NHS

Blood and Transplant
EASY Reports

Before running reports on EASY please refer to guidance EASY Reports Running v1
for general details on how to run, open and save reports.

From the Home screen click on Management > Reports

Select desired report from list — the parameters for each report are different, use the
drop down boxes and calendars where available to select parameters required.

When selecting parameters, ticking the ‘Output to single Worksheet’ and ‘Simplified
Worksheet’, will produce the report with the information all on one easy to manipulate
worksheet.

Opening the Absences category (clicking on small black arrow) will give the
following reports:

| D EASY

Welcome= to EASY

Tharnk yvou for using EASY.
~ NManagement

_I Time 2 Attendance
o sbhsences
Leave Requests
- - Repaorts

- HSbhsences —

Mot Extracted

Bvw Period

Bvw Date

By Individual

RIDODOR
b Timeshests
» Enhanced/Overtime
L3 Emergency Duties
»

Hoursf/Sessions

Not extracted
o will report on all absences within an organisation that are at the un-
submitted or submitted stage which have not been extracted for
upload to ESR by the interface.
o will also include any open sicknesses which have been extracted to
ESR but are awaiting closure.
e By Period
o will report on absences within an organisation for a specific absence
type within a specified pay period.
e By dates
o will report on absences within an organisation for a specific absence
type within a specific date range.
e By Individual
o will report on absences for an individual for a specific absence type
within a specific date range.
e RIDDOR
o will report on absences with RIDDOR reportable Injury Types within a
specific date range.

Select desired report from list - Input the parameters requested and required for the
report you have selected.
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The example below is the Absences by Period report — select period required from
dropdown box, pick absence type Sickness from the list, tick ‘Output to single
Worksheet’, and tick ‘Simplified Worksheet’ then press Run Report.

ences By Extracted Period Friday, 21st March 2014 16:09:46

Report on absences marked as extracted to ESR by the period they were extracted in to, |

Period: |NHS Blood and Transplant (918): Period 10/2013 (Calendar Month) ending 31st January 2014 (Closed for input) =l

Breakgroup: |Organisation ;I

918 Department Name
918 Department Name
e 918 Department Name
918 Department Name
918 Denartment Name

Select no items to repart an all srganisations

Medical Suspension -
Paid Part Day

Training

Paternity Adoption

Paternity Birth
Absence Types:

Special Increasing Bal
Unpaid Authorised Special (Days)

Select no items o repart an all types

I
Output Single Worksheets =i b4 snale workehest

. I3
S e Mol el | S e ettt P e L £ ]

An excel report is generated which should be saved to your desired location.

£ Microsoft Excel - EASY_aAbsences_By_Extracted_Pi | 2013_10_28[1]xls E & x|
) Ele Edt Yew Insert Fgmat Joos Data Window Help Type aquestionforhelp  » = @ X
DEHRS ERITHI L BB-F9-0- 82 -3 DBE> -elRuEsoan toe=Hys wlE@Eaannl

el -m - Iu &3y, 5 48 ) F e B A v! L P ] % | [ By {2 | ¥ Reply with Changes... Fnd Review... !

Al ~ # MNHS Blood and Transplant
A [ & T ¢ T o T €] F e T w T 7 T9T w T o T wmTIwNTolr[TaTlTRrRT s [

a NHS Blocd and Transplant |
121

3 NHS Blood and Transplant (918): Period 06/2013 (Calendar Month) ending 30th September 2013 (Closed for input

& cont] . . No. AfC | AfC

5 . Personal Forenamet | Absence Reason| First Day of Last Day of Calen Hours | Hours | Record

& Organisation Number | SUmame Py Type Absence Reason Detait | ™Y | absence ans,| Absence estart | eEnd | o " Hours | 'eot | Last | Tvpe
15| 5. Time | Time > .

7 Days Perio | Period
| 813018 Department name ~ 56987456 Surname Forenamesickness |t known causes - not [Surgery | g junom3 18-Aug-2013 &0 hiodity
9 clsenhere classifisd Feisted
H2q 918 Department name 56987456 Sumame  Forenamesiciniess |Gastrinestinalproblems [voniting 14-Bug- 2013 14-Bug- 2013 1 dd
L ! f f

{12/
{46 |
ER| -
4 4 » H[\Absence Details (K1 | ﬂj_‘
Din- i |aoshpes- \ N DO A @HE @-L-A-===ad

Ready UM

iaran] @ (516 (Slinha - Moot ek |5 rE: St e by vew |5 e Franceimz e | Fasy | visw reait - win. [T micenentt Fural - Fac 1 FASY Renorts midanes @ial
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Opening the Timesheets category (clicking on small black arrow) will give the
following reports:

Q =2 EASY .

