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tw21/op/per001 Approximately 30 minutes
An introduction to timeware® personnel

Adding a personnel record, amending a personnel record and setting an employee as a
leaver in timeware® personnel.

m/02/101

m/02/110

m/02/120

m/02/130

understanding timeware® personnel
adding a new employee
making amendments to an existing employee

setting an employee to a leaver

All information pertaining to any personnel record within this document is obtained
from a demonstration database and are not details of any individual.

t2-0750 Training guide: timeware® basic personnel
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Module:

m/02/101
Understanding timeware® personnel

At the heart of the timeware® system is the personnel database. Before we can look at
absence management, attendance, access control or job costing, we need to ensure that
the details for each person are accurate.

Everyone on the timeware® system must have a personnel record, whether they are
temporary workers or the Managing Director. Without this record the rest of the system
cannot function.

Achievements

- Education

- Disciplinary
Interview

- Accident or Injury

- Bank Details
Pension Detzils

- Union Details

Email address:
Security pin:

Biiornetric: data:

Idave.webb@llmeware co.uk

—

x Finger [Supremal

Personnel

Employes 1D 1 First name: IDave Last name: IWebb @ 9
- Essential Essential [General
General Badgefoma:  |23bit-NMD3 =l D
- Groupings B .
- Emplayment Facility code: ]
Right to Work Badge: 1
- Disclosure and Barring Service.
- Training 2nd Qualification Matrix Fayrall [1
- Miscellaneous Integration |
Personal SO l—
- Contact Details :
- Training 2nd Qualifications Known as: webb,Dave

Date started with
COMPany:

Badge activation: I

Ernployment status: I Employee

Ahsence entitlement li
policy. 20 Days Holiday

Period schedule:
Terminal palicy:
Email policy:

Remuneration palicy: | Mot Required

First name: [Dave

- Assets
- User Defined Fields
--Documents
Motepad
- Employee Self Service
[+ Mohile Worker
- Vehicle
- Health
[+ Appraisal
- Working Time Regulations
Persannel
Enployes ID: |
Essential

R | 3

1 | 4 [Recoid 1 of 34

Notepad

1 Employee Self Service
WMobile Worker
Vehicle
Health

. Appraisal
Working Time Regulations

Add Edit

Dokt | Find Befiesh

Proview.. | Copy.

Coss |

x Firger [SecuGer] T ' Fist name: [Dave Last name: [Webb 0
Essential Essential (Groupings]
3102009 -« I 1 The fields below are used for grauping This is mainly for and enquiries.
Compary, 5B Menufastoring =&
| ight to Work
— pue were Depattmert:  [SteclFrep e
Training and Qual featinMazix  Section Supervisor =
Miscellancous Pay Type: Hourly Paid -]
Line Manager -]
Grouping 06; ~|®
II]E'EIEI-T 4:00%14:00-2; I
Growing 07 | ~|®
&l Teminals Grouping 08 | =e
Growing 0% | ~|®
Mot Required Glowirg 10 | e
Last name: [u/zbb SO
Close
» [

10| ¢ [Fecod Tof34

-
=
-
~
N
=
~

E
@

=)
O

o
=

Understanding timeware® personnel

t2-0750 Training guide: timeware® basic personnel
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m/02/110
Adding a new employee

Quick Links [

{40

Personnel

Attendance Adjustments

=

Panner

=

or, select <File>, then <Personnel>...

Calculation s

ples  Sort and Filter

Personnel...

Planner...

GPS Tracking

Attendance
Job Costing
Cost Centre
Access Control

) Asset Management...
Accident Book...
Dashboards...
Attendance Display Panel...
Reporting
Egors..
Sage Payroll

)| Preferences...
Log Off - Admin

Exit Alt+F4

timeware’

workforce management software

1. Toaccess the timeware® personnel, select the Personnel Quick Link,

t2-0750 Training guide: timeware® basic personnel



timeware’

workforce mana software

2. The personnel screen will appear at the record last viewed by the user.

Press <Add> to add a new personnel record. All the fields will then turn blue, ready for
the new details.

