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Introduction 

This document describes how to use the TimePunch calendar. It’s used for leave requests, 

such as holidays or days of sliding, to apply for and to approve it. 

Precondition 

The requirement is a working installation of the TimePunch application server. In addition, 

it is important that the TimePunch SMTP client is configured correctly. 

Installation 

To install the calendar, it’s necessary to logon as an administrator the TimePunch application 

server. In the area of administration / modules, the calendar module can be installed. 
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Using the calendar 

The following pages describe how to use the calendar module. 

Starting the calendar module 

The calendar module can be started via the symbol of the "calendar". 

 

This opens a web page of the module with the following URL 

http://{ServerName}/TpCalender 

At this page the staff must login with the credentials of TimePunch. In order to use the 

module, the employee profile must be protected with a password. 
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The first logon 

At first logon, the calendar with the personal calendar opens. 

If one clicks at this time the menu and opens the "requests" page, the following error message 

will be displayed "There is no leave approver assigned for you!" 

 

To correct this, one staff must be assigned to a line-manager as authorization person or 

leave-approver. 

More information can be found in section "Assign authorization person". 

Important: You can’t assign yourself as a person of authorization. 
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Settings 

Personal Settings 

In the personal settings, each employee can set a permanent substitute for himself. This 

substitution person is automatically stored for all new absence requests. 

 

Of course, the representative can be changed in the specific proposal. 

  



TIMEPUNCH CALENDAR V3.6 

 

Revision 88  Page 8 of 24 

Global settings 

Before holidays and other absences can be requested, a project must be selected, which 

defines the absence types that can be selected. 

In TimePunch this is usually the project 'Others'. It includes for example by default the entry 

types sick, vacation and overtime. But it also can be used any other project as a basis for 

creating absence requests. 

 

Because business trips may have separate start and end time than the default working times, 

it is possible to define the period for business trip bookings in calendar settings. This period 

is only relevant for applications of type “business trip”. 

In the Global Settings you can also define whether a substitute must be defined for the 

applicant in the applications. 

Additional receiver for approved leave requests can be also set. This can be useful, if the 

human resources department or the boss should be informed about the approved requests. 

In the case of approval of a request, all copy receivers on the list will receive the 

confirmation email in CC. 
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Assign authorization persons 

In order that employees in TimePunch can raise a request on vacation or overtime, it is 

important that every employee is mapped to an authorization member. 

Administrators and staff with personnel responsibility can set the authorization person for 

the managed employees in the menu "Staff". 

 

This page will show for each employee, to which team he is associated and in which 

department and branch he’s working. The authorization person appears as the last column. 

If this person has a management function at the same time, then this function will be 

displayed in brackets. 

Using the search (right above the table), the display of the staff can be restricted 

accordingly. This facilitates the mapping. 
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Manage leave approver 

To set an authorization person, the employee must first be selected. To do this, simply click 

on the corresponding row. 

The following dialog opens "Manage leave approver" by clicking on the button. 

 

As pre-selection for the authorization person can be selected the specific instances of 

management (Team Manager / head of Department / Branch Manager). Otherwise freely 

selectable employees can be set as leave-approver too. 

Important: 

It is never possible to assign an authorization person to themselves. Also a senior staff 

member is dependent on, that a more high-level staff, assigns an authorization person to 

him. 

Alternatively, the authorization person can be set by employees with administrator 

permission. 
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Leave requests 

All of the employee leave requests are listed in the menu "Requests". 

 

This view is displayed only, if a valid leave approver has been assigned to the employee. 

The table on the left shows the vacation requests, including start and end dates, as well as 

the type of request and the current status. 

An overview of the total vacation in a selected year, the already approved and available 

vacation days, as well as the number of days and the pending leave requests is located on 

the right side. 
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Raise a new leave request 

The "Raise request" button opens a dialog which allows to raise a new leave request. 

 

The fields of the dialogue have the following meaning: 

Field Mandatory Description 

Leave Approver no The authorization person who has been assigned as 

the leave approver will be shown here. 

 

The leave approver is allowed to accept or reject 

the requested leave. 

Cover Person optional A staff member of the same team or department 

can be chosen as a cover person for the time of 

absence.  

Requested leave yes That field contains the type of the requested 

absence. E.g. leave, sick time, flexi time etc. 

 

Technically this is a task of the project that has 

been defined at the settings. 
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Field Mandatory Description 

Confidential yes It can be selected whether the request will be 

shown only the authorization person, or shown in 

the calendar to each registered staff. 

 

This option only applies for requests. If the request 

has been approved, it will be shown independent 

from this setting, at the calendar. 

Start date yes Start date of the absence 

Start time yes Selection between morning and midday. This 

affects the first day of the requested time. 

End date yes End date of the absence 

End time yes Selection between midday and evening. This 

affects the last day of the requested time. 

Further Details optional A text field which will only be shown to the leave 

approver when approving a rejecting the request. 

 

After sending the request a mail will be send to the authorization person. 

 

The authorization person (most time the line manager) now has the ability, with an 

embedded link in the mail, to approve or reject the request. 
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Edit a leave request 

In order to modify an existing request, the corresponding row must be selected. Therefore 

just click the row. After that the button “Edit request” can be chosen. A dialog to edit the 

request will be opened. Its layout is identical to the one for raising a leave request. 