Horme
Self Service Welcome to EASY
Thank you for using EASY.
= I'\-'Ianagen‘lent

- ,—«g Time & attendance

y sbhsences
Leave Requeaests
- |l reports
»  Aahsences
- Timesheets
Mot Extracted
Comments
Mornthly Pay Return
»  Enhanced/Overtime
13 Ermergency Duties
b Hours/Sessions

Leave Requeaests

e Not Extracted
o will report on all timesheet within an organisation that are at the un-
submitted or submitted stage which have not been extracted for
upload to ESR.
e Comments
o will list all comments by organisation and period for each employee.
e Monthly pay return
o this report is not used a present.

The example below is the comments report:
Select Comments report from list - for this report you are required to select period,

select status, pick the required organisation from the available list, tick ‘Output to
single Worksheet” and tick ‘Simplified Worksheet’ then press Run Report.

My Preferences | Change iord | Log out | GuidanceG» | Documentstion G5 | Help;

nments Tuesday, 25th March 2014 15:06:23

Report on any comments made on a timesheet meeting the specified criteria

Period: |NHS Blood and Transplant (918): Period 01/2014 (Calendar Month) ending 30th April 2014 (Input ending 31st March 2014) ;I

any =1

Hote: Active does not include extracted or withdrawn items, Any indudes all itemns regardless of status (including withdrawn)

Breakgroup: |Organisation x|

Status:

918 Department Name -
918 Department Name o
918 Department Name ]
erasnisstienst 918 Department Name
918 Department Name
;l

seledt no iterns to report on all organisations

~

Output Single Warksheet: - i L sinagle warkshest

Simplified Workshest: &\ | heet to aide manipulation in Excel

An excel report is generated which can be saved to your desired location.

EASY-GUI-009 Reports detailed guidance v3.docx
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[T Microsoft Excel - EASY_Comments_2014_03_25 (1).xls

E] Fle Edt View Insert Format Tools Data  Window  Help Type aqu
DS HRS G A TEI KBRS 9-0-18 - EEe -eRiE E e+ e=d% s wliEd e
Arial 10 - B 7 U|E==REy 5 5 [EE E B A'B il s B = | S| 2 B ga Reply with Changes... End Re'
F24 - A
A T G I C T ] T E ] F [ &

, NHS Blood and Transplant

2 Time & Attendance Comments

3 Period Ending: 30-Apr-2014

4 Comment
151 ¢ isati N Assignment

3 rganisation ame Number | UserID Date 8 Time Detail

7
8 |918 Hospital ServidEmployee Name | 12345678 21997167 | 01-Mar-2014 08:25:07 |A/L 1303414 - 1403714

9 915 Hospital ServidEmployees Name | 12345678 11217681 28-Feb-2014 15:35:37 |05/03414 - in workfor an hour and 2 half then at Mew St for SHU Workshop
10 |918 Hospital SernidEmployee Name | 12345678 112176681 28-Feb-2014 15:35:54 |10/M3¢14 - 7.5 hours TOIL

11 |918 Hospital ServidEmplayee Name | 12345678 11221393 | 01-Mar-2014 16:49:58 |annual [eawe 10 till 14 march

Four Days Annual Leave

518 Hospital Senid Employes Mame | 17345678 | 11214737 | 02-Mar-2014 05:05:07 || Monday 17th March 2014

1
2. Tuesday 18th March 2014
3. WWednesday 1Sth March 2014
12 4. Thursday 20th March 2014
1st march Zhr AL
915 Manufacturing |[Employee Name | 12345678 11217020 | 01-Mar-2014 13:19:36 |4th March AJL
13 11th - 15th A/L
AL 070314
918 Manufacturing |Employes Mame | 12345678 23376448 | 01-Mar-2014 15:52:56 |15 days A/L from 11/03/14 - 28/03/14
14

15 |918 Manufacturing |Employee Name | 12345678 | 24076216 | O1-Mar-2014 17:45:18 |Sat 010314 10.00-11.00 1 hour O/T
16 |918 Manufacturing |Employee Name | 12345678 11225077 | 02-Mar-2014 08:23:58 |04/03/14 -07/03/14 A/L
17 |918 SN-0D Team {Employee MName | 12345678 | 21852099 | 01-Mar-2014 14:40:37 [01.03-Embedded & NUH

This report can be used to check the comments relating to a specific pay period.
Any comments regarding Pay Adjustment should be checked before authorisation.

