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System Login
myfbk.eu -> Application -> Inaz portale utente

© i) o (L)
Applications Contacts My Profile My Phone
No changes

% Back

1. myfbk.eu internal portal Fite tems

. . . Bring TheFood Ristorazione
2. select the item Application —_—
Dashboard
3. select Inaz Portale Utente Documentazions DataarcHouse
E-Learning
Esportazione dati sistema informativo / Reporting
FBK HELP
FBK HELP OPERATOR
File Sharing Service

Inaz Portale Utente

IRIS Catalogo pubblicazioni
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My Authorizations Canteen

(%]

Go to new my.fbk.eu portal

Applications

o

Requests

Home
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Accessing your timesheet

Cartellino Self Service

Click on the item Richiedere

Two available options:
1. Cartellino Self Service

2. Le mie elaborazioni

To view your timesheet, request
vacation leave, time-off and other
options select Cartellino Self Service
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Menu

Home

Privacy Policy

Specifiche sul cookie: INAZ usa | cookie per garantire la normale navigazione e utilizzo del sito web. Nessun Cookie di profilazione viene generato nei siti INAZ. T cookie sona piccoli file registrati sul vostro dispositn
sito web, acconsentite &l'uso ed alla memonzzazione dei cooke tecnici sul vostro dispositivo. Tali cookie servono ad effettuare la navigazione o a fomire un servizio nchiesto dall'utente. Non vengono utilizzati per s
ricorso a tali cookie alcune operazioni non potrebbero essere compiute o sarebbero pil complesse &0 meno sicure.

Area Personale FBK Richiedere Eseguire

mCartellino Self Service uLe mie elaborazioni
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Viewing your timesheet
Processing parameters

Once you have entered the Cartellino Self Service, two windows will appear:

1. Selection parameters
2. processing parameters

To view your timesheet and enter the time-off codes, click on processing parameters

Giustificazioni
Home > Richiedere > Giustificazioni > Cartellino Self Service

Cartellino Self Service
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‘ Timesheet processing parameters

0 Indicate the time interval

(e.g.: to see the month of May indicate
dal 01/05/2018 al 31/05/2018)

and click on Apri

Giustificazioni

Home > Richiedere > Giustificazioni > Cartellino Self Service

]

Cartellino Self Service

Parametri di selezione Parametri di elaborazione

Periodo elaborazione dal |01/05/2018

Periodo elaborazione al |31/05/2013

14

Cartellino Self Service

¢ @3

Aggiorna  Eyentj  Azioni

Azienda 1 - FBK Dipendente INGuNSENR————

Data Orario E U E U
B voesao:  NRFEKZIEL
B wozeszonr  NRFKZIEL 0822 | 17:22
B coyszo:  NRFBKT.I6L 08:45 | 18:04
B voueszoe  NRPBK7.I6V 0832 | 15:54
[9 §05/08/2018  SAB/RIP
B ooeoszne DM
B coeszon NRFBKZI6L 0842 | 1209 | 1325 18:20
B woeoszor:  NRFBK7S6L4 08:37 | 1205 1343 | 18:38
B womoszoz  NRFEKT.I6L 0838 17:04
B cooszoe  NRFBK7.36L- 08:42
B vz NREEK736V
[9 5 12/05/2018  |SAB/RIP
B o DOM
B ooeszoe NRFBK7.I6L
B wooezn: NRFEK736L
B wieoszoe  NRFEK7.361-
B ooz NRFBK7.IEL

ORD

07:36
0722

07:36
07:36
07:36

ASS

GIUS

ORE -

00:14

e The timesheet for the requested month will open

ORE +

01z

00:45
01:17
00:20

ZZ SR Stato
)

oo oo o o o e e @ w e e e w
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Viewing your timesheet
By date

Orario E | E | E U + ORD AS5

1. O (orario): theoretical work schedule as per
contract

2. E (entrata): Entry time (as per clock-in)

3. U (uscita): Exit time (as per clock-out)

4. Ord: ordinary working hours against the theoretical
schedule

5. Ass: hours not worked against the theoretical

timetable

Gius: hours covered by leave codes (e.g. ROL)

Ore -: missing hours against the theoretical schedule

Ore +: hours exceeding the theoretical schedule

R0 N O

ZZ_Str: overtime hours
- 5 ( 10.Stato: the so-called traffic light

GIUS ORE- ORE+ ZZ STR Stato

Warnings

- day to be processed by the system
Green - ordinary day
Red - day containing time-off to be covered
with leave codes
Orange - day with events awaiting

authorization
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‘ Events (reasons)

— D

FERIE GG

Enter the vacation days of interest.

You can also enter a time interval greater than that
indicated on the timesheet (in this case: you could
request vacation leave beyond May 31, 2018).

Note: if you enter consecutive vacation periods
stretching over several weeks, Saturdays, Sundays and
public holidays are not considered as vacation leave.

PERMESSO BREVE
To cover time-off during mandatoty core hours.

