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I. Basic information 

 

1. Signing in for the first time 

 

Upon creation of an account by the system administrator, the user will receive a notification e-mail with log-in details.  

The link sent by e-mail allows not only to sign in for the first time; it should be used for logging in every time. 

 

Use the link and log in using the data received. 
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When logging in for the first time, the system will request a password change.  

Enter the password twice (1) and confirm with „OK” (2). 

 

Should you encounter any problems when logging in, forget your password or if technical problems occur, please contact 

the portalsupport.cee@vistra.com. The link is also displayed on the login page (3). 

 

 

return to the table of contents   

  

1 

2 

3 

mailto:portalsupport.cee@vistra.com
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2. Navigating the desktop 

 

1) Default view 
Upon first logging in, the default view is the User Panel. You may return to that view by clicking and expanding the menu (1), choosing 

the General tab (2) and the User Panel (3). 

 

 

 

 

If you do not change the settings, the User Panel is also the default homepage to which you may return from any other level by 

clicking the company logo in the upper left corner. 

  

1 

3 
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2) Homepage 
The homepage may be changed by clicking the star symbol (4) in the current view and choosing Set as home page (5) 

 

 
 

From now on, if you click the company logo in the upper left corner, you will return to the screen you have chosen.  

You may also add the view to Favorites (6). If any of the screens is set as Favorite, they will be available upon expansion of the  

icon (7) on the left side of the screen. 

 

3) Changing the language and password 
 

The menu, always visible at the top of the screen, allows to switch quickly to:  

 

 

 

 

 

 

 

 

  

4 

5 
6 

7 

List of notifications 

Information 

concerning the system 

Information concerning 

the operator 

 

Exit from the system 

 

We may change the language by clicking and 

expanding the list. 

Please note! if you change the language, log out and 

log in again  

 
Changing the password 
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4) User Panel 

The User Panel view is available upon expansion of the menu icon  on the left side of the screen (1), choosing the General tab 

(2) and the User Panel (3).  

                  

 

 

The User Panel view allows to switch quickly to the most frequently used basic system functions:  

• Direct submission of the absence application (1) 

• List of all applications (2) 

• Notifications (3) 

• Last payment (4) (where a pay slip can be generated) 

• Absentee limit (5) 
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The other functionalities may be accessed by clicking and expanding the menu (6) and switching to the General tab or to the Employee 

dashboard, where you may find: 

 

 

 

                                      

 

Functions of specific tabs is described in section II. Functions for employees. 

 

 return to the table of contents  
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II. Functions for employees 
 

3. Ongoing recording of leaves and other absences  
Employee desktops allow to submit electronic leave applications that are sent for acceptance to your superiors. Upon acceptance of 

the application by your line manager, it will be displayed in your employee calendar. All absences displayed in the calendar will be 

taken into account when calculating the payroll. 

return to the table of contents   

1) List of applications  
List of all the applications that may be submitted can be found in the main view of the User Panel, in the List of application tab. (1). 

You can go to the main view of the User Panel by clicking and expanding the menu (2), choosing the General tab and the User Panel. 

 

 

  

1 

2 
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If you choose the List of application tab, a new tab will open; in order to expand the list of available applications, choose the  

icon on the right side (3). 

 

When you choose an application and enter the required data, EACH absence application should be sent for acceptance. To do that, 

find the ‘MAKE DECISION’ field at the top of the form; expand the list in that field (4) and choose To be approved (5) and save (6). 

 

 

2) Holiday leave application 

The holiday leave application may be submitted in the  (by clicking and 

expanding the menu icon , choosing the General tab and the User Panel), choosing the 

‘Lista of application’ tab (1),  expanding the list using the  icon on the right side of the 

screen and choosing e-application for annual leave. 

Or directly from the  and choosing the ‘Add  vacation leave request’ tab 

(2) 

 

3 

4 

5 

6 

2 

1 
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In the form:  

(1)Enter the leave date 

The application may indicate only one or several subsequent days, i.e. 

you may submit an application for a leave from 2 to 3 February, but not 

for February the 2nd and February the 4th – in that case, two 

applications must be submitted: one for February the 2nd, and the other 

for February the 4th.  

