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Introduction

ArbeitszeitCheck is a Nextcloud app for recording working time, breaks and absences with DACH
labour-law profiles (Germany ArbZG, Austria AZG/ARG, Switzerland ArG). It runs entirely on your
Nextcloud. The web app stays free. Optional Android companion apps (phone and foyer terminal) are
described in Chapter 15.

Audience

This manual is for everyone who uses ArbeitszeitCheck in the browser — without prior knowledge of
the app and without developer jargon. It covers every screen, every setting and typical error states that
exist in the product.

What you need

» A Nextcloud account with access to ArbeitszeitCheck (Chapter 1).
* A current browser with JavaScript.
« For administration: app administrator or Nextcloud system administrator.

« For manager features: an explicit team-manager assignment under Teams and locations
(when app teams are enabled).

Legal notice

ArbeitszeitCheck is not legal advice. Technical checks against the configured profile do not replace a
collective agreement, works agreement or external certification. You remain responsible for working-
time models, configuration and how recorded data is used.

How to read this manual

Each role has its own chapters. The matrix in Chapter 1 shows the differences. Employees start at
Chapter 3; managers at Chapter 8; administrators at Chapter 10.

Interface labels in this book

Bold text marks names that appear on buttons, menus and form fields in the app. Quoted grey boxes
reproduce validation and help texts from dialogs. Figures show the English interface on a reference
Nextcloud instance; your organisation may use different team names or working-time models, but
control labels stay the same when your personal language is English.

Conventions
» Chapters 2-8 — employee self-service: dashboard, time entries, absences, calendar, personal
settings.
» Chapters 9-10 — managers and substitutes: approvals, team views, substitution requests,
reports.

» Chapters 11-13 — app administrators: users, teams, global settings, compliance policies.
« Chapters 14-16 — troubleshooting, accessibility and companion apps.
* https://.. placeholders stand for your organisation’s Nextcloud URL.
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* Menu paths use arrows: Global settings — Access.

+ Companion Android apps (phone and foyer terminal) are documented in Chapter 15; they require
a separate mobile licence from your administrator.

Figures in this manual

Most chapters include screenshots of the web interface. Numbered callouts on the first dashboard
figure explain the clock-in area. Optional figures use the same width as mandatory ones; if a screen is
organisation-specific (for example DATEV export), it appears only when that feature is enabled on the
reference system. When you see bold labels in prose, they match the English product strings at the
time of capture (app version 1.6.15).

- - User manual



CHAPTER1

Roles and permissions

ArbeitszeitCheck has no fixed

Nextcloud groups such as “azc_manager”. Permissions come from the

app door, the app admin list, team assignments, and Nextcloud system administration.

1.1 Roles at a glance

Role (UI)

Employee

Manager (Ul: Man-
ager)

Substitute
App administrator
Nextcloud system ad-

ministrator
Kiosk user

Brief description

Default role after opening the app. Own time, absences, compli-
ance, personal settings.

Approves absences and corrections for assigned team mem-
bers; sees team overviews and reports. Requires app team lead
assignment (or system/app admin).

No stored role — anyone named as substitute on an absence.
Appears only with open requests.

Listed in Global settings — Access or Nextcloud system ad-
ministrator. Full admin area.

Member of the NC admin group. Always has app access and all
admin rights — even when Restricted.

Terminal time clock via RFID/PIN; no web navigation menu. En-
abled per person under Kiosk terminal.

1.2 Matrix: who may do what?

Function Employee Manager App admin Substitute
Open app (door) yes* yes* yes yes*
Dashboard / own time yes yes yes yes
Clock in / out yes yes yes yes
Own absences yes yes yes yes
Compliance (own) yes yes yes yes
Manager area (Ul: Manager) no yes* yes no
Team time / absences no yes** yes no
Approve absences no yes** yes no
Reports no yes yes no
Handle substitution requests no no no yes™*
Administration no no yes no
Month closure (organisation) no no configurable no

* With Restricted, only with allow

list or as admin.

** Only for explicitly assigned team members when app teams are active. Without app teams, only admins have

manager rights.

*** Navigation item Substitution requests appears only with at least one open request.



€ ArbeitszeitCheck Contents

1.3 Access door (Open / Restricted)
In Global settings — Access you define who may see the app at all:

Open Any Nextcloud user can open ArbeitszeitCheck (roles then as above).

Restricted Only explicitly allowed users and groups plus all administrators. Empty allow list when
restricted = nobody except admins ( fail closed).

User manual



CHAPTER 2

Getting started

2.1 Signing in to Nextcloud

1. Open your Nextcloud instance URL in the browser (e.g. https://cloud.your-company.example).
2. Enter username and password.
3. Click Log in.

If the session expired, Nextcloud redirects you to sign in again — open forms are lost; save drafts in
time.

2.2 Opening ArbeitszeitCheck

1. Click the app menu (grid icon) at the top.
2. Choose ArbeitszeitCheck.
3. You land on the Dashboard.

Without permission the app does not appear in the menu or the page Access denied appears:

- Title Access denied

* In Restricted mode: “You do not have access to ArbeitszeitCheck. Your account is not among
the users or groups allowed to use this app.”

» “Ask a Nextcloud or ArbeitszeitCheck administrator to enable the app for your account or add
you to an authorised group.”

» General fallback (other blocks): “You may not use ArbeitszeitCheck at the moment.”
* Button Back to Nextcloud

This happens in Restricted mode when your account is not on the allow list. Skip link on this page:
Skip to main content.

0Q0 i O AmeitszeitCheck Q. Search apps, files, tags, messages ...
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2.3 Understanding navigation

000 i O ArbeitszeitCheck Q. Szukaj aplikacii, plikéw, tagéw, wiadomosci

ArbeitszeitCheck | Pulpit

ArbeitszeitCheck
Czas pr o

© Wpisy czasu
o 23 Twoich wpiséw czasu oczekuje na zatwierdzenie przez kierownika.

B Nieobecnosci Otwérz wpisy czasu pracy, aby zobaczyé proponowane godziny lub wycofad wniosek.

B3 Kalendarz
W skrécie

urlog
Godziny w skrécie

A\ Kierownik v

Zarejestrowano wyjscie
U bent nie sobreje an e. Druk op de knop

hieronder wanneer u begint met werken.

@ Pomoc

e s
wybrane ,Brak

The left bar shows the app name ArbeitszeitCheck with subtitle Time tracking & compliance
and optionally the role badge.

Main items:

« Dashboard — day status, time clock, short overview

» Time entries — list and manual bookings

« Absences — leave, sickness, special leave

« Calendar — month/week view

- Timeline — chronological history

* Working time compliance — check status on profile
« My settings — personal options

* Get the app — links to companion apps

2.3.1 Administration (submenu)

App/system administrators only. Groups in the bar:

User manual
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(© ArbeitszeitCheck

ArbeitszeitCheck
(@© | Working ime & compiance

Status

Admiristrator og  Administation - Status
OO Current key metrics and open working-time compliance issues. Detailed

settings are available in the left navigation

@ Dashboard

‘Administrator) - Timezone. EuropeSertin

© Time entries

A Configure overtime balances

B Absences 8384 of 8384 employees have no overtime tracking start date (Stichtag). Without it, year-to-date Open user administration
balances are calculated from 1 January and may show large undertime until configured.
B Calendar
A Timeline TOTAL EMPLOVEES ACTIVE TODAY OPEN IsSUES
© Working time complia... Clik o show the employee lit Employees with fime entres today Open compiiance vilations
{8 My settings
Current issues View Al Violations.
0 Getthe App Working-time compliance violations that require your attention

O Administration ~

Employee Problem Type How Serious Date
OVERVIEW

oy

-
dium ) -07-
_—— admin Sunday work m) 2026-07-26

Sunday work o) p—

@ Help

Email s best-effort — na reply SLA. Need
booked help? Use Support & us.

-
()

Sunay work () 20260614
PEOPLE —

root Sunday work )] 2026-06-28

- Overview — Status

- People — Employees, Teams and locations

» Working time — Working time models, Public holidays and calendars, Global set-
tings

- Policy — Policy settings, Tariff rule sets

» Operations — Audit log, License, Kiosk terminal, Help & support

2.3.2 Manager (submenu)

For team leads (with app teams) and admins. In the German Ul the menu item is Verwalter (English:
Manager):

ArbeitszeitCheck
(@© | Working ime & compiance

ArbeitszeitCheck / Manager | Manager Dashboard

Manager Manager Dashboard
2\ See how your team is doing with time tracking and check for any problems

@ Dashboard "o Manager ) - Timezone EuropefBerlin
© Time entries
TEAM MEMBERS ACTIVE TODAY HOURS TODAY PENDING ABSENCES
B Absences
) calendar
A Timeline Pending approvals

Review and approve or reject absence requests and time entry corrections from your team.

© Working time complia...

& My setings Absences  Time entry corrections

O Getthe App

- - e ... I

admin - Vacation 29,08.2026 - 02.09.2026 (5 days) Reject
Employee time entries

@ Help admin — Vacation 27.07.2026 — 27.07.2026 (8.0 hours) m Reject

Email s best.effort — na reply SLA. Need
booked help? Use Support & us.

« Overview

+ Employee time entries

- Employee absences

+ Revision PDFs — only when month closure is active

- = User manual
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Contents

* Reports

» Substitution requests — only with open requests

Without manager rights, Reports and Substitution requests may appear as main items.

2.3.3 Help at bottom of bar

Title Help: Report a bug, Suggest an improvement, Open GitHub Issues (new tab). Note:

“E-mail without response SLA. For bookable help use Help & support.”

oQo @ ArbeitszeitCheck Q Search apps, files, tags, messages ...

ArbeitszeitCheck

B Calendar

A Timeline

@ Working time complia.
{8 My settings

O Getthe App

2, Manager v

2.4 Role in the UI

Below the app name you may see a role badge ( Employee, Manager, Administrator)

ArbeitszeitCheck | Dashboard

o, 23 of your time entries are waiting for manager approval.
&

Open your time entries to see proposed times or withdraw the request.

At a glance

Clock in and out here, then ch

Hours at a glance

Clocked Out

ed in. Press the button below when you stai

No projects available for you
is enabled, but you have no

anager to add you to a project team,
hout a project

for orientation and does not change rights.

. This badge is

User manual



CHAPTER 3

Dashboard — employee path

This chapter is your entry point as an employee. Managers and admins may read along; manager-
specific steps are in Chapter 8.

3.1 Dashboard overview

Section At a glance. The dashboard typically shows:

000 i O AnbeitszeitCheck

ArbeitszeitCheck
’ i

®© Wpisy czasu

B Nieobecnosci

£ Kalendarz

Ar 0s czasu

© Zgodnosé czasu pracy
£ Moje ustawienia

[ Pobierz aplikacje

2, Kierownik v

@ Pomoc

21 Potr

1 Clock in

ArbeitszeitCheck | Pulpit

Q  Szukaj aplikacji, plikéw, tagéw, wiadomosci ...

o, 23 Twoich wpiséw czasu oczekuje na zatwierdzenie przez kierownika.
&

Otworz wpisy czasu pracy, aby zobaczyé proponowane godziny lub wycofa¢ wniosek.

W skrécie
empeluj wejscie
urlog

O

Zarejestrowano wyjscie

U bent nie sobreje: jscie. Druk op de knop

hieronder wann: egint met werken.

Brak dostgpnych projektéw

ie ma.

sdanie do zespolu
taw wybrane ,Brak

Godziny w skrécie

2 Start break 3 End break (visible depending on status)

Current status — clocked out, clocked in, or on break

Today’s hours — worked time since midnight (legal day boundary)
Current session — timer since the last Clock in (may run past midnight)
Break timer — during a break
Time clock — buttons depending on status (see below)

Optional: Project for this session ( optional) when clocking in; leave No project if only
attendance is recorded

Leave account — remaining entitlement, used, carry-over if applicable
Recent entries — quick access; empty: No recent entries found
Compliance notices — open violations against the configured profile

If the time clock is off for you: title Clock infout is turned off for you. Messages depending on
situation:

Manual entries on:

manually under Time entries.”
» Both off: “Your administrator has disabled clock in/out. Contact HR if you need to record time.”

“Your administrator has disabled clock in/out. Enter your working hours
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» Paused session: “You cannot start a new clock-in session. Finish the paused session below
with “Complete session” or contact your IT department.”

ProjectCheck:

+ Connection off, app installed: ProjectCheck link is off — “An administrator must enable the
ProjectCheck connection in global settings before you can assign hours to a project.”
< Connection on but no projects: No projects available for you — “ProjectCheck is enabled,

but you have no customer projects to choose from. Ask your project lead to add you to a project
team, or clock in without a project.”

3.1.1 Hours at a glance

The Hours at a glance card shows Worked today, This week, and Daily target (contract)
(target from your working time model).

000 i O ArbeitszeitCheck Q Search apps, files, tags, messages ...

ArbeitszeitCheck
i mpiian

zZone EuropelBerfin - (‘e 23 pending

© Time entries
o, 23 of your time entries are waiting for manager approval.
A

&) Absences Open your time entries to see proposed times or withdraw the request

£ Calendar
At a glance

Clock in and out here, then che

A Timeline

Hours at a glance
{8 My settings

0 cetthe App

Clocked Out

ed in. Press the button belc

2, Manager v

No projects available for you

3.1.2 Leave account in detail

Depending on configuration you see Remaining annual leave, Remaining carry-over leave
(pool), and a cap on carry-over. If the start date is missing for a leave year based on Employment
anniversary, a notice appears that no entitlement can be calculated until administration sets a start
date.

3.1.3 Notices at the top of the page
* Working time model missing — without a model, target hours and leave estimates are
incomplete.

» Pending corrections: how many of your time entries await manager approval, with jump Show
time entries.

3.2 Welcome (first use)

On your very first visit without time entries (and if you have not closed the card yet), Welcome to
time tracking! appears with the introduction “This app helps you record your working time and
follow the configured working-time rules. Here is how to get started:”. The numbered steps depend on
admin switches:

» Time clock on: “Click the “Clock in” button below when you start work”; “Click “Clock out” when
you finish work”; “The system records your hours automatically and reminds you about breaks”.

- = User manual
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« Manual entries on: “You can add time entries manually under Time entries if you need to record
hours by hand”.

« Always: “Request vacation and other absences in the Absences area’.

Learn more about time entries leads to the list (only when manual entries are allowed). Got it,
thanks! hides the card permanently.

0 # (D ArbeitszeitCheck Q. Search apps, files, tags, messages ...

ArbeitszeitCheck

cmpance ArbeitszeitCheck | Dashboard

Employee B Dashboard
80 Seeyour current work status, today's hours, and recent time entries

@ Dashboard Role (‘e Employee ) . Timezone EuropelBerlin

© Time entries

A Working time model missing

B Absences No working time model is assigned to your account. Ask your administrator to
assign one in employee settings. Until then, break rules and compliance checks:
may use default values only.

B Calendar
A Timeline
@ Working time complia. Welcome to Time Tracking!
This app helps you record your work fime and follow the configured Iabour law. Here's how to get started
{8 My settings

1. Click the *Clock In" button below when you start work
O Getthe App
2. Click "Clock Out" when you finish work
3. The system will automatically track your hours and remind you to take breaks

4. You can add time entries manually under Time entries when you need to record hours by hand

5. Request vacation and other absences in the Absences section

Learn More About Time Entries Got it, thanks!

@ Help

Email s best-effort — na reply SLA. Need

ooked el UseSuor 2. Ataglance

3.3 Your overtime account

If administration has enabled the overtime account or traffic-light indicator:

oQo @ ArbeitszeitCheck Q Search apps, files, tags, messages ...

