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Managing Annual Leave Requests

Annual Leave Entitlements

Annual Leave Hours

Annual Leave Notifications

Annual Leave Rules
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Objective

To understand the basics of how the system works
when assigning annual leave hours in periods of
unavailability, and where this is set up.
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« Unavailability Hours Management

« Unavailability Reason Settings
. Contract
. Default Behaviour
. Existing Assignments
. Zero Hours
. Existing Assignments Else Contract
. Contract On Assigned Duties
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Unavailability Hours
Management
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View Rosters Unavailability List Person Record

Rostering>View Rosters> View Rostering> Unavailability> Personnel> Person Search>

Rosters Unavailability List Person Search

Roster Tools: View Roster Roster Tools: Unavailability List Person Tools: Person Search
Person Details: Unavailabilities Person Details: Unavailabilities Person Details: Unavailabilities
Unavailability Actions: Edit Unavailability Actions: Edit Unavailability Actions: Edit
February 2023
2 - i a2 W i &= Unavailability List Unavailabilities 9 Records
e o e From * 03/01/2022 o] To* 0z
Reason A/L - Annual Leave v Sul

ma
B i
J Reason State Period Working Hours ~ Working Dz

Edit Unavailability

Surname Department Forenames Name State Grade
@ Pomple Multiple Tabatha Tebatha Po Requested  Band 5RN € Annualle Requested 15/07/2  0.00
Retest Rules T Pomple Mutiple Tabaths Tabstha Po  Approved Band 5RN

T Annualle Taken 11/08/2 15.00 7.50

T Pomple Multiple Ta Band 5RN
: ah y Edit Unavailability F .. 5
Delete Unavailability T Erickson Hospital 2 M‘_ Gand BRN T Annualle Taken 19/08/2 7.50 3.75
T Erickson Hospital 2 v Fetest s Band 5 RN - s = i e Aty e
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Group *
Annual Leave

Annual Leave Details for Robin Scherbatsky (robin)

Stafe
~ Approved

"

Reazon
A/L - Annual Leave

Start *
05/12/2022 =

End *

07/12/2022 =
Work Time

Week  p5/12/2022
Start

Posting T 512 Mo
Hollie Test Unit  07:30

Maternity (Ban  00:00
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07:00

23:59

6/12Tu

07:30

00:00

Duration

3

TN2We 812Th 912 Fr
07:30

00:00

Refresh

Reset to default values

10/12 8a

1112 5u

Total Hours

22:30

00:00

Manually alter the hours

Wesk  g5712/2022

Start

Posting T

5/12 Mo 6/12 Tu

7112 We

Hollie Test Uni-  07:30 Iﬂ Iﬂ?.ﬁﬂ

Maternity (Ban 00:00 00:00

00:00

Posting ‘T 5/12 Mo 6/12Tu

Hollie TestUni  07:30 I I 07:30

Posting T

512 Mo 6/12Tu

Hollie Test Uni-  07:30 06:00

Posting A 5/12 Mo B/12 Tu
Hollie Test Uni  07:30 06:00
Maternity (|

|

Default Work Time : 07:30

Original Work Time : 06:00
Impacted Assignments :
Comments :

8/12T

TMN2We 8na

712 We 81

07:30
T2 We 8/12Th
a7:30
ract
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Hover Tooltip

Posting T 5/12 Mo B/12Tu 712 We
Hollie Test Uni  07:30 06:00 07:30

maternity (|

L dU Y LITIR = . Lok
Original Work Time : 06:00
Impacted Assignments :
Comments :
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BA2Th 912Fr 10/12 5a 11/125u  Total Hours

07:30 07:30 00:00 00:00 36:00

Default Work Time Source : Contract
Default Work Time : 00:00

mnacisd A anmantc

Comments :
Default hours capped from weekly hours on Person

Work Contract.

Posting T 5/12 Mo B/12Tu 712 We 8/12Th
Hollie Test Uni  07:30 06:00 07:30
maternity (| act

Default Work Time : 07:30

Original Work Time : 06:00
mpacted Assignments !
Comments :

Posting T 5/12 Mo 6/12Tu 7112 We 8/12Th

Hollie Test Uni  07:30 06:00 07:30

Maternity ( Default Work Time Source : Contract
| Default Work Time : 07:30
Original Work Time : 06:00

Impacted Assignments :

ommen
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Unavailability
Reason Settings




Reference Data> Unavailability > Unavailability Reasons
Ref Data Tools: Unavailability

