o
Vacation pay software
ManaTime

Starting well (User)




Recommended browsers

Google Chrome Firefox Safari



Disadvised browsers

X

o€

Microsoft Edge Opéra Internet Explorer




& manatime.com

S MANATIME

Bye bye le papier,
Benjour l'efficacite
I

Gercz efficacement les

s dans votre
entreprise

conge:

AirDrop. Partage: svec des utilissteurs &

/ /;-\ proximité. S'ils sctivent AirDrop depuis fe
/ @@ Centre de contréle sur iOS ou le Finder sur
/ Y Mec, vous les vorTez ici. Touchez ur
/
/

nam paur partager.

Sur I'écran




Install it on your | Tablet

Ajouter a lécran d'accueil

m ManaTime

echercher sur |3 page

Ajouter 3 l'écran daccueil

yersion ordinateur




Available on all devices'!

& MANATIME




Login to our website
http://www.manatime.com

@ Frangais (France)

Home ' Features ~ Pricing Customers Contact Login | Freetrial®



http://www.manatime.com/

Enter your Ids

g ManaTime

Login

Alexandre.T91@yahoo.com

Password

Remember me

Forgot your password

Not registered? Create your account for free

™

Contact
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Check your balance

® Click on the absence
button

® Then on the

® You also have a history just
at the bottom of your

page!

History

/ Category 141} Startand end 13} Duration
repos obligatoire 28 9 29/09/2020 14 hours
Congés payés 2 22, 2020
RTT

P Dashboard

Planning v
Absence v
Dashboard

Othi
Presence
Expens -
Document
Event v ol
Human Res. jay taken
Setting:

2 days

3 days
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Apply for a leave of absence

Absence add .
I e ® Click onthe button = i

® Complete your demand now.

® Once your request has been registered,
it will automatically be sent to the
person in charge of your department.







Planning v

Absence v
Dashboard >
Planning >
Add >

Search »

Processing €)) >
Absence counter >
Presence counter >
Manage balances >

Export >

Your request Is awaiting
processing.

Insights >
Configuration >
Hour v
Presence v
Expense v
Document v
Event v
Human Res. v

Settings v

\/
*s* You can now see that your dashboard
has moved.

L A

Hour v
- Presence v

Dashboard

CET
To be setile before 31/12/2020
Details @

Balance

10 day(s)

Other

From 17/09/2019 to 17/08/2020

Accident de travail (1) : 0 day
taken

congés sans Soldes : 0 day
taken

Formation : O day taken

Next

bsence search

R e
+* You can also consult all your requests on i
the search page. —

Congés payé

To be settle before 3
Details @

Balance
2 day(s)

Category
Congés payés

congés sans Soldes

Accident de travail (1

Congés payés w
To be settle before 30/04/2022
Details @

Balance

2 day(s)

RTT
To be settle before 31/05/2021
Details @

Balance
4 day(s)

Legend: [ EEEReE) Pending (D
Start and end 1il}  Duration
30/09 9 01/10 2days

14 9 15/09/2020 2days

23/09/2020 1day

Voldated | Pendng | Refused | Canceled
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Deposit an extra hour / Recovery

® Click on the arrow to the right of the "Add" _.—-’Absence

button and choose overtime or recovery time., —#ddtonathour

Retrieved hour

Presence

® You can also click /| Add additional hour/ Hour v

Retrieved in your menu bar. Dashboard >
Add additional hour »

Add retrieved hour >
Search »

e Then complete your form, your request, it
will be validated by your manager.

Additional hour add



Start & Stop (Virtual Pointer)

Presence add

Planning~ " Gotothetab" " ["Add".
Absence v Simple @

H v _ . .
e Comment optoma " Comment (if necessary) and click

Dashboard >
Add >

Document ~

® Or click on the one on the top left.

ManaTime P Start

Human Res. v
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Face Tr%ckiﬁg (1/2)

® Place yourself in front of your photo space (sent link, tablet, PC, etc...)

D 7\

Delete Validate

® Take a picture of yourself




e

Continuation of the Process (2/2)

Clickon =& This is the end! Take a picture of yourself and [LESH

Bonjour Alexandre, Bonjour Alexandre,

ManaTme vous a feconn comme Alexandre TECHER ManaTime vous a feconny comme Alexandre TECHER
Sil s'agtbien de vous, démarz votre joumée en dliquant sur e bouton, sinon choisissez vous dans cefte iste

|

Commentaire (facultatif)



ﬂ Presence Add

Planning ¥
Absence ¥ Advanced (2]
Hour ¥
sStart and end
Presence

‘2‘3‘20-00-09 > 20’20-39'17

Das‘:ﬂma'c! >

Add >
gearch > Hours
9:0 12:00
Expense ¥ oo © |? e
pocument ¥ o= OF

Human Res. ¥ puration

comment (opt'\onna'l)

The third option!

> Fillin the boxes.
> Register



Add o 7

Expense reports

Expenze

i |

(GIF)

Research €

| ' Expense search

Planning ~

Y Filter (1) + Add | Ticket
Absence v
HDUI’ v Title wa Amount w A Created wa Processed v~
Presence Septembre 2020 90 € 109/2020 1/09/2020
Expense v
Septembre 2020 clR
Expense
- \ber 2020 a0¢€
S h >
send @
3 expense(s) found

Ticket report
s

Refunded v~ Other

Legend:

@ Details

Uraft | Pending lAcceplec lREIusen lREqudec

*You go directly to this page after the first step.



reports (GIF)

ALL YOUR TICKETS ARE HERE.

o



¢

Sponsorship [ Awards (GIF)

N\



Online support

ManaTime

Dashboard

Planning v~

Absence v User Alexandre TECHER - Period 2020

Hour ~
Dashboard >
Add additional hour >

Balance of the week Balance of the month Balance of period
Add retrieved hour >

- + 14h 3m + 14h 3m

Balance of overtime >
Balances transfer > -_— -_— -

Processing >

+ Click on the «?» T ° N

Help

* Choose what you want Sl
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Help (FAQ and Online Chat)

The FAQ

pérat

The Online Chat




Email

contact@manasoft.fr

Contact Us

O

Call us

+33161612430
Monday to Friday

9am - 12pm and 2pm - 5.30pm
UTC+1 Europe/Paris

Our address

42, rue Paul Claudel
91000 Evry
FRANCE



And that's it, it's already the end...

995600/




