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Logon to the system

To log into the system use the email address and the password set up for your user.
You log on via web address www.Psupport.dk
Example

Email: Admin@demo.dk
Password: demo

Passwor g [FEH | login --

PSUPPORT.DK
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Monthly schedule

The monthly schedule is the part of Psupport where absences are registered; you
can also make changes to absence registrations here.

Log out
{b Haliday

-Ilness
-Child's ilness
-Maternitl,l leave
-Floating Haoliday

Show department [v Show month IOctober 2009 ;I Update l
October 2009 < >
Weak 40 41 42 43 44

Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr %a Su Mo Tu We Th Fr Sa
Warehouse cpr. 1 2 3 4 5 & 7 8 9 10 11 12 13 14 15 16 1F 18 19 20 21 22 23 24 25 26 27 28 29 30 31
Elisabeth Sgrenszen
Gorm Hartwig -----
Weak 40 41 42 43 44

Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr %a Su Mo Tu We Th Fr Sa
Sales 1 2 3 4 5 & 7 8 9 10 11 12 13 14 15 16 1F 18 19 20 21 22 23 24 25 26 27 28 29 30 31
Birgitte Hanzen
Diana Pederzen
Helen Hanzen -
Raibinn Mabaz
Week 40 41 42 432 44

Th Fr %Sa Su Mo Tu We Th Fr %a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr %a Su Mo Tu We Th Fr Sa
Production 1 2 3 4 5 & 7 8 9 10 11 12 13 14 15 16 1F 18 19 20 21 22 23 24 25 26 27 28 29 30 31
Peter

Peter Petersen

Add day/period of absence

Click on a day in the monthly schedule, such as 19-10-2009, to add an absence day
or absence period.

October 2009 - >
Weak 40 41 42 43 44

Th Fr Sa Su Mo Tu We Th Fr %a Su Mo Tu We Th Fr $a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
Warehouse cpr. 1 2 3 4 5 & 7 &8 9 10 11 12 13 14 15 16 1F 18 20 21 22 23 24 25 26 27 28 29 30 31
Elisabeth Sorenzen @
Gorm Hartwig -----

The following window will be displayed.
Add absence

Employes IEIisaI:neth Soranzen [) ;I
Absence types IHu:uIiu:Ieu,I ;I

From date 13102009 | ®

To date 21 10| zo0s | ®

Absence 1,00 |day (Max 1, and divisible with 0,25)

Sa'.'el

Now select the required absence type, from date, to date and whether the absence
should be entered as a 74 - 2 - % or a full day. Finish with “Save”.
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The entry will now be displayed on the monthly schedule.

October 2009 < >

Weak 40 41 42 43 44
Th Fr Sa Su Mo Tu We Th Fr Sa Su Ma Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

Warehouse cpr. 1 2 3 4 5 & T &8 9 10 11 12 13 14 15 1& 1F 23 24 25 26 27 28 29 30 31
Elizabeth Sgrensen
Gorm Hareuig ][] ]

Edit/delete day/period of absence

If you wish to delete or edit a period of absence, click on the day/period you wish to

delete/edit.
October 2009 < =
Week 40 41 42 43 44

Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa S h Fr Sa Su Mo Tu We Th Fr Sa
Warehouse cpr. 1 2 3 4 S & 7 &8 9 1011 12 13 14 15 16 17 (1% 19 20 21 2R 23 24 2% 26 27 28 29 30 31
Elisabeth Sgrensen
Gorm Hartwig -----

Edit/delete absence

Employes Elizabeth Sgrensen

Absence types IH-:-Ii-:Ieu,I ;I

Date 19 -10-z009 | °

To date 21 [ 10)zo09 | 2

Absence 1,00 |day [(Max 1, and divisible with 0,25]
Save _-*_—_

W5

Clicking “Delete” deletes the period.

You can change a period by changing the date and clicking on “Save”.
Edit/delete absence

Employes Elisabeth Sorensen
Absence types IHu:uIi-:Ieu,I ;I
Date 19-10-2009 ||
To date 23 M@ z009 |7

1,00 |day [(Max 1, and divisible with 0,25)

Celets |

October 2009 < >

Week 40 41 42 % 43 44
Th Fr 5a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr %a Su Mo Tu We Th Fr %a Su Mo Tu We Th Fr S5a

Warehouse cpr. 1 2 3 4 5 & 7 2 9 10 11 12 12 14 15 1& 17 18 = 4 23 26 27 28 29 20 31
Elisabeth Sgrensen
Gorm Hartin ][] ]
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Print Preview

Click on “Print Preview” to display a print preview of the monthly schedule.

£

f Holiday

= Dness P Child's dness E: Mlaternity leave I Floating Holiday

Cretober 2009

|Week

| a1 | 42 | 43 | 44

hékﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ@ﬁﬁﬁﬁ@H@ﬁﬁ@ﬁ@ﬁ@ﬁﬁﬁ

|\Vm‘ehuuse cpr.

HE

(1123 [4[5 [6[7 [8]o (o112 1314 1516171815 [20[21 [22[23[24 25 26 o7 28 o9 [30 31

|E]is abeth Serensen

[T T T = T T e e e feel= = T [ [=

[Gorm Hartvig

[T =B T T sl=emm bl [T T T TT Tl

|Week

[ 40 | 41 | 42 | 43 | 4

EEEWEﬁ@ﬂﬁﬁﬁ@ﬁ@ﬁﬁEﬁ@ﬁ@ﬁﬁﬁﬁ@ﬁ@%ﬁﬁ

|Sﬂles

(1123 [4[5 [6]7 [8]sofirf1z 1314 [15[16 171815 [20[21 [22[23[24 25 [oq [27 28 o3 [30 31

|Birgitte Hansen

N I I S EY O O Y

|Diana Pedersen

I3 0 3 I S EY O O Y

|Helen Hanzen

0 =2 I N ES EY O O Y

[Raibinn Mabaz

[T T T T T T T T T T s

|Week

[ 40 | a1 | 44

ﬁﬁﬁﬁ@ﬁ@ﬁﬁﬁﬁhﬁ@%ﬁEﬁhﬁ@%ﬁ@ﬁ@ﬁﬁﬁﬁﬁ

|P1‘mlucti011

(1123 [4[5 [6[7 [8]o[oaiz 1314 1516171815 [20[21 [22[23[24 25 26 o7 28 o9 [30 31

|P eter

I O Y

|P eter Petersen

[T T T T T T T P T T T s

The result can be printed out directly from your browser.
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Attendance records

Overall, Psupport offers statistics at three levels: company level, departmental level
and employee level.