Ref Data Actions: Unavailability

Rostering SafeCare Full Name Annual Leave

Unavailability Reason Group Annual Leave

Organisation ~ Payroll ~ Person v Unavailability ~ Rostering ~
. . L] Uan Be Single Employment
Unavailability Reasons (+] I Edit Unavailability Reason
i = 5 Valid From * Walid To *
ntitlement Types
Full Name T Short Nan Is Sensitiv Export  Valid From Valid To 01/01/1900 ] 31/12/9999 i}
1 Restrict Unavailability Rea... >
v M Annual Leave When Duties Exist In Week Create Timesheets Based On
Work Contract Hours Calec... > Default Behaviour ™ @
Annual Leave AL = = = = I .
Applicable Rule Groups > = .
Aniiial Leave allocated AL R R R 10/05/2011 When Duties Do -No’t Exist In Week Create Timesheets Based On
= Default Behaviour v ([
Bank Holiday BH - - - - -

Old Annual Leave Old Leav - = = = Default Times

> ) sickness

| Default Timesheet Hours
> ¥ Studyleave

3 B Parentina 5, I Z0 T
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For these two options you can open the dropdown to see the available behaviours:

When Duties Exist In Week Create Timesheets Based On

Contract v (i)

Contract
Contract On Assigned Duties
Default Behaviour

Existing Assignments

Existing Assignments Else Contract

Zero Hours
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Unavailability
Reason Settings:
Contract




Unavailability Reason c

Full Name Annual Leave

w{ Unavailability Reason Group Annual Leave

| Edit Unavailability Reason L il
01/01/1900 & 31/12/9999 =
Entitlerment Types >
When Duties Exist In Week Create Timesheets Based On
Restrict Unavailability Rea... > Contract » @
ﬂ Work Contiset o Colo., > When Duties Do Mot Exist In Week Create Timesheets Based On
Applicable Rule Groups b Contract ual @
L i 0
Valid Ta.* ‘Tu T2 We 8M12Th 12 Fr 1l
| For substantive postings, the associated Person Work | E —
Contract is used to default work time hours (if not I L] 07:30 07:30 07:30 a
#s B3 gyerridden on the unavailability reasons).
. Work time hours are normally capped based on weekly 0 Default Work Time Soummﬂ
contracted hours and the maximum hours they can work | Default Work Time : 07:30 !
mesh  on a given day from the associated Working Impacted Assignments -
Restrictions. | @ ’
1 F Comments :
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For substantive postings, the Person Work Contract is used to calculate the default work time hours.

Person Details: Work Contracts
Person Tools: Person Search

Person Work Contract o

Band 5 RN

# Change Contract
€ change Basic Rate

:  More

Contract Details

Substantive Contract Details

Staff Group Nursing
Enterprise Work Contract Agenda for change
Grade Type RN
Grade Band 5 RN
Payroll Substantive Monthly
Contract Type Normal
Valid From 01/12/2010
Valid To

Contracted For (Hours Per Week/ 37:30
WTF 100
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Valid To.*

Work time hours are normally capped based on weekly v
contracted hours and the maximum hours they can work
mesh on a given day from the associated Working

Restrictions. v

Work Time Refresh
Wi

23/01/2023 v
Start
Posting T 23/1 Mo 241 Tu 251 We 2611 Th 2711 Fr 281 Sa 29/1 Su
Hollie Test Unit (1§ 07:30 07:30 07:30 07:30 07:30
Maternity (Band «  00:00 00:00 00:00 00:00 00:00
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This behaviour can be overridden on the unavailability reason

Reference Data> Unavailability> Unavailability Reasons

Unavailability Reason

Full Mame Annual Leave

Unavailability Reason Group  Annuzl Leave

Edit Unavailability Reason Valid From *

Entitlernent Types > GHa1/1900 m

Restrict Unavailability Rea.. 3 When Duties Exist In Week Create Timesheets Based On
Contract

Wark Contract Hours Calc... >

Applicable Rule Groups 5 When Duties Do Not Exist In Week Create Timesheets Based On

Contract

Default Times

Valid To *
31/12/9999

Default Timesheet Hours

Default Start Time
07:00

Default End Time
23:59
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Valid To.*

Work time hours are normally capped based on weekly o @
contracted hours and the maximum hours they can work

on a given day from the associated Working

Restrictions. [P @

15
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Example

Default Timesheet Hours

06:00

Default Start Time
07:00

Default End Time
23:59

Work Time Refresh

Week 23/01/2023 - Reszet to default values

Start

Posting ‘T 23/1 Mo 24/1 Tu 25/1 We 26/1Th 2INF 28/1 Sa 29/1 Su
Hollie Test Unifj 06:00 06:00 06:00 06:00 06:00

Maternity (Ban 00:00 00:00 00:00 00:00 00:00

Contracted For (Hours Per Week

Default Unavailability (Hours Per Day) 07:30
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Capped to Contracted Hours

Work time usually capped to weekly contracted hours, and
maximum work hours per day in the restrictions.

