salary elements (time period), Shift plan and Confirmed values.

e Open person — opens detail of selected person and view/change of required information. Can be used
for changing of wok timetable, calendar templates and planned shifts (Attendance tab).

¢ Recalculate - to be used for recalculating of the attendance data of selected person (optional:
Recalculating till today / end of period / yesterday / set date. Set date can be configured in Application

configuration > Attendance configuration).

b. Closure and confirmation

v ¥ L o %4

Chedoad Confirmation Cancel Coging  Cancel

Chedeed flag carfirmaban dasEng

Attendance closing and confirmation

¢ Check of attendance - will mark the attendance as checked. Checked data can be changed. The check
can be cancelled in Deadline agenda or in Personal report.

e Confirmation - will perform the confirmation of attendance data of selected persons. Confirmed
attendance data cannot be changed. For changing of attendance data, you have to cancel the
confirmation (in Deadline agenda or in Personal report).

¢ Closing — will perform the closure of attendance data for selected person. Closed attendance data
cannot be changed. For changing of attendance data, you have to cancel the Deadline (in Bulk report

agenda, Deadline in Personal report agenda).
c. Data

e Print — to be used for printing of shown data:

o Worksheet — default print reports with the overview of daily values in actual month.

o Copy
Print
Owvernizw of diet
_‘;ﬁ Ovendew of nolidays
Print Worksheet

2] Quick print
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d. View
Y
74 v [3
Current Previous  Mext  Colmns
lsyout = sslection
Wiew

e Current layout — allows saving setting of selected columns (width, order) and other parameters of each
agenda window by each user. When saving the layout, you can choose, if this layout will be default for

all users or only for current user, and if the layout will be visible to all users or only to the current one.

""" ez

Saved layouts . Current
Mame My layout layout h
v Default
o My layout
Default: visibidity: g Save
not default g Delete

» Svishile for averyone!
default for everyone

visiole for me only
o default for me anly !

ok Cance
e Previous - will move you to previous person in selected organizational structure.
¢ Next - will move you to next person in selected organizational structure.
¢ Selection of columns - with this function you can define, which columns will be shown in the list of
employees and their attendance data for selected period. The order of shown columns can be changed
with the drag & drop function or by using up and down arrow keys. For saving, you have to use the
Current layout function. In the window with columns selection, you can find all possible columns on the

left side and selected columns in the right side. The selected columns are also shown bold in the left

. . . 2 RE IR
section. Selection of columns can be made using these buttons M A
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b Settings - Personal report [Huk Frantidek]

MBLaveut | B sorting | §PFler | [ Coloring

Viewable ikems: Visiile items: e A
Filtler: | Filtzi:
Selected column [shnwnl 7 | Tine o | Days Moy 7| Time | Days + Man=y
« g Summary report & ! Ttem Agenda
sk Period date == Closing Summary regort =
—':‘-“‘“W— 1 ||amc Warning Summary regort
Not selected colum —— o Perad date Summary report
T & Begin Summary report
abc Aleged ghift |5} End Summary report
Ciosng .i} \Warked Time Summary report
21 Warning bt [ Balance Time Summaéary report T
0K Cancel
All possible columns Shown columns

e. Definition of period - to be used for selecting of a time period for shown attendance data. By clicking

the cell with name of period, a selection menu will appear.

[‘:@ @ [T week

Year - October 2015 - [
Period  Month
Iﬂ Custom

Period definilion S|
Changing of periods:

October 2019 - ) . .
- Manth - default time period, actual month is shown.

e Period - can have different lengths [p.e. 4 weeks] and can be defined in Periods

agenda. Data cannot be edited, are calculated in real time from daily values and are not rounded.

3/30/2015 - 10/6/2013 Week - changing of the week displayed.

2018 Year - changing of the year displayed.

- Individual - set your own period.

f. Window

¢ Close - will close window with the actual agenda.
¢ Panels visibility — default display is in form of tabs for Salary elements (period), Salary elements (day),
Passages and actions, Shifts plan, Organizational structure and Approved values. Here you have the

possibility to cancel their visibility. After changing the setting you have to save the display.