ArbeitszeitCheck
. ot ArbeitszeitCheck | Dashboard

e EuropefBerlin - (e 23 per

© Time entries
o, 23 of your time entries are waiting for manager approval.
o

View time entries
& Absences Open your time entries to see proposed times or withdraw the request

B calendar
At a glance
Ar Timeline

Clock in and out here, then che: ur hours, overtime, and vac

© Working time complia.

Hours at a glance

O

Clocked Out

ed in. Pre: e button belc hen you stal

No projects available for you
ProjectCheck is enabled, but you have no
customer pros hoose from. Ask your
project manager to add you to a project team,
o clockin without a project

* Your overtime balance — “Hours worked minus your contract target (this year). This is an
hour balance — not pay.”

« Traffic light (optional): yellow/red at over- or under-hours thresholds

* Premium hours (this month) — only when premium supplements are on; also not pay.
Empty: “No premium hours in this period yet.”

User manual
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3

R
1
2.
3
4
5

Balance traffic light — optional. If the traffic light is off, the balance remains visible: “Overtime
warnings are disabled by your administration. Your balance above is still updated.”

Overtime account and payouts — bar up to account cap, status Eligible for payout,
table Payout history (month / hours paid out / balance after). This is not pay, but the recorded
hour balance.

Clocking in and out

. Check the status at the top of the dashboard.

Click Clock in when you start work.

. Optional: choose a ProjectCheck project before clocking in.
. For breaks: Start break and after the break End break.
. At the end: Clock out.

3.4.1 Buttons by status

Status Available actions

Clocked out Clock in

Clocked in Start break, Clock out

On break End break, clock out depending on rule

Paused session (inter- Resume (after break), Complete session
rupted shift)

Status Paused: “Your session is paused. Resume work or complete the session.” (without time

clock:

“Use “Complete session” to end recording for this day.”). Without the time clock you cannot

start a new session while a paused one is open.

i © ArbeitszeitCheck Q Search apps, files, tags, messages ...

itszeitCheck

o, 23 of your time entries are waiting for manager approval.
&

Open your time entries to see proposed times or withdraw the request.

B Calendar

At a glance
Clock in and out here, then che

A Timeline

© Waorking time complia.

Hours at a glance
{8 My settings

O

O Getthe App

2, Manager v

Clocked Out 0.00 rou

ed in. Press the button belc

a No projects available for you

For shifts past midnight the notice Night shift past midnight appears. Complete session sets
the end time to the break point and adds required breaks.

3.4.2 Typical clock-in errors
» “Cannot clock in: maximum daily working time ...already reached.” — daily maximum reached.
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* Insufficient rest time / “The minimum rest period between shifts has not elapsed yet.” —
wait until the profile rest window (typically 11 hours) has passed.

» ‘“Failed to clock in” | “Clock in failed” — network or server; reload the page.
* Already clocked in — clock out first or end the break correctly.

3.5 Workflow: a working day with the time clock

" Gemn |
T e

4

[ Start / end break J

4

[ Clock out }

3.6 Nextcloud start dashboard

Under Nextcloud Dashboard you can add widgets (titles from the app):

* My work status — time clock without opening the app
* Team status — for managers
« Organisation status — for administration

oQo
&

Access forbidden

bled

Managers also see Team status:

- = User manual
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o

Access forbidden

App is not enabled

Back to Nextcloud

Administration sees Organisation status:

oQ0 i m Dashboard

M Recommended fil... n Upcoming events

v

No upcoming events

No recommendations yet
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CHAPTER 4

Time entries

Time entries document worked time — via the time clock or manually.

4.1 List

Open Time entries.

000 i O ArbeitszeitCheck Q. Szukaj aplikadji, plikéw, tagow, wiadomosci

ArbeitszeitCheck
Czas pr i

Filtruj Pobierz plik CSV

@ Pulpit

B Nieobecnosci
£ Kalendarz
A Oscz
Zmiana lub usuwanie wpiséw czasu

Dla wpiséw odbitych miodszych niz 14 dni: uzyj Edytuj, aby zmieni
Popros o korekte. Wpisy w zamkniety 1 lub zatwierdzone

O Pobierz aplikacie s izywa diugiego ukladu (kolumny obejmuja cz: ). Wpisy nocne moga
ministrator wiaczyl dzielenie w ustawier portowane znaczniki c

Europe/Berlin (CET/CEST).
& Kierownik v

TEN MIESIAC LACZNA LICZBA GODZIl
5 766.55 h
@ Pomoc

edzi. Potrzebu

1 card heading Monthly record (audit-proof) 2 Finalise month (only when the feature is active)

4.1.1 Filter and sort

Button Filter opens the card: “Narrow the list by period or status, then Apply.” Fields Start date
/ End date (dd.mm.yyyy, calendar only), Status: All, Active, Completed, Approval pending,
Paused (attention required). Then Apply / Reset.

Filter

Start Date End Date Status

List columns: date, start time, end time, duration, break, working hours, description, status, actions.
Pagination: default 25 entries, Back / Next.
Banners if present:

* Incomplete sessions: click Complete next to the entry to finish it at the break point (required
breaks added automatically); or Edit.

13



(Se ArbeitszeitCheck Contents

» Pending corrections: the table shows your proposals until the manager decides; Withdraw is
available.

At the top are figures such as This month and Total hours.

Notice How time zones are used: start and end times appear in Your display (personal Nextcloud
time zone); stored in Organisation (organisation time zone) so daylight saving stays consistent.

0) # (© ArbeitszeitCheck Q. Search apps, files, tags, messages ...

ArbeitszeitCheck
i mpiian

Filter Download CSV

@ Dashboard

al timezone (Europe/Beriin). Values

8 A e/Berlin) so daylight saving rganization: EuroperBeriin ) ( Your display: EuroperBeriin
bsences

& Calendar

A Timeline
ntirely. Older clocked entries: use

© Working time complia.

{8 My settings
r as wo rows after midnight if the.

o ; tlin (CET/CEST)
Get the App
&\ Manager v

TOTAL HOUR

766.55 h

Monthly record (revision-safe)

Card Change or remove time entries: for clocked entries under 14 days Edit or Delete; older
clocked entries Request correction; finalised months and already approved entries cannot be
deleted here.

Download CSV exports the last 30 days (long layout, midnight split as in export settings). Organisation-
wide exports for teams are under Reports (managers/admins only).

If manual bookings are off for you: title Manual time entries are disabled for you — “Your
administrator has disabled manual recording. You can still view entries and request corrections if there
are errors.” The Add time entry button is then missing.

4.1.2 Empty state

Title No time entries yet. With manual bookings: “You have not recorded any working time yet.
Click the button below to add your first time entry, or use the Clock in button on the dashboard to start
recording automatically.” Button Add first entry. Without manual bookings: notice that administration
must allow creation.

Save errors include: “This time entry overlaps existing entries: ...” Save: Save time entry / Update
time entry. Note: “Short note for you and your manager — not visible on the public calendar.”

4.2 Create a manual time entry

1. Click Add time entry.
2. Fill'in the form (see fields below).
3. Click Save time entry (when editing: Update time entry).
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0) # (D ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
P PO NANIE DNIA

!
Godziny pracy:
Czas przerwy
@ Pulpit ¢ v
(@ Nie speiniono wymogu przerwy
B Nieobecnosci
B Kalendarz
Data i godzina
A 0§ czast Dat
© Zgodnoéé czasu pracy
{8 Moje ustawienia

O Pobierz aplikacie

2, Kierownik v

@ Pomoc

1 Date 2 Starttime 3 full form

m # (D ArbeitszeitCheck Q. Search apps, files, tags, messages ...

ArbeitszeitCheck
i mpiian

@ Dashboard

o How times are stored
B Absences Ye start and end in your personal imezone (Europe/Berlin). The app
m in the organization timezone (Eur in).
B calendar
n: EuropelBerlin ) ( Your display: EuropelBerlin

A Timeline

© Working time complia.

Entries in a finalized calendar month cannot be changed unless an administrator reopens that month

& My settings

O cetthe App

2\ Manager v

4.2.1 Fields

Date Working day in dd.mm. yyyy format. Quick pick Today. At earliest one year back, at latest
tomorrow.

Start time / End time 24-hour clock in your display time zone. The app stores internally in the
organisation time zone (notice How times are stored).

Breaks (optional) Blocks with Add another break. Toggle Add required breaks automati-
cally (when the personal setting is active).

Summary Live Working hours and Break time.
Project (optional) Visible only when ProjectCheck is connected.
Note (optional) Free text.
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4.2.2 Editing

Entries from the last 14 days can be changed directly via Edit — unless they are in a finalised month
or already approved.

m i (D ArbeitszeitCheck Q_ Search apps, files, tags, messages ...

ArbeitszeitCheck

@ Dashboard

o® How times are stored

B Absences You enter start and end in your personal imezone (Europe/Berlin). The app
nin the organization timezone (Euroy
B calendar
operBertin®) ( Your displey: EuropetBerin

A Timeline

© Working time complia.

=]

8 My settings
@ Entries in a finalized calendar month cannot be changed unless an administrator reopens that month.

0 Getthe App

&\ Manager v

DAY SUMMARY

4.2.3 Manual entries with approval

If Manual time entries require approval is active, new manual bookings land in pending status
until your manager approves. Form notice: “New manual entries need manager approval before they
count toward hours and overtime.”

If month closure is active: “Entries in a closed calendar month cannot be changed unless an adminis-
trator reopens the month.”

The create/edit form also shows How times are stored: “You enter start and end in your personal
time zone. The app stores in the organisation time zone.”

4.3 Request a correction
When direct editing is blocked (older than 14 days, already approved, or organisation rule):

1. In the list choose Request correction.

2. Compare Currently stored with Corrected times.
3. Enter date, start, end, and reason.

4. Send correction request.
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Request Time Entry Correction

The dialog explains: “Your manager must approve this change before it is saved.” Reason at least 10
characters. Breaks must lie within working time, must not overlap, and each break needs start and
end.

Error:  “Correction request could not be submitted”. Success: “Correction request submitted. Your
manager will review it.”

In the Actions row, pending approval shows Withdraw ( Withdraw pending correction). Con-
firmation: “Withdraw pending correction? Your original times will be restored.” Then “Correction
request withdrawn.”

4.4 Delete

Open Actions in the row, then Delete. Dialog title Delete time entry or Confirm deletion. The
app checks impact first.

@ Dashboard

& Absences

Delete time entry
B Calendar
Are you sure you want to delete this time entry?
\
A Timeline

@ wWorking time complia... Start Date
{8 My settings
O cetthe App

&\ Manager v

. 23 time entries are waiting for your manager's approval.
=

The table below shows your proposed times until a decision is made. You can
withdraw a request using the Withdraw button.

DATE STARTTIME  END TIME DURATION BRI ACTIONS

28082026 1506 15:06 on

Deletion is only possible while the entry is not locked by month closure. Ul notice: For clocked entries
under 14 days: Edit or Delete. Older clocked entries: Request correction. Entries in a finalised month
or already approved cannot be deleted here.
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Further blocks:

« Pending correction: Withdraw first, do not delete.

» Clocked entries:  “To change start or end times, use Edit. Delete removes the entire entry
permanently.”

 Entry with pending approval (manual): “This entry has a pending approval. Deleting cancels the
request.”

Paused sessions: in the list Complete sets the end time to break start and adds required breaks.

4.5 Monthly record (audit-proof)
If administration has enabled Enable audit-proof month closure, the card Monthly record
(audit-proof) appears on this page:

1. Under Calendar month to finalise choose a completed month with at least one entry.

2. Read lock reasons if any ( open requests, corrections, payouts).

3. Click Finalise month. Confirmation: “Really finalise this month? You cannot change time
entries afterwards unless administration reopens the month.”

4. After success: Download PDF.

Locked month: notice This calendar month is finalised. Contact administration if a correc-
tion is needed.

- = User manual



CHAPTER S5

Absences

Absences include leave, sickness, special leave, unpaid leave, and other types.

5.1 Overview

0) # (D ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
? i

ArbeitezeitCheck | Nieobecnosci

Filtruj

@ Pulpit

B Kalendarz

czasu pracy
{8 Moje ustawienia
O Pobierz aplikacie

2, Kierownik v

Jakto jest
obliczane?

@ Pomoc

The list shows period, type, status, and substitute if applicable.

5.1.1 Filter
* From / To — date filter (dd.mm. yyyy)
- Status — All, Pending, Approved, Rejected, Rejected by substitute
* Apply or Reset

Quick action (day mode): Half day today or Half day (next working day).
Notice How your request is approved:
« With manager: “After submitting, your manager reviews the request. If you choose a substitute,
they must agree first, then the manager.”

» Without approver in the app team: “No approver is assigned to your team in the app. Requests
without a substitute are approved automatically on submit.” Historical requests likewise auto-
approved.
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oQo @ ArbeitszeitCheck Q Search apps, files, tags, messages ...

ArbeitszeitCheck

@ Dashboard

© Time entries

B Calendar

A Timeline

© Working time complia.
{8 My seftings

O Getthe App

2, Manager v

@ Help

ArbeitszeitCheck | Request time off

e off
se, dates, and optional reason a

o EuropelBerlin

o, How yourrequestis approved
&

After you submit, your manager re request. If you choos
they must approve first, then your m

Request time off
Fill in the type, dates, an

Request details

=] Past absences are allowed

me form for old \ sick leave, migration records,

cted and cannot be changed

Vacation

Period

5.2 Request a new absence

1. Click Request absence.
2. Fillin Request details.

3. Submit the request.

@ ArbeitszeitCheck

ArbeitszeitCheck
Czas pr i

@ Pulpit

© Wpisy czasu
B Kalendarz

u pracy
{8 Moje ustawienia

0 Pobierz aplikacie

2, Kierownik v

@ Pomoc

5.2.1 Fields

Type (required) See type list below. Default for new requests: Vacation.
Period Start date (first absence day) and End date (last day; may equal start).

ArbeitszeitCheck | Verlof aanptagen
z opcjonalnie powdd i zastepce

2 EuropefBeriin

o Jak zatwierdzany jest Przypisany wniosek

Po przeslaniu pros Sli wybierzesz nastepee, musi on

najpierw zatwi e Przypisany kierownik

Verlof aanptagen

Szczeg6ty wniosku

=] Dopuszczalne sg wczes$niejsze nieobecnosSci

Uzyj tego samego formularza dla starych urlopéw, zwolnieri chorobowych,
rekordow migracji i przyszlych w mknigte miesiace pozostaja
chronione i nie mozna ich zmienié, dopéki administrator ich ponownie nie

otworzy.

P

Urlop

1 Type 2 Startdate 3 End date

Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

Day length For single-day leave in day mode: Full day or Half day. Morning/afternoon is not

recorded separately.

Hours Hours mode only; the app estimates from your working time model. Quick picks: 4 hours,
Half day, 1 full day, Entire period (uses the working time model, not a flat 8 hours). If hours
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are missing: “This organisation books leave in hours. Please enter the number of hours.”
(variant with hint to update the employee app if the client sends no hours).

Substitute Field Who covers your duties? — colleagues from the team; No substitute possi-
ble unless the type is marked mandatory under compliance. Historical (past) requests bypass
the substitute workflow.

Note Optional, max. 500 characters, not visible on the calendar.
Form notice: Past absences are allowed — same form for backdated leave, sickness, migration
data, and future dates. Closed months remain protected.

Once chosen dates lie in the past: Historical entry — selected dates are in the past — “You
can submit this as a regular request. Your manager reviews and approves or rejects it like any other
request, and the substitute workflow does not apply to past dates.” Without approver: automatic
approval on submit.

Without working time model (hours mode): No working time model assigned — hours use the
organisation conversion factor until a model is assigned (shorter Fridays otherwise inaccurate).

Substitute without team colleagues: “No team members found. Join a team or group to choose a
substitute.”

Empty list: No absences yet.

