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Module:

m/01/501
Preparing your timeware® system: Company

m/01/501

The following module should be completed for every timeware® installation.
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1. To prepare timeware® Company settings, select the Tables menu then Company.

EI_-_lle View | Tables | Sort and Filtter Wizards Advanced Hardware Help

el Ll | Company >| Customers...
Personnel 3 Zones... _l_l J
Job Costing 3 LCost centres...
ted below;
Access Control  » Daily Schedules... ERREE
7 Period Schedules...
Agenda Summary
ﬁ 5 Grouping 3
B ‘.i Absence p Mect any bookings from
@ LA L3 | L=l = L8 k40| L C= Al L8 L] | L= pdating due ta informa

% Absence Management

1] Dutstanding abzences with incomplete booking

[11 Dutstanding absences awaiting a decizion

y [3] Outstanding absences that require finalization

@ Attendance Adjustments

Reports

t2-0732 Training guide: timeware® overview and key functions
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2. Select the Customers option from the menu. This is used to create customer references
for the timeware® job costing options (timeware® 2012 onwards).

Contact [1]):

>
c
1
Q.
E
o
()
g
h <
~N 0 Customers ﬁ
o®
M ame:
g ‘Q_J arne |
E g Sheet 1: |
2 ()] Street 2: |
=) -E Town: |
-8 wd Cowinty: |
E 5 Post code: I Q
g. Country:
bo Telephone:
.E Faw:
“E Email: Q
Qo Website: 9
S

Fa:

Email:

Contact [2]):

Telephare:

Fa:

|
|
|
|
|
|
Telephare: |
|
|
|
|
|
|

Email:

ddd | Ed Delete Find.. Eefiesh | Freview.. Close |
M| 4 |Recard0oi0 L

Clicking on the ‘world' symboal, 9 allows the user to access the default email
service or the Google Maps feature on the web.

Additional customers may be added by the user.

t2-0732 Training guide: timeware® overview and key functions
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3. Use the Zone option to create descriptions of zones within your location. For example
you may wish to create zones called Accounts, Marketing and Reception. Zones are used

. . g
primarily for roll-call purposes. Q
~
3 . =
Zones ﬁ 8
Deseription: ) E
EECTIpLon: n ij
=
add | Edt Delete Find... Eefesh | Preview.. Close | 2
4 | 4 |Record 1of 2 » | M | =

b 4

There are two pre-defined Zones:

Preparing your timeware® system: Company

d. Inside the building
e. Outside the building

Additional zones may be added by the user.

Remember that the roll-call feature relies on zones therefore it is not recommended that the
user deletes all of the zones.
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4. Use the Grouping option to create descriptions of sub-groups within your previously
defined grouping descriptions, (see advanced options, module m/01/0035). Groups are

>
c
1]
Q.
o
(&)
- . .
Q © used for sorting and reporting.
>
N0
F @ 5
e Q i File View | Tables | Sortand Filter Wizards Advanced Hardware Help
b T
E g Quick Links | Company >| Custormers..,
% OEJ Personnel 3 Zones... _I_' _I_l_‘
h =] = Job Costing 3 Cost centres...
o ted belaw:;
E ‘5 | Access Control — » Daily Schedules... S ES,
g. B i B Period Schedules...
genda Summary
Eo v S| Grouping >|| Department
E £ Absence 3 Sub Dept L
% LA L0 L' | g T e T TE T Locatlﬂn |
—
o e % Abzence Management Catagory
£po |
[11 Outstanding abzences with it Grouping 05

[11 Dutstanding sbsences awaiting

== - . Grouping 06
y/ [2] Dutztanding sbrences that re

Grouping 07
%% Attendance Adjustments s
Exports f[32] Outstanding mizsed booking .
) ] Grouping 09
fl'l 05] Outstanding unauthonzed 3| Jor|
f 2] Qutztanding mizgzed bookings Grouping 10

[ Location ﬁ-‘
Code: IE

Drezcription: |N|:|rth Building

ddd | Edt |  Delete Find... Eefiesh | Freview. Close |
M| 4 |Record2af 2 » ||

There are no pre-defined Groupings:

Additional sub-groups may be added by the user.

t2-0732 Training guide: timeware® overview and key functions
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Next create User profiles. User profiles are required for each person allowed to use the
timeware® software. This process requires Agendas and Permissions to be set correctly
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to determine the information that each User may view or be able to access. Q T
Sa

Select Advanced then click Users... o®
S92

E

i File View JTables SortandFilter Wizards L_ﬂduan;ﬂ | Hardware Help & a;.l
Huick Links A Users... SE
ALl Audit Trail... '843

Event Handler Configuration... E o |

— Please select frof } (o)
) A0 Recalculate Wizard... >

» Online Inf| : :

Agenda Summary £ Script Editor... EO

@ System H Import 3 g

y [\ timeware Py 5 ((+]
é_“_‘\ @ timevare = bt 8‘

Backup Database -

Reports % fibscnce Options o

[E1111 O utstdrremrrrmem T ooy

Select Advanced then click Users...

Users

[=]- Dptions

Lo Agenda
L. Permissions
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To create a new agenda, select Options, Agenda. <Right-click> on the description grid
and select New...

Users Llﬂlﬂ

- Options
Ugers
- Bgenda

. Permissians Standard Clignt

m/01/501

[© new..

Amend...
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Delete
View details...
Copy details

| Print preview...

iEN N

Print

Move through the various headings on the left to determine whether they should be
included in the User's agenda.

Agenda - (New) M

Description: |

El- System Health e System Health [Event Handler

nit Handler Add Ewent Handler If using this feature, enter number of rolling days to keep
E1- Payroll issues lo agenda? before issues are removed fram the Agenda;

¢ L Feminder

- Personnel |5 (daps)

‘... Birthdays

Probation Period
Fetirement.

‘rears Service
Training & Cualification

m

Job Specification

t Wehicle Endorsements
‘... Medical Review

[o]- Absences

i L. General

= Attendance

i... Giemeral

.. Civertime Authoris atio
. working Time Indicats _

. dnh Coctinn
] 1 ] »

LCancel Ok
_ Concel |

Finally, click <Ok> to save the new Agenda and return to the User screen.

t2-0732 Training guide: timeware® overview and key functions
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Next, create a Permissions profile for the User.

Users l_lﬂlﬂ

[=- Options

- Users
L. Agenda i &

i Permissions Ben Chowdhary
Calin &lbone

D ave Primett

Administiator

m/01/501

D avid lrwin
Laraine Leuty
Mark S almon
Paul kel

Fhilip T aylor
Foy Anderson
Standard Client

Steve Boxall

Module

Zoran Kiounovic
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Select the Employee range that this user will be able to see.

Permissions - (New) ﬁ

D escription: I

- Options

'mployees Rangs

Overview
pplization Security

eport Security This option sets the employes range that wil be used throughout your time and attendance applications

ypoart Security and reports.

lider Script Security Settings
Flange 01: I Ewerpone LI
Range 02 I LI
Fange 03: I LI
Fange 04: I ;l
Fiange 05: I LI

t2-0732 Training guide: timeware® overview and key functions
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Next, Select Report Security and select which reports the User can run.

