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Holiday & Overtime Planning and Approval

Procedure Guide for NCompass

NCompass Versions 11.15 (and Above)

This guide covers your core system please keep it to hand for reference.
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The latest Version of this guide is available in the Calculus Knowledge Base

Need further help?

Call Support on 0845 125 9193

You can also email support@findesolutions.com

Your Calculus Software Solutions support cover:
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Monday - Friday 9am-5pm For the duration of your contract.

Outside the above hours, including weekends £75 plus VAT per incident

For help using your system, please call 0845 125 9193
For out of hours Support 0845 833 9196
For sales enquiries such as till rolls or system upgrades, please call 0845 125 9192

For VeriFone queries, please call their Helpline on 08444 828222.
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Overview

This New Module from 11.15 onwards add the ability to NCompass to track your employees Holiday
and overtime.

Your employees can request holidays and overtime directly through NCompass, look at pending
requests and approvals, and see their holiday entitlement and bookings.



Managers and HR staff can approve or reject request, requests go to managers first before final
approval by HR Staff

NCompass HR is a separate module and requires licensing in addition to your main system.

Features

Holidays

Leave & Absence Types

Annual Leave:
Staff can submit requests.
Follows full approval workflow (Manager + HR).

Added to calendar immediately with prefix:
REQUESTED - PENDING APPROVAL.

When fully approved, prefix removed and suffix added:
CONFIRMED.

Other Absence Types:

Controlled by managers (staff cannot request).

No multi-step approval workflow.

Calendar entry added once manager records absence.
Sickness:

Recorded by any manager.

HR notified automatically.

HR can later update the record to confirm receipt of a sick note.

Time in Lieu:



Added by HR only (with date and notes).

Annual Leave Allowance

Each staff member has:

Annual leave allowance in days.

Defined hours per day (to support hourly bookings).
Staff can request leave in days or hours.

HR controls and can modify allowance:

Changes apply to the selected year and future years.
Past years remain unchanged for historical accuracy.
Rules for booking:

Shortest leave duration allowed (e.g., minimum 1 hour).

Longest leave duration allowed (e.g., maximum 2 weeks).

Rules & Validation

Configurable eligibility rules for annual leave.

Conflict detection for overlapping leave or non-compliant requests.

Blackout dates:

Can be global, apply to a specific cost centre, or apply to an individual person.
Conflict Rules:

Rule Type 1: At least X of these people must NOT be absent at the same time.
Rule Type 2: No more than X of these people can be absent at the same time.
People can be defined as:

A multi-selection list of specific staff members.

A cost centre (department).

Each staff member is assigned to exactly one cost centre.



Staff Features

Can only request annual leave.

View:

Annual leave booked and remaining allowance.

Upcoming leave.

List of sickness and other absences for the year.
Receive warnings for conflicts before submitting annual leave.
See declined requests with reason/comments.

Manager Features

Managers can:

Approve/decline annual leave requests (with comments).

Record other absence types.

View:

Leave and absence details for staff in their cost centre.

Their own staff-level details.

List of sickness and other absences for staff in their department.

Declined requests for reference.

HR Features



HR can:

Act as staff and manager.

Override annual leave approvals if managers are unavailable.

Add Time in Lieu entries.

Configure absence types, rules, blackout dates, and conflict rules.
Modify annual leave allowance (affects current and future years only).
Update sickness records to confirm receipt of sick notes.
Approve/decline annual leave requests (with comments).

See declined requests for reference.

Notifications

Email alerts:

To manager(s) when annual leave is requested.

To staff when annual leave is approved, declined, or amended.
To HR when sickness is recorded.

Include summary of upcoming leave and remaining allowance in staff notifications.

Reports

Annual leave balances.

Absence trends (e.g., sickness frequency).
Upcoming leave schedules.

Conflict rule compliance.



Declined requests with reasons.

Calendar Integration

Immediate calendar entry for annual leave requests with status prefix.
Automatic update when approval status changes.
Removal of calendar entry if request is declined or cancelled.

Other absence types added to calendar upon manager entry.

Overtime

Overtime:

Staff can submit requests.
Requests include overtime rate
Overtime request can tag Projects

Follows full approval workflow (Manager + HR).



Staff Features

Can request overtime.