& 5

Close Panel
vishility ~
wWindow o
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b

-
Organizational structure

Salary elermnents [period)

oo L

Salary elernents [day)

<

Passages and actions

£,

Shifts plan
+  Approved values

Part intervals

1. Daily attendance for selected period

Attendance data are divided into days for selected period. By clicking the cells, you can edit the value, if

the salary element allows changes (setting of salary element - Editable value parameter).

Quick attendance info, detailed information after mouse-over on
Closing | cell:
Closing date: 01.10.2019 | - Closure ic_n_n, a_pprn'n.raL anenda_nce che;k _
Clousd frye Akl - _Fled - _nonﬂcannn_ and calculation warning, which
Gay: 15,10, 2015 12:26 is setin the working hours model
J - - nat approved values in the selected
period Iualuea exists, but needs to be apprnuedl

.| Period... = | Alleged .. Begin End Worki... | Worked Time Balance Time Business fri.. LunchTime | Pracovni...  Doctor Time
v s Al = = = = = = = = =
) The 01, 10. | EFG 05:14 15:52 | 05:00 0908 01:08
Wed2... EFG 05:49 16: 24 08:00 13:33 0233 01:00 D0: 32 09:58
Thu 03 10. | EFG 05100 16:00 0&:00 17 01:17 00:13
B Fioan e 05:00 1400 08:00 -08:00 08:00
T Jl-—— —
X 31 88:00 8213 02 E::—" . onpo_ 00:45  09:58 08:00
2 Sum 4
J Min
| Bax
N Count
— T
Not approved Average
Linfafiied fumd N
Person has values to approval in selected period (Total: ). ane

Additional column’s calculations - for
each column a calculation can be shown
with right mouse bufton click: p.e. Sum,
count efc.

Note: Closed attendance data cannot be changed. If you want to change them, you have to cancel the

doc.aktion.cz 514


https://doc.aktion.cz

P aKTION Agenda Personal report EN

Deadline in Deadline agenda. In this particular example: after 1.10.2019 the movements and values are

impossible to be changed.

f I; Unable to edit data after attendance dosing. Frat cancel attendance dosing for selected period.

Showing/Hiding of columns and their order is described in part of this manual: Controls bar. Font color
change can be done for each salary element and is described in part of this manual: Summary of daily

salary elements(for selected day).

2. Movements in selected period

a. Editing of existing movements - by clicking the selected value with movement, you can change the
value. Details of parameters are described lower in this part of manual - adding new movement.

b. Deleting of movements - can be done by clicking this button . Details about the possible restoring of
deleted value and color highlight is described in part Movements-colors.

c. Adding of movements - new movement by clicking this button you can see the form for adding

movement with 4 tabs:

¢ 1 Action -this choice will add 1 movement for selected day. Useful for example for adding the forgotten
movement (arrival/departure).

e 2 Actions - preset choice. Allows adding of two separate movements, most likely the arrival and
departure.

e All day - is used for adding the full day event. Can be used for adding Vacations, business trips etc. It is
also possible to define a time interval for the full day event, that will be added or with a Generate
function, you can set the event automatically for all days until the employee will use the terminal for
standard arrival.

e Half-day - will add a half-day event. Can be used for adding Vacations or combination of Vacation and

compensatory time off. For a half-day add the start time of the shift and the end time of the shift.
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FPassages and actions: B x
Cf Hide removed passages -

Time = Direction  Salary el ..

+ Day: 09.10. Wed

06:45 Arrival Worked [}
11:00:: i | B | Departure O
11:37 Arrival Worked [
15:28 Departure Worked [
* Day: 10.10. Thu
06:32 Arrival Worked [
10:56 Departure  Lunch |
11:32 Arrival Worked [
('
0D
13:29 Arrival Worked [
15:17 Departure Worked [

If adding the half-day action, you have to follow these steps: for a half-day, that should be in the first half of
the shift, you need to add a start time of the shift, if it should be in the second half of the shift, you have to
add the end time of the shift.

1 Action 2actores | alday | Halfday 1Action | ZAchors | alday | HaFday |
Date 10{16/2015 - Dot /162 - Hore days
Time 165000 . me [HIH 1 H .
D ection Departure - Salary demenl | Hobday -
Salary elemers | Woried = # \Generate in the next days

Igrere bmits

Ty algiing

I Apprase

Habe
o Cancel ol passages

Male

Presence m the zone

Set presence from speafed tree e

R Cance oK Canie!

