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Logging In to the Attendance System Cloud Attendance System iTA | User Guide

1 LOGGINGIN TO THE ATTENDANCE
SYSTEM

You can log in to the system from any device with an internet connection.
Log in at https://ita.firemnidochazka.cz .

Enter your username and password:

Uivatelské jméno *

& Prihlasit

Zapomenuté heslo?

& App Store | | P® GooglePlay
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Cloud Attendance System iTA | User Guide Overview

2 OVERVIEW

The iTA attendance system features an overview — a dashboard that displays employee presence, request approvals, daily
attendance, and statistics across separate tabs. This is the system’s landing page.

To open the page, click .

2.1. Presence

This section displays a summary of employees and their presence at the workplace (if the employee has the relevant permission),
along with any messages your attendance system administrator may have configured for you. Messages displayed in this section

include vacation approvals, sick leave, and others.

Prezence Schvalovani Denni dochazka Statistiky iTAv2.4.0.19

Chybi definice kalendaFe sm&n27.4.2026
Zaméstnanec Viadimir Cupera pouziva

€ BielaSandra € chvatil Stefan € svatoriova Monika kalendaF smén, ale nema v nasledujicich 7
© Cupera Viadimir © polas jii €@ uhiMilan dnech nadefinované smény.

(O Zobrazit skupiny (J P¥itomni 0 () NepFitomni 6 {ledat

2.2. Approving

Contains all of the employee’s requests and their status.

BE-801487.3 | 2026 7


file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/dashboard-presence.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/dashboard-presence.png

Overview

Cloud Attendance System iTA | User Guide

Prezence

Schvalovani

Dennidochazka  Statistiky

Oznadit vie Mésicni historie v

Zaméstnanec »

Cupera Viadimir

O Cupera Viadimir
Cupera Viadimir
Cupera Viadimir

O Cupera Viadimir

2.3. Daily Attendance

Typ zadosti »

Absence - PFidani
Zaznam - Pridani

Absence - Pridani
Absence - Pfidani
Absence - Pfidani

Zéznam - Pidani

Popis »

15:00
Dovolena 08:00
Dovolena 100%

Dovolena 100%
Dovolena 08:00
Dovolena 08:00

15:00

Datum v

16.04.2026 - 17.04.2026
20.04.2026
15.04.2026
23.03.2026
20.04.2026
16.04.2026 - 17.04.2026
15.04.2026

23.03.2026

Poznamka »

null

iTAv2.4.0.19

Stav » Zménu proved! »
Ke schvaleni Cupera Viadimir
schvaleno Spasic Katerina
Zrugeno

@ Ke schvéleni Cupera Viadimir

@ schvaleno Spasic Katerina
@ Zruzeno Cupera Viadimir

@ Ke schvéleni Cupera Viadimir

Contains information about the employee’s attendance and, depending on the assigned permissions, may also include “tiles” for
individual record types. These tiles let you add a clock-in or clock-out time, Home Office, and similar entries. The menu offers the
available record types.

Prezence Schvalovani

Datum (pond&li)

[L 27.04.2026 > |

Prehledy
Pracovni pravidio
Denni pracovni tvazek
Celkovy odpracovany fas
Placeny gas

Vypogitané prestavky

Dennidochazka  Statistiky

Prejitna ...

Cupera Viadimir v

Zaznamy

Cas

0) Zobrazit detaily

# Upravit

Zdroj

obecne rozhodne|

iTAv2.4.0.19

systém
Prestavka PFichod Odchod

Brno ERR

2.4. Statistics

Displays a graphical representation of the employee’s attendance.

DOK Home Office
s
r-ﬁ" ngﬁ 0DCHOD K X
LEKARI - prevod
Obchodni cesta [ Obchodni cesta na absenci

POH

konec zatétek

X | x| e | e
POH } POH PzpP pzp

£
PZP

BUS Praha Projekt 1

s 8 Pr | PRE | A
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Prezence Dennid iTAv2.4.0.19
Vybér zaméstnanci od Do
& VSichni zaméstnanci <€ 01.03.2026 b4 <€ 31.03.2026
Hodnota Rozliseni Typ grafu Hodnota RozliSeni Typ grafu Hodnota Typ grafu
Odpracovdno v Denvtydnu v | Sloupcovy v Odpracovéno v | Skupina v Sloupcowy v Zmény Gétu v Tyden v | Kolatovy N
Odpracovano Odpracovano NN 09.2026 WENNEN 10.2026 WEMEN 11.2026 12.2026
600 600 — 13,2026 WEEEN 142026
500 500 1
400
400 300 09
200
300
100 08
200 o
" nch ent N0 ha
100 et e g (eB™ L na P 07
0 06
pondéli dtery stieda Gtvrtek patek sobota nedéle
05
04
03
02
01
o
o 1 2 3 4 5
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People

3 PEOPLE

3.1. Employees

3.1.1. Adding a New Employee

1.

2.

Click

Zaméstnanci

Jméno v
Monika
Libor
Michal
Vojtéch
Sandra
Klaudia
Vladimir
Michal
Stefan
David
Natélie
Julie
Martin
Pavel
Nowy
JiFt
Milan
Katerina
Tester
Tester

Tester

Organizace

PFijmeni v
Svatofiova
smyZek
Suchy
Musil
Biela
Vesela
Cupera
Soukup
Chvatil
Migak
Panclova
Ruzova
Negas
Tester
Zamestnanec
Polas

Ul

Spasic
Cloud
Dochézka

Dochazka

Externi uZivatelé

Osobni gislo v

9

11CP
56892-AB
1b2a89

10AP
3CDR95
469
758
853()
467

787

Celkem polozek: 26 (Zobrazuji polozky: 23)

UZivatelské role

Hromadné Gpravy | Tabulka:  Zaméstnanci v

Pracovni rezim v
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Préce na smény

Tydenni pracovni schema
Volna pracovni doba
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydennf pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Volné pracovni doba
Tydenni pracovni schema
Tydenni pracovni schema

Tydenni pracovni schema

Fill in or select the following information:

+  First name *

+ Lastname *

+ Employee email

Spréva GDPR

Tydenni pracovni pravidio
Tyden Monika

Tydenni - 8h v pracovni dny
Tydenni - 8h v pracovni dny
Tydenni smény Pavel

Tydenni - 8h v pracovni dny

Tydenni - 8h v pracovni dny

Tydenni - 8h v pracovni dny

Tydenn - 8h v pracovni dny
Tydenni - 8h v pracovni dny
Tydenni - 8h v pracovni dny
Tydenn - 8h v pracovni dny

Tydenni - 8h v pracovni dny

Brno tydenni pravidlo

Uhl tyden

Tyden Monika

Cloud Attendance System iTA | User Guide

Nastaveni pracovniho Gvazku
Denni pracovni Gvazek urteny pracovnim pravidlem
Denni pracovni Gvazek uréeny pracovnim pravidlem
Denni pracovni Gvazek uréeny pracovnim pravidlem
Denni pracovni tvazek urteny pracovnim pravidlem
Denni pracovni Gvazek uréeny pracovnim pravidlem
Denni pracovni Gvazek urteny pracovnim pravidlem
Denni pracovni tvazek urteny pracovnim pravidlem

Denni pracovni Gvazek uréeny pracovnim pravidlem

Mesicni pracovni vazek - pevn hodnota pro kazdy mésic v roce

Dennf pracovni Gvazek uréeny pracovnim pravidiem
Dennf pracovni Gvazek uréeny pracovnim pravidiem
Denni pracovni Gvazek uréeny pracovnim pravidiem
Denni pracovni Gvazek uréeny pracovnim pravidiem
Dennf pracovni Gvazek uréeny pracovnim pravidiem
Denni pracovni Gvazek uréeny pracovnim pravidiem
Dennf pracovni Gvazek uréeny pracovnim pravidiem
Dennf pracovni Gvazek uréeny pracovnim pravidiem
Mésicni pracovni Gvazek - vypottena hodnota

Dennf pracovni Gvazek uréeny pracovnim pravidiem
Denni pracovni Gvazek uréeny pracovnim pravidiem

Denni pracovni Gvazek urceny pracovnim pravidlem

« Work schedule */ work rule / working hours configuration
* RFID

« Personnel number

+ Date of birth

« Attendance calculation start date *
+ Public holidays *

Oddéleni

Hledat

RFID v

3528756054

1386974294
3535374166

843811158
3791882582
1660455510
1958285600
34835542
2726988630
1913949270
1391101526

570853462
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Pridat

Jméno * PFijmeni *

E-mail zamé&stnance @

Pracovni rezim * Tydenni pracovni pravidlo

Tydenni pracovni schema Vyberte si prosim...

Nastaveni pracovniho tvazku

Denni pracovni tvazek uréeny pracovnim pravidlem

Osobni cislo

Datum narozeni Vypotet dochazky od *

01.04.2026
Statni svatky *

Kalendar ceskych statnich svatkd

o Fields marked with * are required.

To find the RFID number, place a card or tag on the tag reader at the terminal and the number is shown on the
display. Enter this number for the employee to whom the tag is assigned.

3.1.1.1. Copying an Employee

You can create a new employee by copying an existing one. This option copies basic personal data and contracts, as well as
authorizations .

1. Click the employee you want to copy and open the Personal Details tab.

<zpét | Monika Svatorfova - Osobni Gdaje € Monika Svatofiové

Pracovni smlouvy

Jméno * PFijmeni * Eislo socialniho pojistani
Autentizace Monika Svatofiova

Opravnéni Datum narozeni Zaméstanecky pomér zacal Zaméstnanecky pomér skonéil

01.08.2023
<

Volné pole 1

[ B Ulozit ] [ Kopirovat zaméstnance

Ochrana osobnich udajti (GDPR)

2. CIick[ Copy Employee ]

BE-801487.3 | 2026 11
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Osobni Gdaje Monika Svatoriova - Osobni tudaje € | Monika Svatoriova MBS
Pracovni smlouvy N

Jméno * PFijmeni * Cislo socilniho pojisténi
Autentizace Monika Svatoriova
Oprévnéni Datum narozeni Zaméstanecky pomé&r zacal Zaméstnanecky pomér skonéil

01.08.2023
<
Volné pole 1

l B Ulozit l I Kopirovat zaméstnance I

Ochrana osobnich Gdajti (GDPR)

3. Fillin the required data.

Kopirovat zaméstnance

PFijmeni *

Osobni gislo Datum narozeni Zaméstanecky pomér zatal

4. Click[_save )

3.1.2. Termination of Employment

When terminating an employment, you must enter the termination date in the employee’s contract. Enter this in the employee’s
personal data, in the Employment End Date field.
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Osobni Gdaje Monika Svatoiiova - Osobni tudaje € | Monika Svatoiiova v >

Pracovni smlouvy

Jméno * Piijmeni * Cislo socialniho pojisténi
Autentizace Monika Svatonova
Opravnéni Datum narozeni Zaméstanecky pomér zaéal Zaméstnanecky pomér skonéil
01.08.2023
<
Volné pole 1
[ B Ulozit I [ Kopirovat zaméstnance

Ochrana osobnich Gdajt (GDPR)

If you do not enter this information, the termination is automatically set to the date on which you perform the action via the

Terminate Employment  (oJijade]sR

Osobni tdaje Monika Svatoiiova - Osobni udaje € | Monika Svatoriova v

Pracovni smlouvy

Jméno * Piijmeni * Cislo socialniho pojisténi
Autentizace Monika Svatofiova
Opravnéni Datum narozeni Zaméstanecky pomér zacal Zaméstnanecky pomér skongil
01.08.2023
<
Volné pole 1
[ B Ulozit I [ Kopirovat zaméstnance

Ochrana osobnich Gdajd (GDPR)

Ukoncit zaméstnanecky pomér zaméstnance

Touto aki nastavite datum ukonZeni zaméstnance v této spolenosti na dnesni datum.
Zérovefi budou vymazany autentizatni Udaje pro terminal. Chcete pokratovat?

(o]

To confirm, click .

Once an employment is terminated, you must decide how the employee’s personal data will be handled. A notification on the
Overview page reminds you of this.
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C’:M 2 Prehled & Lidé O Dochazka ¥ Reporty v 3 Exporty v & Nastaveni v 3 Monika v ™= CZ v Podpora v

Prezence | Schvalovani = Dennidochazka || Statistiky iTAv2.4.0.21

[ Zobrazit skupiny [ PFitomni 1 (J NepFitomni 20 Hiedat Ukonéeny zaméstnanecky pomer
5.5.2026

€ Biela sandra €@ Musil Vojtéch @ Ruzova julie € Tester Pavel Zaméstnanecky pomér zaméstnance

© Cloud Tester €@ Necas Martin €© smycek Libor € uniMilan Monika Svatofiova je ukonZen.

€ Cupera Viadimir @ Novakjan @ soukup Michal © Vesela Klaudia Rozhodnéte se, co udéldte s jeho osobnimi

€ Dochazka Tester @ Pandova Natalie € spasic Katerina udaji.

@ cChvatil Stefan 11:53 Prichod € Polas Jifi € suchy Michal

€@ Misak David € piidani1 test € svatofiova Monika

To also display employees with terminated employment, select Inactive Employees on the Employees tab.

d 48 Lidé O Dochazka & Reporty v 2 Export;

Zaméstnanci Organizace Externi uZivatelé Spravcovské role Sprava GDPR

©pridat | [ Hromadné upravy | Tabulka: | Neaktivni zamestnanci v Ofiltrovat | 1 (-]

. R | zaméstnandi -
Jméno v PFjmeni ~ Osobniis r skongil v RFID  ~
Pihlasovaci udaje

smazat smazat test P — "
- Neaktivni zaméstnanci

Monika Svatofiova

Viadimir Vomacka 28.2.2026

You now have three options for handling the employee’s personal data:

QI = Prehled i Lide O Dochazka # Reporty » 2 Exporty ~  # Nastaveni - s Monika v ™= CZ v Podpora v

Osobni udaje Monika Svatorfiova - Osobni tdaje [z V.2

Pracovni smlouvy

Jméno * PFijmeni * Eislo socialniho pojisténi
Autentizace Monika Svatofiova
Opravnéni Datum narozeni Zam&stanecky pomér zatal Zaméstnanecky pomér skongil
01.08.2023 05.05.2026
<
Volné pole 1
[ B Ulozit ] [ Kopirovat zaméstnance

Ochrana osobnich Gdajd (GDPR)

Zaméstnanecky pomér je nyni ukonéen. Na zakladé dohody se zamé se mizete jak nalozite s osobnimi tidaji zam&stnance. MiiZete zvolit jednu z nasledujicich
moZnosti.

[ l The employee is not deleted or anonymized, but is flagged as having
consented to the retention of their personal data by the company. The
employee’s name is then shown crossed out in the system.

[ ] After confirmation, the employee remains in the system but their data is
irreversibly anonymized. Instead of the name, a crossed-out string with
asterisks is displayed.

[ Delete Employee ] The employee is irreversibly and completely removed from the system.

3.1.2.1. Employee Consents to Retention of Personal Data

The employee may decide that the company can retain their personal data.
Since it is the administrator’s responsibility to obtain this consent from the employee, iTA's role is only to store the information

that the employee has agreed to. Therefore, when you click ] the system notifies the user and records

who performed the change.
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3.1.2.2. Anonymizing Employee Data

Anonymization is performed so that specific data can no longer be linked to an employee and therefore the employee can no
longer be identified.

This operation deletes only data that allows identification of the employee — that is, personal data such as the name and other
identifying information (personnel number, date of birth, employment start date, etc.) are hidden.

All other data, in particular attendance records and account balances, remain in place, so the overall history is preserved for
reporting purposes; the employee is simply no longer identifiable.

After this action is performed, the system again records who made the change and when. The employee’s personal data is now
anonymous and is replaced everywhere by *#x x#x .

3.1.2.3. Deleting Employee Data

This operation removes all of the employee’s data from the database, which means every row that belonged to the employee is
deleted and cannot be restored.

This operation may affect the company’s overall figures — for example, the totals of account balances — because the
historical data of the deleted employee is lost. If you prefer to preserve the historical balances, anonymizing the employee’s data
is the preferred option.

3.1.2.4. Returning a Tag (Keyring Fob, Card) and Reusing It

After an employee whose employment has been terminated returns their tag, it can be assigned to another employee. Delete the
RFID number assigned to the original employee. Edit this in the Authentication tab, in the RFID field. The number is then free and
can be assigned to another user.

3.1.3. Personal Details

When you click any employee, a table containing the employee’s personal data is displayed.

Osobni Gdaje <zpét | Monika Svatoriova - Osobni tGdaje <€ | Monika Svatoriova v >
Pracovni smlouvy N
Jméno * Pijmeni * Cislo socialniho pojisténi
Autentizace Monika Svatofiova
Oprévnéni Datum narozeni Zaméstanecky pomér zagal Zaméstnanecky pomér skongil

01.08.2023

Volné pole 1

l B Ulozit ‘ l Kopirovat zaméstnance

Ochrana osobnich Gdajd (GDPR)
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3.1.4. Employment Contracts

Contracts contain information that may affect certain configured work rules — for example, the part-time percentage.

Description

Valid from

Valid to

Personnel number

Public holidays

Part-time [%]
Work schedule
Vacation entitlement

calculation rule

List of account
balance transfer
rules

Company,
Department, Cost
center

Example:

Prehled 8% Lidé O

Description of the employment contract

Enter the contract start date

Enter the contract end date. If left empty, the contract is valid indefinitely.
Personnel number assigned to the employee within the company structure

Calendar that governs the employee’s working hours. You can switch to a predefined public
holiday calendar for other countries or create your own.

For a full-time position, enter 100% or leave empty.
... and its associated working hours configuration

Select from the configured vacation entitlement rules.

List of active rules

Used to set a value from a code list — see the Code Lists chapter. You can also enter a new
code list value directly.

2 Exporty v & N

Osobni udaje

Pracovni smlou i
vy Editovat smlouvu

Autentizace .
Popis

Oprévnéni smeny

¢ Osobniislo

) Hodnota ¢a

| <zt | Monika Svatofova - Pracovni smlouvy

<€ Monika Svatofiova v

Seznam smluv

Platnost od Platnost do

01.05.2025

Statni svatky Castetny Gvazek @

KalendaF ceskych statnich svatk( v

Pracovni rezim

Tydenni pracovni schema v

Pravidlo vypogtu naroku na dovolenou

20 dni ro¢né / 160 hodin v

Oddéleni.

Prosim nastavte...

Nakladové centrum

Prosim nastavte.

avazku velikost Gvazku v pracovnim pravidie @

Tydenni pracovni pravidlo Nastaveni pracovniho Gvazku

Tyden Monika v Denni pracovni Gvazek uréeny pracovnim pravidlem v

Seznam pravidel pFevodi ziistatki GEtd Spoleénost

Prosim nastavte... v

ni
Nulovani vikend

Vynulovat saldo ke konci mésice

Tym Organizace

v Prosim nastavte... v Skupina ukazka v

Nakladova jednotka

v Prosim nastavte. v

After filling in the data, be sure to click before switching to another section.

3.1.4.1. Contract List

You must first assign the employee a contract valid from a specific date. To do this, click| Add Contract |

To add a follow-up contract, cIick[ Add Follow-up Contract ] The follow-up contract automatically continues from the end

date of the active contract.

16
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Osobni udaje <zpét | Monika Svatoriova - Pracovni smlouvy < Monika Svatofiova vy

Pracovni smlou )
vy Editovatsmlouvu  Seznam smluv

Autentizace
l © PFidat navazujici smlouvu l l PFidat smlouvu l {ledat B

Opravnéni

Popis ~ Platndod.y Platnado.y

< Bez popisu ¥ 1.8.2023 31.10.2023

pravidlo 1.11.2023 31.3.2024

Bez popisu v 1.4.2024 31.12.2024

smeny v 1.1.2025 30.4.2025

smeny (Aktivni) v 1.5.2025

Celkem polozek: 5

For permanent (open-ended) employment, leave the “Valid to” field empty.

For fixed-term employment, cIicking[ Add Follow-up Contract ]creates a new contract that continues exactly from the end of
the previous one.

3.1.5. Authentication

This section lists all the ways an employee can be authenticated in the attendance system.

DA Prefled & Lide © Do

Osobni tdaje ‘ <zpét | Monika Svatofiova - Autentizace € Monika Svatoriova vy
Pracovni smlouvy i

Uget RFID PIN
Autentizace testujemlebochcem@testujtesnami.cz 3528756054 111

Smazat pfistup | Obnovit heslo | Zmenit email
Zmenit PIN

Oprévnéni
QR kéd
< Zobrazit | Zménit | Vymazat

An email address is required if the employee will use the mobile app or the web interface. Once the address is saved, the system
automatically generates a password and sends an information email containing the password to the address provided.

RFID is the tag's identification number, which you can find by placing the tag on the terminal reader.
The PIN can be set manually or generated by the system.

The QR code is generated by the system. If the employee’s email address is entered, the QR code is also sent automatically to that
address.
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3.1.6. Authorization

This section lets you edit your employee’s access rights. You can also choose which account they may write to with or without
absence approval (see the Approving chapter), and whether they can view other employees’ records.

3.1.6.1. Employee Authorizations

Osobni idaje

Pracovni smlouvy

Autentizace

Opravnéni

Upravit oprévnéni | Individulni opravnéni

Geolokatni data jsou posilany, ale nejsou vyzadovany

Mze pouzivat mobilni aplikaci
Mze pouzivat webové rozhrani

Muze pfidat svijj zaznam s aktualnim Zasem v online rezimu

Muze pridat sviij zaznam v offline rezimu

Muze zamykat svou viastni dochazku

Muze zazadat o schvaleni své absence: Dovolend, Lékar, Matefska dovolens, Nemoc, Nevolnost, OCR
Muze znait pomoci NFC tagli

Muze zobrazit Easy v presenci

Muze zobrazit presenci zvolenych zaméstnanci: Jifi Polas, Milan Uhl

Moize zobrazit G¢et absence v presenci

Vsichni zaméstnanci @

Jsou pFid&lena tato opravnani

Mize zamykat dochazku na urovni zaméstnance
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People

Available authorizations

Authorization
Geolocation data is sent but not required

Geolocation data is sent; without it the record
cannot be saved

Geolocation data is sent; if not, a violation is
recorded

Geolocation data is sent; if not, approval is
requested

Has role [click to set role name]
Can use the mobile application
Can use the web interface

Can add their own absence [click to set absence
type]

Can add their own record with the current
time in online mode

Can add their own record in offline mode

Can delete their own absence [click to set
absence type]

Can manage (create, edit, delete) their own
time records

Can manage (create, edit, delete) their own
time records; edits must be approved

Can lock their own attendance

Can request approval for their own absence
[click to set absence type]

Can request deletion of their own absence
[click to set absence type]

Can record using NFC tags

Can record using NFC tags with geolocation

Can view absences of an employee group [click
to set group]

Can view absences of a selected employee
[click to set employee]

Can view times in presence
Can view geolocation in presence
Can view presence of all other employees

Can view presence of selected employee
groups [click to set groups]

What is it used for
The mobile app sends location, but the record is saved even without it.

Without GPS data, the record cannot be saved from the mobile app.

Absence of GPS data during recording triggers a rule violation.

Without GPS data, the record is saved but awaits manual approval.

Assigns the user a predefined set of permissions (custom role).
The employee can log in and work in the mobile application.
The employee can log in and work in the web application.

The employee can add their own absence without requiring approval.

The employee can record arrival/departure online in real time.

The employee can add a record with any timestamp (offline).

The employee can remove their own absence themselves.

The employee can manage their own time records themselves.

The employee can edit their records, but changes must be approved by a
supervisor.

The employee can lock their own attendance data.

The employee submits an absence request awaiting supervisor approval.

The employee submits a request to delete an absence, awaiting supervisor
approval.

The employee can record attendance by tapping an NFC tag.

The employee can record attendance with an NFC tag; GPS location is also
sent.

The employee can see absence records of employees in the selected group.

The employee can see absence records of a specific colleague.

The employee sees exact arrival and departure times in the presence overview.
The employee sees GPS location of employees in the presence overview.
The employee sees the presence overview of all colleagues in the company.

The employee sees the presence overview of employees in selected groups.

Can view presence of selected employees [click The employee sees the presence overview of selected specific employees.

to set employees]

BE-801487.3 | 2026
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Authorization

Can view shifts of selected employee groups
[click to set groups]

Can view shifts of selected employees [click to
set employees]

Can view absence account in presence

What is it used for

Cloud Attendance System iTA | User Guide

The employee sees planned shifts of employees in selected groups.

The employee sees planned shifts of selected specific employees.

The employee sees the type of account used (vacation, etc.) in the presence

overview.

20
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Employee Group Authorizations

If the employee is also part of a group, their right in these groups can be configured on the Organization tab:

Zaméstnanci Externi uZivatelé Spravcovské role Sprava GDPR

PFidat skupinu ] I Kontrola schematu [ ] Hledat
™ sichni samestnanci—— :

¢ Cloud Tester ¥ Spasic Katerina

¥ Mobatime Liborius Pola3 Jiri

¥ Svatofiova Monika & 1
Biela Sandra

Cloud Tester

Cupera Viadimir
Dochazka Tester

Chvitil Stefan

Migak David skupina Brno
Musil Vojtéch ¥ Svatoriova Monika ¢ Jankii Pavel
Neas Martin Biela Sandra Biela Sandra Vesel4 Klaudia
Novak Jan Cupera Vladimir Cloud Tester
Panclova Natalie Chvatil Stefan Cupera Vladimir
Polés Jifi E | Dochazka Tester
pridani1 test Chvatil Stefan
Ruzova Julie Misak David
Smycek Libor Musil Vojtéch
Soukup Michal Netas Martin
Spasic Katerina Novak Jan
Suchy Michal Panclové Natalie
Svatofiova Monika Polas JiFi
Tester Pavel pridani1 test
UhI Milan RuZova Julie
Vesel4 Klaudia Smycek Libor
Soukup Michal
Spasic Katerina
Suchy Michal
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Available authorizations

Authorization
Has role [click to set role name]

Can add their own absence [click to set absence
type]

Can add their own record with the current
time

Can delete their own absence [click to set
absence type]

Can manage (create, edit, delete) their own
time records

Can edit planned shifts
Can lock attendance at employee level

Can request adding their own absence [click to
set absence type]

Can request deletion of their own absence
[click to set absence type]

Can request edits (adding, editing, deleting) to
their own time records

Can view absences [click to set absence type]

Can view account balances [click to set account
selection]

Can view arrival/departure time

Can view employee attendance in the group

Can view employee attendance in the group
(exceptions) [click to set exceptions]

Can view geolocation

Can view planned shifts

Can view violations and exceptions
Can view absence note

Can view notes on time records

Can view presence except for selected group
[click to set group]

Can view presence except for selected
employee [click to set employee]

Can view presence with absence

Can view presence with record time
Can view presence with geolocation
Can view presence with record type

Can view presence of all employees

What is it used for
Assigns the user a predefined set of permissions (custom role).

The employee can add their own absence without requiring approval.

The employee can add a record with the current time themselves.

The employee can remove their own absence themselves.

The employee can manage their own time records themselves.

Adds, edits, or deletes planned shifts of employees.
Locks attendance records of a specific employee.

The employee submits an absence request awaiting approval.

The employee submits a request to delete an absence, awaiting approval.

The employee submits a request to edit their records, awaiting approval.

Displays an overview of employee absences in the group.

Displays the current balances of employees’ time accounts.

Displays the exact arrival and departure times of employees.

A group member can see the attendance records of other employees in the
group.

A group member sees the attendance of all employees except the selected
ones.

Displays the employee’s GPS coordinates at the time of recording.
Displays the planned shifts of employees.

Displays a list of rule violations and assigned exceptions.

Displays the text note attached to an absence.

Displays notes attached to time records.

Displays the presence of all employees except the selected group.

Displays the presence of all employees except the selected employee.

Also displays the reason for absence in the presence overview.

Displays the exact times of individual records in the presence overview.
Displays the employee’s GPS location in the presence overview.

Displays the record type (arrival, departure, etc.) in the presence overview.

Displays the presence overview of all employees in the company.
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Authorization What is it used for

Can view presence of selected group [clickto  Displays the presence overview of employees in the selected group.
set group]

Can view presence of selected employee [click Displays the presence overview of a specific employee.
to set employee]

Can view absence account Displays which account (vacation, sick day, etc.) the absence was drawn from.
Can view attendance data Displays basic summary data about an employee’s attendance.
Can view attendance locks Displays which attendance periods are locked.
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3.1.6.2. Group Leader and Administrator Authorizations

If the employee is also a group administrator or has an administrator role, their rights in these roles are specified on the Group
Leader Permissions or Administrator Permissions tabs.

Osobni Gdaje

Pracovni smlouvy

Autentizace

Oprévnéni

<

opr

skupiny

Spravcovska opravnéni

[ @ Pokud je zaméstnanec vedouci skupiny v organizaci, zde najdete seznam jeho opravnéni.

| Skupina Brno @

Jsou pFid&lena tato oprévné

Muze mazat vyjimky k porusenim

Mze milZze upravovat bilanci Uétd: Vechny uéty
Muze pridat novy ¢asovy zaznam

Muze pridat zaznam s aktualnim casem

Muze schvalit pridani absence: Viechny uéty
Muze schvalit pFidani Zasovych zaznamu

Muze schvalit smazani absence: Vsechny Géty
Muze schvalit smazani Zasovych zaznama

Muze schvalit Gpravy Easovych zaznamd

Mz smazat absence: Viechny ticty

Muze smazat Gasové zéznamy

Muze spoluschvalit pFidani absence: Vsechny Gtty
Muze spoluschvalit pFidani Easovych zaznamu
Muze spoluschvalit smazani absence: V3echny Géty
Muze spoluschvalit smazani Easovych zéznamu

Muze spoluschvalit Gpravy gasovych zaznami

Group Leader Authorizations

Group leader permissions are configured on the Organization tab:

Zaméstnanci

Externi uZivatelé | Sprévcovskérole | Spréva GDPR

l PFidat skupinu ‘ l Kontrola schematu [ ]

[ scinizamésinanci
¥ Cloud Tester

¥ Mobatime Liborius
¥ Svatoriova Monika
Biela Sandra

Cloud Tester

Cupera Vladimir
Dochézka Tester
Chvatil Stefan

Migak David

Musil Vojtéch

Necas Martin

Novak Jan

Panclova Natdlie
Polas Jii

pridani1 test

Ruzova Julie

Smyeek Libor

Soukup Michal
Spasic Katerina
Suchy Michal
Svatonova Monika
Tester Pavel

Uhl Milan

Vesela Klaudia

¥ Svatofiova Monika

¥ Spasic Katerina

Polas Jifi

W zamestnanci: 1

Skupina Brno

Biela Sandra
Cupera Vladimir

Chvatil Stefan

¥ Jankéi Pavel
Biela Sandra
Cloud Tester
Cupera Viadimir
Dochazka Tester
Chvatil Stefan
Misak David
Musil Vojtéch
Necas Martin
Novak Jan
Panclova Natalie
Polas Jifi
pridani1 test
Ruzova Julie
Smyéek Libor
Soukup Michal
Spasic Katerina

Suchy Michal

Vesela Klaudia
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Available authorizations

Authorization What is it used for
Has role [click to set role name] Assigns the user a predefined set of permissions (custom role).
Can delete violation exceptions Removes previously entered exceptions for rule violations.