Update Overtime with actual time worked

View:

Overtime booked and approval status

Receive warnings for conflicts before submitting overtime.
See declined requests with reason/comments.

Manager Features

Managers can:

Approve/decline overtime requests (with comments).

View overtime requests of managed staff

HR Features

HR can:
Act as staff and manager.
Override overtime approvals if managers are unavailable.

Run overtime reports.



Configuration Recommendations

It's recommended that your system be locked down, so that each member of staff has their own
user login and that that login is tied to the salesperson.

Configuration options

The following options can be set under system configuration.



bern Config
Configurable Options

Current Workstation: NCompassServer Close
B enquiry New Settings
H Field Cals Alow the user to change which employee they are logged in as (defaul NO)
1 General Oplions
=] HR Features
ivoice Module
Global w
W =] Lists 0
i Loyalty Cards [C) Workstation w
A NCompassTRX
1 Printer Settings 0 ser -
Projecis Update Across Site... Save
For Workstation:  neompassServer w For User: | System Manager v
Search for: D Search all groups Search
Option Global Workstation User
— Allow User To Change Employee Selection
[E5Holay - Auto Notify HR On Sickness <Not Set> <Not Set= <Not Set>
[E=Hoiday - Default Holday ‘Year Start Day <Not Set> <Not Set> <Mot Set>
EHuIday - Default Holday Year Start Month <Not Sat= <Not Set> <Not Set»
[E3Hoiday - Default Hours per Day <Not Set> <Not Set> <Mot Set>
El-ru-klay - Maximum Booking Days <Mot Set> <hot Set» <Not Set»
[ESHolday - Minimum Booking Hours <Not Set> <Not Set> <Not Set>

T oY

§ Allow Users to Change Employee Selections - this is defaulted to ‘No’, this prevents users from
looking at other employees’ requests, its recommended that you lock you salesperson to the user
login.

§ Holiday - Auto Notify HR on Sickness - this will email all staff marked in a HR roll automatically to
make them aware of the sickness leave.

§ Holiday - Holiday Year Start Date - this sets the start date of your 12-month holiday period, it
defaults to 15t

§ Holiday - Holiday Year Start Month - this sets the start Month of your 12-month holiday period, it
defaults to January.

§ Holiday - Default hours per day - this is set to a default of 8.5 hours
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§ Holiday - Maximum booking days - this is the maximum a employee can book as a single block,
defaults to 28 days

§ Holiday - Minimum booking Hours - the minimum time of request

Staff Setup

For each member of staff, you will need to set up the following.

§ HR role

§ Who they report to directly (manager / Line manager)

§ Their backup manager

§ Default working hours.

Administration > Salespersons Engineers > Edit



Salespeople / Engineers

B salesperson B Engneer

O Group:
[0 carrier Type:

Carrer 24 Hour Service
Carrier 48 Hour Sérvice
cHRES

Customer Collection
Customer Taken

David Pinder

Delvery Van 1 - SOUTH
Delvery Van 2 - SOUTH
Delvery Van 3 - NORTH
DPD Mext Day

DPD Standard

Duncan Shaw

Jordan Lane

Rupert Woalger

Sam Néwsome

Service Van 1 - SOUTH
Service Van 2 - NORTH
Websie

Close D Show Expired

Set the HR roles.

Sales Person Detais
Screen Hame: Ben Barter

Print Hame:  Ben Barier

Job Teie / Carrier Service Level Descripion;  SALES PERSON

Carrier  Carmrier Customs Forms  Carrier infegration  HR

HR Roles
B s

() manager
O wr

B Reperts To: Rupen Woolger

B Reporis To (2) David Pnder

Defaul Working Hours

B uvonday From: 800 To:

17:00

B Tuesday  From &00 Te:

17.00

B wednesda From 200 To:

17.00

B Thursday  From  £:00 To:

17:005

B Friday From: Te:

() saturday
O sunday

No Auto-Book Siots
) Monday

() Tuesday

[ wednesda
() Thursday

() Friday

O saturday

[ Suncay

() Expired () To Do list Private

Cancel

§ All employees must be marked as Staff to be include in the HR system.

§ Managers that need to approve staff requests should be marked as managers.

§ At least one member of staff must have an HR role.

