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View Holiday Entitlement

e Select “My Holidays” from the lefthand menu
¢ You will see an overview of your Entitlement on the main screen
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Dashboard
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My Time & Attendance
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Leave Dashboard Team Leave Calendar

/My leave summary

DBC Holiday Entitlement entitlement from 1 Feb 2024 to 31 Mar 2024

&, Book new leave

iZ View all entitlements |

9 5.5 days 8 0 DAY @ 5.5 days
© Leave available > Leave taken Total enti
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e For a more detailed look at your Entitlement, click “View all entitlements” on the right

hand side

e From the pop up window, use the drop down to select “DBC Holiday Entitlement”
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DBC Holiday Entitlement

y leave : Close

C Holiday Entitlement entitlement from 1 Feb 2024 to 31 Mar 2024

e The screen will load your entitlement details

I My leave entitlements %

Select Absence Type

[ DBC Holiday Entitlement v

Entitlement Period from 01/04/2024 to 31/03/2025
Post : Theatre Technician

As at Date : 01/04/2024

Unit Type : Days

Entitlement : 32
[ Mid Cycle C/fwd Entitlement : 0
Carry Forward : 1.1

Carry Forward Used : 1.1

Carry Forward Use By Date : 30/06/2024
Taken : 0

Booked : 3

Current Balance : 33.1

Outstanding Balance : 30.1
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Booking Holidays

e Select “My Holidays” from the left hand menu

=l ] 8 ?2 (o

Ryan @ 7 Dashboa

Leave Management

Dashboard 1 Leave Dashboard Team Leave Calendar
My W S Ay
DBC Holiday Entitlement entitlement from 1 Feb 2024 to 31 Mar 2024
v i= View all entitiements.
55 days 8 0DAY Q) Ssders
©® Leave available > Leave taken Total entitiement

My upcoming dates in the next 30 days

e Leave Management will open on the main screen
o Select “Book new Leave” (on the right hand side)
e An input screen will appear

O
O

Comments : this is optional, you do not need to state a reason for the leave
Dates: enter the start and end date of your holiday request (In the example
below, | have selected the afternoon of 22 April to 26 April)

Total Time: this will calculate automatically based on the dates above

Book new leave - DBC Holiday Entitlement % ]

Available 5.5days Taken 0DAY

Type DBC Holiday Entitlement

Comments

*optional* ‘

Dates FullDay 1stHalf 2nd Half Days off

From* | 22/04/2024 (9 @ @
=8l o o

Days

J Total Time | 450 Confirm planned work time
A\
B\
A
>
1= | Close
—

half day

Click “Confirm planned work time”, the input window will switch to a calendar
view
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[ Book new leave - DBC Holiday Entitlement N

Available 5.5days Taken 0DAY
To 26/04/2024 Recurring Pattern O Repeat Weeks —Select—
/ : MON TUE WED THU FRI SAT SUN
L]
N
| WE.Ek hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm he
* Ending
. 9 21/04/2024 [ 07:24 ] [ 07:24 ] [ 07:24 ] [ 07:24 ] [ 07:24 ] [ 0:00 ] [ 0:00 ]
28/04/2024 [ 07:24 ] [ 07:24 ] [ 07:24 ] [ 07:24 ] [ 07:24 ] [ 0:00 ] [ 0:00 ]
\ -
s

Note: We do not hold Work Shift Patterns in the Payroll system. Therefore, you need to
confirm what days you would normally work to ensure the correct amount of time is deducted
from your entitlement.

The Calendar will always default to show your contracted hours divided equally over Monday
— Friday

e If you work 37 hours per week, Monday — Friday, simply scroll to the bottom of the
input window and click Save
e If you work over a 7 day week, enter the number of hours you would have worked
each day. You only need to do this for the days you have requested leave, you do
not need to complete the full 2 weeks calendar.
o For Example: | request holiday for Thursday, Friday & Saturday. My
working days this week should be Tuesday, Wednesday, Thursday, Friday
& Saturday. | would complete the calendar as follows

Book new leave - DBC Holiday Entitlement %
c =
Available 5.5days Taken 0DAY

To 26/04/2024 Recurring Pattern O Repeat Weeks —Select—-

MON TUE WED THU FRI SAT SUN

Week
Ending

| hh:mm ‘ hh:mm ‘ hh:mm ‘ hh:mm ‘ hh:mm ‘ hh:mm ‘ hh:mm ‘ he

|

n

]

L]
. * 21/04/2024 [ 00:00 ] l 07:24 ] [ 07:24 ] [ 07:24 l l 07:24 ] [ 07:24 ] l 00:00 ]
28/04/2024 07:24 07:24 07:24 07:24 07:24 0:00 0:00

m m v | |
3
| | Close




This document was classified as: OFFICIAL

¢ When the planned work time calendar is complete, scroll to the bottom of the input
window and click “Save”

e You will be returned to the previous input screen
¢ Double check your dates

e Scroll to the bottom of the input window and click “Submit”