Opening the Enhanced / Overtime category (clicking on small black arrow) will give
the following reports:

®
welcome to EASY

Tharnk you for using EASY,
~ NManagement

-~ s Time & attendance
y Ssbhsences
Leave Requests

- =l reports
»  Ahsences

»  Timesheets

~  Enhanced/Overtime h

-~ Group
By Date
By Period
~ Assighnment
B Date
Bv Period
»  Emergency Duties
»  HoursfSessions

Leave FRequests

e Group
o By Date: will list each day’s enhancements and overtime claimed by
each employee by organisation for a specific date range.
o By Period: will report on the summary totals of enhancements and
overtime claimed by each employee by pay period and organisation.

e Assignment
o By Date: will list each day’s enhancements and overtime claimed by
an individual employee for a specific date range.

EASY-GUI-009 Reports detailed guidance v3.docx
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o By Period: will report on the summary totals of enhancements and
overtime claimed by an individual employee for specified pay periods.

Example below is the Group > By Date report — for this report you are required to
select Authority /trust, From and To dates, pick the organisation from the available
list, tick the ‘Output to single Worksheet’ and ‘Simplified Worksheet’ then press Run
Report.

Report on daily Enhancement or overtime hours within the report date range. This report reguires detailed timesheets and will find no data for those recorded
as a period summary.

Authority fTrust: |NHS Blood and Transplant (918) |

01Feb 2012
From: =

28 Feb 2014
To: =

Breakgroup: |Organisation =|

918 Department Name :|
918 Department Name
918 Department Name
Organisations: 918 Department Name
918 Department Name

g

Qutput Single Warksheet:

Simplified Worksheet:

An excel report is generated which should be saved to your desired location.

E Microsoft Encel - EASY_EnhancedOvertime_by_date_2014_10_01.xls gj_la
@J Fle Edt View Insert Fomat Took Data Window Help Typeaquestionforhelp  » o @ X
T PEETNES WET SER e 2L O OFa] [EE Y ) |
il 0 - BIU|E :‘} % v a0 E LRV A-H dEiNdo @ ] 3 (§2 | Y Reply with Changes. ., End Review... B

E52 - A MO7 201415
A [ 8 [ ¢ [ o [PE ] F [6 [ 8] [0 k[ L [HM]rg
1 NHS Blood and Transplant =
7 Enhancements & Overtime

B From 01 September 2014 To 30 September 2014
4 Organisation Personal Surmame Forenamefs) Pay Period Date Excess | Sat. Enh | Sun. Enh| MNight | Uns Enh | Pub. Hol. | Week | Sat,
g |41 Organisation name 20432064 |Last name Farename WMO7, 201415 | Tue 02-5ep-2014
g 918 Organisation name 20633597 |Last name Forename MO7, 201415 |Wed 03-Sep2014| 063
7 918 Organisation name 2083397 |Last name Forename MO7, 2014015 | Tho 0d-Sep-2014| 121
g 418 Organisation name 63369 |Last name Farename MO, 201415 | Fri05-Sep2014 | 080
g 918 Organisation name 112258811 |Last name Forename MO7, 201415 \Mon 01-Bep-2014
101|918 Organisation name 1225811 |Last name Forename MO7, 2014015 [Wed 03-Sep-2014 200
11 |18 Organisation name 1125811 |Last name Farename MO, 201415 | Fi05-Sep2014 | 025 1.00
17 | 318 Organisation name 112258811 |Last name Forename MO7, 201415 \Mon 08-Sep-2014 050
13 |18 Organisation name 1225811 |Last name Forename MO7, 2014015 [Wed 10-Sep-2014
14 |918 Organisation name 1125811 |Last name Farename MO7, 201415 | Thu 11-5ep-2014 140
15 | 918 Organisation name 12501 |Last name Forename MO7, 2014015 | Fri 18-Sep-2014
15 |918 Organisation name 1225811 |Last name Forename MO7, 2014015 | Fri 6-Sep-2014
17 |18 Organisation name 23312052 |Last name Farename WMO7, 201415 |Won 01-Bep-2014| 200 140
15 | 918 Organisation name 2312052 |Last name Forename MOF, 201415 | Tue 02-Sep-2014| 750