(2)(Optional) change leave type 

(4) Choose ‘To be approved’ from the list (3) 

(5)Save the form 

return to the table of contents  

  

Date format is MM/DD/YYYY…MM/DD/YYYY (three 

dots between the dates are obligatory!) e.g.: 

02/03/2020…02/07/2020 

You may also choose a date by expanding the 

calendar (1 to 5) 

 

1 

2 

3 

4 

5 

Your line manager to whom the application will be sent will 

appear automatically in the application. The manager’s name 

will be prompted automatically from the leave structure; it is 

impossible to change it manually (if needed, contact the system 

administrator). 

 

(optional) A ‘leave at request” is 

checked as No as default.  

If needed change to Yes. 

1 

2 

3 
4 

5 
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3) Leave withdrawal application 

 

The application to withdraw leave that has already been accepted may be filed using the e-application for cancellation absences from 

the list of available applications. 

 

 

 

In the form: 

(1)Expand the list 

(2)Choose the application you want to withdraw and confirm with Select (3) 

(5) Choose ‘To be approved’ from the list (4) 

(6)Save the form 

 

 

return to the table of contents   
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4) Carer’s leave (hours) 
Application for parental leave on an hourly basis may be submitted through the e-application for care (hours) from the list of available 

applications. Or directly from the User Panel (by clicking and expanding the menu icon , choosing the General tab and the User 

Panel) and choosing the tab  in application section. 

 

 

 

In the form: 

(1)Indicate the date on which you would like to take the time off  

(2)Indicate the start and end time of absence (3)  

(5) Choose ‘To be approved’ from the list (4) 

(6)Save the form 

 

return to the table of contents   

Your line manager to whom the application will be sent will 

appear automatically in the application. The manager’s name 

will be prompted automatically from the leave structure; it is 

impossible to change it manually (if needed, contact the system 

administrator) .  

 

1 

2 

3 

1 

4 

2 3 

5 
6 
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5) Carer’s leave (days) 
Application for a day’s parental leave may be submitted through the e-application for care (days) from the list of available 

applications. Or directly from the User Panel (by clicking and expanding the menu icon , choosing the General tab and the User 

Panel) and choosing the tab   in application section. 

 

 

In the form: 

(1)Indicate the date on which you would like to take the time off 

(3) Choose ‘To be approved’ from the list (2) 

(4) Save the form  
 

 

 

 

return to the table of contents   

Your line manager to whom the application will be sent will 

appear automatically in the application. The manager’s name 

will be prompted automatically from the leave structure; it is 

impossible to change it manually (if needed, contact the system 

administrator) . 

 

1

1 

2 

5 

3 

4 

Date format is MM/DD/YYYY…MM/DD/YYYY (three dots 

between the dates are obligatory!) e.g.: 

02/17/2020…02/17/2020 

You may also choose a date by expanding the calendar 

(1 to 5) 

 

1 

2 

3 
4 
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6) Occasional leave 
The occasional leave application may be submitted by choosing the e-application for special leave from the list of available 

applications. Or directly from the User Panel (by clicking and expanding the menu icon , choosing the General tab and the User 

Panel) and choosing the tab  in application section.  

 

 

 

In the form:  
(1) Indicate the date on which you would like to use the occasional leave 

(2) Choose the reason for leave (3) from the list 

(5) Choose ‘To be approved’  from the list (4) 

(6) Save the form 

 

 

return to the table of contents   

Date format is MM/DD/YYYY…MM/DD/YYYY 

(three dots between the dates are 

obligatory!) e.g.: 02/19/2020…02/19/2020 

You may also choose a date by expanding the 

calendar (1 to 5) 

 

1 

2 

5 

4 

3 

1 

4 

5 
6 

3 

2 

Your line manager to whom the application will be sent will 

appear automatically in the application. The manager’s name 

will be prompted automatically from the leave structure; it is 

impossible to change it manually (if needed, contact the system 

administrator) . 
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4. Ongoing overview of leave limits 

The system allows for an ongoing overview of leave limits. 

Please note! The limit displayed takes into account all accepted applications, i.e. if you send the leave application to your line 

manager, it will not be taken into account in the leave limit displayed until the application is accepted. 