: timeware® basic personnel

t2-0750 Training guide
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- Miscellaneous
Personal
Contact Details
Trainingand Qualifications
Achievemants
Education
Disciplinary
Interview
Accident or Injury
Bank Details
Pension Details
Unian Datsils
Assats
UserDefined Fialds
Documents
Notepad
- Employee Self Service
Mobile Worker
Vehide
Health

®

+

=

Appraisal

=

- Working Time Regulations

Integration ID:

GPS IMEI
Known as: ‘wiebh, Dave

| dave. webb@limeware.co.uk

Finger [Suprema) () Remove

Email address
Secuity pin:

Biometric: data

Face (Supema) () Remove

(=]

Finger (SecuGen) () Remove Other Remove
Date stated with (3777075008 <] 10years, 11 mortrls), 5.dayls)

company:

=l el

Badge activation: |

S|

Employment status: | Emplopee

| @ Cunent emplopment: Supervisar

Absence entilement [0 ol

B

Period schedule: ‘UB.UU—T 400471 4:00-22:00M22,00-06:00

| @G week wttion. [1 -

Terminal policy; [ Teminals

=@

Email policy: [Hot Required

=@

Remuneration palicy: | Net Required

=@

Cost centre [default) |

=&

Employee (D: 1 First name: [Dave Last name: [webb 20
=- Essential Essential (Gen:

] Badge format; [26 bit-HMD3 ~] To et hotouse g
Groupings
Emplayment Facility code: 0
Right to Wark Badge:
Disclosure and Barring Service
Training and Qualification Matrix Fayroll [

Finger Registration Wizard (Suprema)
Finger Registration Wizard (SecuGen)

Flesitime closing balance seton: | / / | amaurt |
Delete Find Rehesh | Preview.. | Copy.. |  Close
1| 4« [Fecord 1ot [
— Fitst name: [Michael Last name: [Coape cO

| Essential

General

Groupings
Employmeg

Disclosure and Barring Service
Training and Qualification Matrix
I Miscellaneous
Personal
Contact Details
Training and Qualifications
Achievements
Education
Disciplinary
Intervizw
Accident or Injury
Bank Details

Pension Details
Union Details
Assets
User Defined Fields
Documents.
Motepad
Employee Self Service
Mobile Worker
Vehide
Health

+

+

+

+

Appraisal

+

% Working Time Regulations

add | Ed Delete

senlial [General
[ 2561 - NMD3 ~|

Badge format

Facilty code: 0
Badge
Payrol z

Integration 1D

To select a photo use right
mouse click on the box .

GPS IME| [
Known s [CoopeMichasl
Email address: |webbdi@blueponder, co.uk
Security pin [

Biometric data Finger (Supremal () Remove

Face (Supremz) i) Remove

(=]

Finger (SecuGen] () Remove Other Remove
Date startedwith  Srmonnz < 13pears, Gmonthls), 2 dalsl

company:

= el

Badge activation: |

|

Employment status: | Employes

+| @ Curent emplogment: Design Engineer

&b tilement
DDI?;;CE SrHEmENt 50 Diaps Holiday

=@

|DE 00-14:00414:00-22:004.22: 00-06:00

Period schedule:

~ @O weekowion [z -

Terminal policy: &N T eminats

=®

Email policy: [Mot Requied

=@

Remuneration policy: [Nat Required

KL

Cost centre {default): |

-1®

| amount |

Flesitime closing balance seton: [ 7/

Find. Refiesh | Preview.. | Copy. |  Cise

Finger Registration Wizard (Suprem)
Finger Registration Wizard (Secuen)

1 | ¢ [Recadzarst

(AL

Next, click on the General heading.




timeware‘"’

workforce management softw

3. Complete the following fields in the General screen:

First and last name

Badge number
This is used for multiple purposes. It is the number on the back of your card/FOB,
or it can be used as an identifier in use with some Suprema Biometrics

Date started with company
This can be assigned pro-actively and retro-actively i.e. set before or after the
employee starts!

