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Notices 

Every effort has been made to supply complete and accurate information, 
however the information in this document is subject to change without 
notice. UNIT4 Business Software Limited assumes no responsibility for any 
errors that may occur in the documentation.  

Microsoft ® Excel, Windows ® and Microsoft ® SQL Server ™ are either 
registered trademarks or trademarks of Microsoft Corporation in the United 
States and/or other countries. Crystal Reports is a trademark of Crystal 
Decisions, Inc. All other brand names, product names and company logos 
are trademarks or registered trademarks of their respective owners. 

This document contains information that is proprietary to and considered a 
trade secret of UNIT4 Business Software Limited. It is expressly agreed 
that it shall not be reproduced in whole or in part, disclosed, divulged, or 
otherwise made available to any third party either directly or indirectly. 
Reproduction of this documentation for any purposes is prohibited without 
the prior express written authorisation of UNIT4 Business Software Limited. 
All rights reserved. 

UNIT4 Business Software Ltd © 2011. 
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Welcome 
 

Welcome to Work Schedule and Absence training. 

This is a training course to consider the set-up of the ABW Absence 
functionality and its basic operation. The one day course contains nine 
training sessions as follows: 

• Session 1 – An overview of Absence Management. 

• Session 2 – Setting up Personal Work Schedules and Holiday 
Plans. 

• Session 3 – Linking Personal Work Schedules to Resources. 

• Session 4 - Generating Personal Work Schedules. 

• Session 5 – Absence Set Up. 

• Session 6 – Absence Limit Controls and Limit Reporting. 

• Session 7 – Absence Entry – Smart Client & Self Service. 

• Session 8 – Workflow and Action Overview. 

• Session 9 – Absence Enquiries. 

The course is designed for super users, and you should be familiar with 
using and working in a Microsoft Windows environment. 

Before starting this course you should have attended the following ABW 
training courses: 

• Introduction to ABW for HR/Payroll Users. 

• ABW Financial Basics (or Common Routines). 

• HR Employee. 
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Training basics 

Your trainer will explain: 

• Location of facilities including toilets, tea and coffee. 

• Fire procedures within the building and the marshalling points. 

• Mobile phones and PIM – make sure that they are switched off. 

• Breaks – there are regular breaks during the course including 
coffee breaks at convenient points throughout the day and a 
lunch break of approximately 1 hour. 

• Feedback – forms are distributed to provide feedback on the 
course. Please fill them in before you leave. 

 

Introducing the course 

Your trainer will explain the course format and materials: 

• The course is a combination of demonstrations, which you can 
follow on your PC, and exercises to confirm your understanding 
of the topics covered, which unless stated otherwise should be 
completed on ABW client A3. 

• Teaching aids, such as PowerPoint presentations, are used where 
appropriate to help to help explain concepts, processes or 
procedures. 

• A number of documents support the course: 

• Work Schedule and Absence Course Delegate’s 
Workbook to guide you through the course. 

• Work Schedule and Absence Course Exercise 
Workbook containing a set of exercises to do as you 
work through the Delegate’s Workbook. 

Additional information on the Absence module is available in the ABW 
Reference Manual and On-line Help. 
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Objectives of the course 

The objectives of the course are to help you: 

• Understand the basic structure of the ABW Absence Management 
module and its interaction with other components of ABW. 

• Understand how to set up Personal Work Schedules and Holiday 
Plans. 

• Understand how to link Personal Work Schedules to Resources 
and generate work schedules. 

• Understand how to set up Absence Codes, Absence Groups and 
Relations. 

• Understand how to set up Absence Limit Controls and produce 
limit reports. 

• Understand how to enter absence details for a resource in ABW 
Smart Client and Self Service. 

• Understand how to run absence enquiries and produce reports. 

At various stages in the course you are asked to complete exercises to help 
you understand the concepts and tasks that are described by your trainer. 

Each session has a set of key learning points that you can use to check 
that you have understood how to perform the tasks that are described in 
the training session. 

 

Further courses to attend 

After the training, you can attend additional training related to individual 
ABW modules to support your specific business processes. 

Courses that you may consider include: 

• Training Administration. 

• Reporting courses such as Enquiry, Browser and Analyser. 
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Session 1 
Overview of Absence Management 
This session provides an overview of the Absence Management module. 

During this session we will cover the scope and integration of the ABW 
Absence Management module as well as outline the process flow for the set 
up and administration of the Absence Management Module. 

The course will then look at the preliminary setup of the Absence 
Management Module which will include setting up Personal Work 
Schedules, Holiday Plans and linking and generating Personal Work 
Schedules against Resources. 

We will then look at how to set up Absence Codes, Groups and Relations 
and how to set up absence limits. 

We will then move on to look at how to enter absence details against a 
resource in ABW Smart Client and Self Service and enquiry on absence 
entries. 

We will also explore how action overview can be effectively utilised to 
support the absence management process.    

Finally we will look at management reporting. 

 

Key learning points: 

Understand the scope of ABW Absence Management. 

Understanding how the ABW Absence Management module 
interfaces with other modules of ABW. 

Understand the process flow for set up and administration of the 
ABW Absence Management module. 
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Introduction to Absence Management 

ABW Absence Management may be used to: 

• Enter and monitor types of absence or leave. 

• Restrict the amount of absence entered or taken based on rules. 

• Adjust payments for periods of absence. 

 

Absence Management Integration 

ABW Absence Management is integrated with ABW Payroll and Resource 
Planning and Project:   
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Absence Management Processes 

This is the process flow for the set up and administration of the Absence 
Management module:  
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Session 2 
Setting up Personal Work 
Schedules and Holiday Plans 
This session shows you how to set up Personal Work Schedules and Holiday 
Plans in ABW when the Absence Management module is used. 

This session is divided into 6 demonstrations: 

• Checking Absence Attributes. 

• Defining System Setup Days. 

• Defining Day Type Variants. 

• Setting up Day Types. 

• Configuring Work Schedules. 

• Creating Holiday Plans. 

By the end of this session you should have a firm understanding of how 
Personal Work Schedules and Holiday plans are set up in ABW. 

 

Key learning points: 

Understand what needs to be set up before a personal work 
schedule can be created. 

Understand how to define a personal work schedule. 

Understand how to create holiday plans. 
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Setting up the Personal Work Schedules and Holiday Plans is the first 
element in the process flow through the Absence Management module: 
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About Personal Work Schedules 

The use of personal work schedules is mandatory for absence entry and 
timesheet entry.  All employees that need to register timesheets and 
absences in ABW must have a personal work schedule. 

The personal work schedule determines the working hours per day and 
week for a resource, taking into account any patterns or shift 
arrangements. 

The information provided by the personal work schedule may then be used 
in Absences to calculate absence periods for reporting.  This information 
may also be utilised in payroll for deducting pay for unpaid absences. 