Can edit account balances [click to set account  Edits the balances of employees’ time accounts.

selection]

Can add a new time record Inserts a time record with a freely chosen time.

Can add a record with the current time Inserts a time record with the current system time.

Can approve adding an absence [click to set Finally approves the employee’s request to add an absence.

absence type]
Can approve adding time records Finally approves the request to add a time record.

Can approve deletion of an absence [click to Finally approves the employee’s request to delete an absence.
set absence type]

Can approve deletion of time records Finally approves the request to delete a time record.
Can approve edits to time records Finally approves the request to edit a time record.
Can delete absences [click to set absence type]  Removes an employee’s absence from the system.
Can delete time records Removes an employee’s time record.

Can co-approve adding an absence [click to set Participates in approving the addition of an absence (multi-level approval).
absence type]

Can co-approve adding time records Participates in approving the addition of a time record.

Can co-approve deletion of an absence [click to Participates in approving the deletion of an absence.
set absence type]

Can co-approve deletion of time records Participates in approving the deletion of a time record.

Can co-approve edits to time records Participates in approving the editing of a time record.

Can edit time records Changes the time or type of an employee’s existing record.

Can edit planned shifts Adds, edits, or deletes planned shifts of employees.

Can create an absence [click to set absence Inserts an employee’s absence (vacation, sick leave, etc.) into the system.
type]

Can enter violation exceptions Adds an exception to a rule violation (e.g. excusing a late arrival).
Can lock attendance at group level Locks attendance records for the entire employee group.

Can lock attendance at company level Locks attendance records for all employees of the company.
Can lock attendance at employee level Locks attendance records of a specific employee.

Can view absences [click to set absence type] Displays an overview of employee absences in the group.

Can view account balances [click to set account  Displays the current balances of employees’ time accounts.
selection]

Can view arrival/departure time Displays the exact arrival and departure times of employees.

Can view geolocation Displays the employee’s GPS coordinates at the time of recording.
Can view planned shifts Displays the planned shifts of employees.

Can view violations and exceptions Displays a list of rule violations and assigned exceptions.

Can view absence note Displays the text note attached to an absence.
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Authorization
Can view notes on time records

Can view presence except for selected group
[click to set group]

Can view presence except for selected
employee [click to set employee]

Can view presence with absence

Can view presence with record time
Can view presence with geolocation
Can view presence with record type
Can view presence of all employees

Can view presence of selected group [click to
set group]

Can view presence of selected employee [click
to set employee]

Can view absence account
Can view attendance data

Can view attendance locks

Cloud Attendance System iTA | User Guide

What is it used for

Displays notes attached to time records.

Displays the presence of all employees except the selected group.

Displays the presence of all employees except the selected employee.

Also displays the reason for absence in the presence overview.

Displays the exact times of individual records in the presence overview.

Displays the employee’s GPS location in the presence overview.

Displays the record type (arrival, departure, etc.) in the presence overview.

Displays the presence overview of all employees in the company.

Displays the presence overview of employees in the selected group.

Displays the presence overview of a specific employee.

Displays which account (vacation, sick day, etc.) the absence was drawn from.

Displays basic summary data about an employee’s attendance.

Displays which attendance periods are locked.
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Administrator Authorizations

Administrator permissions are specified on the Administrator Roles tab:

Zaméstnanci || Organizace | ExterniuZivatelé | | Spravcovskérole | sprava GDPR

-]
Nézev v Popis v Typrole v
Spravce zakaznika ¥ Sprévce zékaznika  Uzivatelska role
Spravce zakaznika ¥ Sprévce zékaznika  Role vedouciho skupiny

HR spravce zakaznika ¥ HR sprévce zakaznika Uzivatelska role
GDPR administrator ¥ GDPR administrator ~ UZivatelska role

Osoba, kterB smV's... ¥ Osoba, kter® smY spot Uzivatelska role

Celkem poloZek: 5
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Available authorizations

Authorization

Has role [click to set role name]

Can set another user as an employee
Can delete export templates

Can delete report templates

Can act as terminal administrator
Can run customer exports

Can run customer reports

Can manage employee GDPR data

Can edit customer exports
Can edit customer information
Can edit NFC reader settings

Can edit work rules

Can edit vacation entitlement calculation rules

Can edit account transfer rules
Can edit administrative roles

Can edit authentication methods of other
users

Can edit time accounts

Can edit public holiday calendars
Can edit employee contracts

Can edit permissions of other users
Can edit personal data of other users
Can edit employee groups

Can edit tracked fields for employees
Can edit report templates

Can edit enumerations

Can create additional users

Can change notification settings

Can change terminal settings

Can change record settings

Can view authentication methods of other
users

Can view information about other users
Can view customer information
Can view public holiday calendars

Can view employee contracts

What is it used for

Assigns the user a predefined set of permissions (custom role).
Assigns the user the employee role in the system.

Permanently removes an export template from the system.
Permanently removes a report template from the system.

Enables performing administrator actions directly on the terminal.
Runs a data export to a file (CSV, XLSX, XML, etc.).

Generates and displays a customer report.

Provides access to employees' personal data and management of GDPR
requirements.

Changes the settings or template of an export.

Changes the basic data of a customer.

Changes the configuration of NFC readers.

Changes the settings of work rules.

Changes the settings of vacation entitlement calculation rules.
Changes the settings of account balance transfer rules.

Changes the permission definition in a custom administrative role.

Adds, changes, or removes login methods of users.

Adds, changes, or removes time account definitions.

Adds or changes entries in public holiday calendars.
Changes the employment contract settings of an employee.
Adds or removes permissions for other users.

Changes the name, email, or other personal data of a user.
Adds, changes, or deletes employee groups.

Changes the definition of tracked fields for employees.
Changes the definition or settings of a report template.

Adds or edits predefined values used in system settings and forms.
Adds new user accounts to the customer’s system.

Changes notification settings (e-mail, recipients, events, etc.).
Changes the configuration of terminals.

Changes the settings of attendance record types.

Displays users’ login methods (password, RFID, PIN, etc.).

Displays personal and contact data of other users.
Displays basic data about the customer (name, address, etc.).
Displays the defined public holiday calendars.

Displays employment contracts and agreements of employees.
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Authorization What is it used for
Can view NFC reader settings Displays the configuration of NFC readers.
Can view notification settings Displays e-mail notification settings.
Can view terminal settings Displays the configuration of terminals assigned to the customer.
Can view record settings Displays the settings of attendance record types.
Can view fields tracked for employees Displays the list of tracked fields in the employee profile.
Can view work rules Displays the work rule settings (working hours, breaks, etc.).
Can view account transfer rules Displays the rules for automatic transfer of balances between accounts.
Can view user groups Displays an overview of employee groups.
Can view administrative roles Displays an overview of defined custom administrative roles.
Can view user permissions Displays an overview of permissions assigned to users.
Can view all vacation entitlement calculation Displays the rules for calculating vacation entitlement.
rules
Can view all accounts Displays an overview of all time accounts (vacation, overtime, etc.).
Can view enumerations Displays predefined values used in system settings and forms.
Can remove user link as employee Removes the employee role from a user.
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3.1.6.3. Extenal User Authorizations

On the External Users tab, you can grant access to a user who does not have a profile in the system (e.g. an external payroll
accountant) and assign them the appropriate rights:

Monika v P (

Lidé © Dochazk ! y & Nastaveni v

Zamé&stnanci || Organizace Spravcovské role | | Sprava GDPR

Hledat B

atele

E-mail v Jméno v PFijmeni v
libor.sobotik@mobatime.cz Liborius ~ Mobatime
hladikp@mobatime.cz Pavel Hiadik

Pavel Jankii
pavel janku@mobatime.cz Pavel Jankii

badine1668@jofuso.com
jiri.polas@mobatime.cz Jifi Polds
michal Jinhart+priv01@gmail.com

I Katka Test I

Celkem polozek: 8

M= CZ~ Podpora v

Exporty v & Nastave fonika ~

Osobni udaje

Autentizace s , foE T

P Oprévnéni fho skupiny
© Opravnéni umozfiujici uzivateli spravovat dochazkovy systém. Lze pridat skupinu opravnéni pfidanim specialniho opravnéni "Ma roli ..." ]
Jsou pFidé tato opra

Mé roli: Sprévce zékaznika
Sprévce zakaznika @

Jsou pidélena tato opravnéni

Miize nastavit jiného uzivatele jako zaméstnance
Mize odstranit 3ablony export

Mize odstranit 3ablony reportd

Miize plisobit jako spravce terminalu

Miize spoustét zakaznické exporty

Miize spougtét zakaznické reporty

Miize upravit exporty zakazniki
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People

Available authorizations

Authorization

Has role [click to set role name]

Can set another user as an employee
Can delete export templates

Can delete report templates

Can act as terminal administrator
Can run customer exports

Can run customer reports

Can manage employee GDPR data

Can edit customer exports
Can edit customer information
Can edit NFC reader settings

Can edit work rules

Can edit vacation entitlement calculation rules

Can edit account transfer rules
Can edit administrative roles

Can edit authentication methods of other
users

Can edit time accounts

Can edit public holiday calendars
Can edit employee contracts

Can edit permissions of other users
Can edit personal data of other users
Can edit employee groups

Can edit tracked fields for employees
Can edit report templates

Can edit enumerations

Can create additional users

Can change notification settings

Can change terminal settings

Can change record settings

Can view authentication methods of other
users

Can view information about other users
Can view customer information
Can view public holiday calendars

Can view employee contracts

What is it used for

Assigns the user a predefined set of permissions (custom role).
Assigns the user the employee role in the system.

Permanently removes an export template from the system.
Permanently removes a report template from the system.

Enables performing administrator actions directly on the terminal.
Runs a data export to a file (CSV, XLSX, XML, etc.).

Generates and displays a customer report.

Provides access to employees' personal data and management of GDPR
requirements.

Changes the settings or template of an export.

Changes the basic data of a customer.

Changes the configuration of NFC readers.

Changes the settings of work rules.

Changes the settings of vacation entitlement calculation rules.
Changes the settings of account balance transfer rules.

Changes the permission definition in a custom administrative role.

Adds, changes, or removes login methods of users.

Adds, changes, or removes time account definitions.

Adds or changes entries in public holiday calendars.
Changes the employment contract settings of an employee.
Adds or removes permissions for other users.

Changes the name, email, or other personal data of a user.
Adds, changes, or deletes employee groups.

Changes the definition of tracked fields for employees.
Changes the definition or settings of a report template.

Adds or edits predefined values used in system settings and forms.
Adds new user accounts to the customer’s system.

Changes notification settings (e-mail, recipients, events, etc.).
Changes the configuration of terminals.

Changes the settings of attendance record types.

Displays users’ login methods (password, RFID, PIN, etc.).

Displays personal and contact data of other users.
Displays basic data about the customer (name, address, etc.).
Displays the defined public holiday calendars.

Displays employment contracts and agreements of employees.
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Authorization

Can view NFC reader settings
Can view notification settings
Can view terminal settings

Can view record settings

Can view fields tracked for employees
Can view work rules

Can view account transfer rules
Can view user groups

Can view administrative roles
Can view user permissions

Can view all vacation entitlement calculation
rules

Can view all accounts
Can view enumerations

Can remove user link as employee

Cloud Attendance System iTA | User Guide

What is it used for

Displays the configuration of NFC readers.

Displays e-mail notification settings.

Displays the configuration of terminals assigned to the customer.
Displays the settings of attendance record types.

Displays the list of tracked fields in the employee profile.
Displays the work rule settings (working hours, breaks, etc.).
Displays the rules for automatic transfer of balances between accounts.
Displays an overview of employee groups.

Displays an overview of defined custom administrative roles.
Displays an overview of permissions assigned to users.

Displays the rules for calculating vacation entitlement.

Displays an overview of all time accounts (vacation, overtime, etc.).
Displays predefined values used in system settings and forms.

Removes the employee role from a user.
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3.2. Organization

The Organization tab lets you split employees into groups for easier overview. A single employee can belong to multiple groups.
These groups can be assigned group administrators with specific permissions. You can also build the company’s organizational

People

chart: by linking these groups, you define parent departments and create a structure for multi-level approval of absences. Groups
can also be independent of each other.

Zaméstnanci Organizace Externi uZivatelé

[ Pridat skupinu [ Kontrola schematu [ ‘

[ sichni zamestnanc ]
¥ Cloud Tester

¥ Mobatime Liborius
Biela Sandra

Cupera Viadimir
Chvatil Stefan

Svatofiova Monika

—

UZivatelské role Sprava GDPR

¥ Spasic Katerina

W zaméstnanci: 0

Skupina Brno
¥ Svatofiova Monika

Biela Sandra
CEupera Viadimir

Chvatil Stefan

Zaméstnanci: 3

3.2.1. Creating a Group

1.

Click

Zaméstnanci Organizace Externi uZivatelé

I Pfidat skupinu I [ Kontrola schematu [ l

¥ Cloud Tester

¥ Mobatime Liborius
Biela Sandra

Cupera Vladimir
Chvatil Stefan

Svatofiova Monika

——— o

Uzivatelské role Sprava GDPR

¥ Spasic Katerina

Zaméstnanci:

Management

¥ Jankéi Pavel
Biela Sandra
CEupera Viadimir
Chvatil Stefan

Svatofiova Monika

[

Skupina Brno
¥ Svatoiové Monika

Biela Sandra
CEupera Vladimir

Chvatil Stefan
Zamé&stnanci: 3

Fill in the basic information:

Skupina Praha
¢ Jankd Pavel
Biela Sandra
Cupera Viadimir
Chvatil Stefan

Svatofiova Monika

Zamknout schema {ledat

Zamknout schema Hledat
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Nové skupina

Zskladniinformace  Vedouciskupiny  Vyb&r zamé & | Opravnéni zamé: & Zaméstnanci: 0 Hledat

Nézev skupiny *

Popis skupiny

@ Potvrdit

o Fields marked with * are required.

3. Assign a group leader and their permissions:
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Nové skupina

Zakladniinformace  Vedouciskupiny  Vyb&r

Vedouci skupiny
Vedouci skupiny

Dochazka Tester
Dochézka Tester

Hladik Pavel
Chvatil Stefan

Platnost od

Platnost do

PFidat opravnéni

Pidat opravnéni *

Zamé&stnanci: 0

Miize mazat vyjimky k porugenim
Muéze mize upravovat bilanci uétd
Miize pidat novy Easovy zaznam

4. Select the employees who belong to the group:
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Nové skupina

Zakladniinformace | Vedouciskupiny  Vyb&r

Oprévnéni

Zamé&stnanci: 3
Zaméstnanci ve skupiné @
Vaichni zaméstnanci

& Biela Sandra
Skupina ukézka (Organizace)

& Chvatil Stefan & Cupera Viadimir
o
stredisko Brno (Nakladové stredisko)
Stredisko Praha (Nakladové stredisko)

Vylougeni ze skupiny @

Hledat

Skupina ukazka (Organizace)
Stredisko Brno (Nakladové stredisko)

Stedisko Praha (Nakladové stredisko)
2PP (Jednotka nakladi)

At the same time, select employees who will be excluded from the group (useful when you add an entire department to the
organization but want to exclude specific employees from it):

Nova skupina

Zakladniinformace  Vedouci skupiny  Vyb&r zamé

Oprévnéni

Zamé&stnanci: 2
Zaméstnanci ve skupiné @
Vsichni zaméstnanci

& Chvatil Stefan
Skupina ukézka (Organizace)

& Cupera Viadimir
=)

Stredisko Brno (Nakladové stredisko)

Stredisko Praha (Nakladové stredisko)
Vylougeni ze skupiny @
Sandra Biela
Stefan Chvatil
Monika Svatofiova

=
Vladimir Cupera

Hledat

You can also adjust their permissions within the group:
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PFidat opravnéni

PFidat opravnéni *

Ma roli
Miize pridat svilj zaznam s aktudlnim ¢asem
Miize smazat svou vlastni absenci

5. Click :

Nova skupina

Zakladniinformace  Vedouci skupiny  Vyber

Zaméstnanci: 2 Hledat

Nézev skupiny * & Chvatil Stefan & Cupera Vladimir

Skupina A

Popis skupiny

3.2.2. Schema Check

The Schema Check verifies that everything is configured correctly — for example, in the case of multi-level absence approval
(whether employees and their supervisors have correctly configured profiles for the whole schema to work properly).

CIick| Schema Check i) l
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Zaméstnanci Organizace Externi uZivatelé

[ Pridat skupinu | Kontrola schematu [ I

¥¥ Cloud Tester

¢ Mobatime Liborius

Uzivatelské role

Sprava GDPR

o

¥ Spasic Katerina
W zamastnanci: 0
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Zamknout schema Hledat

Biela Sandra

CEupera Viadimir

Chvatil Stefan

Svatofiova Monika

¢ Jankd Pavel

skupina Brno.

¥ Svatofiova Monika

Biela Sandra Biela Sandra

Cupera Vladimir Cupera Vladimir
Chvatil Stefan Chvatil Stefan

Zaméstnanci: 3 Svatofiova Monika

—

Kontrola schematu

Biela Sandra
Cloud Tester
Cupera Viadimir

Dochazka Tester

Dochazka Tester
Chvatil Stefan
Misak David
Musil Vojtéch

Necas Martin

Novak Jan

Panclova Natélie
Polas JiFi

pridanit test

Ruzové Julie

smazat test smazat
Smycek Libor
Soukup Michal

Spasic Katerina
Suchy Michal
Svatoriova Monika
Tester Pavel

Uhi Milan

ukonceny-obnoveny Test

Vesela Klaudia

Vomécka Vladimir

Zamestnanec Novy

3.3. External Users

External users are users who do not have an account on the Employees tab (for example, an external accountant).

Hint:

An external user can be used not only for people outside the company, such as an external accountant, but also to
create an additional access profile for a regular employees . This profile can be configured with different
permissions, such as rights for administer or edit attendance records.

To create an external users, you must use an email address other than the one associated with a regular user .
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Example:

A payroll accountant can create a separate user profile with administrator privileges.
After logging in with this profile, they can make specific changes to attendance records without using their regular
employee account .

Zaméstnanci Organizace Externi uZivatelé

© PFidat uzivatele

UZivatelské role Sprava GDPR

E-mail v Jméno v PFijmeni v

libor.sobotik@mobatime.cz

hladikp@mobatime.cz

paveljanku@mobatime.cz
badine1668@jofuso.com
jiri.polas@mobatime.cz

michal linhart+privo1@gmail.com

Celkem polozek: 8

3.3.1. Adding an External User

Zaméstnanci | Organizace

© PFidat uzivatele

E-mail

libor.sobotik@mobatime.cz

hladikp@mobatime.cz

pavel janku@mobatime.cz
badine1668@jofuso.com

jiri.polas@mobatime.cz

Liborius ~ Mobatime
pavel Hiadik
pavel Janku
pavel Jankd

Jift Polas
Katka Test

Externi uZivatelé UzZivatelské role

~ Jméno v PHjmeni v

michallinhart+privo1@gmail.com

Celkem polozek: 8

Liborius Mobatime
Pavel Hladik
Pavel Jank
Pavel Jank

Jid Pol3
Katka Test

Sprava GDPR

2. Enter the first name, last name, and email.
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Pridat uZivatele

PFijmeni *

3. Click the newly created user, then go to the Authorization tab and assign the permissions or roles you want the user to
have.

Osobni Gdaje Liborius Mobatime <€ Mobatime Liborius vy

Autentizace

Spravcovska opravnéni  Opravnéni vedouciho skupiny

Opravnéni
[ @ Opravnéni umoziiujici uzivateli spravovat dochazkovy systém. Lz pridat skupinu oprévnéni pridanim specialniho opravn&ni "M roli ... ]
Jsou prid@ tato avnéni

<
Ma roli: Sprévce zakaznika, Osoba, kter smY spouUtyt reporty

Spréavce zakaznika @

Jsou pridélena tato opravnéni
Muze nastavit jiného uZzivatele jako zaméstnance

Muze odstranit Sablony export(

MUze odstranit sablony report(

Muze piisobit jako spravce terminalu

Muize spoustét zakaznické exporty

Muze spoustét zakaznické reporty

Miize upravit exporty zékaznikil

Muize upravit informace o zakaznicich

MUze upravit nastaveni ¢tecky NFC

Muze upravit pracovni pravidla.

Muze upravit pravidla pro vypocet naroku na dovolenou
Muze upravit pravidla prevodu Gétu

Muze upravit uzivatelské role

@ Ulozit

3.4. Administrator Roles

In addition to the system’s built-in roles, you can define new roles that match the specific requirements of your company. For
example, you can define a role for an external user who should only be able to view the system without being able to make
changes.
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Zaméstnanci Organizace Externi uZivatelé UZivatelské role Sprava GDPR
Nové role it B
Nazev v Popis v Typrole N
Spravce zakaznika v Sprévce zakaznika  Uzivatelska role
Sprévce zékaznika v Sprévce zakaznika Role vedouciho skupiny

HR sprévce zékaznika v HR sprévce zékaznika UZivatelské role
GDPR administrator v GDPR administrator ~ UZivatelska role

Osoba, kterR smY spo... Osoba, kterB smY's... Uzivatelska role

Celkem polozek: 5

3.4.1. Adding a New Role

Zaméstnanci Organizace Externi uZivatelé UZivatelské role Sprava GDPR

Hledat

Nazev v Popis v Typrole v
Spravce zikaznika v Spravce zékaznika  Uivatelska role
Sprévce zikaznika v Spravce zakaznika  Role vedouciho skupiny

HR spravce zakaznika v HR spravce zakaznika UZivatelska role
GDPR administrator v  GDPR administrator ~ UZivatelska role

Osoba, kterls smV spo...  Osoba, kter® smY s... Uzivatelska role

Celkem polozek: 5

2. Enter the role name, description, and role type:
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Nové role

Typ role *

Uzivatelska role
Zaméstnaneckd role
Role ¢lena skupiny
Role vedouciho skupiny

UZivatelska role

@ Ulozit || ZavFit

3. Assign permissions to the role:

Pridat opravnéni

Pridat opravnéni *

Miize odstranit Sablony export(i
Mdze odstranit 3ablony reportl
Miize plisobit jako spravce terminalu

3.4.2. Customer Administrators

This is where you can create and delete accounts that are allowed to manage and perform various operations in the iTA
attendance system.
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3.4.2.1. Creating a New Administrator

If this is an external user (a user who does not have an account on the Employees tab), enter their first name, last name, and
email on the External Users tab and assign them the Customer Administrator role, or another role you previously created for this
purpose. The user can then navigate the system based on the rules you have granted:

1. Click the external user (a user who does not have an account on the Employees tab), or create an external user .

2. Open the Authorization tab:

Osobni tdaje [<Zpét Katka Test € TestKatka MR

Autentizace -, Z P ER = .
Spravcovska opravnéni  Opravnéni vedouciho skupiny

[

@ Opravnéni umoziiujici uzivateli spravovat dochazkovy systém. Lze pFidat skupinu oprévn&ni pfidanim specidlniho opravnni "M roli ..."

Upravit opravnéni | Jsou pidélena tato opravnéni

<

B Ulozit

3. CIick[ Edit Permissions ]:

Osobni tdaje {<Zpé‘ Katka Test € TestKatka v )’

Autentizace - 2 PP 2 o P o
Spravcovska opravnéni  Opravnéni vedouciho skupiny

Opravnéni
[ @ Opréavnéni umoziujici uZivateli spravovat dochézkovy systém. Lze pidat skupinu oprévn&ni pfidanim specidiniho opravnéni "Mé roli ..."

Upravit opravnéni | Jsou pFidélena tato opravnéni

<

4. Click Has Role and confirm with :
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PFidat opravnéni

Pidat opravnéni *

Ma roli

Muze nastavit jiného uzivatele jako zaméstnance
Miize odstranit Sablony export(i

MdZe odstranit 3ablony reportl

5. Click the newly assigned permission and, in the pop-up window, assign the Customer Administrator role or another role
you previously created for this purpose:
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Katka Test E Test Katka

Osobni udaje

Autentizace i PP

Opravnéni fho skupiny

Opravnéni

[ @ Opréavnéni umozujici uzivateli spravovat dochazkovy systém. Lze pfidat skupinu oprévn&ni pfidanim specidiniho opravnni "Mé roli ..."

at opr: Pro uloZeni zmén ulozte formular.

Filtrovat

ID Ma roli: Neni nastaven parametr I

M roli: Neni nastaven parametr

Upravit opravnéni *

GDPR administrator

HR spravce zakaznika

Osoba, kterR smY spoultyt reporty
Spravce zakaznika

click _confirm ],
6. Click[ save J.
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Osobni daje <zpét | Katka Test

Autentizace

Spravcovska opravnéni  Opravnéni vedouciho skupiny

Opréavnéni

€ | TestKatka vy

[ @ Opréavnéni umozujici uzivateli spravovat dochazkovy systém. Lze pfidat skupinu oprévn&ni pfidanim specidiniho opravnni "Mé roli ..."

<

Ma roli: Spravce zakaznika

Sprévce zakaznika ©

Jsou pFidélena tato opravnéni

MUze nastavit jiného uZivatele jako zaméstnance
MuZe odstranit 3ablony exportd

Muze odstranit Sablony reportii

Mtize péisobit jako spravce terminélu

Muze spoustét zakaznické exporty

Muize spoustét zakaznické reporty

Muize upravit exporty zakaznikii

Muze upravit informace o zakaznicich

Mize upravit nastaveni ctecky NFC

Muze upravit pracovni pravidla.

Mtize upravit pravidia pro vypocet naroku na dovolenou

Muze upravit pravidla prevodu Gétu

MUZe upravit uZivatelské role

" B Ulozit ‘

3.5. GDPR Management

3.5.1. Overview

Since the update to version 1.8.0 of 27 April 2018, the attendance system has fully implemented the tools required for personal

data protection — GDPR.

GDPR (General Data Protection Regulation) is the EU regulation on the protection of personal data, which took effect uniformly
across the EU on 25 May 2018.

It is governed by Regulation (EU) 2016/679 of the European Parliament and of the Council and, in the Czech Republic, replaces the

existing personal data protection framework based on Directive 95/46/EC and the related Act No. 101/2000 Coll., on the
protection of personal data.

The Regulation clearly defines the following terms:

Data controller

Data processor

a natural or legal person, public authority, agency, or other body which, alone or jointly with
others, determines the purposes and means of the processing of personal data

a natural or legal person, public authority, agency, or other body that processes personal data

on behalf of the controller

The data controller is always the user of the attendance system; the processor may be, for example, an external accounting firm.

As the controller, you always designate, within the company’s organizational structure, the list of authorized persons of the data

controller. To grant this permission to yourself or to another company administrator, please contact your iTA system provider.

3.5.2. Handling of Personal Data

In the attendance system, we consider every employee’s data to be private. This applies in particular to their name, personnel

numbers, date of birth, and similar information. In addition to these, employee attendance records can also be considered

private.

In general, the following requirements must be met:

46
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3.5.2.1. Protect the Data We Store From Access by Third Parties

All employees’ personal data, including their backups, is stored at the highest possible security standard on Microsoft Azure
servers in Germany, the country with the strictest personal data protection laws in the world.

The database is protected with a very strong password and can only be accessed from specifically allowed IP addresses.

Personal data is transferred between the cloud server and the user exclusively over an encrypted connection using the https://
protocol, with website authenticity verified by a certificate.

3.5.2.2. Manage Access to Personal Data for System Users

Our software lets you manage access permissions and configure access for each user according to the employer’s individual
requirements.

In the role of the distributor, we can request access to the system via remote management. To obtain this permission, we ask the

customer for access via a link in the [EESIU[s/sleJa i — INEC 4V e Ction:

I = Prehled i Lidé O Dochizka # Reporty ~ & Exporty ~ ¥ Nastaveni ~ 0 2~ = CZ~ Podpora v

Napovéd

Prezence | Schvalovani = Dennidochazka || Statistiky
Kontaktujte nas

O Zobrazit skupiny (] PFitomni 1 (] NepFitomni 20 Hledat

€ Biela sandra @ Musil Vojtéch © Ruzova julie € Tester Pavel

€ Cloud Tester @ Netas Martin € smycek Libor €@ uhimilan

© Cupera Viadimir € Novékjan € soukup Michal © Vesela Klaudia

€ Dochazka Tester €@ Panclova Natalie € spasic Katerina

@ Chvatil Stefan 11:53 Prichod €@ Polas Jifi © suchy Michal

© Misak David @ pridani1 test © svatoiiova Monika

Kontaktujte nas

Zavolejte nam: 517 30 20 10
Napiste nam e-mail: ita@mobatime.cz
Formuld pro zp&tnou vazbu: Kiiknéte zde

Vzdalena podpora: Nejprve kontaktujte pracovnika podpory. Poté iiknéte zde

A PIN code is then generated; once it is shared with the administrator and access is approved, the support technician gains
remote access. The administrator approves the access and thereby grants rights for a fixed period of 1 hour. All these events are
recorded in the personal data disclosure log (who requested access, who approved it, etc.).

3.5.2.3. Provide Records of Access to Each Employee’s Personal Data on the
Employee’s Request

Every employee has the right and option to request a log showing when and by whom their personal data was viewed, as well as
a list of the data recorded about them.

We collect records of every access to an employee’s personal data.

Only the authorized person of the data controller — designated directly by the data controller, as described in the introduction to
the GDPR chapter — has access to these options.

3.5.2.4. Maintain Database Consistency When Restoring From a Backup

As mentioned, backups are stored on dedicated servers located in Germany.
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When restoring from these backups, an employee may have been anonymized or deleted in the meantime. At the moment of
restoration, the data must therefore not contain personal data of deleted employees. To meet these requirements, all data is
compared with the current database during restoration and evaluated to determine which data should be restored.

The People tab displays a list of all registered employees with selected data fields. You can choose which fields appear in the

columns and configure them under the

To open the page, click .

Before that, however, you need to add employees to the system and fill in the required information.