Permissions - {New)

(X

[Drezcription: |

= Options

- Employes Range

- Aypplication Security
- Report Security

. Expart Security

i... Blider Script Security

LCancel I

DOverview

Thiz option allows vou to select what reports are available ta the user.

Settings

— []C1 &bsence

[ | vearly Absence Planner

[ | Monthly Absence Chart

a D Declined Absence Detais
(| Bradford Factor

O D Actual Absence Time T aken
O D Abzence Weekday Analpsis
O G Abzence Monthly Analysiz
[ | Absence Listing

[ | Absence Listing with Notes

O D Abzence Listing with Motes [Includes Mo Information)
O D Absence Listing [Includes Mo Information)

Finally, select Application security and specify which options the user may access and
whether they have read/write or view only capabilities.

Permissions - (New)

]

Diescription: |

[=]- Options

.. Employee Range
Application Security
Fiepart Security
Export Security

... Slider Sicript Security

Lancel I

Application 5ecurit

Dverview

This option allows vou ta select what options are avalable to the user.

Seutings

= pllow readdwrite access to all applications and sub options.

or

[
&]E] System Wide Readwite - [‘

B timeware® Readwite -

: File: Readwite -
> Calculation Readwite -

| Persornel Readwite -

: @ Delete button? Fieadwfite -

General Readwite -

{77 Personal Information Partl Readwite -
{77 Wehicle ReadAwiits - E!

Ok

Finally, click <Ok> to save the new Permission and return to the User screen.
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Now we create a new user and assign them the correct agenda and permissions profile.

Select Users, <Right-click> on the grid and select New...

Users uﬂlﬂ

m/01/501

(- Options
- Users
- Agenda
Permissians
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View details...

Copy details

Log off (selected user)

Advanced

Print preview..

Print

Next enter the Essential information including User Name and password (the details
that are used when logging in). Now allocate a Permission policy, an Agenda and a brief
description.

Users - (Mew) - - ﬂ
=1 Options & i 0 e B S |
i Eszential r
H . Overview
i whais This? A . ) .
... Email Setup Thig option zets parameters that control infarmation that will be displayed throughout wour time and
attendance applications and reparts.
Settings
A User name: |

Passwod:
Puwad confirmation:

Permizsions: I j
Agenda: I j
Description: |

Ok

t2-0732 Training guide: timeware® overview and key functions
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Next click 'Who is This?" and select the user from the personnel list.

5 This process links the user to an person and is essential when creating PIP supervisors.
LN
~
«— T <
(@] Users - (New) %
~ _ N
= (- Options
i Dverview
(] Azzigning an employee to this user will give the emplopee supervizor options when accessing the Personal
— Information Portal [PIP). Itz alzo uzed in other features such as sending emails to an alternative address if
o | the user iz on Holiday.
-8 Select employee
E Employee |D:
First name: - ~
Last name: Find: Select Employee uﬂl&]
Search for: | 4|
Search through: | Emplopee D LI
Search type: I Containzs LI

N

m

Preparing your timeware® system: Company

8 FY/00003 Loraine LEUTY LEUTY, Loraine Employe: 1

9 Fy/00012 Fioy Anderson Anderson, Foy Employee

10 PY/00016 Steve Boxall Boxal, Steve Employee

13 PY/00026 Chiristine Watzon ‘wiatson, Christin Emplopee

19 Py /00061 Mathan Jones Albone, Colin Employee

21 PY/00078 Ben Chowedhary Chowdhary, Ben Employee

22 PY/00079 Zoran Krounovic Krocunovic, Zoran Employee

&l 26 PY/00031 David Irwin Inwiny, David Employee

I 27 Py/00032 George Moon Moon, George Emplopee
28 PYUNNNA2 larnas [ Lok lamas Eranlonae |

(L | vl

This process links the user to an person and is
essential when creating PIP supervisors.
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Select Option, Email Setup and enter an Email address (and alternative Email) for the
User.

| Users - (New) ﬁ

-

£ Options Eiiiail} 5 b s e L e S e e R R |

i Essential
Who iz This?

DOuerview

—
o
Ln
~
—
(=)
~

E

>
c
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o
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@
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n
>
n
@
)
t =
©
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]
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=
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=)
o
>
b0
=
"=
©
a
@
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Email setup allows an email address and an alternative address to be entered. The alternative address will be

f... Email Setup x = 2 i . 5 -a
uzed if you have a full day holiday or abzence booked. If pou wish to have an email going to multiple Q
addrezzes, then uge a comma to separate the addresses. 3
Settings -]
i
Email | §

Alkernative email I

Cancel Ok
_ Larcel |

This process creates the addresses that are used by the system Email script.

Finally, select <Ok> to create the new User.

The new User will now be able to log into timeware®,

IJzer name: I

Ixxxxxxxx

Pazzward:

Cancel |

t2-0732 Training guide: timeware® overview and key functions
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Module:

Personnel

m/02/501
Preparing your timeware® system: Personnel

m/02/501

The following module should be completed for every timeware® installation.

=
a
=)
wn
>
()]
@
U
p .
S
%cu
S .E
o-l-‘
p -
=5
o
>
)
c
=
S
a
)
} ..
o

1. To prepare timeware® personnel, select the Tables menu then Personnel.

! File View | Tables | Sortand Filter Wizards Advanced Hardware

Help

Huick Links Company »

| Personnel 3 Terminal Policy..

//

Job Costing 3 Bemuneration Policy...
Access Control  » Email Policy...

: Personal Information Portal...
Agenda Summary

Person Status...

Job... a

I

Titles...

Relationships...

[ &
W s
i
Reports % A
(& Marital Status... &
Iﬂ; Ethnic Crigin...
- e i
Beligion...
[
Exports v A Mationality...
jﬁ Vehicle Ownership... a
bl
f Training/Qualifications... o
Vy Education... Fil
) / Disciplinary... -
Attendance Display Panel f
Interview... [
a — » B Medical Review...
1,5‘\'“-::‘5::/ » R Appraisal...
Accident...
Personnel % "

User Definable Fields...

t2-0732 Training guide: timeware® overview and key functions
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Personnel

2. The Terminal Policy determines the features that are available to a person at the
terminal. For example, on an attendance terminal, should a person type their badge
number into the terminal or should they use their fingerprint or card?

Terminal Policy M

D escription: |Attendance % Joboosting

m/02/501

Terminal Azsignment ¥
= Attendance

(& Include all terminals?

r_|C) Select specific terminals?

=
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- Narth Entrance
[=-Jab Casting

{8} Include all terminals?
h---O Select specific terminals?

i “[Z] Teminal 01 Job Costing
= &ccess Control

8 Include all terrminals?
r_|(:) Select specific terminals?

= E} Access Contral Terrinal - Frant Door
Lhocess patterm: [Mone] B

[=|--Agzembly Point

>© Include all terrminals?

Verification ¥
E---Attendance

[ Administrator?