 

After submitting the leave request a mail containing the amendments will be send to the 

authorization person.  
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Delete a leave request 

In order to delete an existing request, the corresponding row must be selected. Therefore 

just click the row. After that the button “Delete request” can be chosen. A security question 

will be opened. In order to delete the request, this security question must be answered with 

a click to the button “Delete”. 

 

After deleting the request a mail will be send to the authorization person in order to inform 

about the removal of the request. 

 

It’s important to know that a request can only be deleted, if 

a) The request is in state “pending” 

b) Or the request is planned in future 

Already approved requests that are in the past can’t be deleted. In such an exceptional case, 

the leave must be deleted by the human resource department in TimePunch itself. 
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Approvals 

The menu “approvals” displays a list containing all leave requests that are pending and can 

be managed by the logged on user. 

 

By using the button “Approve Request” or “Reject Request” the requests can be approved 

or rejected. 

A click on the employee profile opens the employees ' annual vacation Overview. By 

clicking on the name of the team, the department or the Office, the holiday situation of 

the respective group is displayed.  
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Approve a request 

If a request shall be approved, it has to be selected with a click to corresponding row. The 

button “Approve request” will then be enabled. 

After a click to “Approve request” a dialog opens in which all requested leave details are 

shown to the authorization person, so that the leave approver can validate the request. 

 

After the successful validation, the request can be approved with a click to the “Approve 

Request” button. As a result of the approval, the times will be automatically booked in 

TimePunch and a mail will be send to inform the user about the approval. 
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Reject a request 

In order to reject a request, it has to be selected with a click to corresponding row. The 

button “Reject request” will then be enabled. 

After a click to “Reject request” a dialog opens in which all requested leave details are 

shown to the authorization person, so that the leave approver can validate the request. 

 

After the successful validation, the request can be rejected with a click to the “Reject 

Request” button. It’s important that a decline reason will be entered. The entered decline 

reason will be send to the user to inform him about the reason for rejecting the request.
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Personal Calendar 

Each employee owns a personal calendar. It will be displayed, as soon as the user logs on to 

the TimePunch Calendar module. 

In the beginning the calendar is empty. Each user is allowed to enter their personal contacts 

to it. Depending on the permission (e.g. line-manager) the calendar shows the reason for 

the absence or only the absence itself. 

 

Using the menu “My Calendar / Manage Calendar” the displayed staff member can be chosen. 

 

It’s important to know, that the logged on user will always be shown in the calendar. 
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Group calendar 

Using the “Group calendar” the current planning for the absence of the team, the 

department or branch can be displayed. 

 

This makes it easy to plan the own leave and offers transparency to the employees. 
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Yearly overview 

Independent of the personal calendar or the group calendar, there is another feature. If a 

staff member is clicked the yearly overview for the employee will be shown. 

 

The yearly calendar offers a detailed overview of the leave- and absence times for the whole 

year. 

Customizations 

The following section describes which parts of the application can be customized. 

Colors of calendar overview 

It is possible to define different colors for the leave types (flexi time, annual leave, sickness 

etc.) To do this you need an additional .css-file, which can be created with any text editor 

This file must be named: Calendar.custom.css and saved in the folder c:\Program 

Files\TimePunch\TimePunch Calendar\Content. 
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You can copy the following css classes to this file: 

.FlexiTime { 
    background: orange; 
} 
 
.AnnualLeave { 
    background: gold; 
} 
 
.Sickness { 
    background: turquoise; 
} 
 
.SicknessNotPaid { 
    background: cadetblue; 
} 
 
.IdleTime { 
    background: plum; 
} 
 
.PublicHoliday { 
    background: hotpink; 
} 
 
.Weekend { 
    background: gainsboro; 
} 
 
.Pending { 
    background: limegreen; 
} 
 
.Absent { 
    background: cornflowerblue; 
} 
 
.BusinessTrip { 
    background: purple; 
} 
 
.Cancelled { 
    background: url("../images/cancelled.png"); 
} 
 
.Default { 
    background: #FFFFFF; 
} 
 
.Worktime { 
    background: #FFFFFF; 
} 
 
.Placeholder{ 
    background: url("../images/placeholder.png"); 
} 

To change a color you have to assign the hex value of the color to the background property 

of the appropriate .css class.  
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Example: If you like to change the color for flexi time to black you need to amend the class 

.FlexiTime like this:  

.FlexiTime { 
    background: #000000; 
} 

In the following table you can see which leave type belongs to which .css class: 

Antragstyp Css-Klasse 

Flexi time .FlexiTime 

Annual leave .AnnualLeave 

Sick leave .Sickness 

Sick leave (not paid) .SicknessNotPaid 

Idle time .IdleTime 

Public holiday .PublicHoliday 

weekend .Weekend 

pending .Pending 

absent .Absent 

Business trip .BusinessTrip 

cancelled .Cancelled 

 

If you would like to change the color for working time too, you have to amend the class 

.WorkTime.  

You don’t have to update all .css classes. If you only want to change the color for flex time 

than you just copy this class to the file Calendar.custom.css.   
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