Zaméstnanci

Organizace

Externi uZivatelé

Uzivatelské role

© Pridat Hromadné upravy Tabulka:  Zaméstnanci v

Jméno v
Monika
Libor
Michal
Vojtéch
Sandra
Klaudia
Viadimir
Michal
Stefan
David
Natalie
Julie
Martin
Pavel
Novy
JiFi
Milan
Katerina
Tester
Tester

Tester

Prijmeni v
Svatofiova
Smycek
Suchy
Musil
Biela
Vesela
Cupera
Soukup
Chvatil
Migak
Panclova
RuZovd
Negas
Tester
Zamestnanec
Polas

Uhl

Spasic
Cloud
Dochazka

Dochazka

Osobni Eislo

9
11CP
56892-AB

1b2a89

10AP
3CDR95
469
758
853()
467
456

787

Celkem polozek: 26 (Zobrazuji polozky: 23)

Pracovni rezim v
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Préce na smény

Tydenni pracovni schema
Volna pracovni doba
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Tydenni pracovni schema
Volna pracovni doba
Tydenni pracovni schema
Tydenni pracovni schema

Tydenni pracovni schema

Sprava GDPR

Tydenni pracovni pravidio -
Tyden Monika

Tydenn - 8h v pracovni dny
Tydenn - 8h v pracovni dny
Tydenni smény Pavel

Tydenn - 8h v pracovni dny
Tydenni - 8h v pracovni dny

Tydenni - 8h v pracovni dny

Tydenni - 8h v pracovni dny
Tydenni - 8h v pracovni dny
Tydenni - 8h v pracovni dny
Tydenni - 8h v pracovni dny
Tydenni - 8h v pracovni dny

Brno tydenni pravidio

Uhl tyden

Tyden Monika

Nastaveni pracovniho dvazku

Denni pracovni Gvazek uréeny pracovnim pravidiem
Denni pracovni Gvazek urceny pracovnim pravidiem
Denni pracovni Uvazek ureny pracovnim pravidiem
Denni pracovni Uvazek uréeny pracovnim pravidiem
Denni pracovni Uvazek urceny pracovnim pravidiem
Dennf pracovni tvazek ureny pracovnim pravidiem
Denni pracovni Gvazek uréeny pracovnim pravidiem

Denni pracovni tvazek urteny pracovnim pravidlem

Mésicni pracovni tvazek - pevna hodnota pro kazdy mésic v roce

Denni pracovni Gvazek uréeny pracovnim pravidlem
Denni pracovni tvazek urteny pracovnim pravidlem
Denni pracovni Gvazek uréeny pracovnim pravidlem
Denni pracovni Gvazek uréeny pracovnim pravidlem
Denni pracovni tvazek urteny pracovnim pravidlem
Dennf pracovni dvazek ureny pracovnim pravidiem
Denni pracovni Gvazek urceny pracovnim pravidlem
Denni pracovni tvazek urceny pracovnim pravidlem
Mesiéni pracovni tvazek - vypotend hodnota

Denni pracovni Gvazek uréeny pracovnim pravidlem
Denni pracovni tivazek urceny pracovnim pravidlem

Denni pracovni Gvazek uréeny pracovnim pravidlem

Oddéleni

Hledat

RFID ~

3528756054

1386974294
3535374166

843811158
3791882582
1660455510
1958285600
34835542
2726988630
1913949270
1391101526

570853462
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4 ATTENDANCE

The Attendance module displays an overview of your employees’ attendance information.

To open the page, click .
4.1. Main Toolbar

On the main toolbar you can open any number of tabs. Each tab shows a view with its own settings that you can adjust as
needed. For example, you can select specific employees or groups of employees, display statistics, switch between days, months,
or years, and so on.

Add new tabs using the plus “+” button, or rename them using the pen icon on the left side of the tab. Close tabs using the “x” on
the right side of the tab, or simply rearrange tabs by dragging with the mouse (drag-and-drop). The tab labeled “Main Panel” is the
default tab and cannot be closed.

Note that opening too many different detail views without a specific purpose can distort the attendance view. If these
detail views serve no specific purpose, we recommend closing them all using the “x" icon.

4.1.1. <Back Function

The Back function returns you to the monthly overview of the current month.

4.1.2. Module

Lets you switch between the individual modules (absence, attendance, location, reports, approving, shifts, tables, locking).

4.1.3. Employee Selection

Lets you select a specific group of employees (individuals, departments, branches, teams...) whose records you want to view.
Unless otherwise specified in the “Employee Selection” field, the overview for all employees is displayed.

4.1.4. Overview Type

Overview display options:

+ Day

+ Week — employee
+ Week — group

+ Month

* Year

4.1.5. Time Period Selection

Lets you select a specific day, week, month, or year depending on the overview type.

4.1.6. GoTo...

Filter for selecting a specific employee from the available employee group whose absence you want to display.
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4.1.7. Y Function (Statistics)

To display an employee's statistics, select the employee in the main table and click the “Statistics...” icon on the main toolbar. To
show a specific day, select the desired day in the main table. To select multiple employees or days, hold the Ctrl key while
selecting, or simply hold down the left mouse button and drag across the desired selection. The statistics show:

+ Absences — here you can see when employees were not at the workplace and why.

4.2. Absence Module

This module lets an employee plan their own absences and view the absences of their colleagues (if they have the relevant
permission).

Module Absence | Overview type any | Month (month) any | Go to ... any

ehled % Lide © Dochazka 1=

/ Hlavnipanel  Detail
Modul Vybér zaméstnanca Typ prehledu Msic (brezen) Prejit na ..
<Zpst | Absence v | i% Vsichnizamestnanci | Mssic v € brezen2026 > Chvatilstefan v X

9.po |0t |1Lm [12E | 13.pé | 14sm | fSne f6po |17t | &st 1.2 | 20pi |2Ls |22ne |2hpe | it | | 26&  Z.ps s | 2ne | po | It

Cupera Viadimir

Dochizka Tester

Smyzek Libor

Soukup Michal
T0ap

Tester Pavel
456

Uhi Mian

To manage the Absence module, the employee must be granted access rights in People - Employees - select the relevant
employee — Authorization - [ Edit Permissions ]—> [ Add Permission ]

Then select the permission that allows viewing presence and choose the employees or groups of employees you want to grant
access to.
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Osobni daje Vladimir Cupera - Opravnéni € | Viadimir Cupera MR

Pracovni smlouvy

Opravnéni & Opravnéni iho skupiny a a opra

Autentizace

[ @ Individuaini opravnéni zaméstnance a opravnén pridalena ve skupinach organizace. Lze pridat skupinu opravnni pridanim specidiniho opravnéni "Ma roli ...

Upravit opravnéni | Individualni opravnéni

Geolokatni data jsou posilany, ale nejsou vyzadovény

Miize pouzivat mobilni aplikaci

Muze pouzivat webové rozhrani

Miize pridat sviij zaznam s aktudlnim asem v online rezimu

Muize pridat svijj zéznam v offline rezimu

MiiZe upravovat (vytvéFet,ménit,mazat) své viastni Zasové zaznamy
Miize zamykat svou vlastni dochézku

Miize zazadat o schvéleni své absence: Dovolend

Muze zazadat o smazani své absence: Viechny Uty

I Muze zobrazit absence skupiny zaméstnancd: Skupina Brno I

Miize zobrazit presenci zvolenych skupin zaméstnancii: Skupina Brno

Muize zobrazit smény zvolenych skupin zaméstnanct: Skupina Brno
Vaichni zaméstnanci @

Jsou pFidé&lena tato opravnéni

Maze zamykat dochazku na trovni zaméstnance

B Ulozit |

4.2.1. Requesting an Absence — Employee View

For full-day or multi-day absences, use the “Monthly or Yearly Overview”, where the employee can easily select the days they
need.

Right-clicking the selected days opens a menu.

From this menu, the employee can choose one of the allowed absences in the “Insert Absence...” field, or add the required
records in the “Add Records” field (the same as in the “Daily Overview”; however, here you can edit multiple arrivals and
departures at the same time).

ed O Dochézka

# Hiavni panel  (+]

Modul Vgb&r zam&stnanct Typ prehledu Misic (duben) Prejitna ..
< zpét Absence v & Viichni zaméstnanci Mésic v <€ duben 2026 b4 Cupera Vladimir v z

Cupera Vadimir

Eupera Viadimir

23.4.2026
| VloZit absenci... >| Dovolena
Statistika... 1/2 Dovolena

Pokrocilé pridani absence ...

Tip:
To select multiple days, hold the Ctrl key while selecting, or simply hold down the left mouse button and drag
across the desired selection.
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In the Absence module, the employee then sees their planned absences and the related requests. They can also view absence
statistics, but cannot make changes to other employees' absences.

ed @ Dochizka

# Hiavni panel  (+]

Modul Vyb&r zaméstnanct Typ prehledu Mésic (duben) Prejit na .
< zZpét Absence v | & VEichnizaméstnanci | Mésic v ¢ duben2026 »  CuperaViadimir v X

Cupera Vicimir

4.3. Attendance Module
4.3.1. Daily Overview

4.3.1.1. Basic Description

The daily overview displays records for a single specific day. In this overview, you can perform manual edits, corrections, and
adjustments to attendance. You can approve work rule violations and add missing clock-in or clock-out times.

Module Attendance | Overview type Day | Date (day) any | Go to ... any

¢ O Dochazka =1 Rey

/ Hlavnipanel  Detail

Modul Vybér zaméstnancii Ostatni filtry Nastavenivzhledu  Typ prehledu Datum (stFeda) Prejitna ...
< zZpét Dochazka v | 4& Vichnizaméstnanci | + Zobrazit vie Vychozi  ~ Den v < 01.04.2026 > Soukup Michal v | E
7S]
o6is8 1532
o000 o0 0200 0300 oa00 05100 06:00 o700 o800 0300 10:00 100 1200 1300 1400 1500 1600 17:00 1800 19:00 2000 2100 2200 2300

Zaznamy Upraveno: 2
v Prehledy  Kvyfeseni [E)
0 Zobrazit detaily

Pracovni pravidlo Denni - Po-Pa 8h || #'Z
Cas Zdroj

06:58 - Pfichod Terminal (vstup) Dennipracovni (vazek 8:00
15:32 - Odchod Terminal (vstup) Celkovy odpracovany cas 800
Placeny cas 8:00
# Upravit 1
[P_ Vypotitané prestavky 0:30
Absence
J4dné absence [ Proplatit ] [ Zménit délku pracovniho dne
Zamknout dochézku
© Pridat absenci ~
Bilance
Utet Zatatek Zména Manuélni zména Periodicka zména Konec
O Dovolena -78:53 -78:53
O vikend 9:28 9:28
[ Noeni 14:00 14:00

# Upravit
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4.3.1.2. Viewing and Editing Attendance

Timeline

A graphical view of the employee’s attendance on a timeline. To see more detailed information, hover the mouse over the section

of the timeline whose data you want to display.

06:58 Préce: 12:30-15:30 (3:00) | 1532

06:00 07:00 08:00 09:00 10:00 11:00

Records

Records display the times the employee arrived at and left the workplace, the break, and any additional information such as a
doctor’s appointment or business trip. Records can be edited and supplemented later — you can add an arrival or departure, or

delete an incorrect record.

¢ O Dochazka =1 Rey 2 Exporty v & N

/ Hlavnipanel  Detail

Modul Vybér zaméstnanci Ostatni filtry Nastavenivzhledu  Typ prehledu Datum (stfeda) Prejitna...
< zpét Dochézka v & Vdichnizaméstnanci  + Zobrazit vie Vychozi  ~ Den v <€ 01.04.2026 % SoukupMichal v
)
oeiss 15
oo lotos  |ozeo  |osoo  [osoo  |osoo  |oeoo o700 lomeo  |osoo 1000 |1too 1200 1300 a0 |1so0  lweoo 1700 so0 |0 w00 210 200 7300
Zaznamy Upraveno: 2
v Prehledy  Kvyfeseni [E)
0 Zobrazit detaily
Cas Zdroj
06:58 - Pfichod Terminal (vstup) Denni pracovni (vazek 8:00
15:32 - Odchod Terminal (vstup) Celkovy odpracovany cas 800
Placeny ¢as 8:00
# Upravit 1 )
{P_ Vypogitané prestavky 0:30
Absence

[ Proplatit ] [ Zménit délku pracovniho dne

Zamknout dochézku
© Pridat absenci ~
Bilance

Z&dné absence

Utet Zatatek Zména Manuélni zména Periodicka zména Konec
O povolena -78:53 -78:53
O vikend 9:28 9:28

[ Noeni 14:00 14:00

# Upravit |

The “Show Details” option is also available for records. When selected, it displays detailed information about the chosen day —
time, date, type, source, changes, and the record’s note. In addition, if the geolocation feature is used, you can see the record's

GPS coordinates with the option to display the record on the map.
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Lide © Dochazka

/' Hiavni panel
Modul Vybér zaméstnanci Ostatni filtry Nastaveni vzhledu Typ prehledu Datum (Gtery) Prejitna ...
Dochézka v| | 4& VSichnizaméstnanci ||+ Zobrazit vie Vjchozi  ~ Den v € 14.04.2026 % | SvobodaJan v E
=
o658 1600
w00 osos  Josoo  [oeoo oo fosoo  [oeeo w000 |moo [0 |10 [0 [1s00 e |meo [0 |woo [0 [2t00 200 |0 [oowo  [oron  [ozoo
Zaznamy
Zobrazit detaily
- ¥ Zobrazit
Cas Pro den Typ zaznamu Vypotteno systémem Zdroj Zmeny Poznamka @ Zobrazit mapu
06:58 14.4.2026 Pfichod Pfichod CGupera Viadimir (Mobilni terminal) S
' () anovice
<
Google
7@ Datamap Smiuvni podminky
16:09 14.4.2026 Obecné Odchod Terminal (vstup)
# Upravit
Absence

Z4dné absence

© Pridat absenci ~

Absences

Absences display the employee’s time away due to vacation, sick leave, or other individual absences. Absences can be added or
deleted later.

© Dochazka

#' Hlavni panel Detail
Modul Vgb&r zam&stnanci Ostatnifiltry Nastavenivzhledu  Typ prehledu Datum (stFeda)
< zpét Dochézka v & Vaichni zaméstnanci + Zobrazit vie Vychozi - Den v < 01.04.2026 > Soukup Michal M z
=
o556 1532
oo00  Joroo  lozo0 om0  |oaso  |osoo  os00 0700  log00 0900 1000 1100 1200 300 1400 w00 1s00 1700 1800 1900 2000 2100 2200 2800

Zaznamy U :2
Y Upravene Pehledy  Kvyreseni [
() Zobrazit detaily

. _ Pracovni pravidlo Denni-Po-Pa 8h || #' Zména
Cas Zdroj

06:58 - Prichod Terminal (vstup) Denni pracovni dvazek 800
15:32 - Odchod Termindl (vstup) Celkowy odpracovany cas &oo
Placeny ¢as 8:00
Vypotitané prestavky 0:30
Absence
$4dné absence [ Proplatit ] Zménit délku pracovniho dne
Zamknout dochazku
© Pridat absenci ~
Bilance
Uget Zagatek Zména Manualni zména Periodicka zména Konec
[ povolena -78:53 -78:53
O vikend 9:28 9:28
[ Noéni 14:00 14:00

#' Upravit ‘

Overviews

Overviews show which work rule governs attendance for a specific day, the working time obligation, how many hours the
employee was actually at work, and how much time was deducted from this for breaks.
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Attendance

#' Hlavni panel

Modul

< zZpét Dochézka

o000 o100 0200
Zaznamy Upraveno: 2

0 Zobrazit detaily
Cas
06:58 - Prichod

15:32 - Odchod

# Upravit 1

Absence

Z&dné absence

© Pridat absenci ~

Detail

Vyb&r zaméstnanct

v & VEichni zaméstnanci
o0 losoo  ose0  |osoo
Zdroj

Terminal (vstup)

Terminal (vstup)

Ostatni filtry

V' Zobrazit vie

o700

Nastavenivzhledu  Typ prehledu Datum (stFeda) Prejitna ...

Vychozi Den v € 01.04.2026 % | soukupMichal v
)
s
os00  ozo0 oo weo  izoo 1300 400 1500 1600 700 101900

2000 2100 2200 2300

Prehledy  Kvyfeseni [E)

Pracovni pravidlo

Denni pracovni dvazek
Celkovy odpracovany ¢as
Placeny tas

Vypotitané prestavky

[ Proplatit ] [ Zménit délku pracovniho dne

Zamknout dochazku

Bilance
Utet Zatatek Zména Manuélni zména Periodické zména Konec
O Dovolena -78:53 -78:53
O vikend 9:28 9:28
[ Noeni 14:00 14:00

Thel Pay Out Ifunction allows you to pay out an early arrival, a late departure, or a break.

The[ Lock Attendance ]function locks or unlocks attendance, typically used for attendance review and payroll processing in

the company.

Balance

This section shows the cumulative balance status (and the status of other accounts) from the previous day (opening balance) plus
or minus the new value for the given day (closing balance).

#' Hlavni panel

Modul

< zpet Dochézka

woo  Jotoo ozoo
Zaznamy Upraveno: 2

O Zobrazit detaily
Cas
06:58 - Prichod

15:32 - Odchod

Absence

Z4dné absence

© Pridat absenci ~

Detail

V§b&r zam&stnanci

v | 8 V3ichni zaméstnanci
0300 o#o  los00 0600
Zdroj

Terminal (vstup)

Terminal (vstup)

To Be Resolved

Ostatnifiltry Nastavenivzhledu  Typ prehledu Datum (stFeda) Prejitna ...
+ Zobrazit vie Vychozi - Den v < 01.04.2026 > Soukup Michal M
=
656 1532
o700 om0 om0 1000 1100 1200 300 1400 w00 1s00 1700 1800 1900

Prehledy  Kvyfeseni [J

Pracovni pravidlo
Denni pracovni tvazek
Celkovy odpracovany Eas
Placeny cas

Vypotitané prestavky

20:00 21:00 2200 2300

Denni - Po-Pa 8h || #'Zména

[ Proplatit ] Zménit délku pracovniho dne
Bilance

Uget Zagatek Zména Manualni zména Periodicka zména Konec
[0 povolena -78:53 -78:53
O vikend 9:28 9:28
[ Noéni 14:00 14:00

#' Upravit ‘

This section displays violations of the configured work rule. When you select “Show Details”, the system suggests possible

resolutions.

BE-801487.3 | 2026

55


file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/module-attendance-daily-overview.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/module-attendance-daily-overview.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/module-attendance-daily-bilance.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/module-attendance-daily-bilance.png

Attendance Cloud Attendance System iTA | User Guide

/ Hlavnipanel  Detail

Modul Vyb&r zaméstnanct Ostatni filtry Nastavenivzhledu  Typ prehledu Datum (stFeda) Prejitna ...
< zZpét Dochizka v #& VSichnizaméstnanci | + Zobrazit vée Vychozi Den v € 01.04.2026 % | soukupMichal v |
)
o658 3
w00 oo lozoo  losoo  |oaso  [osoo  osoo  lozoo  |osoo  |osoo w000 10 izeo  13o0 1400 1s00 w0 |0 woo oo 200 200 2200 2300

Zaznamy Upraveno: 2
y Up Piehledy  KvyFeseni [EJ
O Zobrazit detaily

[ Zobrazit popis

&as Zdroj

VyFeseno Poruseni Vyjimky Akce
06:58 - Prichod Terminal (vstup)

Ne [ Poruseni rozmezf placené = P~ ; - - ]
1539 0dehod Termindl (vsup) AP Schvait poruseni rozmezi placené pracovni doby

[ Proplatit jako praci v bézném gase

# Upravit o o i i

Ne Poruseni rozmezi placené [ Schvait poruseni rozmezi placené pracovni doby }

b pracovni doby
sence

[ Proplatit jako praci v b&ném Zase
Zadné absence

© Pridat absenci ~

4.3.2. Weekly Overview — Employee

4.3.2.1. Basic Description

Displays a weekly attendance overview for one employee within a specific month. Weeks always start on Monday and end on
Sunday.

If a week is split across two months, the days from the neighboring month are included. For better clarity, days (accounts) such as
sick leave, vacation, working from home, etc. are color-coded. A red cell indicates a work rule violation.

Module Attendance | Overview type Week — employee | Month (month) any | Go to ... any

/ Mlavnipanel  Detail

Modul Vyb&r zam&stnanci  Ostatni filtry Nastavenivzhledu  Typ prehledu Masic (duben) PFejitna ..

Dochézka v | | i& SkupinaBrno | v Zobrazitve Vychozi  ~ Tyden-zamé.. v | €  duben 2026 > Chvatil Stefan v =

duben 2026

Tyden 14

Tyden 15 7:58 7:28 739
D

Tyden 16 806 805 7:56 7:49 7:48

Tyden 17 812 4:30 7:52 812 7:56
LE

Tyden 18 7:52 805 815 7:51 hsc00

4.3.2.2. Viewing Statistics

y Function (Statistics)

To display an employee’s statistics, select the desired day in the main table. To select multiple days or weeks, hold the Ctrl key
while selecting, or simply hold down the left mouse button and drag across the desired selection.
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¢ O Dochazka =

/ Hlavnipanel  Detail

Modul Vyb&r zaméstnancii  Ostatni filtry Nastavenivzhledu  Typ prehledu Maésic (duben) Prejitna ...
Dochazka v | & SkupinaBrno | | Zobrazitvie Vychozi - Tyden - zamé... v < | duben 2026 > Chvatil Stefan v E
S]
duben 2026
Tyden 14 fec00 e
Tyden 15 7:58 7:28 7:39
D
Tyden 16 8:06 8:05 7:56 7:49 7:48
Tyden 17 812 430 7:52 812 7:56
LE
Tyden 18 7:52 8:05 815 7:51

The statistics show:

Overview a quick overview of violations, the work schedule, and time worked.
/ Miavnipanel  Detail [+
8 420 DTS
Balance an overview of the accounts in use, tracking various facts — vacation, night work, sick leave...
# Wavnipanel  Detall [+
8 420 EEEEETTIT S
Prehled OsA-saldo ' D-Dovolena  HO-Home Office I Vik - Vikend CIN - Nozni
Absence here you can see when employees were not at the workplace and why.
# Hiavnipanel  Detail [+]
8 -+ 20 EEEEEETTIT S

To Be Resolved displays violations of work obligations for the selected period.

prr— .
0 14200 YT R

Prehied  Mlodpracov
Bilance

mezi placené pracovni doby (2/0)
Absence

Kvyreseni

Zaznamy

Schvilent

Records a summary of records for the selected period.
# Hlavni panel Detail :
0 ++ 22 EEEENCTTTT I
[
Approval

lets you view approved requests for the selected period.

pIv——.
0 14200 YT R

Prehled
Bilance
Abser
Ky

Schvaleni
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4.3.2.3. Editing Attendance

To change a value (edit it, approve a violation...), select the cell in which the change is to be made and right-click it. You can select
a single specific day for a single specific employee, or any number of days.

If a single day is selected, the change is made for that day for the selected employee.

Make your selection in the following options table:

fehled & Lidé © Dochazka = Reporty v 2 Exporty v % Nastaveni v Svatc Monika v ™= CZ v Podpora v

/ Hlavnipanel  Detail

Cl
Modul Vyb&r zaméstnanci  Ostatni filtry Nastavenivzhledu  Typ prehledu | > Prejitna ..
. ) aes . e o P .
Dochézka & SkupinaBrno || v Zobrazit vie Vychozi Tyden - zame, oo R > Chvatil Stefan z
|
Reporty... >
duben 2026 Po Ut st g
PFidat zaznamy
Tyden 14 800 8
I Generovaczzmamy
. 7:58 7 39
Tyden 15 Zménit pracovni pravidlo
D
Tyden 16 806 805 7:56 7 Statistika... 48
Tyden 17 812 4:30 7:52 8:12 7I56
LE

Tyden 18 7:52 8:05 8:15 P00

(';:im & Prehled & Lidé O Dochazka 1= Reporty v & Exporty v % Nastaveni v S Monika v ™= CZ v Podpora v

/ Hlavnipanel  Detail

Chvatil Stefan
23.4.2026

Modul Vybér zaméstnancii  Ostatni filtry Nastaveni vzhledu Typ pFehledu PFejitna ...
Dochézka v 38 Skupina Brno + Zobrazit vie Vychozi - Tyden-zame| o candi R > Chvatil Stefan v =
Reporty.. >
duben 2026 Po Ot St (
Pfidat zaznamy
Tyden 14 . 8
I Generovat zmamy
" 7:58 7
Tyden 15 ‘ Zménit pracovni pravidlo
D
Tyden 16 j#:08 805 7:56 7] statistika... ]
Tyden17 812 4:30 7:52 8:12 7:56
LE

Tyden 18 7:52 8:05 8:15 7:51 6200

The next rows offer the available change types:

+ Insert Absence

* Reports

+ Account History

+ Account Balance Correction
+ Add Records

+ Generate Records

+ Change Work Rule

+ Statistics

If a longer period is selected, the change is made in all selected cells. The information about the time period is shown in the first
two rows.

When editing, always check carefully that the cell is correctly selected and that the values in the first two rows match the date and
employee you want to edit.
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4.3.3. Weekly Overview — Group

Displays an attendance overview of a selected group of employees for a specific week. For better clarity, days (accounts) such as
sick leave, vacation, working from home, etc. are color-coded. A red cell indicates a work rule violation.

Module Attendance | Employee Selection Sales Department | Overview type Week — group | Week (week) ... any | Go to ... any

idé © Dochazka = - v & Nastaveni v

# Hiavnipanel  Detail

Modul Vyb&r zaméstnanci  Ostatni filtry Nastavenivzhledu  Typ prehledu Tyden (17. - 2026) PFejit na ..

Dochazka v | & SkupinaBrno || « Zobrazitvie Vychozi  ~ Tyden - skupina v € 20.4.2026-26.4.2026 % | CuperaViadimir v z

" 757 7:10 7:00
Biela Sandra 200 8:00 800 8:00 8:00
Cupera Viadimir 5533 3533 8:00 8:00

812 4:30 52 “a12 7:56
Chvatil Stefan : ’ : ’ ’
3CDR95 LE

4.3.3.1. Viewing Statistics and Editing Attendance

The Weekly Overview — Group works on the same principle as the Weekly Overview — Employee. You can edit records, use
reports... However, instead of showing individual weeks with data for a specific employee, this view shows a single specific week
with data for the selected group of employees.
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Statistics

em 5 Prehled & Lidé O Dochazka ¥ Reporty 3 % & Nastaveni v fova Monika ¥

# Hlavni panel Detail
Modul Vyb&r zaméstnanci  Ostatni filtry Nastavenivzhledu  Typ prehledu Tyden (17. - 2026) Prejitna..
Dochazka v | & SkupinaBrmo || « Zobrazitvie Vychozi  ~ | | Tyden - skupina v € 20.4.2026-26.4.2026 | % | CuperaViadimir v E
=

" 7557 7:10 7:00
Biela Sandra 8:00 8:00 8:00 8:00 8:00
heee B ]
& , 7:40 8:00
Cupera Viadimir 8:00 8:00 8:00 8:00
D D

| 4

Chvatil &tefan 812 430 752 812 7:56

3CDR95 LE

Lidé © Dochazka # Reporty 2 Exporty & Nastaveni v
#' Hlavni panel Detail
B 2420 TS
PFehled Porugeni/Vyfeseno 8/2
Bilance Pracovni Gvazek: | Pro zobrazeni kompletnich informaci oznatte cely mésic nebo vice mésicti.
Absence Odpracovano: 54:07
K vyFeseni +/-: Pro zobrazeni kompletnich informaci oznatte cely mésic nebo vice mésici.
Zaznamy
Schvaleni

" 7:57 7:10 7:00
Biela sandra 8:00 8:00 8:00 8:00 8:00
7:40 8:00 4 /

Cupera Viadimir 800 8:00 8:00 8:00
Y g ®

3 T & & 2
Chvatil Stefan &:12 [4:30 7:52 812 7:56
3CDR95 LE

Editing

¢ O Dochazka =

# Hlavni panel Detail
Modul Vybér zaméstnancii  Ostatni filtry Nastavenivzhledu  Typ prehledu Tyden (17. - 2026) Prejitna ..
Dochdzka v & Skupina Brno V Zobrazit vie Vychozi - Tyden - skupif| 3 zam&stnanci 6.4.2026 | » Chvatil Stefan v z
21.4.2026

VloZit absenci... >

So 25. Ne 26.
i 7:57 s po
Biela Sandra l5:00 - &y ! Reporty. M
o . - PFidat zaznamy
&upera Viadimir &3 o ) 3
2P| cenerovat zaznamy
Chvatil Stefan 812 4:30 1:57 | ) ’ .
3CDR95 e — Zménit pracovni pravidio

Vymazat absence

Statistika...

4.3.4. Monthly Overview

Employees only see their own attendance.

4.3.4.1. Basic Description

The monthly overview displays records for one entire calendar month. For better clarity, days (accounts) such as sick leave,
vacation, working from home, etc. are color-coded. A red cell indicates a work rule violation.

Module Attendance | Overview type Month | Month (month) any | Go to ... any
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O Dochazka i Re;

# Hlavni panel

Detail

Modul Vybér zaméstnanci  Ostatni filtry Nastaveni vzhledu Typ prehledu Meésic (duben) Prejit na ...
Dochazka v & Skupina Brno V Zobrazit vie Vychozi A Meésic ~ € | duben 2026 > Biela Sandra v z

Duben 2026

5.ne |6.po |7.at |8.st |9.& | 10.p4 11.so 12.ne 13.po 14.at|15.st |16.&t | 17.pa| 18.s0 19.ne|20.po 21.Gt| 22.st | 23.&t | 24.pa| 25.s0 | 26.ne| 27.po| 28.4Gt| 29.st | 30.&t

Biela Sandra 757 70 (7:00 736 (756 (737 (748
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a ss o o
Y L W W A
Cupera Vladimir 7:40 800 827 (816 836 831
800 800 |m00 800 800 |s00 |800 (800
o o ) o
< A 1 4
Chvatil Stefan 7:49 7:48 812 430 1:57 812 7:56 7:23 1:27 1:44 1:34
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4.3.4.2. Viewing Statistics

Y Function (Statistics)

To display an employee’s statistics, select the desired day in the main table. To select multiple days or employees, hold the Ctrl
key while selecting, or simply hold down the left mouse button and drag across the desired selection. The statistics show:

Overview a quick overview of violations, the work schedule, and time worked.
Balance an overview of the accounts in use, tracking various facts — vacation, night work, sick leave...
Absence

here you can see when employees were not at the workplace and why.

To Be Resolved displays violations of work obligations for the selected period.

Records a summary of records for the selected period.

Approval lets you view approved requests for the selected period.

Statistics Selected for the Whole Group

¢ O Dochazka = v

# Hlavni panel

Detail
B 142020 T N
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S
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P 5 o > o
. . : : e, S e i, b
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4 > E 4 L]
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Statistics Selected for an Employee
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4.3.4.3. Editing Attendance

To change a value, left-click the cell in which the change is to be made and then right-click in that cell. You can select a single
specific day/week or any number of days/weeks.

Make your selection in the following options table:
The first two rows show the name of the employee and the date on which the edit will be performed.

The next rows offer the available change types:

+ Insert Absence

* Reports

* Account History

+ Account Balance Correction
+ Add Records

+ Generate Records

+ Change Work Rule

+ Lock Attendance

+ Statistics
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O Dochizka

Chvatil Stefan

# Hlavni panel Detail 14.4.2026
Modul Vybér zaméstnanci  Ostatni filtry Nastaveni vzhledu Typ prehledu VloZit absenci... > Prejit na ...
Dochazka v & Skupina Brno + Zobrazit vie Vychozi - Meésic Reporty... > > Chvatil Stefan v z

Pridat zznamy

Duben 2026 29.st | 30.¢

Generovat zaznamy
Biela Sandra
1b2a89

Zmenit pracovni pravidio
Eupera Viadimir

Zamknout dochazku “ A A
812 430 (157 @12 |7 723 127 (144134

Statistika...
“ u L]

Chvatil Stefan
3CDRIS

If a longer period or multiple employees are selected, the change is made in all selected cells. The information about the time
period and the number of employees is shown in the first two rows.

© Dochazka

3 zamé&stnanch

# Hlavni panel Detail 13.4.2026
Modul Vyb&r zaméstnanci  Ostatni filtry Nastavenivzhledu  TyppFehledu | VioZit absenci.. > PFejitna ..
Dochazka v| | & SkupinaBrno | | v Zobrazitvie Vychozi  ~ Mésic Reporty... R % | ChvatilStefan v z
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Zamknout dochazku

Chvatil Stefan
3CDR95

Statistika...