Person Record> Work Contracts
Person Details: Work Contracts

Person Action: Change Contract

Work Time Refresh

Week  23/01/2023 v

Start

Posting ‘T 23/1 Mo 2411 Tu 25/1 We 26/1Th 21N Fr 28/1 8a 29/15u  Total Ho

Hollie Test  07:30 07:30 07:30 07:30 07:30 00:00 00:00 37:30
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its B4

mesh

e

Valid To.*
For substantive postings, the associated Person Work
Contract is used to default work time hours (if not

Waork time hours are normally capped based on weekly
contracted hours and the maximum hours they can work

on a given day from the associated Working
Restrictions.

8M12Th 912 Fr 10/128a 11/125u  Total Hours

07:30 07:30 00:00 00:00 3730

Default Work Time Source : Contract

Default Work Time : 00:00

Impacted Assignments :

Comments :

Default hours capped from weekly hours on Person

Work Contract.
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Capped to Working Restrictions

Person Record> Restrictions
Person Details: Working Restrictions
Person Actions: Change Working Restrictions

Hours Of Work

Mon Tue

Wed

Default Leave Hours -

07:30 07:30 07:30 07:30 07:30

Restrictions

Days per Week 5
Max Days Per Waek 5
Max Shifts Per Day 3

Max Shifts Per Week 6
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Valid To.*

For substantive postings, the associated Person Work
Contract is used to default work time hours (if not

on a given day from the associated Working
Restrictions.

Work time hours are normally capped based on weekly
contracted hours and the maximum hours they can work

‘El

o0 fhe AT =T T e = LWl

©Q O

Jniv

12/12Mo  13/12Tu  14/12We 15/12Th

18/12Fr 17,

Default Work Time Source : Contract

Default Work Time : 05:00

Impacted Assignments :

Early 07:00 - 15:00 on 13/12/2022 assigned to Erickson,

Comments :
Default hours capped from Working Restrictions.
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Capping be overridden in the Enterprise Work Contract.

Reference Data> Organisation>Work Contracts
Ref Data Tools: Work Contracts

Ref Data Actions: Organisation

A

L4 Organisation ¥

Rostering sufel e Retsan Agenda fOf Change o Create Enterprise Work Contract

Work Contracts

O

> I_E} 2016 Junior Contract

> @ Agency

Payroll + Person = Unavailabi

° Create Enterprise Work Contract

o Create Grade Contract

¢ More

Edit Enterprise Work Contract Cost Elements Restrictions

Session Tariffs

Payscale Point External Reference

e

v [B) Agenda for change

I Calculate Annual Leave Hours From Assigned Duties

Lg,h
I_E,\.
@.
@_
fg}

(o]

Accountant

Activities

Admin

Administration Ma

Administrator - Ma
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Contracted Hours Cap *

Capped To The Working WeeK

Capped To Any Seven Days

Capped To The Working Week

Ignore Cap
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Unavailability
Reason Settings:
Existing
Assignments




When Duties Exist In Week Create Timesheetz Based On

Existing Assignments v @

When Duties Do Not Exist In Week Create Timesheets Based On

Existing Assignments w @
iBe

For substantive postings, existing active duties are used
~  to default work times. i'

Week  12/12/2022 v

Start — -

Posting ‘T 12/12Mo  13/12Tu 14/12We 15/12Th
Hollie Test Uni  04:30 07:30 07:30 00:00

Default Work Time So 00:00

e : Existing Assignments
Default Work Time : 04:
Impacted Assignments :

Early 07:00 - 12:00 on 12/12/2022 assigned to Erickson,
M
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ASBEIS WSS () el s If we change the time of one duty to 4.5 hours:

RN ‘RN

0% Erickson, Marshal [i%, Erickson, Marshal E
L 0780 - 124
=i

Week  q9/12/2022 v
Start

Posting ™ 12/12Me  1312Tu  14/12We 15/12Th  16/12Fr You can see the hours aSSigned to the leave on
o fozso  ooo0 0000 this day changes to 4.5 too:

Hollie Test Uni-  07:30 07

N 00:00

Default Work Time Source : Existing Assignments

Impacted Assignments :

Reset to d
Week 12/12/2022 ~

Start
/2022 assigned to Erickson,
Posting T 12/12Mo  13/12Tu 14/12We 1512 Th 16/12Fr 17/128a

Hollie Test Un m 07:30 07:30 00:00 00:00

Default Work Time Source : Existing Assignments Quba fa:00
Default Work Time : 04:30