Parameters for the new movement:

e Date - for which date the movements is to be added.
e Time - add time of the selected action.

¢ Direction - you can choose from these options:

o No direction - if you are not distinguishing the direction of movement, choose this option please.

o Arrival
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o Departure - leaving from work, departure for business trip, departure for a doctor visit etc.

o Begin of interruption - forced start of an interruption. Used mainly for adding the arrivals via mobile
app. Similar situation is with the End of interruption.

o End of interruption - forced end of interruption. Example: standard business trip calculation is till
17:00, but it need to be ended at 15:00. With the movements adding, you would need 2 actions
(arrival from business trip and departure from work). In this case you can use the function End of
interruption at 15:00 - thanks to this, the automatic generation of a business trip till 17:00 will be

interrupted by 1 action in movements.

Arrival -
Mo direction

Departure

Begin of interruption

End of nterruption

¢ Salary element - choice of salary element for adding movement/action. Most used are: Worked/Vacati-
ons/Doctor/lliness etc.

¢ Ignore limits - if checked, no limits will be applied for a set shift.

¢ Ignore alignment - if checked, no rounding, which is set for shift, will be applied.

¢ Paste for multiple days (acc.the schedule of shifts) — only two tabs 2 Actions and All day. This option is
used for generating movements/actions for time period. Example: Date (from) 7.10. 2019, Date (till)
11.10. 2019, Time (from 08:00, Time (till) 16:00, Direction Arrival/Departure, Salary element
Worked/Worked, checked Add for more days (acc.the schedule of shifts). After saving, the movements
are generated from 7. 10. till 11. 10.2019 for each working day according the schedule of shifts: 08:00
Arrival > 16:00 Departure.

e Paste for every day - valid only for tabs 2 Actions and All day

e Cancel all passages - 2 Actions and All day. If there are some movements in selected days, they will be
deleted and replaced only by added movements/all day actions.

e Generate in next days- only valid for tab All day. With this option selected, the date of end will be
deactivated and date of interruption will be automatically generated till the Arrival will be registered.

e Approve - All day and Half-day. If the salary element is subject to an all-day approval, it is possible to
mark it as approved automatically by selecting this option.

¢ Note - if you are manually creating a movement, we recommend to add a note (example: reason for
editing), therefore the person responsible for check of attendance (usually different person), will be able
to find out this reason of editing.

e Paste second part of half-day - if you are adding for example half-day Vacation and half-day

compensatory time off, choose this parameter and fill in the salary element and time.

2 Actions:
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1 Actmon 2 Actions &l day Half-day |

Late 10/7Fae - 10/11/2019 -

Tme QR:00:00 - 160000

Direction Arrival - :3 =y

Salary element | Worked = e

Make
Ignare limits From shift
Ignore aligning

+ | Paste mbo mutiple days (acoording fo schedule of shifis)

Paste on every day v Cancel al passages

Presence in the zone

Set presence betwesn patsages Tone

oK Cancel

Presence in the zone - if you are manually editing the movements, you can also manually set the
presence of an employee at the workplace. Choose zone, in which the employee shall be marked as
present. If you are manually adding 2 movements, the preset “Lock” function is active in tab 2 Actions. This
lock will close the direction of movement and salary element of the second action, it also automatically
sets up the opposite movement and same salary element of the second action as for the first one. In case
the “lock” function is deactivated (by clicking the lock icon), you can set different salary elements for both
actions and different/same direction of movements. Salary elements, which will be offered in the selection,
can be edited in the details of a work time model (tab Order of salary elements for editing). There you can

select which folders will be shown and what will be their order of appearance.
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Waorktime model [EFG C2]

r L] Capy L by . Fy iy
- - 4 v
L = -.j r
X e \L/
- Frnt  Dooments  Curent | Prewious  Mext  Record | Chose
e 0 - ot~ hamry
Recard Diaka Vi, win
Baskc data Caubiones and Warnings Salary seamenis shifss abi=ndano= infa Flugin FsPorkll
Prozage All deses Helf-dey (st Open

Salary element

Ciar n et

Holcay

Farned hoscay
Dt

“Witsout compansarbon
Hepwmionarn

Diness

Lumch

Care of Family Member
winrked

Sk day

Home ofice

Buzass g

Co novt 5w - Fass

o

Onoier - passes

Dot dheplay
Alpnabeicaly by name
ajphabegcally by name

2
alprsbagcally by name
Alptalensdly by namse
Alprabedcaly by name
Alphsheacaly hy name

siprabegcaly by name

o

Do not shaw - The wh.