5.2.2 Absence types

Display Use

Vacation Annual leave; debits the leave account.
Sickness lliness; start up to 7 days retroactive allowed.
Personal absence Personal reasons per organisation rule.
Parental leave Parental leave.

Special leave Special leave.

Unpaid leave Unpaid.

Home office Home office (if tracked as absence type).
Business trip Business trip.

Tip for mixed days: “Half day plus full days? Submit the half day as its own request, then the remaining
days.”

5.3 Workflow: absence with substitute and manager

[ Employee requests }

4

[Substitute accepts / rejects}

Y
[Manager approves / rejects]

4

[ Status: approved }

Not every type requires a substitute — depends on Global settings — Compliance.
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5.4 Change, shorten, cancel

- Edit ( Update request) — while status allows (open requests).

* Return early — only for approved absence running today: heading I returned early, text
“Enter the actual last absence day so your records and your substitute’s calendar stay correct.”
Field New end date (before original end), help “Choose the day you actually returned. Must
be before the original end date.”, then Update end date.

» Cancel — button Cancel absence. Confirmation tite Cancel absence: “Do you really want
fo cancel this absence? This cannot be undone.” then Yes, cancel absence. Only if start is in
the future and status is not already cancelled/rejected.

« After substitute rejection: Choose another substitute.

On the detail page: Period and duration; for hour-based leave expandable Working plan note
(working days in period) — calendar weighting, not a second leave account.

m ArbeitszeitCheck Q Search apps, files, tags, messages ...

ArbeitszeitCheck
i mpiian

@ Dashboard

@ Time entries
quest is approved

it, your manager
£ calendar
A Timeline

Edit absence request

© Working time complia. Fill in the type, dates, an
{8 My settings
0 Getthe App Request details

2 Manager v gy Pastabsences are allowed

m # (D ArbeitszeitCheck Q. Search apps, files, tags, messages ...

ArbeitszeitCheck
i mpiian

@ Dashboard
© Time entries

10.03.2027 — 10.03.2027 1 working day

£ calendar
Cancel absence

A Timeline
© Working time complia. DATES AND DURATION
10,03.2027 - 10.03.2027

& My settings

0 cetthe App

&\ Manager v
shot seed unpaid_leave 2027-03-10

mment available

29.08.2026 00:42

29.08.2026 00:42

Errors: “Absence request could not be submitted”, “Invalid absence type”, “This period overlaps an
existing absence.” | “This period overlaps an existing entry: ...”.
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5.5 Leave entitlement

At the top of the absences page: cards for remaining entitlement, Annual entitlement with button
How is this calculated?, Used this year, Open requests ( awaiting approval).

How is this calculated? opens How your leave entitlement is calculated. Introduction:
“Your entitlement is resolved through a priority chain. The first matching layer wins. Internal IDs,
descriptions, and policy names of other employees stay hidden.” The chain shows organisation —
working time model — team — individual rule, each Applied or Skipped. Close or Esc. On errors
Try again.

0 # (D ArbeitszeitCheck Q, Search apps, files, tags, messages ..
Check
o

Filter

How your vacation
@ Dashboard = entitlement is calculated

© Time entries

Vacation bali

l Your vacati(

£ Calendar
A Timeline
© Working time complia... hours per year

& My setiings Detel y: Individual rule

O Getthe App ANNUZ

ENTITLEN Individual rule

& Manager v 0

How is |
calculat

» More balance details

TYPE STARTDATE  ENDDATE  DURATION  REASON

More balance details expands: Leave carry-over (opening balance), Remaining annual
leave ( after approved absences), Remaining carry-over leave (pool). Carry-over after cut-
off: “Carry-over ended ...— book only from annual leave”.

Without assigned manager a notice appears that requests cannot be approved — administration must
assign an app team with a manager.
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Calendar, timeline, and compliance

6.1 Calendar

oQo @ ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck

, ArbeitszeitCheck | Kalendarz

lend: — - e
secnosci i dni wolne w widol D G

@ Pulpit a Europe/Berlin

®© Wpisy czasu

& Nieobecnosci Poprzedni Sierpieri 2026

A 0$ czasu

@ zgodnost czasu pracy
{8 Moje ustawienia

[ Pobierz aplikacje

2, Kierownik

@ Pomoc

At the top: Month / Week view, button Today, navigate with Back / Next.

A day opens the sidebar Day details (Enter, space, or click). It shows time entries and absences for
the day plus a link to request an absence. Close with Close.

oQo ArbeitszeitCheck Q Search apps, files, tags, messages ...

ArbeitszeitCheck Saturday, 29.08.2026

Zone EuropefBerlin

< Previous August 2026

R
p
@ Dashboard r

e
© Time entries Request absence for this day
& Absences
No entries for this day
A Timeline
© Working time complia.
{3 My settings
O Getthe App

2, Manager v

24 25 26
@ Help

£ Vacation £ Vacation £ Vacation

» Approved ® Approved ® Approved

6.1.1 Legend
- Day with time entries
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- Day with absence (type and status visible on day)

- Approved absence / Absence awaiting approval

Empty: “No time entries or absences in this month.” | “No entries for this day.”

Holidays come from the calendar valid for you (state/canton).

Substitute for colleague
Statutory holiday / Company holiday

Today

Historical absence (already ended)

oQo ArbeitszeitCheck

ArbeitszeitCheck

@ Dashboard

© Time entries

& Absences

A Timeline

© Working time complia.

{3 My settings

0 cetthe App

2, Manager v

6.2 Timeline

The Timeline lists events chronologically. Filter Show in timeline:

000 i @ ArbeitszeitCheck

ArbeitszeitCheck
Czas pr “\

@ Pulpit
®© Wpisy czasu
B Nieobecnosci

B Kalendarz

miesiaeag, 4. Styczer 2027

© Zgodnosé czasu pracy
Ui
| Ul

{8 Moje ustawienia

O Pobierz aplikacje

Piatek, 1. Styczen 2027

A\ Kierownik v

) Ul

@ Swigto Ustawowe

@ Pomoc

czwartek, 31. Grudziefi 2026

wiedzi, Potizel

Previous

Q Search apps, files, tags, messages ...

e EuropelBerlin

26. July - 1. August 2026

Q. Szukaj aplikacji, plikéw, tagow, wiadomosci

asowa EuropelBeriin

pracy ¥ Nieobecnosci

Month

Holidays (at least one must stay on). Refresh reloads. All filters off:
show in the timeline.”

‘Week

Today

Odswiez

04.01.2027

01.01.2027

Time entries, Absences,
“Select at least one type to
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oQo beitszeitCheck

ArbeitszeitCheck

Dashboard

Absences

Calendar

@ Working time complia.
My settings
Getthe App

\ Manager v

@ Help

ArbeitezeitCheck | Timeline

o EuropelBerlin

Show in timeline

¥ TimeEnties ¥ Absences W Holidays

Monday, 21. June

substitute approval

Thursday, 27. May 2027

@ Public Holiday

Monday, 24. May 2027

| Unpaid Leave

» Awaiting substitute approval

6.3 Working time compliance

Q Search apps, files, tags, messages ...

Refresh

Corpus Christi

At the top of compliance pages there are three tabs: Overview, Violations, Reports.

6.3.1 Overview

oQo @ ArbeitszeitCheck

ArbeitszeitCheck
i

Kierowril
Pulpit
Wpisy czasu
Nieobecnosci
Kalendarz
05§ czasu
Zgodnos¢ czasu pracy
Moje ustawienia
Pobierz aplikacje

, Kierownik v

@ Pomoc

ArbeitszeitCheck / Compliance Panel

tyfikuj prc

&fa czasowa EuropeiBerlin

Przeglad

Status zgodnosci

N Znaleziono pewne problemy

There are issues with your czas pracy that need attention. Please check the list

below and fix them.

Jak dobrze przestrzegasz przepisow

Pokazuje, ja

Ostatnie naruszenia

Poziom powagi

Q, Szukaj aplikacji, plikéw, tagéw, wiadomosci

Raporty

The app checks your recorded times against the configured country profile (DE ArbZG / AT AZG / CH
ArG): breaks, rest periods, maximum working time. This is technical assistance, not legal advice.
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6.3.2 Violations

0 ArbeitszeitCheck Q_ Szukaj aplikacji, plikéw, tagow, wiadomosgi ...

ArbeitszeitCheck
Czas pr i

@ Pulpit
© Wwpisy czasu Przeg uszenia Raporty
& Nieobecnosci
£ Kalendarz
Ar 0$ czasu
Typ probleem
£ Moje ustawienia
O Pobierz aplikacie

2, Kierownik v

@ Pomoc

edzi. Potrzebu

List with date and rule. Columns: Issue type, How serious, Date, What happened, Resolved?.
Filter From / To, Severity ( All severities, Low, Medium, High), Apply filter. Employees see
their own violations. Mark as resolved is available to managers and administration for people in
scope. Types include breaks, rest time, and for CH Absolute weekly maximum working time
exceeded (45/50 h).

Empty: No issues found — “Great! No working-time rule violations were found for the selected
period.”

Administration can trigger Run compliance check now (immediate scan for everyone; data is not
changed automatically — review violations afterwards).

Card Compliance status. Status cards: Everything looks good!; Not enough data yet;
Some issues found. Score: 100 % means full compliance with the configured profile. Empty in
overview: No current violations.

Empty list: no open violations.
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6.3.3 Reports

oQo : eitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
ArbeitszeitCheck | Raporty zgodnosci

zen zgodnosci i trendé
Pulpit Kierownik a czasowa Europe/Berlin

Wpis

Nieobecnosci

Kierownikowie i administratorzy korzystaja z Raportow w menu giéwnym w celu eksportu zespolu. Na tej stronie wyswietlane jest Przyy

osol " zgod
Kalendarz
problemow
jenia

Problems by Typ ee what kinds ¢

Moje ustawienia
Pobierz aplikacie s

, Kierownik v

@ Pomoc
Prze iny limit godzin

Problemy wedtug poziomu powagi

Statistics for the chosen period (own data): Issues by severity and Issues by type. Managers
additionally see team compliance in the manager area.
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CHAPTER 7

My settings and Get the app

Personal settings are under My settings. At the top Choose topic: groups Settings ( Breaks —
“How the app calculates your breaks and your assigned schedule.”; Notifications — “Choose which
reminders you want to receive.”) and Account ( Data & privacy — export or permanent deletion;
About — working-time law and version). At the bottom of each page: Save settings.

7.1 Breaks

@O # (D ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czas pr i

@ Pulpit
® Wpisy czasu
B Nieobecnosci
Przerwy Powiaczwmienia
B Kalendarz

A 08 czasu

© Zgodnosé czasu pracy

[ Pobierz aplikacie

2, Kierownik v

Model czasu pracy
Przypisany model czasu ini urlopu i godziny pracy s przypisywane przez administratora. Skontaktuj sie z administratorem,
jesli masz pytania lub potrzebujesz zmian.

@ Pomoc

edzi. Potrzebu

Calculate breaks automatically Default on. DE: after more than 6 hours at least 30 minutes
break (ArbZG). AT: similar AZG. CH: after 5.5 hours at least 15 minutes (ArG).

Working time model Display only — assigned by administration.
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7.2 Notifications

000 i O ArbeitszeitCheck \ Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Caaspr 7

Powiaczwmienia
A © przypomnienia chcesz otrzym

@ Pulpit dla ierownit Strefa czasowa EuropelBerlin
® Wpisy czasu
B Nieobecnosci
B Kalendarz
Ar 0$ czasu
© Zgodnosé czasu pracy
W Wiacz powiadomienia

O Pobierz aplikacie
W Remind me to take przerwas

A\ Kierownik v

oczekiwany

@ Pomoc

Enable notifications Master switch (default on).
Remind about breaks In-app reminder for statutory breaks (default on).

Remind if | forgot to clock in (on expected working days) Only on regular working days;
not on weekends, holidays, or approved absences (default on).

Organisation-wide mandatory notifications (HR, overtime traffic light, payouts) cannot be turned off
here.

7.3 Data and privacy
Chip Data & privacy.

oQO i O AeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck .
P ArbeitszaitCheck awienia | Dane i prywatnosé

@ Pulpit
© Wpisy czasu

& Nieobecnosci
Przerwy Powiaczwmienia

B Kalendarz

© Zgodnost czasu pracy

Eksportuj moje dane Usuri moje dane ArbeitszeitCheck
O Pobierz aplikacie

A&\ Kierownik v apisy Zgodn

@ Pomoc

Export my data GDPR export of your ArbeitszeitCheck data (download).

Delete my ArbeitszeitCheck data Opens a confirmation. You must type DELETE and give a
reason, then Delete permanently. Deletes eligible time entries older than the retention period
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and personal settings. Newer entries, absences, audit, and compliance remain where legally
required. Cannot be undone. Does not delete your Nextcloud account.

000 i O ArbeitszeitCheck Q Search apps, files, tags, messages ...

ArbeitszeitCheck | My settings / Dataand privacy
Data and privacy
Export or permanently delete your personal ArbeitszeitCheck data.

) Dashboard Role (® Manager ) - Timezone EuropelBerlin

@© Time entries Choose a topic Delete my ArbeitszeitCheck data

PREFERENCES an the

B Absences

© Calendr ACCOUNT

A Timeline Data & privacy | About
© Working time complia...

0 Getthe App

Export My Data.

gible s0nal settings. Recent time entries, absences, audit logs, and

2, Manager v

7.4 About

Chip About (not editable). The card summarises the country profile set in administration — not legal
advice.

m # (O ArbeitszeitCheck Q_ Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck

@ Pulpit Kierowni Europe/Beriin

Version Informacjermation

ArbeitszeitCheck

ieckim prawem pracy

The neutral notice block names the law (default: German Working Time Act (ArbZG)) and typically:

* “Maximum working time: ...hours per day” (profile value, often 10)
« ‘At least ...hours rest between working days” (profile value, often 11)

« Mandatory breaks from the profile, otherwise default text “Mandatory breaks: 30 min. after 6
hours, 45 min. after 9 hours”

« Sunday rule: default “Sunday work is generally prohibited, with exceptions”
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Below that Version information: app name ArbeitszeitCheck, line Version: plus installed ver-
sion number, and a short footer (default: “German working-time compliant time tracking for Nextcloud”).
AT or CH profiles replace law title, break, and Sunday lines accordingly.

7.5 Nextcloud — Personal settings

Under Nextcloud Settings — Personal the section ArbeitszeitCheck appears. Notice: personal
options live in the app next to dashboard and time entries. Buttons Open personal settings in the
app and Open ArbeitszeitCheck. Heading Your data rights: self-service under My settings
— Data and privacy, link Open Data & privacy.

oQo Q Ssearch apps, files, tags, messages ..
Personal =

0 ArbeitszeitCheck
2 Personal info

@ Security e time tracking, notifications and break reminders

A Notifications
gsharng Open ArbeitszeitCheck
+ Appearance and accessibility

® Availability

o Flow

o Privacy

@ Additional settings
Open Data & privacy

7.6 Get the app

000 i @ AeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci ...

ArbeitszeitCheck
ks \ obierz aplikacie

® Pulpit

£ Kalendarz

Ar 0s czasu

2, Kierownik v
jestruj czas z telefonu

ko | Wniosek o nieobecnosé w terenie
Jdadia nieobec 2

@ Pomoc

R Aplikacja Ter g e lut
e. IT licer azde urzadzenie.

[ Terminal recepcyjny na tablety wspsidzielone

Official Android apps (Google Play). Mobile use usually requires an organisation licence and an
assigned seat ( Administration — License). The companion app itself is not part of this web
manual.
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CHAPTER 8

Manhager area

The menu item is Manager in the English Ul (German Ul: Verwalter). In this manual we mean the

manager with team approval rights.

This chapter is the end-to-end path for managers with team responsibility. App administrators have

the same functions for all people.