 

Personal Work Schedule Set Up Process 

This diagram explains the basic set up for defining Personal Work 
Schedules: 

  Check Absence
Attributes
Attributes

1

  Set start Day of Work 
Schedule

System Setup Days

2

  Define Valid Options for 
Day Type

Day Type Variants

3

  Register Day Types in 
Work Schedules

Day Type Master File

4

  Enter Weekly Work 
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Work Schedule

5
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6
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Step 1 - Absence Attributes 

Before a Personal Work Schedule can be defined, the first step in the basic 
set up process is to ensure that a number of attributes have been set up.  
These are system attributes so should be delivered with ABW. 

1. Display the Attributes window: 

 Select AGRESSO Common | Attributes and Relations | Attributes. 

 In the grey search bar in the Attribute ID column, type CC and  
click Find (F7) to display the relevant attribute.  Then press ‘Insert 
Row’ and enter H0 and H1 in the white ID field and tab through to 
display the attributes:  

 

2. These are the three main attributes – the set up for each will be 
discussed in more detail later in this training session: 

• DTVAR – Day type variants. 
The day type variant is a fixed attribute DTVAR and defines the 
valid options for a given day type.  Values can be defined and 
maintained in the attribute value window or the Day type 
variants window.  The default value for day type variant is the 
value specified in the system parameter HS_DEF_DAY_VAR. 

• DAYTYPE – Day type. 
This attribute determines what time code is used for any given 
time interval and what the working hours are. This may vary as 
for example, normal working days may range from 7.5 to 10 
hours with different breaks etc.  This is an attribute whose values 
are defined in the Day type master file (HS30).  You will note 
that Mnt is A, meaning that the attribute values are defined and 
maintained in a window other than the normal attribute values 
window.  

• WORKSCH – Work Schedule. 
The work schedule determines which day type should be used for 
a particular day in the work cycle.  This is an attribute whose 
values are defined in the Work schedule window (HS31) as the 
Mnt is A. 

3.  Close the window. 
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Step 2 - System Setup Days 

The second step in the setup process is to set the appropriate day that 
work schedule begins.   

1.  Display the System setup days window: 

 Select AGRESSO Human Resources | Human Resources | Absence  
| Personal work schedule | System setup days. 

 Click Find (F7) to display the values. 

 The example below shows Monday as the day that starts each  
week (the order being indicated by the sorting column): 

 

The work schedule week might not always start on a 
Monday. This window allows you to set the appropriate day 
on which the work schedule week begins by changing the 
sort order, 1 being the first day of the work schedule week. 

Check that Settings | System Administration | System  
Parameters | System Setup Values for DAY_NO are set to 
correspond with the set up for System Setup Days. 

 

NOTE: Work Schedules are based on a seven day week; therefore 
each code must be assigned to a day even if the working week is only 
Monday through Friday. 

 

2.  Close the window. 
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Step 3 - Day Type Variants 

The third step in the setup process is to enter the different kinds of days 
that are considered valid in work schedules. 

1. Display the Day type variants window: 

 Select AGRESSO Human Resources | Human Resources | Absence  
| Personal work schedule | Day type variants. 

 Click Find (F7) to display the values. 

 The example below shows two different day type variants: 

 

 Insert a new row (Alt + F2). 

 Enter a new day type variant for Weekend: 

  Type W in the Attr.Value field. 

  Type Weekend in the description field. 

  Type N in the Status field. 

 

2. Press save or F12. 

3. Close the window. 
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Step 4 - Day Type Master File  

The fourth step in the setup process is to define the hours for the different 
day types for use in the work schedule.  

1. Display the Day type master file window: 

 Select AGRESSO Human Resources | Human Resources | Absence  
| Personal work schedule | Day type master file: 

 

 Select ‘N’ from the Day type dropdown and tab through the fields,  
this is the system default view.  Select Find (F7) to display the 
values.  

 

• Day type - The Day type code and a short description should be 
entered in the field to the right. If a previously defined Day type 
is selected from the dropdown list in the Day type field, the 
description will appear automatically. 

• Time from - The start time of the day type interval. 

• Time to - The end time of the day type interval. 

• Norm - Sets whether the time is set as the normal hours or not: 

•  — The time is classed as normal hours. 

•  — The time is not classed as normal hours. 

• Absence transactions are only generated if the norm 
flag is activated. 

• Hours - The number of hours in the day type interval.  The 
number is automatically calculated when values are entered in 
fields Time from and Time To. 

NOTE: If you are using timesheets in PCB with work schedules in the HR 
module, you must define the hours based on a 24 hour clock. 



UNIT4 Training Services   Session 2: Setting up Personal Work Schedules and 
   Holiday Plans 
 

20  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Enter an additional Day type: 

 Clear the window (F5) and enter the following day type for a  
weekend 00.00 – 00.00 (zero working hours): 

 Day Type:  W 

 Description:  Weekend 

 Time from:  0 

 Time to:  0 

 Norm:    

 Hours:   0.00 

 

3. Press save or F12. 

4. Close the window. 
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There are 2 parameters which will affect the view and functionality of Day 
type master file. 

 Select AGRESSO Human Resources | Human Resources | System 
Setup | System Parameters – Payroll/Personnel/Expense: 

HS_DEF_DAY_VAR HS_SIMPLE_RESSCHEDULE Result 

  
Shows columns; Variant, 
Variant (T), Time From, 
Time To, Norm 

  

With a value of N on the 
parameter. 

Shows columns; Time 
From, Time To, Hours 

  
Shows columns; Time 
From, Time To, Norm, 
Hours 

  

With a value of N on the 
parameter. 

Shows columns; Time 
From, Time To, Hours 

 

Step 5 - Work Schedule 

The fifth step in the setup process is to define the work schedules.  The 
work schedule determines which day type should be used for a particular 
day in the work cycle. 

Seven Day Week 

Work schedules defined in ABW, must follow a seven day frequency.  You 
cannot save a work schedule if it does not add up to an iteration of seven 
(a warning message will appear). 

Actual work patterns that do not add up to a seven day week can be 
accommodated by having iterations that add up to seven day weeks (e.g. 4 
days on, 4 days off will need a work schedule that cycles after 8 weeks). 
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Work Schedule Definition 

1. Display the Work Schedule window: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Personal work schedule | Work schedule: 

 

• Work schedule - This field consists of two fields: the name of 
the work schedule and a short description. 

• Status - The status of the work schedule: Active, Closed, 
Parked. 

• Part-time% - This field determines if ABW will use the work 
schedule in conjunction with Part Time % set on the Resource 
tab of the Personnel window (HS01). 

NOTE: The Part Time % must be used as a percentage not Hours if this 
functionality is used. 

• Week - The week number the schedule applies to. 

• Day - The day of the week in the schedule. 

• Day type - The day type determines what day type is used for 
any given time interval.  This may vary, for instance, for normal 
working days, holidays, weekends, etc.  

• Day type (T) - A description of the day type. 

• Number of days - This column is available as a set up option.  
(Setup/F7/check the show box for Number of days 
column/OK/Insert lines): 

• The number you enter here determines the number of lines 
you want generated for that day type. This saves you time 
when creating multiple week work schedules. 