M
Early 07:00 - 15:00 on 13/12/2022 assigned to Erickson,

<§M l

Early 07:00 - 15:00 on 21/12/2022 assigned to Erickson,

M
II Annual Leave 17/12/2022 - 17/12/2022 assigned to

Erickson, Marshal Impacted Assignments : . ‘
| Early 07:00 - 15:00 on 14/12/2022 assigned to Erickson, Early 07:00 - 12:00 on 12/12/2022 assigned to Erickson,
M
M
Comments : Early 07:00 - 15:00 on 13/12/2022 assigned to Erickson,
" M
' Early 07:00 - 15:00 on 14/12/2022 assigned to Erickson,
M

Comments : |
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On days where there are no duties, it will default to 0 hours:

(s) RLDATIX

Week  19/03/2023 =

Start
Posting T Sun 19/03 Mon 20/03 Tue 21/03 Wed 22/03 Thu 23/03 Fri 24/03
Cole Ward (Bax  11:00 00:00 00:00 00:00 07:30 00:00

Default Work Time Source : Existing Assignments
Default Work Time : 00:00

Impacted Assignments :

Comments :

23
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When Duties Do Not Exist in Week

When Duties Do Not Exist In Week Create Timesheets Based On
Existing Assignments v @

26/12/202: 3 07:00 6 (N +]

End *

31/12/202: (3 23:59

Work Time Refresh

Week  96/12/2022 v

Start

Posting T 26/12Mo  2712Tu  28/12We 29/12Th 30/12F  31/128a 1/1Su

Hollie Test Unii  00:00 00:00 0o:00 00:00 00:00 00:00

Hu Default Work Time Sourcel Existing Assignments —— OH00

Default Work Time : 00:00
Impacted Assignments :
Comments :

+ I —

Next Steps
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Unavailability
Reason Settings:
Default Behaviour




L] tan Be Single Employment

Edit Unavailability Reason

. - P Valid From * Valid To *
PReme pes 01/01/1900 o 31/12/9999
Restrict Unavailability Rea... >
When Duties Exist In Week Create Timesheets Based On
Work Contract Hours Calc... > Default Behaviour
FppticablaiidGrmipg ? When Duties Do Not Exist In Week Create Timesheets Based On
Default Behaviour
When Duties Exist in Week Create Timesheets When Duties Do Not Exist in Week Create Timesheets
Based On Based On
FEFSbstanive pustiog; Sistng arti duticy o yeRd | For substantive postings, the associated Person Work o @
to default work times except where the 'Calculate x i ;
Annual Leave Hours From Assigned Duties' checkbox on . Contract is used to default work time hours (if not
the Enterprise Work Contract is NOT ticked. In which *  overridden on the unavailability reasons).
case the hours will be calculated from the 'Default Work time hours are nurmaily e pped haszed an WEEHF
Timesheet Hours' on the unavailability reason if entered, o) 1 :
1 citisarsiiss thes will b taken it the Thefault Lasie F contracted hours and the maximum hours they can work
=B2  Hours' on the persons working restrictions. If the only on a given day from the associated Working
| duties in the week are of type Rest or On-Call, the o M I Restrictions. -
timesheets will be based on the ‘Default Timesheet |

153}4 Hours' on the unavailability reason if entered, otherwise

they will be taken from the 'Default Leave Hours' onthe |, @

persons working restrictions. I

Work time hours are normally capped based on weekly

l contracted hours and the maximum hours they can work -
on a given day from the associated Working

Restrictions.
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When Duties Exist in Week Create Timesheets Based On

For Substantive Postings, the system will first look at the ‘Calculate Annual Leave Hours From Assigned Duties’

For substantive postings, existing active duties are used

Y

Reference Data> Organisation> Work Contracts o deful work mes except where he Calcate
Ref Data Tools: Work Contracts T ————
. . . case the hours will be calculated from the 'Default
Ref Data ACtlonS: Organlsatlon | Timesheet Hours' on the unavailability reason if entered, Ei

otherwise they will be taken from the ‘Default Leave

=82 Hours' on the persons working restrictions. If the only
| duties in the week are of type Rest or On-Call, the

{=Ta

@) HealLTHRosTER 11 (CEEITEEN 12 Dec 2022 Enterprise Work Garfracs timeshests will be based on the Default Timesheet
2 ] - “ - sesf  Hours' on the unavailability reason if entered, otherwise
Rostering SaiCare Payro Admin Agenda for Change €© Create Enterprise Work Contract they will be taken from the 'Default Leave Hours' onthe . @
< Organisation ~ Payroll + Person ¥ Unavailability ¥ Rostering ¥ Temporary Staffing + SafeCare © Creste Grade Contract | persons working restrictions. |
... Work time hours are normally capped based on weekly
Work Contracts © cCreate Enterprise Work Contract s ore l contracted hours and the maximum hours they can work
on a given day from the associated Working
T Payscale Point External Reference — - . Restrictions.
> @ Agency
Session Tariffs
v [E) Agenda for Change I