{3 Mo zard or keppad request

- {#) Enable card request

+{_) Enable keypad request

=} D Enable biometric request

----- [ Permit baoking even if biametric werification fails (Card + Biometric' anly)

[=--Jab Casting

~{_} Mo card or keypad request

- {#) Enable card request

"3 Enable kewoad reauest E‘

LCancel

i | 4 [Editing record o]

The terminals covered are Attendance, Job Costing, Access Control and Assembly Points.

t2-0732 Training guide: timeware® overview and key functions
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Personnel

Terminal Policy ﬁ

[rescription: IAttendance % Jobcosting

Terminal Assignment ¥ S
= Attendarice

- (8} Include all terminals?
{2} Select specific terminals?

g Morth Entrance
[=|-Job Costing

(8 Include all terminals?
03 Select specific terminals?

m/02/501

A4
=)

----- Terminal 01 Job Costing
[=}- &ccess Control

(@ Include all terminals?
';O Select zpecific terminals?

"B
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Aceess Control Terminal - Front Doar
Lfooess pattern: [Mone] =
(=] &zzembly Point
(8 Include all terminals?

Yerification b
=-Attendance

[ Administrator?

(3 Mo card or keypad request

(8% Enable card request

-(C) Enable keypad request

=[] Enable biometric request

D Perriit booking even if biometric verification failz ['Card + Biornetric' anly]
[=|--Job Costing

- Mo card or keypad request

(8% Enable card request

¥ Enable kevoad request E
LCancel
4 | 4 [Edting record v

There are four pre-defined terminal policies:

a. Biometric (disallow failures)
b. Biometric (allow failures)
c. Card/fob

d. Keypad

Additional policies may be added by the user.

t2-0732 Training guide: timeware® overview and key functions
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= Attendance

{83 Inchude all berminals?
O Select specific terminalz?

i

=]
----- - [F] Morth Entrarce

[=|--Job Costing

{83 Inchude all berminals?

x O Select specific terminals?

]
=
c
o
n
e
[
e Special notes for access terminals
=
= When configuring each of the access terminal, the user can determine which of the pre-
n a defined access pattern may be used.
n
(] : . :
¢ It is recommended that the access patterns are created before completing the terminal
Er policies.
- 2
29 .
_g E Terminal Policy =
o+ - :
E ;:_, Description: IAttendance'\Jobcostmg
g_ Terminal Assignment ¥
b0
c
"=
g
a
(7]
} =
o

= “-[#] Terminal 1 Jaoh Costing
= Access Control

(% Inchude all berminals?

& <23 Select specific terminalz?

EI access Control Terminal - Front Door
: IAccess pattern 01 .I—

=- Assembly Praitt 7 = EE 5y
() Inchude all terminal aeacce=s Batler 1
Vericoion (T o]

[=-Attendance Search through: I access_pattern_id ;I

E ﬁdnr:;:sdtroa:il;pad Search type: IContains ;I
(% Enable card reque
{7 Enable keypad req Dirag a column header here to group by that colurmn, |
B D Enable biometric re
""" [ Permit bocking 8 4 ccess pattern 01
[=--Jab Costing

<23 Mo card ar keypad
(% Enahle card reque
(") Enable kevnad rea

Access pattern 02

i1

Access pattern 03

Access pattern 04
Access pattern 05
Update I Cancel Access patten 06

4 | 4 [Editing record fccess pattem 07

- Access pattern 03

Access pattern 09

Access pattern 10 1
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Personnel

3. The Email Policy determines whether an email should be sent to the person when:

—
a. Anabsence request is finalised by a Manager g
b. A manually entered booking (through the PIP) is finalised by a Manager. g

=

Email Policy S5 g
Desciiption: | '8
Abszences ¥ E

L[ Send email when finalization is changed?
Attendance Bookings
- Send email when finslisation is changed?

L

E
@
whd
n
>
n
@
)
t =
©
S
]
E
wfd
L S
=)
o
>
b0
=
"=
©
a
@
} =
a

Add | Edi Delete Find... Fefiesh |  Preview.. Close |

M | 4 [Record 0af D ¥ m

There are two pre-defined Email policies:
a. Receive finalisation Email
b. Do not receive finalisation Email

Additional policies may be added by the user.

Remember for the Email features to work, the timeware administrator must
have configured the Email setup in Advanced Options, (module m-01-035).

t2-0732 Training guide: timeware® overview and key functions
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Personnel

4. The Personal Information Panel (PIP) profile determines what features a person can
access when using the PIP.

Personal Information Portal l&]

Description: |2

m/02/501

(=} Mo restrictions
{_3 Restrict access to 'Personal Information Partal' [PIP)

Attendance Bookings ¥
=[] Attendance bookings. ..
Allowe real tirme booking?
Allow missed booking?
Allow pair of mizzed bookings?
Allow lunch bookings?
G- Display rates
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H...

Abzences ¥
=[] Absences. ._

Submit absence?

Current absence vear [report]

Add | Edi Delete Find... Fehesh | Freview.. Close |

M| 4 [Record2of 2 » |

There are three pre-defined PIP profiles:
a. Attendance only
b. Absence only
C. Attendance & Absence

Additional profiles may be added by the user.

t2-0732 Training guide: timeware® overview and key functions
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Personnel

5. The Person Status may be used to categorise employees. Itis mainly used to highlight
leavers, to exclude people from the agenda, to exclude people from the terminal and
calculation.

Person Status ﬁ
Description: I

A back colour can be aszigned to a statuz, which is used
to highlight an employes when using the find feature.

m/02/501

[Drefault) -
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Status Options

[~ “woarking notice

[T Exclude from working time regulations, pavroll expart, attendance display panel and planner
[T Exclude from agenda

[T Exclude from terminaliz] and calculation

add | Edt | Delete Find... Refresh Preview. . Close |
i | 4 |Record3of3 b

There are six pre-defined Employee Status:

a. Full-time employee

b. Part-time employee
€. Working notice

d. Exclude from reports, payroll export, realtime locator and planner
e. Exclude from agenda

f. Exclude from terminal and calculation

Additional profiles may be added by the user.
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6. The Job Code & Description are used in the Personnel, Job Specification screen.

—
o

1 Job 2
(o]

Q Code:  [MANAGER

E Drezcription: |I:Iffi|:e rnanager

B

B add | Edt |  Delete Find... Eefiesh | Freview.. Close |
§ M | 4 [Recordi o2 b |

There are two pre-defined job descriptions:

a. Manager

Preparing your timeware® system: Personnel

b. Administrator

Additional job descriptions may be added by the user.
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7. Titles are used in the Personnel, personal screen

—
]

Titles ﬁ R
o

D'ezcription: |Dr S~
E

: . : )

Add | Edit Delete Find... Befresh Preview... Cloze | S

M| 4 [Frecod Tof 5 » | °
=

There are seven pre-defined titles:
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a. Mr.
b. Mrs.
C. Ms.
d. Master.
e. Dr.
Sir

_-h

g. Prof.
Additional titles may be added by the user.
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8. Relationships are used in the Personnel, Contact Details screen.

—
o : )
e Relationships . 2

N

e Description: |h-1|:|ther

E

a9 Add | Edt Delete Fird... Eefiesh | Freview.. Close |
>

° L M | 4 [Record 4of >|>||J
=

There are six pre-defined relationships:
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a. Husband
b. wife

C. Son

d. Daughter
e. Aunt

f. Uncle

Additional relationships may be added by the user.
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9. Marital Status is used in the Personnel, Personal screen.

