
Settings – Einstellungen
Green cells can be edited

• Month you started to fill in the form
• Weekly working time from work contract (decimal hours → hh:mm format)

100 % = 39.5 h → 39:30  

• Distribute the time over the days of the week
(39.5 / 5 = 7.9 h → 07:54 per day) 

• Total holiday for the year 
(if you don't have a full year contract, then multiply the number of months by 2.5 and 
round up)

• Remaining holiday from last year 

• Explanation for working day type

➢The setting page will be checked by the secretary at the beginning

Link to the Excel sheet and further information
https://www.uni-ulm.de/einrichtungen/zuv/dezernat-3/abt-iii-1-
personalservice/arbeitszeit/ 
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Public holiday

ill
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• Hours should be 
in the core 
working hours
(Mon-Thu 9 –
15:30;   Fri 9 – 12)

• Mandatory Break: 
After 6 h working 
→ 30 min break 
After 9 h working 
additional 15 min

• Breaks must take 
place during 
working hours

• You can also take 
more break, but 
this must be 
documented

• If it is orange, 
something is 
wrong

See setting slide

At the end of the month → upload the slide to Moodle (in preparation) 
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