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Introduction

Absence Manager is a Lotus Domino-based Application, which automates the
process of managing absences from work. Absence Manager records and
manages absences for any reason, including vacation, holidays, sickness,
training, appointments, unpaid leaves, and more.

A central calendar details all absences and fully integrates with personal
calendars. It also shows the daily percentage coverage of each department
for the current and upcoming years, provides detailed statistical information
about absences throughout the organization, and automatically calculates the
Bradford Factor to identify attendance problem areas.

Benefits

Optimise time management

Improved planning & scheduling.

Absenteeism Analysis & Trends.

Maintenance of accurate records.

Increased Control.

Reporting Module / Excel compatible

Provides a central calendar to all employees showing who is absent

throughout the year.

Fully integrates with your personal calendar (no design changes

required to mail template).

% Greatly simplifies the process of managing employee absence, one
click approval/denial of requests (multiple approvers) with or without
comments.

+ Provides an extensive audit trail of employee holidays/absence.

% Employees have instant access to the number of holidays they have
left for the year.

% Lotus Notes AND web interface

«» Compatible with Notes/Domino R5/R6/R7 / R8
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Set-up Instructions

Requirements:
Lotus Notes version 5.x, 6.x, 7.x or 8.x
Before you begin...

It is good practice to first plan your users groups and the approvers for those
groups before setting up the application; most companies create different
groups for each department / section.

You should also decide on the different types of Leave you want to record as
these should be set-up before creating / loading your users.

To view the leave types that come preconfigured select Show Me \ Leave
Types, you can then edit any attributes of the existing leave types.

To create new leave types select Create \ Leave Type.

Once you have your groups / group approvers finalized use the Create \ User
Group menu option to create your groups / users.

Alternatively you can use the Microsoft Excel import tool to load all your users
in one go, to use the import tool select Administration \ Import Users.

Note that an Administrator can edit all attributes for a user at any time by
opening their record from the Show Me \ Users view; attributes, which can be
changed at any time, include things such as:

User Type

Approver(s)

Leave entitlements

Group calendars available to the user

The admin tools (Administration \ User Maintenance) and (Administration \
Group Maintenance) can be used by an administrator to quickly change
attributes for users or an entire group of users, you should use these tools to
perform tasks such as moving a user from one group to another or to change
the approver(s) for an entire group.

You should ensure you have two users who have Administrator set as their
user type on their user record (that way is an Administrator accidentally
removes their own admin rights another administrator can reinstate them).
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Note — most settings in Absence Manager are cascaded as follows:

Global Settings
Leave Type Record
User Record

In other words most settings defined in the Global settings or Leave Type
forms can be overridden for individual users by opening their individual user
record Show Me \ Users.

As an example on the Leave Type form you specify the default entitlement —
for example 20 days holiday; this value can be override for an individual by
opening their user record and clicking on the action button labelled View or
Change Entitlements.

4
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Installation Instructions

5

NOTE: If security warnings appear whilst installing / using Absence Manager
you must click Trust Signer, this will update your ECL to allow the application
to function correctly.

Extract the database file from the zip file to your server’'s data directory - the
database should be installed on a server.

Sign the database using domino administrator with the current server id or
your own id if you are an administrator.

Modify the database ACL as follows:

All users must have editor access; uncheck all other privileges e.g. ensure
they are NOT able to delete documents.

ADMINISTRATORS should have Manager access and be able to DELETE
documents - so check the box to give them the ability to delete documents.

Ensure Anonymous have no access

The user who will be the Administrator for the Application should then open
the database and follow the instructions in the set-up wizard, which will
automatically launch.

The setup wizard will run automatically the first time you open the Absence
Manager database, the wizard will create a simple base configuration with
one administrator (the id of who ever runs the wizard) belonging to the
administrators group.

Once the setup wizard has successfully completed, you must close and re-
open the Absence Manager database to allow the system settings to be
refreshed.