When editing, always check carefully that the cell is correctly selected and that the values in the first two rows match the date and
employee you want to edit.

4.3.5. Yearly Overview

Employees only see their own attendance.

Displays a yearly attendance overview for one specific employee. For better clarity, days (accounts) such as sick leave, vacation,
working from home, etc. are color-coded. A red cell indicates a work rule violation.

Module Attendance | Overview type Year | Year (year) any | Go to ... any

O Dochézka =

# Hlavni panel Detail
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4.3.5.1. Viewing Statistics and Editing Attendance

The yearly overview works on the same principle as the monthly overview — you can edit records, use reports... However, instead
of showing employees, this view shows the individual months.

Overviews

4.4. Location Module

Displays labels on a map showing the location of each attendance record.
Module Location | Employee Selection any | Overview type any | Month (month) any

Hover the mouse over a location label to view information about the record: the first and last name of the employee who created
it, the date, the time, and the record type. Each employee has their own generated label color.
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4.5. Reports Module

This module is used to obtain a quick overview and summary information about an employee’s attendance.
Module Reports | Employee Selection any | Report any | Overview type any | Month (month) any

In their profile, on the Attendance tab, an employee can download their own report according to the parameters they select in
this module.

In the “Report” menu, you can choose from predefined report templates. Several options are available, e.g. Employee Detail,
Month Detail, Violations Overview, and many more.

© Dochazka =

/ Mlavnipanel  Detail
Modul Vyber zaméstnanci  Report Typ prehledu Msic (duben)

Reporty v | & SkupinaBrmo | Detail zaméstnance var. 1 Mésic v € duben 2026 >

=~
 Automatcey nacita nied
Tento néhled je pouze pro omezeny poet zaméstnancil. Pro kompletni data report exportujte, nebo zaslete e-mailem.
173 Detail zaméstnance var. 1 Dochézkovy systém iTA
01.04.2026 - 30.04.2026 Sandra Biela Osobni ¢islo:: 1h2a89
Den Uvazek | Odpracovan| Prestévky | Saldo(t) | Dovolens | Lékaf() | Nemoc(s) | Prescas(x) | Zaznamy
1.t 08:00 07:39 0030 -00:21 721 1550
2. 08:00 07554 0030|  -00:06 706 1619
3. pé 08:00 00:00 00:00
4.50. 00:00 00:00 00:00
5. ne. 00:00 00:00 00:00
6.po. 08:00 00:00 00:00
7.t 08:00 00:00 00:00|  -08:00
8.5t 08:00 00:00 00:00|  -08:00
9.t 08:00 00:00 00:00|  -08:00
10. pé. 08:00 00:00 00:00|  -08:00
1150, 00:00 00:00 00:00
12.ne. 00:00 00:00 00:00
13. po. 08:00 0731 0030|  -00:29 729 1618
14. it 08:00 0734 0030  -00:26 726 1604
155t 08:00 00:00 00:00|  -08:00
16. 8t 08:00 00:00 00:00|  -08:00 7:00
17. pé. 08:00 00:00 00:00|  -08:00
18.50. 00:00 00:00 00:00
19.ne. 00:00 00:00 00:00
20. po. 08:00 00:00 00:00 -08:00
21. 6t 08:00 00:00 00:00 -08:00
22.5t. 08:00 07557 0030|  -00:03 703 1555
2.8 08:00 07:10 0030|  -00:50 730 1510
24. pé 08:00 07:00 0030|  -01:00 800 1645
25.50. 00:00 00:00 00:00
26.ne. 00:00 00:00 00:00
27. po. 08:00 07:36 00:30| 0024 724 1615

4.6. Approving Module

This module makes it easy to manage approvals within a defined time range and group of employees. Users can approve, reject,
or comment on an approval and view the approval history.

Module Approving | Employee Selection any | Overview type any | Month (month) any

Users with the relevant permissions can view, approve, co-approve, reject, or comment on an approval. Note: The difference
between the Approving section and the Approving module is that the Approving module only displays approval requests within
the active employee selection and time period. By contrast, the Approving tab in the Overview section displays all approval
requests.
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# Hlavni panel

Modul

Detail

Vybér zaméstnancii  Typ prehledu

Mésic (duben)

Schvalovani v & Skupina Brno Mésic v ¢ duben2026 >
=
Zaméstnanec » Typ zadosti » Popis » Datum v Poznamka » Stav » Zménu proved| »
) 31.03.2026 ) i
Cupera Viadimir Absence - Pridani Dovolena 08:00 07.04.2026 - 08.04.2026 null Castecné schvéleno Cupera Viadimir
Absence - Smazani Dovolena 100% 09.04.2026 - 10.04.2026 mon Schvaleno Spasic Katerina
15.04.2026 Zrugeno Svatofiova Monika
Cupera Viadimir Absence - Pfidani Dovolena 100% 23.04.2026 - 24.04.2026 © Schvéleno Svatoriova Monika
Cupera Vladimir Absence - Smazani Dovotens+00% 20.04.2026 @ schvéleno Svatoriova Monika
Cupera Viadimir Absence - Pridani Dovolena 100% 20.04.2026 @ schvéleno Svatoriova Monika
Cupera Viadimir Absence - Pfidani Dovolens 08:00 16.04.2026 - 17.04.2026 © schvéleno Spasic Katerina
B Cupera Viadimir Absence - Pridani Dovolena 08:00 15.04.2026 ® Zruseno Cupera Vladimir
B 14.04.2026 14:34 PFidani 15.04.2026 @ Zruzeno Cupera Viadimir

14.04.2026 14:33
Cupera Viadimir

O Cupera Viadimir

PFidani
Absence - Pfidani

Absence - Pridani

Dovolena 08:00

Dovolena 08:00

15.04.2026
09.04.2026 - 10.04.2026

07.04.2026 - 08.04.2026

mon

@ Ke schvaleni
@ Schvéleno

@ Castetné schvéleno

Cupera Viadimir
Spasic Katerina

Svatoriova Monika

Cupera Viadimir Absence - Pfidani Dovolend 08:00 31.03.2026 @ Schvaleno Svatofiova Monika

4.7. Shifts Module

Allows shift planning for employees in shift work.
Module Shifts | Employee Selection any | Overview type Month | Month (month) any | Go to ... any

This module lets the employee plan their own shifts and view their colleagues’ shifts (if they have the relevant permission). The
employee cannot, however, make changes to other employees’ shifts.

A user with the appropriate permission can confirm or reject employees’ proposed changes, or enter their own changes. To grant
employees permission to use the shift calendar, go to People = Employees - select the relevant employee - Employment
Contracts and, under Work Schedule , select Shift Work .

To grant permission to view shifts, go to People —» Employees - select the relevant employee - Authorization - “Add
Permission”, then select, specify, and save the relevant permission.

To set or change shifts, select the cell in which the change is to be made and right-click it. You can select a single specific day for a
single specific employee, or any number of days or employees.

If a single day is selected, the change is made for that day for the selected employee.
Make your selection in the following options table:

The first two rows show the name of the employee and the date on which the edit will be performed. The next rows offer the
available change types:

Change Shifts Assigns shifts that you have configured in the work rules.

Copy Shifts Lets you copy existing shifts. After selecting this function, the “Paste Shifts” option is displayed.

Rotate Shifts Rotates shifts between two or more employees.

Repeat Shifts Repeats shifts up to a configured date.

Statistics Displays absence and shift statistics.

If you have administrator permissions, you can manage the shift calendar. All shift calendar changes are initially drafts pending
approval. A cell pending approval is marked with a blue corner in the lower right. To confirm, right-click the cell and choose
“Confirm Changes” or “Discard Changes". You can select a single specific day for a single specific employee, or any number of days
or employees.

4.8. Tables Module

This module displays time records and other data in a tabular editor, with the option to export them in various formats.
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O Dochazka i Re;

/ Hlavnipanel  Detail
Modul Vybér zaméstnancii  Tabulka Typ prehledu Mésic (duben)
Tabulky v | | & Skupina Brno Bilance a Mésic v ¢ duben2026 >
eS|

| Q

Casové zaznamy

Porugeni
Den v Osobnitislo v jméno v PrimTNTUSSYb  Druhpohybu
1.4.2026 1b2a89 sandra  Biela  Absence 21 Dochézka
242026 1b2a89 Sandra  Biela Casovéosy 2% Dochézka
3.4.2026 1b2a89 sandra  Biela Statni své -08:00 Dochézka
6.4.2026 1b2a89 sandra  Biela Statni své -08:00 Dochézka
7.4.2026 1b2a89 Sandra Biela Saldo -08:00 Dochézka
8.4.2026 1b2a89 Sandra Biela Saldo -08:00 Dochézka
9.4.2026 1b2a89 sandra  Biela Saldo  -08:00 Dochézka
1042026  1b2as89 sandra  Biela Saldo  -08:00 Dochézka
13.42026  1b2a89 sandra  Biela Saldo  -00:29 Dochézka
1442026 1b2a89 sandra  Biela Saldo  -00:26 Dochézka
15.42026  1b2a89 sandra  Biela saldo  -08:00 Dochézka
16.4.2026 1b2a89 Sandra Biela Saldo -08:00 Dochézka
17.4.2026 1b2a89 Sandra Biela Saldo -08:00 Dochézka
2042026  1b2as89 Sandra  Biela Dovolené -08:00 Dochézka
2142026 1b2a89 sandra  Biela Dovolené -08:00 Dochézka

Celkem polozek: 46

Detail

# Hlavni panel

Modul Vybér zaméstnanci  Tabulka Typ prehledu Mésic (duben)
Tabulky v | & SkupinaBrno | Bilance v Mesic v & duben2026 >
=

Den © Osobnitislo v Jméno v Pijmeni v UZet ~ Pohyb v Druh pohybu v
Exportovat do PDF
1.4.2026 1b2a89 Sandra Biela Saldo -00:21 Dochazka
X Exportovat do excelu
2.4.2026 1b2a89 Sandra Biela Saldo -00:06 Dochazka
3.4.2026 1b2a89 Sandra Biela Statni sva' -08:00 Dochazka Exportovat do CSV
6.4.2026 1b2a89 Sandra Biela Statni sva -08:00 Dochéazka i "
Nacist zobrazeni
7.4.2026 1b2a89 Sandra Biela Saldo -08:00 Dochézka
Ulozit zobrazenf
842026 1b2a89 Sandra  Biela Saldo 0800  Dochizka st zobrazent
9.4.2026 1b2a89 Sandra Biela Saldo -08:00 Dochézka Nastavit vychozi zobrazeni
10.4.2026 1b2a89 Sandra Biela Saldo -08:00 Dochazka
13.4.2026 1b2a89 Sandra Biela Saldo -00:29 Dochazka
14.4.2026 1b2a89 Sandra Biela Saldo -00:26 Dochazka
15.4.2026 1b2a89 Sandra Biela Saldo -08:00 Dochéazka
16.4.2026 1b2a89 Sandra Biela Saldo -08:00 Dochézka
17.4.2026 1b2a89 Sandra Biela Saldo -08:00 Dochézka
20.4.2026 1b2a89 Sandra Biela Dovolena -08:00 Dochazka
21.4.2026 1b2a89 Sandra Biela Dovolena -08:00 Dochazka

Celkem polozek: 46

It provides a clear overview of record types, sources, and record notes.

4.9. Locking Module

This module locks or unlocks attendance, typically used for attendance review and payroll processing in the company.
Module Locking | Employee Selection any | Overview type any | Month (month) any

It provides easy management and a complete overview of attendance locking. Users can lock or unlock attendance and view the
status of all lock levels for the selected time period and group of employees.

There are 3 lock levels:

4.9.1. Locked by Employee

At this level, the employee can lock their own attendance. Once locked, the employee can no longer edit their own attendance. By
doing so, the employee typically signals to the group leader that their own attendance is complete and reviewed. The group
leader and company administrator can still edit the attendance.

1. Select the employee using the checkbox:
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ehled © Dochazka ladimir v ™= CZ v Podpora ¥

/' Hlavni panel

Modul Vyb&r zaméstnancii Typ pFehledu Mésic (duben)
< zZpét Zamykani v & Vichni zaméstnanci Meésic - < duben 2026 >
)
O nmn & 01 vedoucim skupiny 0/1 spravcem & i0/1
Ozmatit vie | | zrusit oznateni
Zaméstnanec Osobni Eislo
= Cupera Viadimir

2. Click[ Lock Attendance ]:

G4 = prehled © Dochazka Cupera Viadimir v ™ CZ v Podpora ¥

/ Hlavni panel

Modul V§b&r zam&stnanct Typ prehledu Mésic (duben)
< zpst Zamykéni v | i& Vsichni zaméstnanci Mésic v ¢ duben2026 >
=
o ”n E o/1 vedoucim skupiny 0/1 spravcem Enosti 0/1

Oznatit vie Zrusit oznaéeni

| @zamknout dochazku | Poznamka

Zaméstnanec Osobni &islo

Cupera Viadimir

4.9.2. Locked by Group Leader

The group leader can lock the attendance of employees in their group. Once locked, the group leader can no longer edit the
attendance of the locked employees. The company administrator can still edit the attendance. By doing so, the group leader
typically signals to the company administrator that their own group is complete and reviewed.

4.9.3. Locked by Company Administrator

The company administrator can lock the attendance of all employees in the company. Once locked, no one can edit the
attendance of the locked employees. Typically used for payroll processing in the company.
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5 APPROVING

5.1. Configuration

For the Approving module to work correctly, you must first create an account for the employee in the iTA attendance system.

To create an account for an employee, go to People - Employees - click the relevant employee = Authentication . Then click
Create Access and enter the employee’s email address, which will receive their username and password.

2 Exporty v % Na
Osobni daje | <zeét | Natalie Panclova, Osobni &islo: 758 - Autentizace € | Natalie Panclova ks
Pracovni smlouvy .
Uet RFID PIN

Zmenit PIN
Oprévnéni

QR kéd
< Zobrazit | Zménit | Vymazat

Then, on the Authorization tab, set the permissions you want to grant the employee and save.
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Osobni udaje Natalie Panclova, Osobni Cislo: 758 - Opravnéni < Natalie Panclova vy

Pracovni smlouvy

Opravnéni & Opravnéni iho skupiny a a opra

Autentizace

[ @ Individuaini opravnéni zaméstnance a opravnén pridalena ve skupinach organizace. Lze pridat skupinu opravnni pridanim specidiniho opravnéni "Ma roli ...

Upravit opravnéni | Individualni opravnéni

<

Oprévnéni

Vaichni zaméstnanci @

Jsou pFid&lena tato opravnéni

Muze zamykat dochazku na trovni zaméstnance

Skupina Praha @

Jsou pridélena tato opravnéni

Muze zamykat dochazku na trovni zaméstnance

B Ulozit

Pridat opravnéni

Pridat opravn&ni *
MiiZe upravovat (vytvaret,ménit,mazat) své vastni éasové zaznamy
MuiZe upravovat (vytvaret, ménit,mazat) své vlastni asové zaznamy, Gpravy musi byt s¢
Miize zamykat svou vlastni dochézku
Muze zazadat o schvlenf své absence

Mii3a 72342t A cmazini cué ahcanra

If needed, the employee can create their own vacation and planned absence requests, and edit/add clock-in and clock-out times.

5.2. Clock-in/Clock-out Record

For this option, the employee uses Overview - the Daily Attendance tab, where they click a tile (clock in, clock out, break, doctor's
appointment, etc.).

For both clock-in and clock-out, the “Generic” record can be used. The system then automatically determines whether it is a clock-
in or clock-out.
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Prezence  Schvalovani  Dennidochazka  Statistiky iTAv2.4.0.20
Datum (stfeda) Prejitna ...
<€ 29.04.2026 b4 Cupera Vladimir v
Prehledy Zaznamy
Pracovni pravidlo O Zobrazit detaily ; . o
Pfichod Odchod Pestavka Lékar
Denni pracovni tivazek 8:00 Cas 2droj
— — (o} (o}
Celkovy odpracovany ¢as 0:00 m m
. Obchodni cesta Obchodni cesta Y "
Placeny ¢as 0:00 /7 Upravit Home Office zacétek Konec Sluzebni cesta
Vypotitané prestavky 0:00

5.3. Changing a Clock-in/Clock-out

The employee makes the change in the Attendance module, if they have the relevant permission:

Osobni tdaje \ <zpét | Vladimir fupera - Opravnéni < Viadimir Cupera M4
Pracovni smlouvy

Oprévnénizaméstnance  Opravnéni vedouciho skupiny  Spravcovska opravnéni

Autentizace ,
{ @ Individuaini opravnéni zaméstnance a oprévnén pridélend ve skupinach organizace. Lze pridat skupinu oprévnénf pridanim specidiniho oprévn&ni "Ma roli ...

Upravit opravnni | Individualni opravnéni

Geolokacni data jsou posilany, ale nejsou vyZadovany

Oprévnéni

Muze pouzivat mobilnf aplikaci
Miize pouzivat webové rozhrani
Muze pridat svilj zéznam s aktudlnim asem v online rezimu

Miize pridat svij zaznam v offline rezimu

Muze upravovat (vytvéet,ménit,mazat) své vlastni Zasové zaznamy

Muize zamykat svou viastni dochézku

Muze zazddat o schvélenf své absence: Dovolend

Muize zazdat o smazani své absence: Viechny ucty

Muize zobrazit absence skupiny zaméstnancd: Skupina Brno

Muze zobrazit presenci zvolenych skupin zaméstnanci: Skupina Brno

Miize zobrazit smény zvolenych skupin zaméstnancu: Skupina Brno
Vsichni zaméstnanci @

Jsou pFidélena tato opravnéni

Muze zamykat dochazku na urovni zaméstnance
B Ulozit |

Module Attendance | Overview type Day | Date (day) the day on which the clock-in/clock-out should be changed | Go to ... the
employee the change applies to|

In the Records section, the employee clicks and changes the time and, if needed, the record type in the relevant fields.
For both clock-in and clock-out, the “Generic” record can be used. The system then automatically determines whether it is a clock-
in or clock-out. Finally, save by cIicking[ Confirm & Close ]

BE-801487.3 | 2026 71


file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/record-arrival-departure.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/record-arrival-departure.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/approving-authorization.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/approving-authorization.png

Approving Cloud Attendance System iTA | User Guide

ehled © Dochazka

# Hiavni panel  (+]

Modul Vyb&r zaméstnancii Ostatni filtry Nastavenivzhledu  Typ pFehledu Datum (stfeda) Prejit na ...
< zp&t ] Dochézka v & Vdichnizaméstnanci  + Zobrazit vie Vychozi  ~ Den v <€ 29.04.2026 % CuperaViadimir v | £
2]
o9
o0 lotos  |ozeo  |osoo  [osoo  |osoo  |osoo o700 lomeo  |osoo 1000 |1too 1200 1300 a0 |1so0 w600 1700 so0 | w00 210 200 7300
Zaznamy _ o
Prehledy  Kuyfeseni [l
O Rozsifend editace
Pracovni pravidlo Den Monika
Cas Typ zdznamu Smazat
o Denni pracovni Gvazek 8:00
09:20 [c] Pichod v
Celkovy odpracovany ¢as 0:00
* v ]
18:02 O | | odchod Placeny cas 0:00
@ Vypotitané prestavky 0:00
Potvrdit & ZavFit 1 Zaviit
Absence 5

Z4dné absence

Bilance
[:0 S — Ucet Zagatek ~ Zména  Manualnizména Periodicka zména Konec
[ saldo -46:33 -8:00 -54:33
O povolena 372:00 372:00

For full-day or multi-day absences, use the “Monthly or Yearly Overview”, where the employee can easily select the days they
need. Right-clicking the selected days opens a menu. From this menu, the employee can choose one of the allowed absences in
the “Insert Absence...”" field, or add the required records in the “Add Records” field (the same as in the “Daily Overview”; however,
here you can edit multiple arrivals and departures at the same time).

Tip:
To select multiple days, hold the Ctrl key while selecting, or simply hold down the left mouse button and drag
across the desired selection.

When an employee creates a record that requires approval, the request is shown to their supervisor or supervisors (in the case of
multi-level approval) in the Approving module, and also in the Approving section. The record can then be approved, partially
approved, or rejected.

In this module, the employee sees only their own requests (the same as in the Overview section, Approving tab):

upera Vladimir v

ehled © Dochazka

/ Hiavni panel  [+]

Modul Vybér zaméstnanci Typ piehledu Mésic (duben)
‘ < Zpét Schvalovani v & Vichni zaméstnanci | | Mésic ~ € duben 2026 >
S
:
Zaméstnanec » Typ zadosti » Popis » Datum v Poznamka » Stav » Zménu proved| »
i 31.03.2026 . .
Cupera Vladimir Absence - Pridani Dovolena 08:00 07.04.2026 - 08.04.2026 null Castetné schvleno Cupera Viadimir
Dovolena 100% 09.04.2026 - 10.04.2026 mon Ke schvalent Spasic Katerina
15.04.2026 Schvéleno Svatofiova Monika
O Cupera Viadimir Absence - Pridani Dovolena 100% 23.04.2026 - 24.04.2026 @® Ke schvaleni Cupera Vladimir
O Cupera Viadimir Absence - Pfidani Dovolena 100% 20.04.2026 ® Ke schvaleni Cupera Viadimir
Cupera Viadimir Absence - Pridani Dovolena 08:00 16.04.2026 - 17.04.2026 @ schvaleno Spasic Katerina
Cupera Vladimir Absence - Pridani Dovolena 08:00 15.04.2026 @ Zruseno Cupera Vladimir
Cupera Viadimir Absence - Pridani Dovolena 08:00 09.04.2026 - 10.04.2026 @ schvéleno Spasic Katerina
O Cupera Viadimir Absence - Pridani Dovolena 08:00 07.04.2026 - 08.04.2026 mon © Castecne schvaleno Svatoriova Monika
Cupera Viadimir Absence - Pridani Dovolena 08:00 31.03.2026 @ schvéleno Svatoriova Monika

5.4. Approval History

You can configure how far back in the history you want to see approval records:
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Prezence Schvalovani Denni dochazka Statistiky iTAv2.4.0.20
Oznatit v: ] Historie bez omezenf v

Zaméstnanec » + Meésicni historie pipis » Datum ~ Pozndmka » Stav »

Zménu proved| »
Pdlroni historie

Cupera Viadimir Ro¢ni historie 5:00 23.04.2026 - 24.04.2026 null Ke schvélenf Cupera Viadimir
ovolena 08:00 20.04.2026 Schvéleno Spasic Katerina
ovolena 100% 15.04.2026 ZruSeno
Bez historie .

Cupera Viadimir | ihsance o bidan el Dovolens 100% 23.04.2026 - 24.04.2026 ® Ke schvaleni Cupera Viadimir
Cupera Viadimir Absence - Pfidani Dovolena 100% 20.04.2026 ® Ke schvaleni Cupera Viadimir

Cupera Viadimir Absence - Pfidani Dovolené 08:00 16.04.2026 - 17.04.2026 @ schvaleno Spasic Katerina
Cupera Viadimir Absence - Pfidani Dovolend 08:00 15.04.2026 @ Zruseno Cupera Viadimir

Cupera Vladimir Absence - Pfidani Dovolena 08:00 09.04.2026 - 10.04.2026 @ schvéleno Spasic Katerina
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6 REPORTS

6.1. Run Report

Prezence

O Zobrazit skupiny (J P¥itomni 0 () Nep¥i

€ BielaSandra
€ Cloud Tester
€ Cupera Viadimir
© Dochazka Tester
€ chvatil Stefan
€ Misak David

Schvalovani

Denni dochazk:

@ Panclova Natslie
@ Polas jiii
© pridani1 test

€ Ruzova julie

€ smycek Libor

© soukup Michal
© spasic Katerina
€@ suchy Michal

@ svatoriova Monika

€ Tester Pavel
€@ unimilan
€ Vesela Klaudia

iTAv2.4.0.19

6.1.1. Report Parameters

2 Reporty v 2

Spustit report
UloZené parametry
Planovat reportii

Sablony reportd

Spustit report

Zaméstnanci a skupiny @

[ V3ichni zaméstnanci

Sandra Biela
Tester Cloud
Viadimir Cupera

Obdobi @

Vlastni interval v

bny ©
[Vsechny dny
Pracovni dny
Vikendy
Svatky

Vyberte Sablonu

Kompletni detailni prehled (A4, Landscape) v

od
01.04.2026
Uity ©
Vsechny ucty
Vechny absencni Uty

Vechny prestasové utty
Vechny reportovaci Géty

(J Ve kromé zvoleného...

Kromé

Sandra Biela
Tester Cloud

Viadimir Cupera
Tester Dochazka

Do

30.04. 2026

Poruseni ©

Odpracované minimum nesplnéno
Neshoda zaznamti
Chybgjici geolokacni data u zaznamu

() Ve kromé zvoleného...

Zobrazit nahled || Ostatnivolby | FormatPDF v | & Exportovat ][40deslate-mailem B Ulozit parametry reportu
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Employees and Select a specific employee, multiple employees, or groups. If nothing is selected, the report is
groups generated for all employees.

Except Exclude a specific employee, multiple employees, or a group from the report.

Period Choose one of the predefined periods for which to run the report. If you select “Custom

interval”, you can define your own time period.

Days Select specific days of the week to include, or limit the report to working/non-working days
only.

Accounts Select specific accounts to report on, or keep them all.

Violations To report specific violations, select the rules whose violations you want to track.

Select template From the report templates, choose the layout to display the selected data. The filter can be

saved for repeated use. You can choose from predefined report templates such as Employee

Detail, Month Detail, Violations Overview, and many others. In the “Report Templates” section,

you can also create your own template if none of the predefined ones suit your needs.

[ Show Preview ] Clicking “Show Preview” displays the preview on your device without having to download or
print it.
[ Other Options ] Other options let you display one record per page, repeat the header on all pages, set the time

format to hh:mm or hh:hh, show deleted records, or show all account changes in minutes. You
can also choose to create generated records (if they are enabled) or to show the actual records.

This option exports the document as a PDF, which you can then print.

[ Send by Email ] This option sends the configured report to your email.

[ Save Report Parameterscn\oose this option to save your own report parameters.

6.2. Saved Parameters

To view saved report parameters, choose from the menu.

Monika v ™= CZ v Podpora v

LA (E Prehled i Lide O© Dochazka # Reporty v & Exporty v &

iTAv2.4.0.19

Prezence Schvalovani Denni dochazky

) Zobrazit skupiny () Pfitomni 0 () Nepf fledat

€ Biela Sandra @ Ruzova julie € Tester Pavel
€ Cloud Tester € smycek Libor €@ unimilan
© Cupera Viadimir €@ soukup Michal © vVesel Klaudia

€ Dochazka Tester € Panclova Natalie @ spasic Katerina
€ Chvatil Stefan @ Polas jiii @ suchy Michal
Migak David © piidanit test © svatoriova Monika

Here you can see the reports you have saved with their defined parameters. Clicking a saved report opens the Run Report menu

with your predefined report parameters already filled in.
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Reports

Spustit report UloZené parametry

Plénovat reporti

Nazev ulozenych parametr v Typ v Zaméstnanci v Interval v Sablona v

Sablony reportt
Systémem ulozené param... Vichni zaméstna... Minuly mésic Chart 01

Widget absenci ~

" Widget poruseni + Systémem ulozené param...  Vaichni zaméstna... Posledni pracovni d... Widget porus...

Total Items: 2

6.3. Reports Scheduler
To open the reports scheduler, choose from the menu.

Piehled & Lidée O D

iTAv2.4.0.19

Schvalovani Denni dochazkd

Prezence

O Zobrazit skupiny (J P¥itomni 0 () Nep¥i

€ BielaSsandra © Ruzova julie € Tester Pavel
€ Cloud Tester € smycek Libor €@ unimilan
© soukup Michal € Vesela Klaudia

€ Cupera Viadimir
© Dochazka Tester @ Panclova Natslie © spasic Katerina
€ chvatil Stefan @ Polas jiii €@ suchy Michal

€ Misak David © pridani1 test @ svatoriova Monika

Here you can schedule reports that are automatically sent to recipients or displayed on the dashboard for a specified time.

Spustit report Planovaé reportt

Ulozené parametry
© Pridat naplanovany report
I Planov: portl |

Sablony reportt
SYSTEM_REPORT_ABSENCES_WIDGET... Ruéné

UloZené parametry v Frekvence.r Planovanéy. Planované spusténi-cas v Adresati v  Média v
Ti, kterych se to tyké Email
< SYSTEM_REPORT_ABSENCES_WIDGET.. Ruéné Seznam adresat( Email

Celkem polozek: 2

6.3.1. Creating a Scheduled Report

Click[ Add Scheduled Report ]
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2 Reporty v & B

Spustit report Planovat reportQ
Ulozené parametry
YT r——— i =]

Planovat reportii

UloZené parametry v ¥ Pla év. Pla é spusténi-gas v Adresati v Média v
Sablony reportt

SYSTEM_REPORT_ABSENCES_WIDGET.. Rucné Ti, kterych se to tyka Email

SYSTEM_REPORT_ABSENCES_WIDGET... Rutné Seznam adresat( Email

<

Celkem polozek: 2

6.3.1.1. Scheduled Report Parameters

Spustit report <zpét | \lytvoFit planovany report

UloZené parametry Ulofené parametry *

Planovat reportti Widget absenci v
Sablony reporti Frekvence Hodina * Pouze dny v tydnu @
Kazdy den v 10:00 v pondéli
< dtery

streda
ctvrtek
Platnost notifikace [dny] *

3

Adresati Adresati

Seznam adresatdl v Vsichni zaméstnanci (skupina zaméstnancti)

Management (skupina zamgstnanc)
Skupina Brno (skupina zaméstnanct))
Skupina Praha (skupina zaméstnanc)

Média *
Email
Zpréva v prehledu

Saved parameters Reports you have saved with their defined parameters.

Frequency / Hour / Select the frequency, the hour, and the days of the week on which the reports are sent.

Days of week only

:\ldotiﬁ;:ation validity This setting applies only when reports are sent to the dashboard. It defines how many days the
ays

notification remains visible on the dashboard.

Recipients Three options are available:
+ Those concerned.
+ Recipient list — Select any users to whom the report is shown or sent.
+ Recipient list (optional emails) — Enter any email addresses, including those outside the
company.
Delivery channels Choose where the reports will be sent.
+ Dashboard — The report appears on the dashboard.

+  Email — The system sends an automatic email to the address of a user with an iTA
account.
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6.4. Report Templates

rom the menu.

Prezence Schvalovani Denni dochazk: iTAv2.4.0.19

) Zobrazit skupiny () Pitomni 0 () NepF

fledat
€ BielaSandra € Ruzova julie € Tester Pavel

€ Cloud Tester € smycek Libor €@ unimilan

€ Cupera Viadimir © soukup Michal € Vesela Klaudia
€ Dochazka Tester € Pandlova Natalie @ spasic Katerina

€ Chvatil Stefan €@ Polas jii €@ suchy Michal

€ Misak David © pridanil test @ svatoiova Monika

The system provides predefined reports, or you can create a new template, or have one imported.