Book new leave - DBC Holiday Entitlement %

Available 5.5days Taken 0DAY

Comments

*optional* ]

Dates FullDay 1stHalf 2nd Half Days off

half day

[ 8]0 0 o [

To* | 26/04/2024 [ (o] O O

Days

4.50 ‘ Confirm planned work time

-
-

- e |

Total Time

e Your holiday request will be sent to your Manager for authorisation

Bank Holidays

o Where your holiday request includes a Bank holiday, use the “Confirm planned work
time” to enter 0.00 on the Bank holiday to ensure this day is not deducted from your
entitlement

o See Example 2



This document was classified as: OFFICIAL

Check the progress of a Holiday request

e Select “Form History” from the lefthand menu
e You will see a series of entries based on your record activity (Absence entries,
PDR’s, Holidays etfc)
¢ Expand the required row, using the arrow on the righthand side to view more detail
e The example below shows the Holiday request is “Submitted”
e Status descriptions could be:
o Open: the request has not been submit and sent for approval
o Submitted: the request is pending approval
o Authorised: the request has been reviewed and approved
o Rejected: the request has been reviewed and rejected

— 3
8 s 5@ ? (é) [6)
'\_‘/ Technical Officer &I
Dashboard g

My Pay

Results per page: | 20 v Showing 13 results
My Holidays pere &
My Details o

My Time & Attendance Description Event Status Raised Date ~

My Training v Absence (Add): MRS Samantha Purple, DBC Absence © Submitted 4 Mar 2024
Holiday Ent... (22/04/2024 - 26/04/2024)

My Appraisals/PDRs

Absence Employee: Samantha Purple Type: DBCHOL
My Qualifications
Form Number: 00319839 Action: Add
My Delegations Submitted By: Samantha Purple Start Date: 22/04/2024
Submitted On: 4 Mar 2024 End Date: 26/04/2024

My Authorisations
Total Time: 30.00

My Documents Authorisation Progress .’@\— ®
A2 =

—
Form History

e To check who is responsible for the progress of the request, click on the
“Authorisation Progress” bar
e The name of the authorising manager will be displayed.

Description ‘ Event Status

Absence (Add): MRS Samantha Purple, DBC Holiday Ent... (22/04/2024 - 26/04/2024) Absence @© Submitted
Absence Employee: Samantha Purple

Form Number: 00319839
Submitted By: Samantha Purple
Submitted On: 4 Mar 2024

Authorisation Progress @
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Edit an existing Holiday request

e Select “My Holidays” from the left hand menu

e Scroll to the bottom of the page, until you find “My Recent Requests”

e . B

Technician

My recent requests

@ Authorised

My Detalls v
My Time & Attendance DBC Holiday Entitlement

22/04/2024 - 24/04/2024 (3 days)
My Tralning v

My Appraisals/PDRs r
View

My Qualifications

My Delegations

My Authorisations

There is no upcoming leave in the next 30 days

View all requests

o If the request you are looking for, shows as a large tile, you can click “View” to

open the details

| @venten ¥

@ Ryan The Time M module enables , and managers on behalfl of employees, to view and record absence and attendance records,

Theatre -
&

Technician o

Previously Updated By Ryan Reynolds (7013820) on 14/02/2024

Type DEC Hollday Entitlement

Dashboard

My Pay Comments
Dates FullDay  1stHalf  2ndHalf
My Detall
v beralls M From 22/04/2024 o
My Time & Attendance To 24/04/2024 o
My Training v Daye

My Appraisals/PDRs Total Time 3 View planned work time

My Qualifications

My Delegations

My Authorisations

Click “Edit” in the bottom right corner
Edit as required
Click “Submit”

O O O O

Cl

The amended request will be sent to your manager for authorisation

e Your most recent Leave/Absence instances will be listed as a large tile in the “My

recent requests” section

e |If the request you are looking for does not show as a large tile, click the “View all

requests” button in the bottom right hand corner
e &

@ Ryan ﬁ

T Y g

Dashboard

My Pay My recent requests

My Holidays

© Authorised

My Detalls v
My Time & Attendance DBC Holiday Entitlement

22/04/2024 - 24/04/2024 (3 days)
My Tralning v

My Appraisals/FDRs (
View

My Qualifications

My Delegations

My Authorisations

There is no upcoming leave in the next 30 days

View all requests
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o —w
Ryan
Keyword Search Date From Date To
Theatre
Technician I Enter keywords to search 1 { dd/mmiyyyy ﬁl I dd/mmiyyyy ﬁl
Event Filter Status Filter
Dashboard
| Absence ~ I | Authorised ) (_Open ) (( Rejected ) ( Submitted ) ( Withdrawn ~ I
My Pay
My Details v
My Time & Attendance
Results per page: | 20 v Shawing 1 result
My Training ~
My Appraisals/PDRs
Description | Event Status Raised Date -
My Qualifications
Absence (Add): MR Ryan Reynolds, DBC Holiday ~ Atfence © Authorised 14 Feb 2024 v
My Delegations Entitl... (22/04/2024 - 24/04/2024)

My Authorisations

o Your full request history will be listed

o Locate the required request
o Click on the “Description” link

| B +otra ¥

module enables

Ryan The Time Manag
Theatre E
Technician -

Dashboard

Comments

My Pay

My Holidays Dates

My Details v

g From 22/04/2024
My Time & Attendance 1o 24/04/2024
My Tralning v

Days

My Appraisals/PDRs

My Qualifications.