Employment status

This is to define a person’s position in the company, whether they are Agency,
Employee, Staff or a Leaver. The system can use these to filter if required i.e. in
the reports module to filter out leavers etc.

Absence Entitlement Policy

This defines the person'’s holiday allowance i.e. 28 days per year. The system
gives a running total of absence entitlement based on absences (holidays) booked
throughout the year. See Absence Management training guide for more info!

Period Schedule
Th IS |S h oW a pe rsons Employee ID: 2 Fist name: \mhae __ Last name: [Caope O
working pattern is T = o [BRE ]
defined whether they
. . Payrol: 2
are rotational shift I E—
. GPS IMEI —
workers, night workers, - E— .
L. webbd@hlusyonder.co.uk
flexitime workers etc. . —
- . o inger (Suprema) () Remove sce (Guprema) () Remove inger Registration Wizard (Suprema)
All of it is configured ’ - T T STty
within the period . it | T T [
ee = Emplopment status: | Employes ~| @ Cunent employment: Desion Enginesr -
.S c h € d u | e F or more B Em:T;:p;:saw Service Abeence et [ Days Holday - 1)
N fo rm at| on p | ease H \":“:"“E Worker Period schedule: | 06:00-14:00V1:00-22:00122:00-06:00 @O wekmowion [2 <]
! : H:a;:: Teminalpolicy: |4l Terminals =®
& Appraisal| ) Emal oy [Not Recired k-
See the Advanced # Working Time Regulations
. emuneration policy: | Not Require ~|®
Attendance training A S
i | Flesi danceseton: [/ v Amewnt|
guide!
. . Add | Ede Delete Find.. Befiesh | Preview.. | Copp.. |  Clse |
Termlnal PO'IC\[ 1 | « [Record2of gt » M

The Terminal Policy

outlines which pieces of timeware hardware can be used (or not used!) e.g. You
want employee A to access the Reception Door, but you don't want employee B to.
They would both require separate policies to define the access permissions etc!
For more information, please see the Advanced Personnel training guide!

t2-0750 Training guide: timeware® basic personnel
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4. Allocate the person to the correct, pre-defined, groupings in the Grouping screen.
Remember, if you allocate the person to a group that you are not entitled to view, the
person will disappear from your screen.

o
-
=
~N
N
o
~
E
Q
=)
o
(=]
=

Adding a new employee

t2-0750 Training guide: timeware® basic personnel
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Employment
~Right 1o Work
- Disclosure and Barring Service
Training and Qualification Matrix
=- Miscellaneous
Fersonal
Contact Details
~Training and Qualifications
Achievements.
~Education
~Disciplinary
Interview
~Accidentor Injury
~BankDatails
Pension Details
~Unian Details
-Aszets
User Defined Fields
~Documents
Mortepad
+- Employee Self Service
- Mobile Worker
[+ Vehicle
- Health
E
=

¥ Appraisal
- Working Time Regulations

Update Cancel

Emplopee D First name: [Michael Last name: |Cooper SO
= Essential E ssential (Groupings

~General

The figlds below are used for grouping emplopees togsther. This is mainly for reporting purposes and enquiries.

Company, |Fabrication -
Department: |Engineering ~|®
Section, |Engineer -
Pay Type: | -
Line Manager. | -
Grouping 06: | j -4}
Grouping 07| -
Grouping 08: | j -}
Grouping 0% | =
Grouping 10: | j o

14| 4 [Pdding new record

Next, click on the Employment heading in the Essentials section.

