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:

Welcom= to EASY

Thank vou for using EASY.
~ Management

~ S Time & Attendance
= Sshsences
Leave Requeaests
- Reports
-~  Absences <—

Mot Extracted
By Pariod

By Date

By Individual
RIDODOR

Timesheets

>

> Enhanced,/Overtime
» Emergency Duties

>

Hoursy/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.

iences 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 102013 (Calendar Month) ending 31st January 2014 (Closed for input) ;I

Breakgroup: |Qrganisation =
918 Department Name
918 Department Name
RS 918 Department Name

918 Department Name
918 Denartment Name

Select no items to report on all organisations

Medical Suspension ﬂ
Paid Part Day
Training
Paternity Adoption
Paternity Birth

Absence Types:
Special Increasing Bal
Unpaid Authorised Special (Days)
Unpaid Authorised Special {(Hrs)

Select no items to report on all types

v
Output Single Worksheet: o\ .. yora to s single worksheet

simplified Worksheet:

v
Simple worksheet to aide manipulation in Excel

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

E3 Microsoft Excel - EASY_Absences_By_Extracted Period_2013_10_28[1}xls =13 x|
(] Bl Edt View Inssrt Format  Tools  Dats  Window  Help Type aquestionforhelp  + _ & x

DEHRSISRIVEIEBR-F|9-0- &= 25 @Ee -of@ Moo us to=Ees ulEdnaha)

arial L. ru [ A I e G A .! amteasa ¥ | (21 B (g2 | ¥ Reply with Changes... End Review.. !

Al hd fie NHS Blood and Transplant
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’ NHS Blood and Transplant |
(2]

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

4 ot b, b, Ho. ATC | ATC

5 . Personal Forename( | Absence Reason First Day of Last Day of Ccalen Hours | Hours | Record
ol Organisation Humbor | Surname iy Tvme Absence Reason Detail | "9 | “absonws | | Amsenee | ©Start | eEnd | SREN | Hours (TS HOEEE | FEE
o abs. Time | Time > "

7 Days Perio | Period
| B 3918 Departmentname ~ 56987456 Sumame Forenamegickness |Other known causes - nat SUreery | g un.oms 18-AUg-2013 &0 Moty
iy elsewhere classified Relsted
{1013 918 Department name 56987456  Sumame Forenamesickness |Gasirointestinal problems  [vomiting 14-Aug-2013 14-Aug-2013 1 ke
L . ! L

4 » WPabsence Details [EN| | LUJ
Draw= L [sutoshepes- N N O 4 2 @ &S~ Z-A-= -‘ﬁﬂj!
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Opening the Timesheets category (clicking on small black arrow) will give the
following reports:

f'_’ EASY

Horme
Self Service Welcome to EASY
Thank yvou for using EASY.
- r\-lanagernent

- ,~«-;. Time 2 Attendance

, shsences
Leave Requests
- - Reports
v Ahsences
-  Timesheets
Mot Extracted
Comments
Monthly Pay Return
¥  Enhanced/Overtime
»  Emergency Duties
¥ Hours/Sessions

Leave Regueaests

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 word | Log out | Guidance G+ | Documentation G

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

Report on any comments made on 3 tmesheet 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 =

Note: Active does not include extracted or withdrawn iterns, Any includas all items regardless of status (incuding withdrawn)

Breakgroup: |Organisation x|

Status:

918 Department Name »
918 Department Name |
) 918 Department Name [
oraani=ten=t 918 Department Name
918 Department Name
[~

Select no iterns to report on all organisations

I

Output Single Worksheet: . . yirsto o single worksheat

Simplified Worksheet: M ) beat bo side manipulation in Excel

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

EASY - 009 Reports detailed guidance v3.doc
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B3 Microsoft Excel - EASY_Comments_2014_03_25 (1).xls