You may access your limit overview using one of the two options: 

1) Expand the menu (1), select the Employee dashboard (2), 

Choose Working hours and absences (3) and Absentee limit (4) 

 

 

A tab will open containing all the current leave limits (if the following is selected: ‘Only last: Yes’ (1)), or leave limits applicable for the 

indicated period (2) (this field becomes active after the ‘Only last: Yes’ field is unchecked (1)).  

 

To display the details of the calculated limit, double-click the selected absence:  

1 

2 

3 

4 

1 2 
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2) Through , where information appear in the Absentee limit field (1) concerning your annual leave entitlement 

in accordance with the Labor Code (20 or 26 days) and the amount of holiday leave days available. 

By clicking the  icon (2), you may go to all absence limits (go to that section). 

 

Effective period of a specific limit 

Leave limit (20 or 26 days) in accordance with the Labor Code, taken 

into account in the base for calculations 

Limit (days) calculated according to employment type 

(working hours) and term of the employment contract. 

Hours not taken from the previous period 

Manual corrections (if needed) (e.g. rounding corrections) 

Final number of hours that may be taken within a given period 

Number of hours taken within the applicable period 

Final number of hours that may be 

taken within the applicable period 

Leave entitlement in 

accordance with the Labor 

Code – it is only an 

information concerning the 

entitlement, on the basis of 

which the final number of 

days of leave is calculated. 

 

Number of days left to be 

taken. It is the appropriately 

calculated limit, taking into 

account the employment 

type, period of employment, 

accrued leave from previous 

years, minus days already 

taken. The status is displayed 

as of the current date. 

 

2 
1 

Unused days from previous 

period 
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return to the table of contents  

 

5. Direct access to pay slips  

 

Employee Desktops allow to display your pay slips containing information on the elements included in your remuneration. 

To see it, expand the menu (1) 

Select Employee dashboard (2), the Financial data tab (3) and Payments (4) 

 

 

In the ‘Period’ field, enter the payment dates you want to display (5) (you may also display all the calculated payments by entering three dots ‘…’ in 

the ‘Period’ field); expand the list of available reports (6) and select ‘Payslip’ (7) 

 

 

Click ‘OK’ in the pop-up window (8)  

1 

2 

3 

4 

5 

1 

2 

3 

4 

5 

6 

7 
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A tab with the generated pay slip will open; it may be downloaded in a selected format (10) by clicking ‘More' (9) or printed directly 

from the system (11). 

 

 

return to the table of contents   

  

8 

9 

10 
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III. Functions for Managers 

 

As a manager, using the enova system, you may accept absence applications and calendar approval 

applications, preview the worktime of your subordinates as well as their leave limits, generate HR reports, 

and, if needed, mark employees’ absences directly in their calendars. 

The manager role is activated in the system by the system administrator only for selected accounts.  

1. Logging in the Manager desktop 

To perform operations as a manager (e.g. approve an employee’s leave application) or to preview data of 

your subordinates, log in to the software using standard procedure (go to that section) 

Click to expand the menu (1) and select Manager dashboard (2) 

 

return to the table of contents  

  

2 

1 
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2. Available reports 
As a manager, you may generate the following reports from your Manager dashboard (1)(2) / Data on Employees (3): 

 

1) Employee list 

 

 

 

 

  

1 

2 

3 

1) 

2) 

3) 

1 

You may narrow the list down 

to selected period 

 

Depending on the worktime system 

used, the list may be narrowed down to 

a selected calendar 

 

You may display a list of your direct 

subordinates or all subordinates in the 

leave structure 
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2) Industrial Safety Training 
 

 

 

 

 

 

 

3) Medical examinations 
 

 

 

 

 

 

 

 

From the list of employees/examinations/trainings, by clicking the  icon (1), you may generate HR reports (2). Each report will be 

generated in a new tab and may be exported in a selected format (4) by clicking ‘More’ (3) or printed directly from the system (5). 

 

 

return to the table of contents    

5 

3 

4 

You may expand the list and select an 

employee or leave the field empty and 

display all your subordinates’ details 

 
You may narrow the list down 

to one selected training type 

 

You may narrow the list 

down to trainings 

planned or already 

completed 

 

How to read the information from the list? 

 
This training was held on 2021-02-02; the next training 

should be completed before 2025-03-01  

  

If there is a next training date (column “Next” for row above) a 

separate row with the planned date appears. After its completion, an 

appropriate entry will appear in the "Date" column. 