You MUST then select Resign Agents from the Administration Menu in
Absence Manager; this will set the scheduled agents used by the Application
to run on the current server. The administrator who carries out this step must
have access privileges to run scheduled Lotusscript agents on the server on
which Absence Manager is installed.

Select create User Group from the menu and create a user group for each
Group/Department of people who will be using the Application.
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Create Leave Request

If using the Lotus Notes interface, from the 'Create’ menu, select 'Leave
Request' or click the Create New Leave Request button. (See screen shot
below)

ABSENCE if! CREATE MEW LEAVE REQUEST
MANAGER

YWelcome lan, listed below a

|" Haoliday

Start Here 71 xfexr

1 Help

=] [_ECreate

- User Group
- Bank Haolidays
- Leave Type
(1 Show Me

[ Calendar
(JAdministration
[ Language

EEE

My Group Calendar

If using the web interface click “create new leave request” icon (see screen
shot below).

ABSENCE MANAGER

@Y B | g

REATE LEAVE RECQLUEST
Welcome lam,

r entitterment statistics

Leave Name Remaining Allowance carry

Haliday 27 Days 10
Cvertime 0 Days ]
Unpaid 5 Days ]

The Leave Request form will be displayed..
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If using the Lotus Notes interface click the button labelled Select Leave Type,
if using the web interface select the leave type you wish to book and click
Next.

A dialog box is displayed, and you must enter the following information. The
information requested will depend on the leave type you have selected:-

Start Date

End Date

Full Day / Half Day
Number of hours

Click Next after selecting your start and end dates and the system will
calculate the total number of days or hours required taking into account public
/ bank holidays and weekends.

Next click Submit for approval, this will send an email to your approver(s)
requesting that the leave request is approved or denied.

When the request is approved or denied you will receive an email notification,
if the request is approved you will also receive another email which when
opened will populate your personal calendar with the leave details.
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Cancelling a request

From the list of your requests, double-click to open the request you wish to
cancel.

Click the 'Cancel Request' button. You will be asked to confirm your action.
Click 'OK' to continue with the cancellation or 'Cancel' to quit.

If this was an approved request, the request status will be changed to
'‘Cancelled' and the number of days leave will be subtracted from the number
of days leave you have taken for the appropriate year.

If the request was still awaiting approval, the status will be changed to
'Withdrawn'. and the number of days leave will be subtracted from the number
of days requested but not yet approved for the appropriate year.

Your approver(s) will receive an email notifying them that you have cancelled
the request.
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Bank / Public holidays

Absence Manager allows you to specify Bank / Public holidays, if you have
different groups that have different bank / public holidays you can also create
specific bank / public holidays that apply to only those groups.

1. Creating one set of common bank holiday dates for all Absence
Manger users.

From the 'Create' menu, select 'Bank Holidays'. The 'Bank Holiday Dates'
form will be displayed. Leave the 'Groups' field as 'Default' and enter the year.

An error occurs if a default bank holiday document already exists for the
selected year. Use the date picker icon to select the bank holiday dates or
enter the dates directly.

For your own convenience and for clarity, you may also change the name of
any bank holiday. Save and close the document.

For UK installations, default bank holiday dates and names are defined as
follows:-

New years day - defaults to 1st January

Good Friday

Easter Monday

May Day - usually the first Monday in May

Spring bank holiday - the last Monday in May

Late Summer bank holiday - the last Monday in August

Christmas Day - defaults to 25th December

Boxing Day - defaults to 26th December.

additional fields are provided to allow for additional bank holidays which may
be announced from time to time. e.g. 4th June 2002 which was designated a
bank holiday for the Queen's golden jubilee.

For US installations, default bank holiday dates and names are defined as
follows:-

New years day - defaults to 1st January

Martin Luther King's Birthday

Washington's birthday

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran's Day

Thanksgiving

Christmas Day - defaults to 25th December

as for UK installations, additional fields are provided to allow for additional
bank holidays which may be announced from time to time.
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Please note that as a minimum you should have default bank holiday records
for the current and next leave years.