Reporty v

Spustit report Sablony reportl

UloZené parametry ‘ 8 Importovat Sablonu ‘ [ Nov Sablona Hiedat B

Plénovat reportii

Nézev 3ablony v Systémové Sablona .x

Detail zaméstnance var. 1 + Zdroj z... Ne

Detail zaméstnance var. 1(11.10.20... Ne
< TEST Mésicni dochazka ~ Ne
TEST - Mésicni dochdzka v Ne
TEST - Mési¢ni dochézka nastojato... Ne
Detail zaméstnance var. 1aé"du €A.. Ne

Detail zaméstnance var. 1 - polozk... Ne

Chart01 ~ Ano
Podklad k fakturaci Ano
Detail zaméstnance var. 1 v Ano
Detail zaméstnance var.2 v Ano
Detail zaméstnance var. 3 v Ano
Detail zaméstnance var. 4 ~ Ano
Detail zaméstnance var. 5 ~ Ano
Prehled poruseni + Ano
Detail skupiny var. 1 ~ Ano
Detail skupiny var. 2 v Ano
Tabulka poruseni skupiny v Ano
Tahiilkea 7A7nami’ skining v Ann

Celkem polozek: 32

6.4.1. Creating a Report Template

1. CIick[ New Template ]:

Reporty
Spustit report Sablony reportQ
UloZené parametry 8 Importovat 3ablonu l I Nova 3ablona I Hledat E]

Plsnova reportii B S
P Nazev 3ablony v Systémova sablona .x

Sablony reporti Detail zaméstnance var. 1 + Zdroj z... Ne
Detail zaméstnance var. 1(11.10.20... Ne

€ TEST Mésitni dochazka v Ne

2. Enter the report template name:

Nové Sablona

Nézev 3ablony
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3. Click . You are taken to the report template parameter settings.

6.4.1.1. Report Template Parameters

Main Settings

In this subsection, you configure the basic settings.

LA Prenled i Lide O Dochézka ¥ Reporty v & Exporty v % Nas Sva nika v ™ CZ v Podpora v
< Zpst
Hlavni nastaveni Zahlavi Tabulka Zapati Specialni zahlavi Sumy Funkce Vlastni proménné
Nézev Sablony [€esky] * Seskupeni stranky * Jazyk editace
Seskupit dle mésice v Cesky v
Seskupeni strénky (Filtr)
Zadny v
Popis [Eesky] *
Format papiru Orientace Okraje
b v Nastojato v Automaticky v
[ B Ulozit H Prejit do grafického editoru ]
Fill in the following fields:
Template name The template’s name.
Page grouping The key used to display the information. Example: to create a template for individual

employees, select “Group by employee”; to group by month, select “Group by month”. The
report will have as many pages as there are selected groupings. (If | select “Group by
employee”, the report will have as many pages as there are employees. If | select “Group by
month”, it will have as many pages as there are months...).

Editing language Select the language in which to send the report. Czech, English, German, and Swiss (Rumantsch)
are currently supported.

Page grouping Choose whether to display only records using a variable, only records with unresolved
(Filter) violations, or only records containing attendance.

Paper format Choose between A4, A3, or the widget displayed on the landing page (Overview).
Orientation Choose portrait or landscape.

Margins Choose between automatic margins and custom margins.

Header

In this subsection, you can create and edit the header. The header is defined by rows, each of which contains a column. The
number of rows and columns defines a table that appears at the top of each page.
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a B Reporty v 2 B

<zpét

Hlavninastaveni ~ Zahlavi | Tabulka | Zapati | Specidlnizahlavi | Sumy = Funkce | Vlastni proménné
Zahlavi
Vnitini odsazeni
Automaticky v
Vyska
x Automaticky v oon v s
Sloupce
Proménna Sitka
x Obecné: Popisek v - + v = ™ 4

Popisek [Cesky]

O Poutzit funkci

Pridat sloupec
© Pridat Fadek

[ 8 Ulozit H Prejit do grafického editoru

Several options are available:

Padding Lets you set the padding (in mm) on each side:
+ Automatic — dimensions are determined automatically by the system.

+ Custom — you set the dimensions yourself.

Height Lets you change the column height:
+ Automatic — the system selects the best height automatically.

+ Fixed height — set a specific height.

Add column Use| Add Column |[to add columns that drive the data in the header. More than 100 options

are available.

Variables: Interval, General, Report, Year, Employee Group, Customer, Employee, Record.

Add row Use| Add Row [to add a new row, which you can again split into columns.

Universal Options

In the options, you can configure the following parameters:
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Width

This setting controls the width of the given parameter relative to the others. For example, the date needs less
space than the overall summary.

Sirka

® rov

T v

/
Move up / move down.

Use this option to move individual columns up or down without having to delete and recreate them.

Sirka
. t +v = Tt 4
50
Label type Choose an automatic label, or rename it freely using the “Custom” option.
Horizontal/vertical alignment
use this function to align data in the table to a specific side.
Sirka Horizontalni zarovnani
® O v B Automaticky v Tt s
S0 Vertikalni zarovnani
Uprostred v
Text size/weight
select the text size and weight.
Sirka Velikost textu
. 1 + = Automaticky v s
50 Tloustka textu
Automaticky v

Text/background color
choose the text and background color.

Sitka Barva textu

® * v Automaticky v

Barva pozadi

Tt

Automaticky v

Text border
choose an automatic or custom text border.
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Sitka Ohraniceni

Ti 4 Automaticky v

¢
9
&«
[

Table

On the Table tab, you can select the actual data displayed in the generated report.

fehled & Lidé @ Dochdzka # Reporty v 2 Exporty v & N
Hlavninastaveni  Zahlavi | Tabulka |~ Zapati  Specidlnizéhlavi | Sumy | Funkce | Viastniprom&nné
Tabulka
Seskupeni Fadki Seskupeni sloupcii Seskupeni mezisoutti
Nespecifikovano v Nespecifikovano v Nespecifikovano v
Seskupeni Fadki (Filtr) Seskupeni sloupcil (Filtr) Seskupeni mezisouttd (Filtr)
Zadny v Zadny v Zadny v
Index polozky
0
Vysk: VnitFni odsazeni
yska nitrni odsazent O Skryt Fadek se sumou
Pevna vyska v Automaticky ¥ O Neofezavat text [PDF]
Vyska
Prom&nna Sitka
[x ‘ Obecné: Popisek v o A v =om 2
Popisek [Eesky] 50
O Poutit funkci

l B Ulozit H Prejit do grafického editoru

Here you can configure grouping by rows and columns, subtotal grouping (e.g. by week, by employee group...), and edit the
height and padding. The “Hide sum row” and “Do not crop text [PDF]" options are also available.

The variables here are similar to those in the header, again divided into the groups Interval, General, Report, Year, Employee
Group, Customer, Employee, and Record. You can also use the various supplementary options here, such as text color,
highlighting, padding, and so on.

If an index field appears, it refers to an account number. You can find the account number in Settings — Time Account, Absences,
Holidays , where each account has a sequence number. Enter this number in the index field.

You can now start defining your own report template.

Footer

This option is very similar to the header, but displays the information at the bottom of the page. The options are identical.
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<zpét

Hlavni nastaveni Zahlavi Tabulka Zapati Specialni zahlavi Sumy Funkce

Vlastni prom&nné

Zapati
Vnitini odsazeni

Automaticky
vyska
x Automaticky

Sloupce
Pridejte sloupce ..

PFidat sloupec
© Pridat Fadek

Typ textu zapati

Automaticky

[ B Ulozit } Prejit do grafického editoru

Sums

This option allows you to display total sums. Choose which sum you want and the system calculates it and displays it on the last

page of the report.

2 Reporty v

Hlavni nastaveni Zahlavi Tabulka Zapati Specialni zahlavi Sumy Funkce Vlastni promé&nné

Sumy
Vniténi odsazeni

Automaticky

vyska
x ‘ Automaticky

Sloupce
Pridejte sloupce ..

PFidat sloupec
© Pridat Fadek

l B Ulozit H Prejit do grafického editoru

Functions

The Functions tab lets you write your own function in JavaScript, which then processes the input and is displayed in the report.
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21 Reporty v

<zpét

Hlavninastaveni =~ Zahlavi | Tabulka |~ Zapati | Specidlnizahlavi | Sumy | Funkce | Vlastni promé&nné
[ © pridat funkei ]H Importovat funkci | Upravit funkci v
Nazev funkce [Cesky] * Datovy typ vstupu Datovy typ vystupu
Celé &islo v Celé &islo v

B Ulozit || X Zrusit

[ B Ulozit H PFejit do grafického editoru

This is an advanced system feature ; do not hesitate to contact us to set it up.

Custom Variables

Lets you customize the data that the report has available at generation time.

For example: if you want to add some text after the customer name, or add a specific value to the time worked.

(:’M Prehled Lide © Dochazka # Reporty v

< zZpat

Hlavninastaveni ~ Zahlavi | Tabulka == Zapati  Specidlnizahlavi | Sumy | Funkce  Vlastni prom&nné
© Pridat \ Upravit v
Nazev proménné [Cesky] * Datovy typ vystupu
() Je indexovana
Text v

B Ulozit

X Zrusit

l B Ulozit H Prejit do grafického editoru

This is an advanced system feature ; do not hesitate to contact us to set it up.

The Reports feature is used to obtain overviews and summary information.
Available Options

[@iddyd & Reports opens a menu of report options:
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7 EXPORTS

This module is used to retrieve raw data from the iTA attendance system, which can then be exported in text format to other
software. This is an advanced system feature; do not hesitate to contact us to set it up.

To open the page, click .
7.1. Run Export

The “Run Export” function is used to obtain overviews and summary information.

Employees and
groups

Period

Days
Accounts
Violations

Select template

Show preview

Other options

Export

Send by email

Save report

Saved parameters

Exports scheduler

Select a specific employee, multiple employees, or groups. If nothing is selected, the export is
generated for all employees.

Choose one of the predefined periods for which to run the export. If you select “Custom
interval”, you can define your own time period.

Select specific days of the week to export, or limit the export to working/non-working days only.

Select specific accounts to export, or keep them all.
To export specific violations, select the rules whose violations you want to track.

From the export templates, choose the layout to display the selected data. The selection shows
the templates you configured in the “Export Templates” section. The filter can be saved for
repeated use.

This is an advanced system feature; do not hesitate to contact us to set it up.

Clicking “Show Preview” displays the preview on your device without having to download or
print it.

Other options let you display one record per page, repeat the header on all pages, set the time
format to hh:mm or hh:hh, show deleted records, or show all account changes in minutes. You

can also choose to create generated records (if they are enabled) or to show the actual records.

This option exports the document as a CSV text file, which you can then print.
This option sends the configured export to your email.
Choose this option to save your own export parameters.

Here you can see the exports you have saved with their defined parameters. Clicking a saved
export opens the “Run Export” menu with your predefined export parameters already filled in.

Schedule exports to be automatically sent to recipients or displayed on the dashboard for a
specified time.

7.2. Saved Parameters

The exports you have saved with their defined parameters.

Exports
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Exports

Frequency / Hour /
Days of week only

Notification validity
(days)

Recipients

Delivery channels
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Select the frequency, the hour, and the days of the week on which the exports are sent.

This setting applies only when exports are sent to the dashboard. It defines how many days the
notification remains visible on the dashboard.

Three options are available:
+ Those concerned.
+ Recipient list — Select any users to whom the export is shown or sent.
Recipient list (optional emails) — Enter any email addresses, including those outside the
company.
Choose where the exports will be sent.
Dashboard — These exports appear on the dashboard.

+  Email — The system sends an automatic email to the address of a user with an iTA
account.

7.2.1. Export Templates

Here you can create your own export template. This is an advanced system feature; do not hesitate to contact us to set it up.
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8 SETTINGS

Before adding employees to the system, first configure the individual accounts and the rules used to process attendance.

The system works with individual time accounts into which arrival and departure records are sorted. This lets you easily evaluate
an employee’s overall activity for a given time period.

This sorting of data into specific time accounts is done based on work rules, which define how the employee’s presence or
absence is recorded in the corresponding reporting accounts (night work, weekend work, absence — sick leave...).

When adding employees, you assign specific rules to each employee, which saves a lot of time when evaluating and processing
attendance afterwards.

8.1. Overall System Setup Sequence

1. First, configure the accounts — the categories into which the data from the records will be sorted.

IEBRY Time Account, Absences, Holidays M Account Balance Transfer Rules

2. Next, configure the work rules — the rules that the system uses to evaluate an employee’s attendance.

IEISS A\ Work Rules | Public Holiday Calendar Editor M -8 Vacation Entitlement Calculation

3. Before adding employees, define which information you want to record about them, and optionally add other detailed
information.

IEISS 2 Employee Tracking Fields ,

4. Now you can activate the terminal, assign RFID (a tag, card, or sticker) to employees, and fill in the relevant information.

8.2. Time Account, Absences, Holidays

—» Time Account, Absences, Holidays

Individual accounts are used to identify and sort the data generated based on work rules. In these accounts, you can, for
example, track the duration of an employee’s absence and assign its reason, or categorize accumulated overtime.

For example:
Vacation, sick leave, doctor's appointment, family care, night work, weekend work, ...

You can configure 4 types of accounts depending on their intended purpose:

Balance a general type that can be positive or negative

Absence for tracking employees’ absences; always negative

Overtime for counting overtime

Reporting for reporting purposes — this account only provides information and monitors a specific fact.

For example, who worked how much during the night work or weekend period, etc.

When creating accounts, carefully consider which facts you want to track for your employees so that no required account is
missing later when configuring the rules.

The system provides predefined accounts:
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Balance
Vacation
Home Office

Doctor’s
Appointment

Sick Leave
Family Care
Overtime

Business Trip
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a system account required for attendance tracking

a system account required for attendance tracking

absence account

absence account

absence account

absence account

overtime account

absence account

8.2.1. Procedure

1. Click| Add Account |

2 Reporty v & Exporty v & Nastaveni v

Casovy Giet, absence, svatky (‘.asovy Gcet, absence, svatky

Pracovni pravidla | © Pridat ucet | l Zménit poFadi zobrazovani I [ Historie stavu Gétu Hledat B
Ed',t‘i"kale""m statnich lkona v Barva v Zkratka v Nazev © Platnyod v Platnydo v Popis  Jednotka Gétu © ReportID v PoFadizobrazeni v Typ G&l
svatkd

] LE LékaF - Minuty H223 2 Absend
lypocetiarokuinaldovolenoll ® m Nem Nemoc - Minuty NEM 3 Absend
< A2 & & - |
Pravidla prevodu ziistatku Getd o = OcrR OCR Minuty 13 5 Absend
m] MD Matefska dovolena - Minuty 8 Absenc
Pole sledovana u zaméstnancii = e Nevolnost . Minuty 5 abserd
Ciselniky m) Ss Statni svatek e Minuty 10 Absené
] PR Prestas - Minuty PR 4 Prestas
Terminals 1
¥ a HO Home Office v Minuty 985 8 Reportt
Nastaveni zazznamii o vik Vikend - Préce o sobotach a nedglich Minuty VIK 9 Reportt
m] P1 Projekt 1 - Minuty 1 Reportc

Mobilni NFC Etetka
O P2 Projekt 2 A Minuty 12 Reportc
Notifikace ] P3 Projekt 3 - Minuty 13 Reportc

i Y pe

O ss Reportovani préce o svatku - Minuty ss 14 Reportc
] pzP Report prace ve ztizeném prostr... ¥ Minuty pzP 15 Reportc
O N Noé&ni e Minuty NOC 16 Reportc

Celkem polozek: 26

2. Fillin the data:

Pridat Gcet

Nazev Gétu *
Zkratka *

Report ID ©

Typ Gétu * @

Prosim zvolte...

Barva zobrazeni utu

[ skryt pokud je nulovy &

lkona
-]

Barva ikony

@ Vytvofit uéet

3. CIick[ Create Account ]
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8.2.1.1. Fields

Account name * we recommend a short, descriptive name (vacation, sick leave, night work, ...)
Abbreviation * shortened form of the name

Public identifier account ID used in reports and exports

Description description of the account

Account type * * Balance — a general type that can be positive or negative

+ Absence — for tracking employees’ absences; always negative
+ Overtime — for counting overtime

+ Reporting — for tracking time spent during specified intervals

Account display color  sets the account color. This color is used in the attendance calendar to clearly distinguish alerts
within individual days.

B [ |
H BN [ |
EEEEEEEEEN
EEENEEEEEE
HEN EEEEER
[ | | [ [ | |||
|
[ | | B ]
[ [ | |
Hide if zero if the account is zero and unchanged, it is hidden in the modules.
Icon accounticon

The following icons are available:

D@'ﬁ@ﬁ'@@@gﬁllﬁﬁlﬂm
QO O0OmY 4 L OONNHEOGHEE
B OSNOONS DM H A S M
CORAEAIAORVERO%BO
AR YMAEDE SOOI L K
X XMw H 0O F 2Za 0

Icon color sets the icon color
H R [ |
EEENEEEEEN
EEENEEEEEE
HEEN EEEEEE
[ | [ [ [ |||
|
[ | | B ]
[ [ | |

o Fields marked with * are required.
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8.2.2. Account List

In the displayed list of time accounts, you can deactivate, delete, or view the history of any account.

When an account is deactivated, it remains functional for the employees and rules where it has already been used, but is no
longer shown in the selection menu when configuring further rules.

Deleting accounts (not recommended) affects already-calculated attendance, which is then recalculated; some already-configured
rules may also stop working.

You can customize the order in which the accounts are displayed.

CIick[ Change Display Order ]

2 Exporty v & Nastaveni v

Casovy utet, absence, svatky  Casovy U&et, absence, svatky

Pracovni pravidla [ © Pridat Get ] | Zménit pofadi zobrazovani I I Historie stavu Gétu Hledat IZ]

Editor kalendare statnich

o, lkona v Barva v Zkratka v Nazev ~ Platnyod v Platnydo v Popis v Jednotka Gétu v ReportID v PoFadizobrazeni v Typ Gét
svatka
[m] LE LékaF A Minuty H223 2 Absenc
KYEREcRatokunacevanoy ® ] Nem Nemoc - Minuty NEM 3 Absenc
< A2 ¢ ¢ - d
Pravidla prevodu ziistatku Gétd o =] OCR OCR Minuty 13 5 Abseng
O MD Matefska dovolena - Minuty 8 Absenc
Pole sledovana &stnanci 1
ole sledovana u zamestnancu 7] NE Nevolnost - Minuty 9 Abseng
Ciselniky a Ss Statni svatek e Minuty 10 Absenc
(] PR Prescas M Minuty PR 4 Prescas
Terminaly ,
(] HO Home Office e Minuty 985 8 Reportc
Nastaveni zaznami o Vik Vikend d Préce o sobotéch a nedélich Minuty VIK 9 Reportc
O P1 Projekt 1 v Minuty 1 Reportc
Mobilni NFC étetka
O P2 Projekt 2 - Minuty 2 Reportc
Notifikace O P3 Projekt 3 v Minuty 13 Reportc
Celkem polozek: 26
Use the up arrow or down arrow to adjust the position at which each account is displayed.

Zménit poradi zobrazovani

saldo
Dovolena

LékaF

Nemoc

Prestas

OCR

Home Office

Matefska dovolend
Vikend

Nevolnost

Projekt 1

Reportovani Pohotovosti
Priplatek A

Priplatek C

Sluzebni cesta - report

Test pro Katku

© Ulozit zvolené poradi

Now click[ Save Selected Order ] and then click the “Display Order” column.

8.2.3. Account State History

Here you can review all the changes that have occurred on the selected account for a selected employee.

Simply choose the account and the employee for whom you want to display the history.
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% Nastaveni v

Settings

Casovy ucet, absence, svatky

Historie stavu uctu

Pracovni pravidla

Editor kalendare statnich
svatka

Vypoet naroku na dovolenou
Pravidla pFevodu ziistatku Gétd
Pole sledovana u zaméstnanct
Ciselniky

Terminaly

Nastaveni zaznamii

Mobilni NFC ctecka

Notifikace

Pro ucet
Vyberte si prosim.. v

Vyberte si

Brno

Dovolena

Home Office

Lékar

Matefska dovolena

Nemoc

Nevolnost

Nogni

ocr

Praha

Prescas

Report préce ve ztizeném prostredi
Reportovani Pohotovosti
Reportovani prace o svatku
Saldo

sluzebni cesta - report
Statni svatek

Vikend

A pro zaméstnance

Vyberte si prosim..

Casovy Giet, absence, svatky
Pracovni pravidia

Editor kalendafe statnich
svatkd

Vypotet néroku na dovolenou
Pravidla pFevodu ziistatku Gti
Pole sledovana u zaméstnancii
Ciselniky

Terminaly

Nastaveni zaznami

Mobilni NFC Etetka

Notifikace

Historie stavu tctu

Pro ucet

Dovolena v

Datum zmé&ny
Pocatecni stav Uctu
sobota 31. prosince 2022
sobota 30. zff 2023
Gtery 31. fijna 2023
¢tvrtek 30. listopadu 2023
nedéle 31. prosince 2023
nedgle 31. prosince 2023
streda 31. ledna 2024
Zvrtek 29. tinora 2024
nedéle 31. brezna 2024
Gtery 30. dubna 2024
pétek 31. kvétna 2024
nedéle 30. cervna 2024
streda 31. Zervence 2024
sobota 31. srpna 2024
pond&li 30. z4Fi 2024
&vrtek 31. Fjna 2024

sobota 30. listobadu 2024

8.3. Work Rules
[ secings [ work s |

Work rules define employees’ working hours, working time, obligations, and other conditions used to evaluate attendance. Here
you set the specific requirements placed on the employee and how their violations are reported. Once configured, the system
monitors the rules for each employee and highlights any violations in the overview.

A pro zaméstnance

sandra Biela
Zména Novy stav
00:00
66:00 66:00
00:00 66:00
-08:00 58:00
00:00 58:00
00:00 58:00
174:00 232:00
00:00 232:00
00:00 232:00
00:00 232:00
00:00 232:00
00:00 232:00
00:00 232:00
00:00 232:00
00:00 232:00
00:00 232:00
00:00 232:00
00:00 232:00

Zdroj zmény

Rocni narok dovolené

Suma zmén mésiéni dochézky na Gétu
Suma zmén mésicni dochazky na Uctu
Suma zmén mésicni dochazky na Gétu
Suma zmén mésicni dochazky na Gctu
Rocni narok dovolené

Suma zmén mésicéni dochazky na Gétu
Suma zmén mésicni dochéazky na Gctu
Suma zmén mésicni dochazky na Gctu
Suma zmén mésiéni dochézky na Gétu
Suma zmén mésicni dochéazky na Gctu
Suma zmén mésicni dochazky na Gétu
Suma zmén mésiéni dochézky na Gétu
Suma zmén mésicni dochéazky na Uctu
Suma zmén mésicni dochazky na Gétu
Suma zmén mésiéni dochézky na Gétu

Suma zmén mésicni dochazkv na Uctu
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Types of Work Rules

Daily extended work

rule

Daily simplified work

rule

Daily rules switcher

Weekly

rule may only contain daily extended work rules

a daily rule extended with the working time and absence features

a daily rule intended for employees with flexible working hours

Cloud Attendance System iTA | User Guide

enables automatic switching between, for example, morning, afternoon, and night shifts

differentiation of working time for individual days of the week (e.g. government offices); this

First, configure the individual types of daily rules, which are then used as the basis for the weekly rule. The weekly rules created in

this way can then be assigned to individual employees. The configuration of a daily rule is highly comprehensive. Within a daily
rule, you define:

name

work obligation

flexible working time

core working time

breaks

overtime

allowed presence at the workplace
unpaid working time range
paid working time range
ignored time

reporting zones

absences (extended work rule)
public holiday settings
day-start settings

rounding

There is no need to configure shortened or part-time workloads — these can be specified by setting the employee’s workload as a
percentage: 6h = 75%, 4h = 50%.

8.3.1. Procedure for a Daily Rule

Create an inventory of all the daily rule types you will apply in your company.

1.

92
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Casovy tcet, absence, svatky  Pracovni pravidla

Pracovni pravidla © Vytvorit pravidlol [ Hromadné tpravy | Tabulka:  Viechna pravidla v Hledat [Z]

Editor kalendare statnich

-t Barva v Nazev pravidia © Zkratka v Verze v Platndod v Platnido v Aktualné platnév Typ pracovniho pravidla x
m] Denni - Po-Pé 8h ~ DE 1 3042024 Ne Denni rozsifens pracovni pravidlo
\Wentstnackupadovolency ] Denni - Po-P4 8h v DE 2 1.5.2024 31122024 Ne Denni rozsifené pracovni pravidio
pravidla prevodu zstatku éea ¢ I Denni - Po-Pé 8h - DE 3 1.1.2025 3132026 Ne Denni rozsifens pracovni pravidio
[m] Denni - Po-P4 8h ~ DE 4 1.4.2026 Ano Denni roz&itené pracovni pravidio
el ) DT O Denn - So, Ne Oh ~ DE 1 3042024 Ne Dennf rozsifené pracovn pravidio
Eiselniky m] Denni - So, Ne 0h - DE 2 1.5.2024 Ano Denni rozsifené pracovn pravidlo
m] Den Monika ~ DE 1 3092024 Ne Denni rozsifené pracovn pravidlo
U m] Den Monika ~ DE 2 1102024 3042025  Ne Denni rozsifens pracovn pravidio
Nastaveni zaznam O Den Monika ~ DE 3 152025 Ano Denni rozsifens pracovni pravidio
O Pravidlo Brno/Praha v PR 1 Ano Denni rozsifens pracovn pravidio
Mobilni NFC étegka
[m} Denni - So, Ne O0h PRAHA/BRNO ¥ DE 1 30.4.2024 Ne Denni rozsifené pracovni pravidlo
Notifikace m] Denni - So, Ne Oh PRAHA/BRNO ¥ DE 2 1.5.2024 Ano Denni rozsifené pracovn pravidio
O Pondéli 11 ¥ PO 1 Ano Denni rozsitené pracovni pravidlo
m] Utery 7:00 v ur 1 Ano Denni rozsifens pracovn pravidio
m] Ranni 6:00 Pavel v RAG 1 Ano Denni rozsifens pracovn pravidio

Celkem polozek: 32

2. Fill'in the parameters:

Vytvorit nové pracovni pravidlo

Nézev nového pravidla *

Typ nového pravidla *

| Denni rozsitené pracovni pravidio

Prosim zvolte...

Denni ziednodusené pracovni pravidio
prepinat dennich pravidel

Tydenni pravidlo

New rule name Name the rule (we recommend short names, e.g. Daily 8h, Daily 6h, Morning Shift, etc.)

New rule type Select Daily extended work rule or Daily simplified work rule

3. Click[_Confirm )
8.3.1.1. Rule Configuration

A rule is configured on the tabs described in the following chapters.

After configuration, save the rule by clicking
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Main
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v {* Nastaveni v

Casovy Giet, absence, svatky
Pracovni pravidla

Editor kalendare statnich
svatkd

Vypotet néroku na dovolenou
Pravidla pFevodu ziistatku GEtil
Pole sledovana u zaméstnancii
Ciselniky

Terminaly

Nastaveni zaznamd

Mobilni NFC Etetka

Notifikace

Parameters

Rule name
Abbreviation

Color

Workload

<

Denni 8h

Upravit pracovni pravidlo Denni 8h

Hlavni | Ovazek | Prac.doba | | Prestavky | Prestasy | Placenadoba || Reportovani || Absence | Svatky | Notni | Zaokrouhlovani

Nazev pravidla * Zkratka Barva
[ B Ulozit }

Name the rule (we recommend short names, e.g. Daily 8h, Daily 6h, Morning Shift, etc.)
Shortened form of the name

Sets the rule color

EEEEN
EEENN
HEE =
[ |

Defines the total required time spent at the workplace per day, excluding the break.

Example:

o

empty.

Workload 8h = work obligation 8:00.
If the workload used for calculating absences is also 8h, the Workload for Absence Calculation field can be left

94
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£+ Nastaveni v

Casovy tet, absence, svatky Upravit pracovni pravidlo Denni 8h € | Dennigh vy

Pracovni pravidla Hlavni | | Ovazek | | Prac.doba | Prestivky | Preséasy || Placensdoba | | Reportovani | Absence = Svitky | | Noéni | Zaokrouhlovani
Editor kalendafe statnich
svatkd @ Nastavte minimalni odpracované hodiny za den na €as, ktery ma zaméstnanec odpracovat kazdj den. MiiZe to byt hodnota jako 08:00 pokud md zaméstnanec kazdy den odpracovat 8 hodin
Pokud povolite Vasim zaméstnanctim pracovat volné béhem mésice, méli byste nastavit volnou pracovni dobu. V tom pfipadé jsou Minimalni odpracované hodiny za mésic pouzity pro vjpocet
hodin, které odpracuje zaméstnanec b&hem mésice, ale minimum pro volnou pracovni dobu je kolik hodin denné vyzadujete, aby zaméstnanec odpracoval (mdze byt 0 hodin).

Vypotet néroku na

Pracovni uvazek * Pracovni tivazek pro vypotet absenci @ Miniméln& odpracovana doba ©

08:00 o o o

Pravidla pFevodu ziistatku Gét

Pole sledovana u zaméstnanct

_ Maximalni odpracovana doba ©
Ciselniky

Terminaly
Nastaveni zaznami
Mobilni NFC étecka

Notifikace

[ B Ulozit 1

Flexible Working Time

If the employee works flexible hours, their daily work obligation must be adjusted. The work obligation is configured based on the
employee’s defined workload, while the minimum hours worked corresponds to the minimum number of hours the employee
must spend at the workplace each day.

This value can even be zero — in that case, meeting the daily workload is not checked by the system day by day, but only at the
end of the month.

Example:

An employee has an 8-hour work obligation plus a 40-minute break but works flexible hours.

The employee must be at the workplace for at least 3 hours per day, so the minimum hours worked is 3. At the same
time, they should not be at the workplace for more than 12 hours, which defines the maximum hours worked.

At the end of the month, the system evaluates whether the totals of hours worked across individual days match the
8h/day workload.

#+ Nastaveni v

Casovy ucet, absence, svatky Upravit pracovni pravidlo Denni 8h € Dennish vy

Elacoinipravidia Hiavni || Uvazek | Prac.doba | Prestivky | Preséasy | Placenadoba | Reportovani || Absence || Svitky | Noni || Zaokrouhlovani
Editor kalendaFe statnich
svatki @ Nastavte miniméini odpracované hodiny za den na Zas, ktery ma zaméstnanec odpracovat kazdy den. Mdze to byt hodnota jako 08:00 pokud ma zaméstnanec kazdy den odpracovat 8 hodin.
Pokud povolite Vasim zaméstnanctim pracovat volné béhem mésice, méli byste nastavit volnou pracovni dobu. V tom pfipadé jsou Minimalni odpracované hodiny za mésic pouzity pro vpocet
hodin, které odpracuje zaméstnanec béhem mésice, ale minimum pro volnou pracovni dobu je kolik hodin denné vyzadujete, aby zaméstnanec odpracoval (mdze byt 0 hodin),

Vypoget néroku na dovolenou

Pracovni uvazek * Pracovni ivazek pro vypotet absenci @ Miniméln& odpracovan doba @

08:00 [c] [c] 00:00 [c]

Pravidla pFevodu zistatku Gétd

Pole sledovana u zaméstnancil

B Maximélni odpracované doba @
Ciselniky
12:00 [¢]

Terminaly

Nastaveni zaznami
Mobilni NFC Etegka

Notifikace

B Ulozit

Working Time

The core working time defines the time when the employee must be present at the workplace. It defines the time during which
the employee — regardless of whether they have flexible hours — must arrive at the latest and leave at the earliest, and cannot
be absent.

