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Matrix Technical Support Mailer — 34
Leave Credit Policy

Dear Friends,

This mailer will guide you to define and create leave credit policy for the
effective use of crediting/debiting leaves which can be predefined in the
system. This feature was introduced in the version V04R02 and
onwards.

This policy can be configured in Time and Attendance module.
Go to Time and Attendance - Policies > Leave Credit Policy.

Masters v

Policies (A Policy ID Name Credit Mode
Attendance Policy 1 Leave_Policy_1 Fixed
Overtime Policy
COFF Policy Akl e Close
Late In Policy
Early Out Policy
Absentee Policy

e

Manual Entry (V)

Manual Correction (V)

Authorization V)

Process V)

Views V)

Export v

Reports V)

One can edit the default Leave Policy 1 already created. Or can add the
new policy.
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Masters

Polices
At‘henaance Policy
Overtime Policy
CbFF Pblicy
Late In Policy
Early Out Pdicy

Absentee Poli
Leave Credit Policy

©
w

Policy ID

2

Policy Name

Credit Mode

Credit_Fixed

@) Fi

There are two modes of creating Leave Credit Policies:
=> Fixed Credit
=> Slab-Wise

Masters V)
Policies 7 (A Policy ID 2
Attendance Policy
- Policy Name Credit_Fixed
Overtime Policy
COFF Policy Credit Mode Q@ Fixed Credit | )
_Late In Pdicy‘ Slab-Wise Mapping
Eaﬂry St Pd'q Months Credit Days Months Credit Days
Absentee Poli
January 25 July 5.0
Leave Credit Policy
Manual Entry & February 3.0 August 4.0
Manual Correction Q March 15 September 15
Authorization V)
e o April 40 October 3.0
Views V) May 5.0 November 25
Export
e 0 June 25 December 2.0
Reports V)
st | #Wew | edt | Dpelete || save || cancel |

a. Fixed Credit: In this mode, one can find the Slab-Wise mapping

fields for every month of the year.

For e.g. for the month of January specify the Credit Days.
After giving an appropriate user friendly name to the policy, one

needs to save It.
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Masters V]
Balance Management &)
Opening Balance V)
Credit/Debit ()
Single User
Encashment [¥]
Application/Approval (V)
Views (V]
Reports (V)

Month July [=]| & Pickiist For Leave Policy - Google Chrome SuliE)
Leave PL E () 192.168.50.72/COSEC/WebForms/frmPickList.aspx
= = Picklist For Leave Policy
Entry Type © credit ) Debit
Credit Method O Fixed © Ppolicy Fields  Name [+ Search |
Leave Credit Policy x
fiexerie |2 Credit_Fixed |
3 Credit_Slab_Wise
New Save Cancel ! al |

Selection of “Credit method” is provided for crediting leaves to the
users. On selecting Credit method as Policy, on can browse the various
policies defined through pick list. For e.g. select “Credit Fixed”.

Masters V)
Polides (A

Attendance Policy

Overtime Policy
COFF Policy
Late In Policy
Early Out Poiicy
Absentee Policy
Manual Entry
Manual Correction
Authorization
Process
Views
Export
Reports

0000000

Policy ID
Policy Name Credit_Slab_Wise
Credit Mode ") Fixed Credit @ Slab-Wise
Parameters Based on Attendance Behaviour
Previous Months to consider || 1 [+] Include in Calculation
= | . Hol E ff [
@ payable Days e 2 d Days s sk
3 Over-Time| |
Only Presents Al 4
Paid Leave ] onl g @) OverTime Authorized OverTime
7 OT Hours for Half Day Hrs
8
]
Slab-Wise Mapping
Presents From Presents Ug Presents From Presents Upto Credit Days
0 0 0 0.0
0 0.0 0 0.0
0 0.0 0 0.0
0 0.0 0 0.0

b. Slab-Wise: The Slab-Wise credit mode enables the user to
configure parameters for leave credit based on the attendance
pattern of the user.
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c. Calculation: Selection of number of months to be taken into
account for calculation.

=>» Enabling Payable or Non-payable days based on which leaves are
to be credited.
=>» Enabling Payable days will credit leaves based on the number of
present instances of the users. User can define the slabs based on
the number of present markings.
=>» Enabling Non-Payable days, the user can define slabs based on
the number of absent markings.