Orcer (e whols day)

Order of salary elements for planning

D't deplay

ajprabegcaly by name
Alprabeatically by nas
aipriabatcaly by name
Apratstdy by name
!

alprshencally hy name
4

Dot deplay

2

ajprabagcaly by name

dlprabetdcally by naee:

Do notshaw - Half day

Order (half day)

Dot depiay

i

Eiphabeticaly oy rans
Blphta tcaly by rume
iphabeticaly by rame
Byphetmaie aly 5 rame
q

Kkt ticaly by mame
3

ton't ceplay
tiphaiebicaly iy rane

Bphabae Beally by rane

Folder Worked will be on first place, Doctarfon secand, Business trip ..mﬂ“-"‘lﬁ—"'l"'!—"""'l—"i

on third and other folders will be sorted by

This setting will be shown also in the
movement via the column Start or End |
= Add interruption, All day -> Add all day, Half-day -> Add half—dayr].

ick selection for creating a
personal repart [Movement -

Iphabetical order.

1 Action 2 Arbors all day Ml F-clary
Dst= 10/8/2019
Tme 00000
Direchon Arrival pl
Salary edement | Worked
Mot *
[gnor= Imji= | Doctor
Ignone slinin Bussness rip
Faste mbom T shifts)
Caie af Family Member
Faste on ewel
Haolday

Color distinction of movements:

1082019

00:00:00

From ghift

Cancel all passages

o Tee DB 10, | og| W AddErie
o Wed0oin. 06 L@ Adddeperture
o Thu 10, 181 05 [@ Addtwo passes
ol FriiL0 8 o Add passages from shift
v Sat 12,10, )
v Sun 1310 g Add st day
*on 14 10 a7 l Add a8 day - Hobday
Tue 15.10 05 M Add 8 day - Sick day
ved 3610 B dd 2 day - lliness
T B Acdd 3 day - Care of Family Member
Fri 88. 10
Sat 19, 10, @ Add half-dey
Sun 20, 10, B Add half-day - Halidey
. Mon 2110 ! Acld hall -day - Seck clay
. fue B Addhalf-dey - Care of Farmily Member
. * B Addhalf-day - liness
@ Audd the stat of the break
|g Addthe end of the break
ek [@ Audd intomspt
:':E‘u 1.;:_. ';;I g_. "ci! ' Tdd Tnlemuept - Wearked
=1 | =™ S"I_ B  Addinterupt - Doctor
e B Addiaterupt - Bussiness trif

black - movements from attendance terminal, SW terminal mApp etc,,

e orange - duplicated movements, example: 2 departures within 1 minute,

doc.aktion.cz

violet - system generated movements, example: non-registered departure,

Last passages

blue - manually added movement or edited movement from attendance terminal,

gray, movement crossed - deleted (removed) record. In the default setting, the deleted records are not

10/14


https://doc.aktion.cz

P aKTION Agenda Personal report EN

shown. If you want them to be shown, you have to switch on the function View removed.

Passages and actions: 1 X Attendance data
lgd Add ~ | g Remove & View removed = Surname:
Time I. 1. Dwreéc ) Restoreremovedrecord | Current callendar ten
+ Day: 01.10. Tue #- Passage history

Period
06:28 A1 Restore default -
08:58 Depa

Restore values by selected records
12:04 Begir
12:34 Arrivi Restore all day values of selected records
J

15:58 Depa Restore values of whole period

Other possibilities are: restoring the deleted record or records for whole period and viewing the history of
selected record (a summary will be shown with information about who/when/which record was a subject

to change).