Default Unavailability Hrs

[ Admin & Clerical 3 07:30 Hours Per Day
[£ Administration Manac
Valid From * Valid To *
[ Administrator - Maten 01/01/1900 B 31/12/9099 e

Assistant General Ma

r
&

[J include Break Time In Contracted Time

¥ B2 Maternity Ward As
]?’\, Band 1 HCA TOIL Split Percentage
0.00
[+ 8and 1 housekeeper
i P
[ Band 1 Housekeeper [] canRecord Contracted Activities
]_?,\. Band 1 Mick Warman Annual Leave Finalisation Check Rule *
No Checking v
% Band 2 Driver
All Other Unavailability Finalisation Check Rule *
&% Band2 oA No Checking v
¥+ Band 2 Housekeeper
- Calculate Annual Leave Hours From Assigned Duties
¥ Band 2 Housekeeping
&
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Example

Marshall is assigned three 7.5 hour duties

-

Week  q2/12/2022 v
Start

Posting T 12/12Mo  13/12Tu 14/12We 15/12Th  16/12Fr

Hollie Test Un 07:30 07:30 00:00

ﬁ Default Work Time Source : Existing Assignments

Default Work Time : 07:30

Impacted Assignments :

Early 07:00 - 15:00 on 12/12/2022 assigned to Erickson,
M

Early 07:00 - 15:00 on 13/12/2022 assigned to Erickson,

M
q
Early 07:00 - 15:00 on 21/12/2022 assigned to Erickson, L

M

VI Annual Leave 17/12/2022 - 17/12/2022 assigned to I
Erickson, Marshal

| Early 07:00 - 15:00 on 14/12/2022 assigned to Erickson,

( m
Comments :

[ —
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If we change the time of one duty to 4.5 hours

RN

-= Erickson, Marshal

Week  q12/12/2022 v
Start - -
Posting ‘T 12/12Mo  13/12Tu 14/12We 15A12Th

Hollie Test U 07:30 07:30 00:00

Default Work Time Source : Existing Assignments 00:00
Default Work Time : 04:30

Impacted Assignments :

Early 07:00 - 12:00 on 12/12/2022 assigned to Erickson,

M

Early 07:00 - 15:00 on 13/12/2022 assigned to Erickson,

. ]
Early 07:00 - 15:00 on 14/12/2022 assigned to Erickson,

M

Comments : |

16/12Fr 17/125a
00:00

00:00

28
14-Mar-23



If ‘Calculate Annual Leave Hours From Assigned Duties’ is not ticked:

For substantive postings, existing active duties are used
to default work times except where the ‘Calculate
Annual Leave Hours From Assigned Duties' checkbox on

bo Entoror O oniransd 0 od g which

|:| Calculate Annual Leave Hours From Assigned Duties - i ;
case the hours will be calculated from the 'Default

Timesheet Hours' on the unavailability reason if entered §§ | Gl

Default Timesheet Hours on the unavailability reason if entered Y o e dmiseoon syl oy, |

duties in the week are of type Rest or On-Call, the
timesheets will be based on the 'Default Timesheet
west  Hours' on the unavailability reason if entered, otherwise
| they will be taken from the 'Default Leave Hours' on the v @
1 persons working restrictions. I
bl @ Work time hours are normally capped based on weekly
I contracted hours and the maximum hours they can work
When Duties Do Not Exist In Week Create Timesheets Based On on a given day from the associated Working

Default Behaviour w @ Restrictions.

When Duties Exist In Week Create Timesheets Based On

Default Behaviour

Default Timesheet Hours

Default Start Time
07:00

Default End Time
23:39
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Otherwise:

Person Working Restrictions (%]

‘ /' Change Person Working Restrictions

Hours Of Work

Default Leave Hours -

Days per Week
Max Days Per Week
Max Shifts Per Day

Max Shifts Per Week

(s) RLDATIX

For substantive postings, existing active duties are used
to default work times except where the 'Calculate
Annual Leave Hours From Assigned Duties’ checkbox on
the Enterprise Work Contract is NOT ticked. In which
case the hours wiil be calculated from the 'Defal.ét

IES

tlmsheets will be based on the 'Default T'mesheet
Hours' on the unavailability reason if entered, otherwise
they will be taken from the 'Default Leave Hours' on the
persons working restrictions.