Click on "Attendance Statistics" to view and export attendance records in Psupport.

0

Attendance records are always based on statistics for the last full month.

Attend. statistics Thiz rmonth  Last rmeonth  Year to date

Period start (01 |-|09 |-|z009 "% Show department v
Period end |20 - 09 |-/2009 B! Show percent ™ Update

Workdays in the period & 21

Warehouse cpr. Holiday Ilness Child's ilness Matemity leave Floating Holiday Sum

Elizabeth Saorensen 0,00% 0,00% 0,00% 0,00% 0,00% 0,00%
Sarm Hartwig 19,05% 2,532% 0,00% 0,00% 0,00% 28,57%
Department average 0, 52%: 4, B 0,009 0,005 0,009 14,29%%
Sales Holiday Ilness Child's ilness Maternity leave Floating Holiday Sum

Birgitte Hanzen 0,00% 0,00% 0,00% 0,00% 0,00% 0,00%
Ciana Pedarzen 0,00% 0,00% 0,00% 0,00% 0,00% 0,00%
Helen Hanzen 0,00% 0,00% 0,00% 0,00% 0,00% 0,00%
Raibinn Mabaz 0,00% 0,00% 0,00% 0,00% 0,00% 0,00%
Department average 0,00%: 0,00 0,00 0,00%: 0,00 0,00%:
Production Holiday Ilness Child's ilness Maternity leave Floating Holiday Sum

Petar 0,00% 0,00% 0,00% 0,00% 0,00% 0,00%
Petar Petersen 0,00% 0,00% 0,00% 0,00% 0,00% 0,00%
Department average 0,00%: 0,00 0,00 0,00%: 0,00 0,00%:
Average 2,387 1,19%: 0,00 0,00%: 0,00 3,57

Export to Excel

You are now free to select the period for which you wish to view statistics, and you
can also select whether you wish to view absence in full days or as a percentage of
the period chosen. You can also choose whether you wish to view statistics per
department or for the whole company. Finish with “Update”.

Periode fra (01 - 06 -|2002 B Wiz afdeling v

Periode til |20 - 08 |- 2008 BLIOT procent [w Cpdater
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Exporting data to Excel

When you have defined your attendance statistics, you can export them to Excel by
clicking on “Export to Excel” in the “Attendance Statistics” menu.

Attend. statistics This month  Last rmonth  Year to date

Period start (01 - 0% - 200% B Show department |_

Pariod end |30 |-/0%9 |- 2009 "% Show percent [ Update |

Workdays in the period : 21

Employee Heoliday Ilness Child's ilness Matemity leave Floating Holiday Sum

Birgitte Hansen 0,00 0,00 0,00 0,00 0,00 0,00
Diana Pedersen 0,00 0,00 0,00 0,00 0,00 0,00
Elizabeth Sgrenzen 0,00 0,00 0,00 0,00 0,00 0,00
Gorm Hartwig 4,00 2,00 0,00 0,00 0,00 6,00
Helen Hansen 0,00 0,00 0,00 0,00 0,00 0,00
Patar 0,00 0,00 0,00 0,00 0,00 0,00
Peter Peterzen 0,00 0,00 0,00 0,00 0,00 0,00
Raibinn Mabaz 0,00 0,00 0,00 0,00 0,00 0,00
Sum 4,00 2,00 00 00 0,00 5,00
Average 0,50 0,25 0,00 0,00 0,00 0,75

Export to Excel

:

Excel is opened and data exported with a single click.

A [ 8 [ ¢ T o [ E ] F | & |
Attend. statistics: 01-09-2002 =3 30-09-2009
Warkdays in the period: 21

Ermployee Holiday  liness Child's ilness Materity leave Floating Haliday  Surn
Birgitte Hanzen 1] 0 0
Diana Pedersen
Elisabeth Ssrenzen
Gorm Hartvig

Helen Hansen

| 10 |Peter

| 11 |Peter Petersen

2 |Raibinn Mabaz

3 |Total

4 |Average

15

1
2
3
4
&
(=]
7
g
gl
1

e Oooosooo

[0 Tl s s s NS e s
oo ooooooo
oo oooooao
oo oooooao
Mmoo ooooo;mo oo

=
[=
Tl
[}
el
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Statistics for individual employees

To view statistics for a single employee, first click on “Attendance Statistics”,

0

and then click on the employee you wish to view statistics for.

Attend. statistics

Thiz rmonth  Last rmonth  Year to date

Period start (01 -0z -zo0a | ©  Show department [+

Peariod end |20 - 09 |-/2009 o Show percent IF Update |

Workdays in the pedod : 21

Warehouse cpr. Holiday Ilness Child's ilness Matemity leave Floating Holiday Sum

Elisabeth Sorenszen 0,00% 0,00% 0,00% 0,00% 0,00% 0,00%
Sorm Hartw 19,05% 2,52% 0,00% 0,00% 0,00% 28,57%
Dep erage 0,5%2% 46 0,00%: 0,00 0,00%: 14, 29%:

The below screen will now be displayed with the statistics for the employee in
question.

Attend. statistics Gorm Hartvig Thiz month  Last month  Year to date

Period start 01 09 -zo09 | °
Period end 2009 {2009 |7 | Update |

Workdays in the period : 21

Description Mumber of days Percent

Haoliday 4,00 199

Iness 2,00 10%

Suny 6,00 29%:

Wiew Status I iew Dates

Absence types Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Haliday 0,00 0,00 1,00 1,00 1,00 1,00

Ilness 0,00 0,00 0,00 0,00 1,00 1,00

Sumy 0,00 0,00 1,00 1,00 2,00 2,00

Export to Excel

Holidays Gorm Hartvig

Accumulated Used Remain

. Floating . Floating . Floating
Name Holiday Holiday Holiday Holiday Holiday Holiday Sum
Gorm Hartvig 23,00 5,00 22,00 T.00 2,00 -2,00 1,00

0,00
0,00
0,00

Side 10 af 43



PSUPPORT.DK

It can be seen that the above information is in keeping with the entries made in the
monthly schedule (see below).

