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Logon to the system

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

Email: jens@psupport.dk
Password: 123Jens

E-rmail admin@dema.dk
Passwor g [FEH | login -.

PSUPPORT.DK
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Monthly schedule

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

{b Log out

Haoliday
-Ilness
-Child's ilness
-Maternitl,I leave
-Floating Holiday

Show department [V Show month IOctober 2009 ;I Update |
October 2009 < -
Week 40 41 42 432 44

Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
Warehouse cpr. 1 2 2 4 5 & 7 &8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 20 31
Elizabeth Sgrenzen
Gorm Hartwig -----
Week 40 41 42 432 44

Th Fr Sa Suw Mo Tu We Th Fr Sa Sw Mo Tu We Th Fr %a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr S5a
Sales 1 2 2 4 5 & 7 &8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 20 31
Birgitte Hansen
Diana Pedersen
Helen Hanzen -
Raibinn Mabaz
Week 40 41 42 432 44

Th Fr Sa Suw Mo Tu We Th Fr Sa Sw Mo Tu We Th Fr %a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr S5a
Production 1 2 2 4 5 & 7 &8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 20 31

Peter

Peter Petersen

Add day/period of absence

Click on a day in the monthly schedule to add an absence day.

October 2009 < >
Weak 40 41 42 43 44

Th Fr Sa Su Ma Tu We Th Fr Sa Su Mo Tu We Th Fr $a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
Warehouse cpr. 1 2 3 4 5 & 7 & 9 10 11 1z 12 14 15 1e 17 18 20 21 22 23 24 25 26 27 28 29 20 31
Elizabeth Sorensen @
Gorm Hartwig -----

The following window will be displayed.
Add absence

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

From date 13102009 | ®

To date 21 10| zo0s | ®

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

Sa'.'el

Now select the required absence type, from date, to date (only complete the “to date”
if you wish to register a period) and whether the absence should be entered as a 74 -
Y2 - % or a full day. Finish with “Save”.

The entry will now be displayed on the monthly schedule.
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October 2009 < >

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

Warehouse cpr. 1 2 3 4 5 & T 2 9 1b 11 12 12 14 15 1& 17 22 24 2% 2¢ 2T 28 29 20 31
Elisabeth Sgrensen
Gorm Hartin ][] ]

Edit/delete day/period of absence

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

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

Th Fr %a Su Mo Tu We Th Fr %a Su Mo Tu We Th Fr Sa 5a h Fr Sa Su Mo Tu We Th Fr S5a
Warehouse cpr. 1 2 3 4 5 &6 7 &8 9 1011 12 13 14 15 16 17 (18 19 20 21 2@ 23 24 25 26 27 28 29 30 31
Elizabeth Sgranzen
Gorm Hartuig -----

Edit/delete absence

Employes Elizabeth Sorensen

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

Date 19 -10-z009 | °

To date 21 [ 10)zo09 | 2

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

W5

Clicking “Delete” deletes the period.

Edit/delete absence

Employes Elisabeth Sorensen
Absence types IHu:uIi-:Ieu,I ;I
Date 19-10-2009 ||
To date 23 - - zo0s | ®

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

October 2009 < >

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

Warehouse cpr. 1 2 3 4 5 & T &8 9 10 11 12 13 14 15 16 1F 18 . 4 25 26 27 28 29 30 31
Elizabeth Sgrensen
Gorm Hareuig ][] ]

You can change a period by changing the date and clicking on “Save”.
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Print Preview

Click on “Print

—r

Preview” to display a print preview of the monthly schedule.

f Holiday 3 Iness P: Child's iness B: Waternity leave D: Floating Holiday

October 2009

|Week

|\Vm‘ehuuse cpr.

|E]is abeth Serensen

|Gorm Hartvig

| | 42 | 43 | a4
TVTFMTFTVT%MEFTVT%ME@EEE
(8 9 [10[11 12 |13 14 1516 17 15 19 20 21 2223 24 25 26 2728 2930 31

HERBREERRERNNEEEEERE NN
[ 1]