-
=)

Marital Status ﬂ £
N

D ezcription: |Divu:uru:eu:| 8
=

sdd | Ed Delete Find. | Refresh | Preview.. Close | @

=

M | 4 [Record of 5 b m| S
=

There are four pre-defined Marital Status:

Preparing your timeware® system: Personnel

a. Married
b. Single

€. Divorced
d. Separated

Additional marital status may be added by the user.
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10. Ethnic Origin is used in the Personnel, Personal screen.

Ethnic Origin &
Dezcriphion: |White Britizh

add | Edt |  Delete Fid. | Fefresh | Preview. | Close |

i | 4 |Record6of6 » |
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There are a number of pre-defined ethnic origins:

Additional ethnic origins may be added by the user.

Preparing your timeware® system: Personnel
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11. Religion is used in the Personnel, Personal screen.
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L.

Religion EE_'
Dezcription: |Eathu:u|iu:
Add | Ede Delete Find.. Refiesh | Freview.. Close |
M| 4 [Recod2af 3 » |

There are a number of pre-defined religions:

Additional religions may be added by the user.
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: Personnel
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12. Nationality is used in the Personnel, Personal screen.

e

—
Q .

e Mationality |.__ %
(o]

8 Descrption: I.-’-‘-.friu:an

E

a9 add | Edt Delete Find... Fefiesh | Preview.. Close |
S

° M | 4 |RecordTof7 b |
=

There are a number of pre-defined nationalities.

Additional nationalities may be added by the user.

a
cC
C
o
n
P
]
o
E
(]
]
n
>
()]
@
)]
—
o
S
a
E
]
| .
=2
(=}
>
oo
c
=
1]
Q.
(J]
A
o

t2-0732 Training guide: timeware® overview and key functions

w
N



13. Vehicle Ownership is used in Personnel, vehicle, general.
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LS

=
Vehicle Cwnership 2
Drescription: IEDmpan_l,l vehicle
add | Edt |  Delete Fid. | Refresh Preview.. |  Close |
M | 4 [FecordTofB b m|

There are three pre-defined vehicle ownerships:
a. Contract hire
b. Leased
C. Purchased

Additional vehicle ownerships may be added by the user.
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Preparing your timeware® system: Personnel
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14. Training/Qualifications are used in the Personnel, Miscellaneous, Training/Qualifications

screen.
—
o
m i '
§ Training/Qualifications ® |
E Code: [FIRSTAID
ij Dezcription: |F|r$t.-’-'-.||:|
=
= add | Edt |  Delete Fird... Eefiesh | Freview.. Close |
= L] | L | IHE:::::ru:I'I of 1 ’ |H |

There are a number of pre-defined training/qualifications.

Preparing your timeware® system: Personnel

Additional training/qualifications may be added by the user.
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15. Education codes are used in the Personnel, Miscellaneous, Education screen.

Education £
Code: LIMI
Dezcription: |Universit_u
add | Edt | Delete Find... Fefiesh | Freview.. Close |
|4 I 4 IHECDrdSD[S b | L4 |

There are a number of pre-defined education codes.

Additional education codes may be added by the user.
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16. Disciplinary codes are used in the Personnel, Miscellaneous, Disciplinary screen.

Disciplinary it |

Code: IETIME

Description: IEad time keeping

ddd | Edt | Delete Fird... Eefiesh | Freview.. Close |

M | 4 |Recod 1o 4 » ||

There are a number of pre-defined disciplinary codes.

Additional disciplinary codes may be added by the user.
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Personnel

17.Interview codes are used in the Personnel, Miscellaneous, Interview screen.

o

Interview |_EE Ln
N

Code: IIM.-“-".N (@]
~

Dezcrption: IIntewiew far manager E
=

sdd | Edt | Delete Find... Eefiesh | Preview.. Close | =

=)

M | 4 [Record 1o 1 » || o
LS 4 E

There are a number of pre-defined interview codes.

Additional interview codes may be added by the user.
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18. Medical Review codes are used in the Personnel, Miscellaneous, Medical Review screen.

- s =
- Medical Review 2

~

P Code: [TETANUS

E Dezcription: |Tetanus

7] : . .

= Add | Edit | Delete Find... Refresh Presiew. .. Cloze |

° | « [Record T ari 3l
E L "

There are a number of pre-defined medical review codes.

Additional medical review codes may be added by the user.

Preparing your timeware® system: Personnel
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Personnel

19. Appraisal codes are used in the Personnel, Miscellaneous, Appraisal screen.

e TS a
Appraisal | & 8

~

Code: |2n13 S
Dezcription |2I:I13.-’-'-.nnual.-’-'-.ppraisal E
add | Edt | Delete Find... Eefiesh | Freview.. Close | %

| 4 [Recod 1of 3 b || g

% r, E

There are a number of pre-defined appraisal codes.
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Additional appraisal codes may be added by the user.
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Preparing your timeware® system: Personnel
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20. Accident codes are used in the Personnel, Miscellaneous, Accident screen.

Accident EE _|
Code: [sERIDUS
Drezcription: |Seriu:uus accident
sdd | Edt | Delete Find... Fefiesh | Freview. Close |
M | 4 [Recod 2o 2 »» |

There are a number of pre-defined accident codes.

Additional accident codes may be added by the user.
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Personnel

21.User Defined Fields are used in the Personnel, General, User Defined screen. UDFs
are used to define fields for data that are not covered elsewhere by the system. For
example, if a company requires to log each person'’s locker key number, a UDF can be
created to store this information.

m/02/501

Personnel = é

Emplayee 1D: 89 First name: ILaurEn Last name: IHunl U
[l General General [User Defined Fields]

i... Essential

.. Persanal Eye Colour Blue
Contact Details

G Height it &

.. Groupings

i...Job Specification Wwieight

L. Brank Details
... Penzian Details
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.. Mlotepad

El- Personal Information Portal
L. Account

i Vehicle

i Health

i Appraisal

i Working Time Regulations

El-Miscellaneous

... Training & Qualifications

b
B
E
B

Education
‘... Disciplinary
Lo Interview

f L. Aceidents

Add | Edit Delete I Find. FRefresh Preview. Copy. Close I
1 | 4 [Record 28 of 48 » ]

Multiple UDFs may be created by the user.
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Module:

m/03/501
Preparing your timeware® system: Absence Management

The following module should be completed for every timeware® installation.

1. To prepare timeware® Absence reasons, select the Tables menu then Company,
Absences and Absence reason...

i File View Iabk5| Sortand Filter Wizards Advanced Hardware Help

Quick Links ‘ Company 4 Customers...

Personnel » Zones...

Job Costing 3 Cost centres...
ted below:
Access Control  » Daily Schedules... S
aF

Period Schedules...
Agenda Summary

v ] Grouping »
= L'| Absence 3 Absence Reason... B
\ S Absence Entitlement Policy... M
Reports % Absence Management Absence Block Booking...

1] Outstanding absences with incomplete hooking

The following screen allows the user to create different absence reasons and allocate
each one to an absence category.