• For example if you entered Monday with the day type N 
(Normal) in the first line of a work schedule and 5 in Number 
of days and pressed Tab, four additional lines (Tuesday to 
Friday) would appear automatically with the day type N. 

 



Session 2: Setting up Personal Work Schedules and  UNIT4 Training Services 
Holiday Plans 
 

Version 561.1  23 

Notes 

 

2. Define a new Work Schedule: 

 Set up a standard work schedule to reflect:  

Monday – Friday  09.00 – 17.00 

Work schedule:  STD 

Description:  Standard 

Status:   Active 

Part time %:   

Week:   1 

Day:   Monday – Sunday 

Day Type: N (Monday – Friday) and W (Sunday and 
Saturday) 

 

3. Press save or F12. 

4. Close the window. 
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Step 6 - Holidays 

The final step in the set up process is to define any public or company 
holidays.  You can either define the percentage that is to be worked of a 
normal working day or select a new day type to be used on a particular 
date. 

Together with the work schedule, Holiday Plans are used to generate a 
personal work schedule for a resource. 

1. Display the Holiday window: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Personal work schedule | Holidays: 

 

• Holiday reg - Holiday Plan description. 

• Date - The date for the holiday. 

• Percent - The percentage that is to be worked of a normal 
working day.  

NOTE: Percent  is an optional field, accessed through the ‘SETUP’ 
options, and allows you to enter holidays that are not full days, 
for instance Christmas Eve, where you finish work at lunch. 

• Day type - This can be used to specify the day type to be 
overridden by the value entered in New day type field. 

• Example 1: if you left this field blank, all day types are 
overridden by new day types. 

• Example 2: if you specify a day type, only this day type is 
overridden by the new day type. 

• Day type (T) - Text describing the Day type. 

• New day type - The new day type to be used.  

• New day type (T) -Text describing the new day type. 
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2. Define a new Holiday Plan to hold public holiday details for 2007: 

 Set up a Holiday Plan to reflect the bank holiday details for 2007: 

Holiday reg: 2007 

Date: 01/01/2007, 06/04/2007, 09/04/2007, 07/05/2007, 
28/05/2007, 27/08/2007, 25/12/2007, 26/12/2007 

Day type: Blank 

New Day Type: H - Holiday 

 

3. Press save or F12. 

4. Close the window. 

 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 2.1: Setting up a part time work schedule. 

Exercise 2.2: Setting up a holiday plan. 
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Session 3 
Linking Personal Work Schedules 
to Resources 
This session shows you how to link personal work schedules to resources. 

This session is divided into 3 demonstrations: 

• Linking Personal Work Schedules at a Resource Level. 

• Linking Personal Work Schedules at a Position Level. 

• Linking Personal Work Schedules at a System Level. 

By the end of this session you should have a firm understanding of how to 
link personal work schedules to resources in ABW. 

 

Key learning points: 

Understand the different levels/ways of linking a personal work 
schedule to a resource. 

Understanding how to link a personal work schedule to a resource. 
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Linking Personal Work Schedules to Resources is the second element in the 
process flow through the Absence Management module: 
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Linking Personal Work Schedules to Resources 

To enter timesheets and absences, a resource must have a personal work 
schedule and a generated personal calendar.  Before you can generate a 
personal work schedule for a resource, the resource must be connected to a 
work schedule. You can link a personal work schedule to a resource at 3 
levels: resource level, position level or system level.  As an organisation, you 
must decide on the most appropriate method.  The following steps are 
involved for each: 

Resource Level 

To link a personal work schedule to a resource at a resource level, a relation 
of WORKSCH must be set up against the resource and a valid work schedule 
must be assigned in Rel.value against WORKSCH on the Resource Relation 
tab. 

1. Display the Relations Window: 

 Select AGRESSO Common | Attributes and relations|  Relations | 
Relations. 

 Enter RESNO in the attribute field and select Find (F7). 

 Ensure that WORKSCH exists as a relation: 

 

2. Close the window. 

3. Display the Personnel Window. 

 Select AGRESSO Human Resources | Human Resources| Personnel 
registration | Personnel. 

 Enter 1000 in the RESID field and select Tab. 

 Select the Relations tab. 
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In the Relations tab in Personnel, you link a resource to a personal work 
schedule by assigning a valid work schedule value in the Rel.Value field 
against the WORKSCH relation as shown below: 

 

To update/change a resources work schedule, you must close the previous 
relation value by updating the date to field and insert a new row indicating 
the new work schedule and effective dates and save the record, as shown 
below: 

Insert a new line and change ResID 1000 workschedule to STD from 
01/01/2007 to 31/12/2099: 

 

4. Save (F12). 
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Position Level 

If the position functionality is being utilised, the work schedule can be linked 
to the resource by setting the Work schedule field on the Employment tab 
in the Personnel window. 

1. Select Resource 3000 and display the Employment tab: 

 Enter 3000 in the RESID field and select Tab. 

 Select the Employment tab: 

 

NOTE: The work schedule is linked to the resource via their position.  If a 
resource were to have more than one position, the resource could hold a 
different work schedule for each position.   
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System Level 

You can chose to link a work schedule to resources at a system level by 
activating the HS_DEF_WORKSCH system parameter and entering a valid 
default work schedule value.  Resources not assigned to a work schedule 
either at a resource or position level will then be allocated this default work 
schedule. 

1. Display the System Parameters Window: 

 Select Settings | System Administration| System setup | System 
Parameters | System Parameters. 

 Enter HS_DEF_WORKSCH in the grey search bar under the name 
column and select Find (F7). 

Enter STD in the Value Column and activate the parameter by  
selecting On/Off: 

 

2. Press save or F12. 

3. Close the window. 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.1: Link a Resource to a new Personal Work Schedule. 
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Session 4 
Generating Personal Work 
Schedules 
This session shows you how to generate personal work schedules and how 
to make any necessary changes to a resources generated personal work 
schedule. 

This session is divided into 3 demonstrations: 

• Generation of Personal Work Schedule. 

• Viewing the Personal Work Schedule Calendar. 

• Amending the Personal Work Schedule Calendar. 

By the end of this session you should have a firm understanding of how to 
generate personal work schedules for resources and how to make any 
necessary changes to a resources personal work schedule calendar. 

 

Key learning points: 

Understand how to generate a personal work schedule against a 
resource. 

Understanding how to view and amend a resources personal work 
schedule calendar. 
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Generating Personal Work Schedules for Resources is the third element in 
the process flow through the Absence Management module: 
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Generation of Work Schedules 

Once you have defined your personal work schedules and linked your 
resources to the appropriate schedule, you can then move on to generating 
the personal work schedule calendar.  This is created from the work 
schedule linked to the resource, the holiday plan and any resource specific 
differences to the standard work schedule.  All resources must have a 
personal work schedule calendar for absence and timesheet entry 
purposes. 