7|7|_|_|
T|7|_|_|

|Week

|Sales

|Birgitte Hanzen

|Diana Pedersen

|Helen Hansen

[Raibinn Mabaz

| TFFFBWTTT rfrrr FTTF
[we

| | |
TVFMT@TVTFFE@TVTFFWWTVT
o111z 13 14 [15 [16 171819 [20[21 [22[23 24 25 2 27 28 [29 [3031
53 5 I
53 5 I
3 5 =2 I Y
FFFTFTVFFFTFTVFFFTFTVT

|
TVTWETF
(123 a5 [6]7
HEBE NN
TTFFFTTT
TTFMTFT
[z[a a5 [s]7 [g]
LT
efel=l=] [ [ []
LT
[ == LT

™
B B
[ [
H [
[ [
[ [

|Week

|P1‘mlucti011

|P eter

|P eter Petersen

[ 40 | 41 | 42 | 43 |

TTTWETFTTTFMTFTTTF@TPTVTFMTFTVT
(1023 (4[5 [6]7 [8 ]9 [ofin[12 [13[14 [15]16 171819 [20[21 [22 23 24 25 26 [27[28 [29[30[31
(T EEC L T T T T == ]
[T T T T T T T T == T T T

The result can

be printed out directly from your browser.
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Employee List

When you log into the system as a “user” user type you can view selected data for
the employees.

Employee no. Name

osog
1000-2
1122-65
1&
1712-74
Di1z110

Elizabeth Sgrensen Gast

Anne-Marie

demo dema
Helen Hansen
Diane Jensen
Darthe

Poul Andersen
Jacob Dvahl Mielsen
Birgitte Hansen
Jen= Jensen
Raibinn Mabaz
Ellen Vestergaard
Diana Pedersen
Michael Storm
Pater

Steen Tester
Jacob Hojbjerg
Soren Frederiksen
Marten Kok

Wigge jul

Pater Petersean
Steen Hartvig
Louise

Gorm Hartwig

supervisor dero

U

User type Depariment
Warehouse cpr,
Administrator Administration

Adrinistratar Ingen

Gast Sales

Gast Warehouse cpr,
Administrator Administration
Administrator Administration
Administrator Administration
Gast Sales

Eruger Administration

Administrator Sales

Administrator Administration
Gast Sales
Eruger Administration

Administrator Production
Administrator Administration
Administrator Administration
Administrator Administration
Administrator Administration
Gast HE

Gast Production
Administrator Administration
Administrator Administration
Administrator Warehouse cpr.

Superuser Administration

E-mail

am@am,dk 01,06,2004
demo@dema dk
db@db.dk 01.05.2008
pda@pda.dk 01.01.2007
jn@derno.dk
bruger@demao.dk 01.10.2008
rn@psupport.dk 01.01.2007
EV@EW. DK 0i.01.200%9
ms@personaleleazing.dk  01.01.2004
pr@prn.dk 01.04,2009
shi@dama. dk 30.11.2001
jacob@personalaleasing.dk
sti@sf.dk 01.01.,200%9
kokmaster@aofir.dk 12.10.2008
guast@derno.dk 20,10.2008
sh@sh.dk 01.06,2000
01.08,200%8
gh@gh.dk 17.10.2007
supervisor@demo.dk 11.01.2005

Date of employment Resigned

02032008

20.11.2004
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Own Status

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

User Data
User data
MName Jens Jensen
E-mail ||:-ruger@dem-:-.dk
User type Bruger
Permissions Adminiztratar
Department Adrinistration
Languages IEnglish ;I

Save |

You can check how your user is defined in the system under the “User data” menu.
You can edit “Email” and “Language”.

NB! Email is your username when logging into the system.