Bl Fle Edt view Insert Formab  Tools Data  Window  Help Type aqu
DESHRS &QIVE %R F9-0-8 = -4 @slo -of@Woeswms FesSEy s wl@E)d8 e
arial 10 -|B F U E==E(Ey 5 BB [(EE| . S ﬁv! 2 & e a M S | 2 B g2 Reeply with Changes... End ke
F24 - &
A I B I T I D I E I F [ &

; NHS Blood and Transplant

2 Time & Attendance Comments

3 Period Ending: 30-Apr-2014

4 Comment
15| ¢ isati N Assignment

B rganisation ame Number | UserID Date & Time Detail

7

8 [B18 Hospital Servid Employee Narme | 12345678 | 21997167 | 01-Mar-2014 05:25:07 |A/L 19/03/14 - 14/03/14

9 |918 Hospital ServidEmployes MName 2345678 217661 28-Feb-2014 15:35:37 |05/03/14 - in workfor an hour and a half then at New St far SHU Warkshop

10 [316 Hospital ServidEmployee Name | 123456738 217661 | 28-Feb-2014 15:35:54 |10/03/14 - 7.5 hours TOIL

11 [916 Hospital ServidEmployee Name | 12345678 221353 | O1-Mar-2014 16:49:58 |annual leave 10 till 14 march

Four Days Annual Leave

1. Monday 17th March 2014

2. Tuesday 18th March 2014

3. Wednesday 19th March 2014
12 4. Thursday 20th hiarch 2014
1st march 2hr A/L

918 Hospital ServidEmployes Mame | 12345675 M214737 | 02-Mar-2014 09:06:07

918 Manufacturing [Employes Mame | 12345675 217020 | 01-Mar-2014 13:19:36 |4th March AL

13 11th - 15th AL
AL 0703414
918 Manufacturing [Employes Mame | 12345675 23376448 | 01-Mar-2014 15:52:56 (15 days A/L from 1103414 - 29/03414

14
15 |918 Manufacturing [Emplayee MNarme | 12345678 24076216 | 01-Mar-2014 17:45:168 [Sat. 01/03/14 10.00-11.00 1 hour O/T
16 |918 Manufacturing |Employee MName | 12345678 11226077 | 02-Mar-2014 08:23:58 |04/03A14 070314 AL

17 |918 SN-0D Teamn {Employee Name | 12345678 21852093 | D1-Mar-2014 14:40.37 |01.03-Embedded @ MNUH

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:

e
Welcome to EASY

Thank yvou for using EASY.
* Management

~ D= Time & attendance
= ahsences
Leave Reguests
- FReports
»  Abhsences
»  Timesheests
-~  Enhanced/Overtime <_
-  Group
By Date
By Period
-~  Assignment
Bvw Date
By Period
»  Emergency Duties
»  Hours/Sessions

Leave Requests

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 - 009 Reports detailed guidance v3.doc
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0 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:

Fram:

To:

Breakgroup:

Grganisations:

Output Single Worksheet:

Simplified Worksheet:

NHS Blood and Transplant (918) = |

01Feb 2014 3

28Feb 2014 [

Organisation ;I

918 Department Name
918 Department Name
918 Department Name
918 Department Name
918 Department Name

o gr

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

e e i i i e g

soft Excel - EASY_EnhancedOvertime_by_date_2014_10_01.xls

S —

=18/
@J Fle Edt View Inssrt Fomat Tools Data  Window Help Typeaquesionforbelp  « o @ X
DEABAEIVEI62R- 9 -0 8- HEGEm ol @R un Fe=Hy e wlE@ as ]
il -0 - BITU @ U0 A HERRCR A d | dtimd= 8 ) B (4 | Yo Reply with Changes. ., End Review... B
E52 v fe WMO7, 2014115
A 2 3 - O T S O A
1 NHS Blood and Transplant =
7 Enhancements & Overtime
B From 01 September 2014 To 30 September 2014
4 Organisation Personal Surname Forename(s) Pay Period Date Excess | Sat. Enh | Sun. Enh|] Might | UnsEnh | Pub. Hol. [ Week | Sat.
& 418 Organisation name 24432884 |Last name Forename MOF, 201415 | Tue 02-Bep-2014
§ 918 Organisation name 20033897 |Last name Forename MO7, 201415 [Wed 03-Sep2014| 063
7 918 Organisation name 20933897 |Last name Forename MOP, 201415 | Thu 0d-3ep-2014 | 121
g 418 Organisation name 2093397 |Last name Forename WMO7, 2014015 | Fri05-Sep-2014 | 080
g 918 Organisation name 1228811 |Last name Forename MO7, 201415 Mo 01-Bep-2014
101|918 Organisation name 125811 |Last name Forenarme MO7, 2014715 [Wed 03-Sep-2014 200
11 918 Organisation name 1226811 |Last name Forename MO, 201415 | Fil-Sep2014 | 028 1.00
12 918 Organisation name N2 |Last name Forename WMO7, 2014715 Mon 00-Sep-2014 040
13 |18 Organisation name 1228811 |Last name Forename MO7, 2014715 [Wed 10-Sep-2014
14 918 Organisation name 25811 |Last name Forename MOF, 201415 | Thu 11-Bep-2014 150
15 918 Organisation name 1228811 |Last name Forename WMO7, 2014015 | Fri 18-Sep-2014
16 918 Organisation name 1228811 |Last name Forename MO7, 2014715 | Fri 26-Bep-2014
17 | 918 Organisation name 233252 |Last name Forename MOF, 201415 (Mon 01-3ep-2014| 200 150
18 %18 Organisation name 23312062 |Last name Forename WMO7, 2014015 | Tue 02-Bep-2014 |  7.480

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



NHS

Blood and Transplant

-lalx]
\EJEHB Edit Yew Insert Format  Tools | Data | Window Help Typeaquestonforhelh - o & X
- o A - Lon — a
NEHRS SRITE 4Gl - o - @ 8@ @ oo RS K falgaam]
Fil: » 5
trid 0 - 1 U Blker AutoFlker ] 5 EL N E] A
Ad - # Organisation Fam..,
& [ B8 ] Subtatas... advanced Filer... Al it [ JTwklLtm[wlolrlal[rR] 8 ]
=
; ok lood and Transplant
- Table... "
2 ancements & Overtime
——— Textta Columns...
3 ptember 2014 To 30 September 2014
Cadiaoy Excess Pub. |Week Pub.
- Personal Sat. | Sun. | Night| Uns : Sat. | Sun. | Night | Uns. .
= d Out »
Organisation Number Su Group and Outiine Date PT Enh | Enh | Enh | Enh Hol. | Day of | or | or | or Hol.
[id] PivotTable and PivotChart Repart... Hours Enh | OT T
& BTG Organisation Ma| 12345678 [Sumna Tue 02-5ep-2014
B |97 Organisation Na| 12385678 |Suma|  ImPortExtemelbata * [ Wed 05-Gep-2014] 063
7 191G Organisation Ma| 12345678 |Surna List v | | Thu 04-Sep-2014 | 1.21
B 918 Organisation Ma| 12345678 |Sumna W y L | Fri05-Sep2014 | 0.0
9 918 Organisation Ma| 12345678 |Suma — ton 01-Sep-2014
10 (915 Organisation Na| 12345678 |Surna Wed 03-Sep-2014 200
11 918 Organisation Ma] 12345678 |Surname \Forename [MT7, 2014715 | Fri 05-Sep-2014 | 0.25 1.00
121918 Arnaniza tinn Mal 17345R78 |Simame [Faranama M7 211445 [Man MR-SenIM1 4 nan