September 2009 < >

Weeak 36 av 38 39 40
Tu We Th Fr 5a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr %a Su Mo Tu We Th Fr 5a Su Mo Tu We

1234566——5—%-44613141516 2 19 20 21 Z2 23 24 25 26 ZF 28 29 20
NB!

A holiday specification for the employee concerned will also be displayed with the
attendance statistics.
Holidays Gorm Hartvig

Warehouse cpr.
Elizabeth Sgrensen
Gorm Hartvig

Accumulated Used Remain

. Floating . Floating . Floating
MName Holiday Holiday Holiday Holiday Holiday Holiday Sum
Garm Hartwig 25,00 5,00 22,00 T.a0 3,00 -2,00 1,00

Refer to the section on the “Holiday” menu for further information.

Exact absence dates

If you wish to view the exact dates of a certain employee’s absences from work,
select “View Dates". For example, the below shows that the person selected had two
sick days, 17-09-2009 and 18-09-2009, during the selected period between 01-09-
2009 and 30-09-2009.

01 -09 {zoo9 || ®

2009 -z009 | ° Update I

Workdays in the perod : 21

Period start

Period end

Description Number of days Percent %
Haliday
0g-09-2009 1.00
o9-09-2009 1,00
10-09-2009 1,00
11-0%9-z2009 i,00
Holiday Sum 4,00 19%
Sygdam
17-09-2009 1,00
18-09-2009 1,00
Ilness Sum 2,00 10%

Suny o 29
“iew Status View Dates |

Absence types Monday Tuesday Wednesday Thursday Friday Saturday

Haliday 0,00 1,00 1,00 1,00 1,00 0,00
Ilnaszs 0,00 0,00 0,00 1,00 1,00 0,00
Sum 0,00 1,00 1,00 2,00 2,00 0,00

Clicking on the “View Status” button will take you back to the starting window.
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You can create and edit data about the company's employees in the “Employee List”

menu.

Add Employee

)

Click on “Add Employee” to add a new employee.

)

The below window will now be displayed. Enter employee data here.

Add employee

Emploves no,
First name
Surname
E-mail

Crate of employment
Resigned
Crepartment
Usertype
Parrmiszions
Languages
Password

Repeat passward

I MHon

INu:-n

=]
IE-ruger ;I
=l
IEninsh ;I

Sa'.'el

Data (example)

Comments

Employee no 623-23-3 Enter data as required
First Name Jan

Surname Larsen

E-mail Jan@l-a-r-s-e-n.dk Enter as required; must be

completed for the user to log into
the system.

Date of employment

01-08-2008

It is important to specify an
employment date, as this is used in
calculating holidays etc

Resigned

Completed when the employee
leaves the company. It is important
to enter the leaving date, as this
influences the overall statistics for
the department/company.

Department

Engineering

Department are set up under
“Administration”.

User type

Guest

The menus the user can view in the
system depends on the user type.

Permissions

Only completed if the company has

Side 12 af 43




PSUPPORT.DK

activated the permissions module.
Permissions are set up under
“Administration”

Languages Danish Sets the language for menus and
texts.

Password bl Must be completed for the
employee to be able to log into the
system.

Repeat password ek

Edit employee data

You can edit individual employee data by clicking on “Employee List” and then on
“Edit” next to an employee.

)

Employee no. Name User type Permissions Department E-mail Date of employment Resigned Action

1123-65 Steen Hartvig Administrator Administrator Administration sh@sh.dk 01.0&.2000 Edit Delete
Jacob Hpjbjerg Adrninistrator Adminiztration jacob@personaleleasing.dk dit Delete

1712-74 Gorm Hartvig Administrator Administrator Warehouse cpr, gh@gh.dk 17,10,2007 Pelete
Jacab Dahl Mielsen Administrator Adminiztration jn@derma.dk dit Delate
demo demao Administrator Accounting  Ingen demo@demuo.dk Edit Delete
Morten Kok Adrministrator Administrator Administration kokmaster@aofiv,dk 12.10.2008 Edit Delete

H . “ ”

Once you have edited the employee data, click on “Save”.

Employes na, |1?12-?4 |

First narme |Gu:-rm |

Surnarne |Har1:l.lig |

E-mail gh@gh.dk |

Cate of employment 17 |-10 {2007 | °©

Resigned 1610|2009 | *

Crepartment IWareh-:nuse Cpr vI

User type I.ﬁ.dministratnr "’I

Permizs=ions I.ﬁ.dministratnr vI

Languages IEninsh vI

Password | |

Repeat passward | |

Save |

NB! A “Resigned” date has been entered in the example above. In the monthly
schedule, the remaining days of the month are marked in light grey. The employee
will not appear in the monthly schedules for the subsequent months.

October 2009 < >
Week 40 41 42 43 44

Th Fr 5a Su Mo Tu We Th Fr 5a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr $a
Warehouse cpr. 1 2 3 4 5 & 7 2 2 10 11 12 13 14 15 16 1F 18 12 20 21 22 23 24 25 Ze 27 28 29 320 31

Elizsabeth Sprenzen

Gorm Hartwig ----- C_ RESignEd;
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Own Status

You can view various details for your own user in the “Own Status” menu.

0

User Data

User data

Nanne iSorm Hartwig

E-mail [ah@qh.dk

User type Adriniztrator

Permissions Administrator

Department Warehouse cpr,

Languages IEninsh ;I
Save |

You can check how your user is defined in the system under the “User Data” menu.
You can edit “Email” and “languages”.
NB!

Email is also your username when logging into the system.

Change Password

Change password

Password | |

Newr password | |

Mew repeat password | |

Change pazsward I

Passwords can be edited in the “Change Password” menu.