Creating bank holiday documents for specific user groups.

From the 'Create' menu, select 'Bank Holidays'. The 'Bank Holiday Dates'
form will be displayed. Select the user group(s) to which this set of bank
holiday dates will apply. Enter the year. An error occurs if a bank holiday
document already exists for the selected year for one of the chosen groups.
Use the date picker icon to enter the bank holiday dates for the selected year
or enter the dates directly. Save and close the document.

For your own convenience and for clarity, you may also change the name of
any bank holiday on all bank holiday dates forms
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Reporting Module

To access the reporting module click the target icon in the web interface (see
screen shot below).

@S 8@z g

Run Report

| Include Employee Code VH Simple VH My Report w || Current Year V” Show report as HTML V|

Show reior't as HTML

r Dental Appointment r Haoliday ™ sickness Notification

r Unpaid
™ Doctors Appointment I~ owvertime [ Training

Reports can be exported directly to Microsoft Excel or viewed in the web
browser.

First select the detail you want to see in the report, simple gives entitlement
and remaining balance — detailed gives additional details such as carried over
leave and approval status etc.

Next select the scope for the report, this can be for all users, an individual
user, all members of a group or all the users who’s requests you approve.

Next select the date range for the report — this can be for the current leave
year, next leave year or you can specify a date range such as all sickness in
August.

When you are ready click the Run Report action button.
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Shared Calendar

The shared calendar displays all approved leave records and is accessible in
both the Lotus Notes Client and the web interface.

The shared calendar can be filtered to display different groups depending on
access rights:

By default normal users can view all approved leave requests for
members of their own group.

Users who are approvers can view the Approvers shared calendar, this
lists all requests they approve.

Users who are classed as Administrators on their user record can view
all user groups and records.

Additionally any user can be given additional access rights to view any
group calendars of interest; this is achieved by editing their user record
as follows:

Select Show Me \ All Users

Put the user record in edit mode (double click anywhere on the record)
then select the second tab “Calendar Control” this is where specific
calendar access is set; you can either give the user access to specific
groups by checking those groups and then saving their record or give
the user access to ALL groups by setting the first option (view all groups)
to Yes.

See the screen shot below:

Save and Cloze E Add Deputy v B Change Username or Change Entitlements or Change Carny ¢

User Record Andrew Dea

User |Calendar00ntr0|| Approvers | CurrentYearSummaryl tonthly Tatals | M et YearSummaryl tanthly

Calendar Control

Wiew ALL groups on the shared calendar: @ veg v Calendar Control
Thiz wvill allovw the user to view ALL requests for all groups on the [T /
shared calendar
Check additional group calendar s this user can view: ™ Accounts
[T administrators
™ saLEs

™ Tch Pk
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Define working week pattern

You can specify the working week for users by opening their user record
— Show Me \ Users and double clicking on their record.
Next open the third tab “Working Week” — see below:

d Deputy ) all 3":’;" Yiew or Change Entitlements

User Record And

User | Calendar Contral | Working Week | Approvers | Currentear Summary | Mext Year Summany

Define users working week - specify the standard number

of hours worked on each day

Ise the working week walues set below - MOTE this will owerride the default settings “or this user

 Yes
& Mo
ol &y Tuesday Weadnesday Thursday Friday Saturday Sunday
72 72 72 72 72 0 0

To activate using a specific working week pattern for this user change
the radio button option to Yes and then enter the hours the user works
on each day of the week.

If this option is set to Yes Absence Manager will use this working week
pattern when calculating days used when requesting leave.

If the radio button is set to No the default options will be used, these can
be:

Include weekends in date calculations

Exclude weekends in date calculations

Prompt user whether to include weekends in date calculations
The above setting are dictated by the value in the global settings,
Administration \ Global settings (second tab)
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Modify dates for existing requests

To allow users to modify the start and end dates for requests they have
made you must turn this option on in the global settings — Administration
\ Global Settings Tab 3:

See the screen shot below:

Database Configuration m

Settings 1 | Settings 2 | Setting 3 I Settings 4 |

Integrate with personal calendars when requests do not require approval?