Skils  Advanced Marketplace Ds M355

[+]]

Rules are applied by cost centre, so you will need to ensure that each employee is in the correct

cost centre.
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Click on the ‘Contacts / Settings tag’

Click ‘Edit’ (if not already in editing mode)

Select the correct cost centre from the dropdown list

Click ‘Save’

You can Manage cost centres from

Administration > Accounting > Cost Centres

Setting up HR Rules and entitlements

You should now setup the following:

§ Absence types - List of reason for absence

§ Blackout Dates - dates that holidays are blocked

§ Conflict Rules - allowing you to limit the number of staff off in a cost centre

§ Holiday Entitlement - set the default entitlement for each staff member

Setting the Absence Types

Administration > HR Manage Absence Types



Compassonate Leave
Parenial Leave

Pubbc/Bank Holday Edt »

Sack Leave B Atfects Annusl Leave Balance
Tiema OFF b Lisu (TOL) ot

TrakinpTeveloamen S B Requires Approval

Unipaid Leave . Avalab to Staff

e
s Chow Expired

There is a of standard Absence types you can edit or add to

For each absence type check the relevant option

§ Affects Annual Leave

§ Requires Approval

§ Available to Staff - this needs to be checked for staff to be able to request this type of leave

Setting Blackouts

Administration > HR > Manage Blackout Dates
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Blackouts lets you set date ranges when no holiday should be booked, any member of staff that is
in the cost centre to which the blackout applies will be warned at the point of booking annual leave
that the dates are not available.

Blackout Periods Blackout Period Detais
T Description:
Blacked Out
: Start Date: End Date:
Delets 01/0412026 @ | 02042026 B~
(O AuDepts
Cance| Save

§ Click ‘New’ or select an existing blackout and click ‘Edit’.
§ Enter a description for this Blackout.
§ Set the start and end date.

y default the blackout will be for all departments (cost centres), if this entry only applies to a
specific cost centre, uncheck the ‘All Depts’ checkbox, you will then be able to select a specific cost
centre

lick ‘Save’
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Setting Conflict rules

Administration > HR > Manage Conflict Rules

Conflict rules allow you to set the maximum number of staff that can be absent at any one time for
that a cost centre

show Expired

’

§ Click ‘New’ or select an existing conflict entry and click ‘Edit’.

§ Enter a description for this conflict.
§ Set the cost centre from the drop-down list.

§ Set the total number of staff for this cost centre conflict rule.
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§ Click ‘Save’

Setting Staff Holiday Entitlements

Administration > HR > Manage Entitlements

Staff Entitlement Administration

Employee: (Al Staff)

Entitlement Details

v Edit...

Employee Entitlement Type

Ben Barter
David Pinder

Days

Hours

Motes

Default annual entitlernent

Default annual entitlement

Jordan Lane

Close

0.0 | Default annual entitlement

Save

Your employees will initially have the default entitlement, to change.
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§ Click ‘Edit’
§ Click into any of the Cells for any Employee and make your adjustments.

§ Click ‘Save’

Saved

o 3 entitlements saved successfully.

All entries in the grid will be updated.

The entitlement screen will also show any additional time added in addition to the staff member’s
annual leave.
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Staff Entitlement Administration

Annual Leave

Employee: (Al Staff) v Yearr 2026 v Edit...
Entitlement Details
Employee Entitlement Type Days Hours Notes

4.0 | Standard annual entitlement

Holidays

David Pinder Annual Leave 0.0 Default annual entitlement
Jordan Lane ‘ Annual Leave 25.0 0.0 F Default annual entitlement
Duncan Shaw | ToiL 1.0 0.0 Rollover

David Pinder TOIL 0.1 0.0 | Test

Rupert Woolger TOIL 1.0 0.0 Been Working Too Hard
Ben Barter TOIL 20 0.0 Works Hard For His Money
Ben Barter TOIL 6.0 0.0 |Bonus

Sam Newsome | Annual Leave 25.0 0.0 | Default annual entitlement

HR Dashboard - Holiday Overview

HR > Holidays > Dashboard/Overview

This screen allows staff to see all upcoming leave, pending requests and recent decisions.
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Note The view presented here will change depend in your job Role.

itaff - will only see their overview.
flanagers - will see entries for all staff that they manage.

IR - will see all entries.