My Statistics
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Attend. statistics Gorm Hartvig

Period start

Period end

01 409 |-zoos | °

20 Hos|-zo09 |8 Update |

Workdays in the period : 21

PSUPPORT.DK

th  Lastrmonth “rearto date

Description Number of days Percent
Haliday 4,00 19%
Ilnezs 2,00 10%
Sum 6.00 | 20%
“iew Status Wiew Crates
Absence types Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Haliday 0,00 0,00 1,00 1,00 1,00 1,00 0,00
Ilness 0,00 0,00 0,00 0,00 1,00 1,00 0,00
Sum o0.00 0,00 1,00 1,00 2,00 2,00 o0.00
Export to Excel
Holidays Gorm Hartvig
Accumulated Used Remain
- Floating - Floating - Floating
Mame Holiday Holiday Holiday Holiday Holiday Holiday Sum
Sorm Hartwig 25,00 5,00 22,00 T.00 2,00 -2,00 1,00

The My Statistics menu contains the same data as described in the section on
“Statistics for individual employees”.

Settings

Settings

Month calender

Yiew weehkday I~

¥iew week no. Ird

Attend. statistics

Yiew employee no. [

Save |
Under settings you can define how data in the monthly schedule and the attendance
statistics are to be shown.
If the “View Weekday” or “View Week No.” boxes are ticked, weekday and week
number are displayed in the monthly schedule.

October 2009 = >
weekiNeek No. 40 41 42 43 44
Weeksdays T r sa su Mo Tu we Th Fr 5a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Me Tu We Th Fr Sa

VWarehouse cpr. i
Elisabeth Sprensen

2 3 4 5 & 7 8 9 1011 12 13 14 15 16 17 1% 19 20 21 22 23 24 25 2¢ Z7 28 29 z0 31

Gorm Hartwig
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If the “View Employee No” box is ticked, the employee number is shown in the

attendance statistics.
Attend. statistics This rnonth  Last month  “ear to date

Period start (01 09 2009 "o Show departrent [

Period end 20|09 -[zoos T Show percent v Update |

Workdays in the period : 21

Warehouse cpr. oliday Ilness Child's ilness Matemity leave Floating Holiday Sum
Elizabath Sgransen 0,00% 0,00% 0,00% 0,00% 0,00% 0,00%
Gorm Hartwig 19,05% 9,52% 0,00% 0,00% 0,00% 28,97%
Department average 0,52%: 476 0,00%: 0,00%: 0,00%: 14,299
Sales Employee no. Holiday Ilness Child's ilness Matemity leave Floating Holiday Sum

Fiieciome 1laooan [T A onomoar A onmar A onmar R (YT
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Holidays

All the company’s holiday calculations are made in the Holiday menu. You will also
find an overall list of holiday entitlements, holidays taken and remaining holidays.
Companies must calculate holidays once a year, usually around May 1. in
Denmark.

Balanceday 20 =10 - z009 Update |

Vacation earned from: 01.01,2008 - 31,12,2008
Uzed: Holiday:01,05,2009-30,04,2010; Floating Holiday:01,05.2009-20.04,2010;

1.5.2009 - 30.4.2010 Accumulated Used Remain

Employee no. HName Holiday ::Il:l?rulzl‘-,-g Holiday ;Lolia;ll;g Holiday :l:l?il;g Sum
Anne-Marie 25,00 5,00 0,00 0,00 25,00 5,00 30,00
Birgitte Han=zen 25,00 5,00 0,00 1,00 25,00 4,00 29,00
derno dermo 25,00 5,00 0,00 0,00 25,00 5,00 30,00
Diana Paderzsen 25,00 5,00 2,00 0,00 23,00 5,00 28,00
Dorthe 16,73 2,34 5,00 0,00 11,72 2,54 15,07
Elizabeth Sarensen 25,00 5,00 2,00 0,00 23,00 5,00 28,00
Ellen Westergaard 0,00 0,00 0,00 0,00 0,00 0,00 0,00

1712-74 Gorm Hartwig 25,00 5,00 22,00 7,00 2,00 -2,00 1,00

Clicking on “Holidays” displays the overall status of holiday entitlements, holidays
taken and remaining holidays for all the company’s employees.

Three different types of holidays can be set up in Psupport. The above example
contains two holiday types, i.e. “Holidays” and “Floating Holidays”

Calculate Holidays

You can calculate company employees’ holidays in the “Calculate Holidays” menu.

Calculate accumulated vacation {”}
Accumulating year I 2009 'l
Dvervrrite existing ' Yas o) Ma

Include transferved vacation [ yac % g

Update |

You must specify three parameters to calculate holidays: 1. Accumulating year, 2.
Overwrite existing holiday calculations, and 3. Include transferred vacation.

1. Accumulating year
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Specify the holiday accumulating year on which holiday calculations are to be based.

2. Overwrite existing holiday calculations

Select “Yes” if you wish to overwrite existing holiday calculations. By selecting “Yes”
the system will recalculate holidays for all employees in the company. This means
that any manual entries will be overwritten (see section “Editing Holidays”).

3. Include transferred vacation.

Select “Yes” if you want to include holidays held over from previous holiday years.
NB! If the company pays salaries or wages for holidays which have not been taken,
this item should not be selected.

Sample holiday calculation

The example chosen is for the 2008 holiday entitled year, overwrite existing holiday
calculations and include holiday entitled has been selected.

Calculate accumulated vacation

Accumulating year I 2003 "I

Dverwrite existing v Weas i M

Include transferred vacation % . Mo

Click on “Update” once you have chosen the holiday calculation parameters.