Users who define their ovwn approvers can select from sl Users (o Existing &Approvers

Alloey wser s Lo nodily reguesl dales aller subrnilliong reguesls & s O Nu\/<

Approvers can creste requests on behalf of @& allUsers © Just users they approve

With this option turned on users can modify existing requests provided
the request start date is still in the future.

This is a useful feature for leave requests such as sickness notifications
when the request dates may need to be extended.
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If you want to temporarily lock a particular month to prevent users from
requesting leave that falls in that month this can be achieved by an
Administrator accessing the global settings, Administration \ Global
settings and selecting the “Settings 4” tab — see screen shot below:

Database Configuration m

Settings 1 | Settings 2 | Setting 3 |

Lock January

Lock February

Laock harch

Lock &pril

Lock May

Lock June

Lock July

Lock August

Lock September

Lock October

Lock Movember

Lock December

If any of the months are set to Yes users are prevented from creating

requests for those months.

This can be useful if you need to temporarily freeze a month whilst

calculating salary.

MOTE: Locking months will present users from reguesting lesve during the specified monthis).

 ves & No

" ves ™ No

" ves ™ No

" ves ™ No

" ves ™ No

 ves % Mo

" ves ™ No

[ Ol

" ves ™ No

@ vez T No

" ves ™ No

" ves ™ No
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Record & Display in Days OR Hours

Absence Manager enables you to record and display different leave types in
either days or hours.

Each leave type recorded using Absence Manager has a corresponding leave
type record, on this record you simply specify which time duration to use to
record and display time for that particular Leave Type; for example you may
want to allocate training time off in Hours and Vacations in Days - Absence
Manager provides an extremely flexible solution supporting your changing
business needs over time — see screen shot below

Save and Close | | B Copy D MID to clipboard

Specify leave type name: J‘|'-.-'.E'|u:atiu:mJ

Fecord and dizplay in the follovwing time format: = Days  Hours

Who iz this leave type available to7: a Everyone [ Cnly Approvers

Fimae thic raniiast buna ranniva tha sar ta artar o rascan® [ ~ i Y
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Automated Accrual of leave time

Absence Manager allows for the Accrual of leave days / hours each month.
Each leave type recorded by Absence Manager has a corresponding leave

type record, on this record you specify whether the leave accrues time each
month, days OR hours will be accrued each month for the leave type if this

functionality is activated - see screen shot below:

P Show available lcon infarmation

Should this leave type be included in the Bradford Factor Calculstion® © ves % o

Should thiz leave type be dizplaved on the shared calendar?: * ves O No
Daoes this leave type accrue additional Days each month? o "r’es = Mo
Hawe many Days should be accrued each month? 1 _3|

Depending whether the leave type is set to record and display in Days or
Hours will determine whether days or hours are accrued each month, see the
following page for further information
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Include / Exclude weekends when requesting leave

Absence Manager allows for the following scenarios when determining
whether to included / exclude weekends when calculating time off.

1. Always include weekends when calculating time off.

2. Never include weekends when calculating time off

3. Prompt the user to specify whether to include weekends in date
calculations.

How Absence Manager handles weekend calculations is determined by the
administrator see the master settings screen shot below:

Database Configuration

Settings 1 I Setftings 2 I Sec:urity'

Uzers can define their owwn approvers & vez O Mo .
- :

_ _ s bl
Appoirtment cards required? & vez O Mo o
Action Logoing required? & on  Off
Include weekends when calculating time off? = es
All uzers are Motes users? % ves Mo
Leave year start date 1310 ﬂ
At vear end reset current vear and next years = Current ¥ear Enttlements ™ Next Year Ertittements

allovwwences to the current value far,

Carry over cut-off date T2 ﬂ
Hours in & sworking dey'? Ig—
Update Approver calendar? ez O Mo
Allowy uzers to cancel Approved requests & ez Mo

