
Paid Leave
Software
ManaTime
User guide for managers 
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Summary
Below you will find all the information you need to get started with 

ManaTime. 

Browsers / Devices
What are the best browsers and 
those to avoid, responsive software, 
etc.

Planning & Absence module

Let's take a look at the basics 
of the leave module with ease.

The Time module

Visit this module that will allow you 
to add recovery and additional 
hours.

Expense Report & Document Modules

Add your tickets to be refunded, 
receive the document on your 
ManaTime space. 

Maintenance & Human Resources 
Modules

Your dematerialized notes, your 
personal information and the 
company directory.

The Presence module
Discover the 3 different time and 
attendance systems also known as 
virtual badges.
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Recommended browsers
These are the most powerful browsers if you use our ManaTime 

software.

02

Google Chrome
The Number1:

Smooth & Efficient, perfect for 
our software. 

Firefox
Just as reliable!

Powerful & easy to use.

Safari

Mr. Apple:

If you want to use the 
application on iPhone for 

example.
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Browsers not recommended
These are the least efficient browsers for our ManaTime software.
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Opéra

Latencies found on the 
software.

The browser should 
disappear.

Microsoft Edge Internet Explorer

Loss of fluidity encountered 
on ManaTime.
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Install on Smartphone
Here are the easiest ways to access ManaTime directly on your 

smartphone.

01
Step

Click on this 
circled tab

02
Step

Add on the home 
screen

02
Step

ManaTime is on 
your home 
screen

01
Step
Click on the home 
button
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ManaTime is responsive !
That is available on all possible platforms and under any operating 

system! 

01
Device

For Laptop 

02
Device

Available on PC 
Fixed / Mac 

04
Device

Adapted on 
Smartphone

03
Device
Usable on a 
tablet
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Connect to the software
https://www.manatime.com/

STEP

2

STEP

1
Our Site

Head over to 
ManaTime. 

Connection
Enter your 
identifiers 

received by 
email. 
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Introduction completed. 
Presentation of the modules 
Absences & Planning

The 2 main features of 
ManaTime.
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1. Access the Absence module.

2. Select the desired user and 

access his/her various data

Consult the balance of your team
3. You also have an "Absence 

Counter" tab.

4. Drag your cursor to see more 

information.
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Filing a leave for a user

1. Click on this button:

2. Choose the user(s).

3. Validate at the bottom right of the screen.

Once your request is registered, it will be automatically validated or sent to your superior 
N+1.
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Another method in GIF!

In order to add an absence for you or for a collaborator, drag 
your cursor on the team schedule. (from the 1st day to the last)
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Process absence requests

1. Click on the Validation tab.

2. Check one or more boxes to 
process them quickly. 

3. You can also choose them on a 
case by case basis.

1. Edit the information while the 
absence is in "pending" status.

2. Add an attachment.

3. Decision aids (balances, team 
schedule, etc.)
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Planning: Team and Individual

PLANNING 

1
Team

Access the 
information of 
your services. 

PLANNING
2

User
Access 

information for all 
months.
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Synchronize Outlook & Google
Click here to access itSl

id
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Google Agenda Outlook 365

Select your account And connect

https://app.manatime.com/utilisateur/planning/calendar
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Presentation of the Time 
& Attendance modules.
Add Recovered and Overtime hours. Track 
your attendance with ManaTime.
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• Then click on "+ Add" and select Add 
Recovered Time or Overtime in your 
menu bar. 

• Then fill out your form, register your request, it will 
finally be processed by your manager.

• Click on the Home button representing 
your menu, it is located at the top left of 
your screen. Finally choose the time
module.

Submit Overtime/Recovery
For you but also for one of your collaborators.
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Dashboard
3 different balances segmented 

by month and status.

Treatment
Accept or refuse your employee's request for time 

off/supp/attendance.

Dashboard / Processing
Find data from a graph and analyze it from there.
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Start & Stop (Virtual time clock)

• Go to the "Presence" module then + Add

• Choose the activity, if it has been created by 
your HR.

• Comment (if necessary) and click on Start.

• Or press the button at the top of the screen:
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The Face Tracking (1/2)
• Stand in front of your photo space (sent link, tablet, PC, etc...)

Delete Validate

Take a picture of yourself
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The Face Tracking (2/2)

Click on Click on
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A detailed version...