Calculate accumulated vacation

Vacation earned from 01,01,2002 - 31,12,2008,

- Floating
el Holiday
Employee no. Mame Transfterred Accumulated Transferred Accumulated
Anne-Marie 0,00 25,00 0,00 5,00
Birgitte Hansen 0,00 25,00 5,00 5,00
derna derma 18,00 25,00 5.00 5.00
Diana Pedersen 0,00 25,00 1,00 5,00
Crarthe 0,00 16,73 0,00 ERc
Elizabeth Sgrenzen 25,00 25,00 5.00 5.00
Ellen \Mestargaard BhrEHct el 000 0,00
| | L | — —'l-|—._.______‘
1712-74 Garm Hartwig 0,a0 25,00 1,04 5,00
—a
Helen Hansen | [=FyRas T 2oaar | =l | 2,00
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The above now displays holiday entitlements and held-over holidays for each holiday
type. For example, it can be seen that “Gorm Hartvig” is entitled to 25 days holiday
and 5 days floating holidays, it can also be seen that 1,04 days floating holidays has
been transferred.

Finish with “Save”.

Balanceday 20102009 Update |

“acation earned from: 01,01,2008 - 21,12,2008
Used: Holiday:01,05.2009-30,04,2010; Floating Heliday:01.05.2009-20,04,2010;

1.5.2009 - 30.4.2010 Accumulated Used Remain

Employee no. Name Holiday ::Itjl?:;;g Holiday ;Lnl?::;g Holiday ::ll:l?il;g Sum
Anne-Marie 25,00 5,00 0,00 0,00 25,00 5,00 30,00
Birgitte Hansen 25,00 10,00 0,00 1,00 25,00 9,00 34,00
demo demao 43,00 10,00 0,00 0,00 43,00 10,00 33,00
Diana Pedersen 25,00 &,00 2,00 0,00 23,00 &,00 29,00
Dorthe 16,732 2,24 5,00 0,00 11,72 2,24 15,07
Elisabeth Sarenszen 50,00 10,00 2,00 0,00 45,00 10,00 58,00
El PIraaTd 0,00 0,00 0,00 0,00 0,00 ;

1712-74 Sorm Hartwig 25,00 &,04 43,00 T,00 -1g,00 -0,96 -1%,96

Helen Hansen m 2 o008 i TOLO0 432,00

It can now be seen that “Gorm Hartvig” has taken 18.96 more holiday days than he
is entitled to. This information is useful to the company’s payroll department, as the
holiday days taken must be deducted from the employee’s salary.

Important information about holiday calculations

Holiday calculations are based on data from the holiday settings, see the section on
“Holiday Settings”.
If these settings are changed, holidays must be recalculated.

The Holiday Calculation system allows for each employee’s employment date and
leaving date.

When a new employee joins the company, a new holiday calculation must be
performed, in which case one should select “No” in the “Overwrite existing” holiday
calculation box so holidays are only calculated for the new employee.

Overvrrite existing i Vas e Mo

Editing holidays

If you wish to edit data for the company’s employees when calculating holidays,
select Holiday—> Edit Holiday.
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Edit vacation year

Accumulated IZDDS 'I Updata |

Now select the holiday year you wish to edit. For example, if you select Accumulated
year 2008, you will be able to edit data for the 1.1.2008 - 31.12.2008 entitlement
period, see below.

Select Holiday Year and finish with “Update”.

The following window will be displayed.

Edit wacation year

Accumulated IZDDB "’I Update |

Vacation earned fromm 01,01,2002 - 21,12,20082,

Holiday Feriefridage
Employee no. Mame Transferred Accumulated Transferred Accumulated
Anne-Marie 0,00 25,00 0,00 3,00
Birgitte Hansen 0,00 25,00 5,00 5,00
dero dema 1&,00 25,00 5,00 5,00
Diana Pedarsen 0,00 23,00 1,00 3,00
Carthe 0,00 16,73 0,00 3,04
Elizabeth Sgrensen 25,00 25,00 5,00 5,00
Ellen Yestergaard 0,00 0,00 0,00 0,00
1712-74 Gorm Hartwig 0,00 25,00 1,04 3,00
Helen Hansen 3,00 23,00 3,00 3,00
Jacob Hajbjerg 17,00 25,00 1,00 5,00
Jacob Dahl Hielzen 2,00 25,00 5,00 5,00

Now enter the changes you wish to make and finish with “Save”. For example, you
can change Gorm Hartvig’s holiday transferred from 1.04 to 1 day.
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Edit vacation year

Accumulated IZDDS ;I Update I

Vacation earned from 01,01,200% - 31,12, 2002,

Holiday Feriefridage
Employee no. Name Transferred Accumulated Transferred Accumulated
Anne-Marie 0,00 25,00 0,00 5,00
Birgitte Hans=en 0,a0 25,00 5,00 5,00
demo dema 15,00 25,00 5,00 5,00
Diana Pedersen 0,00 25,00 1,00 5,00
Darthe 0,00 16,732 0,00 AL
Elizabeth Spranzen 25,00 25,00 5,00 5,00
Ellen Yestergaard 0,00 0,00 ~ T 0,00
1712-74 Gorm Hartuig 0,00 25,00 | s,00
Helen Hansen 2,00 25,00 . 5,00 5,00
Jacob Haibierg 17,00 25,00 1,00 =,00

NB!
Keep in mind that when recalculating holidays, manual entries are overwritten
if you select “Yes” in the “Overwrite existing holiday entitlement” box.

Overwrite existing i+ Yeaz i Mo
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Administration

You configure Psupport in the Administration module. Among other things, you
define here the absence types you want your company to be able to register.

Y

Absence types

You can create, edit and delete absence types in the Absence Types menu.

Add Absence Type
Click on “Add Absence Type” if you wish to add a new absence type.

Absence types

Absence types Color Print Action

Farie f Edit Delete
Sugdam -S Edit Delete
Barns 1. sygedag - P Edit Drelete
Barsel 4 - B Edit Delete
Orlaw o Edit Delete
afzpadzering A Edit Delete
Feriefridage - o Edit Delete
arbejder hjemme H Edit Delete
% dage kalenderdr z Edit Delate
KURSLS K Edit Delete

Add absence type
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Crezcription
Danish
Englizh
Swedish
Garman

Print

Caolar no.

|H-dag

|H-dag

W | Bogstaw som wises ved udskrift,

13

PSUPPORT.DK

Save

Color no.