Generate Personal Work Schedule (HS04) 

To generate a personal work schedule for resources you must run the 
Generate Personal Work Schedule (HS04) server process: 

1. Display the Generate Personal Work Schedule (HS04) Server Process 
window: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Personal work schedule | Generate personal work schedule: 

 

Explanation of Parameters 

• Relation - The relation to which the resource is connected.  The 
default is COSTC, i.e. all resources connected to a cost centre.  
Leaving this parameter blank selects all resources. 

• Relational value - The relational value for the relation.  The 
default is * (all relation values). 

• Resource type - The resource type the personal work schedule 
is applied to. 

• Position - Sets the position to which the work schedule applies. 

• Resource field - Sets what appears in the Resource field e.g. 
ResID, Name etc. 
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• Resource - The resource connected to the identifier in the 
Resource field parameter.  The default is * (all resources). 

• Work schedule - Sets which work schedule to use. 

• Holidays - Sets which holiday plan to use. 

• Date from - The date from which the work schedule takes effect. 

• Date to - The date the work schedule expires. 

NOTE: Be careful with this – it is recommended that a default date  
of plus 2 years, maximum, is entered here, otherwise a line per day 
will be created from today right through to 31/12/2099 for each 
person having  a schedule and can take a long time to run. 

• Allow updates - Set if you wish to be able to override the 
generated personal work schedule, once generated, using the 
Personal work schedule details window. 

(Visible when show fixed parameters selected) 

• Flush existing overrides - Flushes any overrides to the 
generated personal work schedule that has been created using 
the Personal work schedule details window. 

• Check Previous Week Cycle - If checked, this will generate a 
schedule according to the date before the date entered in the 
date-from parameter.  A new generated personal work schedule 
starts on the correct week cycle. 

2. Generate a new Personal Work Schedule Calendar for Resource 1000 
– Andrew Markham following his change of work schedule from 
Standard to STD with effect from 1st January 2007. 

 Enter the following details against each parameter: 

Relation:   Blank 

Relational value:  * 

Resource type:   Blank 

Position:   Blank 

Resource field:   ResID 

Resource:   1000 

Work schedule:   STD 

Holidays:   2007 

Date from:   01/01/2007 

Date to:   31/12/2007 (generate for 1 year only) 
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Allow updates:    

 

3. Select save or F12. 

4. Order number is displayed, click on ‘OK’. 

5. Open the Maintenance of ordered reports window  and check the 
status of your HS04 sever process, ensuring that status changes to 
‘T’. 

6. Close the Maintenance of ordered reports window. 
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Viewing the Personal Work Schedule Calendar 

Once you have generated the personal work schedule calendar for a 
 resource(s), you can then view the personal work schedule calendar 
 details in the HS33 Personal work schedule details window. 

1. Display the HS33 Personal work schedule details window: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Personal work schedule | Personal work schedule details. 

 Enter 1000 in the ResID field, and a year if required (i.e.: 2007) 
and then press tab and Find (F7) to display the generated 
calendar details: 

 

Amending the Personal Work Schedule Calendar 

You can make specific changes to the personal work schedule for particular 
days if the Allow updates parameter was selected when running the HS04 
Generate personal work schedule server process. 

 Amend the Day Type for 02/02/2007 from N to H. 

 Select Save or F12. 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 4.1: Generating a work schedule for a resource. 
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Session 5 
Absence Set Up 
This session shows you how to set up the absence module to enable you to 
record and report on resource absences. 

This session is divided into 4 demonstrations: 

• Define Absence Codes. 

• Define Reason Codes. 

• Define Absence Codes.  

• Define Absence Groups and Absence Code Relations. 

By the end of this session you should have a firm understanding of how to 
set up the absence module to enable the capture of absence details against 
resources. 

 

Key learning points: 

Understand how to define Absence Codes. 

Understand how to set up Absence Groups and Absence Code 
Relations. 
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Setting up the absence module to enable the capture of absence data 
against resources is the fourth element in the process flow through the 
Absence Management module: 
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Absence Set Up 

The absence functionality allows you to enter and report on resources 
absences.   

You can also transfer this information to Payroll for deductions and 
balances and Timesheets.  You can also apply specific handling rules/limits 
to either individual absence codes, or groups of absence codes. 

In this session, we will look at the preliminary setup which we must 
complete in order to allow us to enter absence details.  Limits and Absence 
Entry will be covered in later sessions. 

Absence Codes 

To enter absence you must have at least one absence code.  You can use 
absence codes to help report and monitor specific absence types, linking 
these to absence groups: 

1. Display the Absence Codes window: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Absence codes: 

 

• Code - Absence code which can be Alpha numeric and up to 8 
characters long and description.  

• Short name - An optional short name for the absence code. 
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• Reason code - Here you can enter an attribute for reporting and 
enquiry purposes. 

• Days between - The number of days between absences before 
they are treated as separate absences.  This field is not available 
if it is defined in the parameter ABS_DAYS_BETWEEN. 

• Date from - The date the absence code takes effect. 

• Date to - The date the absence code is no longer in effect. 

• Status - Status code.  Valid values are: Active — absence code is 
active; Closed — absence code is closed; and Parked —absence 
code is parked. 

• Criteria - Sets the date criteria for the absence code based on 
dates for the resource. For example, a certain absence code 
might not be available until the resource has been with the 
company for a certain length of time. 

• Unit - The unit of the absence criteria, e.g. Days or Months. 

• Value - The value of the absence criteria, e.g. Number of Units – 
6 Months. 

• Stop - If activated, absence entry will be prevented if the values 
set in the Criteria fields are not met.  For example this might 
prevent a certain type of absence being entered for a resource 
that is not entitled to it. 

• Position - Indicates whether or not the Position field is displayed 
for the resource in the Absence entry (PS32) window, allowing 
you to enter the absence against the position. 

NOTE: The Position field will only appear if a position is defined 
for the resource. 

• Disconnected from work schedule - If activated, when you 
enter absence in the windows Absence entry (PS32) and 
Absences (TPS018) then you can overwrite the days and hours.  
The field planned hours in the Absence entry window is also 
available. 

• Open ended absence - If activated, you have the ability to 
enter open ended absences in the windows Absence entry (PS32) 
and Absences (TPS018). 

• Resource planning - Indicates whether or not the absence can 
be used for validation in the Resource Planning and Resource 
Deployment modules.  A warning message then appears if you 
allocate a resource that is not available, for example because of 
absence. 
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• Aggregate detail % - Indicates whether or not transactions 
with different absence percentages are aggregated separately 
when transferred to payroll.  Settings are: 

• If switched on transactions with different absence 
percentages are aggregated separately when transferred to 
payroll. 

• If switched off transactions with different absence 
percentages are not aggregated separately when transferred 
to payroll. 

• Self service - Determines whether the absence codes are 
available with Self Service.  For example, you might want 
employees to use Self Service to request holidays, and require 
authorisation via workflow, however sickness is input centrally by 
the HR administrator via the ABW Smart Client. 

• Aggregate on import - Indicates whether PS14 Update absence 
register processes the absence as a single absence or as part of a 
continuous absence.  Settings are: 

• If switched on, treat absence as continuous for this absence 
code (default). 

