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1. System 
 

a. System requirements 
Microsoft Windows  9x / NT / 2000 / XP / 2003 
min Pentium III , 500 MHz with 32 MB RAM 
min 20 MB free disc space 
 

b. Recommended system configuration: 
Microsoft Windows XP+  
Pentium IV , 750 MHz with 64 MB RAM 
Data base server  recommended (MSSQL, MSDE or MySQL) 

 
c. Extended functionality in connection with 

- Microsoft Outlook 2000  (with SP 1 or higher) 
Microsoft Outlook XP  
Microsoft Outlook 2003  

- Microsoft Exchange Server 5.0  or higher 
 

d. Messaging system 
 The AddWare UrlaubsManager comes with an independent messaging system. 
- When a new E-Mail comes in, e.g. application for absence or status change of an entry, an 

exclamation mark flashes over the UrlaubsManager symbol  within the info range of the task 
bar. 

- Applications can be approved or dismissed directly in the appropriate E-Mail over the messaging 
system. The application characteristics can be displayed likewise.  

 
e. MS Exchange / MS Outlook 

Under MS Exchange / MS Outlook the following functions are additionally at your disposal: 
- Additional UrlaubsManager menu in MS Outlook 
- Incoming applications can be forwarded automatically to the MS Outlook in-box 
- Synchronisation of leave and absences, as well as deposited holidays and vacation dates into 

the public and private calendars  
- Category organization in the MS Exchange calendar 

 

 
 

f. Explanation 
The UrlaubsManager differentiates between active  and passive employees . 

For active employees  a Password or MS Exchange Account  is assigned . This means, they can 
log on to the UrlaubsManager directly and depending on their authorizations they are allowed to file 
applications, process them or carry out administrative tasks.  
For passive employees  no Password  or MS Exchange Account  is assigned . For them all leave 
and absence entries are made and processed by the designated department manager or team 
assistant. 
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2. Installation 
 

a. Installation UrlaubsManager 3.0 
- Execute the file Urlaubsmanager_Setup.exe  to start the installation routine. Now follow the 

instruction on your screen. 

 
b. Create new data base 

1.   MS Access data base (MDB) 
 

- Click Start / Programme / UrlaubsManager 3.0 / Datenbankadministration 
- Double click menu item Neue Datenbank…  
- Select option MS Access 2000 Datenbank (MDB)  and click > Weiter  
- In pop-up window Neue MS Access Datenbank erstellen…  click Weiter >  
- Select target directory and the the data base name, e.g, leave_data. Click Weiter >  
- In the next pop-up window leave option Vorgabewerte erstellen (empfohlen) activated and 

click Abschließen > in order to create the data base with default values 
 

Notice:  The administrator is advised to ensure access authorization for the users. 

2.   Data base (MSDE) on MS SQL Server 
 

- Click Start / Programme / UrlaubsManager 3.0 / Datenbankadministration 
- Double click menu item Neue Datenbank…  
-  Select option MS Desktop Engine (MSDE) / 

MS SQL Server 2000+  and click > Weiter  
- In pop-up window Neue MS SQL Datenbank 

erstellen…  click Weiter >  
- Select the SQL Server aus, on which the new 

data base is to be created and entert he log on 
information. Click Weiter >  

- Enter the name of the new data base, 
e.g. AddWare_UrlaubsManager_3. 
Click Weiter >  

- In the next pop-up window leave the 
option Vorgabewerte erstellen 
(empfohlen) activated and click 
Abschließen >  

 
Notice:  The administrator is advised to 
ensure access authorization for the users. 
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3.   MySQL 4.0+ data base 
Notice: The following steps are carried out on the MySQL Server. 

 
- Click Start / Programme / UrlaubsManager 3.0 / Datenbankadministration 
- Double click menu item Neue Datenbank…  
- Select option MySQL 4.0+ and click  > Weiter  
- In pop-up window Neue MySQL Datenbank erstellen…  click Weiter >  
- Enter the log on information and the data base name, e.g. Leave_data. Click Weiter >  
- In the next pop-up window leave the option Vorgabewerte erstellen (empfohlen) activated 

and click Abschließen >  
 

Notice:  The administrator is advised to ensure access authorization for the users. 
 

c. Data import from UrlaubsManager 2.0 
You are already using the UrlaubsManager 2.0? Then for the data import in UrlaubsManager 3.0 a 
tool is at your disposal. 
 
- Click Start / Programs / UrlaubsManager 3.0 / Data base administration 
- Double click Import Assistant UrlaubsManager 2.0 
- Select the data base source 
- Enter the target data base 
- Complete the data import 
 
Additional information for data import is available under the point Help  in the data base 
administration. 

 
Important Notice:  After the data import the year data must be recalculated. This recalculation 
guarantees that the leave and absence data are correct. 
 