Absence Reason &J
EE T 1 DAY HOLIDAY]
= Option 5 S s s S Sl S S B e e
General
.. Entitlement Management #bgence back colour. Thiz colour will be used T
to identify the absence easily within certain 4| [click icon ta select calour)
- Fiate 14 t
N;sepa:nagsmsn sereens and reports. @
Absence pay type: Paid -
Day walue: 1.00
Include rest days? @ Mo 7 ‘ez
Allow uze at Emploves Self Service' terminal? @ Mo 7 ‘ez
llove use at the Person Information Portal'? o Mo O Yes
Default maximum absence duration when l_
baooking a new absence [optional]. :
Add I Edit Delete Find... I Befresh Preview... Copy... Cloze I
M | 4 |Record 1 of 21 v o

m/03/501
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Each absence reason must be given a description and may be allocated a colour. (This
colour will appear on the absence statistics and absence and holiday planner screens).

o
~ Absence Reason )
m pETLR T DAY HOLIDAY]
~ E]- Option T N e e O Ul
- General
E Entitement Management  Absence back colou. This colour wil be used =

to identify the absence easily within certain click icon to sslect colour]

. Fiate Management
soreens and ieports.

. Motepad Automatic
w Absence pay type:
— - Oo00oOomEOE
5 ap value OEOEDOEN
o Include rest days? ® OEECEEEN
o Allow uze at ‘Emplopes Self Service' terminal? & EEEDEEEN
¥ i 17 @
Allow use at the Persan Information Portal'? g EEEEEEER
E Diefault maximurn sbsence duration when

booking a new absence [optional More Colors...

Update LCancel

14 | 4 [Fditing record y |l |
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Next, select if the absence reason is paid or unpaid.

Abzence pay bype: IF'aiu:I ;I

D ay value: EH

Now, select which category the absence reason should fall under.

Absence Reason ﬂ

Description: |1 DAY HOLIDAY

= Option
.. General

L. Entitlement Management
i... Riate Management

L. Notepad

Absence enfilement category |Holiday ~l

If a perzon works oh a day that thiz absence
has been booked, should the absence be

ignored when calculating the entitiement? ;Laslg::cge Categom 04
Absence Category 05
Absence Categors 05 -
Absence Category 07

Sickness ‘—‘

Public Holiday 52

Update LCancel

T | 4 [Editing record » | M |
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Finally, define the absence rate management.

Q
Absence Reason l&] LN
. N
Descriptinr: [1 D& HOLIDAY m
- Option ~
. General § . L
. Entiflement Management Fill out every occurance of unallocated time within the day? & No  Yes E
If & perzon works on a day that this abzence has been & Mo © ‘Yes
booked, should the absence be ignored when calculating ==
the day? a
Ignare any absence time that has been booked againstthe & Mo  Yes s |
day and replace it with the absence target time? o
Force rate 1 to make up to absence target time? & Mo © ‘Yes o
Remaove absence time taken from rate (a] and insert @ Mo  Yes E
absence time taken into rate [b) when calculating period
total fa | = o] |
Remove any core time infringements from bookings that Mo & es

adjain thiz absence

Preparing your timeware® system: Absence Management

Update | LCancel |

14| 4 [Edting recard » ]

Remember that there many pre-defined absence & holiday reasons and that additional
reasons may be added by the user.
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2. To prepare timeware® absence entitlement policies, select the Tables menu then
Company, Absences and Absence entitlement policy.

File View | Tables | Sortand Filter Wizards Advanced Hardware Help
Quick Links i Company b| Customers...
Perzonnel » Zones...
Job Costing 3 Cost centres...
ted bielow;
Access Contral — » Daily Schedules... s
Cd Period Schedules...
Agenda Summary 1
Ws Grouping »
= -:’.!..| Absence b| Abzence Reason... &
%, AL L |l O | 4 | el [ L L L i . .
= | Absence Entitlement Policy... -
% Absence Management | Absence Block Booking...
Reports = T i e

Use this screen to create Absence and Holiday Entitlement policies.

Absence Entitlement Policy [T

Deseription: [WEEKLY

Fenewal type: | Fived (dd¢mm) +| Calendar date and month: [1st =] [January -
i Categories ] 5 e T g S A 2 e e S U B B2 |

Holiday
Sickness

Trsining

Absence Category 04
Absence Category 05
Absence Category 06

Ertitlement type: & Daps  Hours and minutes

Absence Category 07
s ‘Award Amount Based on Day Foimula
. Absence Category 03 =] o Award Full Amount

i... Absence Category 10 B 39 0 22/ Auward Full Amount
Y
.9
.9
.9
Y
9.3
[N

Change cateqory descriptions
Add | Edit Delete Eind... Refresh Preview...

|4 'Hecnld4nf5 (AL

First, define the absence year start date:

Deseription: [WEEKLY

Fenewal type: I Fixed [dd/mm)] LI Calendar date and month: I Tat ;I I.Januar_l,l LI

- Categorie Perzon start date [dd/mm|

i Holiday o nn F S~ 1 2o
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Next, choose either days or hours and minutes for the absence category:

=] Categories
i Haliday
L. Sickne

Entitlerment type: & Daps & Hours and minutes

m/03/501

Module

Finally, select the entitlement script that applies to the year service band.
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" Award Amount Baged on Day Formula
1 5 1] 2007 &ward Full Amaount
& 39 1] 22|17, Auward Full Amaount

.Y

N

.
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.9

Once all of the absence categories have been defined, select the update button to save
your changes.

Update Cancel
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3. To prepare timeware® absence management Block Bookings, select the Tables menu
then Company, Absences and Absence and Holiday Block Bookings...

! File View | Tables | Sortand Filter Wizards Advanced Hardware Help
Bk Lk | Company » Customers...
Personnel 3 Zones...
lob Costing 3 Cost centres...
Access Control  » Daily 5chedules... fesicslon;
Agenda Summary e Period Schedules...
s Grouping 3
ei| Absence b| Absence Reason... e
VeSS Absence Entitlement Policy... I
o %m:]t:-‘s‘e:c:alﬂinagt:menl N | : lAlLJserl'lce Block Bocking...

To create a new 'block-booking’ <Right-click> on the grid and select New...

Absence Block Bookings EIM

Dverview

This gcreen displays a list of abzence block bookings. These may be viewed, amended or deleted by right clicking on the selected block booking and
chaoosing the appropriate option. Please note that block bookings are handled by the 'System Maintenance' event within the Event Handler, so there could be
a delay from the block booking being entered until the absence getting inserted againzt an emplopes.

Drag a column header here to group by that columin.

Maon 26122011 Tue 2741242011 FUBLIC HOLID&Y Approved Mo es

Mon 024071/2012 Mon 02/01/201 2 PUBLIC HOLID&Y Approved No Yes
Tue 14/02/2012 Tue 14/02/2012 1 DAY HOLIDAY Approved No fes
Thu 16/02/2012 Fri17/02/2012 1 D&y HOLIDAY Approved No Tes
Fri 06/04./2012 on 03/04/2012 PUBLIC HOLID&Y Approved No es
Maon 07 /05/2012 Maon 07/05/2012 PUBLIC HOLID&Y Approved Mo Yes
Mon 07 /05/2012 on O7/05/2012 PUBLIC HOLID&Y Approved No Yes
Mon 07 /05/2012 Mon 07/05/2012 PUBLIC HOLIDWY Approved No &g
Mon 04/06/2012 Tue 05/08/2012 PUBLIC HOLID&Y Approved Mo Tes
ton 04/06/2012 Tue 05/06/2012 PUBLIC HOLID&Y Approved No s
Mon 2441272012 Mon 24/12/2012 1 DAY HOLIDAY Approved Na fes
Thu 27 2/2012 Mon 3172/2012 1 DAY HOLIDAY Approved No Tes
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Follow the instructions on the next eight screens to create a block booking for many
people.