• If switched off, treat absence as a single absence. 

• Report - Where you have the option to indicate which absence 
codes you want on the report output. 

• Import timesheet - Indicates whether or not absence 
transactions can be imported from Absence to PCB.  This 
parameter is used in Project, Costing and Billing to decide 
whether absences are imported automatically to Personal time 
sheet entry (TTS025) and Group time sheet entry (TTS054).  
Additionally, this parameter is also used in Time Recording to 
decide how the absence is treated by the server process TR02 
Generation of time transactions.  Settings are: 

• If switched on, import absence transactions from Absence to 
PCB. 

• If switched off, do not import absence transactions from 
Absence to PCB. 

• Category 1 to 7 - GL analysis information. The attributes you 
choose here appear as fields in the Absence entry window. Enter 
the details if you would like to override the default details for 
Cost Centre, Project etc. 

Absence Header - This section is used if you need the value in the 
Formula ref field in the header section of the Absence entry window: 



UNIT4 Training Services   Session 5: Absence Set up 

 

44  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Free field 1-4 - These fields are visible and read-only in the 
header section of the Absence entry window if the check boxes In 
use and Lock are selected respectively. You define the name of 
the free fields in the User defined text/titles window. 

• In use - These checkboxes determine whether or not the Free 
fields 1-4 are visible in the header section of the Absence entry 
window. The fields are read-only if the Lock checkbox is selected. 
Note that if one of the check boxes is selected and no value is 
selected in the associated Formula ref field, the corresponding 
Free field in the header section of the Absence entry window 
appears as a free text field. Settings are:  

• If switched on, the Free fields 1-4 are visible. 

• If switched off, the Free fields 1-4 are not visible. 

• Sum - These checkboxes determine whether or not the Free 
fields 1-4 in the header section of the Absence entry window 
display a sum (a vertical sum) of all corresponding Free fields 1-4 
in the Absence details window. Settings are: 

• If switched on, the Free fields 1-4 display a sum. 

• If switched off, the Free fields 1-4 display a result from the 
formula reference. 

• Lock - These checkboxes determine whether or not the Free 
fields 1-4 are editable in the header section of the Absence entry 
window. You need to switch on the In use checkbox before you 
can select this checkbox. Settings are: 

• If switched on, the Free fields 1-4 are read-only. 

• If switched off, the Free fields 1-4 are editable. 

• Formula ref - The selected formula reference from the list 
creates a result in the Free fields 1-4 (float fields) in the header 
section of the Absence entry window. 

 Formula example: IF(A2/A3<0.5;0.5;1). This if sentence states 
the following: The absence period is handled as a half day 
absence if the absence hours is less than the half of the working 
hours (IF(A2/A3<0.5;0.5, the first part). Otherwise, the absence 
period is handled as a full day absence (the last statement (;1) 
of the if sentence). 

Absence Details - This section is used if you need the value in the Formula 
ref field in the Absence details window. 

• Free field 1-4 - These fields are visible and read-only in the 
Absence details window if the checkboxes In use and Lock are 
both switched on. 
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• In use - These checkboxes determine whether or not the Free 
fields 1-4 are visible in the Absence details window. The fields 
are read-only if the Lock checkbox is switched on. Note that if 
one of the checkboxes is switched on and no value is selected in 
the associated Formula ref field, the corresponding Free field in 
the Absence details window appears as a free text field Settings 
are: 

• If switched on the Free fields 1-4 are visible. 

• If switched off the Free fields 1-4 are not visible. 

• Lock - These checkboxes determine whether or not the Free 
fields 1-4 are editable in the Absence details window. You need 
to select the In use checkbox before you can select this 
checkbox. Settings are: 

• If switched on the Free fields 1-4 are read-only. 

• If switched off the Free fields 1-4 are editable. 

• Formula ref - The selected formula reference from the list 
creates a result in the Free fields 1-4 (float fields) in the Absence 
details window. 

• Updated - When the absence code was last updated. 

• User - The currently logged in user. 

2. Close the window. 
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Define Reason Codes 

Before we set up an Absence Code, we will first create new user defined 
attribute values against a system attribute of Absence Reason.  This is 
used for capturing absence reason details against all absence codes.  This 
will enable us to record and report on both the type of absence (e.g. Sick) 
and the reason for the absence (e.g. Throat).   

When we set up the absence code, we will then be able to select our 
reason code. 

Alternatively, as opposed to having a ‘catch all’ reason code, multiple 
reason codes could be defined and aligned to different absence codes, for 
example Sickness Reasons, Unpaid Leave Reasons. 

1. Display the Attributes window: 

 Select AGRESSO Common | Attributes and Relations | Attributes. 

 Enter C06 in the attribute ID column of the grey search bar and 
click Find (F7) to display the relevant attribute information below:  

 

2. Display the Attributes Values Window: 

 Select AGRESSO Common | Attributes and Relations | Attribute 
Values. 

 Enter the following details: 

Attribute: ABSREASON 

Attr.Value: EYE, THROAT 

Description: Eye Infection, Throat Infection 

S:   N 

 

3. Select save or F12. 

4. Close the window. 



Session 5: Absence Set up    UNIT4 Training Services 

 

Version 561.1  47 

Notes 

 

Defining Absence Codes 

We will now define a new absence code to capture general sickness details 
and align our newly define reason code against it for capturing and 
reporting on additional absence details. 

We will also set up absence criteria against the absence code to ensure 
that sickness absence cannot be entered for a resource using this absence 
code for the first three months since starting. 

1. Display the Absence Codes window: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Absence codes. 

 Ensure the following details are entered: 

Code:   SICK 

Description:  General Sickness 

Short name:  SICK 

Reason Code:  ABSREASON (C06) 

Days between:  0 

Date from:   01/01/2000 

Date to:  31/12/2099 

Status:   Active 

Absence criteria: Date from (start date for resource) 

Unit:    Month 

Value:   3 

Stop:    

Aggregate on import:  

Import timesheet:  

Self service:   

Report:    

2. Select save or F12. 

3. Close the window. 
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Absence Groups and Absence Code Relations 

We can also define relations against absence codes which can be used for 
reporting and limit purposes.  You can, for example, connect all absence 
codes that apply to absence due to sickness (general sickness, long term 
sickness, sick child, etc.) to an absence group of sickness and enquire or 
report this as a joint item.  Alternatively, you may wish to group all 
absence codes in terms of paid absence and unpaid absence or perhaps 
indicate which absences need to be transferred to payroll. 

To do this, we must create a relation between ABSCODE (CF) and ABSGRP 
(NS).   

We will then be able to link absence codes with the appropriate absence 
group. 

We can also create a user defined attribute for linking all absence codes in 
order to prevent any duplicate rows being entered for a resource. This will 
prevent an employee having multiple rows of absence entered for the same 
date for different reasons. 

Define Absence Groups and Absence Code Relations 

We will now set up Absence Group as a relation against Absence Code and 
link our new General Sickness Absence Code to the Absence Group of 
Sickness. 