Add filters to the headers row by highlighting the headers row then click Data > filter
> Auto filter from the toolbar.
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=18lx|
E_]Ei\e Edt Yew [nsert Format  Tools | Data | Window  Help Typeaquestionforhelh  » o @ X
NEHRAERIYE &8 = L[] - @B @00l £ oS JEl#aas]
wid w - [B]z U ey V| ruiopie 3 % E ] )
Ad - # Organisation Fam. .
A [ B ] Supfotals.., advanced Filer.., [HI T JJJkK[LIMI[N]JOo]JPTao[R] s 3‘
: i lood and Transplant il
2] fbi'”c ‘ ancements & Overtime
3 O ptember 2014 To 30 September 2014
B Excess . Pub. |Week . Pub.
Organisation I;ﬁ‘rrs“ohn:rl Su Group and Quting 4 Date PT 2:}] SE'::] NEIE:( lE'I:; Hol. | Day S(;a]l_. Sg# N;)g]tll U(;\_Is_ Haol.
[id PivotTable and PivotChart Repart... Hours Enh | OT 0T
5 [918 Organisation Ma| 12345678 [Suma Tue 02-Sep-2014
B (918 Oryanisation Na| 1204678 |suma| ~ MmeortEtemalbata * [[Wed 15-Sep2014] 063
7 |918 Organisation Ma| 12345678 |Suma List v | | Thu 04-Sep-2014 | 1.21
8 |918 Organisation Ma| 12345678 |Suma L y L Fri05-Sep-2014 | 0.80
9 |913 Organisation Na| 12345678 |Suma = Mon 01-Sep-2014
10 (918 Organisation Na| 12345678 |Surng ‘Wed 03-Sep-2014 200
111|918 Organisation Ma] 12345678 |Sumarme [Farename W07, 2014715 | FriDs-Sep2014 | 0.25 1.00
121818 Oroanisatinn Nal 1234FR78 [Rumame [Farename [W 07 201415 Thlon 05-Sen-2014 050
Using a filter or combination of filters you can use the spreadsheet to check the
entries:
|
A |8 | ¢ | o | & | F \G\H\\\J|K\L\M|N|O\P\Q\R|Sj
o
1 NHS Blood and Transplant
) Enhancements & Overtime
: From 01 September 2014 To 30 September 2014
Excass . Pub. | Week . Pub.
Organisation Porurl Sumame | Forenamefs) | PayPeriod Date ) ol | Sun light) s Hol. | Da Sat | Sun. gt Uns. Hol
! Number Y Eah | Eob | Eab | Enb | " 1Y Lot Lot | or | or ™
4 v v v v «| Houle v v v «| Enl+] 0T+ v v v v 0+
5 (918 Onanisation Mol 12345670 |Sumame  |Forename (M O7 201415 |Mon (1-Bep-2014
B 1918 Organisation e 17348670 [Sumre [Foremame M7 200405 [Tue 00-Gep-2004 | DB
T 1018 Nenanicatinn Mal 17UERTR [Qumama Frronama I nr masE Tvad M. 2anomtd] 191

By filtering on the Overtime column - non blanks you can see if any employees
have claimed enhancements and overtime on the same day:

‘ ' — ‘ "
: NHS Blood and Transplant .
) Enhancements & Overtime
] Frot 01 September 2014 To 30 September 2014
Excess , Pub. .
Oryanisafion I:lzrrsn"hn;: Sumiame | Forenamefg)| Pay Period Date HEL[P g;; SELI:: Nggnt E:i E;L l}’: ;%kT S;t. sg? Nbng US; HEIu hOT
5 918 Organisation N| 24490884 [Sumame Forename MOV, 2014/15 Tue I2-5ep 2014 4 A
B 918 Organisation N 20533557 |Sumame  |Fovename |MU? 1415 [ Wed (-5ep 2014 D3 :gg
7 918 Onganisation | 20537 [Fumamne Forename W07 204005 [T 06-Sep204] 1.2 s
B 918 Organiation N 20533607 [Sumame TForename W07 004116 [ FilBSepd | 08D [
9 018 Ongizaion ] 1125811 [Sumame Forename [MO7 200415 [Mon F-Sep: 2018 o
10 518 Onganisation N 11225911 |Sumame |Forename |MDT Q01415 Wed 03-5ep- 201 20 i
1 118 Qngamisaton N 11225601 [Bumamne [Focename [MO7 2014008 | FlBSep 204 | 0 10 i
12948 Ogrisation W 1128811 [Bumame— [Fosne [ O7 2004015 {on 03:5es-1004 18 "
13 518 Onganisgtion N 11225911 |Sumame |Forename |MDT 01415 Wed 10-5ep-201 -
4 916 Organization V11226011 [Bumare [Forenamne MO 2094008 | T 1-3ap 2014 15 fon
15 21 Ongaristin ] 1125811 e [Foensme MO, 04T | Fo 65 01 o
15 916 Onganization N 11206011 [Bumame [Forerame VA7 2004018 | Fii 25-3ap 2014 il
17 113 Qnganisaton N 23312067 [Bumamne [Fovename MO 2014008 [hfon 0-Sep 204 200 15 41
18 1915 Qrgmisaton N 30206 [Bumamne [Fovename  JMOF 2014008 [Tue D0 Bep204] 780 [E&l]nks]
19 518 Onganisgtion N| 23312052 Sumame [Forename |MDT Q01415 | Filh-Gepd0M \ lotais /¥
il 9180rgamsatmnN TR Bumame |Forename !MDT 2014/15 ManﬂB-Sep-QDM 10 “ |

*Enhancements and Overtime cannot be claimed for the same hours *
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The employee’s timesheet entries should be checked if an employee has claimed
enhancement and overtime hours on the same day for the same hours to determine
if the entries are correct.

EMicrusnft Excel - EASY_EnhancedOvertime_by_date_2014_10_01 {1}.xls =|8 ﬂ
IE_] File Edt %ew Insert Format  Tools Data  Window Help Typeaquestionforhelh  « o @ X
DEHRSIGRITEI DRI &z -imEe -ofidimo e s =i | FEIE IR ]

A -0 -3 su=s=EE®% uSsFEH- A lonhasn 4B -}
G485 - #

A [ 8 T ¢ [ 0 ] E [ F Ce Tl T T U TRKITLT M T NTo[P[Ta] RA
q NHS Blood and Transplant
) Enhancements & Overtime
3 From 01 September 2014 To 30 September 2014

Excess . Pub. .

- Personal . Sat. | Sun. | Night | Uns Week Sun. | Night | Uns. | Pub
) Organisation Number Surname | Forenameis) | Pay Period Date Hl;/I"[F Enh | Enh Enh Enh Ig:lh Day OT Sat. OT| of | or | oT |Hol ¢

2108|318 Organisation n| 12348678 |Sumame Forename W 07, 2014115 | Sat 13-Sep-2014 8.15

2112{318 Qrganisation n| 12345678 |Sumame Forename W 07, 2014115 | Sat 20-Sep-2014 775 050

2117(318 Organisation n| 12345678 [Sumame Forename I 07, 2014115 | Sat 27-Sep-2014 775 050

2124|318 Organisation n| 12345678 [Sumame Forename 1 07, 2014115 | Sat 06-Sep-2014 .15

2177|918 Organisation n| 12345678 [Sumame Forename W 07, 2014115 | Sat 13-Sep-2014 775 050

2183518 Qrganisation n 12345678 |Sumeme __|Forename | M 07 2014715 [ Sat 06-Sep-2014 e

2186|318 Organisation n| 12348678 [Sumame Forename b 07, 201415 | Sat 13-Sep-2014 7.75 0.50

2223818 Organisation n| 12345678 |Sumame Forename [ 07, 2014415 | Sat 13-Sep-2014 [ [10.00 10.00 1000 [

22411918 Organisation n| 12345678 |Sumame Forename  [M 07, 201415 [ Sat 06-Sep-2014 | >

By filtering on Public Holiday date you can see what has been claimed for a bank
holiday by employees — and see if anyone has claimed Bank holiday overtime in
error.