Masters (V)
Policies (A
Attendance Policy

Overtime Policy
COFF Policy
Late In Policy
Early Out Policy
Absentee Policy
Manual Entry
Manual Correction
Authorization
Process
Views
Export
Reports

(<A OM <A M <A <ML <

x)

Policy ID
Policy Name Credit_Slab_Wise

Credit Mode () Fixed Credit @ Slab-Wise

Par ters Based on Attendance Beh

2 [+]

) Non-Payable Days

Previous Months to consider

©) payable Days
Only Presents [¥] All Absents

Paid Leave ¥ Only Un-Paid

Include in Calculation

Holidays [ week-off [C]
Over-Time \]

© OverTime Authorized OverTime
OT Hours for Half Day Hrs

List New Edit

Slab-Wise Mapping
Presents From  PresentsUpto  Credit Days Presents From  PresentsUpto  Credit Days
0 20 20 0 0 0.0
21 40 25 0 0 0.0
41 60 3.0 0 0 0.0
0 0 0.0 0 0 0.0
Delete Save | Cancel |

In Slab-Wise mapping, specify the slab of the days in “Present From”
and “Present Upto” fields. And accordingly specify the “Credit Days”

for that slab.
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Masters V)
Policies ()
Attendance Policy
Overtime Policy
COFF Policy
Late In Poﬁcy
Eaﬂy Out Policy
Absentee Poliéy
Manual Entry V)
Manual Correction V)
Authorization (V)
Process (V]
Views (V)
Export V]
Réports (V)

Policy ID
Policy Name Credit_Slab_Wise
Credit Mode ) Fixed Credit © Slab-Wise
Parameters Based on Attendance Behaviour
Previous Months to consider Include in Calculation
. = Holidays [ [
) Payable Days @) Non-Payable Days ik WeeK Ot
Over-Time [ |
Only Presents All Absents [
Paidleave Only Un-Paid ') OverTime Authorized OverTime
OT Hours for Half Day Hrs
Slab-Wise Mapping
Absents From  Absents Upto Credit Days Absents From  Absents Upto Credit Days
0 20 1.0 0 0 0.0
21 60 15 0 0 0.0
0 0 0.0 0 0 0.0
0 0 0.0 0 0 0.0
List New Edit Delete Save J Cancel J

a. The “Include in Calculation” section enables the user to specify

whether the system needs to include Holidays as well as Week-offs in
the day’s calculation.

b. The Overtime Section enables the user to specify whether the
Overtime or Authorized Overtime instances are to be included in the
day's calculation for leave credit.

77X
Masters Ol i
Policies @ || Policyld
Attendance Policy
Policy Name Credit_Slab_Wise
Overtime Policy
COFF Policy | creditMode © Fixed Credit © Slab-Wise
Late In Policy Based on i
Early Out Policy = e
i i nclude in
A tee Policy Previous Months to consider 2 [
_ = i |
© payable Days () Non-Payable Days Lccays @ week-Off V]
Manual Entry (V) & Over-Time
e 75 Only Presents (V| All Absents
enual Correcton padleave [ Only Un-Paid ) OverTime © Authorized OverTime
Authorization (V)
— Q OT Hours for Half Day 04:00 Hrs
Views (V)
Export (V) Slab-Wise Mapping
Reports o PresentsFrom  PresentsUpto  Credit Days PresentsFrom  PresentsUpto € Include in Calculation
0 20 1.0 0 0
1 4 z 3
2 o 15 l 0 Holidays Week-Off
41 60 25 0 0
5 5 5 D 5 Over-Time [Z]
List New Edit Delete Save Cancel 2 9 .
‘ ‘ ! J| ) OverTime @) Authorized OverTime
OT Hours for Half Day 04:00 Hrs
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= In the event of enabling the Overtime option, specify the
hours required for marking half day in the OT Hours for Half Day field.

On providing the user friendly name to the Policy, enabling/specifying
the required options and Mapping the slabs appropriately, one can save
the policy.

i ulll| PP —— 00

Masters

v
Balance Management Q) Month July [+] & Picklist For Leave Policy - Google Chrome (ol
OpeningBalance @ | | ..\e PL =] | © 192168.5072/cosEC/WebForms/frmPicktist.asps
Qe e = = Picklist For Leave Policy
Single User Entry Type ©) Credit ) Debit
Multiple Users Credit Method O Fixed @ Policy Fields Name E _ Search
Encashment (V) Leave Credit Policy x
T > LeavePLCID Name
bt 2 Remars 2 Credit_Fixed
Views &~ .
Reports (V) I 3 Credit_Slab_Wise I
New Save | Cancel | ol |

javascript:_doPostBa... ]

Selection of “Credit method” is provided for crediting leaves to the
users. On selecting Credit method as Policy, on can browse the various
policies defined through pick list. For e.g. select “Credit_Slab Wise”.