Set Up Absence Code Relation 

1. Display the Relations window: 

 Select AGRESSO Common | Attributes and Relations | Relations | 
Relations. 

 Ensure the following details are entered: 

Attribute: ABSCODE 

Relation: ABSGRP 

Flag:  A 

Description:  Absence Group 

Sort:  1 

Reg:  V 

Per.type: N 
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2. Select Save or F12. 

3. Close the window. 

 

Define Absence Groups 

1. Display the Absence Groups window: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Absence Group. 

The window looks like this: 

 

The fields to be entered are: 

• Relation - The relation on the Absence Code (ABSGRP). 

• Absence Group - The Absence Group name. Either pick a value 
from the dropdown, or enter a completely new value. 

• Description - Description of the absence group. 

• Days between - The number of days between absences before 
they are handled as separate absences. 

• Status - The status code, valid values Active, Closed, Parked. 

• Absence Code - The valid values for ABSCODE that are to be 
linked to the Absence group. 
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• Description - A description of the absence code. 

• Break code - This checkbox needs to be switched on for absence 
codes that are not available for the ‘Connection of Absence Codes 
and P&Ds’. 

  Select Relation of ABSGRP.  Ensure the following details are  
entered: 

Absence group:  SICKNESS  

Description:  Sickness Absence 

Days Between:  0 

Status:   Active 

Absence code:  SICK 

2. Select Save or F12. 

3. Close the window. 

Absence Formulas 

Absence Formula can be defined within the Formula Register window and 
used in conjunction with specific absence codes to derive a new calculated 
column/value (free field).  For example, you can define a formula which will 
treat an absence period as a half day absence if the absence hours are less 
than the half of the working hours, otherwise, the absence period is 
handled as a full day absence. 

The following symbols can be used directly in the formula: 

Symbol Description 
A0 Absence Percentage 
A1 Absence Days 
A2 Absence Hours 
A3 Work Schedule Hours 
A4 Calendar days  
A5 The time the absence starts 
A6 The time the absence ends 
A7 Free float 1 
A8 Free float 2 
A9 Free float 4 
A10 Free float 5 
A11 Absence minutes 
A12 Weekday of date from (0 – 6 where Sunday = 0). 
A13 Weekday of date to (0 – 6 where Sunday = 0). 
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1.  Display the Formula Register window: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Fixed Registers| Formula register: 

 

2.  Enter a half day formula which will treat a period of absence as a half 
day absence if the absence hours are less than the half of the 
working hours, otherwise, the absence period is handled as whole 
day: 

  Formula Ref: HALF 

  Description: Half Day  

  Type:  Absence 

  Formula:  IF(A2/A3<0.5;0.5;1) 

   

3.  Select Save or F12. 

4.  Display the Absence Codes window: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Fixed Registers | Absence Codes. 

5.  Select the SICK Absence Code and connect HALF Day Formula at a 
header and detail level: 

  Absence Code: SICK 

Absence Header 

Free Field 1: In Use 

Sum:  X 

Absence Detail 

Free Field 1: In Use 

Formula Ref: Half Day 
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6.  Select Save or F12. 

 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 5.1: Setting up an Absence Code. 

Exercise 5.2: Linking Absence Code to Absence Group. 
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Session 6 
Absence Limit Controls and Limit 
Reporting 
This session shows you how to set up the limits for entry of absence codes 
or absence code groups and subsequent processing.  These will give you a 
warning or stop the entry of absence.  

This session is divided into 3 demonstrations: 

• Absence Limit Controls window. 

• Define Absence Limit Controls. 

• Reporting Limit Controls. 

By the end of this session you should have a firm understanding of how to 
set up limits to trigger a warning message or prohibit the user from 
entering the absence transaction and report on resources who over-run 
defined controlled absence limits. 

 

Key learning points: 

Understand how to define Absence Limit Controls. 

Understand how to report on Absence Limit Controls. 
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Setting up absence limit controls is the fifth optional element in the process 
flow through the Absence Management module: 
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Absence Limit Controls 

Absence limit controls allow you to enter criteria to trigger a warning 
message or prohibit the user from entering the absence transaction.  You 
can define limits on absence entry based on specific requirements to match 
either legislative or company policy.  These can either be based on specific 
absence codes or absence groups. 

NOTE: There is no limit control for absence which is disconnected from 
work schedule. 

Absence Limit Control Window 

Absence limits are defined in the Absence limits Window.  These controls 
are applied in the Absence Entry window and in the PS15 Absence limit 
control server process. 

1. Display the Limit controls window (HS21): 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Limit controls: 

 

• Relation - The attribute that indicates the connection level. For 
individual limits per resource, the resource attribute (RESNO) 
must be stated. For limits that apply to a relation or group of 
resources (for example pay level), the related attribute must be 
given. This attribute must be set up in the Relations on resources 
window. For limits that are generally applicable, the attribute 
GENERAL must be stated. 

• Res/Grp - The resource/group the relation filter is valid for. This 
field is validated against the Attrib field. If the resource attribute 
(RESNO) is used, the resource number entered must be for a 
valid resource. If the attribute is a relation for example 
PAYLEVEL, the Res/Grp value will be checked against the values 
allowed for this attribute.  
 
If the attribute GENERAL is used, this field will be blank. The rate 
is valid for all resources. 

• Attribute - Attribute ABSCODE or absence group (ABSGRP). 

• Attribute value - The attribute value of the ABSCODE or 
absence group (ABSGRP). 

• Control - Type of limit control desired. Valid values are: 
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• Days - Number of days. Control will be applied according the 
number of days specified in the Limit field. 

• Work days - Number of work days. Control will be applied 
according to the number of work days as determined by the 
Personal Work Schedule calendar. 

• Hours - Number of hours. Control will be applied according to 
the number of hours a resource is absent (based on Personal 
Work Schedule). 

• Number - Number of cases. Control will be applied according 
to the number of instances of absences. 

• No Dup - Prevents duplicate entry of same absence. 

• Max - Value representing the number of units for the control 
type selected in the Control field. 

• Days between - Indicates whether or not the specified number 
in Days between in Absence codes applies. 

• Balance - Balance value reference containing the balance 
against which the limit control is made. The number of units for 
the control type can then be entered either in the Limit field or in 
the Balance field as a balance value reference. This can be used 
for holding & reducing Annual Leave balances. 

• Calculation - This field is activated when the Factor field is 
shown and contains mathematical characters for use in 
combination with the Factor field. The characters available are: 

o * - Multiply 

o / - Divide 

o + - Add 

o - - Subtract 

• Factor - This is a Value reference containing a rate that is 
multiplied with/divided by/added to or subtracted from the 
entered values in Max field or rate on value reference entered in 
Balance field before the limit control is applied. 

• % - Determines if absence percentage is being used in the 
absence limit control calculation or not (the % field in the 
Absence entry window). 