Zhowy End Date time optionz on leave requests o ves T pao
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If the master setting dictates that the user is prompted they will see the screen
below when requesting leave, see screen shot below:

Absence Manager - Select Dates

Include “Weekends in date calculations? * ez € Mo
Does this request span mare than 1 day? * Ye: € Mo 'Mr-..---........,_ 5, _+"
LA

otart Date: 19/ 042005 16 & FullDay

" Half Diay

" Quarter Day

" Select Hours
End Date: 21, 042005 i5 & Full Day

" Half Diay

" Quarter Day

" Select Hours

Murber of 0 ays;
Mext > || Cancel
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Change users Holiday / Leave entitlements

Absence Manager allows you to specify a default leave allowance for each
type of leave, this is specified on the Leave Type record(s) which can be
edited by an Administrator selecting Show Me \ Leave Types and opening the
leave record to be modified.

Leave entitlements can also be easily changed for an individual person; this is
accomplished by opening the user record Show Me \ Users and double
clicking on the persons record to open their user document.

With the user record open to change Holiday / Leave entitlements click the
Action button labelled View or Change Entitlements (see screen shot below).

LA
& Change Username

[
For Current Year

Close | | [ Add Deputy

For Next Year

User Record Andrew Dean

I Leave Types | Calendar Control | Working Week I Approvers I CurrentYearSummaryl NextYearSummaryl

User Information

User Name: Andrew Dean/SLR

User Group:: Sales and Marketing

You will then be presented with a window similar to the screen shot below:

User Allowance Current Year

Select a leave type to change allowance, f you do not want to X
change an allowance click CANCEL = MOTE ™ - outstanding

also includes any leave camied over from the previous year.

Cwertime Alowance = 15 Outstanding = 15
Training Allowance = 23 Outstanding = 26
Unpaid Allowance = 30 Outstanding = 30

Vacation Mlowance = 35 Outstanding = 40

A

Select the Leave type you want to change (in this case Vacation) and click the
OK button.

You will then be able to enter the new entitlement for this leave type in the
following input screen.

Enter the new entitlement and click OK — the user’s entitlement is now
updated and you can close their user record.
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Change a user’s name

If you need to change a user’s name, if for instance they are married and
have a different surname carry out the steps below:

Open the person’s user record, Show Me \ Users and double click on their
record in the view to open; next click the change user name action button and
enter their new user name (save and close the record).

You must then update their existing leave requests to associate them with
their new user name, to accomplish this:

Select Show Me \ All Requests

Select all requests that are in the old name for the user who’s name you are
changing.

Click the action button labelled “Change owner for selected records” and you
will then be prompted to select the new user name to change the records
ownership to.
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Restricting the Leave Types available to users

Absence Manager allows you to restrict the Leave Types available to users in
two ways.

Leave types can be restricted based on length of service or you can restrict
leave types for particular users directly on their user record.

Restricting a leave type based on length of employee service.

This functionality is useful in situations where certain leave types for example
additional holidays are available to employees who have been with the
company for 2 years is to be automatically handled.

You must ensure that the hire date for all employees is defined on their user
record (as this is used for calculating years of service) — see the screen shot
below:

3 = T - o i i . 5 i i :
Save and Close 2 Change Username sp) Wiew or Change Entitlements eve 0or Change Carry Over Figures

&citional Rights: ™ Manage all users
[ lanage users whos requests this person appn

™ wiew reports for ALL Users

User can book holidays by the hour?: & ves O No

User can specify hours which make up a wworking day?  ves & o
Mote - only set this to yes for uzers wwho do NOT work the standard

7.2 hour day and who are authorized to specify the number of
hours in & working day themselves.