&g Holiday Dashboard

HR Holiday Dashboard - All Staff

Fiters.

Year: 2026 ~ |8 CostCentre Defaut Cost Centre ~ [[] Show Decined
Date From [) salesperson () show Cancelled
Date To: () Show Expired
Upcoming Leave

Employee Type

al Lea

va

vid ar U ve (310 J1N 26 1.00 P R A Al
T T [ T T

Statistics

Pending Approvals: 2
Staft Off Today:

Staff Off This Week: 2

Annual Leave

Annual Leave i Pending HR Approval

26/03/2026

[ View Calendar

Annual Leave 1 Pending Manager Approval 31/03/2026

Refresh Close

The dashboard can be filtered by
§ Year

§ Date from
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§ Date to

§ Salesperson

§ Cost Centre

You can hide or show.
§ Declined Requests
§ Cancelled Requests

§ Expired Requests

You will only be able to see the HR Dashboard if you are tagged as a member of the HR

View your holidays and requests

HR > Holidays My Holiday Entitlement /View

This will show you all your holiday Requests and approvals, along with your free and used
entitlement.



o My Holidays Ee]rEeE]

My Holidays
Salesperson.  Duncan Shaw

Hobday Year: 2028 w
Enitlerment Summary
Annual Enttiement. 0.0 Used. 135 Pending; 55 Remaining: | -180
Carried Forward: 0.0 Time In Lisu: 0.0
Upcoming Leave & Pending Requests

Type Start Date End Date Days Status Notes

'Pending HRAppr.. Holday

Type Start Dale End Date Days Status Decision Date Approved By

o =

Note: your requests may need approval by both your line manager and HR before its fully approved

Annual Leaye 03

042026 10/0472026 65.00
-

Requesting Time Off

HR > Holidays > Submit new Request
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Duncan Shaw

Request Type: Annual Leave
Start Date: 01/0572026

End Date: 08/0572026

Select the request type from the drop-down list (annual leave)
Select the start date of your leave request.

Select the last day of your leave request.

Note: you can select half days by clicking the half day check box, select AM or PM for the Half Day
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It will calculate the number of days requested based on your working days, as well as your
entitlement, if your request clashes with other team members or a blackout day, this will be shown

Click Confirm

if your request does not clash, the request will be sent for approval. If it does clash the request can
still be submitted, although it may not be approved, you will be asked if you want to continue

New Holiday Request

This request will exceed your remaining entitlement. Do you
want to continue?

Yes [ No

New Holiday Request

o Your holiday request has been submitted for approval.
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Approving Leave Requests

The normal process for approval is...
Staff Member Submits Request >> Manger Approves >> HR approves.

However, HR staff can directly Approve requests if required.

Manager Approval

HR >Holidays > Managers Approval Queue



ger

Holiday Approval - Manager

Employee: Sam Newsome Type:  AnnualLeave

Dates: 20/04/2026 - 24/04/2026 Total Days: 50

Request Notes: a
v

Conflicts: Ben Barter, Duncan Shaw

Manager Notes: A

You will see the pending requests for all the staff you manage.

Select one of the requests from this list.

The request details will be shown along with any notes and the remaining entitlement days.
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Request Approval

Highlight the request you want to approve or decline.

the request details will update to show the leave type, requested dates, total days and the days the
staff member has left after this approval.

Click Approve or Decline

HR Approval

HR >Holidays > HR Approval Queue



o Holiday Approval - HR

Holiday Approval - HR

'

Request Details
Employee: Duncan Shaw
Dates: 01/05/2026 - 08/05/2026

Total Days:

Type. Annual Leave

HR User:
Pending Requests
Employee Type Start End Days Submited
David Pinder Annual Leave 3110372026 3110372026 1.00 2600372026
Sam Newsome Annual Leave 2000472026 2410472028 5.00 02/04/2026
Duncan Shaw Annual Leave 2000472026 200042028 1.00 02/04/2026
Ben Barter

55

Remaining: [EHST]

You will see the pending requests for all the staff.

Select one of the requests from this list.

The request details will be shown along with any notes and the remaining entitlement days.

Request Approval
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Highlight the request you want to approve or decline.

the request details will update to show the leave type, requested dates, total days and the days the
staff member has left after this approval.