Work time hours are normally capped based on weekly
contracted hours and the maximum hours they can work
on a given day from the associated Working
Restrictions.

Default Leave Hours

D Use Working Days

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Sunday

07:30

07:30

07:30

07:30

07:30

07:30

07:30

30
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Example:

Default Leave Hours

Hours Of Work

l:] Use Working Days
Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Work Time Refresh

Week  12/03/2023 v

Start

™ Sun12/03 Mon13/03 Tue 14/03 Wed 15/03 Thu16/03 Fri17/03  Sat 18/03 Total Hour:

ird (Ac 07:30 06:00 07:30 07:30 07:30 01:30 37:30

Default Work Time Source : Contract
Default Work Time : 06:00
Impacted Assignments :

Comments :
Default hours capped from Working Restrictions.
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07:30

06:00

07:30

07:30

07:30

07:30

07:30

31
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Use Working Days

Change Person Working Restrictions

Hours Of Work

Monday

Tuesday

Wednesday

Thursday Person Working Restrictions 0

Friday

‘ /’ Change Person Working Restrictions

Saturday
Hours Of Work

Mon Tue Wed Thu Fri Sat Sun
Default Leave Hours -

Sunday

Default Leave Hours

Wednesday

Thursday
Friday 07:30 Restrictions
07:30 Days per Week 5
Max Days Per Week 5
Max Shifts Per Day 3
Manx Shifts Per Week 6
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Example:

Hours Of Work

« Tuesday capped to 3 hours

* 00:00 - 23:59 days will refer to Default
Unavailability (Hours Per Day) in contract

Mon Tue

» Capped to Default Unavailability (Hours Per Day)
(so 7.5 hours in this example)

Posting ‘T 12/12Ma 13/12Tu  14/12We 15/12Th 1612

= Contracted For (Hours Per Week 37:30
Hallie Test Uni m
N Default Work Time Source : Contract
Default Work Time ; 03:00
Impacted Assignments :
Early 07:00 - 15:00 on 12/12/2022 assigned to Erickson,
M
Early 07:00 - 15:00 on 13/12/2022 assigned to Erickson,
| M e
Comments :
Default hours capped from Working Restrictions.

(3) RLDATIX



Capped to Working Week/ Restrictions

e 8/12Th 9M2Fr 10/125a 11/125u  Total Hours

0730 07:30

Default Work Time Source : Contract
Default Work Time : 00:00
Impacted Assignments :

00:00 3730

wimnleeie
Default hours capped from weekly hours on Person
Work Contract.

12/12Mo 13/12Tu  14/12We 1512Th  16/12Fr

Jniv 07:30 07:30

( Default Work Time Source : Contract
| Default Work Time : 05:00
Impacted Assignments :
Early 07:00 - 15:00 on 13/12/2022 assigned to Erickson,

Comments :
I Default hours capped from Working Restrictions.
s/ RLD
3] ATIX

17,

For substantive postings, existing active duties are used
to default work times except where the 'Calculate
Annual Leave Hours From Assigned Duties’ checkbox on
the Enterprise Work Contract is NOT ticked. In which
case the hours will be calculated from the 'Default
Timesheet Hours' on the unavailability reason if entered, ]
otherwise they will be taken from the ‘Default Leave !
B2 Hours' on the persons working restrictions. If the only |
duties in the week are of type Rest or On-Call, the
timesheets will be based on the 'Default Timesheet [
west Hours' on the unavailability reason if entered, otherwise
they will be taken from the 'Default Leave Hours' on the

v ®

Work time hours are normally capped based on weekly
contracted hours and the maximum hours they can work
on a given day from the associated Working

Restrictions.

34
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When Duties Do Not Exist in Week

When Duties Exist In Week Create Timesheets Based On
Default Behaviour [\i @

For substantive postings, the associated Person Work
Contract is used to default work time hours (if not
overridden on the unavailability reasons).

When Duties Do Not Exist In Week Cre

Default Behaviour Work time hours are normally capped based on weekly ' T e
contracted hours and the maximum hours they can work [
on a given day from the associated Working L Wesk  96/12/2022 o
a ed Start
Default Times Restrictions. - =
Posting 26/12Mo  27/12Tu  28/12We 29/12Th  30/12Fr  31/12Sa  1/1Su T
Hollie Test Unil§l 07:30 07:30 07:30 07:30 : X 3
Nurse Bank (B 00:00 00:00 00:00 00:00 00:00 00:00 o

1 —
Next Steps

@ No Action O Cancel Demand O Send To Bank

Contracted For (Hours Per Week) 37:30

Default Unavailability (Hours Per Day) 07:30
® 35
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Unavailability
Reason Settings:
Zero Hours