1z 1b  1c 1d 1= 1f 1g 1h 1i 1j 1k 1l
2za | 2zb  2c 2d 2e 2f 29 2zh 2 2j zk | 2l
2a [ 3b ad| ze  3f =2g| 2h ak [ 3l
4a.4b.4c.4d 4 [ 4f 4g.4h.4|.4_1.4k.4|.
N B E BB EEEEE E E E1H
M B EEEIBEEREREE B B
A B E 8 E EEE EEI E
‘SN EN Ed EEl BB El EB EB BB E1 E3 Hl |

9a 9b 9c/ od 9e of ag| shlail s B

Enter descriptions in the languages that your company needs, a letter (any) and a
colour code.

The letter is used if you wish to print out the monthly schedule, see the section on
“Print Preview”.

The colour code determines the colour in which the absence type is displayed in the
monthly schedule.

NB!

If the permission module is active, the new permission must also be activated for the

user type(s) who should be able to view and edit the absence type, see the section
n “Permissions”.
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Edit absence Type

If you wish to edit the absence type, click on “Edit” next to the absence type you wish
to edit.

Menu: Administration>Absence Types—>Edit

Absence types Color PHnt Action

Ferie f Edit Delate
Sygdom -S Edit Drelets
Barnz 1. sygedag - =] Edit Delata
Barzel 4 - B Edit Drelets
Cirlow O Edit Delate
Afspadsering - Edit Delata
Feriefridage -D Edit Drelets
Arbejder hjernme H Edit Delata

EURSUS K dit Creleta
w-day b Iete
a

You can now edit the absence type parameters.

Edit absence types

Description |><-da',l

|
Danish [2-dag |
English [4-davy |
Swedizh | |
German | |
Print # Lettar to be printet on printouts,
Color mo. 1a

Update I

Finish with “Update”.
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Delete Absence Type

If you wish to delete an absence type, click on “Delete” next to the absence type you
wish to delete.

Menu: Administration>Absence Types
Absence types

Absence types Color PHnt Acton
Ferie f Edit Delate
Syagdom - g Edit Drelete
Barns 1. sygedag - p Edit Delate
Barzel 4 - B Edit Drelete
Orlow O Edit Delate
Afzpadzering A Edit Delate
Fariefridage - Cr Edit Drelete
Arbejder hjernme H Edit Delate
KURSUS k Edit Dels

¥-daw ® Edi

A warning will be displayed when you click on “delete”.

i Microsoft Internet Explorer x|

|\ Do voureally want to delete absence bypes "k-day",
"[g and all regestry heraff?

T
(] 4 I Cancel |

Clicking OK will delete the absence type and all records for the absence type
concerned.
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Calendar

You can define non-business days (in this context non-business days are days not
worked by the company) in the “Calendar” menu. All Saturdays and Sundays are set
up as non-business days by default, and the other non-business days must be
entered in the system, e.g. the public holidays around Eastertide.

It is important to define the company’s non-business days, as these days are then
omitted from calculations of absence percentages.

Calender

Show month IOctober z009 ;I Update |

October 2009 <

Date 1
October 2009

2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 1F 18 19 20 21 22 23 24 25 26 &7 28 29 50 31

Create a non-business day

In the Administration—>Calendar menu, select the day you wish to change from an
ordinary working day to a non-business day.

For example, if the company wishes 1 May 2009 to be a non-business day.

Calender

Showvr month IMal,l 2009 ;I Update I

May 2009 < -
Date 1 2 3 4 5 & 7 & 9 10 11 12 13 14 15 16 1F 158 19 20 21 22 23 24 25 26 27 28 29 30 31
May 20009 Jl'l'q

Click on 1 May 2009 in the Calendar.

Editfinsert holiday
Date 01 -os Hzoos | ® (dd-rarm-yyyy]

Absence 1,00 |day [Max 1, and divisible with 0,25]

SEI.IE I Delate |

Then click on “Save”.

1 May will now be grey marked.

May 2009 < -

Date 3 4 5 6 7 & 9 10 11 12 12 14 15 16 1F 12 19 Z0 21 22 23 24 25 26 27 28 29 30 31
May 2009

NB!
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The system can define 7 - ¥2- % and full non-business days. If you want to define a
Y2 non-business day, enter 0.5 in the “Absence” box.

Delete a non-business day

If you wish to delete a non-business day, select the day you wish to change from a
non-business day to an ordinary working day in the Administration->Calendar.

For example, if the company wishes 1 May 2009 to be an ordinary working day
instead of a non-working day.

May 2009 < -

Date 3 4 5 6 7 & 9 10 11 12 12 14 15 16 1F 12 19 Z0 21 22 23 24 25 26 27 28 29 30 31
May 2009

Click on 1 May 2009

Editfinsert holiday
Date 01 -0s Hzoos | ® (dd-rarm-yyyy]

Absence 1,00 |day [Max 1, and divisible with 0,25

Save I Deleﬁ |

Then click on “Delete”. 1 May 2009 has now be changed to an ordinary working day.
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Department

The company sections can be created, edited and deleted in the
Administration>Department menu.

Department

Description Action ‘H\ZJ
Adrinistration Edit Delete

Warehousze cpr. Edit Delets

Sales Edit Delete

Production Edit Delete

ShAP CC Edit Delete

Reception Edit Celete

HE Edit Delete

Add Departrnent

Add Department

Department

Description Action
Administration Edit Delate
Warahouse cpr. Edit Delate
Sales Edit Delate
Production Edit Delate
Sap Cc Edit Delate
Reception Edit Delate
HE Edit Delate

Add DeEar'tme%

Click on “Add Department”.

Add department

Dezcription |G-:u:u:|s izzue area

Save

Enter a description of the department and finish with “Save!”.

Side 28 af 43



PSUPPORT.DK

Edit Department

Department

Description Action
Administration Edit Delate
Warehouse cpr. Edit Delata
Sales Edit Delate
Production Edit Delate
Sap Cc Edit Delata
Receptian Edit Delata
HE Edit Delate

Goods issue area Eﬂft Delata

Click on “Edit” next to the department you wish to edit.
Edit department

Crescription |G|:u:u:|s izzue area 98?| |

Enter the desired change and finish with “Update”.