8.1 Prerequisite

* App teams must be active ( Teams and locations).
* You are assigned to at least one team on the Manager tab.
» Without assignment the Manager menu item is missing. Without app teams only administrators

have manager rights.

8.2 Overview

i © ArbeitszeitCheck

0)
~

ArbeitszeitCheck / Kierowni

Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

K / Panel kierownika

Panel kierownika
Zobacz, jak Przypisany zespol zarzadza Sledzeniem czasui sprawdz, czy

nie wystepuja problemy

@ Pulpit

© Wpisy czasu
CZLONKOWIE ZESPOLY

& Nieobecnosci 6

B Kalendarz

A O$ czasu

Przegladaj i zatwierdzaj I

© zgodnoét czasu pracy

£ Moje ustawienia Nieobecnosci

O Pobierz aplikacje

2, Kierownik ~ ‘admin - Urlop

Przeglad

Pracownik wpisy czasu admin - Urlop

@ Pomoc
admin - Urlop
E-mal bez SLA odpowiedzi Potrzebuiesz
uménionei pomocy? Uzyi Wsparcie i my.

) - Stefaczasowa EuropelBerlin

AKTYWNI DZIS

0

GoDZINY DZIS

oh

Oczekujacy approvals

1b odrzuicaj prosby swojego Zespolu o nieabecnosci i korekly WpiSOW czasu

Wpis czasu korektas

29.08.2026 - 02.09.2026 (5 dni)

29.08.2026 - 02.09.2026 (5 dni)

27.07.2026 — 27.07.2026 (8.0 godziny)

OCZEKUJIACY ABSENCES

29

Przeid? do zatwierdzen

Zatwierdz odrzué

Odrzué

Zatwierdz odrzué

If app teams are off, only admins see this page: warning App teams are disabled with Open team

settings.

Tiles Team statistics: Team members, Active today, Hours today, Pending absences

(jump Jump to approvals).

Card Pending approvals: tabs Absences and Time entry corrections. Empty: “No pending
absence requests.” | “No pending time entry corrections.”

Card Team overtime notices with Export CSV. Card Team compliance (warnings / critical
violations / total). Table Team members: name, hours today, status ( Clocked in / On break /
Clocked out), open absences. Empty: No team members found.
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000 i @ ArbeitszeitCheck

ArbeitszeitCheck .
comanee / Manager / Manager Dashboard

Manager Manager Dashboard
A\ See how your team is doing with time tracking and check for any problems

@ Dashboard Role Timezone EuropefBerlin

© Time entries

TEAM MEMBERS ACTIVE TODAY HOURS TODAY PENDING ABSENCES

& Abserces 6 0 oh a8

Jump to approvals

B Calendar

A Timeline Pending approvals
Review and approve or refest absence requests and time enlry corrections from your team
© Working time complia...

& My setiings Absences  Time entry corrections

O Getthe App

admin - Vacation 20082026 - 02.09.2026 (5 ctays) (AN e
2, Manager A

admin - Vacation 29082026 - 02.09.2026 (5 days) (VT Reject
Employee time entries.

@ Help admin — Vacation 27.07.2026 — 27.07.2026 (8.0 hours) Reject

Email s best-effort — na reply SLA. Need
booked help? Use Support & us.

8.2.1 Approve or reject absence
1. Open the request.
2. Review period, type, substitute status.
3. Click Approve or Reject; optional comment.

When rejecting: dialog Confirm rejection, field Reason for rejection (optional), Reject re-

quest.

oQo i O Arbeits

Reject Request

Optional reason for rejection (leave empty for none):

Enter reason for rejection.

Cancel Confirm rejection

Errors: “Absence could not be approved”, “Error loading pending approvals”. Success: ‘“Absence

approved.”

8.2.2 Approve correction
1. Choose tab Time entry corrections.
2. Compare Original: and Proposal:.
3. Approve applies the correction; Reject keeps the original entry.
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You can also Correct entries in team scope directly (dialog Correct time entry) without a prior
request. Introduction: “Changes apply immediately and the person is notified. A reason is required for
the audit log.”

Fields:

Currently stored vs. Corrected times ( “Enter date and times as they should be recorded.”)
Corrected working day: Date ( Today, format DD.MM.YYYY)

Working hours: Start time / End time. Night shift: “/f end is before start (e.g. 22:00-06:00),
end counts on the next day.”

Breaks (optional): each break at least the statutory minimum (in DE typically 15 minutes) and
within working time; Add break / Remove. Empty: “No breaks added.”

Reason (min. 10 characters) — “Required for audit logging (at least 10 characters).”

Then Apply correction or Cancel. Success: “Time entry corrected successfully.”

Correct time entry x
Project (optional)
No project link
Currently stored
Date 28.08.2026
Start 15:06
End 15:06

Breaks

Corrected times
Enter the date and times as they should be recorded

Changes are applied immediately and the employee is notified. A reason is required for the audit log.
Date

28.08.2026 g  Today
Format: dd.mm.yyyy
Working Hours
Start TimeEnd Time

Start

15

Error:  “Correction failed.”, “This correction overlaps existing time entries.”
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8.3 Employee time entries

m # (@ ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
@ | Cras pracyizgodnose
Kierownik Pracownik wpisy czasu
@©  Przegladaj wpisy czasu swoich pracownikéw bezposrednio w aplikacii

ArbeitszeitCheck / Kierownik | Pracownik wpisy czasu

Zacznij od wybrania zakresu dat i opcjonalnie jednej osoby.

o Pupi mon Svetsczscons EuroperBarin

® Wpisy czasu
Zarejestruj czas dla pracownika

& Nieobecnosci DD
Utworz recznie wypeiniony wpis w imieniu osoby, kior zarzadzasz. Pracownik zostajs azmiana o
celow audytu.

B Kalendarz

P czcsu When ProjectCheck s enabled, you can opcjonalniely link billing hours on a project the employee is allowed to use.

© Zgodnosé czasu pracy

Whpisy czasu pra ®
& Moje ustawienia e L=y =
Wyblerz osobe | okres, a nastgprie Kiknij Pokaz. Tabela ponize] wySwietia pastjace wpisy.

O Pobierz aplikacie

Pracownik Stan Zakres dat
&, Kierownik ~
N Wszystko w moim zakr. Wszystkie statusy v 28.07.2026 B | do 28082026 =]
Przeglad
@ Pomoc 0 zespolu
E.mal bez SLA odpowiedzi. Potrzebuijesz

uméwione] pomocy? Uzyj Wsparcie i my.

1. Manager — Employee time entries.
2. Choose person and period, then Show.
3. Review entry, Correct, or create new.

0) # (O ArbeitszeitCheck Q_ Search apps, files, tags, messages ...

Record time for an employee

Select employee * Project (optional)

[ Search by name or login ] <

The entry is saved as completed and counts toward the employee's hours. A reason is required for the audit log
Date

dd.mm.yyyy

Today

Format: dd.mm.yyyy

Working Hours
Start TimeEnd Time
Start

Only people in your team scope are visible (admins: all).

Card Record time for a person: ‘“Create a manual completed entry on behalf of a supervised
person. The person is notified; the change is logged.” Button Add time entry. With ProjectCheck:
optional billable hours on an allowed project.

Filter ( Filter employee time entries): Employee (empty = whole team), Status ( All statuses,
Clocked in, On break, Paused, Completed, Approval pending, Rejected), Period From /
to / To, then Show or Reset. Footnote: choose date range, then Show; maximum 365 days. Without
filter: title Please choose a filter first, “Choose a period to load time entries.” Results card intro:
“Choose person and period, then click Show. The table below lists matching entries.”
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8.4 Employee absences

tagéw, wiadomosci

ArbeitszeitCheck

(@© | Caas pracyi zgounost Kierownic

Kierawnik Nieobecnosci pracownikow
I Przegiada i zarzadzej wnioskami o nieobecnosc pracownikéw w swoim

zakresie.

@ Pulpit Rola (@ Kierownik ) - Stefa czasowa EuropelBerlin
® Wpisy czasu

Nieobecnosci pracownikéw
B Nieobecnosci

Wybierz osobe i okres, a nastepnie Kilknij Pokaz. Tabela ponize] wywietla pasujace wnioski
B Kalendarz

Pracownik v Stan Zakres dat
A

28.07.2026

© Zgodnosé czasu pracy

05 czasu
Wszystko Wszystki...

& Moje ustawienia

Resetuj
[ Pobierz aplikacie

e

A Kierownik ~
Wybierz zakres dat, a potem Pokaz. Pozostaw pracownika pustego dia calego zespolu

albo wyszukaj i wybierz jedng osobe. Typ i status s3 opcjonalne. Maksymalny zakres: 365
Przeglad dni

Pracownik wpisy czasu

© Pomoe Naijpierw wybierz filtry
Wybierz zakes dat, aby wezytac nieobecnosci

-mail bez SLA odpowiedzi. Potzebuiesz

umionepomoey? Usy] Waparcie i my.

do

28.08.2026

Filter, create, approve. Card Record approved absence for employee. Hour estimate for leave

uses each person’s model. Without period: “Choose a period to load absences.”

Record approved ahsence for an employee

Saves immediately as approved. For past or future dates; substitute rules do not apply. Finalized months stay blocked until an

administrator reopens them.

Employee (required) Type From To
[ Search by name or | ] Vacation - [ 29.07.2026 (=) [ 29.08.2026
Reason

Optional reason or notes for your absence request

8.5 Revision PDFs

Visible only when Enable audit-proof month closure is on.

|
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i © ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

Kierownik

©
Revisie-PDF's (miesiacafsluiting)

Wybierz miesiac, ktéry ma juz zapieczetowane dane, a nastepnie pobierz
ten sam zabezpieczony przed zmianami plik PDF dla kazdej osoby, do
ki6rej masz dostep.

@ Pulpit

Rola (=

® Wpisy czasu
B Nieobecnosci Funkcjonowanie

Najpierw wybierz zapieczetowany miesiac, a nastepnie pobierz oficjaina recenzje w formacie PDF dia kazde] osoby objete] Twoim
B Kalendarz zakresem.

A 06 czasu
o Wyhierz miesiac
Na sie tyko miesiace ze Sfi

ymi
(@ mi) danymi, na podstawie kiorych mozesz.
po

© Zzgodnos¢ czasu pracy

{8 Moje ustawienia
Miesiac kalendarzowy

0 Pobierz aplikacie
Wybierz miesiac... -

&, Kierownik ~

Przeglad
o Pobierz dla kazdej osoby
Wszystiie wymier by a3 ostatni miesiac na dokonanie

Pracownik wpisy czasu
wyboru i odpowiadaja Twoim uprawnieniom

@ Pomoc CoEm

iqc, aby zobaczy¢, dia kogo mozesz

pobrac
E.mail bez SLA odpowiedzi. Potrzebujesz

uméwione] pomocy? Uzyj Wsparcie i my.

Card How it works: “First choose a closed month, then download the official revision PDF for each
person in your scope.”

1. Step 1 Choose month — “Only months with a finalised (sealed) state you are responsible for
are shown.”
2. Step 2 Download per person — “All listed people have a finalised month for your selection
and match your permissions.” Then Download PDF.
Empty states:

* “No finalised months are available for your access yet.”
* “Nobody in your scope has a finalised revision for this month.”
* “Months could not be loaded.”
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CHAPTER 9

Substitution and reports

9.1 Substitution requests

If you were named as substitute, Substitution requests appears (under Manager or as its own
menu item). With no open request the item is hidden.

ArbeitszeitCheck
e ArbeitszeitCheck | Wnioski o zastepstwo

s pracy i 2god

o

Kierownik Whioski 0 zastepstwo

2 Przegladaji odpowiadaj na prosby o zastepstwo kolegow

@ Pulpit Rola ( Kierownik ) - Strefa czasowa EuropeiBerlin
®© Wpisy czasu
Oczekujacy substitution requests
B Nieobecnosci Poproszono o zastepstwo podczas nieobecnosci wspolpracownikow. Zatwierd? lub odrzu¢ kazdy wniosek,
£ Kalendarz
A0S czasu
Doc Employee ptaagt u te vervangen Urlop bezpiatny: 2026-11-19 — 2026-11-19 (1 dzien) odrzué
@ Zgodnosé czasu pracy
{8 Moje ustawienia
E2E Employee ptaagt u te vervangen Urlop bezpiatny: 2026-11-23 — 2026-11-23 (1 dzien) odrzué
[ Pobierz aplikace
& Kierownik v
E2E Employee ptaagt u te vervangen Urlop osobisty: 2026-11-26 — 2026-11-26 (1 dzi odrzué
E2E Employee ptaagt u te vervangen Urlop bezpiatny: 2026-11-30 — 2026-11-30 (1 dzi m odrzué
@ Pomoc
EAN A S R e E2E Employee ptaagt u te vervangen Urlop bezplatny: 2026-12-01  2026-12-01 (1 dzien) odrzué
uméwione; pomocy? Uzyj Wsparcie i my.

1. Open Substitution requests.
2. Read period, type, and requesting person.
3. Accept or Reject.

ArbeitszeitCheck
® ArbeitszeitCheck / Substitution requests

Working time & compiiance

Manager Substitution requests:
A Review and respond to colleague coverage requests

£ Dashboard Role Timezone EuropelBerlin
® Time entries

Pending substitution requests
B Absences You have been asked to cover for colleagues during their absence. Approve or decline each request.
B Ccalendar
A Timeline

Doc Employee asks you to cover Unpaid Leave: 2026-11-19 - 2026-11-19 (1 day) [ENSTISVY Decline

© Working time complia...

{8 My settings )
E2E Employee asks you to cover Unpaid Leave: 2026-11-23 — 2026-11-23 (1 day) Approve Decline

a

Getthe App

2, Manager v .
E2E Employee asks you to cover Personal Leave: 2026-11-26 ~2026-11-26 (1 day) (NSNS Decline

E2E Employee asks you to cover Personal Leave: 2026-11-27 - 2026-11-27 (1 day) [0S Decline

@ Help

Email s best-effort — na reply SLA. Need

E2E Employee asks you to cover Unpaid Leave: 2026-11-30 - 2026-11-30 (1 day) [NV Decline
booked help? Use Support & us.
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After acceptance the request goes to manager approval. Emails depend on Policy settings —

Notifications.

Empty list: no open requests — the navigation item disappears after the next reload.

9.2 Reports

Only managers and administrators see Reports. Other roles are redirected or see: Reports are
only available to administrators and managers with “If you need to create reports, please
contact your administrator or manager.” and button Dashboard.

# (O ArbeitszeitCheck

Q. Szukaj aplikacji, plikéw, tagéw, wiadomogci

ArbeitszeitCheck
ochosc

@ Pulpit

®© Wpisy czasu

B Nieobecnosci

B Kalendarz

Ar 05 czasu

@ 2Zgodnost czasu pracy
{8 Moje ustawienia

O Pobierz aplikacie

2, Kierownik v

@ Pomoc

£:mail bez SLA odpowiedzi. Potrzebujesz
uméwione] pomacy? Uzyj Wsparcie i my.

ArbeitszeitCheck | Raporty

Raporty
B o eksportuj wpisy czasu, nieobecnosoi oraz raporty zgodnosei

Rola (@ ) - Strefa czasowa Europe/Berlin

(1) Kto jest uwzgiedniony (2 Exsportitype (3 Periode i czwinioad

Kto ma zostaé uwzgledniony w raporcie?
Wybierz, czy chcesz otrzymywac raport dia wszystkich os6b, ktérymi zarzadzasz.
Raportbereik

@ wszyscy, ktorych nadzoruje

Includes all people you are responsible for as a kierownik.

() Konkretnie zarzadzany zespst
Jesli zarzadzasz wiece] niz jednym zespolem, mozesz wybrac jeden tutaj
Wybierz zespdl, kiérym zarzadzasz -

Ta lista jest automatycznie wypeiniana, jesli wiaczone s3 zespoly specyficzne dia aplikac

Three steps (stepper at top):

1. Who is included ( Report scope) — admin: Entire organisation or Specific team;
manager: Everyone | manage or Specific managed team.