My Delegations

My Autharisations

Edit as required
Click “Submit”

o O O O

Delete an existing Holiday request

Type DEC Hollday Entitlement

Full Day

, and managers on behalf of employees, to view and record absence and attendance recards.

Previously Updated By Ryan Reynolds (7013820) on 14/02/2024

1st Half 2nd Half

Total Time 3 View planned work time

Co

Click “Edit” in the bottom right corner

The amended request will be sent to your manager for authorisation

¢ Follow the instructions above, instead of selecting “Edit”, select “Delete”
e Click “submit” in the bottom right hand corner to confirm the deletion
e The deletion will be sent to your manager for authorisation

| B cotre ¥

@ Ryan
Theatre E
C &

Technician

Type DBC Hollday Entitiement

Dashboard

The Time Management module enables employees, and managers on behalf of employees, to view and record absence and attendance records.

Previously Updated By Ryan Reynolds (7013820) on 14/02/2024

My Pay Comments
Dates FullDay  1stHalf  2nd Half
My Detall;
bl v From 22/04/2024
My Time & Attendance 1o 240472024
My Tralning v

Days

My Appraisals/PDRs

My Qualifications

My Delegations

My Authorisations

Total Time 3 View planned work time

Edit Delete
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Viewing My Team Calendar

e Select “My Holidays” from the left hand menu
e Select “Team Leave Calendar”
e From this view you will see your own leave, your manager and your peers
o Your Manager and Peers leave will be anonymised and you will not have
access to any additional information
e You can navigate through the year using the calendar button at the top left

Sarah @ / Dashboard / My Holidays
Communications

ofcer Leave Management

Dashboard Leave Dashboard Team Leave Calendar
My Pay
My Holidays Pending [ Public holiday Rest day
My Details v
My Time & Attendance < 1- 14 April 2024 >
My Training v April
1 2 3 4 5 6 7 8

My Appraisals/PDRs Mon Tue Wed Thu Fri sat Sun Mon
My Qualifications Me
My Delegations Sarah Blue

Communications Officer
My Authorisations 22.2hours

(7012751)
My Documents

My manager

Form History Hayley Yellow

Senior Communications Officer

My peers
Michelle Orange
Communications Officer

Kathryn Red
Communications Officer
Karen Purple [ [ABsent ] ]
Communications Officer
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Confirm Work Planned Scenarios

Example 1

e In this example, leave has been requested from 13/05/2024 — 17/05/2024
e The calendar has auto populated with a standard Monday — Friday work plan
e Simply click “save” to continue

Book new leave - DBC Holiday Entitlement X
From 13/05/2024 Enter All Weeks o
To 17/05/2024 Recurring Pattern O Repeat Weeks —-Select— |
MON TUE WED THU FRI SAT SUN

Week

hh
Ending mm

hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hours

12/05/2024 l DT":24] l 07:24 l l 07:24 l l 07:24 l l 07:24 l l 0:00 l l 0:00 l 37

s o8 sz [w72]) [or) (2] (0] (o) (o) o]
=3

Example 2

¢ Inthis example, leave has been requested over Christmas, 23/12/2024 — 04/01/2025
e To ensure your holiday entitlement does not deduct for Christmas Day, Boxing Day
and New Years Day, you would enter 0.00 on those days

Book new leave - DBC Holiday Entitlement X
From 23/12/2024 Enter All Weeks o
To 03/01/2025 Recurring Pattern O Repeat Weeks —Select— |
MON TUE WED THU FRI SAT SUN
Wefek hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm ho
Ending
22/12/2024 I 0724 l l 07:24 l l 07:24 l l 07:24 l l 07:24 l l 0:00 l 0:00 ]

29/12/2024 07:24 07:24 00:00 l l 00:00 l 07:24 0:00 0:00 2
—

07:24 l l 07:24 l 00:00 l 07:24 l 07:24 l l 0:00
=
EJE -
!
—

e Click “Save”
e You will be presented with an alert, to continue, scroll down and click “save” again

05/01/2025

(=) -

Le

10
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Book new leave - DBC Holiday Entitlement

€ Alerts

Average hours entered is different from contract hours of 37. Are you sure you wish to
continue?

e On return to the booking screen, you will see the Total Time has adjusted from 10

daysto 7

Book new leave - DBC Holiday Entitlement

Type DBC Holiday Entitlement

Comments
Dates FullDay 1stHalf 2nd Half
/ From * | 23/12/2024 H (o) O O

Tos | 02012025 B (o] O O

) ‘i
' [ Total Time | 700 Confirm planned work time

e Click “Submit” to complete

11