Absence Block Booking Wizard

m/03/501

The Abzence Block Booking YWizard allows pou to add a new abzence or holiday for a range
of employee's. The Wizard guides you through the steps making zure all the neceszan
optiohs are covered.

Module

)
o
Q
E
Q
b0
(1]
o
1]

=
Q
(@)
C
Q
n

0

<L
E
Q

)
(N
>
()}

@
Q
-
1]
S
Q
E

=
-
=2
(@]
>
(oT0)
c

g
1]
(o
Q
—

o

< Back I Hest > | Finizh Cancel

Select the range of people.

Absence Block Booking Wizard

cioh

rou must first zelect a range of employee's for the abzence block booking,

Select employee range

Range: |Ewvemnone LI

Employees
Department
Sub Dept
Location
Catagory
Grouping 05
Grouping OB

¢ Back I Hest > I Finish Cancel
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Next, select the absence to be taken.

-—
o
e Absence Block Booking Wizard '. .
m .
o Absence Details
~
E Select the absence to be taken and the date range.  Use the statiztics ink to digplay
. information that may influence your absence booking.
2 General information
=3
O Abzence to be taken?
s
1 DAY HOLIDAY I|
142 DAY HOLIDAY

COMPARY BUSINESS

COMPASSIONATE LEAVE

DENTIST

DOCTORS

E&RLY LEAYE

FORGOTTEM BADGE 57

Preparing your timeware® system: Absence Management

< Back | Mext » | Firizh Cancel

Now specify the date range (from and to).

Absence Block Booking Wizard

Select the abszence to be taken and the date range.  Use the statistics link to dizplay
information that may influence your abzence booking.

General information

Abzence to be taken?
1 D HOLIDAY ~|

Take absence from? 1241142012 |

. Mov 2012 v |

Su Mo Tu e Th Fr Sa
2233031 2 3
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Include rest days? set to No
Can the absence be used to fill multiple gaps within the day? set to No

Do not use this absence if the absence is worked? set to No

m/03/501

Absence Block Bocking Wizard

Ahsence Restrictions (Optional)

Mext, specify which time of the day the abzence can be taken and itz maximum duration.
Leaving theze fields blank enables the abzence ta be taken throughout the entire schedule.

Module

Abszence restrictions [optional]

#ibsence can only be taken between? | and |

M aximum abzence duration? I : I
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Help < Back Finizh Cancel

Leave the absence restrictions blank.

Absence Block Booking Wizard

e Duration to Paid at & Specified Rate (Optianal)

Mext, specify if you wizh ta averide the daily schedule and force the abzence duration to be
paid at the specified abzence rate.

Force abgsence duration to paid at a specified rate [optional]

Abzence duration? I :
Abzence rate? I vl

Help ¢ Back Firizh Cancel
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Leave the Force absence duration... fields blank.

>
Absence Block Booking Wizard

bisence Duration to Faid &

Mext, specify if you wish to overnde the daily schedule and force the absence duration to be
paid at the zpecified absence rate,

Force absence duration to paid at a specified rate [optional]

Abzence duration? I :

Abzence rate? I LI

< Back Finizh Cancel

Set the Authorisation status to Approved.

Absence Block Booking Wizard

Authongation status

" Incomplete booking - Mare infarmation required

" Awaiting decision - Requires approval by authorized user
" Declined - Authonized uzer has declined absence
* Approved - Authonzed uger haz approved absence

Motes [optional]

< Back Finizh Cancel
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Finally, Press <Finish> and the block-booking will be saved by timeware, (but not yet
allocated to the select people).
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Congratulations! & n
You have succezsfully finizhed the Absence Block Booking YWizard, if 3 ©GJ
wou are happy with your selections click finizh to add the new block o] ot
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The block booking will be applied to all selected people during the next
system maintenance event within the event handler. If the event handler is
not running, the block booking will not be applied!
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Module:

m/04/501
Preparing your timeware® system: Attendance

m/04/501

The following module should be completed for every timeware® installation
implementing attendance.

Module

1. To prepare timeware® attendance daily schedules, select the Tables menu, Company,
then Daily Schedules.

: File View | Tables | Sortand Filter Wizards Advanced Hardwar
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Quick Links || Company | | costomers.

Personnel 3 Zones...

Job Costing 3 Cost centres...

Access Control  »
[ -

Daily Schedules...

Period Schedules...

Ws Grouping 3

- £ Absence p fle
3 RALEEL=3d' =] =] T e T T E

Agenda Summary

The daily schedule screen will appear.

Daily Schedules = X

Description: |08:00 - 16:30

2 e e S L o e e i 0 et |
Time bands start on [ same day as schedule star time.

Amount
First 08:00 @ Basic... diwi e
numt ked against each

Each schedule may be divided into 2 series
of

e using flesitime, anly the

o
. our
- the flesitime balance.

Seript

“3% Process using: | Standard

add | Edt | Dol Find. | Befesh | Freviem. | Copr. |  Close
14| 4 [FecodBof 18 » M
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Module
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Click <Add>, enter a code and description and select the schedule type, (either standard
or flexitime).

[=]- Options
- General

_Breaks Schedule wpe: ! Standard __i

Standard Ereaks M
.. Break After ‘wiorkday schedule: | Flexitime i

. Coare Times
- Grace Times Schedule Schema

Next enter the earliest possible start time, the schedule start and finish times, the
schedule target time and the latest possible finish time.

Daily Schedules

Code: IDE-‘I B30 Description: !DB:DD -16:30
- Options i e |

reaks Schedule type:
Standard Breaks
L. Break After Wworkday schedule:  No % Yes IF <workday> and the day is MOT worked then mark the day with an unauthorised absence.
... Core Times
.. Grace Times Schedule Schema
[o- Roundings i ; q bl ) 1. The <earliest pozsible start time: iz a cut off point for this schedule. Bookings
Standard Roundings 0 Earliest DDSSIble start time: {0300 made before the <earliest pozsible finish time: will be excluded from the schedule.
Figund Fates L
.. Fiate Manitaring e Schedule start time:  [08:00 2. The ¢ schedule start time: is used to allocate a person to the correct schedule.
... Rates E
- Aduanced ‘: ______ S chedule finish ime:  |16:30 3. The <schedule finish time: is used when booking sbsences and also serves as a
o Bnalyser ' quide to when the schedule should finish.
.. Motepad E

______ Schedule target time: |08:30 4. [Optional) The <schedule target time: is used to et an amount of core hours that
) . an employee should work against this schedule.

B i Hens, I . 5. [Optional) The < absence target times is used to caleulate how much absencefholiday
i Absence et o . entitlerment shiould be deducted when uzing hours and minutes. The figure is based on the
o < absence target time: divided by the absence deduct value,

'

E. o 3 ) E.IF the unallocated time against the daily schedule exceeds the <unallocated

! Unallacated threshold: |23:53 thresholds the day will be marked az an unauthorised absence.