Using a filter or combination of filters you can

use the spreadsheet to check the

entries:
A | 8 ] ¢ | o | E | F \G\H\\|J\K|L\M\N|O\P\0|R\SJ
1 NHS Blood and Transplant
) Enhancements & Overtime
3 From 01 September 2014 To 30 September 2014
Oneana Personal g : oy Pt Dt E)Lc;rss Sat. | Sun. [Night [ Uns |:Iu:] "‘I;EEk Sat. | Sun. | Night | Uns. ;UT
ryanisaion |, | Sumame oretrame(s) | Pay Perio e e | e e e 0028 | or Lor Lo | g | ok
[} v v v v v +| Hours v v v «| Enlv| 0T+ v v v o OTv
5 918 Organisation Na| 12345678 |Sumame Forename MO7 201415 |MonD1-5ep-2014
B (918 Organisation N 17245678 [Sumame [Forename [MO7, 20015 [ Tue 02-GepeI0n | DR
7 08 Nenanicatinn Nal T7AERTR [Rimamo Faranama M7 MAME ad M3 San 0041 171

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

‘ ' = ' &l
! NHS Blood and Transplant =
) Enhancements & Overtime
] From 01 September 204 To 30 September 2014
Excess . Pub. .
Oryanisation I;L[;uhngl Sumame | Forenamefs)| Pay Period Date HI;L[F 22:1 SEI:;I NElg:t E:; IEEL Dv:;%kT SUat. Sg? NBJTM US; HEIu l;]T
& 10 Onganisation N[ 24492884 [Zumame [Forename MO7, QDWWE Tue 02-5ep 04 42 4
B 518 Organisation | 053380 [Swname JForename M O7, 200475 [Wed T3Sep 2004 03 ggg
7 918 Onganisaton N 209338 [Sumamme [Forename M7, 200415 [T Q4-3p204] 11 s
8 518 Organiation | 2053380 [Swname JForename  MO7, 200478 | FrilBSep 204 [ 080 [
9 18 Ongarisaton ] 11205811 [Swrame [Forename 07, 0TS [ Vlon 051014 o
101318 Orggnisation | 11225811 |umame |Farename \MD? 2014015 |Wed 03-5ap- 201 20 "
11918 Onganisation ] 1125011 [Sumame [Forename 07 200408 [ FalB3p e | 08 100 i
12(918 Onganisation ] 1128811 [Sumame [Forename M7 200405 Mon D8-5ep 2014 Ik g;g
13918 Onganisation ] 17205811 [Sumame [Favename M7 201405 [Wed 103 200 -
141918 Onganisation ] 11228811 [Sumame [Forename M7 200408 | Tho 1-Sap 2004 140 i
16 918 Ongaisation N 11725811 [Sunare— [Fovename W07 201475 | Fr1%ep 2014 -
16 18 Organisaion /] 17208601 [Swname [Favename M7 200405 | Fi B-3ep 04 -
17918 Onganisation ] 25312082 [Sumame [Fovename M7 200405 [Won D1-Sep2004] 200 140 1228
16 518 Organisaion \] 2012067 [Bwname [Favname M7, 00408 [Tue (2Bep 0] 70 [B"a?m]
191318 Orggnisation N Z3312052. |umame |Farename \MD? W05 | Filf-Gepd0l \ ogiis) / 7]
il 9180rgamsatmnN TR [Suname Furename WD? QDMME Man 08-Sep-2014 100

*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.

[ElMicrosoft Excel - EASY_EnhancedOvertime_by_date_2014_10_01 (1)xls =18l
@J File Edt %ew Inset Format Tools Data  Window Help Typeaquestonforhelh - o & X
DEHZSIGR VEINBR-I 8z -4 @Es o @ooynlfisK PEl# naal
ard -0 -3z u|sEEED% w8 EE@-S-ARID 5 5 B @ ]

GigRs - 3

A [ 8 [ ¢ [ o | E | F Le o[ v T JJKITLTI WM [NJO[JPTO] R4
0 NHS Blood and Transplant
5 Enhancements & Overtime
3 From 01 September 2014 To 30 September 2014

Excess . Pub. .