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

Change Password

Change password

| )

Mew passerord |

Password

Mew repeat password |

Change password I

My Statistics

The My Statistics menu shows your personal attendance statistics along with holiday
entitlement, and taken and remaining holidays.
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Attend. statistics Jens Jensen

Period start 01 -os Hzoos |78

23 -[1o-zoo9 | ® Lpdate |

Workdays in the period : 119

Petiod end

This mornth  Last month  Wear to date

)

Description Number of days Percent
Haliday £,00 595
Sum 6,00 3%
View Status View Dates
Absence types Sunday Monday Tuesday Wednesday Thursday Friday
Haliday 0,00 1,00 1,00 1,00 1,00 2,00
Sum 0,00 1,00 1,00 1,00 1,00 2,00
Export to Excel
Holidays Jens Jensen
Accumulated Used Remain
. Floating . Floating . Floating
Name Holiday Holiday Holiday Holiday Holiday Holiday Sum
Jens Jenzen 5,28 1,25 &,00 2,00 0,22 -0,75 -0,47

Saturday

0,00
0,00
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Exact absence dates

If you wish to view the exact absence dates, select “View Dates". For example, the
below shows that “Jens Jensen” have had six days of Holiday, during the selected

period between 1-5-2009 and 23-10-2009.

Attend. statistics Jens Jensen

This month  Last month  Year to date

01 |-os |Hzoos | B

2310 -zooe | " Update |

Workdays in the period : 119

Period start

Period end

Description Number of days Percent
Haliday

22-05-2009 1,00

20-07-2009 1,00

21-07-2009 1,00

22-07-2009 1,00

23-07-2009 1,00

24-07-2009 1,00
Haoliday Sum &,00 5%
Sum 0, 1} 3%

“Wiew Status I “Wiaw Dates |
Absence types Sunday mMonday Tuesday Wednesday Thursday
Haliday 0,00 1,00 1,00 1,00
Sum 0,00 1,00 1,00 1,00
Expaort to Excel
Holidays Jens Jensen
Accumulated Used Remain
. Floating . Floating . Floating

MNane Holiday Holiday Holiday Holiday Holiday Holiday Sum
Jenz Jensen 6,28 1,25 &,00 2,00 0.25 -0, 73 -0,47

Saturday
2,00
2,00

Friday
1,00
1,00

0,00
0,00

Clicking on the “View Status” button will take you back to the starting window.
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Exact vacations dates

If you wish to view the exact vacations dates, click on the “Name”. For example, the
below shows the exact vacations days for “Jens Jensen”
Holidays Jens Jensen

Accumulated Used Remain

Floating

Floating Floating
Holiday S

Holiday Holiday

Jens J%sen £,28 1,23 £,00 2,00 0,z -0,73 =047

The below screen will now appear.

HName Holiday Holiday Holiday

Specifikaton of vacation for Jens Jensen

Accumulated IEDDE vI Update |

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

Uzed: 01,05,2009 - 30,04,2010 Uszed: 01,01,2009 - 21,12,200%9
Holiday Fleating Holiday

Transferred 0,00 Transferrad 0,00
Accumulated Z0O0OS 6,28 Accumulated 2008 1,25

Sum 6,28 Sum 1,25
22.05.200%9 1,00 13.01.2009 1,00
20.,07.200%9 1,00 02.032.2009 1,00
21.07.200%9 1,00 Used 2,00
22.07.200%9 1,00 Planad 0,00
23.07.200%9 1,00 Sum 2,00
24,07.2009 1,00 Remain Floating Holiday -0,75
Used &,00

Planed 0,00

Sum &, 00

Femain Holiday 0,28
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Settings

Settings

Month calender
Yiew weekday [v b\[b

Yiew week no. [V

Save |

You can define how the monthly schedule should be shown under Settings.

If the “View Weekday” and “View Week Number” boxes are ticked, weekday and
week number are displayed in the monthly schedule.

October 2009

< >

weekNeek No. 40 41 42 43 44
Weeksdays T F sa su Mo Tu We Th [Fr 5a Su Mo Tu We Th Fr Sa Su Ma Tu Wa Th Fr Sa Su Ma Tu We Th Fr 5a
Warehouse cpr. 12 3/a s & 7 = 9 101112 13 14 15 16 17 18 15 20 21 |22 [23 24 25 26 27 28 25 30 31

Elisabeth Sorenszen
Gorm Hartwig
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