Click Approve or Decline

Team Calander View

The team calendar view will allow you to see all annual leave, pending requests, Sick leave and any
other absences in a monthly calendar grid.



Team Calendar

anmzuza .

L

Empioyee
Ben Barter

2 3 |4 & &8 7 8 92 1

"

12

13 14

15

w 17

1% 20 21

2 B N XK 6

David Pinder

Duncan Shaw -

Jordan Lane
Rupert WWoslger

Sam Newsome

wAnnual Leave  m Sickness

w Other

Close

The left and right buttons will advance or retard the monthly view.

You can apply a cost centre filter from the drop down list.

The entries re colour coded as per the legend on screen.

Blue - Annual Leave

Red - Sickness

Grey - Other leave Types

Orange - Pending approvals.
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Manage time off in Lieu.

Time Off in Lieu can only be managed by HR staff.

HR > Holidays > Manage Time Off in Lieu

Holiday Year: 2026 W HR Approver  David Pinder w

Edit Delete Add Entry
Entry Details
Date Earned: 02/04/2026 B~ Days:  [0.00 = Hours: [0.00 =
Reason: A

Selecting the staff member from the drop-down list of employees will show all additional time off
allowances that have already been added.
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You can

Edit and existing entry.

Highlight the entry and click ‘Edit’.
Update the required information, date entered, days and hours.

Click ‘Save’

Delete an Entry

Highlight the entry and click ‘Delete’.



[ | o e

Selection Criteria
Employee: Rupert Woolger W
Holiday Year: 2026 v HR Approver  David Pinder v
Time In Lieu Entries

Date Eamned Days Hours Reason Added By

Edit Delete Add Entry
Entry Details
DateEamed:  [02/04/2026 [J-|  Days Hours: 0,00 :
Reason: A

You will be asked to confirm this deletion

Add a New Entry

e Click ‘Add Entry’

e Enter the number of days, and hours, the entry date will automatically set to the current
date.

e Click ‘Save’
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Recording Absence not requested
by Staff.

Both Manager and HR staff can record any type of absence, even if it has not been requested by a
staff member

HR > Holidays > Managers Approval Queue

HR > Holidays HR Approval Queue

At the bottom of both theses screens you will see a ‘Record Absence’ Buton

Uavia Finger LOMpassIonale L. | &Vaidude LV TR FENQNG Man...

Click ‘Record Absence’
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Employee: David Pinder v
Absence Type: Sick Leave b
Annual Leave
Start Date: Compassionate Leave
Parental Leave
End Date: Public/Bank Holiday
e Time Off in Lieu (Tod)
! Training/Development
v
Cancel Save

Select the Staff Member

Select the reason from the Absence type dropdown list.

Select the start date and end date.

Add any notes.

Click Save

The Absence still need to be approved by Mangers and HR
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Overtime

My Overtime Requests

HR > Overtime > My Overtime View



My Overtime Requests

Salesperson:  Duncan Shaw - Only My Requests
Year: 2028 v 8 Show Cancelled
@ Show Declined
Pending & Upcoming Requests

Regquested Start Date Time Hours Actual Hrs Project Rate Manage

MNew Request... Cancel Request Edit Request... Record Actual Time
Request History
Actual ) Wgr
Requested Start Date Time Hours Hrs Project Wanager Decisi Manager

Refresh Close

This will show you all your overtime requests and your request history.

New Overtime Request

Click the ‘New Request’ button.
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Your Name will be pre-selected.

Update the request with the following information.

§ Overtime rate - if your organisation has more than one rate, please select it from the dropdown
list.

§ Project - if you use NCompass Project Tracking, select the project, if not leave it set to default
§ Enter the start date and time.
§ Enter the duration of the overtime- the end time will be calculated automatically.

§ Add any notes.
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Click ‘Submit’

Your request will be submitted for approval by your manager or the HR Team

Cancel Request

Highlight the request you want to cancel.

Click the ‘Cancel Request' button.

_; My Overtime Requests

o Are you sure you want to cancel this request?

Yes No

e Confirm the cancellation.

Edit Request

Highlight the request you want to Edit.
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Click the ‘Edit Request' button.