A Personal : Sat. | Sun. | Hight | Uns Week Sun. | Night | Uns. | Pub
) Organisation Number Surname | Forenameis)| Pay Period Date le.gp Enh | Enh Enh | Enh E:L Day 0T Sat. OT| of | or | oT |Helc

2108|218 Organization n| 12345678 |Sumarne Forenarme M O7, 201415 | Sat 13-Sep-2014 8.15

2112|918 Organisation n] 12345678 |Sumame Forename W O7, 201415 | Sat 20-Sep-2014 775 .50

2117|918 Organisation n] 12345678 |Sumame Forename M O7, 201415 | Sat 27-Sep-2014 775 .50

2124 918 Organisation n] 12345678 [Surname Forename N 07, 2014715 | Sat 0B-Sep-2014 8.15

2177|918 Organisation n] 12345678 [Surname Forename M 07, 2014715 | Sat 13-Sep-2014 775 050

2183 918 Organisation n] 12345678 [Surname Farename M 07, 2014/15 | Sat 0B-Sep-2014

2188 918 Organization n] 12345678 [Surname Farename W07, 2014715 [ Sat 13-Sep 2014 [ #® | 775 040

2223318 Organisation nf 12345678 _[Sumame Forename W07, 2014715 [ Sat 13-Sep2014 [N [10.00 10.00 10.00

2241 918 Organisation n] 12345678 [Surname Forename 07, 2014/15 | 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 September 2014 To 30 September 2014
Ormanisat Personal g P Pay Petiod Dt E,ﬁrﬁ Sat. | Sun. | Night| Uns ilulll 'J'geek Sat. | Sun. | Night | Uns. ilutll
ryanisation |\, | Sumame orenamefs) | Pay Perio ate En | Enb | e | Eap | 001 098 | o or | or | gr | Mol
4 - - - v v Hous| x| | e e Enle] 014 e e #| ] Ol4
111918 Organisation Na] 12345678 | Sumarme Forename MO, 201415 [Mon 25-Aug-2014] 026 100
18 318 Onganisation Nal 12345678 [Sumame  [Forename  [W1OB 201415 [Mon 25-Aug2014] 150 15
28 918 Organisation M| 12348678 [Sumame  [Forename  [MUB,20014/15 |Mun 25-Aug-2014 140
3 (918 Organisation Na| 17345678 [Sumame  [Forename M7, 200415 [Mon 25-Aug-2014 50 500
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.

= m— < = 1 G I 0 = B LT B 0 T = a
1 NHS Blood and Transplant [
7 Enhancements & Qvertime
3 From 01 September 2014 To 30 September 2014
Oranisai Personal ¢ F Pay Period Dat E)ﬁss Sat. | Sun. | Night| Uns l;“:] ":eek Sat. | Sun. | Night | Uns. T{u?
ranisation | o | Sumame orenamefs) | Pay Perio ate Enh | Eab | Enb | Eap | B0 1 29| o | o7 | o7 | or | HOk
4 v - v - - »| Houry o v el r| Enly OTs o v s #| O
10 /918 Organisation Na| 12345678 |Sumame Forename MOF, 2014015 Wed 10-Sep-2014 200
12 916 Organisation N 17346676 [Sumame  [Forname M 07, 2004715 [blon 15 a0 A e 0.0
14 918 Organisation Na 12385678 [Sumame [Foename  MO7 2 g (12-Zep-2014 1 ~
17 (918 Organisation Na| 12265678 [Sumame  [Forename M 07 8415 | FrilE-Sep-2014 | 200 150
20 (918 Organisation Na 12345678 [Sumame [Forename  [MO7 2014715 | oreoremsimd e —
21918 Orvanisation Nal 12348678 [Sumame  [Forename  IMO7 201475 | Fri 12-Gen-2014 1.00
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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:

D> EASY :

Home

> Self Service
- MManagement

- O Time & attendance

welcome to EASY
Thank vyou for using E&SY.