 

1 

You may expand the list and select an 

employee or leave the field empty and 

display all your subordinates’ details 

 

You may narrow the list 

down to pre-

employment or periodic 

health examinations 

 

You may narrow the list 

down to planned or 

already completed 

examinations 

 

How to read the information from the list? 

 
This examination was carried out on 2021-03-02, the next 

examination should be carried out before 2023-02-01  

 

If there is a next examination date (column “Next” for last row) a separate 

row with the planned date appears. After its completion, an appropriate 

entry will appear in the "Date" column. 

 

  

1 

2 

2 
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3. Accepting absence applications 

 

When the employee saves their absence application as ‘To be approved’, it is sent to the manager for approval. The manager assigned 

to the application (the employee’s line manager at the moment of submission of the application) will be notified of a pending 

application: 

− By e-mail 

 

 

− And directly in the ‘Notifications’ section in the system (1) 

By clicking the bell icon  (2) at the top of the screen or clicking and expanding the  icon (3) from the User Panel, a tab will 

open containing all active notifications that may be addressed. 

 

If the employee is also signed in as manager, this section will contain notifications addressed to them as employee (e.g. information 

concerning approval of an application) and as manager (e.g. information concerning pending applications from their subordinates). 

  

2 

3 
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To make a decision: 

− Select an application (1), choose ‘Make a decision’ (2), select ‘Akceptuj’ (Accept) (3) – the application will be accepted, the leave 

will be entered in the employee calendar; or ‘Reject’ (4) – the application will not be approved. Click ‘OK’ to confirm (5). 

 

 

 

− You may also access the application by clicking the notification in the list – to view the details of the application, e.g. the exact 

time, if the absence is due to parental leave; you may also view memos from employees (4). 

To decide, click to expand the list (1) and choose the appropriate option – ‘Akceptuj’ (Accept) (2) or ‘Reject’ (3). 

 

3 
4 

5 

1 
2 

2 
3 

1 

5 

4 
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In case of rejection, we can add a reason (6). 

 

Upon acceptance or rejection of an application, the employee will be notified by e-mail 

 

And directly in the ‘Notifications’ section in the system under the  icon (1) 

 

return to the table of contents    

1 

6 
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4. Worktime approval 
When the employee saves their calendar approval application as ‘Pending Acceptance’, it is sent to the manager for approval. The 

manager assigned to the application (the employee’s line manager at the moment of submission of the application) will be notified 

of a pending application: 

− By e-mail 

 

− And directly in the ‘Notifications’ section in the system (1) 

By clicking the bell icon  (2) at the top of the screen or clicking and expanding the  icon (3) from the User Panel, a tab will 

open containing all active notifications that may be addressed. 

 

  

1 

2 

3 
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If the employee is also signed in as manager, this section will contain notifications addressed to them as employee (e.g. information 

concerning approval of an application) and as manager (e.g. information concerning pending applications from their subordinates). 

To make a decision: 

Select an application (1), 

 

 

All the details of the application will appear in a new tab. Click and expand the list (2) and select ‘Akceptuj’(Accept) (3) – the 

application will be approved, and the worktime editing and absence applications in the approved period will be locked in the 

employee’s profile; or ‘Reject’(4) – the application will not be approved; worktime editing and absence applications will be available; 

save (5). 

 

  

1 

3 
4 

2 5 
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Upon acceptance or rejection of an application, the employee will be notified by e-mail 

 

And directly in the ‘Notifications’ section in the system under the  icon (1) 

 

return to the table of contents    

1 
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5. Employees’ worktime preview, worktime statistics, leave limits  

 

When accepting absences and worktime, the following views from the Manager dashboard (1) (2) and from the Working Hours and 

Absences tab (3) may be helpful: 

 

 

1) Working Hours 
This tab displays preview of the worktime entered by the employee and absences approved earlier in the calendar section 

 

 

return to the table of contents   

  

When you expand the list, select 

an employee 

Use arrows to switch 

between months 

You may expand 
 
and change the worktime 
display mode 

1 

2 

3 

1) 

2) 

3) 
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2) Statistic of working hours 
This tab provides an overall view of the overtime entered/compensated. 