- Move mouse pointer over the menu item Administration  and click Employees and 

organizational units… in submenu. 
- Perform a right mouse click on the employee’s name an then click menu item Properties  
- In the register Information check the settings for Annual leave (Base data)  and Differing 

expiration date  – correct values if necessary. 
- In the register Data click on the first displayed year and then click button Edit . In pop-up window 

Calculation base in days…  under Remaining leave in … enter the correct value and then click 
Save. In pop-up window of employee click Save once more. 

- Repeat these steps for all employees. 
- Move mouse pointer over the menu item Administration  and click Global settings in submenu. 
- In the pop-up window Default settings  click register Extended , then click button Recalculate 

year data… to start the recalculation. 
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3. Administration 
 

a. Start UrlaubsManager 

- Perform a right click on the symbol  within the info range of the task bar 

 
b. Administration log on 

- Click menu item Options  
- Administrator : Is only temporarily needed after the UrlaubsManager is installed for the first time 

and no departments and employees with assigned authorizations are existent, yet. The 
administrator has unrestricted access for all administrative settings. The standard password is: 
demoadmin . Please, change it immediately after the installation. 

 
c. Data base connection (client PCs) 

- Click menu item Options  
- In log on window click button Data base connection  
- Connect the data base by using the Wizard. If you do not want to connect the data base with the 

Wizard click No and connect the data base manually. 

 
d. Global settings 

- Move mouse pointer over the menu item Administration  and click Global settings in submenu. 
Amend the settings in the pop-up window Default settings  register Defaults as they apply to all 
employees to be administered. Differing settings for individual employees can be made after 
creating the employee.  

- In the register Extended  all default absences are set subject to approval by standard, i.e. an 
application is necessary and needs to be processed (approved, dismissed, etc.) by the assigned 
department manager.  Add the desired further absences and specify by setting the checkmark if 
an absence requires an application or the entry can be set approved right away. 

- In the register Dates list  important dates (e.g. fairs) can be deposited for planning support, later 
these listings can be faded in to the Planning & Absence administration . 
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e. Customise and create absences 
- Move the mouse pointer over the menu item Administration  and click Absences… in sub 

menu 
- In pop-up window Absences  click Add and enter the information 
- Further settings can be made after creating the absence by clicking the button Properties in the 

register Information . 
Notice:  
In the register User-defined fields you can add further input fields to the application form (e.g. for 
analysis or informational purposes) 

 
f. Create departments 

 
 

- Perform a right mouse click on the item Master directory  
- Then click entry New organisational unit…  
- Enter the name of the organisational unit 
- Perform a right mouse click on the department name and then click menu item Properties  
- In the register Information  make the settings fort he organisational unit. 
- In the register Restrictions you may enter temporary stoppages of leave for the organisational 

unit 

 
g. Subdivisions 

- Perform a right mouse click on the organisational unit for which a subdivision is to be created 
- Then follow instructions “Create departments “. 

 
h. Priority of notification for department managers  

After creating the employees the designated department managers must be assigned in the register 
Responsibilities . 
The department managers are entered in the order in which they are to be informed by e-mail about 
an incoming application. When an absence is deposited for the first listed department manager the 
next listed department manager will automatically be informed about the application. 
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i. Create employees 
- Mark department by clicking 
- Perform right click in the section where the employees are listed 
- Move mouse pointer in menu item Add employee  and click Manual…  (for employees without 

MS Exchange connection) or MS Exchange Account…  (for employees with MS Exchange 
connection) 

 

 
 

- Enter the employee’s name 
- Perform a right mouse click on the employee’s name an then click menu item Properties  
- In the register Information make the settings fort he employee. 

 

 
 

- In the register Dependencies you can define  
o if certain absences are (not) subject to authorization for this employee if the settings are to 

differ from the global settings,  
o if necessary the number of department manager required for final approval of an application 

(default: 1 approval required) 
o if this employee is not allowed to have annual leave at the same time with certain other 

employees (e.g. on standard this employee has to act as deputy for another employee) 
- In the register Authorizations the settings for you can determine which permissions are granted 

to an employee in connection with the UrlaubsManager  
- In the register Data the values for annual leave and overtime fort he corresponding year are 

administered. Additional entitlements for annual leave (e.g. because of disabilities), deductions, 
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and when creating the table for the first time the entitlement for remaining annual leave for the 
previous year 

 

 
 

- The register Notes  allows to deposit additional information 
Notices:  
If a Password  is deposited for the employee he can log on to the UrlaubsManager and make 
applications e.g. for annual leave which will be transmitted to the designated department manager 
over the independent messaging system. 

 
j. Define workdays for an employee 

Differing from the standard workdays defined in the „Global settings“ for all employees, you can 
deposit differing workdays for an employee to ensure the correct calculation of leave days. 
- Perform a right mouse click on the employee’s name and the click Properties  
- In the register Information adapt the workdays for the employee.  
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4. Operation 
 

a. Start UrlaubsManager 

- Perform a right click on the symbol  within the info range of the task bar 

 
b. User log on 

Notices:  
Only active employees , i.e. employees with  an assigned  password  or MS Exchange account , 
can log on to the UrlaubsManager and make applications directly or process them. 
For passive employees , i.e. employees without password  or MS Exchange account,  the entries 
are made directly in the Planning & Absence administration  by the designated department 
manager. 
 