Salesperson: Rupert Woolger

| v |

x

Ovettime Rate:  Defaul Rate v

Project: [Default Project] v

Start Date 02/04/2026 @~ | St Tme: |11:33 v

Duration (hours): |1.00 +  EndTime: 1238

Notes: Working Late On S Project =
v

Conficts: Conflict with request starting 02/04/2026 11:38 for 1 hours

Cancel Save

Update the request details.

Click ‘Save’
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B - | B ol E R

. Edit Overtime Request X T

o Your overtime request has been updated.

Record Actual Time

Once your request has been approved, you can update the request with the actual overtime

worked.

Click ‘Record Actual Time’
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Record Actual Overtime

Request Details (Read-Only)
Project [Defauk Project] Date: 02/0472026
Estimated: 1.00 hours Rate:  Default Rate
Actual Tme Worked

StartDate: 02042026 )= Start Time:
EndDate:  (02/042026  [Jv |  EndTime:

Duration (hours): 100 |3 vsEstmated (hws)  +0.00

Calculated (auto): 1.00

Actual Notes:
&
v

o

Update your timings.

Click ‘Save’

If your timings exceed your initial request, you will be warned, please check your timings or
proceed.
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Record Actual Overtime

| Actual time (1,02 hrs) exceeds estimated time (1.00 hrs) by 0.02

@ hours.

Do you want to continue?

) w

Record Actual Overtime X

o Actual overtime recorded successfully.

Request has been sent to HR for final approval.

Overtime Dashboard / overview

HR > Overtime > Overtime Dashboard/Overview

Note The view presented here will change depend in your job Roll.

itaff - will only see their overview.
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flanagers - will see entries for all staff that they manage.

IR - will see all entries.

HR Overtime Dashboard - All Staff

Fiters

Year: 2026 ~ | [J) CostCentre

Date From: B Salesperson David Pinder
Date To:

» [0 Show Declined
. [) show Cancelied
(O show Expired

Pending Approvals: 3
Approved Total Hours:  0.00

Approved Month Hours: 0.0

Employee Date Hours Actual Project Rate

Manager
Decision

Manager

Manager

View Reponts

Refresh Close

This Will give you an overview of your overtime booked, and any recent decisions.

The information can be filtered by
§ Date Range
§ Cost Centre

§ Salesperson
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And declined, cancelled and expired can be shown or hidden.

Managers overtime approval Queue

HR >Holidays > Managers Approval Queue

Overtime Approval - Manager 1

Manager: Rupert Woolger [
Pending Requests
Empioyee Requested Date Time ::“ :::I"ur:l Project Rate

[Defaul Project] Default Rate

David Pinder 3100372026 31032028 12249 1.25
I N e

Employee: David Pinder Project: [Default Project]
Date: 31032026 Start Time: 12:49 Rate: Defaul Rate
Duration (hrs).  1.25 End Time: 14:04 YTD Hours: 0.00 s
Request Notes: Wdw -

hod h
Conficts: None
Manager Notes: :
Approve Decine Refresh Close

You will see the pending requests for all the staff you manage.
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Select one of the requests from this list.

The request details will be shown along with any notes and the remaining entitlement days.

Request Approval

Highlight the request you want to approve or decline.

the request details will update to show the leave type, requested dates, total days and the days the
staff member has left after this approval.

Click Approve or Decline

HR Approval

HR >Overtime > HR Approval Queue



| Overtime Approval - HR |
HR User: Rupert Woolger

| Pending Requests

Time

Employee Requested Project Rate UWanager Notes HR Notes Actual Time Notes

Request Detals
Employee Rupert Woolger Project: [Default Project]
Date: 08/0472026 Start Time: 15:00 Rate: Defaul Rate
Duration (hrs):  1.00 End Time: 16:00 YTD Hours: 2393
Actual Hours:  1.00 Actual Variance: +0.00
Request Notes:  Hr -

v

Conflicts: None
HR Notes: :
Approve Decine Refresh Close

You will see the pending requests for all the staff.

e Select one of the requests from this list.

The request details will be shown along with any notes and the remaining entitlement days.

Request Approval

Highlight the request you want to approve or decline.
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the request details will update to show the Project, rate, start time, end time, actual hours and the
Variance from the original request

Click Approve or Decline

Select one of the requests from this list.

Reporting
You will find all reports for the HR Module in Under.

Reports > Additional Reports



Click on HR on the reports tree.
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