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Time Management: 
Change of working hours, automatic recalculation, adaptation of quotas.
Fast management of quotas simplifies the process of transition from full time to part time.
Repeated schedule changes and flexitime are not affected by this solution. 

1 	 Select the Change in Pay action.

2 	 Run the report for the automatic adaptation of hours of leave already requested in the schedule.

3 	 Recalculation of the leave quotas for the year or the duration of the contract (depending on the contract).

Leave requested after a change in working hours is now automatically recalculated.
Example: my employee Marie Durant began her permanent contract on 01/01/16 with 100% working hours
(40 hours/week). She is entitled to 200 hours of statutory leave for the year. On 01/04/16, she changes her contract 
and starts working part-time 8% (32 hours / week) she no longer works on Wednesdays. 
Her holiday entitlement changes, she is now entitled to 170 hours for the year. 

1 	 To change working hours, go to Employee Data > Personnel Action and click on Change in Pay.

2 	 Enter : 	 • the start date, 
			   • the new salary, 
			   • the new work schedule rule.
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! 	 Once the Change in Pay action is completed, you can see the result in the Contract Details widget.

!
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Time Management
The 2016 leave balance for Mrs Durant is 200 hours.112 hours have been deducted over the year.
• 94 hours for August 2016,   
• 16 hours for January 2016. 
The 16 hours in January must remain intact, while the 94 hours in August must be adjusted downward because 
she does not work on Wednesdays.

Two actions must be considered in order to sort out the situation:
• leave that may already have been requested between 01/04 and 31/12 must be adapted so that Wednesday 	
	 counts as 0 hours of absence, 
• her entitlement to leave between 01/04 and 31/12 must be recalculated. (See below). 
	 Action 1 is automatic when the user PAYADMIN enters a Change in Pay.
	 Click on the mechanism available in the Inbox to start the process. 
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4 	 To start the automatic recalculation process, click on the message Click here.

5 	 Then check the start date of the change and click on Execute Report.

! 	 You will know that the report is complete when you reach 20/20.
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Data is processed instantaneously.You can directly check that the quota is higher, or go further by clicking on 
Deduction for a list of days now affected by the recalculation. 

6 	 Click deductions if you want to check the results.
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Once the quotas are automatically recalculated, you must adapt them.
Here, the leave entitlement between 01/04 and 31/12 must be recalculated. 
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From 01/01/16 
to 31/03/16

100%

200 h x 
( 3/12 )

50 hours

From 01/04/16 
to 31/12/16

80%

200 h x 
( 80/100 ) x 

9/12
120 hours

New entitlement 
to leave

170 hours
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This option allows you to change one or more absence quotas already entered (statutory leave, special leave, 
overtime, etc.). It is easier to use the Fast Entry option to edit all quotas on a single page.

1 	 Select the employee concerned.

2 	 Fill in the start date and end date and click on Retrieve Data.



In the example, Paid Holiday changes from 200 hours to 170 hours in 2016. 

!    For the change to take effect, the employee must still have enough leave not deducted from their quota.  
	 The quota must be adapted from its start date (1 January 2016 here). 

3 	 Change the quota(s) to hours concerned.

4 	 Click on Submit.
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You can follow the progress of your action and check its status.

5 	 Click Refresh until the action is in progress. Once completed, the logo is green and your changes will be made. 
	 If the logo is red, an explanation tells you which criterion needs to be corrected.

Once the action is completed, the quotas are changed in the Quota widget. 
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