2. Choose export — cards:

« Working time export

« Absence export

- Compliance export

* Premium hours (supplements) — only when premium supplements are active

3. Period and download — Start date / End date (dd.mm. yyyy), File format CSV or JSON,
optional Team download content (detail vs. summary), Time entry layout (long/wide).
Then Preview ( Report preview) or Create and download.
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000 i O AbeitszeitCheck Q_ Search apps, files, tags, messages ...

Working Time Export
® 9 P ® seloctad
Export a clear overview of worked hours for the selected period.
Absence Export
P O select
Export vacation and absence data with totals and status
@ Dashboard
© Time entries © Compliance Export O select
Export labor law compliance violations and severity details
B Absences
B Calendar
A Timeline Settime period and format

Pick the time period for your report. The selected range applies to the export and preview.

] Preview loads the report in the browser. Generate and download saves a file using the options below.
© Working time complia...

Start Date End Date

& My settings 30.07.2026 =] 29.08.2026 =]
The first day The last da

O cetthe App Y
Example: It Example: Iy

2, Manager v
File Format

CSV (for Excel or other programs)

Choose how you want to save the report. CSV works well with spreadsheet programs. JSON s best if another system needs to process the data.

@ Help Team download content

Email s best-effort — na reply SLA. Need
booked help? Use Support & us.

Detailed time entries

9.2.1 DATEV (administration only)

Below the form: DATEV payroll download for the same data. Note: premium hours appear as
additional wage type rows only when mapped in global settings.

Buttons Download my DATEYV file / Download organisation DATEYV file. Status lines:

* “Checking DATEV setup ...”

» “DATEV organisation numbers are set. You can download your own file if your personnel number
is set.”

“DATEV organisation numbers are set. The organisation download skips people without a
personnel number.”

“Set consultant and client numbers under Administration — Global settings before downloading
DATEYV files.”

» “Organisation numbers are set, but your DATEV personnel number is missing. Add it in your
employee profile to download your own file.”

» “Choose a start and end date above before downloading DATEV.”

The organisation download includes all enabled users with a DATEV personnel number.

o, DATEV payroll download
Download a DATEV text file for the same start and end dates as above. Hour premiums appear as extra Lohnart lines only when
mapped in Global settings.

Set Beraternummer and Mandantennummer in Administration — Global settings before downloading DATEV files.

Download my DATEV file Download organisation DATEV file

Organisation download includes every enabled user who has a DATEV Personalnummer. Set Personalnummer on each employee profile.
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9.3 Month closure — who does what?

[ Admin enables feature J

[ Employees finalise month }

[ PDF + hash stored ]

A
[Managers download revision PDF]

A
[Admin can reopen with reason}

Step-by-step for employees: Chapter 4. Reopening: Chapter 11.
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CHAPTER 10

Administration — overview

This chapter is the path for app and system administrators. Open Administration in the navigation.

10.1 Status

0) # (D ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
. , ArbeitszeitCheck

@ Pulpit

Konfiguruj salda nadgodzin
8384 7 8384 pracownikow nie ma daty rozpoczecia ewidencii nadgodzin (dzieit A
referencyjny). Bez niej salda od poczatku roku s liczone od 1 stycznia i do konfiguracji

moga pokazywat duze niedobory godzin.

{8 Moje ustawienia

O Pobierz aplikacie Aktualne problemy

O Administracja ~

Pracownik Typ probleem Poziom powagi

SOB’

@ Pomoc

21 Potrzebui

Tiles (clickable): Total employees, Active today (people with an entry today), Open issues
(compliance violations, link to list). Card Current issues with Show all violations; empty: No
issues found.

Optional banner Configure overtime balances when people have no cut-off date — jump Open
user management.

If account or traffic light is on: card Overtime policy (active) with thresholds, bank cap, block month
closure; links Notification settings / Overtime payouts.

After incomplete upgrade: red notice Database update required: “ArbeitszeitCheck cannot store
data until the server has finished database setup (...missing table(s)). Ask your Nextcloud administration
fo run “Update apps” or php occ upgrade, then reload this page. Provide the complete app package
— copying individual files leaves broken repair jobs.” Optional line Missing: ....
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10.2 Employees

000 i O ArbeitszeitCheck Q. Szukaj aplikacii, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
" Pracownicy

!
ami i wzorcami czasu pracy
Pulpit Rola (‘= Administrator efa czasowa EuropelBerlin

Wpisy czasu
Znajdz pracownikéw
Nieobecnosci zukaj po nazwisku 1ub

Kalendarz
Kogo pokazac
zukaj po nazwisku lub loginie
E5ezEEn Moze otworzy¢ Wszystkie konta
ArbeitszeitCheck Nextcloud
© Zzgodnosé czasu pracy

5} Moje ustawienia

Pobierz aplikacj Praconniklist CSV eksporteren Resetuj
R /612 0sobg, aby zmieni gral sdziny

O Administracja ~
E-mail Model czasu pracy ~ Urlopdni  Wazne od / do Nadgodziny Stichtag

® Nie ingesteld

® Nie ingesteld
@ Pomoc

fedi. Potrz

ac_sd_owner

Card Find employees: search name/login (at least 2 characters, empty = paginated). Show who:
May open ArbeitszeitCheck or All Nextcloud accounts (in Restricted mode). Banner: accounts

without app access are hidden, Show all accounts. With >10 000 accounts: list truncated, refine
search.

List: name, e-mail, working time model, leave days, valid from/to, overtime cut-off, status. Export
CSV / Reset. Open person (own page, not modal).

000 i @ AmeitszeitCheck Q_ Search apps, files, tags, messages ...

ArbeitszeitCheck
" e ArbeitszeitCheck / Administraion / Employees

Employees
2\ Manage employees and working time models

@ Dashboard Role (@ Administrator ) - Timezone Europe/Berin
© Time entries
Find employees

& Absences Search by name or login. Everyone with a Nextcloud account is listed

£ Calendar

‘Who to show
|
A Timeline Can open All Nextcloud
Type 2 15, Leave empiy to ArbeitszeitCheck accounts

© Working time complia...

£ My settings

Employee list
+ED Export CSV Reset
0 cetthe App Open a person o change their work schedue, vacation, or overtime

O Administration ~

Name Emal Working Time Model  Vacation days  Valld from /to overtime sti
overview
Status ac_dbg - Not assigned (@ Notser)
peopLe e
ac_dbg_own - Not assigned (FherseD)
@ Help ) .
ac_nested_scan2 - Not assigned - - (o Notset)
ac dwsr - ot aesigned - - { @ Not set |
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10.2.1 Employee profile

0 # (D ArbeitszeitCheck Q Search apps, files, tags, messages ...

ArbeitszeitCheck / Administration / E2E Employee

E2E Employee
27 Review and update this employee’s work schedule, vacation, overtime, and
time recording settings.

& ez Role (@ Administrator ) . Timezone Europe/Beriin

© Time entries
- Back to employees

B Absences

£ Calendar User 1D status
‘e N
e2e employee (o Enabted)

A Timeline

© Working time complia... o tg edit this employee

£ My settings

jork schedul Time recording  Vacation da Overtime balance  Valid from (for pro-rata vacation)

0 Getthe App
DATEV jork schedule history  Badges & PIN

O Administration ~

OVERVIEW Work schedule

Status
Pick the work schedule and the region used for public holidays

PEOPLE Working Time Model

@ wep Back without saving

Email s best-effort — na reply SLA. Need

booked help? Use Support & us. Region for public hoidays

At top: Back to employees, user ID, e-mail, status Enabled/ Disabled.
Jump anchors:

* Working schedule — model and holiday region
« Time recording — time clock / manual (override of organisation default)
» Leave days — calculation mode (manual, model-based, tariff-based, exception, inherit)
« Overtime account — opening balance
- Valid from
« Employment period (for pro-rata leave)
+ DATEV personnel number
« Working schedule history
+ Credentials & PIN — jump to kiosk management
At bottom Save. Unsaved changes: warning on Back without saving. Person missing: Employee
not found.
Often overlooked fields:
Country for working-time law Optional DE/AT/CH instead of Same as organisation (...) —
for cross-border staff.
Overtime tracking from (cut-off date) From which day the account runs.
Opening overtime balance (hours) plus Year for opening balance.

Leave carry-over (opening balance) plus year — remaining leave on import; the app does not
roll balances by itself.

DATEYV personnel number Up to 8 digits; required if this person should appear in the DATEV
export. Leave empty if not exported.

Leave entitlement Mode incl. Inherit from team / model / organisation; preview of effective
entittement and Technical details (audit).

Time recording Override Clock infout and Manual time entries; greyed options are off
organisation-wide.
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10.3 Teams and locations

000 i O ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
ArbeitszeitCheck Zespots

@ Pulpit

Kierownik assignment

Do walidacji uzyj zespol6w ArbeitszeitCheck

Struktura organizacyjna

O Administracja A

###AZC_DEMO#:#)

10.3.1 Manager assignment (app teams)
Toggle Use ArbeitszeitCheck teams for approvals:

* On: Managers come only from the organisational structure below (explicit assignment on
Manager tab). Required for non-admins to see Manager and grant approvals.

« Off (default): No derivation from Nextcloud groups. Without app teams only app/system adminis-
trators have manager rights. Change applies immediately after toggling.

When off: warning App teams are disabled — approvals, manager overview, and team reports
need ArbeitszeitCheck teams with assigned managers.

10.3.2 Organisational units
1. Add unit.
2. Dialog Add unit: Unit name (required), Parent unit or None (top level).
3. Create or Cancel.

000 i @ AmeitszeitCheck Q Ssearch apps, files, tags, messages ..

Add unit

Parent unit

None (top level)

Cancel  Create
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Empty: “No units yet. Add a unit to build the organisational structure.”
After selecting a unit:

* Tab Members — Add member (search name/login, at least 2 characters)
+ Tab Manager — Add manager (this makes someone a manager for this team)

000 i O AbeitszeitCheck Q_ Search apps, files, tags, messages ...

Add member

Find a person *

[ Search by name or login

Start typing their name or login, then pick them from the list

Delete: dialog Delete unit. Simple confirmation: “Do you really want to delete unit ... ? Members and
managers will be removed.” With impact check: count of members, managers, and direct sub-units;
sub-teams must be moved or deleted separately; action cannot be undone. Then Delete or Cancel.

10.4 Working time models

000 i O Arbeitszeitched Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci
ArbeitszeitCheck

ArbeitszeitCheck Modele czasu pracy

@ Pulpit

[ Modele czasu pracy

B Kalendarz
Tydziedly hours

Edytu]
Peinyetat  38.2h 5 ie opiuj Edytu]

Peinyetat  40h 8h 5 ie Kopiuj Edytu]

O Administracja ~

Peinyetat  38.7h 8h 5 e Kopiuj Edytuj

Models define target hours and weekly schedule. Assignment per person with history. Create
working time model opens the editor panel (without leaving the list). Cancel closes it again.
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i © ArbeitszeitCheck Q Search apps, files, tags, messages ...

Working time models

s
ing time models

imezone Europe/Berlin

Create Working Time Model

B Absences Name the schedule, set hours, and optionally fill weekday times. Cancel returns to the st

Name

A Timeline
Name

© Working time complia... Enter a name for this work schedule (e.g., "Full-Time", "Part-Time")

{8 My settings Type

0 Getthe App Full-Time .

L
O Administration Weekly Hours

OVERVIEW
40

Status
Decimal hours are allowed (e.g. 38.7 hiweek under a collective agreement). Overtime targets use this weekly total spread across your working days,

PEOPLE
@ Help

mailis best.effort — no reply SLA. Neet
2
DoCe PP oS S b Usual hours per workday (e.g. 7.74 if 38.7 hiweek over five days). Overtime compares worked time to the weekly contract hours x (working days + 5).

Form fields (required marked with asterisk):

Name Required. Help: enter a name for this schedule (e.g. full-time, part-time).

Type Full-time (default on create), Part-time, Flexible, Trust-based working time, Shift
work.

Weekly hours Required, decimals allowed (0-168). Help: decimal hours possible (e.g. 38.7 h/week
per collective agreement). Target time for overtime spreads this weekly total across your working
days. Default 40.

Daily hours Required (0-24). Help: usual hours per working day (e.g. 7.74 for 38.7 h/week over 5
days). Overtime compares worked time with contract weekly hours times (working days divided
by 5). Default 8.

Working days per week Required (1-7). Help: “Typical number of working days per week in this
model (e.g. 4 for a four-day week). Used for model-based leave calculation.” Default 5.

Set as default Checkbox; default model applies to new assignments while no other model is as-
signed.
Optional description Expandable free text.

Below, optional weekday matrix (Ul heading: Weekday times (optional)). Help: different start/end
times and unpaid breaks per weekday; weekly and daily hours update automatically. Leave empty =
simple weekly hours above only. Buttons Mon-Thu long / Fri short and Clear weekday times.
Columns: day, work (checkbox), start, end, break start, break end, net. Rows Monday to Sunday. Save
with Create or Save.

Per list row: Copy ( Copy this working time model) opens Copy working time model with
Source model; copy is typically named ... Copy. Then Edit or Delete (default model and models
with assigned people are protected).
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(© ArbeitszeitCheck

oQo

Q Search apps, files, tags, messages ...

Copy Working Time Model

Source model

Default

ame

Default (Copy)

cancel

10.5 Holidays and calendars

(© ArbeitszeitCheck

oQo

ArbeitszeitCheck

Q. Szukaj aplikacji, plikéw, tagow, wiadomosci

@ Pulpit

Kraji region

W jakim kraju dziata Paristwa organizacja?

QO Administracja ~

© nNiemcy @ Austria (kraj)

Domysiny region dia dni wolnych

Copy

@ szwajcaria

Choose country and region (state/canton). On country change the app asks for confirmation ( Change
working-time country?). Statutory holidays can be reloaded; with automatic reload off the Ul

warns that deleted statutory days do not return by themselves.

Add new holiday opens a row:

- Date, Holiday name

- Type: Full holiday or Half holiday (half leave day, e.g. CH Sechselauten)

« Scope: Statutory, Company holiday, or custom
* Save

Below Common additional holidays with Add as company holiday. AT note: Good Friday has

not been a statutory holiday in Austria since 2019.
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0 # (D ArbeitszeitCheck Q_ Search apps, files, tags, messages ...

ArbeitszeitCheck P . .
Work mpiance 03.04.2026 Good Friday (‘@ Fultday holiday ) (o statutory )

06.04.2025 Easter Monday (= Fatany votcey) )
@ Dashboard - (@ Full-day holiday ) (* statutory)
" < August 2026 >
© T  Fullday holiday « Stattory
Mon Tue Wed Thu Fri sat Sun
B Absences
 Fullday holiday « Stattory
12
£ Calendar
s 4 s 6 7 8 o = oy ey ) + sty
A Timeline
10 1 12 13 14 15 16 (@ Futttey hoicay ) (& statutory)
@ Working time complia...
17 18 19 20 21 22 23 (@ Futbday hoidey ) (e stattory)
{8 My settings
24 25 26 27 28 29 30 (@ Futny ey ) ()
O Getthe App
31 ) (* Statutory )

O Administration ~

OVERVIEW “[ dd.mm.yyyy (=] J [ Full-day holiday + Company holiday ~ a

Status

e "Type” determines whether a day is treated as a full-day holiday (not counted as a working day) or as a half-day holiday (e.g., 0.5
vacation day).

@ Help "Scope" distinguishes between statutory holidays, organization-wide company holidays, and custom entries. Statutory holidays are
usually full-day; in Switzerland some statutory days (e.g. Sechselauten) are half-day and count as 0.5.

