


i General features of the GDH
€8 application

» PC access from any web browser: Explorer, Netscape,
Mozilla, etc.

*Accessible from any PC in the UV local network, not
from outside.

 The registration new staff will be carried out on the morning
they start work. In accordance with this, new morning shift
staff will not be able to clock in on the first day. The managers
of the GDH application for each unit are in charge of
correcting this incident according to the instructions of the
new staff. However, they will be able to clock out from the
day of registration. Staff must be assigned an email username
and password to clock in and out.
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http://www.uv.es/gdh

Identification screen using username and email password.
If you do not have an email username and password, and
have not requested one from the HR Service
(Administration and Services Staff), you need to request one
from the IT Service. The GDH manager of the unit must be
notified of this incident, through any means, together with
the time of entry or/and exit to the workplace to manually
insert 1t later. When you have received your email username
and password, you will be able use the GDH application
yourself.
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&% GDH App Home screen:
* Click on "Enter" \

at the beginning Vi x W  GESTION DE LA DEDICACION
of the Workday ; HORARIA

and click on
"Exit" at the end
of the workday.

Calendario
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@ ; Correct clocking in or out confirmation screen:
\“‘Qﬂr ﬂ/{ff’

* When clocking
in, the time that
will be shown 1n
GDH will be 15
minutes earlier
than the actual
entry time for
technical
adjustment.
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» After clocking in

or out, 1t 18

advisable to close

the browser to
unless you need to
carry out more
procedures in
order to maintain
the security

and confidenfiality
of your personal
information.
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GESTIOMN DE LA DEDICACTIONN
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Calendafo
Ficha Personal

Calendario laboral de JOSE AMNTOMNIO

In addition to clocking in and out, the application allows other
procedures and queries to be made by entering the employee menu:
Calendar-Personal file-Consult statistics.

NDAR

Jueves, 16 de Diciembre de 200

Ulsyario: J0OSE ARNTORIO

< piciembre de 2004 >

[ I )

Estadisticas [ Lumes | mMartes [Miércoles] Juewves | vViernes | Sabado | Domingo |
i 2 3 i 3 5
=) F g o 10 11 12
13 14 15 16 ig8 19
222 24 25 26
31

Crims Trabajados

I:I Trabajado

[ ewe

I:I Fe=stivosMo Laborable

I:I Trabajado [pte. cerrar)

- Sim Fichais

Crims a Trabajar

I:l Festivof/Mao Labarable

Solicitada pendiente de
ASutorizar

WiIVE nér?h@é%%ﬁ& PICTA



In the calendar, you can check clocking in and out day by clicking on a day worked or pending
closure.
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blue when it has been confir
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A Gestion de la dedicacidn horaria - Microsoft Internet Explorer
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In the calendar, you can request a type of day (types of leave, day off) to be validated by the person in charge of
staff by clicking on a workday. The requested day is marked on the calendar in light blue, which changes to dark
ag¢d by the person in charge.
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PERSONAL FILE

from the employee menu, you can access the personal profile that the
ill take into account when managing staff clocking in and out.

anges or updates to your personal file from the GDH managers of the
respective unit.

GDH application
You must request any g
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*Work hour balances

can be consulted in:

Weekly calculation.
Monthly calculations
Bimonthly calculatiaa,
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STATISTICS

Dyee menu, you can access information on work hour balances
off/holidays taken and available.

By clicking on statistics from the emp
and day
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&] For more information, or FAQs. you can consult the HR Service

(Administration and Services Staff) website
http://www.uv.es/% 7Epas/v/GestioHoraria/GestioHoraria.htm
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