• If this checkbox is switched on, the Absence percentage is 
being used in the calculation of limit control. Example: If you 
enter an absence of 4 days but the days are 50% percent 
each, the value the absence limit calculation will use is 2 days 
and not 4. 
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• If this checkbox is switched off, the Absence percentage is 
not used in the calculation of limit control. Example: If you 
enter an absence of 4 days, but the days are 50% percent 
each, the value the absence limit calculation will use is 4 
days. 

NOTE: This applies only to the limit control values Days, Work 
days and Hours, and not to Number. 

• Limit horizon - Period for which the control is valid. Valid values 
are: 

• Calendar Year - Limit is calculated from the 1st of January 
of the current year. 

• Number of days - Limit is calculated by subtracting the 
number of days as defined in the Value field from the value 
entered in the Date to field of the absence transaction. 

• Not limited - There is no limit horizon on the limit control. 

• Work schedule - Checks that absence does not exceed 
hours on the work schedule. 

• Transaction - Limit are calculated on this absence row only. 

• Fiscal Year – Limit to calculate based on the fiscal year. 

• No of Weeks – Limit is calculated by subtracting the number 
of weeks. 

• No of Months - Limit is calculated by subtracting the number 
of months. 

• No of Periods - Limit is calculated by subtracting the 
number of years. 

• Value - Number representing the length of the period selected in 
the Limit horizon field. This field should remain blank if the Year-
to-date option is chosen. 

• Treatment - Type of control to be applied when the limit is 
reached. Valid values are: 

• Warning - A warning is issued if the limit is reached. 

• Stop - An error message is displayed, and the user will not 
be able to save the absence transactions. 

• Activate - This option is not in use. 

• PD - This field is only shown if actioned via SETUP and is the P&D 
the result will be transferred to. The P&Ds that are used must be 
defined in the P&D register in Payroll. 
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Defining an Absence Limit Control 

We will now define an absence limit control which applies to all resources 
and will stop a user entering sickness absence (SICKNESS absence group) 
that exceeds two periods in a 12 month period. 

We will test this limit control in the next session – Absence Entry. 

1. Ensure that you still have the Limit Controls window (HS21) 
displayed: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Limit controls 

 Enter the following limit details: 

Relation:  GENERAL – limit will apply to all resources 

Attribute:  ABSGRP 

Attribute Value: SICKNESS – all sickness absence 

Control:  Number – periods/cases of absence 

Max:   2 – two periods of absence 

Limit Horizon:  Number of months 

Value:   12 – 12 month rolling period 

Treatment: Stop – the user should be prohibited from  
entering the absence 

 

2. Select Save or F12. 

3. Close the window. 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 6.1: Defining Absence Limit Controls. 
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Session 7 
Absence Entry – Smart Client & 
Self Service 
This session shows you how to enter absence in Smart Client and in Self 
service  

This session is divided into 2 demonstrations: 

• Absence Entry in Smart Client. 

• Absence Entry in Self Service. 

By the end of this session you should have a firm understanding of how to 
enter the various types of absence defined earlier in this course. 

 

Key learning points: 

Understand how to enter absence in Smart Client and Self Service. 
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Entering Absence is the sixth element in the process flow through the 
Absence Management module: 
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Entering Absence in Smart Client 

The entry of Absence in smart client is usually performed by the HR 
Function. All absence types defined earlier as the Absence Codes can be 
entered in order to monitor the levels of absence and time lost for an 
organisation.  

1. Display the Absence Entry window (PS32): 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Absence entry: 

 

NOTE: The details for entry and viewing in this window can be 
amended by selecting File | View Options.  By switching on the 
checkboxes that are required, or leaving those switched off that are 
not required, the data entry can be changed to suit most 
requirements. 

 
• ResID - The resource ID that the absence relates to. 

• Abs.Code - Enter (or select from the list) the absence code for 
the absence e.g. SICK. 

• Position - This is only available if the Position checkbox was 
selected when creating the ABSCODE. 

• Date from - Start Date of the absence. 

• Time from - This value is automatically populated from the 
Personal Work Schedule Calendar. This value can be overwritten 
if applicable. 

• Date to - End Date of the absence. 

• Time to - This value is automatically populated from the 
Personal Work Schedule Calendar. This value can be overwritten 
if applicable. 

• % - The percentage absent. The default value is 100%, meaning 
that the employee was absent for the entire day. 
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• Days - This value is automatically populated from the Personal 
Work Schedule Calendar based on the Date From and Date To. 
This value can be overwritten if applicable. 

• Hours - This value is automatically populated from the Personal 
Work Schedule Calendar based on the Date From and Date To. 
This value can be overwritten if applicable. 

• Planned Hours - This field is default to read only.  It is available 
if the checkbox Disconnected from work schedule is switched on 
in the Absence code window.  If this value is changed, the fields 
Hours and Time to are updated with the new values. 

• Free field 1-4 - These fields display the float fields configured in 
the Absence code window. The result of a formula defined on the 
absence code is entered. The selected formula reference from the 
Absence code window creates a result in the free fields 1-4. 
These fields are visible and read-only if the checkboxes In use 
and Lock are switched on in the Absence code window 
respectively. These fields are mainly intended for governmental 
requirements associated with handling of part day absence. 

• Open (ended) - This checkbox is available if the selected 
absence code supports open ended absence. If no value is 
selected in the Date to field, a message appears asking whether 
or not you want to register an open ended absence.  The 
checkbox is automatically selected if you click OK.   

NOTE: The system parameter PS_PRELIM_END_DATE controls 
the default date of the open ended absence. 

• Status - This identifies the status of the absence (N = Active). 
The other statuses available are linked to the processing of the 
payroll. 

 

1.  Enter absence as follows: 

ResID   1000 

AbsCode  Sickness Absence (SICK) 

Reason   Eye 

Date from 03/03/2007  

Date to   07/03/2007  

2.  Select Keep or F11. 

3.  Select Save or F12. 

4.  Close the window. 
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Once the absence has been entered it can be amended or deleted.  

1.  From the Absence entry window, click on Change Line or select Tools 
| Change Line: 

 

2.  Select the relevant rows by clicking in the checkbox. 

3.  Select Keep or F11 (the Absence entry window is displayed). 

4.  Amend the details or highlight the row and select Edit | Delete Row. 

5.  Select Save or F12. 
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Entering Maternity Absence in Smart Client 

The entry of Maternity Absence in smart client is usually performed by the 
HR Function. NB: Check there is a personal work schedule in place for the 
period of the absence and if required generate one prior to inputting the 
absence. 

1. Display the Maternity Entry (PS32) window: 

 Select AGRESSO Human Resources | Human Resources | Absence 
| Maternity Pay Details: 

 

2. Enter the details for the Maternity Period (if using Payroll the 
Average Weekly Pay is automatically calculated). 

3. Select Save or F12. 

4. Close the Window. 

The Maternity absence is now displayed in the Absence Entry window: 
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Entering Absence in Self Service 

The entry of Absence in Self-Service is usually performed by the Employee 
or their Line Manager. The absence types defined earlier as the Absence 
Codes can be entered in Self Service if the Self Service checkbox was 
switched on.  