STEP 

2
STEP

1
Fill in

The necessary 
characters

Register
You can work!
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Presentation of the Expense 
Report & Document modules
Add multiple tickets, mileage reports 
and find your documents. 
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The intelligent addition
Adding a ticket has never been easier, just drag and drop your file 

into the green area.
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Register
Remember to click on the blue 

button when finished.

Category & Expense
Select a category that you or your N+1 have 

created and fill in the boxes.

The manual addition
Add a ticket in detail 
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Mileage expenses
Register your trips for reimbursement

Remember to create your vehicle to 
continue!

Fill in the boxes if 
necessary.
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Confirm sending!
No matter which method you choose, 

you will always have to confirm!

Go to this tab to select your ticket.

You have to confirm 
the sending.
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The Dashboard | Treatment

STEP
2

STEP
1

Dashboard

Graph of your 
tickets over the last 

few weeks.

Treatment
Validate or not the 
notes recorded in a 

single place.
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Document
Search for your assigned documents

If you wish to observe your file.

If you want to upload your file.
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Presentation of the Maintenance & 
Human Resources modules.
Participate in campaigns, add notes, access the 
company directory and your personal information.
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Personal notes
Add dated notations and an optional 

comment.

Maintenance
Add notes / Participate in campaigns

The history
Access all your notes segmented by 

rating and date.
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Collaborator notes
Managing the well-being of your employees
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Go to this tab to add a note to one of 
your collaborators.

Fill in the required 
fields.
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Campaign
Participate in your interview campaigns created 

by your HR.

❑ Begin this campaign by bringing up the interview topic.

❑ Wait for your colleague's response before you have to answer again.

❑ You can use your old notes created during the year as a guide.
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My information 
Add / Edit your ManaTime account 

information.

Remember to register after completing the optional 
information.
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Children? Add them!  

Add

Fill in the information you 
want. 

Edit / Delete

Modify the information or 
remove it from your space.

STEP 1 STEP 2
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Add
Emergency contact information, 

sorted by priority.

Emergency
Add notes / Access your dashboard

Edit / Delete
You can change, update or remove 

information from ManaTime.
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Completed modules.
Conclusion
Have a question? Here is all your support 
available on ManaTime.
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Change language FR / UK (GIF)

Choose your preferred language.

BOTTOM 
PAGE
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Sponsorship / Awards (GIF)

• A 50 euros Amazon / Fnac voucher for you and the sponsored child.
OR

• 5% on your subscription and on the referred person. (Additional)
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Online support

Click on the « ? »

Choose the desired
solution.
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The ManaTime media

The online chatThe FAQ

https://support.manatime.com/hc/fr


Sl
id

e 
36

Sl
id

e 
37

Sl
id

e 
38

Sl
id

e 
39

Sl
id

e 
40

Sl
id

e 
41

Sl
id

e 
42

Our online tutorials

Written articles YouTube videos

https://support.manatime.com/hc/fr
https://www.youtube.com/channel/UC04wmGcXGKocPhktfPaEnRQ
https://support.manatime.com/hc/fr
https://www.youtube.com/channel/UC04wmGcXGKocPhktfPaEnRQ
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Online training
Are you experiencing difficulties? Discover our sessions:

Formula
1

RH / Manager
A complete training 

to manage the tool 

at 100%.

Formula

2
User

A complete 

session to master 

the tool at 100%.
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Contact us 

tel:+33161612430
https://www.google.com/maps/place/Logiciel+Cong%C3%A9s+Pay%C3%A9s+-+ManaTime/@48.6308185,2.4132737,3a,90y,359.2h,89.08t/data=!3m7!1e1!3m5!1sot6bwNSvcLCr9xT3BgJnTA!2e0!6shttps:%2F%2Fstreetviewpixels-pa.googleapis.com%2Fv1%2Fthumbnail%3Fpanoid%3Dot6bwNSvcLCr9xT3BgJnTA%26cb_client%3Dmaps_sv.tactile.gps%26w%3D203%26h%3D100%26yaw%3D349.27298%26pitch%3D0%26thumbfov%3D100!7i16384!8i8192!4m5!3m4!1s0x0:0xee3422f037e7be6c!8m2!3d48.6309539!4d2.4132482
mailto:contact@manasoft.fr
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ManaTime - Paid Time Off Software