Delete Department

Department

Description Action
Administration Edit Delete
Warehouse cpr. Edit Delete
Sales Edit Delete
Production Edit Delete
SHP S Edit Delets
Reception Edit Delete
HE Edit Delete

Goods issue area

a7 Edit Delﬁte

Add Departrnent

Click on “Delete” next to the department you wish to delete.

Microsoft Internet Explorer x|

» | Do vyoureally want to delete department "Goods issue area 987",
‘*-—‘.'/ and all regestry heroff?

% (04 I Cancel |
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A warning is displayed. Click on “OK” if you want to delete the section.
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Company Information

You can edit company information in the Administration>Company Info.

Update Company Information
Company info

Company name |P5uppu:-r‘t ApS |
Adress |F'|antage'.lej 41 |
Postal code |34E~I:I |

City [Birkersd |
Contact person IGnrm Hartwig (1712-74) ;I
Permissions |7

Reporting to Statistics Denmark [+

C¥R number |5326?I312 |
P-number [ooo1zz0044 |
Lock registration before o1-12- 2002 B

licence expiration date 20.11.,2009

Update |

Once you have edited the company information, finish with “Update”.

Activating the permission module

The “Permissions” box must be ticked if the company wishes to use the Permissions
module. You can read more about the Permissions module in the section entitled
“Permissions”.

Activating the Statistics Denmark module

If the company reports absenteeism to Statistics Denmark the “Report to Statistics
Denmark” box must be ticked. You can read more about this module in the section
entitled “Reporting to Statistics Denmark”.
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Locking periods

The system can be locked if the company wishes to lock previous records. Do this by
entering the cut-off date in the “Lock Records Prior To” box.
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Holiday Settings

You can define the types of holiday to be included in holiday calculations in the
Administration>Holiday Settings menu. Up to three different types of holiday can be
defined.

Confiquring Holidays

Holidays settings

Holidays 1 IHu:uIiu:I.au,I ;I 25 days pr. vear Used from (01 05 dd mm
Holidays 2 IFI-:-ating Haliday ;I 5 daysz pr. vear Used from 01 01 dd mm
Holidays 3 IH-:-n ;I 0 davs pr. vear Used from (01 01 dd mm

Update I

The number of holiday days entitled during one year and the period during which
holidays must be taken must be entered for each holiday type.

The above illustration shows that the employee is entitled to 25 days holiday each
year, and that these 25 days must be taken between 1 May and 30 April the
following year.

Finish with “Update”.

NB!
The entitlement year is always a calendar year, e.g. 2009.

The period when holidays must be taken is always one year but the start date is
optional.
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Permissions

The Psupport Permission module allows you control employee permissions, thus
enabling you to check which departments employees can view and edit data for.

U

Activating the permission module

The permission module must be activated in the system before it can be used. This
is done in the “Company Information” section.

Add Permission

Click on “Add Permission” in the Administration->Permissions menu if you wish to
add a new permission.
Permissions

Description AcHon

Administrator Edit Delate
Sales Edit Delate
Warehouse Edit Delate
Accounting Edit Delate

Add Permi%inns )

You must now enter a description and mark the departments and absence types you
wish to view and edit. In the below example, a new “Production” permissions
permission is being created where it is only possible to view the employees working
in the production department, while employees with this permission can only view
and edit the Maternity Leave and ilness.

Once you have marked the departments and absence types, finish by clicking on
“‘Save”.
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Add

permissions

Cezcription |F‘rnductinn |
Department Yiew Absence types Yiew
Adrninistration [ Haoliday H
Warehousa cpr. [ Ilnessz v
Sales [ Child'z ilnezz H
Productian v Maternity leave v
SAP CC [ Floating Haliday [
Receptian [ w-day H
HR [

Goods issue area 987 [

Save

NB!
The absence type is allocated to employees in the Employee List menu, see the
section entitled Edit employee data.

Employes no, |1?12-?4
First nare |G-:nrn'|

E-mail |gh@gh.dk

|
|
Surnarne |Har1;-.-ig |
|
|

CPR (civil registration) numl:-er| [1234561234)
Weekly warking haours 37,00| (37% hours = 37,5)

Weekly working days 5.00

Cate of employment 17 -10- 2007 E

Resigned - - BE

Crepartment IWareh-:-use cpt. ;I

User type |F\dministratnr ;I
@ Production :}
Languages |Eng|ish ;I

Password [ | %

Repeat password [ |
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Change Permission

Go to the Administration>Permissions—>Edit menu to edit permissions.
Permissions

Description AcHon
Administratar Edit Delete
Sales Edit Delete

Warehouse Edit Delete
Accounting i
Praduction

Add Permizsions

Once you made the desired changes, finish with “Save”. In the below example, the
“Production” permission has been changed so that employees with this permission
can now also view employees in the Administration Department.

Edit permissions

Drascription [Production |

Absence types  View
Haliday | |

v

Warehouse cpr, 1 Ilness v
Sales [ Child's ilnezs | i
Praduction v Maternity leave v
SAR CC [ Floating Holiday [
Receptian [ w-day | |
HR r

Goods izsue area 987 [

Save
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Delete Permission

Go to the Administration>Permissions—>Delete menu to delete permissions.
Permissions

Description Action

Administrator Edit Delate
Sales Edit Delate
Warehouse Edit Delate

Accounting

Production

Clicking on “Delete” displays a warning, and clicking on “OK” deletes the
permission.

Microsoft Internet Explorer x|

|\ Do vyoureally want to delete permissions "Produckion”,
“—‘M and all regestry heraff?

L\\S (a4 I Cancel |
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Reporting to Statistics Denmark

Psupport supports reporting to Statistics Denmark, and the system has been verified
and approved by Statistics Denmark.

Configuration in Psupport

The system must be configured as follows to activate reporting. Steps 1-4 need only
be performed once whilst steps 5 and 6 must be performed every time reports are
submitted to Statistics Denmark (once a year).

1. Activating the Statistics Denmark module

Select the Administration->Company Info menu.

- Tick the box “Reporting to Statistics Denmark”.

- Enter the Corp ID of the company

- Enter the P Number (Danish production unit no) of the company (can also be
entered at sectional level if the company has various P numbers).