When Duties Exist In Week Create Timesheets Based On
Zero Hours

When Duties Do Mot Exist In Week Create Timesheets Bazed On
Zero Hours

Work time will always be 0. W @

-

Posting ‘P 19/12Mo  20/12Tu  21/12We 22/12Th
Hollie Test Uni  00:00 00:00 00:00 00:00
Nurse Bat Default Work Time Soume 10:00
1 ; . X I
Stam Tes| Default Work TIITIE : 00:00 \o-00
]' Impacted Assignments : r
Comments :

(s) RLDATIX

2312 Fr

00:00

00:00

00:00

24/12 5a
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Unavailability Reason
Settings:

Existing Assighnments
Else Contract




When Duties Exist in Week Create Timesheets Based On

Existing Assignments Else Contract

When Duties Do Mot Exist In Week Create Timeshests Based On

Existing Assignments Else Contract

« From 11.2.3
* Non-UK Functionality
* Does not cap

(s) RLDATIX

For substantive postings, if a Duty Assignment exists on
the day where the Unavailability is added then the
timesheet work time is created based on the 'Existing
Assignments’ behaviour - using the hours from the
employee's existing active duty.

Otherwise, if no Duties exist on the day where the
Unavailability is added then the timesheet work time is
created based on the 'Contract behaviour: if the
‘Timesheet Entries Populated Based On Contracted
Hours Per Week' checkbox is ticked on the Enterprise
Work Contract then the timesheet work time is
populated using the daily contracted hours. If this is not
ticked, the timesheet work time is populated using the
value in the Default Timesheet Hours' field on the
Unavailability Reason. If this is not set, the hours from
the ‘Default Unavailability Hours' field on the employee's
associated Person Work Contract are used to populate
the timesheet work time.

These hours in the week are not capped to the person’s
contracted weekly hours.

Week  19/12/2022 v

Start

Posting T 19/12 Mo 20/12Tu 21M12We 22/12Th
Hollie Test Uni 05:30

I

|| Default Work Time Source : Existing Assignments Else .
'l Contract

Uetault Waork Time : U330
Impacted Assignments :

Early 09:00 - 15:00 on 20/12/2022 assigned to Erickson,
M

Comments :

Individual timesheets are populated based on the hours
of existing Duties if present on that day, otherwise they
are populated based on the 'Contract’ behaviour.
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 Different behaviour dependant on whether there are duties assigned on each day.

» For substantive postings, on a day when a duty has been assigned, it will take the hours from the
assigned duty, as it does for the Existing Assignments behaviour

Reset to default values

Week  19/12/2022 v
Start
Posting T 1912Me  2012Tu  21112We 2212Th 23M12F 2412583 25/125u
Hollie Test Uni 05:30
' Default Work Time Source : Existing Assignments Else
Contract
UeTdll WWIOTK ne ; Uaial
Impacted Assignments :
Early 09:00 - 15:00 on 20/12/2022 assigned to Erickson,

M

g Comments. | b

Individual timesheets are populated based on the hours
of existing Duties if present on that day, otherwise they
B are populated based on the 'Contract’ behaviour.
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On a day where no duties have been assigned

Will behave like the ‘Contract’ behaviour.

Contracted For (Hours Per Week) 37:30

Default Unavailability (Hours Per Day) 07:30

Posting T 19/12Mo 20/12Tu  21/12We 2212Th  23/12Fr 24/1%

Haollie Test Uni 07:30

Nurse Bank (| pefauit work Time Source : Existing Assignments Else

Contract
Default Work Time : 07:30
Impacted Assignments :
Comments :
Individual timesheets are populated based on the hours
i d of existing Duties if present on that day, otherwise they l
are populated based on the 'Contract’ behaviour.

(s) RLDATIX



Example

®
Monday 19 Tuesday 20 Wednesday 21 Thursday 22 Friday 23 Saturday 24 Sunday 25
1
09:00 - 15:00 07:00- 14:00
L
Work Time Refrash

Week  q0/12/2022
Start

Posting ™ 19/12Mo  20/12Tu
Hollie Te: 07:30 05:30

MNurse Ba 00:00 00:00

(s) RLDATIX

Reset to default values

<

21/12We  22/12Th  23/12Fr 24/12 5a 25/128%u  Total Hou
07:30 06:30 07:30 07:30 07:30 4930
00:00 0000 0000 00:00 00:00 00:00

* On all days with no duties default leave

hours (7.5) is assigned

* On the days where there are duties
assigned, mirrors amount in the duty

* Does not cap
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Unless

« If overridden on Enterprise Work Contract (Ref Data>Organisation> Work Contract)

| Timesheet Entries Populated Based On Contracted Hours Per Week

« If ticked, on days with no duties takes from the Default Unavailability Hours Per Day (not generally

recommended)