1. Display the Absence Entry window : 

 Select Time and Expenses | Time | Absences. 

 Click on the Add button: 

 

2. Enter the relevant details for the absence;  

3. Select Save; 

4. Close the window; 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 7.1: Entering Absence 
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Session 8 
Workflow and Action Overview 
This session shows you how you can use Workflow and Action Overview to 
enhance your absence processes in Smart Client and Self service  

This session is divided into 2 demonstrations: 

• Workflow 

• Action Overview 

By the end of this session you should have a firm understanding of how 
Workflow can be used for holiday approvals and how to log additional 
information such as receipt of doctor’s note using Action Overview. 

 

Key learning points: 

Setting up basic holiday approval workflow. 

Recording additional absence information using Action Overview. 
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Workflow approval 

 Select AGRESSO Common | Workflow | Process Definition. 

Absences entered through Self Service can be subject to approval. An 
example would be Holiday requested by an employee can be sent to the 
Line manager for approval. The employee can review the status of the 
request through Self Service. 

An example of a basic absence workflow is shown below: 

 

 

Once the employee has entered the holiday request and pressed save the 
workflow status will be displayed on the absence record. 

The employee can enquire on progress of the approval by performing an 
enquiry within the workflow enquiry option on the menu. In the sample 
shown below the workflow is waiting for action from the task owner. 
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Outstanding task will be visible to the owner when they log on to Self 
Service. They can then approve or reject the request as shown below: 
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Action Overview 

 Select AGRESSO Common | Action Overview & email template | 
Action type master file.  

Action overview is a useful method of adding additional information to a 
record.   

In this example we will be demonstrating the memo functionality and using 
it to record receipt of medical certificates. 

The first step is to create an Action Type. For this example the action is 
called Doctors and the action button is labelled Medical cert: 

 

The action is placed on the element type – Absence (no approval) and the 
function is defined as Absence: 
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Set up the details by clicking on a valid row and select element type details 
from the toolbar. Select resource id in the Task List and Action column with 
an Order of 1 as shown below: 

 Select Settings l System Administration l System Set Up l Element 
types:  

 

 

You will need to log out of ABW for the changes to take effect. 

Log back in and open the Absence Entry window. 

 Select change line from the tool bar. 

Select a sickness entry for ResID 1000 and then F11/Keep to 
allow changes. 
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Click on the medical cert button and add the details of when the doctor’s note was 
received.  

Go to Connect task and attach to the absence record. 

Save. 

The action is now attached to the record. 
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Session 9 
Absence Enquiries 
This session shows you how you can use Absence Enquiries in Smart Client 
and Self Service.  

This session is divided into 2 demonstrations: 

• Absence Enquiries in Smart Client. 

• Absence Enquiries in Self Service. 

By the end of this session you should have a firm understanding of how 
Absence Enquiries can be used to: 

• Provide information by person, date, type or length of absence 
etc. 

• Make information available on Self Service for managers or 
employees. 

 

Key learning points: 

Setting up Absence enquiries to be available in ABW Self Service 
and Smart Client. 
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Creating a simple browser 

Absence enquires can be set up under Human Resources/Absence/Absence 
enquires. 

Open the window as a browser by right clicking on the mouse and 
highlighting Open Browser: 

 

 

A simple absence report will be produced by clicking on the binoculars or 
pressing F7: 

 

This report can be enhanced as follows to give information of all sickness 
absences within a 12 month period. 
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By marking the date from value with a ‘P’ – the report will prompt you for a 
date when opening. This should be the start of the period required. 

 

 

You can also add formatting – in the example below all absences in excess 
of 50 hours will be highlighted in red. 

 

Once you are happy with your report then the template can be saved: 



UNIT4 Training Services   Session 9: Absence Enquiries 

 

76  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you wish the report to be available in Self Service, then the report must 
be saved as Global.  
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Making reports available in self service 

Under the reports tab, set up a folder for your reports - these are the ones 
you wish to be able to view in Self Service. 

Right click on the ‘Global reports’ folder and select ‘Add folder’. Name the 
new folder ‘Absence Reports’: 

 

Once the folder is created then click on the folder and right click and select 
’Add report output’. You will then be offered all reports available. Mark the 
report you wish to put into the Absence folder and save. 

 

This report can now be made available as necessary in Self Service. 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 9.1: Setting up an absence report and viewing on self service 
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Course Review 
This session reviews the main elements of the course and covers the 
objectives of the course and the key learning points from each session. 

 

Objectives of the course 

The objectives of the course are to help you: 

• Understand the basic structure of the ABW Absence Management 
module and its interaction with other components of ABW. 

• Understand how to set up Personal Work Schedules and Holiday 
Plans. 

• Understand how to link Personal Work Schedules to Resources 
and generate work schedules. 

• Understand how to set up Absence Codes, Absence Groups and 
Relations. 

• Understand how to set up Absence Limit Controls and produce 
limit reports. 

• Understand how to enter absence details for a resource in ABW 
Smart Client and Self Service. 

• Understand how to run absence enquiries and produce reports. 
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Key learning points 

Remind yourself of the key learning points for each session. 

Session 1 – An overview of Absence Management 

• Understand the scope of ABW Absence Management. 

• Understanding how the ABW Absence Management module 
interfaces with other modules of ABW. 

• Understand the process flow for set up and administration of the 
ABW Absence Management module. 

 

Session 2 – Setting up Personal Work Schedules and Holiday Plans 

• Understand what needs to be set up before a personal work 
schedule can be created. 

• Understand how to define a personal work schedule. 

• Understand how to create holiday plans. 

 

Session 3 – Linking Personal Work Schedules to Resources 

• Understand the different levels/ways of linking a personal work 
schedule to a resource. 

• Understanding how to link a personal work schedule to a 
resource. 

 

Session 4 – Generating Personal Work Schedules 

• Understand how to generate a personal work schedule against a 
resource. 

• Understanding how to view and amend a resources personal 
work schedule calendar. 

 

Session 5 –Absence Set Up 

• Understand how to define Absence Codes. 

• Understand how to set up Absence Groups and Absence Code 
Relations. 

• Understand how to define absence formula. 
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Session 6 – Absence Limit Controls and Limit Reporting 

• Understand how to define Absence Limit Controls. 

• Understand how to report on Absence Limit Controls. 

 

Session 7 – Absence Entry – Smart Client & Self Service 

• Understand how to enter Absence in Smart Client and Self-
Service. 

• Understand how to enter Maternity absence in Smart Client. 

• Understand how to report on Absence Limit Controls. 

 

Session 8 – Workflow Action Overview 

• Setting up basic holiday approval workflow. 

• Recording additional absence information using Action Overview. 

 

Session 9 – Absence Enquiries 

• Setting up Absence enquiries to be available in ABW Self Service 
and Smart Client. 

 

Course evaluation form 

Don’t forget to complete the form and hand it to your trainer. 
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