Company info

Company name |Psuppor‘t Aps |
Adress |P|antage-.-ej41 | R\ﬂ_""]
Postal code [3450 |
City [Birkergd |
Contact person IGc-rrn Hartwig (1712-74) ;I
Permissions |7
Reporting to Statistics Denmaﬂ@
CYR number 53267012 T
P-number 1230044
Lock registration before 01 -12 -zoos [
licence expiration date 30.11.2009

Update |

Click on “Update”

2. Entering P nhumber at section level
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If you need several P numbers, they can be set by section. You only need to enter
the P numbers for the departments which are different to the P number kept in the
Administration>Company Info menu.

Select the Administration—>Department->Edit menu.

Edit department

Description |F‘r|:-l:|l.|i:1:il:-n |

P-number (1254269271 |

Click on “Update”

3. Enter the employee’s CPR (civil registration) number

Statistics Denmark requires employees’ civil registration numbers, and therefore
these must be kept updated in the system for every employee.

Select the Employee List->Edit menu.

)

When the Statistics Denmark module is active, there will be three additional boxes
for employee details.

a. CPR (civil registration) number
b. Weekly working hours
c. Weekly working days

b and c are required for calculating the average number of working days measured
in hours.
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4. Configuring absence codes by absence types
Statistics Denmark requires absence to be reported using the below absence codes.

1100 = Absence due to own illness

1200 = Absence due to child’s illness

1300 = Absence due to occupational injury

1400 = Absence for maternity leave, childcare leave and adoption
1500 = Other absence

1921 = Care days

1922 = Floating holidays and special holidays

1935 = Absence due to the care of the dying

Select the Administration->Absence Types—>Edit menu.

You must now enter a cause code for the absence types to be reported to Statistics
Denmark. The cause codes are automatically provided when the Statistics Denmark
module is active.

Edit absence types

Descriptinr(LChild's ilness }

» -
Cranish |Barn5 1. sygedag |
Englizh [Child's ilness |
Swedish | |
German |Barn5 1. sygedag DE |
Print P Lettar to be printet on printouts,

Calar na, 2hb

1200=Fravzer pga. barns Eygdnn;l

Color no. |
1a 1b 1500=Andet fravar Lio 1 1k 1l
25 2h 1921=0msorgsdage 2 Zj 2k bed|

28 2k 1922=Feriefridage ag za=rlige feriedi 34 2k 2

193535=Fravaer pga. plejearlov til pas
4a 4b.4c Id LYW - T= W 1 4i.4j.4k.4|.

sallst llsclsd s lsclsalstBsilsils-Bs B
N B EERBEE R R B A
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5. Run the Report

An extra “box” will appear on the menu when the Statistics Denmark menu module is
active.

Select the Absence Statistics>Reporting to Statistics Denmark menu.

U

Clicking on “Reporting to Statistics Denmark” will display a report in the below
format. The report for the last full year is displayed by default, but any period at all
can be entered.

Reporting to Statistics Denmark 2008 2009

Period start (01 -01 -[zoos "% Period and 31 -12 -zooe B Update |

C¥R nr. P-nummer CPR. nr. Fravaer Startdato Fravzer Slutdate ¥arghed timer Fravaersirsag
S3Z6eTO1Z2 0001230044 1211731009 05-02-z00%8 27-02-2008 125,80 1300
S326T0O1Z 0001230044 1211731009 O4-06-2008 O4-06-Z2008 T.40 1400
S3Z6TOLZ2 0001230044 1211731009 0g-09-2008 0g-09-2008 740 1100
S3ZeTOLZ2 0001230044 1211721009 15-09-200%8 15-09-200%8 740 1100
SEZeT0OL1Z2 0001230044 1211721009 29-09-2008 20-09-Z008 14,20 1100
SEZeT0OL1Z2 0001230044 1211721009 11-11-2008 11-11-2008 2,70 1100
S3267012 0001230044 12117310079 01-12-200%8 01-12-200%8 7,40 1200
S3267012 0001230044 12117310079 04-12-200%8 04-12-200%8 7,40 1300
S326T012 00012320044 Jacab Hajbjerg 01-02-z00%8 01-0z-z00%8 740 1z00
S326T012 0001230044 Jacab Hajbjerg 01-07-z008 04-07-2008 29,60 1300
S326T012 0001230044 Jacob Hojbjerg 23-07-2008 23-07-Z2008 T.40 1100
53267012 0001220044 Jacob Hajbjerg 15-029-2008 17-09-2008 22,20 1100
S326T7012 0001220044 Jacob Hajbjerg 01-10-2008 01-10-2008 740 1100
S32ZET012 0001230044 Jacob Hajbjerg O&-10-200%8 Og-10-Z2008 740 1300
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6. Submit Report to Statistics Denmark

Export to Excel

You can click on (Export to Excel)
file on your PC and send it to Statistics Denmark.

at the bottom of the page, save the

E"hr:ul': Exrml - wiat] I |

] pin pdt Yew [rewt PFgmast ook Deta  Wndoa  Help

JGH 3 G VR AR F - R e -

ria -0 - B 7Y EERE R o g R L0 A

-ﬁjm.ﬂl ' | winadoss - l

Li2 - &
| A | =] | [x] | ] | E | F | =

1 Attared. statistics 200501-01 == 200512371

3

3 (Fien sardes 1d L'Z'Eh'ﬁ!ﬂﬂhl:l‘:

4 || arncfelict anferas Frassrastaiib oy pes CWRNE

i

B |CWH fii P-riiinimied CPR i Frovmr Btandale Frawier Shidaio Venghed 1ime Flh!ﬁiﬁibg
I SIAT1Z 12300 121 17500 05-02- 2008 22 1258 1300
:] SEETE 17E0044 1211731003 04062008 04062008 T4 1400
] SIAT1Z 12300 121 17500 OH08- 2008 OH08- 2008 rd 1
10 SEETE 17E0044 1211731003 15.08.2008 15.08.2008 T4 1100
11 SIAT1Z 12300 121 17500 -0 B 14 1
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