2. Salary elements summary (for selected day) and
manual changes

In this section you can view the calculated elements for each employee or selected group of employees in
a selected time period. Where allowed, you can change the salary elements. Manually changed values are
prioritized and can override the calculated values. They are also colored (yellow background). These values
will not change even after the manual recalculation (movement values, from which they were originally
calculated, are than ignored). Therefore we suggest changing the values of movements in Personal reports
agenda rather than changing the calculated results. Colors and font types of salary elements can be set in
Salary elements agenda, section Font. Colors of editing and other changes in attendance can be set in

Application configuration agenda, tab Attendance configuration.
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»+ Salary element [Balance]

Modifications Support

({] Copy — é D E ?‘
x e -1| i
MNew Save Print Doouments | Current
if Refresh - layout -
Record Data o
Basic data Settings Components of alocation Waorktime mc
Displaying in application Font
Is presence: Color: I -
Editable value: |+ Bold: o
Display: ki Italics:
Color (planning): | [ -

-ﬁ Applcation configuration

Modfications Support

ﬁg = P K A v

Refresh  Save Pt Current Previous d=act Clorse
e b ayout =
Record m | Dai... 0 Wiew [ Wim... 0
Update configuration | User configurabon | Access | <onfigurace dochdzy
Attendance configuratson
Color settings Salary el=ments displaying Other setings
Praperty Crder

Baduground color for manually edted values
Marwally edited values text calar
Background color For walues bo recaloilstion

00

Columns setings

L 255, 255, 200

200, 200, 255

Salary elements (day)

P View all
Salary element name =

Working Time Fund

Worked

L

Callzndar nberc

Abbre __.

Time
0&8:00
01:05

D1:00
-06:55
00:30

Manually changed value
[yellow background)

Tir

With button Show all/Hide empty you can switch between the view of all salary elements and salary

elements with values

3. Shifts plan

In this agenda you can add/cancel/change the shift for a selected day to a selected employee.

a. For quick adding of the shift, click on the right mouse button on cell in selected day (or mouse select
more days). With function Replace by shift - EFG (EFG stands for a name of the shift in this manual) you

can quickly add a shift for selected day, or you can choose Replace/Plan shift and in next step select the

shift from a list.

b. By selecting Remove shift you can cancel the shift for selected day/s.
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c. Set according the calendar template - for selected day/s the shift will be planned according the valid

calendar template from the attendance rule.

Shifts plan

Action [ Planned shifts 7§ Planned events [ On-Calls [T Vertical display

05 a7 o5 2 19 11 12 13 14 15 15 17 15
Ot Ot DOt Onct Ot Ot Dt Ouct Dt Ot Ot Ot Od
Sun Mon Tus Wed Thu Fri Sat Sun Mon Tus Wed Thu Fri
—_—
. % Replace/Plan shift Ctrl+|nsert
% Add shift

24 Replace by shift - EFG

(@ Set according to calendar template Ctrl+D

4. List of values for approval

Active buttons regarding the value, Approved value with information
resp. Approved | For approval about approval time and person

Approved values l

Approve Cancel approva

Person Day Time Salary slement name Approved by  Approved on

~ Monitoring: Daily sums

Bigik Viadimir 03.08.2019 08:00 Doctor Akbon 03.10.2019 _..

Bicik Viadimir 16.09. 2019 08:00 Doctor |

Mot approved wvalue [for
approval

For salary elements type Movement, you can set an approval rule. That will cause a necessity of an
approval by appointed person (such as manager) for each interruption of work. In the shown example you

can see salary element “Doctor”. Already approved value can be canceled (return to status For approval).

Modifying the work environment (rearranging windows):

=

Each user has a possibility to modify the view and arrangement of windows within the Bulk report agenda:
Salary elements (periods), Approved values and Organizational structure. By right mouse click & drag on

the window top you can move the window. When the window reaches a position suitable for new location,
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a symbol of window arranging ill appear. With a mouse over on one of these symbols @EE@ the
location bar will be highlighted. When you release the left mouse button, window will be settled in the

location. To save the view you have to use function of Current layout.

Bidik Wiadimir 03.09.2019
Bictk Yladimir 16.09.2019
L 3

Connections in between windows in Personal report agenda

In the main window with selected person you can see the calculated values of Salary elements (day) in
selected day. Salary elements (period) are showing calculated values for selected period. In window
Approved values you can see all values which are subject to approval, or which have been already

approved for the selected period.

Attendance calculation process:

1. automatically - on background
a. after each movement of a person, the automatic recalculation of attendance data is made
b. after manual change of movement and saving of this change

2. manually - by using the button Recalculation - a special window "Calculation result” with the status of

calculating operations is shown.
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