First name: [Michael

Last name: [Caoper [+ ]

Groupings

Right to Work
Disclosure 2

e rice
Sl ification Matrix

= Miscellaneous

Perscnal

‘Contact Details

Training and Qualifications
Achievements

Education

Disciplinary

Interview
Accident or Injury
Bank Details
Pension Details
Union Details
Assets

User Definad Figlds
Documents
Notepad

[+ Employee Self Service
[+ Mobile Worker

[+ Vehicle

[+ Health
I
[

v Appraisal

¥ Working Time Regulations

Update Cancel

E ssential [Employment]

14| 4 [pdding rew ecord

Ll
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5. Right click and press <New>

Employee D: First name: [Michael Last name: |Cooper - X #]
| Essential
- Ganaral
- Groupings
< Employment
- Right toWark

- Bisclosure and Barring Service
Trsining and Qualification Watrix
- Miscellaneous
~Parsonsl

- Contact Detsils
Trsining snd Quslifications
- Achisvements

Education

Disciglinary

Interview
Accident or Injury

Bank Details

Pansion Details

Unian Datilz

fssets

User Defined Fielcs
Documents

Notzpad
s Employee Self Service
+1 Mobile Worker
4 Vehicle
4 Health
7 Appraisal
4 Working Time Regulations

(=)
-
=
~N
N
o
~
E
@

=)
o

O
=

View details...

¥ oo

Adding a new employee

[ print preview...
24 Print

D Reset grid

Update Cancel

14|« [Bdding rew record y |

Complete the following fields;

Reference
The person’s job role i.e. Fabrication Manager or Accountant.

Date of Commencement
The date the person started in the selected job role.

Employment status
The person’s status within the company i.e. Agency, Staff or Employee etc.

Persennel - X

Lastname: [Eaoper o0

Employee [0 Fist name: [Michas

E ssential (Employment]

Essential
General
Groupings
Employmant
Right to Work
. Disclosure and Barring Service.

~ Training snd Qualification M
Miscellaneous

—
- Parsonal

.. Contact Datails
Training and Qualifications
Achisvements.

Education
Disciplinary
Intervisw

- Accident or Injury
Bank Details
Pension Details
Unien Details
Assets
User Definad Fislds

- Documents
- Notepad

Employee Self Service
Mobile worker

Vehicle

Health

Appraisal

Working Time Regulations

Update LCancel

14| 4 JAdding new record

Reference:

Job description:

f2  Date of commencement |2

Probation period (days}

Notice given date 77 =] change employment status to ~
Hotice period [days] @

Reporting to

77 +] change emplogment status to -

Training and I
qual. policy:

Pay type: -
Amount k3
Tan code:

Offer. contract and other information

B Date of termination
7 | change emplogment status to -

I~ Remave Frobation Feriod fiom To Do List
[~ Remove Date of Teminatior from To-Do List

Date of last payrall

Commerts:

Click <Ok>.

Cancel

t2-0750 Training guide: timeware® basic personnel
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m/02/120
Making amendments to an existing employee

1. Toaccess timeware® personnel, select the Personnel Quick Link,

Quick Links

Absence Management

an

Absence Statistics

v
o

Aftendance Adjustments

£

GPS Tracking

Attendance
Job Costing
Cost Centre

Access Centrel
) Ascet Management..
Accident Book...
Dashboards...
Attendance Display Panel...
Reporting 3
Exports...
Sage Payroll b
€2) Preferences...
Log OFf - Admin
Exit Alt+F4

t2-0750 Training guide: timeware® basic personnel

15
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2. The personnel screen will appear at the record last viewed by the user.