In this section, you also enter the duration of breaks that are not counted toward paid time worked.
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Example:

o A maximum of 10 minutes is deducted from the employee’s hours worked, and they must be at the workplace from
9:00 to 12:00.

~ #} Nastaveni v

Casovy ucet, absence, svatky Upravit pracovni pravidlo Denni 8h € | Demnish R4

Eracoinipravidia Hlavni | Uvazek | Prac.doba | Prestivky | Preséasy | Placenadoba || Reportovani || Absence | Svitky = Noni || Zaokrouhlovani

Editor kalendaFe stitnich
svatki @ Polozku zakladni pracovni doba pouZijete v pripadé, Ze chcete aby se Vasi zaméstnandi nachézeli v uréitou pracovni dobu na pracovisti. NapF. to miiZe byt ranni rozsah mezi 09:00 a 11:00, kdy
vyZadujete, aby byl V&5 tym veelku, nezavisle na tom, zda pijdou dfive rano nebo odchazeji pozdji odpoledne. Definici zékladni pracovni doby davéte Vasim zaméstnancim uritou volnost a
zérovefi jim urcite, kdy jsou na pracovisti vyzadovani

Vypoget néroku na dovolenou

< e pect .
Pravidla prevodu ziistatku Gétd Max. délka prestavky [min] * ©

10
Pole sledovana u zamé&stnanct

Eiselniky Doba po kterou musi byt pracovnik pFitomen na pracovisti
od * Do *

Terminaly
09:00 o 12:00 o ‘Z]

Nastaveni zaznami

Mobilni NFC tecka

Notifikace

[

Breaks

During working time, employees take prescribed breaks. The way breaks are taken and deducted can be configured in different
ways. A break can be:

Defined at a given time interval, of a defined duration

Calculated depending on the time worked

Minimum length of each work interruption — ensures that each break lasts at least the configured time. If a break is shorter, the
remaining time is deducted from the hours worked.

Defined
By setting the break type to “Defined”, you can set the time when the break must be taken and its duration. A defined break can
also be either floating or fixed.

List of Defined Floating Break Rules

For a floating break, set the parameters of the interval in which the break must be taken and the break duration. The minimum
break duration then defines the shortest length the break can have to be counted toward this interval. A break taken by the
employee within this interval is counted as this break. If no break is taken, this break is deducted automatically.

Example:
A floating lunch break is in the range from 10:30 to 13:00, and 30 minutes are deducted.
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Casovy Giet, absence, svatky

Upravit pracovni pravidlo Denni 8h < Dennigh vy

Bracornipravidia Hlavni = Ovazek | Prac.doba || Pfestavky  Prestasy | Placenadoba || Reportovéni || Absence | Svatky | Notni | | Zaokrouhlovéni
Editor kalendére statnich
svatki @ Pro spinéni pozadavki obterstveni Vasich zaméstnancii a pro uspokojeni mistnich zakond, budete chtit stanovit prestavky. Nejprve stanovte typ prestavky, ktery je nejblizsi Vasim potfebam.
PouZitim urcené prestavky mate vétsi dohled nad prestavkami Vasich zaméstnanc, a to stanovenim rozsaht, ve kterych si zaméstnanci miizou vzit prestavku. Pouzitim vypocitané prestavky davte
zamé&stnanciim mirnou volnost ve volbg, kdy si vait prestavku.

Vypoet néroku na

Pravidla pFevodu ziistatku GEti Minimalni délka peruseni prace [min] * ©
0
Pole sledované u zaméstnancii

B PouZivat typ pFestavky
Eiselniky

Urtené prestévky v
Terminaly

Seznam pravidel pohyblivych prestavek
Nastaveni zaznamd

Zacatek intervalu * Konec intervalu * Délka pFestavky *
Mobilni NFC ctecka 10:30 o) 13:00 o 30
Notifikace Minimélni doba prestévky * @
0 () Placena pFestavka @ () Pfestavka musi byt oznagena E
Pokud pfijde pFed [prazdné = vidy] @ Pokud odejde po [prazdné = vidy] @
) Neni nutné vyufit celou prestavku @ o o

Seznam pravidel pevnych prestavek

List of Defined Fixed Break Rules
A fixed break defines a strictly given break time. There is no room for free break-taking.

Example:

A fixed break is set from 9:00 to 9:10, and 10 minutes are deducted.

£+ Nastaveni v onika v P (

zaméstnancim mirnou volnost ve volbé, kdy si vzit prestavku.

Casovy Giet, absence, svatky

Minimalni délka pFeruSeni prace [min] * @
Pracovni pravidia

0
Editor kalendafe statnich
svatkd Pouzivat typ pFestavky
Uréené prestévky v
Vypotet néroku na dovolenou
< . e = £
Pravidla pFevodu ziistatku GEtil Seznam pravidel pohyblivych pestavek
. N . Zagatek intervalu * Konec intervalu * Délka pFestavky *
Pole sledovana u zaméstnancii
10:30 [c] 13:00 (c] 30

Eiselniky

Minimélni doba prestavky * @
Terminal

v 0 (O Placené prestévka @ [ PFestavka musi byt oznatena E
Nastaveni zaznamu
Pokud pfijde pFed [prazdné = vidy] @ Pokud odejde po [prazdné = vidy] @
Mobilni NFC Etecka () Neni nutné vyuZit celou prestavku @ e} e}
Notifikace
Seznam pravidel pevnych prestavek
od * Do * Z6na tolerance znageni [minuty] * ©
09:00 o 09:10 (c] 0
[ Placena prestavka @ [ PFestavka musi byt oznagena
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Calculated

Calculated breaks set their duration based on the time worked.

You must choose from the “Calculated Break Type” how the calculation is handled.

+ All rules matching the time worked are applied — in the example below, this means both breaks apply after 6 hours worked.

+ Apply only the rule whose “Worked" time is the highest matching value — in the example below, this means only the 30-
minute break applies after 6 hours worked. If the employee worked, say, 3 hours, only the 10-minute break would apply.

Minimum break duration — the minimum duration defines the shortest length the break can have to be counted toward this
interval.

Example:

o After 3 hours worked, a 10-minute break is required. After 6 hours worked, a mandatory 30-minute break is required.
Hours worked are counted from the employee’s first arrival at work that day.

%+ Nastaveni v

zaméstnanciim mirnou volnost ve volbé, kdy si vzit prestavku.

Casovy uget, absence, svatky
Minimalni délka pFeru3eni prace [min] * @
Pracovni pravidla
0

Editor kalendare statnich

svatkd Pouzivat typ pFestavky Typ vypotitanych pFestavek *
Vypotitané prestavky v Pouzit pouze pravidlo jehoz éas "Odpracovano” je nejwyssiy () Odeitat pFestavku postupng? @
Vypotet néroku na dovolenou
o . Minimalni doba pFestavky *
Pravidla pFevodu ziistatku Géti inimalni doba pFestavky * @
[ Prestavky musi byt oznageny 0
Pole sledovana u zaméstnanci
ST Seznam pravidel pro vypotitané prestavky
KdyZ zaméstnanec pracuje nejmén& * potom je délka prestavky [minut] *
Terminaly
00:00 o 10 Placena prestavka @ E]
Nastaveni zaznamii
S I o A
Mobilni NFC étetka KdyZ zaméstnanec pracuje nejmén& potom je délka pFestavky [minut]
06:00 ] 30 [ Placens prestavka @ ‘Z]
Notifikace

List of Time Zones Considered as Overtime

The list of time zones lets you configure individual time intervals during which time worked is considered overtime and is subject
to a specific calculation — time when work is enhanced by some benefit. This time is recorded in the corresponding overtime
account.

Add to Overtime Account
This function defines the target overtime account on which time worked in the selected interval is recorded. You can distinguish
between an overtime account for night work, weekend and public holiday work, and so on.

Add x % of the Calculated Overtime

Overtime work is ultimately reported on the selected account. This information can be evaluated and compensated when
calculating the employee’s payroll. One compensation option is to provide a benefit by increasing the hours worked when those
hours were worked during overtime. The increased hours can then be taken as compensatory time off, or paid out at the
standard rate without a premium — the premium being delivered as additional hours in the system.
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Example:

The employer provides a +25% overtime benefit when more than 10 hours are worked in a row. This means that for
every additional hour worked above 10 hours in a row, the overtime hour equals 1h 15min, and this time can be used
as compensatory time off or paid out.

At the same time, the employer provides +25% overtime when working between 20:00 and 23:00. | can choose how to
handle hours worked in this range — | select the account on which this time will be recorded and, optionally, the size
of the benefit provided.

In this example, the benefits do not exclude each other; instead, they accumulate to the employee’s advantage.

~ {} Nastaveni v

Casovy tet, absence, svatky Upravit pracovni pravidlo Denni 8h < | Dennigh vy

Eracoinipravidia Hlavni | Uvazek | Prac.doba | Prestivky | Pfeséasy | Placenadoba || Reportovani || Absence | Svitky = Noni || Zaokrouhlovani

Editor kalendaFe statnich
svatkd

@ U prestasi si miiZete zvolit, co se stane s hodinami, které zaméstnanec odpracuje nad rémec pracovniho Uvazku. MiiZete stanovit z6ny, ve kterych zaméstnanec pracuje preséas a/nebo upfesnit,
kolik musi odpracovat, aby se mu na ucet zapotetly prestasové hodiny.

Vypoget néroku na dovolenou

¢ Seznam casovych zén, které jsou povazovany za preséas

Pravidla prevodu ziistatku Gétd

od* Do* VloZit na prescasovy tcet *
Pole sledované u zaméstnancii 1800 IS 06:00 o prestas .
Ciselniky . P PR E]

Vlozit x% z vypotitaného preséasu * X% odpracovaného &asu je proplaceno * @
Terminaly 125 100
Nastaveni zaznami
Mobilni NFC étecka
. Pokud je odpracovéno vice nez VloZit na pFescasovy Gcet VloZit x% z vypotitaného prestasu

10:00 [c] Prescas v 125

x% odpracovaného Easu je proplaceno ©

0

B Ulozit

Paid Time

Unpaid Working Time Range
You can also record working time only during a desired range. This function lets you limit the time during which the employee is
paid at work — the time that is registered in the system.

Example:

An employee leaves work at 19:00, but paid working time ends at 18:00. In this case, the hour from 18:00 to 19:00 is
not counted toward the hours worked — the employee should no longer have been at the workplace.
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£+ Nastaveni v

Casovy tet, absence, svatky Upravit pracovni pravidlo Denni 8h € | Dennigh vy

Pracovni pravidla Hlavni | Ovazek | Prac.doba | | Prestavky  Prestasy | Placenadoba || Reportovani | Absence | Svatky | Notni | Zaokrouhlovani

Editor kalendaFe statnich
svatkd

@ Pokud nastavite neplaceny rozsah pracovni doby miizete omezit kdy bude zaméstnanciim proplacena préce. Pokud je poté v nastavenych intervalech zaméstanec pfitomen na pracovisti jste na
toto upozornéni, pokud nenastavite povolenou pritomnost béhem neplacené pracovni doby.

V§poget néroku na dovolenou

< Neplacené tseky pracovniho dne

Pravidla pFevodu ziistatku GEti
0d [préazdné = od zatatku dne] Do [prézdné = do konce dne] Povolené pfitomnost na zagatku [min] *

Pole sledovana u zaméstnancii 1800 o 06:00 ° o

Ciselniky - . B
Povolena pFitomnost na konci [min] *

Terminaly 0

Nastaveni zaznami

Mobilni NFC ctecka

Notifikace

Allowed Presence at the Workplace

This defines the arrival or departure time outside the paid working time range that is not considered a rule violation and is not
shown in attendance as a violation. This is time during which the employee may already be at the workplace preparing for work,
or may stay at work after the shift ends. Typically 10-30 minutes before or after working time ends.

Example:

Paid working time starts at 6:00 and ends at 18:00.

I know that some employees arrive at work earlier and | don't want this arrival to be displayed as a violation of
working time.

At the same time, | don’t want this time to count toward the employee’s hours worked.

By configuring the allowed presence at the workplace BEFORE/AFTER, | ensure that this earlier arrival or later
departure is not reported as a violation of working time.

#* Nastaveni v

Casovy ttet, absence, svatky Upravit pracovni pravidlo Denni 8h < | Dennigh vy

Fracovnijpravidla Hlavni | Uvazek | Prac.doba | Prestivky Preséasy | Placenadoba | = Reportovani || Absence | Svitky = Noni || Zaokrouhlovani

Editor kalendaFe statnich
svatkd

@ Pokud nastavite neplaceny rozsah pracovni doby miiZete omezit kdy bude zaméstnanciim proplacena préce. Pokud je poté v nastavenych intervalech zaméstanec pfitomen na pracovisti jste na
toto upozornéni, pokud nenastavite povolenou pritomnost béhem neplacené pracovni doby.

Vypotet néroku na dovolenou

¢ Neplacené tseky pracovniho dne

Pravidla prevodu ziistatku Géti
0d [prazdné = od zatatku dne] Do [prazdné = do konce dne] Povolena pfitomnost na zagatku [min] *

Pole sledované u zaméstnancii 1800 o 06:00 o 0

Ciselniky - T E]
Povolena pfitomnost na konci [min] *

Terminaly 10

Nastaveni zaznami

Mobilni NFC ctecka

Notifikace
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Reporting

Reporting in Time Zones
This tab is used only to monitor specific facts that may occur. It provides an overview of the desired information without affecting
the hour split and calculations, and lets you effectively monitor employee behavior.

Example:

| want to know who is at work between 20:00 and 23:00 and how often, and to whom this counts as “night work”. This
information helps me, for example, filter out unwanted frequent night work performed solely to earn the benefit.

& Nastaveni v

Casovy utet, absence, svatky Upravit pracovni pravidlo Denni 8h € | Dennigh vy
Bracoinipravidia Hlavni | Uvazek | Prac.doba | | Prestavky | Prescasy | Placenadoba || Reportovani | Absence | Svatky | Noéni | Zaokrouhlovani
Editor kalendafe statnich
svatkd @ Reportovaci z6ny jsou obvykle pouity pro sledovani informaci o odpracovaném ase v urcenych asovych intervalech (napf. prace v noci nebo o vikendu) nebo prace na n&jakém tkolu &
projektu. Napfiklad pokud chcete zjistit kolik &asu zaméstnanec odpracoval v noci (tzn. po 22:00 hod.) pfifadte reportovaci z6nu 22:00 - 23:59. Tento daj se nasledné zobrazi v reportech. Nebo
e pouijte zaznam typu udalost na svém terminalu, abyste zat¢tovali praci na specialnim projektu na reportovaci ucet.
- - o . €
Pravidla pFevodu ziistatku GEtil Reportovani v Zasovych zénach
Pole sledovana u zaméstnancii 0d* Do * Reportovat na Gcet *
. 21:00 ) 23:00 © Notni v
Eiselniky
Reportovat pouze ve zvolené dny &
Terminaly E
Viechny dny (Po-Ne + svétky)
Nastaveni zaznami Pracovni dny (Po-P3)
Vikendové dny (So-Ne)
Mobilni NFC étecka pondéli

Notifikace

Reportovani na zakladé zaznamii o dochazce

B Ulozit

Reporting Based on Attendance Records
Here you can choose the event to be reported and the account on which this time is recorded.

When Report Time AWAY FROM WORK is selected, time spent away from work is reported (e.g. breaks, absences...).

& Nastaveni v

Vikendové dny (So-Ne)

Casovy Géet, absence, svatky pondal

Pracovni pravidla

n e © Pridat
Editor kalendéfe statnich

svatkd

o Reportovani na zakladg zéznamii o dochézce
VypoZet néroku na dovolenou

" Zaznamy spoust&jici reportovani * Zaznamy ukonZujici reportovani * Reportovat na tget *
Pravidla pFevodu ziistatku GEti - -
Prichod Zéznam o dochézce v
. _ . Odchod Odchod
Pole sledovana u zaméstnancii prestavka Prestavka
~ Info Info
Eiselniky - - . -

Terminaly
[ Reportovat &as MIMO PRACI ©

Nastaveni zaznami

Mobilni NFC ctecka

Notifikace
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Absences

This tab allows a work interruption to be changed into an absence based on a specific record. It also allows reporting of time
worked to an account based on the same configuration. This is the automatic change of an unpaid work interruption into an
absence.

+ Automatic changes of work interruptions into absences

Example:

An employee leaves the workplace for a doctor's appointment. When leaving, they select the “Doctor’s
Appointment” record; upon returning, they select the “Arrival” record. The time between leaving the workplace and
returning is automatically set as an absence.

+ Automatic reporting of time worked

Example:

0 An employee works on a project that needs to be recorded outside the regular records (working hours) on a
reporting account.

y v & Nastaveni v

Casovy Gcet, absence, svatky Upravit pracovni pravidlo Denni 8h € | Demnigh R4
Pracovni pravidla Hlavni = Uvazek || Prac.doba | Prestavky | Prestasy || Placenadoba | | Reportovani | Absence = Svitky || Noéni | Zaokrouhlovani

Editor kalendaFe stétnich

svatkd [ @ Umotfije zménu preruseni préce na absenci na zakladé pouiti specifického zéznamu. Déle také reportovani odpracovaného €asu na Géet dle stejného.

iy potetindokuinaldoyolencuy Automatické zmény preruseni prace na absence

<
Pravidla pFevodu zlistatku Géth Zaznam ménici prestavku na absenci * @ PFestavka je zmé&néna na absenci *

i _ . Doktor v Lékaf v E]

Pole sledovana u zaméstnancii
Eiselniky

© Pridat
Terminaly

. . ické reportovani odpi ého Easu

Nastaveni zaznamu

Zaznam spoustgjici reportovani odpl é Reportovat na tget *
Mobilni NFC étecka asu *

Projekt 1 v

2 ’ (%]

Notifikace Projekt 1 .

In the default configuration, a public holiday is treated as a day on which no work obligation arises. If your company has different
needs, this setting lets you put the public holiday into working-day mode.

The option to record missing time to an absence account on public holidays is informational. By using it, you get an overview of
the hours missing due to public holidays without registering a working-time violation for the employees. To use this option, create
an account for absences on public holidays.

Example:

0 If a public holiday falls on a working day, the day is treated as a day off. If the “Report Work on Public Holiday” option
is checked, the day is in working-day mode.
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% Nastaveni v

Casovy uet, absence, svatky Upravit pracovni pravidlo Denni 8h < | Dennish vy

Elconipravidia Hlavni | Uvazek | Prac.doba  Prestavky  Prescasy | Placenadoba | Reportovani || Absence | Svatky | Noéni | Zaokrouhlovani

Editor kalendare statnich

svatki © zde mizete zvolit, zda-li preferujete snizit pracovni uvazek zaméstnancii ve stejny den, kdy je i statni svatek nebo vzit ¢as z Gtu absence o statnich svatcich (ujistéte se, Ze jste jej predtim

wytvofili). Druhd moznost Vam umozfiuje mit prehled o zaplaceném Case béhem statnich svatkd. Navic Ize pouzit moznost "Prace o statnim svatku je reportovana jako poruseni pracovniho pravidia®,

et T el T syol e ktera vyzaduje ruéni opravu (schvleni),

<
Pravidla pFevodu zistatku Géta
() Reportovat praci o statnim svatku
Pole sledovana u zaméstnanca
- Pracovni uvazek o statnich svatcich Absenéni ucet
Ciselniky
Vzit chybgjici €as z Gétu v Vyberte si prosim... v
Terminaly

Snizit pracovni Gvazek

Nastaveni zaznami Vzit chybgjici cas z uctu

Nedélat nic
Mobilni NFC Ete¢ka

Notifikace

B Ulozit

Night

If your company has work spanning two days (i.e. across midnight), you need to configure which day the time worked is counted
toward — the day of arrival, or the following day.

For this purpose, you define when the system transitions from one day to the next, in a way that covers the required shift of time
worked at night. You can also configure shortening of the day length to less than 24 hours.

This setting can be useful when the rule is used together with a daily rules switcher, especially when, for example, an afternoon
shift immediately follows a night shift.

Example:

An employee comes to work at 20:00 and stays until 5:00. The time worked should be counted toward the day of
departure from work.

You configure that the new day for them starts not at midnight, but at 19:00 of the previous day.

We recommend setting a time earlier than when the employee’s shift starts, so that the system also accounts for a
possible earlier arrival of the employee.

The “Previous day” checkbox therefore means that if the arrival is on 31 Jan at 20:00, the time worked is counted
toward 1 Feb.

#+ Nastaveni v

Casovy ucet, absence, svatky Upravit pracovni pravidlo Denni 8h < Dennigh vy
Elacownipravidia Hlavni || Uvazek | Prac.doba | Prestivky | Preséasy | Placenadoba | Reportovani || Absence || Svitky | Noni | Zaokrouhlovani

Editor kalendare statnich

svatkh [ @ V pripadé smény, ktera prochazi piilnoci, mizete nastavit zacatek dne. Dale také mizete urcit den, do kterého se bude odpracovany ¢as zapocitavat.

Vypoget naroku na dovolenou Den zaéiné v (pouze pro préci pes noc) Zkréceni délky prac. dne @
< 19:00 ] Pfedchozi den @ [c]
Pravidla pFevodu zistatku Géta
Pole sledovana u zaméstnancii
Ciselniky
Terminaly
Nastaveni zaznamii

Mobilni NFC Eteka
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Rounding

Rounding of Arrival and Departure Times
These two functions round the times of arrival and departure. Arrival is rounded up to the nearest multiple of the chosen time,
and departure is rounded down to the nearest multiple of the chosen time. This rule is always to the employer’s advantage.

The following options are available:

Do nothing rounding is disabled

Round record time rounds the time to the nearest multiple you choose.

Shift record time shifts the record. A positive number shifts it forward, a negative number shifts it backward.
Shift and then round a combination of rounding the record time and shifting the record time

record time

~ # Nastaveni v

Casovy uget, absence, svatky Upravit pracovni pravidlo Denni 8h € Dennish vy
Elacoinipravidia Hlavni || Uvazek | Prac.doba || Prestivky | Preséasy || Placenadoba || Reportovani || Absence | Svitky = Nocni || Zaokrouhlovani
Editor kalendaFe stitnich
svatki [ © Umoiiuje zaokrouhlovani oznaZeni Zasu vasich zaméstnancii na definované hodnoty.
Vypoet naroku na dovolenou Zaokrouhlit pichod do prace Zaokrouhlit * @
o . ¢ | | zaokrouhlit tas zéznamu v na’s minut v
Pravidla prevodu ziistatku Géti
Pole S —— it pouze pokud zamé prijde pozdgji
nez [prazdné = zaokrouhlit vidy]
Ciselniky [c]
Terminaly Zaokrouhlit odchod z prace Posunout Zas zéznamu o [+min] © a poté zaokrouhlit Zas zaznamu * @
. 2 Posunout a poté zaokrouhlit &as zaznamu v 6 na 10 minut v

Nastaveni zaznamu

it pouze pokud zamé odejde dFive nez

Mobilni NFC Eteka
[prézdné = zaokrouhlit vidy]

Notifikace [c]

Typ zaokrouhlovani odpracované doby

Nedélat nic v

Rounding of Hours Worked
This rule rounds the total time worked, not just the arrival and departure times. Always to the employer’s advantage.

The following options are available:

Do nothing no rule is created

Round (after a once the minimum hours worked is configured, you can choose to round this time. Example: if
defined time worked) the employee works at least 7 hours, the time is rounded by 10 minutes.

Round (within a lets you set the minimum and maximum hours worked for which to round. Example: if the

:7:3(23; hours employee works more than 8 hours and less than 10 hours, the time is rounded by 5 minutes.

When “Arrival and Departure Rounding” is combined with “Rounding of Hours Worked", the system first rounds arrivals and
departures and then rounds the hours worked based on those.
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Settings

Casovy Giet, absence, svatky

Upravit pracovni pravidlo Denni 8h < Dennigh

Pracovni pravidla

Hlavni || Ovazek || Prac.doba || Prestavky | Prestasy | Placenadoba || Reportovani | Absence || Svitky = Noéni | Zaokrouhlovani
Editor kalendafe statnich
svétkd [ @ Umoiiuje zaokrouhlovani oznateni Easu vasich zaméstnanct na definované hodnoty.
Vypotet naroku na dovolenou Zaokrouhlit pFichod do prace Zaokrouhlit * @
. L Zaokrouhlit éas zdznamu v na 5 minut v
Pravidla pFevodu zustatku Gétd
it pouze pokud zamé pFijde pozdgji

Pole sledovana u zaméstnanct - - Z N
ne [prézdné = zaokrouhlit vidy]

Ciselniky ¢}
Terminaly Zaokrouhlit odchod z prace Posunout Zas zaznamu o [+min] @ a poté zaokrouhlit ¢as zaznamu * @

. . Posunout a poté zaokrouhlit ¢as zaznamu v 6 na 10 minut
Nastaveni zaznami

it pouze pokud zamé odejde dfive nez
[prazdné = zaokrouhlit vzdy]

Mobilni NFC ctecka

Notifikace (c]

Typ zaokrouhlovani odpracované doby

Nedélat nic v

8.3.2. Procedure for the Daily Rules Switcher

The daily rules switcher allows you to configure the conditions for shift operations in the company. To determine the appropriate
shift, you define the time interval during which an arrival is evaluated as a morning, afternoon, or night shift.

Based on the rules configured this way, the system then selects the specific attendance evaluation mode for the employee. The

daily rules switcher also handles the choice of which specific rule to apply in case of a full-day absence.

Casovy ucet, absence, svatky  Pracovni pravidla

Pracovni pravidla © Vytvorit pravidlol l Hromadné Gpravy | Tabulka:  Viechna pravidla v

Editor kalendare statnich

i Barva v Nazev pravidia v Zkratka v Verze v Platndod ¥ Platnido v Aktulné platné v Typ pracovniho pravidla x
O Denni - Po-Pé 8h - DE 1 3042024 Ne Denni rozsifens pracovn pravidio
YEcEstnirokuinaitoueisncy =] Denni - Po-P4 8h ~ DE 2 152024 31122024 Ne Denni roz&ifené pracovni pravidio
Pravidla prevodu zistatku aéea || 1 Denni - Po-Pé 8h - DE 3 1.1.2025 3132026 Ne Denni rozsifené pracovn pravidio
m] Denni - Po-Pé 8h ~ DE 4 142026 Ano Denni rozsifené pracovn pravidio
Pole sledovand u zaméstnanci m] Denni - So, Ne 0h ~ DE 1 3042024 Ne Denni rozsifens pracovn pravidio
S m] Denni - So, Ne 0h ~ DE 2 152024 Ano Denni rozsifens pracovn pravidio
O Den Monika - DE 1 3092024 Ne Denni rozsifens pracovni pravidio
Termindly O Den Monika - oE 2 1102024 3042025  Ne Denni rozsifens pracovn pravidio
Nastaveni zaznami O Den Monika - DE 3 1.5.2025 Ano Denni rozsifené pracovn pravidio
m] Pravidlo Brno/Praha - PR 1 Ano Denni rozsifené pracovn pravidio
Mobilni NFC étetka
m] Denni - So, Ne Oh PRAHA/BRNO ¥ DE 1 3042024 Ne Denni rozsifené pracovn pravidlo
Notifikace O Denni - So, Ne Oh PRAHA/BRNO ¥ DE 2 152024 Ano Denni rozsifens pracovn pravidio
O Pondsli 11 PO 1 Ano Denni rozsifens pracovn pravidio
] Utery 7:00 v out 1 Ano Denni roziiFené pracovni pravidio
O Ranni 6:00 Pavel v RAG 1 Ano Denni rozifené pracovni pravidlo

Celkem polozek: 32

2. Fillin the parameters:

Vytvorit nové pracovni pravidlo

Nazev nového pravidla *

Typ nového pravidla *

Prepinat dennich pravidel

Prosim zvolte...

Denni rozsiené pracovni pravidio

Denni ziednodusené pracovni pravidio

Prepinac dennich pravidel

Tydenni pravidio

Hledat
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New rule name Name the rule (we recommend short names)

New rule type Daily rules switcher

3. Click[_Confirm )
8.3.2.1. Rules for Selecting the Work Rule

Set the range of arrival or departure times for shift operations and the shift each arrival/departure falls into.

Example:

o If an employee arrives between 5:00 and 9:00, their attendance is assigned to the predefined “Morning Shift". If they
arrive between 12:00 and 15:00, the attendance is assigned to the predefined “Afternoon Shift".

~ #} Nastaveni v

Casovy ucet, absence, svatky  Upravit pFepinac denniho pravidla PFepina dennich pravidel

M Zpét na seznam

svatkd Nézev prepinace denniho pravidia

Pracovni pravidla

Editor kalendare statnich

Vypotet naroku na dovolenou Nazev pravidla * Zratka Barva
< P .
Pravidla prevodu ziistatku Gétd Prepinac dennich pravidel

Pole sledovana u zaméstnancil

Eiselniky Pravidla pro volbu pracovniho pravidla @
Terminaly Volba pracovniho pravidla die
Prvniho pfichodu do prace v

Nastaveni zaznami

Mobilni NFC Etetka PFichozi pravidla
. KdyZ zaméstnanec pFijde od * do* 2Zvolené pravidio *
05:00 (] 09:00 [c] Ranni 06:00-13:45 v E
KdyZ zaméstnanec pfijde od * do* Zvolené pravidlo *
12:00 ] 15:00 [c] Odpo 14:00-21:45 v [Z]

Prepnuti pravidla, kdyZ je zaméstnanec nepfitomen. @

Pravidlo pFi nepFitomnosti zaméstnance

8.3.2.2. Switching the Rule When the Employee Is Absent

If the employee does not come to work for an entire day, this function lets you predefine which rule should be applied. If they do
not have a work obligation every day, this field can be left empty.
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nika v .-

Nézev pravidla * Zkratka Barva

Prepinat dennich pravidel

Casovy Giet, absence, svatky
Pracovni pravidia

Editor kalendare statnich

Svatka Pravidla pro volbu pracovniho pravidla €
Vypoget néroku na dovolenou Volba pracovniho pravidla dle
. L% Prvniho pfichodu do prace v
Pravidla pFevodu ziistatku GEti
Pole sledovana u zaméstnancii Prichozi pravidla
L KdyZ zaméstnanec pfijde od * do* Zvolené pravidio *
Ciselniky
05:00 o 09:00 o] Ranni 06:00-13:45 v IZ]
Terminaly
Nastavenizéznamii KdyZ zaméstnanec pFijde od * do* 2Zvolené pravidio *
12:00 © 15:00 (o) 0Odpo 14:00-21:45 v E]
Mobilni NFC Etezka
Notifikace

Prepnuti pravidla, kdyZ je zaméstnanec nepfitomen. @

Pravidlo pFi nepFitomnosti zaméstnance

Vyberte si prosim. v

After configuring the daily rules switcher, click .
8.3.3. Procedure for a Weekly Rule

A weekly rule adjusts how the employee’s attendance obligation is distributed throughout the work week. This lets you specify
different requirements for specific days of the week — e.g. office days.

Example:

The company requires mandatory presence at the workplace on Monday and Tuesday from 8:00 to 16:00, and on
other days only from 8:00 to 14:00. Within the weekly rule, | select from the portfolio of created daily rules and assign
them to the corresponding days.