- Figure auto generated from the ‘Contracted Time: Hours Per Week’ in enterprise contract, and divides by 5

(example below is 40 ~ 5 = 8)

B .|

i More
: Edit Enterprise Work Confract CostE
Weekly v
Contracted Time *
40:00 Hours Per Week

Enterprise Work Contract e

Agenda fOI' Change ° Create Enterprize Work Contract

° Create Grade Contract

Timesheet Entries Populated Based On Contracted Hours Per Week

Default Unavailability Hrs

Hours Per Day

R Walid Te #

(3) RLDATIX

Paosting ‘T
Hollie Test Uni

Murse Bank (|

1912Mo  20/12Te 2112We 22/12Th 2312F 2

Default Work Time Source : Existing Assignments Else
Contract

Default Work Time : 08:00

Impacted Assignments :

Comments :

individual timesheets are populated based on the hours

of existing Duties if present on that day, otherwise they |
are populated based on the ‘Contract’ behaviour.

43
14-Mar-23



Can be overridden on Unavailability Reason

* |f “Timesheet Entries Populated Based On Contracted Hours Per Week’ is not ticked

* And if Default Timesheet Hours is populated, on days with no duties will take this figure instead
(generally not recommended)

Default Times
Default Timesheet Hours
06:00

Default Start Time
07:00

Default End Time
23:58
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Unavailability
Reason Settings:
Contract On
Assigned Duties




When Duties Exist In Week Create Timesheets Based On
Contract On Assigned Duties

From 11.2.1
Non-UK Functionality
Does not cap

Only appears with setting set to True
Configuration Method Contract On Assigned Duties

Setting 9
Configuration Method Contract On Assigned Duties
Provides the user with access to a new Unavailability method named

'Contract On Assigned Duties', that will be available in the 'When Duties Exist
| In Week Create Timesheets Based On' configuration.

Value

@ true O false

(s) RLDATIX

Posting M 14/2 Mo 15/2Tu 16/2 We 17/2

Hollie Test Uni  07:30 00:00 07:30

Default Work Time Source : Contract On Assigned
Dutie

Default Work Time : 07:30
Impacted Assignments :
Early 07:00 - 15:00 on 14/02/2022 assigned to Erickson,

M

Late 15:00 - 23:00 on 16/02/2022 assigned to Erickson,

M .]_
Comments :

Default hours populated based on Person Work Contract

divided by 5, only if there is an overlapping Duty

Assignment with work time or an On Call.

AdTot

= T T
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When Duties Exist in Week

Only applies when one or more duty exists in week

Different behaviour dependent on whether there are duties assigned on each day

Days with duties assigned, applies from calculation
Person Work Contracted Hours +~ 5

Days no duties assigned, applies 0 hours

Posting 1 142Me  15/2Tu  16/2We 1772 Posting 4 13/2Mo  14/2Tu  15/2We 162Th 17

Hollie Test Un 07:30 00:00 07:30 Haollie Test Uni 07:30 00:00 07:30

Default Work Time Source ; Contract On Assigned
Duties

Default Work Time : 07:30

Impacted Assignments

Early 07:00 - 15:00 on 14/02/2022 assigned to Erickson,
M

Late 15:00 - 23:00 on 16/02/2022 assigned to Erickson, I
M

Comments :

Default hours populated based on Person Work Contract
divided by 5, only if there is an overlapping Duty
Assignment with work time or an On Call.

o o < ndTof

(s) RLDATIX

N

Default Work Time Source : Contract On Assigned

| Duties

Default Work Time : 00:00

Impacted Assignments :

Early 07:00 - 15:00 on 13/02/2023 assigned to Erickson,

M

Late 15:00 - 23:00 on 15/02/2023 assigned to Erickson, B
M

Comments :

Default hours populated based on Person Work Contract
divided by 5, only if there is an overlapping Duty

{:’Assignmem with work time or an On Call.

T =
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Does not cap

Posting T 13/2Me 14/2Tu 15/2 We 16/2Th 17/2 Fr 18/2 Sa 19/2S5u  Total Hm

Hollie Test Uni 07:30 07:30 07:30 07:30 07:30 07:30 07:30 52:30
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6 different options, but three are
recommended for UK&I

« Contract

 Existing Assignments

« Default Behaviour

« Zero Hours

«  Existing Assignments Else Contract
*  Contract On Assigned Duties

(s) RLDATIX

« Will need to choose what is best for you in
line with internal policies
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Questions?

() RLDATIX

Rldatix.com | @RLDatix |
@AllocateS