B Latest possible finish time: 121 -0 T. The ¢latest possible finish times iz a cut off point far this schedule. Bookings

made after the <latest pozsible finish time: are excluded from the current schedule,
Bookings excluded from the current schedule are used in the allocation process for
the following schedule [see paoint 2).
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Next click on Standard Breaks and ensure that the ‘Break start on the same day' is
selected.

[=]- Dptions
General

H Standard breaks award or deduct specified periods within the day, whether

- Breaks depending an the breaks rules specified.

- Standard Breaks
- Bireak After Breaks start on Isame day as VI schedule start time.

Core Times G - -

Grace Times

m/04/501

e:-:t day aftel
previous day before
1

Roundings
L. Standard Roundings

Module

Create up to twelve breaks throughout the schedule.
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Daily Schedules

Code: IEIS-‘I B30 D escription: |DB: 00 -16:30
(] Options Standard Ereaks
Standard break.s award or deduct specified periods within the day, whether the break iz worked or not
4 depending on the breaks rules specified.
i... Standard Breaks
- Break After Breaks start on [§ d: + | scheduls start time.
- Core Times = -
. Grace Times From To Duration }
[=- Roundings 1l “a Auto Deduct
. Standard Roundings N
i.... Round Riates Y
... Rate Muonitaring %
... Rates A
- Bdvanced “}E
... Bnalyzer
... Motepad ™
‘N
.Y
‘N
.Y
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Next click on Core Times and create the core time bands for the schedule.

Daily Schedules

Code: IDE-'I B30 Drezcription: IDE:DD -16:30

Core times are used for infringement monitaring. E.g. armiving late or leaving early. Flease noke that the core
time range s are inclusive, if monitoring starks at 901, then anyone swiping from 9:01 onwards will be marked with
an infringement.

Core times start on Isame day as VI schedule start time.

[~ Options
- General

-Breaks
tandard Breaks
Ereak After

- Grace Times

- Roundings

Standard Roundings
- Fiound Rates

.. Rate Monitoring

.. Rates

—
(®)
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- Aduanced
Analyser
.. Motepad

Preparing your timeware® system: Attendance

Now repeat the same process for the schedule grace times.

Daily Schedules

Code: |081630 Description: [08:00 - 16:30

ptions Grace

=

Standard Breaks
Break After

General &
o) Breaks Grace times start on |same dap as | schedule start time.

(Graoe times benefit peaple ariving late or leaving early. When
people Suipe within a grace pericd, time i< counted from the

Coore Times

Start Or the end of the grace period in Fawour of awarding time

ta the persan, Grace periods only sifect time counted and do
not adjust the i

Fiound Rates
Fiate Monitaring
Fates

Matepad

(Global grace times benefit people
ariving late of leaving early on &
Schedule that incorporates rounding
times. Any rounding times that £3ll
within andto
times will have the specified grace time
attached sccording to the global grace
in X

1

Add | Edi Delete Find.. Preview.. Copr. | Close

LR IHE:urdBuHB (AL

Refiesh
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Next click on Standard Roundings and create the rounding bands for the schedule.

Daily Schadules

Code: IDS-1BSD Drezeription: IDS:DD-1E:3D

- Standard Breaks
-Break Afer

. Core Times

.. Grace Times

[=- Roundings

Rounding times start an Isame day az vI zchedule start time.
From To Ciuration

dard Round

-Found Rates

- Fiate Monitaring

... Ratex
... Bduanced

... Analyzer

... Wotepad

Standard Boundings

Fiounding time = benefit the employer by rounding down swipe times by the specified amount. Rounding times
only effect time counted and do not adjust the actual swipes.

Now click on Time Pots and define how the hours worked are allocated to the ‘Time Pots'.

Daily Schedules

Code: IDB-1 B30 Drescription: IDB:DD -16:30

[F]- Options

i Standard Breaks
i.... Break Afrer

Firgt 08:00 (&2 Basic...

EI S::’:'s Time: bands start on Isame day as 'I scheduls start time.
: l_ To [Amount |

... Core Times

- Grace Times

[=]- Roundings
;... Standard Roundings

Found Rates

... Fate Monltonng

."-\duanced

... Analyser

... hotepad

Script

"5 Process using:

Standard

e

Each schedule may be divided into a series
of time bands. Each time band may be
divided into a series of target hours. The
number of hours worked against each
rarget iz stored in one of 21 rates.

Note:

Remember, when using Flexitime, only the
hours worked at Rate 0 contribute towards
the Flegitime balance,

Scripts enable the contents of time pots to be
adjusted and stored against rates.

Finally, select the daily schedule script that applies to this schedule.

: m/04/501

Module
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Next, select the Rate Monitoring option:

[=]- Dptions
General

|_—__| Breaks
Standard Breaks
... Break After

... Care Times

... Grace Times

[=]- Roundings
Standard Roundings
{.... Fiound Rates

W Fate Monikoring

... Rates

- Bduanced

- Bnalyser

. Motepad

Enter the maximum number of hours that may be worked at each rate before the daily
schedule is highlighted for overtime authorisation.

Hate Monitoring

This option iz used to mark any rate that exceeds the threshald which may then require further investigation
and for authoriz ation,
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Click on <Update> to save the record.

Finally, use the analyser option to test the schedule that you have created.

Daily Schedules =l

Code: |08-1630 Description: |UE:DD -16:30
Tt e NS s SR 5 |
Bnalyser displays results ater | I R Fien i first swipe?
passing swipes trough the daily m o b
Standsrd Bresks schedule. i " Day before schedule start

Ereak After i Same day as schedule start
- Core Times " Day after schedule start

G Analyse

m/04/501

[ Options

Module

Note:

MWust be in braowse made befare
analyser is used.

- Grace Times

£} Roundings

Standard Fioundings
Round Rates

f .. Fate Manitaring

- Rates

- Aduanced

- Notepad
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Time pot totals after band/amount

conditions have been applied. Rate tatals after script has been applied

Add |  Edt | Deete | Find. | Refesh
| 4 [Record o 13 » ||
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2. To prepare timeware® attendance period schedules, select the Tables menu, Company,
then Period Schedules.

—
o
Ln
3 File View | Tables | Sort and Filter Wizards Advanced Hardwar
8 Bl Liifks | Company r| Customers...
E Personnel 3 Zones...
2 lob Costing 3 Cost centres...
=) i
'8 Access Contral  » Daily Schedules...
E 7 | Period Schedules...
Agenda Summary
s Grouping 2
- .f_' Absence w
3 .}n || =k v
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The period schedule screen will appear.

Period Schedules (=] = [

Code: |4 Description; IUE 00-18:30

- Options e o, g g G s g e B
3
Sohedule Allocation Schedule lype.lSlandard VI

.. Rate Monitaring
‘... Pay Periods
i Motepad

Add | Edit Delete Find... FRefresh Preview... Capy.. Cloze

4 | 4 [FecordTof3 ;e

A
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Click <Add> and enter a period code and description. Then select the schedule type
(either standard or flexitime).

Period Schedules

Code: I.f-‘« Description: |EIB:EID - 16:30
= Options T e e e ey S

i General
e S50 Schedule t}lpe:lStandald LI

Flexitime

m/04/501

Schedule Alloc ation
Fiate Manitaring
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Next, select schedule allocation, <Right-click> on the grid and select Add Daily Schedules.