Casovy Giet, absence, svatky Pracovni pravidla

Pracovni pravidla OVy(voFi(pravidlol lHromadné upravy | Tabulka:  Vsechna pravidla v Hledat B

Editor kalendare statnich

eh Barva v Nazev pravidia v Zkratka v Verze v Platndod v Platnido v Aktudlné platné v Typ pracovniho pravidla x
O Denni - Po-Pé 8h - bE 1 3042024 Ne Denni rozsifens pracovn pravidio
iypocetharokuinaldovalenalt O Denni - Po-P4 8h v DE 2 1.5.2024 31122024 Ne Denni rozsifené pracovni pravidio
Pravidla prevodu zistatku aéea || 1 Denni - Po-Pé 8h - DE 3 1.1.2025 3132026 Ne Denni rozsifené pracovn pravidio
m] Denni - Po-Pé 8h - DE 4 142026 Ano Denni rozsifené pracovn pravidlo
Pole sledovand u zaméstnanci m] Denni - So, Ne 0h ~ DE 1 3042024 Ne Denni rozsifens pracovni pravidio
R m] Denni - So, Ne 0h ~ DE 2 152024 Ano Denni rozsifens pracovn pravidio
O Den Monika - DE 1 3092024 Ne Denni rozsifens pracovn pravidio
Termindly O Den Monika - oE 2 1102024 3042025  Ne Denni rozsifens pracovni pravidio
Nastaven zznamé O Den Monika ~ DE 3 152025 Ano Denni rozsifené pracovn pravidio
m] Pravidlo Brno/Praha - PR 1 Ano Denni rozsifené pracovn pravidio
Mobilni NFC étetka
m] Denni - So, Ne Oh PRAHA/BRNO ¥ DE 1 3042024 Ne Denni rozsifené pracovn pravidlo
Notifikace m] Denni - So, Ne Oh PRAHA/BRNO ¥ DE 2 152024 Ano Denni rozsifens pracovn pravidio
O Pondsli 11 v PO 1 Ano Denni rozsifens pracovn pravidio
O Utery 7:00 v out 1 Ano Denni roziiFené pracovni pravidlo
O Ranni 6:00 Pavel v RAG 1 Ano Denni rozifené pracovni pravidlo

Celkem polozek: 32

2. Fillin the parameters:
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Vytvorit nové pracovni pravidlo

Nazev nového pravidla *

Typ nového pravidla *
Tydenni pravidio
Prosim zvolte...
Denni roz&ifené pracovni pravidio
Denni zjiednodugené pracovni pravidlo

Prepinat dennich pravidel

Tydenni pravidlo

New rule name Name the rule (we recommend short names)

New rule type Weekly rule

3. Click confirm |

8.3.3.1. Rule Configuration

2 Exporty v % Nastaveni v

Casovy Ucet, absence, svatky Tydenni pravidlo Tydenni pravidlo

Pracovni pravidla

Nézev tydenniho pracovniho pravidla
Editor kalendafe statnich
svatkd

Nézev pravidla * Zkratka Barva
Vypo&et naroku na dovolenou Tydennf pravidlo ™
<
Pravidla pFevodu ziistatku GEti
Pole sledovana u zaméstnancii Sledovani odpracovanych hodin béhem tydne
Ciselniky Min. tydenni odpracovany &as [prazdné = bez limitu] Max. tydenni odpracovany &as [prazdné = bez limitu]
ey 20:00 HH:MM 60:00 HH:MM
Nastaveni ziznam
Mobilni NFC étetka Pravidla pro dny v tydnu
Notifikace PondéIni pravidlo Uterni pravidio StFedeZni pravidio
Denni - Po-P4 8h v Denni - Po-Pa 8h v Denni - Po-P4 8h v
Etvrtezni pravidio Pateni pravidlo Sobotni pravidlo
Denni - Po-P4 8h v Denni - Po-P4 8h v Denni - So, Ne Oh v
NedzIni pravidio Statni svatek @
Denni - So, Ne Oh v Vyberte si prosim... v

RU"*; for days of the For each day, select from the predefined daily rules.
wee

Example:

The company requires mandatory presence at the workplace on Monday and Tuesday from 8:00 to 16:00, and on
other days only from 8:00 to 14:00. Within the weekly rule, we select from the portfolio of created daily rules and
assign them to the corresponding days.

After configuring the weekly rule, click .
8.3.4. List of Created Work Rules

In the displayed list of work rules, the following actions are available for each rule:
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Copy Creates a copy of the rule (recommended when creating similar rules)

New version Creates a new version of an existing rule, effective from the chosen date

Edit version validity Any edit is reflected wherever this rule is assigned

Remove version Removes a version of the rule

Delete Not recommended — when deleted, some already-configured rules may stop working

#* Nastaveni v

Casovy Géet, absence, svatky Pracovni pravidla

Pracovni pravidia © Vyevorit pravidio | [ Hromadne dpravy | Tabutka: | viechna pravidla v Hiedat (~]

Editor kalendare statnich

o Barva v Nazev pravidla v Zkratka v Verze ¥ Platndod v Platnddo v Aktudlng platné > Typ pracovniho pravidla x
svatki
[m} Denni - Po-P4 8h 30.4.2024 Ne Denni roziifené pracovni pravidio
o Denni - Po-Pé 8h Verze 1
NyEcEetnioiinsitovelency [} Denni - Po-Pé 8h 2024 31122024  Ne Denni rozsifené pracovn pravidio
Pravidia prevodu zistatku deti || 1 Denni - Po-Pé 8h Kopie 2025 3132026 Ne Denni rozsitené pracovni pravidio
[m] Denni - Po-Pé 8h Nove 2026 Ano Denni rozsifené pracovni pravidio
Pole sledovana éstnanci ova verze
e siedovana wzamestnancd [m] Denni- So, Ne 0h 3042024 Ne Denni rozsifené pracovni pravidio
Ciselniky [} Denni - So, Ne Oh Upravit platnostverze {505, Ano Denni rozsifené pracovni pravidio
O Den Monika Odstranit verzi 30.9.2024 Ne Denni roziifené pracovni pravidio
Terminaly o o
O Den Monika 02024 3042025  Ne Dennf rozsifené pracovni pravidio
Smazat
Nastaveni zaznami m] Den Monika 2025 Ano Denni rozsitené pracovni pravidio
m] Pravidio Brno/Praha - PR 1 Ano Denni rozsitené pracovni pravidio
Mobilni NFC étetka
O Denni- So, Ne Oh PRAHA/BRNO ¥ DE 1 3042024 Ne Denni rozsifené pracovni pravidio
Notifikace [m] Denni- So, Ne Oh PRAHA/BRNO ¥ DE 2 1.5.2024 Ano Denni rozsifené pracovni pravidio

Celkem polozek: 34

8.4. Public Holiday Calendar Editor
[ 0 secings B 3 publcoley Calendar o |

8.4.1. Holiday Calendar

By default, the holiday calendar is predefined for the Czech Republic.

In

You can also add “internal” holidays manually:

1. Click| Add Calendar |

#* Nastaveni v

Casovy tet, absence, svatky  Editor kalend&Fe statnich svatka

Pracovni pravidla I © Pidat kalendaF I [ Import pFeddefinovaného Hledat B

Editor kalendaFe statnich
svatkd

Jméno kalendaFe statnich svatkir  Popis kalendafe statnich svatkid v

Kalendér ceskych statnich svétki ¥ Czech Republic
Vypotet naroku na dovolenou

Pravidla pfevodu ziistatku Gétd
Pole sledované u zam&stnanci
Eiselniky

Terminaly

Nastaveni zdznam{

Mobilni NFC Eteka

Notifikace

Celkem polozek: 1

2. Enter the name and description (optional):
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Settings

3.

4.

Pridat kalendaF

Click| Add Public Holiday ]to add holidays:

#* Nastaveni v

Casovy iiet, absence, svitky
Pracovni pravidla

Nazev Seznam svatk( KalendaF svatka

Editor kalendaFe statnich

Vjpotet naroku na dovolenou
Pravidla prevodu zéistatku Gétd
Pole sledovana u zam&stnanct
Ciselniky

Terminaly

Nastaveni zaznamii

Mobilni NFC ctecka

Notifikace

Fill in the parameters:

Statni svatek

Nazev statniho svatku *

Typ statniho svatku

Cely den

Typ pohyblivého svatku

Neni pohyblivy

Datum *

Zadejte prosim platné datum.

Editor kalend&Fu statnich svatku : Interni kalendar -

Cloud Attendance System iTA | User Guide
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5. Switch to the Name field and click [ save |

If a calendar is not predefined, it can easily be imported:

1. CIick[ Import Predefined ]:

~ & Nastaveni v

Casovy ucet, absence, svatky  Editor kalendaFe statnich svatki

Pracovni pravidla © Pridat kalendaF | I Import pFeddefinovaného I Hledat E

Editor kalendare statnich
svatkd

Jméno kalendaFe statnich svatkir  Popis kalendaFe statnich svatki v

Kalendar ceskych statnich svétki ¥ Czech Republic
Vypotet naroku na dovolenou

Pravidla pFevodu ziistatku G&td
Pole sledované u zam&stnanci
Ciselniky

Terminaly

Nastaveni zéznaml

Mobilni NFC Etetka

Notifikace

Celkem polozek: 1

2. Select the import options:

Import pfeddefinovaného

Z nize uvedeného seznamu kalendaFu si zvolte ten, ktery Vam vyhovuje.
® Ceské statni svétky
O Prézdny kalendéi

Zvolte prosim jak chcete vybrany kalendaF importovat.
@ Importovat jako novy kalendaF
O Prepsat kalendaF "KalendaF Eeskych statnich svatka"

O Lo

You assign the calendar that should apply to a given employee while adding them to the system.

8.4.2. Adding an Internal Holiday

To add an internal holiday (e.g. the company's founding day), click the existing calendar or use the “Edit” action.
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& Nastaveni v

Casovy utet, absence, svatky  Editor kalendaFe statnich svatki

Pracovni pravidla © Pridat kalendaF ] [ Import preddefinovaného ]

=

Editor kalendare statnich

! Jméno kalendaFe statnich svatkér  Popis kalendaFe statnich svatkiv
svatki

KalendaF Ceskych statnich svatkd  § KalendsF geskych statnich svtki
Vypotet naroku na dovolenou

Pravidla pFevodu ziistatku Gétd

Zkopirovat kalendar

Pole sledovana u zam&stnanci
~ Smazat
Ciselniky

Terminaly

Nastaveni zaznamii

Mobilni NFC ctecka

Notifikace

Celkem polozek: 1

1. Click[ Add Public Holiday |

& Nastaveni v

Editor kalend&Fu statnich svatkui : Kalendar €eskych statnich svéatka - Czech Republic

Casovy uiet, absence, svatky

Pracovni pravidia Nézev  Seznamsvétki  KalenddF svatki

Editor kalendare statnich

svatki © Pridat statni svatek

Vypotet naroku na dovolenou

Datum Nazev Popis Typ pohyblivého svatku Typ Akce
Pravidia pFevodu zistatku 6ztd ||| 0101, Novy rok ostatni svatek Neni pohyblivy Cely den Upravit | Smazat
Pole sledovans u zam@stnancd 03.04.2026 Velky patek ostatni svatek Zalozeno na Velikonogni nedgli Cely den Upravit | Smazat
STy 06.04.2026 VelikonoZni pondzli ostatni svatek Zalozeno na Velikonozni nedzli Cely den Upravit | Smazat
01.05. Svatek préce ostatni svatek Neni pohyblivy Cely den Upravit | Smazat
Terminaly
08.05. Den vit&zstvi statni svétek Neni pohyblivy Cely den Upravit | Smazat
et 05.07. Den slovanskych vérozvésti sv. Cyrila a sv. Metodje statni svatek Neni pohyblivy Cely den Upravit | Smazat
Mobilni NFC Etecka 06.07. Den upaleni mistra Jana Husa statni svatek Neni pohyblivy Cely den Upravit | Smazat
Notifikace 28.09. Den Ceské statnosti statni svétek Neni pohyblivy Cely den Upravit | Smazat
28.10. Den vzniku samostatného Ceskoslovenského statu statni svatek Neni pohyblivy Cely den Upravit | Smazat
17.11. Den boje za svobodu a demokracii statni svétek Neni pohyblivy Cely den Upravit | Smazat
24.12. 3tedry den ostatni svatek Neni pohyblivy Cely den Upravit | Smazat
2512, 1. svétek vénoeni ostatni svatek Nenf pohyblivy Cely den Upravit | Smazat
26.12. 2. svatek vanoeni ostatni svatek Neni pohyblivy Cely den Upravit | Smazat

2. Fillin the parameters:

Typ stétniho svatku

Cely den

Typ pohyblivého svatku

Pohyblivé datum

2024

112 BE-801487.3 | 2026


file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/calendar-editor-edit.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/calendar-editor-edit.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/calendar-editor-add-holidays-new.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/calendar-editor-add-holidays-new.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/calendar-editor-add-holidays-parameters.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/calendar-editor-add-holidays-parameters.png

Cloud Attendance System iTA | User Guide Settings

Holiday name Name of the holiday
Description Description of the holiday (optional)
Holiday type Available options:
+ Full day
+ Half day
+ Special day
Movable holiday Available options:
type +  Not movable — enter the exact date of the holiday

+ Movable date — enter the date for each subsequent year
+ Based on Easter Sunday — enter an approximate date based on Easter Sunday

+ Based on Day of Repentance and Prayer — enter an approximate date based on the
Day of Repentance and Prayer

8.5. Vacation Entitlement Calculation

£ Settings B 8 Vacation Entitlement Calculation

8.5.1. List of Vacation Assignment Rules

By configuring the vacation calculation rules, you can define a flat vacation entitlement for employees, or specify individual
dependencies of the calculation according to the practices in your company.

You can set the number of vacation days per calendar year as a flat value, or define the number of days based on the employee’s

age or the length of their employment.

8.5.1.1. Procedure

1. Click[ Add Vacation Entitlement Rule ]

2 Reporty v & Exporty v % Nastaveni v S onika v ™= CZ v Podpora v

Casovy utet, absence, svatky  Vypoc€et naroku na dovolenou

Pracovni pravidla g . . L i
P Seznam pravidel pFid&lovani dovolené  PFehled roniho naroku dovolené

Editor kalendare statnich

svatkd I © Viozit pravidio naroku na dovolenou | OFiltrovat | 1 E]

Vypoget néroku na dovolenou Nézev ~ Popis v Smazéno dme

< roing -
Pravidla prevodu ziistatku Gétd 20 dnirocne /160 ho...

25 dni roéné / 200 ho. e
Pole sledovana u zaméstnancii
Ciselniky
Terminaly
Nastaveni zaznamii
Mobilni NFC Etetka

Notifikace

Celkem polozek: 2

2. Fillin the parameters:

BE-801487.3 | 2026

113


file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/holiday-entitlement-calculation-add.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/holiday-entitlement-calculation-add.png

Settings

Cloud Attendance System iTA | User Guide

2 Exporty v %* Nastaveni v

nika v ™= CZ v

Casovy uiet, absence, svatky

Pracovni pravidla

Editor kalendare statnich

VloZit pravidlo naroku na dovolenou

Nazev* @ Popis

30 dni dovolené

svatka
Vypotet naroku na dovolenou Typ pravidla pro narok na dovolenou Ro&ni nérok na dovolenou Bonus naroku na dovolenou

< - . y . )
YIS T Evod s it R Gt Fixni pravidio pro narok na dovolenou v 24000 HH:MM Bez bonusové dovolené
Pole e Jak potitat pro &ast roku? *
; Prosim zvolte... v
Eiselniky

2 néroku na
Terminaly
Nezaokrouhlovat v

Nastaveni zaznami
Mobilni NFC ctecka

Notifikace

Name

Description

B Ulozit

Name of the rule; we recommend a short, descriptive name

Optional detailed description

Vacation entitlement Available options:

rule type

+ Fixed vacation entitlement rule
+ Vacation entitlement based on employee age
+ Vacation entitlement based on length of employment

After selection, another table opens for configuring the conditions.

3. After filling in the parameters, click .

Fixed Vacation Entitlement Rule

Defines a fixed flat vacation amount unrelated to any other circumstances.

Example:

The employee is entitled to 30 days (240 hours) of vacation per calendar year.

2 Exporty v % Nastaveni v

nika v ™= CZ v Podpora v

Casovy uiet, absence, svatky
Pracovni pravidla

Editor kalendafe statnich
svatka

Vypotet naroku na dovolenou
Pravidla pFevodu ziistatku G&td
Pole sledované u zam&stnanci
Ciselniky

Terminaly

Nastaveni zaznamii

Mobilni NFC &tetka

Notifikace

VloZzit pravidlo naroku na dovolenou

Nazev* @ Popis

30 dni dovolené

Typ pravidla pro nérok na dovolenou Rogni nérok na dovolenou Bonus naroku na dovolenou

Fixni pravidio pro narok na dovolenou v 240:00 HH:MM Bez bonusové dovolené

Jak potitat dovolenou pro st roku? *

Prosim zvolte... v

naroku na

Nezaokrouhlovat v

B Ulozit
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How to Calculate Vacation for Part of a Year?
Three options are available:

1. By the number of full months of employment
2. By the number of full weeks of employment

3. By the number of days of employment

This setting refines the vacation calculation for an employee who, for example, started during the year.

Entitlement Based on Employee Age

Adjusts the basic default vacation amount based on the chosen parameters.

Example:

0 The employee is entitled to 20 days (160 hours) of vacation per calendar year if they are aged up to 19, 22 days (176
hours) if they are aged 20-29, and 25 days (200 hours) if they are older than 30.

Monika v ™= CZ v Podpora v

ka # Reporty v & Exporty v %% Nastaveni v

Casovy Gcet, absence, svitky VloZit pravidlo naroku na dovolenou

Pracovni pravidla

Nazev* @ Popis
Editor kalendaFe statnich 30 dni dovolené
svatka
Vypotet naroku na dovolenou Typ pravidla pro nsrok na dovolenou
e e R \ Narok na dovolenou na zakladé véku zaméstnance v
Pole sledovana u zaméstnanci Pravidla na zakladé véku zaméstnance
Ciselniky © Pridat
Terminaly o . e i
Roini narok neni-li zvoleno Zadné pravidlo Bonus néroku na dovolenou
Nastaveni zaznamii HH:MM Bez bonusové dovolené v
Mobilni NFC étecka Jak poitat dovolenou pro East roku? *
Notifikace Prosim zvolte. v
ého naroku na
Nezaokrouhlovat v
B Ulozit

Entitlement Based on Length of Employment

This rule calculates how long the employee has been employed with your company and determines the vacation length

accordingly.

Example:

If the employee has not worked at least 5 years, they are entitled to 20 days (160 hours) of vacation. After 5 years of
employment, the employee is entitled to 22 days (176 hours) of vacation. After 10 years worked, to 25 days (200

hours) of vacation.
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& Nastaveni v

Casovy Géet, absence, svatky VloZit pravidlo naroku na dovolenou

Pracovni pravidla

Nazev* @ Popis
Editor kalendaFe statnich 30 dnf dovolené
svatka
Vypotet naroku na dovolenou Typ pravidla pro narok na dovolenou
Pravidla prevodu zdistatku Gétd Narok na dovolenou na zaklade délky zaméstnaneckého por
Pole sledovana u zaméstnanct Pravidla dle délky zam&stnaneckého poméru
Terminaly
Roini narok neni-li zvoleno zadné pravidio Bonus néroku na dovolenou
Nastaveni zaznamii HH:MM Bez bonusové dovolené v
Mobilni NFC Etetka Jak poitat dovolenou pro East roku? *
Notifikace Prosim zvolte.. v
1 naroku na
Nezaokrouhlovat v

8.5.1.2. List of Created Vacation Entitlement Rules

In the displayed list of account balance transfer rules, you can edit or delete each rule.

& Nastaveni v

Casovy utet, absence, svatky  Vypoc€et ndroku na dovolenou

Pracovni pravidla o . N L i
P Seznam pravidel pFidlovani dovolené  Pehled roniho naroku dovelené

Editor kalendaFe statnich

svatkii [ © Viosit pravidlo naroku na dovolenou OlFiltrovat

Vjpotet naroku na dovolenou Nazev ~ Popis ¥ Smazéno dne

[+]

< -
Pravidla prevodu zistatku Géti 20 dnirotne /160 ho... e 160 hodin

25 dni roéné / 200 ho.
Pole sledovana u zaméstnancii .
Upravit

Ciselniky Smazat

Terminaly
Nastaveni zaznamii
Mobilni NFC Etetka

Notifikace

Celkem polozek: 2

When a rule is edited, any change is reflected wherever the rule is assigned.

If a rule is deleted (not recommended), some already-configured rules may stop working.

8.5.2. Annual Vacation Entitlement Overview

This overview lets you see how many vacation days have been calculated for your employees. Select a year and click
[ Show Allocated Vacation Overview
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£+ Nastaveni v

Casovy dcet, absence, svatky  PFehled ro€ni dovolené zamé&stnanct

Pracovni pravidla . P . - - 2 z
P! Seznam pravidel piidélovani dovolené  PFehled roniho néroku dovolené

Editor kalendare statnich
Zvolte rok prehledu dovolené *

svatkd
2026 Zobrazit prehled pridélené dovolené
Vypoiet néroku na dovolenou
) 3 Jméno Vypoteny narok dovolené Chyba?  Skuteéné pridélena dovolena Zména v pridélené dovolené
Pravidla prevodu ziistatku ucti
© Biela sandra 160:00 160:00
Pole sledovana u zaméstnancii (spotteno systémern)
© Cloud Tester 160:00 160:00
Ciselniky (spotteno systémenm)
L © Cupera Viadimir 160:00 160:00
Terminaly ) .
(Spotteno systémem)
Nastavenizaznami © chvatil Stefan 160:00 160:00
(Spotteno systémerm)
Mobilni NFC Etecka © Misak David 160:00 160:00
(Spocteno systémem)
Notifik
oufiiace © Musil Vojtéch 160:00 160:00
(Spocteno systémem)
© Polas JiFi 200:00 200:00
(Spoteno systémem)
© smycek Libor 200:00 200:00
(Spotteno systémem)
© spasic Katerina 160:00 160:00
(Spotteno systémern)
© Suchy Michal 160:00 160:00
(Spocteno systémem)
© svatoiiova Monika 160:00 160:00
(Spotteno systémenm)
© Uhl Milan 160:00 160:00

(Spotteno systémem)

To manually change the number of vacation days, click “Edit”, set the desired number of days, and click “OK". Then confirm by
clicking “Send Changes in Allocated Vacation”.

8.6. Account Balance Transfer Rules

£ Settings gl Account Balance Transfer Rules

8.6.1. Procedure

These rules determine how the account balance is further processed at the transition between months and years. If the balance
is to be carried over, configuring these rules lets you define the specific transfer method and any adjustment of the balance.

The rule conditions are used for this configuration.

¥+ Nastaveni v

Casovy uet, absence, svatky  Pravidla pFevodu ziistatku Géta

8

Editor kalendare statnich

-yl Nazev  Verze v Verze platné oderze platné dWerze je platna v Popis v Pro GZet v Periodicita spousténiv Smazéno dne
Nulovéni Home Office v Ano Home Office Mésiéné

SyEocetniroktinadousiencl Nulovani Prestas - Ano Prestas  Mésitné

Pravidla prevodu zistatku géta < Nulovanivikend -1 Ano Vikend Mésicne
Vynulovat saldo ke konci mési... ¥ 1 Ano Saldo Mésiéna

Pl G Vynulovat saldo ke konciroku ¥ 1 Ano Saldo Rocna

Ciselniky

Terminaly

Nastaveni zaznami
Mobilni NFC Eteéka

Notifikace

2. Enter the rule name (we recommend a short, descriptive name) and the time account the rule applies to:
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Vytvorit nové pravidlo

Nazev pravidla *

Pro asovy ucet * @

Vyberte si prosim...

Dovolena
Home Office
Lékar
Matefska dovolena
Nemoc
Nevolnost
Noéni

el

Praha
Projekt 1
Projekt 2
Projekt 3
Prestas
Priplatek A
priplatek B
Priplatek C
Priplatek D

Report prace ve ztizeném prostredi

3. Afterfilling in the rule name and time account, click .
8.6.2. Configuring and Editing a Rule

1. To configure a rule, click the rule you want to configure, or click the arrow to the left of the version and choose “Edit”.

£ Nastaveni v

Casovy utet, absence, svatky  Pravidla pFevodu zlistatku uétd

=

Editor kalendare statnich

R Nazev v Verze v Verze platnd ollerze platna dderze je platnd ¥ Popis v Prouget v Periodicita spousténi v Smazéno dne
Nulovani Home Office R Ano Home Office Mésicné
iiypectetuarokupaliovelencl Nulovéni Pres¢as NulevéniHome Office Ano Prestas Mésieng
Pravidla prevodu ziistatku aec | Nulovanivikend Ano Vikend Mésicné
Vynulovat saldo ke konci mési... Ano saldo Mésiené
el DTS Vynulovat saldo ke konci roku smezat Ano Saldo Rocné
T Pfidat novou verzi
Upravit verzi
Terminaly

Smazat tuto verzi

Nastaveni zaznamd

Mobilni NFC éteéka

2. Fillin the following fields:
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Uprava pravidla pro prevod ziistatku Gétu "Nulovani Home Office" (na Gétu "Home Office ")

Easovy Giet, absence, svatky

Pracovni pravidla
Nézev * @ Popis

Editor kalendare statnich Nulovani Home Office
svatkd

V§potet néroku na dovolenou

Periodicita prevodu zéistatku Gétu * kdy se akce provede * @

< U
Pravidla pFevodu zlstatku GEtd Mésicne v 31
Pole sledovan u zaméstnancii Pokud je zlistatek v&tsi nebo roven @
- 00:00 HH:MM
Eiselniky
poté
Terminaly
Nastavit na 0 v

Nastaveni zaznami
Pokud je zlistatek mensi nebo roven @
Mobilni NFC éteck:
opiintNFE crecka 00:00 HH:MM

Notifikace
poté

Nastavit na 0 v
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Name * we recommend a short, descriptive name
Description optional detailed description
Transfer frequency * how often the rule should be applied:
Periodicita pfevodu zustatku uétu *
Mésicné v
Denné
Kazdy tyden
Kazdy druhy tyden
Kazdy druhy mésic
Kazdy treti mésic
Kazdy Ctvrty mésic
Kazdy palrok
Rocné
Days of the week / the day and month on which the action is performed; the year selected is ignored, and the
Date of the year on action is performed every year.
which the action is
performed *
If the balance is the transfer rule
greater / less than
or equal to ... Example:
An employee has 30 full vacation days remaining (the vacation account is kept in
days); the employer allows all days to be carried over to the following year.
If the employee has fewer than 3 days remaining, those days are deleted.
then If the state is greater than or less than, perform the following action:
poté
Nastavit na 0 v
Nedélat nic

Nastavit na 0

Nastavit urcitou hodnotu zlstatku
Nastavit procentualni pomér ze zlstatku
Zkopirovat zlstatek na jiny Casovy ucet
PFesunout zlstatek na jiny ¢asovy ucet

Pricist/odecist hodnotu

3. Once configured, click .

8.6.3. List of Created Balance Transfer Rules

In the displayed list of account balance transfer rules, the following actions are available for each rule:
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£+ Nastaveni v

Casovy dtet, absence, svatky  Pravidla pFevodu zlstatku GEtd

=]

Editor kalendare statnich

el Nézev v Verze v Verze platnd oWerze platna derze je platna v Popis v Pro iZet v Periodicita spousténi v Smazano dne
Nulovani Home Office ; = Ano Home Office Mésicné
P % Nulovani Home Office
RYEecetpiokunakioveieroy Nulovani Prescas Ano Prestas Meésicné
Pravidla prevodu zistatku et || Nulovanivikend Upravit Ano Vikend Mésicne
Vynulovat saldo ke konci mési... Ano Saldo Mésicné
el DT e Vynulovat saldo ke konci roku smezat Ano Saldo Roéné
Ciselniky Pfidat novou verzi
Termindly Upravit verzi
Smazat tuto verzi
Nastaveni zaznamu
edit any change is reflected wherever the rule is assigned
delete not recommended — when deleted, some already-configured rules may stop working
add new version creates a new version of an existing rule, effective from the chosen date

8.7. Employee Tracking Fields
[0 5eungs B s empioye Tcng e |
8.7.1. Add Tracked Field

Before adding employees to the system, use the I OYEERIEENO AR EC e ature to choose the data you want to record

for each employee in the system.

By selecting and saving, you choose which fields are tracked for employees:

1. CIick[ Add Tracked Field ]:

& Nastaveni v

Casovy utet, absence, svitky  Pole sledovana u zamé&stnanci

Pracovni pravidia or pole E]
Editor kalendae statnich Nizev pole v Typpole
svétki P PP
Cislo socidlniho pojistani Osobni ddaje
PR L ey Datum narozeni ¥ Osobni tdaje

Pravidia prevodu zdistatku Gétd Zacatek zaméstnaneckého poméru * Osobni tidaje

Konec zaméstnaneckého poméru = Osobnf daje
Pole sledovana u zamé&stnanci

Volné pole 1 ¥ Osobni tdaje
Eiselniky Osobni &islo ¥ Pracovni smiouvy
Castecny tvazek % ~ Pracovni smiouvy
Terminaly R i
Spole¢nost ¥ Pracovni smiouvy
Nastaveni zaznamii Oddéleni ~ Pracovni smiouvy
Tym ¥ Pracovni smiouvy
Mobilni NFC Etetka
Organizace ~ Pracovni smiouvy
Notifikace Nakladové centrum ¥ Pracovni smiouvy
Nakladové jednotka ¥ Pracovni smiouvy

Celkem polozek: 13

2. Select the field:
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Settings

3.

Pridat sledované pole

Cloud Attendance System iTA | User Guide

PFidat sledované pole *

| Vyberte si prosim...

Adresa (Osobni udaje)

Aktivita (Pracovni smlouvy)

E-mail (Osobni Gdaje)

Funkce (Pracovni smlouvy)

Hodinova mzda 1 (Pracovni smiouvy)
Hodinova mzda 2 (Pracovni smlouvy)
Klient (Pracovni smlouvy)

Kvalifikace (Pracovni smlouvy)

Mésto (Osobni Gdaje)

Mobil (Osobni tdaje)

Narodnost (Osobni Udaje)

Osloveni (Osobni Gdaje)

Pohlavi (Osobni udaje)

Preferovany jazyk (Osobni Gdaje)
PS¢ (Osobni tdaje)

Rodinny stav (Osobni udaje)

Ridi¢sky priikaz (Osobni udaje)
Telefon (Osobni udaje)

Volné pole 2 (Osobni udaje)

click_save ]

8.7.2. Tracked Fields

8.7.2.1. Personal Details

Date of birth
Employment start date
Employment end date
Social security number
Preferred language
Address

Postal code

City

Email

Phone

Mobile

Custom Field 1

Custom Field 2

Marital status
Nationality

Gender

Driver's license

Salutation

122
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8.7.2.2. Employment Contracts

Personnel number

Part-time %
Cost center
Company
Department
Client

Team
Organization
Cost unit
Qualification
Job title
Activity
Hourly rate 1

Hourly rate 2

8.8. Code Lists
[ oseirg M Codeliss

If your tracking needs exceed the basic options, you can specify detailed information by creating code lists.