| NHS Blood and Transplant
: Enhancements & Overtime
3 From 01 Sentember 2014 To 30 September 2014
Organisal Personal g F Pa Period Dat E;ﬁs Sat. | Sun. | Night| Uns IIJ_IUIIJ "‘IJ)EEk Sat. | Sun. | Night | Uns. ilmll
rganisation |\ oo | Sumame orenamefs) | Pay Perio ate Eob | Eob | Eab | Enp | B0 {22 | g7 | ot | ot | or | Mok
4 - T - - T vlHoue| 5| e] ] x| Enly| 0Ty e x| e e O
111318 Organisation Na] 12345578 | Sumarne Forename M 05, 201415 [Mon 25-Aug:2014) 0.2 10
18 318 Onganisation Nal 12345670 [Sumame  [Forename MG 201415 [Man 25-Aug2014] 150 140
28 (918 Ougarisation M| 12345678 [Sumamme [Foremame M OB, 200408 |Mon 25-Aug-2014 740
3 918 Organisation Nal 12345578 [Sumame [Forename  [MO7, 2004718 [hion 25-Aug-2014 500 500
5890

The employee’s timesheet entries should be checked to determine if the entries are
correct.

*Employees should claim Public Holiday Enhancement if the shift they work is
a shift they would have worked if the day had not been a public holiday*

*Employees should claim Bank Holiday Overtime if the shift they work is an
extra shift above full-time (37.5 hours) and is NOT a shift they would have
worked if the day had not been a public holiday*

By filtering on Unsocial column - non blanks you can see if any employees have
claimed unsocial on a weekend date.

= - 1 = 1 = L . I O L N B LAy ML} = LU R R B g = |

1 NHS Blood and Transplant ]

7 Enhancements & Overtime

3 From 01 September 2014 To 30 September 2014
Onanisai Personal g P Pay Peiiod Dat E):Jl::rss Sat. | Sun, | Night| Uns :ulll v:;%k Sat. | Sun, | Night | Uns, l;":’
ranisation | A, o | Sumame orename(s) | Pay Perio ate Enh | Eab | En | Ean | PO 109 [ o7 | o7 | ot | o7 [ MO

4 v ) v v ) »| Houls w el e] x| Enls] 074 o ¥ s e 01w

101|918 Organisation Na| 12345678 |Sumame  |Forename  [MOV, 201415 \Wed 10-Sep-2014 20

12918 Ongaisation N 12346678 [Sumame [Forename |07, 201415 [Mon 15 Sap 21 e (150

141918 Oryanisation Na| 12348678 [Sumame [Forename M 07,7 Ug 12-Zep-2014 1. ~

17 (918 Onyanisation Na| 12348678 [Sumame [Forenarme (W07 S/t | Frif-Sep-2014 | 200 140

20 |918 Organisation Na| 12345678 |Sumame Forename |MDT,ZD14M -

201918 Qronisation Na| 12345678 [Sumame  [Forname  [MIO7, 201415 | Fri12-Gep-2014 100
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The employee should be contacted to amend any incorrect entries.

* Employees should claim either Saturday or Sunday Enhancement and not
unsocial if the shift worked is on a weekend *

Opening the Emergency Duties category (clicking on small black arrow) will give the
following reports:

| l‘"_} EASY

Horme

wWelcome to EASY
Thank vou for using EASY.

Self Service

~ Management
-  fle Time 2. attendance
Sbhsences
Leave Fequests
- - Reports
sbhsences
Timesheets

»
»
» Enhanced/Overtime
-

Emergency Duties h

- Sroup
By Date
Byv Period
- Sssigrnment
Bv Date
Bw Period

» Hours/Sessions

e Group
o By Date: will list each day’s on call / call outs claimed by each
employee by organisation for a specific date range.
o By Period: will report on the summary totals of on cal /call-outs
claimed by each employee by pay period and organisation.

e Assignment
o By Date: will list each day’s on call / call outs claimed by an individual
employee for a specific date range.
o By Period: will report on the summary totals of on call / call-outs
claimed by an individual employee for specified pay periods.

Example below is the Group > By Date report — select the required parameters and
then press Run Report.

Home » Attendance » Reparts » Emergency Duties by date

Thursday, 2nd October 2014 14:13:07

Organisations:
+  Assignment

By Date
By Period
+  Hours/Sessions

Leave Reguests Output Single Worksheet:

sSimplified Workshest:

918 Department Name
918 Department Name
Q18 Nenartment Nlame

Qutputs data to a single worksheet

Simple warksheet ta aide manipulation in Exce

EASY-GUI-009 Reports detailed guidance v3.docx

» Self service Report on daily emergency duty within the report date range. This repart requires detailed timesheets and will find no data for those recorded as a periad
summary
¥ Management
~ D Time & attendance Authority /Trust: |NHS Blood and Transplant (918 =]
Jp Abzences -
Leave Requests From:
Leave blank for no lower limit.
- Reports
v Absences To: B8
Leawe blank for no upper limit.
v Timesheets
+ | Enhanced/Overtime Breakgroup: |Organisation =]
~ Emergency Duties ii
- Group
918 Department Name
By Date
918 Department Name
By Period
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An excel report is generated which should be saved to your desired location.

