Special Working Days

Recently we were approached by a Totem client and advised that they had a situation they needed
Totem to handle. Their situation was that whilst their standard work week was Monday to Fridays,
under the Company’s work rules staff were required to work an extra day a month on selected
Saturdays. Failure to attend on those days would result in a LWOP penalty, but staff would be able
to apply for leave to cover their absence on any of those special days. We’ve now made provision
to cover that scenario in Totem Leave and can provide the solution at no charge to existing Totem
clients.

To implement the change we have added a menu item under Settings | Processes called Special
WorkDays.

If a company wishes to set special days, it is a simple matter to add the days under this menu. Any
days added here will be treated by the system as regular work days. Therefore, if leave is applied
for a period which covers a special work day, that day will be regarded as a normal work day for
leave purposes, so an extra day’s leave will be added to the number of leave days being applied for
and be deducted by from the employee’s leave entitlement.

Note:

* When applying for leave, the calendar will display an indicator for any special days occurring so
that the status of the special day will be obvious to the employee. See example (screen 1) below
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screen 1 : calendar indicating Special Day occurring

* If a special work day is chosen for a leave, a warning will be given. See example (screen 2) below
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If selected, warning appears

® This period includes a Saturday Work day. Leave may not be approved!

screen 2 : warning leave on special day may not be approved

* A leave application for a Special Workday still needs to be approved by the employee’s manager.

* Any leave type is a valid selection to cover an absence on a Special Day, and a Special Day can
be selected as a single day for leave purposes.

* Special Workdays can be selected for Locations, Departments or Employees

The following screens below (screen 3, 4) show how things are handled.
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Screen 3 : Special Workday management under setting
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Screen 4 : Special Workday entry form
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Input The Duration:
® single day multiple days specific time

Select Leave Period:
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If selected, waming appears

@ This period includes a Saturday Work day. Leave may not be approved!

P a v A ] o a W v N
AN 2 : INIILLIILO W ﬂ’lim‘ﬁEg@luﬁuﬂﬂdﬂuwLﬂi:m’lﬁ]’ilzvluvlﬂi‘]Jﬂ’lia%&J@]

v Yo s

o MRy lwIuieiasdaldigaan1svaswiniuayla

U

s A { L o a
o WHNIMWEINITOLRANUTZLANINIIAN g FIFWITOLRANNIIAMN q@l@ﬂﬁﬂiﬂﬂﬂq&lﬁﬂﬁ%ﬂﬁd’lﬂaw LIRS

saIna ALz IRl

(7
o

. msé’adﬁuﬁwmﬁLm:rmmsnﬁmu@vlﬁmﬂ ﬁﬂ']%ﬁ@l(}, WNNATOWTENI

k% J P ad & 1o o a
GUAINAIUR(NIN 3,4)NLUFAIIDNITAIANI BV NNIWN LA

(T (D) s vecial Work Day

» Overview 5
» Departments Name: special workday state: curmrent v m |
» Locations
» Branches

) LPRELTE 10 v EETH | & manage columns | ¢

Special Workday Period

» Employee Details “m
= Leave Access Permissions Apr Saturday Work Day 2019/04727 |

» Calendar Teams

Aug Saturday Work Day 2019/08/03

Dec Saturday Work Day 20191221

» Leave Categories

Feb Saturday Work Day 2019/02/09
» Leave Profiles
Jan Saturday Work Day 20190119
Jul Saturday Work Day 2019/07/06
» Import Process
Jun Saturday Work Da 2019/06/15
l» Special Work Day | v Y
Mar Saturday Work Day 2019/03/09
May Saturday Work Day 2019/05M11
» Billing Details
» Leave Colors MNov Saturday Work Day 2019/11/09

» Holiday Management
= Company Documents
= Communication Templates

NA 3 1 MITANTIURE AN AL

> 12 |resul‘t3:1-100ulof12

New Special Workday

Hame: E|

Special Workday Period: gy 12 Feb 2019 0

Status: ® Active Inactive

Location: ‘ |m| ‘

Employee List ‘ [all x| ‘

P 6 &< o o a
NN 4 LUUNBIUNIAIANWYINUA LAY