Q. Szukaj aplikacji, plikéw, tagéw, wiadomogci

ArbeitszeitCheck | A acja | Zestawy regut taryfy
i regut taryfy uzywanymi do obliczania urlopu

@ Pulpit zasowa EuropelBerlin

© Wpisy c
(0]

wy regul taryfy steruj urlopem wypoczynkowym, gdy pracownicy uzywaia trybu fegula taryfy". Zmiany sa audytowane, a aktywnych
ie mozna

B Nieobecnosel
£ Kalendarz

A 0$ czasu

Zestawy regut taryfy -~
@ 2zgodnosé czasu pracy odswiez

{8 Moje ustawienia
Kodtaryfy ~ Wersja  Jurysdykcja  Stan Wazneod  Waznedo Moduly
O Pobierz aplikacie

TVoeDVKA 20261 — ® szkic (s etne Edytuj

O Administracja ~

For tariff-based leave calculation: draft — activate — retire.
Create tariff rule set opens the form:

* Tariff code (e.g. TV6D-VKA), Version, optional Legal area
+ Valid from / Valid to (empty = open-ended)
+ Activation mode: immediate / month start / year start

Calculation modules: base formula (required), additional entitlement, deductions, rounding,
pro-rata rule

Active/archived sets are locked for audit — changes only via a new draft. Confirmations: Activate
tariff rule set? (replaces previous active set for same codes), Retire? (stays visible, no longer used
for new calculations).
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(© ArbeitszeitCheck

10.7 Audit log

ArbeitszeitCheck

Pulpit

O Administracja ~

Pomoc

Q Search apps, files, tags, messages ...

Create tariff rule set

Identify this rule set

Tariff code

short code identifying this
collective agreement (for

example "TVoeD-VKA")

Jurisdiction

Version

Specific version of the
agreement, for example
'2024.1".

Optional region or labor jurisdiction this set applies to

Validity and activation

Valid from

08/29/2026

Activation mode:

Immediately

Szukaj aktywnosci

od
29.07.2026

Konto uzytkownika

Dziennik aktywnosci

Valid to

m] mm/dd/yyyy ]

Optional. Leave empty if the rule
set is open-ended

Cancel Save

Q. Szukaj aplikacji, plikéw, tagow, wiadome

Dziennik audytu

Europe/Berlin

Resetuj

Co sig zmienito

€SV eksporteren

Card Search activity: From / To, User account (picker, no free ID), Action, What changed,
then Show or Reset. Export CSV for the same filter. Period is capped upward (notice in Ul). Includes

month reopening with reason.
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10.8 License

000 i O Arbeitszeitched Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
ArbeitszeitCheck Licencja

Licencja

Organisation licencja

Licencjasleutel

Jeden klucz

Usuri licencje

Without key: No license yet — “Paste your AZC2 license key below to unlock mobile and terminal
apps. The web app stays free.” Links Buy or renew license and product page.

Tiles: Status ( Active / Expired or invalid / Signature mismatch / Not configured), Valid
until, Mobile seats used/limit, Terminal devices used/limit. Signature error: License signature
cannot be verified — mobile/terminal reject the key until a matching signed key is stored. Assign or
remove seats via search (at least 2 characters).

Field Nextcloud instance ID: provide when ordering so the key can be bound to this server. Format
AZC2 plus signed payload; one key per organisation. Save license.

All seats taken: “All mobile seats are assigned. Remove a user or extend the license.”
Remove license opens confirmation: “Remove organisation license and revoke all mobile seats and
kiosk terminals? This cannot be undone.” Then Cancel or again Remove license.

0) # ( ArbeitszeitCheck Q_ Search apps, files, tags, messages ...

Remove license

Remove the organisation license and revoke all mobile
seats and kiosk terminals? This cannot be undone.

Cancel Remove license
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10.9 Kiosk terminal

oQo =

@ ArbeitszeitCheck Q Search apps, files, tags, messages ...

ArbeitszeitCheck / Administration / Kiosk terminals

Kiosk terminals
Manage foyer tablets, employee badges, and PIN credentials

@y Dashboard Role ((Administrator ) - Timezone EuropelBerlin

108K MoDE
On

© Time entries
ACTIVE TABLETS

1

LICENSE SLOTS

1/10

ALL TERMINALS

& Absences 1
Foyer tabet clocking Ready for bacge scans Termina) devices used Incuing pending ! revoked

& calendar

A Timeline Kiosk mode

Turn foyer tablet clocking on or off. Needs a Terminal license and at least one paired tablet.
© Working time complia...

& My setiings Kiosk enabled

[0 cetthe App Terminal devices: 1 / 10

O Administration A

oveRvIEW > How to set up a tablet
Status
PEOPLE
© Help Terminals

Add a tablet

Paired foyer tablets. Revoke a device If it s lost or replaced

fort— o reply SLA. Need
d help? Use Support & us.

The foyer app on the tablet is a separate companion product. In the web app you manage access and
credentials.

Tiles of Kiosk status overview: Kiosk mode ( On/ Off, Foyer tablet clock-in), Active tablets,
License slots, All terminals. Expandable How to set up a tablet.

# (O ArbeitszeitCheck

Q Search apps, files, tags, messages ...

ArbeitszeitCheck

ArbeitszeitCheck
omplance

Kiosk terminals

Kiosk terminals

Manage foyer tablets, employee badges, and PIN credentials

@ Dashboard Role ((Administrator ) - Timezone EuropelBeriin

© Time entries

ACTIVE TABLETS LICENSE SLOTS ALL TERMINALS

Absences 1 1/10 1

Ready for bacge scans Temin eang .
B Calendar
Ar Timeline Kiosk mode

Turn foyer tablet clocking on or off. Needs a Termin

© Working time complia...

& My setiings Kiosk enabled

@ cetthe App Terminal devices: 1 /

QO Administration ~
oveRVIEW

Status

PEOPLE

4. Here under ‘Badges & PIN: allo

@ Help

e PINS, or start "Scan badge at
tablet” the chip UID is read automatically — you never look it up),
Emailis best.ffort— no reply SLA. Need
booked help? Use Support & .

5. Lock the tablet to ArbeitszeitCheck Terminal (Android screen pinning or MDM Kiosk
mode).

10.9.1 Kiosk mode

 Kiosk enabled — foyer clock-in on/off. Needs terminal licence and at least one paired tablet.
+ Display Terminal devices used / limit, link Manage license.

10.9.2 Set up tablet (in-app help)
1. Enable kiosk, Add tablet, note pairing code once (14 days).
2. On tablet: Server URL (https://..), Pairing code, optional Label (e.g. reception).
3. In tablet guide: login methods, secret admin PIN, NFC or external RFID reader.
4. Under Credentials & PIN: allow access, generate PIN or Scan badge at tablet.
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5. Lock tablet to ArbeitszeitCheck Terminal (screen pinning or MDM).

6. Later tablet settings: hold large title on start screen 5 seconds, then admin PIN. There is no
public setup button.

10.9.3 Terminals
1. Add tablet.
2. Dialog: Tablet name (e.g. main entrance) — Create tablet.
Pairing code appears once and is valid 14 days.
Status: Active, Pairing pending, Revoked.
If lost: Revoked.

ok w

000 i O ArbeitszeitCheck

Add atablet X

Give this foyer tablet a clear name. After you create it, a
palring Gode appears once — enter it on the tablet within 14
days.

Tablet name

(oo

Empty: “No terminals yet. Click “Add tablet” to get a pairing code.”

10.9.4 Credentials & PIN

Help How to assign PIN or badge explains PIN vs. RFID separately.
Three steps on the page:

1. Search employees — at least 2 letters, pick person from list.
2. Turn on Allow kiosk access (without this the tablet will not clock).
3. Assign badge or PIN:

* Generate PIN — 6 digits, dialog PIN generated shown once; Copy PIN, optional
Share... / Send by e-mail, then Done.

« Scan badge: choose active tablet ( Tablet for this scan), Scan badge at tablet.
Without paired tablet: “No active tablet yet. Create one under Terminals first ...”. During
scan: instruction to go to tablet, hold card flat; Cancel scan available.

Table Already assigned: person, credentials, kiosk allowed, actions (new PIN, remove credentials).

Printed card numbers are often not the NFC UID — always assign via scan. From the employee profile
there is a jump here with person pre-selected.
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10.10 Help & support

@O # (D ArbeitszeitCheck \. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czas pr i

@ Pulpit asowa EuropelBerlin

SOFTWARE
£ Kalendarz BY DESIGN

Praca partnerska i projektowa jest
opcjonalna fakturowaina

@ Pomoc
Check Partner

T ty godzin — Small, Standard lub Premium — z prioryt e-mailem

dla organizacii. Usluga na fakturze — nie darowizna. Pakiety na st parcia.

The web app stays AGPL-free. This page is not a time-tracking function area.

Heading Bookable help for your organisation — while the app stays free. What stays

free: Free to use under AGPL; Open-source maintenance on GitHub stays free; partner
work is optional and billable.

Card Check Partner — hour packages, priority e-mail; Request partner offer; Open support
page.

Further billable options: Setup & training; Commissioned feature; optional Mobile & ter-
minal (jump to license page). There is no paywall in the app.
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Global settings

Under Administration — Global settings you maintain organisation-wide rules. At the top Choose
topic in groups:
* Who may use the app — chip Access
* Working time rules — Compliance, Time recording, Approvals, Hours & rest, Coun-
try
- Exports & data — Exports, Calendar, Month closure, Retention
» Connections — ProjectCheck

11.1 Access (access)

0Q0 i O ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czaspr i

@ Pulpit i i efa czasowa EuropelBerlin
© Wpisy czast

& Nieobecnosci

£ Kalendarz

Ar 0$ czasu

© Zgodnos¢ czasu pracy

Zamkniecie miesiaca  Przechowywanie
£ Moje ustawienia

O Pobierz aplikacie

O Administracia ~
PRZEGLAD
Stan

@ Pomoc

edzi. Potrzebu

Field Default Effect
App administrators empty (NC admins Search ArbeitszeitCheck app adminis-
only) trators; empty = all Nextcloud admins. NC

admins always keep admin rights. Notice:
never type a raw user |ID — search and tick.
Changes apply immediately after save.
Access mode Open — any Alternative: Restricted — only allowed
sighed-in users and groups can open the app
Nextcloud user
can open Ar-
beitszeitCheck
Allowed groups / users empty Visible only in Restricted mode. Fail closed
when list empty.
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1.2 Compliance (compliance)

oQo

ArbeitszeitCheck
Czaspr i

Kontre

Skonfiguroy
@ Pulpit

Europ
© Wpisy czasu

B Nieobecnosci

B Kalendarz

A 08 czasu

@ Zzgodne

{8 Moje ustawi

O Pobierz aplikacie

O Administracjia ~

PRZEGLAD

Stan

Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

Requly obiegu nieobecnosci

S0BY

@ Pomoc

edzi. Potrzebu

Field Default Effect

Configured time zone Eu- All clock times and exports; should match
rope/Berlin PHP time zone

Check working time rules au- on Background checks against country profile

tomatically

Real-time check when record- on Check on save/edit

ing

Strict mode: violations block  off Otherwise warning, save still possible

saving

Send warnings on rule viola- on To employees and management

tions
Substitute mandatory (types)

configurable

Per absence type; no selection = not

mandatory

Automatic fallback for very on Open break clocked out after threshold
long breaks

Auto clock-out after break 180 15-720; recommended 120-240
(minutes)

Flex rest window start/end 11/16 For flex models no auto clock-out in day

(hour)

window; shift stays strict

This is technical checking against the chosen profile, not legal advice.
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1.3 Time recording (time-recording)

0) ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czaspr i

® Pulpit

£ Kalendarz

Ar 0$ czasu

© Zgodnos¢ czasu pracy
& Moje ustawienia

Pobierz aplikacie
8] plkacie ProjectCheck

QO Administracja ~
PRZEGLAD
Stan

Pracownicy moga stempelowat wejsciefwyjscie na panelu i dodawaé reczne wpisy czasu pracy.

@ Pomoc

edzi. Potrze

- Time clock active — default on; disabling hides punch clock for everyone.
* Manual time entries active — default on; disabling allows clock-in only.
At least one method must stay active.

Per-employee override under Employees — detail — time recording.

11.4 Approvals (time-approvals)

0Q0 i O AmetszeitCheck Q. Szukaj aplikacji, plikéw, tagow, wiadomosci

ArbeitszeitCheck
Czaspr i

@ Pulpit
© Wpisy czasu
&) Nieobecnosci

£ Kalendarz

Pobierz aplikacie
8] plkacie ProjectCheck

QO Administracja ~

PRZEGLAD

Stan Zmiany istniejacych wpisow

osoBY

@ Pomoc

edzi. Potrz

» Changes to time entries require approval — default off; enables correction workflow.
* Manual time entries require approval — default off; new manual bookings pending.
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11.5 Exports (exports)

@O # (D ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czaspr i

ksportuj en rapportage

@ Pulpit

B Kalendarz

A 08 czasu

© Zgodnosé czasu pracy

{8 Moje ustawienia

[ Pobierz aplikacje

O Administracjia ~
PRZEGLAD
Stan

S0BY

@ Pomoc

edzi. Potrzebu
Al EV, EKSpOrty GSV 1 J5

+ Split overnight entries at midnight in CSV/JSON export — shifts past midnight appear
as two rows (before/after 00:00). Export only; internal working time and compliance stay unspilit.
DATEYV always unsplit (payroll format).

« DATEV organisation numbers — only needed if you use DATEV; leave both empty otherwise.
Consultant number (up to 7 digits), Client number (up to 5 digits), Wage type normal
hours (default 1000), Wage type overtime (reserved) (default 2000; supplements under
premium hours).

11.6 Calendar subscription

oQo ArbeitszeitCheck

ArbeitszeitCheck
Czaspr i

® Pulpit

© Wpisy czasu
K Nieob z 2 za er ne URL subskrypcji

Demo-Team  Deutsch 4 202 en i
£ Kalendarz

Ar 0s czasu

© Zgodnosé czasu pracy )
Utworz nowy link

& Moje ustawienia

O Pobierz aplikacie

QO Administracja ~
PRZEGLAD
Stan

>S0BY

@ Pomoc

Chip title in topic bar: Calendar. Page heading: Calendar subscription. Introduction: “Share
approved absences with Thunderbird, Nextcloud Calendar, or Outlook — one subscription link per
scope and calendar language.”
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11.6.1 How it works

1. Choose who is included and calendar language.

2. Generate a subscription link (secret like a password).

3. Paste the link in your calendar app under Subscribe from URL.
Notice: each scope and calendar language has its own link. Links are stored encrypted on the server
S0 you can copy them again later. Replacing a link invalidates the previous URL immediately. The

feed contains only approved absences and never free-text reasons. Sickness appears generically as
absence.

Without app teams a notice appears that you can choose All employees — suitable for small
organisations without departments.

11.6.2 Your subscription links

Table columns: Scope, Calendar language, Approved absences, Rolling window, Sub-
scription URL, Actions.

* Empty: “No subscription links yet — create one below.”

 Per row: copy link and Replace link (rotates secret; old URL stops working immediately).

+ Older links before encrypted storage: notice to replace link before it can be copied again.

11.6.3 Create new link
1. Whoisincluded? — search via All employees or a team (sub-teams included automatically).

2. Calendar language — controls absence labels in the feed (e.g. “Urlaub” / “Vacation”); names
stay as in Nextcloud.

3. Create subscription link. If a link already exists for the same combination: notice to use
Replace link in the table.

Rolling window: each refresh covers approved absences from the last 3 months up to the next 12
months; the window moves automatically.

This page does not save via the general Save button on global settings — create and replace use
their own actions.