Period Schedules

(=@ = |

- Opticns
. Gienieral

. Schedule Allacation

Update Cancel

Code: [4 Deserption: [08:00 - 16:30

Schedule Allocation

Rlotation start day: [Monday -

L.. Rate Manitaring Fitietfan st l_w (ke
. PayPeriods ? To allocate daily schedules to a day fight click on the grid and use drag and drap.
L Motepad —

Daily Schedule

Wednesday
Thursdap
Friday
Saturday

1 = T

Tuesday

| [Contibute | PlannedzAttemative | Standard/Flexitime

Standard
Standard
Standard
ndard
Stal
Standard
Standard
Standard
Standard
Standard
Standard
Standard
Standard
Standard

14| 4 [Editing record

t2-0732 Training guide: timeware® overview and key functions
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Drag the daily schedule and drop on the appropriate day.

-
8 Period Schedules o @] = |
3 Code: IA Description: IDS 00 - 1830
O [ Options 5chedule Allocation
~ . General . l—_l
E ST A Ratation start day: | Monday <
ate Monitoring 8 I— Mote
ay Periods riefeme e ! To allocate daily schedules to a day right click on the grid and use diag and drop.

i Motepad "'m Day | Daily Schedule ’_Contlibule Planned/Alternative | Standard/Flexitime

tanday == |— 0800 - 16:30 @ Yes Flanned Standard

Tuesday ---r 05:00 - 16:30 - Planned Standard

wednesday |— 0800 - 16:30
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[hitsday Standard
Standard
Saturday Standard
Sunday Standard

dard
Standard
Standard
Standard
Standard
’_ Fridaw Fixers Standard
’_ Friday Supervisor Standard
r apen with lunch Standard
’_ open o lunch Standard
Standard

Update I LCancel I

M I 4 |Editing record » [ »

Next, select Pay periods and choose a Period type.

Period Schedules

Code: I.& Description: |DS:DD-1E:3EI
(- Dptions

- General . 5
Schedule Allacation Period type: IFEefer ta Schedule Allocation Start day: kMaonday
. Fate Monitaring ef dul ion

tly

-Fay Periods
Notepad N ¥ Edit  |First 39:00 @ Basic. .

t2-0732 Training guide: timeware® overview and key functions
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Finally, select the period schedule script and click <Update>.

)
Period Schedules LN
~
Code: |& Description: IUS.UD-1B.3D q
[=]- Options Pay Periods
.. General X ’ >~
. Schedule Allosation Period type: IHefer to Schedule Allocation LI Start day: Monday E
‘... Fiate Manitoring 5e
. Pay Periods 2 oo
L. Matepad Standard First 33:00 (5 B asic...

Jewers - From Highest to Lowest

Jewers From Lowest to Highest

Period Compenzation [take from highest to lowest)

Period Compensation [take from highest to lowest) Overspill
Period Compensation [take from lowest to highest]

2
=)
.=
o
=]

Period Compensation [take from lowest to highest] Overspil
Standard
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The period schedule has now been created is available to be linked to a personnel record
(see module m/02/101 section 3).
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Module:

m/05/501
Preparing your timeware® system: Access control

m/05/501

The following module should be completed for every timeware® installation
implementing access control.

Module

1. To prepare timeware® Access control settings, select the Tables menu, Access Control,
then Access Patterns.

! File View | Tables | Sortand Filter Wizards Advanced Hardwar

©
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Q
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11]
o
Q
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Quick Links e :
Personnel 3
Job Costing 3
Access Control b| | Access Patterns... :

Access Free Zone...

Agenda Summary

Next, define the new access pattern. 0
o
=5
=

Access Pattern &J E
e >
Description: | g
Frarmn To Type E

Time zone D1:| § | i I LI g
Time zone D2:| 3 | { I LI Q
Time zone DS:l i | i I LI S
Time zone D4:| i | ; I LI 8
Time zone DS:l i | i I LI %
p—.

Time zone 06: | : | I LI o
. =
Time zone D?:l : | : I LI e
Time zaone DB:l : | } I LI E
Time zane DS:l : | } I LI %
Ti 10: | : E 5
ime zane 10: | | | LI c?o
oo

£

add | Edt | Deete | Find. Befiesh | Freview. | Clase | c

©

M | « [Record 1 of 16 r | =
N
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2. To prepare timeware® Access Free Zones, select the Tables menu Access Control, then
Access Free Zone.

—
o

2

8 ! File View | Tables | Sortand Filter Wizards Advanced Hardware
E Buick Links i Company b

] ' Personnel 3

| lob Costing 3

] ted

Access Control | Access Patterns...

©
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| Access Free fone...

Agenda Summary

Click <Add> to create a new description and define up to 10 free zones.

Finally, click <Update> to save the free zone and return to the menu.

[ Access Free Zone ﬁ
Drezcription: Il_unch Free Zone
Fram Ta Type
Freezone O1: [1200 [1230 |MonThu ~|
Free zone 02 |‘|2:DD |'I2:45 IFrida_',' ;I
Free zone 03: | g | ] I ;I
2 Free zone 04: | | I ;I
o
= Free zone 09 | | I ;I
c
= Free zone OF: | | g I ;I
>
g Free zone O7: | : | : I ;I
-r% Free zone 02 | | : I ;I
5 Free zone 03: | | I LI
E Free zone 10 | | I ;I
3
@
1)
5 sdd |  Edt | Deete | Find. Befiesh | Preview. |  Close |
=
£ M | 4 [Record 1o 1 b n |
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o
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Module:

m/09/501
Preparing your timeware® system: Job costing

i

The following module should be completed for every timeware® installation
implementing job costing.

—
o
LN
~
(o))
o
~

=
@

=)
O

o
=

Remember that an operation is the smallest process that can be performed and that
many operations make a product.

Preparing your timeware® system: Job costing

1. To prepare timeware® job costing operations, select the Tables menu, Job Costing, then
operation..

File View | Tables | 5ort and Filter Wizards Adwvanced Ha
Duick Links Lompany 4
Personnel b
-f/ | Job Costing b| Products...
Access Contral  » | Operations... |[I
il T O TG T TIOOT

Next, create each required operation. Remember that the code defined against the
operation is the code that must be selected when entering data at the shop floor data
collection terminal.

The user may also specify a target cost and target time

t2-0732 Training guide: timeware® overview and key functions
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Operations El_lﬂ

D escription: IGENEHAL ADMIM
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Click <Update> to save the operation and <Close> to return to the agenda.

n
o
(@]
=
O
o=
>
Y
>
(O]
~
o
c
[go]
=
Q@
>
P
()
>
(@]
@
(O]
—
©
=
a
=
s}
a
o
>
bo
bo
k=
=
1)
p -
'_
N
m
~
?
~
4

~
o



timeware’

workforce management software

2. To prepare timeware® job costing products, select the Tables menu, Job Costing, then
Products.
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Next, create each required product. Remember that a product may be made up from
many different operations.

Preparing your timeware® system: Job costing

Add the operations and quantities, for example ‘a chair leg * 4" and you will see the total
cost and total time automatically recalculate.
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Finally, click <Update> to save the product and <Cancel> to return to the agenda. =
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