Shsences
Leave Requests
- Reports
Ssbsences
Timesheet=s

3
3
» ErnhancedysOvartime

Emergency Duties <_

- ESroup
Bvw Date
By Period
- LSssignrment
By Date
Bv Period

» Hours/fSessions

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.
0 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.
0 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 > Attendancs » Reports » Emergency Duties by dats

- Assignment
By Date
By Perind
»  Hours/Sessions

Leave Requests

EASY - 009 Reports detailed guidance v3.doc

Organisations:

Qutput Single Warksheet:

simplified Worksheet:

918 Department Name
918 Department Name
918 Nenartment Nlame

r
Qutputs data to a single worksheet

Simple warksheet to aide manipulation in Excel

» Self Service Report on daily emergency duty within the report date range. This report requires detailed timesheets and will find no data for those recarded as a period
SUMMary.
¥ Management
~ Dk Time & Attendance Authority fTrust: |NHS Blood and Transplant (918 [=|
0 pbsences a
Leave Requests Fram:
Leave blank for no lower limit,
- Reports
»  Absences Ta: =
Leave blank for no upper limit,
v Timesheets
»  Enhanced/Overtime Breakgroup: |Organisation [=|
- Emergency Duties ﬂ
- Grou
P 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_Emetgency_Duties_by_date_2014_10_02 (3).xls Jﬂﬂ
@jfi\a Edt View Insert Fomat Tooks Data Windaw Help Typeaquestionforhelp » o @ X
IEH3AEAVE ek g9 o8z i @™ -elaRoonu sy ulEleasa]
frid 10 ¢[BIU ESEH @y R0 EE E'@"A'B duudcy ] 8 i | o Replywith Changes... Engewew‘.‘B
0z - f
A |8 [ ¢ o] E [ F e [H]IT[J[K[LIM]NJO[P[O[R[S]F
1 NHS Blood and Transplant
2]
3 From 01 September 2014 To 07 September 2014 _
Pon Week (Satsu| Pub. | Week | o | Pub I;”“fsk SunPu | Week | Sat | Sun ':I”ll’ Weel] ¢
Organisation Number Surname |Forename(s)| Pay Period Date Day [ n | Hol. | Day B Hal. %\'ka b. Hol. Day Wk{ Wk | Wk U:k Day ot
i 0/Call | O/Call {0/Call | S/By Y Sy b WkDn| On | Dn | Dn o Other
5 918 Otganization] 12345678 |Sumarne  (Forename  [MO7 2014015 | Wed 03-Sep-2014 16.00 10.25
B 915 Organisation] 12345678 [Sumame  |Forename  [MO7 2014015 | Thu 04-Sep-2014 16.00
7 918 Organisation] 12345678 |Sumame  [Forename M O7, 2014015 | Fri05-Gep-2014 1600
8 918 Organization] 12345678 [Sumatne  |Forsname  [MO7 2014015 | Sat OB-Sep-2014 2400
9 915 Organisation] 12345678 [Sumame  |Forename  [MO7 2014015 | Sun 07-Sep-2014 24.00
101918 Oroanisation] 12345678 [Sumame  [Farename  [MO7. 201405 Thon 01-Sen20141 16.00

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

B Microsoft Excel - EASY_Emergency_Duties_by_date_z014_10_02 (3).xls =8|
@Eﬂe Edt Yiew Insert Format Tooks | Data | Window Help Typeaquestionforhelp = o @ X
& y A re A sot.. L mgw o 3 = a Y
NGB GRITE 44 e Vgl -ol:d WoiolwnltesSEy s ulEl@ana]
Arial .10 - I ‘ L 4 AutaFiker dEd S8 ] (i Reply with Changes... End Review.., H
Ad v # Organisation Fam.
A [ B [ €] sk adarcedpier,  [H [ T ] J T KL MI[ NTOT[PTA[R[S [T
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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*



NHS

Blood and Transplant

Opening the Hours / Sessions category (clicking on small black arrow) will give the
following reports:
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By Date
By Period
-~  Assignment
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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.
0 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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