- Click menu item Options  
- If the option none is activated, no employee is logged on to the UrlaubsManager at present ort 

he log on was aborted previously 
- Activate the option Employee  if you are an employee with assigned password but without MS 

Exchange connection 
- Now click the button Change and select your organisational unit and name. Enter your 

password to log on at the UrlaubsManager 
- MS Exchange Account  is activated by employees whom an MS Exchange account was 

assigned. The UrlaubsManager log on now directly goes via MS Exchange account. 

 
c. Make an application for leave or absence 

- Click menu item Application for…  
- Select type of absence 

Notice:  As far as additional information is required for the application the button Extended will 
be faded in for specific types of absence, click button and enter the requested additional 
information 

- Enter start and end date 
- Click Save. The designated department manager will be informed about the application by 

e-mail. Warnings notices tips 
Notice:  In some cases after clicking „Save“ information about notices, tips or warnings will be 
displayed. The application can not be saved as long as a warning, e.g. about entry collision is 
displayed - in all other cases the application can be saved anyhow. 

 
d. Make entries for employees 

- Click menu item Absence administration…  
- Perform a right mouse click in the calendar section and in context menu click New entry…  
- Now select the employee’s name 
Follow instructions described under c. Make an application for leave or absence . 

 
e. Serial entries 

This function allows to create applications/entries which recur in regular intervals, e.g. if you wish to 
record the vocational school days for apprentices. 
- Click button Series… in application form  
- Enter the information for the serial entries 
Notice:  If necessary, individual entries can be excepted from the series and processed separately. 
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f. Processing leave or absence applications 
- Click menu item Absence administration…  

 

 
 
- To process an entry perform a right mouse click on the entry and then click Approve , etc. in 

context menu 
- Alternatively applications can be approved or dismissed directly in the notification e-mail. 
Notices: 
Organisational units, for which the logged on user is the designated department manager, will be 
displayed in bold type. 
The order in which organisational units or employees are displayed can be arranged freely. Click the 
organisational units or employee’s name, keep left mouse button pressed and drag & drop the item 
to the calendar section. If this view is to be restored upon the next start of the absence 
administration click View / Save in menu bar. 

 
g. Deputy assignments 

As far as the option Deputy request upon application required  is set on Yes in the register 
Information  for an employee, the employee is required to request a deputy upon applying for leave. 
After saving the application the designated deputy will be informed about the deputy request by e-
mail. 
After the deputy accepts the designated department manager will be informed about the application 
by e-mail and the application can be processed. 
If the requested deputy dismisses, the applicant will receive a notification and is required to send a 
new deputy request. 

 
h. Interacting stoppages of leave 

As far as other employees were listed in the section Interacting stoppages of leave  in the register 
Dependencies  for an employee, the employee will be informed about the interacting stoppage of 
leave when applying for annual leave. The applicant now can decide by himself if there are important 
reasons which make an application necessary (information about the special reasons leading to the 
application may be entered in the info section of the application to ease processing). 
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i. Multiple approvals 
By standard the final approval of an application only requires the approval of one designated 
department manager. As far as the option Number of persons needed for final approval  in the 
register Dependencies was raised to 2 or more, the application will be finally approved after the last 
department manager approved. The department managers will be informed in the order in which 
they are listed in the properties of the organisational unit in the register Responsibilities . If for one 
of the designated department managers an absence is deposited at the time an application is made, 
the next listed department manager will automatically be informed and can process the application. 
The absent department manager will be informed by e-mail subsequently for further processing of 
the application. 
 

 
 

j. Overtime account 
- Perform a right mouse click on the employee’s name an then click menu item Properties  
- In the register Data the overtime record can be opened by clicking Edit in the section overtime. 

You may enter positive as well as negative values (e.g. hours of overtime as well as paid out 
overtime) 

If an application for overtime compensation is filed over the UrlaubsManager, the number of overtime 
hours to be deducted needs to be entered at the input field next to start and end date. As soon as 
the application is approved the corresponding number of overtime hours will automatically be 
deducted from the overtime account (Example: 2. entry of illustration below). 

 

 