1] Microsoft Excel - EASY_Emergency_Duties_by date_2014_10_02 (3).xl Jﬂﬂ
@Jﬁ\e Edt View [sert Fomat Tools Data Window Help Typeaquestonforhelh v o @ X
T REET AT SEERRCRR 0 TR B DR CFa (A Y.
Hid 0 BIUEEEA ‘f‘} %oy RN EE _'@"AB P ER] ¥ B | ¥ Renly with Changes., EndRaviame
0z - f
A |8 [ ¢ o ] E | F Je[H[I[s[KIL[W[N]JOJPJQIR[S[T
1 NHS Blood and Transplant
2]
3 From 01 September 2014 To 07 September 2014
=
s Woek [SatSu | Pub. oo | . | WK | Sy el | Sat | Sun 0 eek|
Oryanisation Number Sumame |Forenameisl| Pay Period Date Day | n | Hol. | Day B Hol. ta{vka b, Hol. | Day Wik] Wk | Wk V:k Day o
s 0/Call | O/Call [O/Call| S/By v S/By o WkDn| On | Dn | Dn b Other
5 |918 Otyanigation] 12345678 |Sumame  [Forename  [MO7, 2014015 | Wed 03-Sep-2014 18.00 10.25
b |91 Organisation| 12345676 |Sumame  [Forename  (MO7 201415 | Thy 04-Sep-2014 16,00
7 |91 Organisation| 12345678 |Sumame  [Forename  [MO7 204415 | Fri(8-Sep-2014 15.00
8 1918 Otyanization] 12345678 [Sumame  [Forename  [MO7 2014115 | Sat 06-Sep-2014 2400
9 918 Organisation] 12345678 |Sumame  [Forename (M 07, 2014115 | Sun 07-3ep-2014 2400
101918 Oranisation] 12345678 [Sumarne  [Forename  IMO7. 2004715 | Mon O1-Sen-2014 1 16.00

Add filters to the headers row by highlighting the headers row then click Data > filter
> Auto filter from the toolbar.

I Microsoft Excel - EASY_Emergency_Duties_by_date_2014_10_02 (3).xls =8%]
@JEI\E Edt ‘View Insert Format  Tools | Data | Window  Help Typeaquestionforhelp  » o @ X
2 3 y (% 5 o | mgw - 3 I = 8 2
NEHRGRITEI4QH e |l -el:dlmoons resEy s ulBleasn]
vial T Iu Fter " AutcFiker L B R | @ By [ | Y Reply with Changes... EndRevizw,., :
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By filtering on each Work Done & Other columns - non blanks you can see if any
employees have claimed work done on a day for which they were not on-call.
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The employee should be contacted to determine if the entries are correct

*Work done / Other hours can only be claimed if the employee was on-call*
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Opening the Hours / Sessions category (clicking on small black arrow) will give the
following reports:

D EASY

Home

Welcome to EASY
Thank vou for using E&SY.

- A Time & Attendance

Al mbsences

Leave Requeaests

- Report=s
Asbsences
Timesheets
Enhanced,/ Overtime
Emergency Duties

Hours/Sessions h

- ESroup

{ v = |» |~

Bvw Date
By Period
-  Assighnment
By Date
Bvw Period

Leave Requests

e Group Assignment
o By Date: will list each day’s enhancements, overtime, on call / call-
outs claimed by each employee by organisation for a specific date
range.
o By Period: will report on the summary totals of enhancements,
overtime, on call / call-outs claimed by each employee by pay period
and organisation.

e Group Assignment
o By Date: will list each day’s enhancements, overtime, on call / call-
outs claimed by an individual employee for a specific date range.
o By Period: will report on the summary totals of enhancements,
overtime, on call / call-outs claimed by an individual employee for
specified pay periods.

These reports show all the Enhanced / Overtime and Emergency Duties entries
claimed by the employees on the same report.

These reports can be used in place of the two reports above for checking by running
the required report and using filters as described previously for the separate reports.

All reports will be available for 30 days after which they will be removed from the
system. If you wish to keep the report you must save to the ‘g’ drive.
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