11.6.4 Nextcloud Calendar on this server

Optional notice with button Allow calendar subscriptions in Nextcloud Calendar on this
server. Thunderbird and Outlook do not need this step. Help under Help for Thunderbird &
Nextcloud Calendar:

 Nextcloud Calendar: left sidebar — + — New subscription — paste URL. Not Add calendar
account (that is CalDAV).

» Thunderbird: Calendar — New calendar — On the network — webcal link. Delete old subscription
before switching.

Security: anyone with the full URL can read the scoped feed until you replace the link.
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11.7 Month closure (month-closure)

@O # (D ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czaspr i

nia | Zamknigcie miesiaca

ace i otwieraj je ponownie

@ Pulpit
© Wpisy czasu
& Nieobecnosci
£ Kalendarz
Ar 0$ czasu
© Zgodnosé czasu pracy
& Moje ustawienia
[ Pobierz aplikacje
O Administracia ~
PRZEGLAD
Stan

s0BY

@ Pomoc

+ Enable audit-proof month closure — default off. Once finalised, months stay locked even
if you turn the feature off later.

» Grace days after month end — calendar days after month end for manual finalisation (0—90).
Afterwards a daily job seals the month automatically (same snapshot logic). Pending approvals
for time or absences block auto-finalisation. 0 disables auto-sealing. Value can be saved while
month closure is still off — it applies once you enable the feature.

11.7.1 Reopen month (administration only)
1. Section Reopen finalised month (admin).
2. Search person (at least 2 characters) — the affected person’s Nextcloud account.
3. Choose month and enter reason (required; appears in audit log).
4. Confirmation: “Reopen this finalised month? The person can edit time again until the month is
finalised again.”
Notice: “The “Reopen month” button takes effect immediately and only performs this step. It is not
part of “Save” on this page.”
Old snapshot rows remain traceable in the database.
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11.8 Daily hours & rest (hours)

0Q0 i O ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagow, wiadomosci

ArbeitszeitCheck
Caaspr 7

e | okresy odpoczynku
izy dniami i domysine godz
@ Pulpit la efa czasowa EuropelBerlin

® Wpisy czasu

B Nieobecnosci

B Kalendarz

Ar 0$ czasu

exs

© Zgodnosé czasu pracy

Eksporty Kalendarz Zamkniecie miesiaca Przechowywanie
{8 Moje ustawienia
POLACZENIA

Pobierz aplikacjg
8] plkacje ProjectCheck
O Administracja ~
PRZEGLAD
Stan
@ Pomoc

Potr

« Maximum working hours per day (in hours) — suggestion from country profile (DE up to
10, AT up to 12, CH up to 10). A manually set value is not overwritten on country change.

¢ Minimum rest between working days — typically 11 hours (ArbZG/AZG/ArG).

- Default working hours per day — typically 8 hours (leave conversion and new people
without own model); decimals allowed (e.g. 7.74).

1.9 Country & region (regional)

0QO i O ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czaspr i

@ Pulpit

® Wpisy czast

B Nieobecnosci

& Kalendarz

A 08 czasu

@ Zgodnosé czasu prac
{8 Moje ustawienia

O Pobierz aplikacie

O Administracia ~
‘W jakim kraju dziata Paristwa organizacja?

@ Pomoc

Potrzebu

Cards: In which country does your organisation work? — Germany (ArbZG), Austria
(AZG/ARG), Switzerland (ArG). Then Default region for holidays, optional reload of statutory
holidays, for CH absolute weekly maximum (45/50 h). On long pages: Quick navigation / On this

page.
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11.10 Retention (retention)

0Q0 i O ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czaspr i

@ Pulpit

© Wpisy czast

& Nieobecnosci

£ Kalendarz

Ar 0$ czasu

© Zgodnosé czasu pracy
£ Moje ustawienia

[ Pobierz aplikacje

O Administracia ~

@ Pomoc

edzi. Potrzebu

nia | Przechowywanie danych

Field Retention period for time records (in years): 1-10, default 2. Help: typically at least 2
years; afterwards a background job cleans old records.

.11 ProjectCheck (projectcheck)

0Q0 i O ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czaspr i

@ Pulpit

© Wpisy czasu

& Nieobecnosci

£ Kalendarz

Ar 0$ czasu

© Zgodnosé czasu pracy
£ Moje ustawienia

O Pobierz aplikacie

O Administracia ~

@ Pomoc

nia / Polqczenie ProjectCheck

zasu z projektami ProjectChes

zasowa EuropelBerlin

Chip title ProjectCheck link. One switch for the whole organisation (default off). On: optional
project when clocking in/manual entry. Off: employees see ProjectCheck link is off. App missing:
ProjectCheck app required with Open apps. If ProjectCheck is group-restricted: notice that only
authorised people see the picker. After upgrade existing links stay; when editing old entries: existing

links visible, no other project selectable.

11.12 Nextcloud administration (mega form)

Under Nextcloud Administration — ArbeitszeitCheck the same fields appear on one long page
( View in Nextcloud administration): “This panel holds all settings for storage parity. Use the
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focused pages in the app — open a topic per chip below.” Button Open access in the app. Saving
in either place writes the same keys — never use a shortened form.

Personal

Do

Personal info

[=3

Security

Notifications

=3

& Sharing

=

©

Availability
o Flow
o+ Privacy

& Additional settings

Administration

3= Overview

Quick presets

O Support

@ Basic settings

& Sharing
Security

a
& Extemal storage

A

Theming
+. Assistant

& Groupware

Appearance and accessibility

Nextcloud administration view

This panel keeps every setting for save parity. Prefer the focused pages in the app

— use the chips below to open one topic at a time.

Open Access in app

Choose a topic

WHO CAN USE THE APP.
Access
WORKING TIME RULES
Compliance  Time recording  Approvals  Hours & rest
EXPORTS & DATA
Exports  Calendar  Monthclose  Retention
CONNECTIONS

ProjectCheck

Access control

Country

Choose who may administer ArbeitszeitCheck and who may open the app (Open or Restricted).

ACCESS MODE ARBEITSZEITCHECK APP ADMINISTRATORS

Open — every logged-in Nextcloud user can 4 app admin(s) selected

open ArbeitszeitCheck
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CHAPTER 12

Policy settings

Under Administration — Policy settings leave, overtime, payouts, and notifications are grouped.
Chip groups: Absence (leave rules, leave entitlement), Overtime (overtime & supplements, payouts,
audit), Alerts (notifications).

12.1 Leave rules

@O # (D ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czas pr i

asad | Reguly urlopu

Tryb roku uriopowego

@ Pomoc

Field Default Effect

Leave year mode Calendar year  Alternative: employment start date
Carry-over expires 31.083. Month/day configurable

Max. carry-over no limit Cap in days/hours

Automatic carry-over on Background job at year change

Carry unused annual leave  off Tariff-specific

Leave unit days Alternative hours; Hours per day (for

conversion) (default 8.0). Tip 38.5-h
week: use 7.7. Change applies only af-
ter Apply unit change (confirmation that
employee apps show hours correctly).
Pro-rata calculation Full months Alternative Exact days (BUrlG §5 hint in
(twelfths ...) help)

Cards Leave year: Calendar year ( 1Jan-31 Dec) or Employment anniversary ( From em-
ployment start). What changes when switching? explains: anniversary mode needs start
date on profile; carry-over switches to “months after anniversary”; automatic carry-over still runs on
personal cut-off. Save recalculates open balances. Missing start dates: warning and mandatory
confirmation that these people receive no leave until a start date is set.
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0 # (D ArbeitszeitCheck Q_ Search apps, files, tags, messages ...

Policy settings / Vacation rules

Vacation rules
@0 Vacation year, caryover, day/hour unit, and pro-rata for the organisation

Role mezone Europe/Berlin
@ Dashboard
Choose a top
© Time entries
LeAvE
B Absences Rul l Entitlement
B Calendar OVERTIME
Overtime Payout: Payout audit
A Timeline
ALERTS
© Working time complia...
Aler
{8 My settings
O Getthe App
O Administration ~ Vacation year
OVERVIEW Leave Calendar year unless your company counts vacation from each person's hire date.
Status
Vacation year mode
PEOPLE

© “
ply SLA. Neex
port & us.

v What changes if | switch?

12.2 Leave entitlement (layers LO-L2)

000 i @ ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
e i ArbeitszeitCheck asad | Urloprecht

modelu i zespolu —
@ Pulpit Rola inistrator efa czasowa EuropelBerlin

®© Wpisy czasu

B Nieobecnosci

£ Kalendarz

Ar 0$ czasu

© Zgodnosé czasu pracy

{8 Moje ustawienia

O Pobierz aplikacje

QO Administracja ~

@ Pomoc

ez, Potrzet

Badge Multi-layer resolution active or Layered resolution disabled (then only individual L3
rules and legacy fallback). Introduction: higher layer always wins. In hours mode you still enter
leave in days (e.g. 25); the app converts with hours/day factor. Individual (L3) overrides are under
Employees; link Open employees.

Which layer wins? (expandable), order:
L3 . Individual

L2 - Team / cohort

L1 - Working time model

LO - Organisation default
Legacy fallback (25 d.)

o DD~
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# (O ArbeitszeitCheck

ArbeitszeitCheck

Q Search apps, files, tags, messages ...

| Policy settings /

@ Dashboard

© Time entries

B Absences

B Calendar

Ar Timeline

© Working time complia...
{8 My settings

O Getthe App

O Administration ~

OVERVIEW

Status

PEOPLE

@ Help

Email s best-effort — na reply SLA. Need

booked help? Use Support & us.

Vacation entitement
@ Organisation, model, and team vacation amounts — higher layer wins.

Role (@ Administrator ) - Timezone Europe/Berlin

Choose a topic

LEAVE

fues @

OVERTIME

Overtime ~ Payouts  Payout audit

ALERTS

o er-day s
Individual (L3) overides are set on each person Under Employees. Open Employees.

v Which layer wins?

© L3 indvidial @) L2-Team/Cohort @) L1 - Working time model

© Levacy fallback (25 d)

sse hours; we

© L0 Organisation default

LO organisation — fallback when no team/model/individual rule applies (safety net for new

people, otherwise 25 days). Add organisation default opens dialog (new rule or replace
previous). History: Valid from, Mode, Days, Tariff rule set, Description.

* L1 working time model — different entitlement per model.

L2 team — team-specific rule. Dialog field Tie-break when teams overlap: Priority (small

integers, e.g. 0-100). Introduction: if a person belongs to several teams, deepest team wins; on
tie higher priority, then smallest team ID.

Hypothetical team membership.
+ Show full history lists past validity periods.

In dialog: title and intro per layer, form fields, impact notice ( Save / Cancel)

Esc closes.

Add organisation default

This default applies to every employee who has no individual rule, no team policy, and

no model default for the chosen date range.

~ How vacation days are

Mode

I[ Manual (fixed days)

No active tariff rule sets exist yet. Create and activate a rule set first, or choose another

Annual vacation days

(

Enter days as usual (e.g. 25). We convert to hours automatically — no calculator needed

When this rule applies

Effective from

[ 08/29/2026

Effective to (optional)

[ mm/ddryyyy

Leave em pty for "until further notice". You can always supersede a row by adding a newer one.

Optional description

Description (optional)

Simulator shows impact on selected people before save; optional What-if (optional) with

. Native <dialog> box;
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12.3 Overtime & supplements

@O # (D ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czaspr i

Nadgodziny | dodatki

Konto nadgodzin

@ Pomoc

- Enable overtime account (cap + month-end payout) — default off; stores salaried hours.
Help: dashboard shows account, payroll records payouts above cap.

- Maximum overtime on account (hours) (default 100), yellow/red fill levels in percent (80 /
95).

 After payout: Notify employees in the app when a payout is recorded; Notify em-
ployees by e-mail ...; link Open payouts.

- Block month finalisation until overtime payout is recorded — employees cannot close
month while payout pending.

« Enable premium hours — default off; not pay and does not change balance. Modes Simple /
From template / Custom; templates AT tariff/KV example and DE tariff example (non-
binding). Table On / category / percent (overtime above daily target, Sunday, Saturday, night).
More options: Night window start/end, When rules overlap, Holidays like Sunday or
ignore, DATEV wage types.
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12.4 Notifications

000 i O ArbeitszeitCheck Q. Szukaj aplikacii, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Caaspr 7

@ Pulpit

® Wpisy czasu

B Nieobecnosci

B Kalendarz

A O$czasu izin Wypiaty  Uitbetal

© Zgodnosé czasu pracy

{8 Moje ustawienia

O Pobierz aplikacie

Przypomnienia o wejscit
QO Administracja ~ Przypomnij osobs

@ Pomoc

fedi. Potrz
Kalendarz i e-mail

12.4.1 Clock-in reminders

Missing clock-ins — default on.

12.4.2 Calendar e-mail (iCal)

For approved absences: to employees (on), substitute (off), manager (off). Best-effort delivery. Privacy:
iCal for substitute/manager intentionally omits private absence reasons.

12.4.3 Substitute e-mails

Request, acceptance, rejection — each default on.

12.4.4 Overtime traffic light

Default off; over/under thresholds yellow/red (default +£5 / £15 h). Optional recipient e-mails (comma-
separated) and matrix overtime/undertime times yellow/red.

12.4.5 HR office matrix

Default off; per event (request created, approved, ...) and absence type configurable.
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12.5 Overtime payouts

000 i O ArbeitszeitCheck Q. Szukaj aplikacii, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Czas pr o

Wyptaty nadgodzin

@ Pulpit

® Wpisy czasu

URLOPY
B Nieobecnosci

Reguly  Uprawnienie
B Kalendarz

Uitbetalingsauwtt

o Wyptaty to nie saldo nadgodzin

O Administracja ~ Wyplaty rejestruja tylko godziny powyZej limitu konta. Biezace saldo godzin (przepracowane minus cel)  Otwérz audyt wyptat

jest na pulpicie kazdej osoby.

PRZEGLAD
Stan

Konto nadgodzin jest wylaczone
soBY Konto nadgodzin jest wylaczone. Wyplat nie mozna przetwarzac, dopoki go nie
wigczysz.
@ Pomoc

edi, Potrz
Jak dziata wyplata

Card How payout works: (1) choose closed calendar month, (2) review people with hours above
account cap, (3) confirm payout — person is notified, record cannot be deleted. Notice Payouts are
not the overtime balance with link Open payout audit.

If account is off: Overtime account is disabled with Open overtime account settings.

Month: Year / Month, Load list. Notice when account active: Account cap: ...hours. Payout
only after month end. Table: eligible (h) / paid out (h). Then individually or Pay all pending.
Export CSV for payroll. Empty: “Choose a month and click Load list.”

12.6 Payout audit

oQo ArbeitszeitCheck Q. Szukaj aplikacji, plikéw, tagéw, wiadomosci

ArbeitszeitCheck
Cone , ArbeitszeitCheck | Ust: asad | Auwtt nadgodzinybetaling

@ Pulpit

O w

& Nieobe

B Kalendarz

A- 0§ czasu Nadgodzit Wyptaty Uitbetalingsauwtt
© Zgodnos¢ czasu pracy

&} Moje ustawienia

[ Pobierz aplikacje

O Administracja A
A Konto nadgodzin jest wytaczone

Konto nadgodzin jest wylaczone. Historyczne rekordy wyplat moga nadal pojawiac sig
ponizej

Szukaj wyplat

@ Pomoc

edzi. Potrzebu

Traceability of past payouts; month closure PDF for audit.
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CHAPTER 13

Errors, FAQ, and glossary

13.1 Error handling

Texts come from the English Ul. Placeholders such as hour values are filled at runtime by the app.

13.1.1 Access and session
App missing from menu Restricted mode without entry on allow list.

Access denied “You do not have access to ArbeitszeitCheck. Your account is not among the users or
groups allowed to use this app.” Fallback: “You may not use ArbeitszeitCheck at the moment.”

403 Session expired: sign in again. Or missing role (e.g. Reports for managers/admins only).
Database update required Administration: update apps or occ upgrade.