4

ROL 150H
Vacation hours convertedto hourly leave

ACC FLEX
To request FLEXIBILITY time accrual (type of
partial-day leave)

© PerM FLEX 150
Flexibility time used (cuts ACC FLEX balance)

LIQUIDAZIONE HH
To request payment of overtime hours




Entering time-off codes
«Generic» mode

Azienda I - FBK Dipendente ]Sy

1. From the timesheet menu, on the top
2. click on eventi

3. and select the item inserimento

1NSENMENTO EVENLO

Salva Eventi

Azienda I - FBX Dipendente 16 i

4. a window will open

Evento

5. place the pointer on evento

Penodo da

Fasciz ore dalle

6. select the event of interest

Note

14

Cartellino Self Service

)

Aggiorna ; Taly]

nserimento

Azienda 1 - nte
Gesfione

Riepilogo
:F 4
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Entering time-off codes
«Date» mode

1. Click on the magnifying glass located to

the left of the timesheet date

2. a window will open
3. place the pointer on evento

4. select the event of interest

14

DETTAGLIO GIORNO Giovedi 03 /05,2018

Primio Precedente Successivo

Ultirmo Szlva Aggiorga

Azienda 1 - FBK Dipendente I i

Bkl Stato giornata

3

@ Giornata anomala

A 4
[
(=9

Gl
i
i

-
—_
(=

+)

Eventi

Giovedi Orano Programmate  NR FBK 7.36 L-G - NO RIC FBK 7.36 L-G

Page
10



Missing clock-in/out
How to enter it

Using the «day» mode

Azienda 1 - FEK SRinandeabaeing © - Chen Xueshi

Bl Stato giornata ) Giornata da calcolare

Martedi Orano Programmate NR FBK 7.36 L-G - NO RIC FBK 7.36 L-G

Richiesta

Ora E/U Tipo Term. Richiesta Ora ric. E/U ric. IHS'IHSEFimEHtﬂ v

1. enter the day window by clicking on the magnifying glass
2. Place the pointer on the "Timbrature” box

3. Place the pointer below it - a row will open

4. Place the pointer on «richiesta»
5. Select inserimento

- ( 6. Indicate the time and if clock-in (entrata) or clock-out (uscita) Page
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Monthly balance
How to check it

Cartellino Self Service

Azienda 1 - FBK Dipendente /GEG—_—_—_—_G————

1. From the timesheet menu, on the top \ e s

[_'\
2. click on eventi Aggiorna | Eyent

Azienda 1

3. and select the item riepilogo

inte I iih———

05 Fa0TE MR FBK 7.36 L

< | Riepilogo '>)raﬂu
™

4. a window will appear that e
summarizes ‘

Aggiorna Ewventi

I
Azienda I - FBX Dipendente 15512 - Chen Xueshi

« saldo ferie | vacation leave balance e S Periodo al
RO L Data di riferimento 31/05/2013
- Saldo mese NR | NR monthly balance | Eotie e Descrizione
« Saldo FLEXNR | NR FLEX balance B ROL
« Permesso Breve | Unpaidleave + B SALDO MESE R
. + [B SALDO FLEX NR
(hour/mInUte) + I} PERM BREVE Permesso Breve

14

Dal
01/01/2013
01/01/2013
o1/05/2018
oi/01/2018
o1/01/2018

E u

-

Al
31/12/2018
31/12/2018
31/05/2018
31/12/2116
31/12/2018

Page
12



Monthly balance
Common specifications

Fruibile ~ Fruito Residuoprec.  Saldo  Autorizzato Pianificato Richiesto  Saldo totale

1. Fruibile: time-off accrued to date

2. Fruito: time-off used to date

3. Residuo anno precedente: balance as of 31.12 of the previous year
4. Saldo: balance to date

5. Autorizzato: authorized requests

6. Pianificato: time-off planned for the future

7. Richiesto:requests awaiting authorization

8. Saldo totale: total balance situation not including requests awaiting authorization

14
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Request status
How to check it

Cartellino Self Service

_\'\
)
ONMM2 Eventi

Azienda I - FBX Dipendente /R EG—__—_————

1. From the timesheet menu, on the top \ cartelino Self Service
+

2. CIle On eventi Aggiorna | Eyenti | Azioni
nserimento

Azieg . j 1
Gestione .

Ag

3. and select the item gestione

| Riepilogo ' Orario E U

B N—

M oI O5F0TE MR FBK 7.36 L~

GESTIONE EVENTI

4. awindow will open that -

Aggiorna  Eventi
S U m m a rl ZeS th e Statu S Of Azienda 1 - FBX Dipendente ISR
Periodo dal 01/05/2018 Periodo al 31/05/2018
requests in the indicated period Flt
Oggetto Pi_a" ficato
Contatore M Stato evento l?‘ld- esto
Annullato
- Rifiutato
Evento Da rivalutare
Famigliare M
Periodo
Evento Stato evento
dal al
+ ['9 CONG MATR-Congedo Matrimoniale FRU-Fruito 01/05/2018 15/05/2018

=-1¢ "