=» Schedule:

Masters
Global Policies
Utility

= '
Scheduler Logs
Third Party Export (v

Import Data

©00

Assign Alerts
Custom Alerts
Export Events Select Task Type X
Component Status
API Configuration
Scheduler

Reports Schedule
l Database Backup
Monitor Configuration Monthly Shift Schedule
Monthly Attendance Process

Message Board
> I Leave Credit Schedule I

Views (V]

License V) Cancal

\
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To automate the crediting of leaves, on can define a scheduler named as
“Leave Credit Schedule”.

— ; WNOI0
= & Picklist For Leave Policy - Google Chrome @Eﬂ
Masters (V) .
Global Polidies o) Lesve Selection ® 192.168.50.72/COSEC/WebForms/frmPickList.aspy
Utility A I Credit Method D FMLI Picklist For Leave Policy
Leave Paid Leave
Baabols =] Fields Name [+ Search |
Third Party Export &9 Leave Credit Policy ——
Import Data Processing Period LeavePLCID Name
Assign Alerts 2 Credit_Fixed
©
Custom Alerts = xrent 3 Credit_Slab_Wise
- Next [
Export Events cased
Component Status Multiple Selection -
ARE Corifiguration 9 Al 7 Selected Groups ) Randomly Selected Users
Scheduler
Monitor Configuration Schedule Parameter
Message Board [] Active
Views (V) Schedule Run Time
License L) Weekly Schedule @ Monthly Schedule
] 32
Every 1 [z' Day of the Month g
¥l
e Blow I Edit J Delete I Sxe) javascript:_doPostBa... |

Specify the Credit Method as “Policy”. And select the Policy from the
Pick list of Leave Credit Policy.

[ — o5
Masters <
Global Policies V) Leveatlertion
Utiity U Credit Method OFixed © Policy
Export Data Leave Paid Leave E
Third Party Export (2 Leave Credit Policy 1 X Leave_Policy_1
Import Data Processing Period
Assign Alerts
Custom Alerts o S
Export Events Rt
Component Status Multiple Selection
API Configuration Al @ selected Groups () Randomly Selected Users
Monitor Configuration ) Organization (' Branch @ Department (' Designation (' Section ' Category ' Grade
Message Board [T select Al
Views L) Select 1D Department
License V] [@] 1 Department-1

Processing Period: Specify the month for the processing whether
Current month or the Next month.

Multiple Selection: This enables the administrator to filter the users
based on the groups configured. The policy can be applied to the specific
group of users.
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Masters o
Global Policies V] b . )
Utiity ) Credit Method O Fixed @ policy

Export Data Leave Paid Leave E]

Third Party Export &2 Leave Credit Policy 1 X Leave_Policy_1

Import Data Processing Period

Assign Alerts _

B @ current

Export Events SEheAt

Cmmmt Status Multiple Selection

API Configuration DAl © selected Groups | ] Randomly Selected Users

Mokt CanBax s () Organization ' Branch @ Department () Designation ) Section () Category '’ Grade

Message Board [T select At
Views O 'Select D Department
License V) 1 Depérbnent—l

Schedule Parameter
Active
I Schedule Run Time 10:00 I
Weekly Schedule © Monthly Schedule
IEvery 5 El Dayof’d‘seMmﬂ‘vIJan [VIFeb VIMar ’Z[Apr ’Z!May [¥]3un
V30 ¥aug Msep Moct Finov ¥pec
_l

Schedule Parameters: Activate the scheduler. Specify the schedule Run
Time at which schedule will be processed. Specify the day of the month.
And select the number of months for which the scheduler should run.

Masters

Global Polices

Utility

I Export Data D
Third Party Export &2 1
Import Data
Assign Alerts
Custom Alerts

Search by Report/Task

© 00

'Report/Task
Leave Credit 10:00

Schedule Mode

Monthly Yes

Addnew | schedulertogs | close |

Export Events

Component Status

API Configuration

Monitor Configuration

Message Board

Views (V)
L)

License

Note: Alert services should be running to trigger any schedule.
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Thanks & Regards,

Technical Support Team — Security Product
Matrix ComSec, Vadodara, India
E-mail: support@MatrixComsec.com

Disclaimer: The information contained in this e-mail and/or attachments to it may contain
confidential or privileged information. Unauthorized use, disclosure or copying is strictly
prohibited and may constitute unlawful act and can possibly attract legal action, civil and/or
criminal. The contents of this message need not necessarily reflect or endorse the views of Matrix
Telecom Pvt. Ltd on any subject matter. Any action taken or omitted to be taken based on this
message is entirely at your risk. Neither the originator of this message nor Matrix Telecom Pvt. Ltd
takes any responsibility or liability towards the same. If you are not the intended recipient, please
notify us immediately and permanently delete the message.
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