13.1.2 Time recording
Cannot clock in: maximum daily working time ...already reached. Profile daily limit.

Insufficient rest time / [The minimum rest period between shifts has not elapsed yet.] Profile rest
window (typically 11 hours).

Cannot resume: maximum daily working time would be exceeded. Ending break would exceed
limit.

Clock in failed / [Clock out failed] / [End break failed] Network or server.

This time entry cannot be edited. Only entries from the last 2 weeks ... 14-day window.

Please use “Request correction” for approved entries. Approval workflow.

Withdraw pending correction? Original times remain.

Withdraw the pending correction first with “Withdraw” ... Do not delete while correction open.

Automatic time entries cannot be edited/deleted. Clock entries handled differently.

Time entry cannot be deleted Month finalised or missing permission.

This time entry overlaps existing entries: ... Period overlaps another entry.

This correction overlaps existing time entries.

Manual time entries are disabled for you. Organisation or personal override.

Clock in/out is turned off for you. Time clock off organisation-wide or per person.

Working time model missing / [No working time model assigned] Administration must assign a
model (hour leave otherwise rough only).

13.1.3 Absences and substitute

Absence request could not be submitted. Required fields, type, substitute, entitlement.
This period overlaps an existing absence.

Invalid absence type

This organisation books leave in hours. ... Hours mode: use hours field or quick pick.
Substitution request could not be approved/rejected.

Absence could not be approved.
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13.1.4 Manager and teams

Error loading pending approvals

Time entry correction could not be approved.

Correction failed. / [Correction dialog could not be opened.]
Stored times for this entry could not be loaded. ... Reload page.
Manager could not be added / [Member could not be added]
Team could not be created/deleted

A team with sub-teams cannot be deleted. ...

13.1.5 Models, tariff, leave

The default working time model cannot be deleted. ...

Working time model cannot be deleted: ...users are assigned to this model.
Working time model could not be copied

Tariff rule set could not be activated/created/deleted

Leave policy could not be assigned

13.1.6 Export, audit, DATEV

DATEYV status could not be loaded. Refresh the page or check your permissions.

Set consultant and client numbers ... DATEV download needs numbers under Exports.
...DATEV personnel number missing Organisation download skips people without number.
Audit logs could not be exported.

Select at least one type to show in the timeline.

13.1.7 Mobile app

Mobile access not enabled No assigned seat.

Server not licensed Organisation licence missing or not verifiable.
App update required Store update, then Check again.

You are offline. ... Check network; clock-in needs connection.

13.1.8 Terminal (foyer)

Pairing code is invalid or expired. Generate new code in web app (14 days).
Kiosk mode is disabled. Switch Kiosk enabled.

Terminal access was revoked. Create tablet anew.

Badge not recognised. Hold flat or assign in administration.

This employee may not use the kiosk. Allow kiosk access.

PIN is wrong. /[PIN temporarily locked.]

Month is closed. Contact administration.

13.2 Notifications the app sends

Topic Recipients
Compliance violation Employee
Substitution request named substitute
Substitute accepted/rejected requester
Absence approved/rejected requester
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Topic Recipients
Clock-out / break reminder Employee

Missing time entry Employee

Overtime warning / traffic light Employee

Overtime payout Employee

Correction requested responsible manager
Correction approved/rejected Employee

Additionally e-mails: HR matrix, iCal for approved absences, substitute mails, payout mail — each per
admin switches.

13.3 Frequently asked questions

How long can | change times myself? 14 days, if not finalised or approved; otherwise Request
correction.

Who sees my times? You, your team manager, app admins organisation-wide.

Must | name a substitute? Only for types marked mandatory under compliance.

What do compliance violations mean? Technical check against country profile — not legal advice.

Can | use the mobile app? With organisation licence and assigned seat; links under Get the app.

How do | use the foyer tablet? Terminal Ul belongs to the companion app. Web app only for man-
agement (Chapter 10). On tablet: URL + pairing code; later hold title 5 seconds.

What happens at month closure? Snapshot, hash, PDF; changes locked until admin reopening.
How do | export GDPR data? My settings — Data and privacy — Export my data.

Why are clock buttons missing? Clock in/out is turned off for you — administration disabled
time clock; possibly book manually under Time entries.

Why do | not see the manager area? No app team lead assignment or app teams off (menu item
Manager).

How do | subscribe team absences in Outlook? Administration: Global settings — chip Calen-
dar — generate subscription link and paste in Outlook under add calendar from internet /
subscribe from URL (Chapter 11.6).

13.4 Glossary

Working time model Target hours and weekly schedule.
App team Team managed in ArbeitszeitCheck.
Compliance Technical check against configured profile (chip in global settings: Compliance).

Calendar subscription Privacy-safe iCal feed of approved absences for Outlook, Thunderbird, or
Nextcloud Calendar.

Kiosk / terminal Foyer tablet for clock-in via PIN or badge (menu: Kiosk terminal).
Correction Approval-required change.

Month closure Audit-proof finalisation of a calendar month.

Pairing code One-time code to pair a tablet (14 days).

Revision PDF Printout of closed month incl. checksum.

Time clock Clock in / Clock out on the dashboard.

Manager Ul role for team approvals (German Ul: Verwalter).

Substitute Person who confirms absence before manager approval.

Overtime account Balance above target hours (optional).
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Timeline Chronological event list.
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CHAPTER 14

Accessibility and keyboard use

ArbeitszeitCheck aims for WCAG 2.1 AA operability in the web UL.

14.1 Skip links

At page top: Skip to app navigation. Screen reader help: “Help: use these skip links to jump
directly to main content or app navigation.” On access denied page: Skip to main content.

14.2 Keyboard navigation
In the sidebar:

* Arrow up / down — move between entries

* Home / End — first/last element

* Enter — activate link

« Submenus ( Administration, Manager): expand with Enter/space

14.3 Forms

» Time entry form: Esc leaves focus; arrow keys in select fields.
« Dialogs: focus trap; Esc closes.

* Reports: arrow keys between report types (radio group).

+ Calendar/timeline: Enter/space on day tiles.

14.4 Mobile keyboard

Script keep-focused-visible keeps focused fields visible above the on-screen keyboard.

14.5 No global productivity shortcuts

There are no app-wide shortcuts such as “Ctrl+S save” — saving uses visible buttons.
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CHAPTER 15

Companion apps: mobile and terminal

The web app stays free. Optionally your organisation connects two Android apps to the same Nextcloud.
Administration assigns seats under License.

This description follows the screens and English texts of the official apps. Live emulator photos are not
planned in this environment (see section at chapter end).

15.1 Where to find the apps
Open Get the app in the web app.

‘Whniosek o nieobecno$¢ w terenie

@ Pomoc

There you find:

- Eyebrow Official Android apps, title Phone and foyer terminal
- ArbeitszeitCheck Mobile on Google Play
- Terminal app on Google Play

Notice: “Free to download. Your IT assigns official mobile and terminal seats on the license page.”

15.1.1 What you can do

+ Clock in from your phone — start/stop work and see today’s hours without a laptop.

* Request absence on the go

« Foyer terminal for shared tablets — IT licenses each device.

 Sign in securely — login flow, no stored main password.
Optionally below: Product page, Privacy for the mobile app, Privacy for the terminal app
(each new tab).

Sign-in in both apps uses the Nextcloud login flow: the main password is not stored in the app, only an
app password.
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15.2 ArbeitszeitCheck Mobile (phone)

15.2.1 Sign-in ( Connect)
1. Open app. Card Connect.

2. Enter Server address (same HTTPS address as in browser). Placeholder
https://cloud.example. com.

3. Optional Test connection — messages: Server reachable, Server not reachable,
Server check timed out.

4. Continue with Nextcloud — opens official Nextcloud sign-in in browser.

Privacy notice in app: “Nextcloud opens in the browser. The app stores only an app password —
never your main password.”

Unencrypted http:// is only for certain local test addresses.

15.2.2 License and access gate
Before tabs a lock screen may appear:

Mobile access not enabled No mobile seat. Web time tracking in browser may still work.

Server not licensed No valid organisation licence or check failed. IT: Administration — Li-
cense, paste AZC2 key, assign seats.

App and server do not match App build and server check key do not match.

App update required Companion API on server is newer than app. Store update, then Check
again.

Seat quota exhausted More seats assigned than licensed.

15.2.3 App locked

If Face ID / fingerprint to open or Lock when leaving app is active: screen App locked with
Unlock (Face ID / fingerprint / biometrics).

15.2.4 Tabs after sign-in

Tab Function

Home Title My time: status, time clock, today’s hours, shift, optional
project

Time List of time entries; detail; correction; manual entry if allowed

Absence Requests; New request

Team Manager rights only: Open approvals, Team today

Settings Account, break display, push, lock, language, appearance, privacy,
info

Offline banner: No internet connection / Nextcloud server not reachable. Clock-in needs
connection.

15.2.5 Home (time clock)

Buttons: Clock in, Start break, End break / Resume work, Clock out, optionally Complete
session. Optional Project or No project.

If ProjectCheck is installed but link off: Project selection not available.

Typical blocks:

« Daily maximum reached — “You have already worked ...h today. Clock-in is blocked until
the next calendar day.”
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» “The prescribed rest period after your last work session is still running.”
» “Clock in/out is disabled for your account.”

» “Manual time entries are disabled for your account.”

» “You are offline. Connect to the internet and try again.”

15.2.6 Time and correction

Empty list: “No time entries in this period.” or Go to Home and clock in.

Correction: current vs. desired times, reason at least 10 characters, Send request. Without start
time: “This time entry has no start time and cannot be corrected.”

Manual entry: day, start, end, breaks. Break rules per DE/AT/CH as shown in app. If manual entries
off: Manual entries are disabled.

15.2.7 Absence
Types incl. Vacation, Sickness, Personal reasons, Parental leave, Special leave, Unpaid
leave, Home office, Business trip.

New request: period, optional substitute, optional reason, in hours mode quick picks ( 4 hours,
Half day, 1 full day, Entire period).

Status: Pending, Substitute pending, Substitute rejected, Approved, Rejected, Can-
celled.

Cancel: “Really cancel this request? This cannot be undone.” — Keep or confirm.
Return early changes end date (last attendance day).

15.2.8 Team (manager)

Open approvals for Absence and Time correction; Review request with optional comment;
Approve / Reject. Team today shows who is working now.

15.2.9 Settings (mobile)

Account Signed in as, server, Mobile license, Test server connection

Working time Automatic breaks — display only; change in Nextcloud (personal settings / web)
Notifications Push reminders — from your server; Nextcloud Notifications app must be installed

Security Face ID / fingerprint to open; Lock when leaving app; Lock after: immediately /
30 seconds / 2 minutes / 5 minutes

Language Device language or fixed (incl. German, English, Frangais, Espafol, ...)
Appearance System / light / dark / high contrast

Privacy Privacy policy, Export my data, Request data deletion (sends request to server, does
not silently delete everything locally), About us

No third-party analytics or tracking. Data stays on your Nextcloud server. Sign out at bottom.

15.3 Terminal app (foyer tablet)

The tablet Ul belongs to companion app ArbeitszeitCheck Terminal. You manage devices and creden-
tials in the web app (Chapter 10).

15.3.1 IT: initial pairing
Screen Set up terminal / Foyer time tracking:

1. In Nextcloud: enable kiosk, Add tablet, note pairing code once (14 days).
2. On tablet: Server URL (https://..), Pairing code, optional Label (e.g. reception).
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3. Connect.

Error: “Connection failed. Check server URL and pairing code.” After connection without valid licence:
“Connected, but licence check failed. Ask IT for a new pairing code.”

15.3.2 IT: setup wizard
Order per app ( Welcome):

1. Sign-in methods — at least one: Badge / card and/or Name and PIN.

2. Card reader — Android: Built-in NFC only, External USB/RFID reader only, or both.
USB-CCID (Cryptnox, ACS, OmniKey) via USB-OTG; keyboard wedge sends UID + Enter. iPad:
external keyboard wedge only (USB-C or Bluetooth HID). iPad has no built-in NFC and does not
support CCID readers.

3. Optional test reader: hold real card (not another phone).

4. Admin PIN — exactly 6 digits, confirm. Needed to reopen setup later. Do not share with
employees.

5. Tablet lock — Android: Lock tablet to this app (kiosk/pinning). iPad: Guided Access
(Settings — Accessibility). Alternative: MDM.

6. Checklist (kiosk on, badges/PIN in Nextcloud, licence, lock, remember admin access).
7. Start terminal.

Change settings later: hold large heading on start screen 5 seconds, then admin PIN. No public setup
button. Wrong PIN: attempts counted; after too many failures wait period.

15.3.3 Employees at tablet
Start depends on chosen methods:
« Badge only: Please hold badge / Hold your card on the large field. NFC: card on field;
external reader: card on USB/RFID reader, not on screen.
* PIN only: Sign in with PIN — search name, tap, 6 digits.
- Both: How would you like to sign in? — Badge or PIN.
After identification: Hello, .../ What would you like to do? Only actions matching status: clock in,
break, clock out. Extend once extends short session; Done returns to start.
Success messages: Clocked in, Clocked out, Break started, Break ended.

Badge assignment (only when IT started Scan badge at tablet in Nextcloud): Assign badge —
hold new card.

15.3.4 Typical terminal messages

No connection Server unreachable; clock-in paused.

Kiosk mode is disabled IT must enable kiosk under ArbeitszeitCheck — Kiosk.
Terminal licence required / All terminal licence slots are taken
Clock-in is not enabled for this person Time recording method “clock in/out” missing.
This employee may not use the kiosk Allow kiosk access missing.
Badge not recognised Hold card flat 1-2 seconds or assign.

This badge is already assigned to another person

PIN is wrong / PIN temporarily locked]

Month is closed

Maximum daily working time reached

Minimum rest between two shifts has not elapsed yet
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NFC is turned off / not available — USB reader or enable NFC on Android.
Terminal access was revoked Create tablet anew in web app.

15.4 What this manual does not show as photos

« Individual pixels of Android apps (no emulator run in this environment).
 iOS: documented store links refer to Android.

The functions and wording of companion apps above are evidenced from app texts and web help.
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About Software by Design

Software by Design builds Nextcloud apps for organisations that want to host their own data — from
time tracking and projects to inventory, fleet management and customer relations. Every app runs
entirely on your Nextcloud instance; the web interfaces are free (AGPL).

Company

» Website: https://nextcloud.software-by-design.de/
» Partner & quotes: mailto:info@software-by-design.de
* Report a bug / suggest an improvement: mailto:dev@software-by-design.de
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Support & how to contribute

ArbeitszeitCheck remains free on your Nextcloud (AGPL). Bug reports and sensible ideas via GitHub
or email are part of open-source maintenance — without a guaranteed response time.

In the app

Under Settings — Help & support (navigation chip may still read Support us) you find the same
options as on our website: partner quote, onboarding, commissioned feature and voluntary support.

Check Partner (invoiceable)

If your organisation needs predictable help with an invoice — setup, hour packages, prioritised email
— choose Check Partner. That is a professional service with quote and invoice, not a donation.

» Packages and terms on the support page: https://nextcloud.software-by-design.de/en/support/
* Request a partner quote: mailto:info@software-by-design.de?subject=Partner%20inquiry

Other invoiceable options

* Onboarding & training — remote setup or workshop for your team.
+ Commissioned feature — scoped change with acceptance criteria and delivery date.

- Official mobile & terminal licences — where offered for ArbeitszeitCheck; named seats with
invoice.

GitHub Sponsors (voluntary)

Voluntary support without an invoice SLA — appreciated, but optional:
https://github.com/sponsors/aSoftwareByDesignRepository

Legal note

This manual does not replace legal, tax or compliance advice. Third-party product names and trademarks belong
to their respective owners.
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