Leawe Year Start date for this user: ﬂ

Mote - For thiz to override the default =etting the Use individual leave
year start dates for users option must be enabled in the glakbal
sefting=

Wieh date formst: & DDMMAY Y O MDD Y

Mote - thiz overrides the global zettings web date format for this
user

- <7 December 2006 o>
Carried over leave to be taken by: Mo Tuwe Th Fr Sa Su

27 28 23 3 1 2 3

Uzers Mail type: ;4 5 B ¥ 8 9 10
_ 11 12 13[14]15 16 17
Ertorea 1819 20 21 22 23 24

25 26 27 23 29 30 3
Hire Date: X | Thu 140212008 8|
Crvmanan ok r

To restrict a certain leave type based on length of employee service you
simply edit the leave type record and specify the criteria on the leave type
record.

To access the leave type records an administrator selects Show Me \ Leave
Types and double clicks on the leave type record to be edited.
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You then specify that the leave type is restricted based on length of service
and specify the range of year’s service required for the leave type to be
available to users at run time, see the screen shot below:

1 — To restrict the leave type set this to yes

2 — Specify the years of service range here (Note this can be a decimal value
such as .5 for 6 months).

In the example below if a user had anywhere between 6 months and 5 years
service they would be able to select this leave type when creating a request.

* Save and Close | |l Co py DOCLUMID to clipboard I._H] Attach File(s)

Should this leave type be included in the Bradford Factor Calculstion?. € ves % po

Should this leave type be dizplayed onthe shared calendar’y: & ves O Mo

Does this leave type accrue additional Days each month?  ves F Mo

Leave Type iz available depending on employee years of service 1@ "r’es & Mo

Leave Type available to employees with the following number of years |_5 ‘ |5 |
service based on Hire Date = Between and VERars
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Restricting leave types available to a user on their user record

As an Absence Manager administrator you can restrict the leave types
available to a particular user by editing their user record.

To access the user record select Show Me \ Users and then double click the
user of interest.

You then double click inside the user record to put the record in edit mode
and select the Second Tab (Leave Types).

See the screen shot below:

By default 1 is set to Yes (all leave types available) If 1 is set to No you then
specify 2 below the leave types that will be available to the user at run time
when they request time off.

User Record Andrew De;

User' Leave Types I Calendar Caontrol | Working Week | Approvers | CurrentYearSummaryl Mesd Year S

Leave types available to this user?

Lre ALL leave types availsble to this user?:  ves
Mote: even if this iz 26t to Yes the uzer will only have leave types g ND
that require a certain length of service available at run time if they

hawve the necessary years of service az defined kby the Hire Date

field (zee the user tab).

Select Available Leave Types: W Dental Appointment
Mote: the selected leave types OMLY apply if the field above is set W Doctors Appointment
to Mo [T Overtime
5 ¥ Sickness Natification

r Training

¥ Travel

rd Unpaic

¥ “acation




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /KOR <FEFFd5a5c0c1b41c0020c778c1c40020d488c9c8c7440020c5bbae300020c704d5740020ace0d574c0c1b3c4c7580020c774bbf8c9c0b97c0020c0acc6a9d558c5ec00200050004400460020bb38c11cb97c0020b9ccb4e4b824ba740020c7740020c124c815c7440020c0acc6a9d558c2edc2dcc624002e0020c7740020c124c815c7440020c0acc6a9d558c5ec0020b9ccb4e000200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /CHS <FEFF4f7f75288fd94e9b8bbe7f6e521b5efa76840020005000440046002065876863ff0c5c065305542b66f49ad8768456fe50cf52068fa87387ff0c4ee563d09ad8625353708d2891cf30028be5002000500044004600206587686353ef4ee54f7f752800200020004100630072006f00620061007400204e0e002000520065006100640065007200200035002e00300020548c66f49ad87248672c62535f003002>
    /CHT <FEFF4f7f752890194e9b8a2d5b9a5efa7acb76840020005000440046002065874ef65305542b8f039ad876845f7150cf89e367905ea6ff0c4fbf65bc63d066075217537054c18cea3002005000440046002065874ef653ef4ee54f7f75280020004100630072006f0062006100740020548c002000520065006100640065007200200035002e0030002053ca66f465b07248672c4f86958b555f3002>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