 

(1) ‘Working hours’ – number of working days and hours in accordance with the schedule, i.e. 8 h per day, 40 h per week for 

full-time employees. Working days are calculated in accordance with the daily working time, i.e., for example, an employee 

working on a half-time basis in January 2020 would see 21 days in this section, but only 84 hours. 

 

(2) ‘Actual working hours’ -  i.e. worktime from the field above plus overtime, minus all absences (holiday leaves, occasional 

leaves, sick leaves, etc.) and overtime compensated for. 

(3) ‘Plus’ – number of overtime hours registered to be paid. 
 

(4)  ‘Minus’ – displayed how much hours is missing to standard work time (after considering absences). If value is equal 0, there 
is mistake in TOIL registration 

 
(5) ‘To be transferred’ – displays the number of overtime registered to be taken as time off. 

 

(6) ‘Transferred’ – shows the number of hours off in lieu actually used by the employee (hours absent from work according to 

schedule).   

 

(7) ‘Transferred (after applying coefficient)’ – shows how many hours off in lieu correspond with actual overtime. 

 

Discrepancies between the abovementioned items – ‘Transferred’ and ‘Transferred (after applying coefficient)’ shows that 

some of the overtime was compensated with an entire day off.  

 

(8) ‘Total’ – Number of overtime hours left to be taken as time off 

 

return to the table of contents   

  

1 

2 

6 

7 

8 

Choose the period for which you want 

to preview worktime statistics 

 

When you expand the list, select an 

employee 

 

5 

4 
3 
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3) Absentee limits 
The list contains current leave limits – if the following is selected: ‘Only last: Yes’ (1). Or leave limits applicable for the indicated 

period (2) (this field becomes active after the ‘Only last: Yes’ field is unchecked (1)).  

 

 

 

 

 

To display the details of the calculated limit, double-click the selected absence. Details should be read using the same method as in 

the case of the Employee desktop (go to that section). 

return to the table of contents   

4) Absence register 
Apart from absences visible in the monthly calendar view showing all the employee absences (go to calendar), they may also be 

displayed as list. 

 

 

 

 

 

 

 

return to the table of contents   

  

1 
2 

You may display a list of your direct 

subordinates or all subordinates in the leave 

structure 

 

You may narrow the list down to one 

type of absence (e.g. child care) or 

leave the field empty and display all 

limits 

 

You may display a list of your 

direct subordinates or all 

subordinates in the leave 

structure 

 

You may narrow the list down 

to one type of absence (e.g. 

child care) or leave the field 

empty and display all 

absences 

 

You may narrow the list down 

to a selected period 

 
Date format is MM/DD/YYYY…MM/DD/YYYY 

(three dots between the dates are obligatory!) 

e.g.: 03/01/2019…03/31/2019 

You may also choose a date by expanding the 

calendar. 
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6. Records of absences and working hours for the employee (without employee’s request) 

If needed, the manager may, without employee’s request, mark their absence or record their worktime. 

1) Recording employee worktime 
To record the worktime of your subordinates, click to expand the menu (1), select Manager dashboard (2), Working Hours and 

Absences (3) and Working Hours (4). 

 

 

Select an employee from the list (5), select the date (6) and open it using the ‘Open’ icon (7) or by double-clicking the white bar 

displaying working hours. 

 

  

4 

1 

2 

3 

Use arrows to switch 

between months 

You may expand 
 
and change the worktime 
display mode 

5 

6 
7 
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Enter worktime (8) according to instructions in point II. Functions for employees subsection 1. Ongoing worktime recording and 

save (9). 

 

return to the table of contents   

  

9 

8 
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2) Recording employee absence 
To record the absence of your subordinates, select the required form from the list of available applications. 

 
In the form: 

(1)Select an employee 

(2)Indicate the date of leave 

(3)(Optional) change the leave type 

Choose ‘Akceptuj’ (Accept) from the list (4) 

(5)Save; the application will be automatically saved as ‘Approved’ and 

will be visible in the employee’s calendar; the leave limit will also be 

reduced by an appropriate number of hours/days. 
return to the table of contents   

 

2 

3 

4 

(optional) A ‘leave at request” is checked as 

No as default.  

If needed change to Yes. 

 

5 