There can be a wide range of code lists. They are linked to the employee tracking fields. When you create a new tracked field for
an employee, you go to the code list created for that field. You define this code list according to your own needs.

8.8.1. Company Code List

The company code list lets you split tracked employees across organizational units of the company.

1. Onthe Company Code List tab, click :
" i Prehle hazka

2.

Casovy uiet, absence, svatky
Pracovni pravidla

Editor kalendaFe statnich
svatkd

Vypotet naroku na dovolenou
Pravidla pFevodu ziistatku G&td
Pole sledované u zam&stnanci
Ciselniky

Terminaly

Nastaveni zaznamii

Mobilni NFC &tetka

Notifikace

Fill in the names:

& Exporty v # Nastaveni v Sy onika ¥ ™= CZ v Podpora ¥

Upravit Ciselnik: Spole¢nosti

Ciselnik spolenosti | | Ciselnik oddé&leni | | Ciselnik tymi | Ciselnik organizaci | | Ciselnik nakladovych center | = Ciselnik nakladovych jednotek

<
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Settings

3.

Casovy uiet, absence, svatky
Pracovni pravidla

Editor kalendae statnich
svatkd

Vypotet naroku na dovolenou
Pravidla pFevodu ziistatku GZtd
Pole sledovana u zam&stnanci
Ciselniky

Terminaly

Nastaveni zaznamii

Mobilni NFC &tetka

Notifikace

click_save ]

Cloud Attendance System iTA | User Guide

& Nastaveni v

Upravit Ciselnik: Spole€nosti

Eiselnik spoletnosti || Ciselnik oddgleni | | Eiselnik tymi | iselnik organizaci | | Ciselnik nakladovych center | | Eiselnik nakladovych jednotek

Brno E
Praha E]
Vyskov E

8.8.2. Department Code List

Lets you specify individual departments within the company.

1.

N

3.

On the Department Code List tab, click

Casovy det, absence, svatky
Pracovni pravidla

Editor kalendaFe statnich
svatkd

Vypotet naroku na dovolenou
Pravidla prevodu ziistatku G&td
Pole sledované u zam&stnanci
Ciselniky

Terminaly

Nastaveni zdznami

Mobilni NFC Eteka

Notifikace

Fill in the names:

Casovy uiet, absence, svatky
Pracovni pravidla

Editor kalendae statnich
svatkd

Vypotet naroku na dovolenou
Pravidla pFevodu ziistatku agtd
Pole sledovana u zam&stnancii
Ciselniky

Terminaly

Nastaveni zaznami

Mobilni NFC Eteka

Notifikace

click_save ]

2 Exporty v % Nastaveni v onika

Upravit ciselnik: Oddéleni

Ciselnik spolenosti | | Ciselnik odd&leni | | Ciselnik tymii | Ciselnik organizaci | | Ciselnik nakladovych center | Ciselnik nakladovych jednotek

<

£+ Nastaveni v

Upravit iselnik: Oddéleni

Eiselnik spolenosti | | Ciselnik odd&leni | | Ciselnik tymii | Ciselnik organizaci | | Ciselnik nakladovych center | | Ciselnik nakladovych jednotek

Marketing E
< Obchod E]
Uétarna E

124
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G4 & Prehled 2 Lide

Casovy dtet, absence, svatky
Pracovni pravidla

Editor kalendaFe statnich
svatki

Vypotet naroku na dovolenou
Pravidla pfevodu ziistatku G&td
Pole sledované u zam&stnanci
Ciselniky

Terminaly

Nastaveni zéznaml

Mobilni NFC Eteka

Notifikace

Fill in the names:

Casovy uicet, absence, svatky
Pracovni pravidla

Editor kalendae statnich
svatkd

Vypotet naroku na dovolenou

Pravidla pFevodu ziistatku Gétd

Cloud Attendance System iTA | User Guide

8.8.3. Team Code List

© Dochazka ¥ Reporty v 2 Exporty v

Upravit ciselnik: Tymy

Ciselnik spolenosti

<

azka 1 Reporty v 2 Ex

Upravit Ciselnik: Tymy

Eiselnik spolenosti

Tym Pavel

Tym Petr

Pole au
© Pridat

Ciselniky

Terminaly

Nastaveni zaznami

Mobilni NFC Etecka

Notifikace

3. Click[ save ],

B Ulozit

Ciselnik oddéleni

Ciselnik oddé&leni

Lets you specify individual teams within the company.

1. Onthe Team Code List tab, click :

%+ Nastaveni

Ciselnik tymii

£+ Nastaveni v

Eiselnik tymd

8.8.4. Organization Code List

Lets you specify individual organizations.

1. On the Organization Code List tab, click .

Ciselnik organizaci

Eiselnik organizaci

Ciselnik nakladovych center

Eiselnik nakladovych center

]
£

Ciselnik nakladovych jednotek

Eiselnik nakladovych jednotek

va Monika v

-z~

-z

Settings

Podpora ~

Podpora ~
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Settings

N

3.

Casovy uiet, absence, svatky
Pracovni pravidla

Editor kalendae statnich
svatkd

Vypotet naroku na dovolenou
Pravidla pFevodu ziistatku GZtd
Pole sledovana u zam&stnanci
Ciselniky

Terminaly

Nastaveni zaznamii

Mobilni NFC &tetka

Notifikace

Fill in the names:

Casovy iiet, absence, svétky
Pracovni pravidla

Editor kalendaFe statnich
svatkd

Vypotet naroku na dovolenou
Pravidla prevodu ziistatku Gétd
Pole sledované u zam&stnanci
Ciselniky

Terminaly

Nastaveni zaznami

Mobilni NFC Eteka

Notifikace

click [ save |

Cloud Attendance System iTA | User Guide

4 Monika v

& Nastaveni v

Upravit Ciselnik: Organizace

Eiselnik spoletnosti || iselnik oddgleni | | Eiselnik tymi | &iselnik organizaci | | Ciselnik nakladovych center | | Eiselnik nakladovych jednotek

#* Nastaveni

Upravit ciselnik: Organizace

Ciselnik spolenosti | | Ciselnik odd&leni | = Ciselnik tymii || Ciselnik organizaci | | Ciselnik nakladovych center

£
]

Ciselnik nakladovych jednotek

ELEKON, s.r.o.

< ELEKTROCASs.ro.

8.8.5. Cost Center Code List

Lets you split employees by assignment to individual cost centers.

1. Onthe Cost Center Code List tab, click :

£+ Nastaveni v

2.

Casovy uiet, absence, svatky
Pracovni pravidla

Editor kalendae statnich
svatkd

Vypotet naroku na dovolenou
Pravidla pFevodu ziistatku agtd
Pole sledovana u zam&stnancii
Ciselniky

Terminaly

Nastaveni zaznami

Mobilni NFC Eteka

Notifikace

Fill in the names:

Upravit Ciselnik: Nakladova centra

Eiselnik spolenosti | | Ciselnik oddleni | | Ciselnik tymii | Ciselnik organizaci || Eiselnik nakladovych center | = Ciselnik nakladovych jednotek

126
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& Nastaveni v

Casovy ucet, absence, svatky  Upravit Ciselnik: Nakladova centra

Braccwnipravidia Ciselnik spoleénosti  Ciselnik oddgleni  Ciselnik tymii  Ciselnik organizaci  Ciselnik nakladovych center  Ciselnik nakladovych jednotek

Editor kalendare statnich

svatkd Stfedisko Brno E

Vypotet naroku na dovolenou

o . . ¢ stiedisko Praha
Pravidla pFevodu ziistatku GZtd
Pole 3 uzamé o
© Pridat
Ciselniky
Terminaly

Nastaveni zaznami
Mobilni NFC ctecka

Notifikace

3. Click[ save J.
8.8.6. Cost Unit Code List

Lets you split employees by assignment to individual cost units.

1. Onthe Cost Unit Code List tab, click

2 Exporty v % Nastaveni v onika

Casovy Gcet, absence, svatky  Upravit €iselnik: Nakladové jednotky

Elacovnl[pravidia Ciselnik spoleénosti | | Ciselnik oddéleni | | Ciselnik tymii | = Ciselnik organizaci | = Ciselnik nakladovych center | Ciselnik nakladovych jednotek

Editor kalendaFe statnich
svatkd

Vypotet naroku na dovolenou

Pravidla prevodu ziistatku G&td -
[@uane ]

Pole sledované u zam&stnanci

Ciselniky

Terminaly

Nastaveni zdznami

Mobilni NFC Eteka

Notifikace

N

Fill in the names:

£+ Nastaveni v

Casovy tcet, absence, svatky  Upravit €iselnik: Nakladové jednotky
Pracovni pravidla

Ciselnik spoleénosti  Ciselnik odd@leni  Ciselnik tymii  Ciselnik organizaci | Ciselnik nakladovych center | Ciselnik nakladovych jednotek

Editor kalendare statnich

svatkd 2PP E

Vypotet naroku na dovolenou

o . ¢ e
Pravidla pFevodu ziistatku agtd

s &

Pole sledovana u zamé&stnanct

Ciselniky

Terminaly

Nastaveni zaznami

Mobilni NFC &tecka

Notifikace

3. Click[ save ],
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8.9. Terminals

XN - I

This is where the list of active terminals is shown. You can name each terminal by its location:

2 Exporty v % Nastaveni v nika v ™= CZ v Podpora v

Casovy ucet, absence, svatky  Terminaly

Pracovni pravidia © Vygenerovat aktivaéni kéd ] [Zobrazitaktivaém’kédy Hiedat B

Editor kalendare statnich

g HWID v Zkratka ¥ Ureni v AktivovanodnEyp terminalu v Verze termindlu~ Omezeni zam& Gv o na skupinu v
08:89:6B:52:AE:B1 v Recepce 21.8.2023 iTAMobile
NJbotetnarckiinakicyolencl D6:47:55:EC:32:B2 v Vstup zadni 30.8.2023 iTAMobile
€ 3EC9:099C2675 v Vyroba 30.82023  iTAMobile

Pravidla pFevodu ziistatku Ggti
Pole sledované u zam&stnanci
Ciselniky

Terminaly

Nastaveni zaznamii

Mobilni NFC &tetka

Notifikace

Celkem poloZek: 3

8.10. Record Settings
[ o seungs B R record seangs

This is where you add and edit the records that will be displayed on your terminal, in the web interface, and in the mobile app.

We do not recommend using the predefined records that are available, as they are tied specifically to the older GEN1
terminal type.

8.10.1. Adding a New Record

1. CIick[ Add Record Setting ]:

Casovy ucet, absence, svitky Nastaveni zaznamu

Pracovni pravidla © Piidat nastaven

B

Editor kalendaFe statnich p P I
lkona v Typ zéznamu v Nazevzaznamu v Zkratka v Akce po oznateni zaznamu v

svatkd

Vypotet naroku na dovolenou
Pravidla pFevodu ziistatku Géti
Pole sledovana u zaméstnancii
Ciselniky

Terminaly

Nastaveni zaznamii

Mobilni NFC étecka

Notifikace

Celkem polozek: 0

2. Fillin the parameters:
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Pfidat nastaveni zaznamu

Typ zéznamu * Pojmenovéni zaznamu

Vyberte si prosim...

Zkratka nazvu

L]

Barva ikony

Akce provedend po oznageni

Z4dna akce
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Record type From the predefined records, use only the first 5 types (using the rest is not recommended).
Selectan event ( Enter , Leave , Break , Info ,or Generic )or another record (in
the list, these start with UserEvent000 or UserBreakEnter000 )and editit as needed.
Record name The name of the record as displayed on your terminal, in the web interface, and in the mobile
app.
Name abbreviation A shortened form of the record name (e.g. Sick Leave - SCK).
Icon Record icon
The following icons are available:
(B erXra®2O900RIIRALTM
QOOmMY £ OO NHNEOGBER
BEOSOORNSHDMPERIAIS S 6
COAEATOREVE RO %O
AR MAETTEDO®ODS K
P X XEH O OF 2SO
Icon color Sets the icon color
Action performed Available options:
upon selection « No action

3. Click[_save J.

Create a record with a time offset by a defined difference — adds a record offset by the
chosen time (positive or negative).

Create a record at a specified time on the given day — sets a fixed time for the added
record.

Change work rule — switches to a specific work rule.
Add another record

Create a virtual record to meet the daily workload

8.11. Mobile NFC Reader
[ o sccrs: W0 obienic eader |

In this module, you customize the settings for NFC tags and how they are used. The Mobile NFC Reader offers only those records
that are configured in the Record Settings module.

8.11.1. Configuration Procedure

1. Find the RFID number of the tag or card using a terminal, or a mobile phone with the Dochazka iTA app.

130
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Simply place the tag on the terminal or on the NFC reader of the mobile phone. The number appears on the terminal or
mobile phone display.

On iOS, you must open the Dochézka iTA app and choose READ TAG .

2. Onthe Mobile NFC Reader settings page, click| NEW SETTING |

~ & Nastaveni v

Casovy tcet, absence, svatky  Mobilni NFC &teéka

B

Editor kalendare statnich

RFID ~ Typzaznamu ~ Pojmenovani &ipu v
svatkd P ! P
1349996581117568 ~ obecne rozhodne systém prichod nfc
N¥pcEetinarciinalcovelency 36132883719572228 ~ obecne rozhodne systém OBECNE NFC
< - ;
Pravidia pFevodu zistatku et 36132883720296964 virtual virtual
41964492456723204 ~ 8mo Bro
EoleSiedeyanaizanssachina 40557119049688324 ~ Praha Praha
Eiselniky 1268679965302400 ~ Testovaci NFC Testovaci pristup Pavel

Terminaly
Nastaveni zéznaml
Mobilni NFC Etetka

Notifikace

Celkem polozek: 6

3. Inthe RFID field, enter the RFID number of the tag or card you found:

Nové nastaveni

Typ zaznamu *

Vyberte si prosim...

Pojmenovani gipu

4. Select the record type:

Nové nastaveni

Typ zéznamu *

[ yperest prosim- J

Vyberte si prosim...

Prichod

Odchod

The records shown are those configured in the Record Settings module.

5. Optionally, give the tag a name for easier identification (e.g. main entrance, parking lot entrance, etc.):
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Nové nastaveni

Typ zaznamu *

PFichod

Pojmenovani gipu

6. Click[ save ],
8.11.2. App

To use the Mobile NFC Reader, you need the MOBATIME Dochéazka iTA mobile app and a device that supports NFC data exchange.

The Dochazka iTA app can be downloaded for free below:

GET IT ON #_  Download on the

® Google Play | @& App Store

8.12. Notifications
[0 5euns B Soicarns |

In this module, you can configure automatic monitoring of employee requests, or set up automatic sending of employee
attendance. This module is closely linked to the “Approving” module.

8.12.1. Creating a New Notification — Approval

This filter applies only to approvals and rejections.

1. CIick[ New Notification — Approval ]:
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Lidé

vatofiova Monika v

Settings

Casovy GZet, absence, svatky
Pracovni pravidia

Editor kalendare statnich
svatkd

V§potet naroku na dovolenou
Pravidla prevodu ziistatku Géti
Pole sledovana u zaméstnanci
Ciselniky

Terminaly

Nastaveni zaznami

Mobilni NFC étecka

Notifikace

© Docha £ Nastaveni v

Notifikace

| ©Nova -schvaleni | [ Nova - Presence
Nazev v Typ v Frekvence v

Notifikace - zadost schvale..

Notifikace - zddost vytvofena ¥ Schvalovani

Celkem polozek: 3

2. Fillin the parameters:

Lidé

© Dochazka

¥ Schvalovani PFi kazdé udalosti
PFi kazdé udalosti

Notifikace - Zddost zamitnu... ¥ Schvalovani Pfi kazdé udalosti

=R R, y £ Nastaveni v

Planované spusténi-datum v Planované spusténi-cas ¥ Adresati x
Seznam adresat(
Seznam adresat(

Seznam adresat(

Média

Email
Email

Email

Hleda

Easovy Giet, absence, svatky
Pracovni pravidla

Editor kalendaFe statnich
svatkd

V§potet néroku na dovolenou
Pravidla pFevodu zlistatku GEti
Pole sledovana u zaméstnancii
Eiselniky

Terminaly

Nastaveni zaznamd

Mobilni NFC Etezka

Notifikace

Nova notifikace - Schvaleni

Nazev *

Filtr uZivateld pro Schvaleni a Zamitnuti
[prazdné = vSichni]

(]

Frekvence

PFi kazdé udalosti

Platnost notifikace [dny] * @

3

Adresa

ti

Ti, kterych se to tyka

Média * @

Email

Zpréva v prehledu

Typ udalosti

Zadost ¢asteéné schvélena Brno
Zadost schvalena Dovolend
Zadost vytvorena Home Office
Zadost zamitnuta

Lékar
Filtr uzivatelii pro VytvoFeni Zadosti [prazdné = vSichni]

e

Vaichni zaméstnanci (skupina zaméstnanct)
Management (skupina zaméstnanci)
Skupina Brno (skupina zaméstnanct)
Skupina Praha (skupina zaméstnanct)

Filtr G&td [prézdné = viecnny Géty] @
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Settings

Name *
Event type

Account filter

User filter for
Approval and
Rejection

User filter for
Request Creation

Frequency

Hour *

Days of week only

Day of the week *

Day of the month *

Notification validity
[days]

Recipients

Delivery channels *

Cloud Attendance System iTA | User Guide

The name under which notifications will be displayed.
Select the type of event for which you want to be notified.

[empty = all accounts]

Choose for which requests the notification will be shown.

[empty = all accounts]

The person, people, or group for whom the notification will appear. This person must have a
registered account in the iTA attendance system. If the field is left empty, all users are
monitored.

[empty = all accounts]

The person, people, or group that will be monitored for approval. If the field is left empty, all
users are monitored.

Available options:
+ Onevery event
+ Everyday
+  Every week

+ Every month

Only with frequency Every day , Every week , or Every month .

Select the hour at which the notification arrives.

Only with frequency Every day .

Select the day(s) on which the notification arrives.

Only with frequency Every week .

Select the day of the week on which the notification arrives.

Only with frequency Every month .

Select the day of the month on which the notification arrives.

This setting applies only when reports are sent to the dashboard. It defines how many days
the notification remains visible on the dashboard.

Two options are available:
+ Those concerned — Approver and requestor.

+ Recipient list — Select any users to whom the notification is shown.

Choose where the notifications will be sent.
« Dashboard — The notification appears on the dashboard.

Email — The system sends an automatic email to the address of a user with an iTA
account.

3. Click[_save J.

8.12.2. Creating a New Notification — Employee Attendance

1. Click[ New Notification — Employee Attendance ]:

134 BE-801487.3 | 2026



Cloud Attendance System iTA | User Guide

£+ Nastaveni v

Settings

vatofiova Monika v

Casovy GZet, absence, svatky
Pracovni pravidia

Editor kalendare statnich
svatkd

Vypotet néroku na dovolenou
Pravidla pFevodu zlistatku GEtd
Pole sledovana u zaméstnancii
Eiselniky

Terminaly

Nastaveni zaznamd

Mobilni NFC Etezka

Notifikace

Notifikace
© Nova notifikace -schvaleni | [ Nova - Presence i |
Nazev v Typ v Frekvence v

Hledat [Z]

Planované spusténi-datum v Planované spusténi-cas ¥ Adresati «  Média v

Notifikace - zZddost schvale... ¥ Schvalovani Pfi kazdé udalosti

Notifikace - zddost vytvofena ¥ Schvalovani Pfi kazdé udalosti

Notifikace - Zddost zamitnu... ¥ Schvalovani Pfi kazdé udalosti

Celkem polozek: 3

2. Fillin the parameters:

‘ehled

© Dochézka B R

£ Nastaveni v

Seznam adresatti  Email
Seznam adresatd  Email

Seznam adresatd  Email

Easovy Giet, absence, svatky
Pracovni pravidla

Editor kalendaFe statnich
svatkd

V§potet néroku na dovolenou
Pravidla pFevodu zlistatku GEti
Pole sledovana u zaméstnancii
Eiselniky

Terminaly

Nastaveni zaznamd

Mobilni NFC Etezka

Notifikace

Nazev *

Seznam zaméstnanc(i [prazdné = viichni zamé&stnanci] @

Vsichni zaméstnanci (skupina zam@stnanci)
Management (skupina zaméstnanci)
Skupina Brno (skupina zaméstnanct)
Skupina Praha (skupina zaméstnanc)

Frekvence
Ru¢né v
Cas prezence

Aktudlni cas v

Platnost notifikace [dny] * ©
3

Adresati

Seznam adresat( v

Média * @

Email
Zpréva v prehledu

Nova notifikace - Presence zamé&stnancu

Pouze pFitomni @

V3ichni zaméstnanci (skupina zaméstnanc)
Management (skupina zaméstnancti)
Skupina Brno (skupina zaméstnanc(i)
Skupina Praha (skupina zaméstnanct)

Adresati

V3ichni zaméstnanci (skupina zaméstnanc)
Management (skupina zaméstnancti)
Skupina Brno (skupina zaméstnancti)
Skupina Praha (skupina zaméstnanct)

Pouze nepFitomni

V3ichni zaméstnanci (skupina zaméstnanc)
Management (skupina zaméstnancti)
Skupina Brno (skupina zaméstnancti)
Skupina Praha (skupina zaméstnanct)

BE-801487.3 | 2026

135


file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/notifications-presence.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/notifications-presence.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/notifications-presence-parameters.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/notifications-presence-parameters.png

Settings

Name *

Employee list

Present only

Absent only

Frequency

Hour *

Days of week only

Day of the week *

Day of the month *

Attendance time

Notification validity
[days]

Recipients

Delivery channels *

Cloud Attendance System iTA | User Guide

The name under which notifications will be displayed.

[empty = all employees]

The list of employees whose attendance is reported.

Employees on this list are reported only if they are present at the workplace at the
attendance time.

Employees on this list are reported only if they are absent from the workplace at the
attendance time.

Available options:
+ Manual
+ Everyday
+  Every week

+ Every month

Only with frequency Every day , Every week , or Every month .

Select the hour at which the notification arrives.

Only with frequency Every day .

Select the day(s) on which the notification arrives.

Only with frequency Every week .

Select the day of the week on which the notification arrives.

Only with frequency Every month .

Select the day of the month on which the notification arrives.

Set the current or specified time at which attendance is sent:

+ Current time — example: You set the “Hour” field to send attendance at 13:00. Thanks
to the “Current time” option, the system honors the configured 13:00 time and sends
the notification at that time.

+ Specified time — example: You set the “Hour” field to 13:00 and the “Attendance time”
field to 12:00. In this case, the notification arrives at 13:00 and contains attendance
records as of 12:00.

This setting applies only when reports are sent to the dashboard. It defines how many days
the notification remains visible on the dashboard.

Two options are available:
+ Recipient list — Select any users to whom this notification is shown.

Recipient list (optional emails)

Choose where the notifications will be sent.
Dashboard — The notification appears on the dashboard.

+  Email — The system sends an automatic email to the address of a user with an iTA
account.

3. Click[_save ]
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9 ACCOUNT MANAGEMENT

To manage your account, click your username in the top right corner. Your account offers several options. Here you can manage
your company, change your password, or log out.

Prehled

Prezence  Schvalovéni = Dennidochizka  Statistiky iTAv2.4.0.19
O Zobrazit skupiny (J P¥itomni 0 () NepFitomni 21 ledat

€ BielaSandra €@ Musil Vojtéch € Ruzova julie € Tester Pavel

€ Cloud Tester €@ Neéas Martin € smycek Libor €@ unimilan

€ Cupera Viadimir @ Novék Jan © soukup Michal € Vesela Klaudia

€ Dochazka Tester € Pandlova Natalie @ spasic Katerina

€ chvatil Stefan €@ Polas jiii €@ suchy Michal

€ Misak David © pridani1 test @ svatoriova Monika

9.1. Manage Company

Svatofiova Monika v ™= C7

LA i Prenled i Lice © Dochazka # Reporty v 32 Exporty v

iTAv2.4.0.19

Prezence Schvalovani Denni dochazka

Statistiky

O Zobrazit skupiny ) PFitomni 0 () NepFitomni 21 Hledat
€ Biela Sandra @ Musil Vojtéch © Ruzova julie € Tester Pavel

€ Cloud Tester @ Neéas Martin €@ smycek Libor @ unimilan

€ Cupera Viadimir € NovékJan €@ soukup Michal € Vesela Klaudia
€ Dochazka Tester € Panclova Natalie € spasic Katerina

€ Chvatil Stefan @ rolas jii © suchy Michal

€ Misak David © pridani test © Ssvatoriova Monika

Here you can configure detailed information about your company.

_Custome_r basic This section lets you edit company details such as the address, phone number, email for system
Information maintenance notifications, and so on. This section is intended primarily for the system reseller.
For any changes, please contact them.

License Information about iTA license validity and the activated system features.
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9.1.1. Customer Basic Information

Reporty v & Exporty v & Svatoiiovd Monika v ™= CZ

Zakladni informace o zakaznikovi - Dochazkovy systém iTA

Licence Nazev spoleénosti zakaznika * @ Vypoity dochazky probihaji od mésice * @
Dochazkovy systém iTA 01.08.2023 PouZivat nastroje pro generovani dochazky @
Preferovany jazyk
() skryt &as pro ostatni zamé&stnance @ [ Skryt diivod absence pro ostatni zamé&stnance @ Vyberte si prosim.. v
Hlavni adresa @
Kontaktni osoba Funkce Jméno spoleénosti
Adresa Mésto ps¢
Zemé 1éo DIE
Czech Republic v
Adresy @

Seznam adres

© Pridat

9.1.1.1. Attendance Generation

Selecting this option enables the automatic attendance generation feature. This section is intended for the system reseller; for
any changes, please contact them.

fehled 8 Lidé O Do orty SNEX Svatofiova Monika v =

Zakladni informace o Zakladni informace o zakaznikovi - Dochazkovy systém iTA
zakaznikovi
i — Nézev spoletnosti zakaznika * @ Vypotty dochézky probihaji od mésice * @
Dochazkovy systém iTA 01.08.2023 Pouzivat nastroje pro generovani dochazky @
Preferovany jazyk
(] skryt &as pro ostatni zaméstnance @ O skryt diivod absence pro ostatni zamé&stnance @ Vyberte si prosim.. v
Hlavni adresa @
Kontaktni osoba Funkee Jméno spoleénosti
Advaca MEctn peF

‘ B Ulozit

9.1.1.2. Preferred Language

The system is set automatically to €zech . The remaining languages are prepared for future system development.
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Zakladni informace o
zékaznikovi

Licence Nézev spolegnosti zékaznika * @

Dochazkovy systém iTA

() skryt Eas pro ostatni zam&stnance @

Hlavni adresa @

Kontaktni osoba

Adresa

Zemé

Czech Republic

Adresy @

Seznam adres

Tolofonnf kontakn: €

B Ulozit

9.1.2. License

Zakladni informace o zakaznikovi

Dochazkovy systém iTA

Vypoity dochazky probihaji od mésice * @
01.08.2023

() skryt divod absence pro ostatni zam&stnance @

Funkce

Mésto

Account Management

Pouzivat nastroje pro generovani dochazky @

Preferovany jazyk

Vyberte si prosim...

English
Deutsch
Schweizer
Cestina
Slovenstina
Norsk

Espariol

(rr——

DIC

Here you can see information about iTA license validity and the activated system features.

Licence

Zakladni udaje
Nézev
Platna od
Platna do
Datum splatnosti

K zaplaceni

Aktivni funkce
Funkce
Dochazka
Exporty
Mobil
MoZnost zdznamu na terminalu
MoZnost zéznamu na webu
Nastaveni
Notifikace
Planovani dochézky
Planovani smén
Prihlaseni HR spravce zakaznika
Prihlaseni spravce skupiny

Prihladeni spravce zékaznika

20.02.2025
Nespecifikovéno
21.05.2025

0

Limitace

BE-801487.3 | 2026

139


file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/your-account-preferred-lang.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/your-account-preferred-lang.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/your-account-licence.png
file:///data/jenkins/workspace/iTa_ita-docs_main/_build/ita-docs/en/simplepdf/_images/your-account-licence.png

Account Management Cloud Attendance System iTA | User Guide

9.2. My Account

LA i Prehled & Lige O Dochézka = Reporty v 2 Exporty v & Nastaveni v
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Actions Change Password — this button lets you change your password for system access.
Muj Gget - Akce
Settings Lets you select employees with terminated employment (e.g. so reports also show employees

who no longer work for the company).
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9.3. Log Out

When you finish working with the iTA attendance system, please log out.
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10 FAQ

How Do | Set Up a Work Rule? >

For instructions on configuring work rules, see Work Rules .

How Do | Add a New Employee? >

The procedure for adding a new employee to the system is described here: Adding a New Employee .

How Do I Find the RFID Number of a Card or Tag? >

To find the RFID number, use a terminal: place the card, tag, or sticker on it, and the RFID number is shown on the terminal
display.

What Should | Do If a Tag Is Lost? >

If an employee loses their tag (card or keyring fob), you need to issue a new one.

Procedure:

+ Find the RFID number of the new tag. See “How Do | Find the RFID Number of a Card or Tag?".

+ Delete the original RFID number from the employee’s profile and enter the new one. You can edit the employee’s RFID
number on the Personal Details tab, in the RFID field.

How Do I Correctly Define Statutory Work Breaks? >

The Czech Labour Code states:

“The employer must provide its employee with a meal and rest break of at least 30 minutes, taken in one piece, after no more
than 6 hours of continuous work. For example, a young employee (under 18 years of age) must be granted a meal and rest break
after 4.5 hours of continuous work. Meal and rest breaks may not be granted at the beginning or end of the working day and are
not counted toward the hours worked; the working day is therefore effectively extended by this period. However, in jobs in which
work cannot be interrupted, the employer must provide and ensure the employee a reasonable time for rest and meals; unlike a
regular break, this time is counted toward working hours. In the case of a young employee, the employer must always provide a
break after no more than 4.5 hours of continuous work. If the meal and rest break is split for any reason, at least one part must
be at least 15 minutes long.”

For information on how to configure breaks, see Settings , section Breaks .
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How Do | Enter Vacation, Sick Leave, etc.? >

This information is entered manually in the Attendance module.

For more information, see Absence Module .

How Do I Set the Default Vacation Entitlement? >

This is configured in Settings , section Vacation Entitlement Calculation .

This is where you set the vacation entitlement rule.

How Do | Manually Override the Number of Vacation Days? >

This is changed in Settings , section Account State History .

In the “For Account” field, select Vacation and choose the employee for whom the change should be made. Click
[ Add Manual Change to Account ]and enter the desired value. Once saved, the change is reflected in the attendance
record.

What Should | Do When Terminating an Employment? >

See Termination of Employment

When terminating an employment, you must enter the termination date in the employee’s contract. If the employee will not
return in the future (e.g. as a temporary worker), enter this in the employee’s personal data as well, in the “Employment End Date”
field. If you do not enter this information, the termination is automatically set to the date you perform the action via the

button. You then need to choose how to handle the employee’s personal data.

A Terminal Has Failed — How Do | Replace It With a New One? >

Contact your distributor, who will verify that there are no unprocessed records on the terminal and then deactivate the old
terminal and activate the new one. After that, you can disconnect the existing terminal and connect the new one.
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