Achievements
Education
Disciplinary
Interview
Accident or Injury
Bank Details
Pension Details
Union Details
Assets
User Defined Fislds
Documents
MNotepad
Employee Self Service
Mobile Worker
Vehicle
Health
Appraisal
‘Working Time Regulations

o] ] ] 4]

Add Edit

Employee D: 1 First name: [Dave Last hame: [webh c 9

=} Essential Essential [Generall
General Badge format. |25 bit - MMD 3 To select 2 photo use right
Groupings mouse click on the box .
Emplayment F acility code: 0
Right to Work Badge: ’7
Disclosure and Barring Service
Training and Qualification Matrix Payrall: 1

= Miscellaneous Integration |D:
Personal
Contact Details CESIEY
Training and Qualifications Khown as [\webb, Dave

| dave webbi@timeware. co.uk

—

Finger (Suprema) 0 Remove
Finger [SecuGen) ﬂ Remove

3141042009 =

Email address:
Security pin

Biometric: datar

Date started with
company

(=]

Face (Suprema) o Remove Finger Registration Wizard (Suprema)

Other Remove Finger Registration Wizard (SecuGen)

10years, 11 monthis), 25 dayls] [

I3 | Y

Badge activation: |

=]

Employment status: | Employee

ﬂ c Current employment: Supervisor @

Absence entitlement

i | 20 D.ays Holiday

-|ee

Period schedule: |UB.UU-1 4:00814:00-22:00022:00-06:00

ﬂ@o ‘wheek rotation m

Terminal palicy: |AII Terminals

=@

Email policy. |NDt Required

e

Remuneration policy: | Not Required

=@

=@

| Amount |

osing balance seton | / /

Ereview:... | Copy...

Close

M | 4 [Recard T ef 31

F M

Search faor: |

Search through: | Employes |

Search type: | Containg

|

Simon Birchall

I att Wilkinzon
Liz Broadhurst
Geoge Zelem
Lezley Wwilkinzon
Phillip Briggs

M arie Trer

A
Emplo
Birchall.Siman Emplo
Wilkinzon,hatt Emplo
Broadhurst Liz Emplo
Zelem,Geoge Emplo
Wilkinzon, Lesley Emplo
Brriggs, Phillip Emplo
Trer Marie anJln h
»

Double click on the relevant employee record to open in personnel screen.
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3. Click on <Edit> and begin modifying the required fields.

Employee ID: 2 First namne: ‘M\chael Last name: |Ennpa @e
o- Essential Essential [General
Genersl Badge format: ‘25 bit - MMD3 Ta select a phata use right

mouse click on the box

Groupings )
Employment Facility code: ]
Right to Work Badge: —

Disclosure and Barring Service

Training and Quslificstion Mtrix Paprolt -
=J- Miscellaneous Irtegration |0 —

Perscnal

Centact Details GPS IMEL:

Training and Qualificstions Known as Coope Michasl

Achiavemants.

Education Email address: ‘webbdi@b\uewnder co.uk D
Disciplinary Security pin:
Interview
Accident or Injury Biometric: data: Finger [Supremal 0 Remove Face [Supremal o Remove Finger Registration Wizard (Suprema}
Bank Details Finger (SecuGen] () Remove Other Remove Finger Registration Wizard (SecuGen)
Pension Details Date started with
ate started wil [24/01/2007 =]
Union Details company: 24/01/2007 - 13 years, 9 month(s), 2 day(s) r
Assats
User Defined Fields Badge activation: | EE o EE
Documents Erployment status: | Employes =] @ Cunent emplopment: Design Engineer o]
Motepad
A |
4 Employee Self Service palag T ErUEMEN (30 Days Holday B
¥ M“;"?“IE Worker Period scheduls, | 060014007 4:00-22, 0022 00-06.00 S @O weskmotgon: [3 -
+- Vehicle
- Health Terminal policy: ‘foice Access Mon to Fri Only j @
- Appraisal e -
Email policy: Mot Reguired -
+- Working Time Regulations ‘ J @
Remuneration policy: ‘Not Required j @
Cast centre [default]: ‘ j @

Flexitime closing balance seton: | 7/ | Amount: |

Find. Refresh | Preview | Copy. ‘ LCloze

rM

timeware® basic personnel

t2-0750 Training guide
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4. Next, click <Update> to save the personnel record. The person's details will be sent to

nanagement

softv

are

the relevant timeware® terminals within thirty seconds.

Disclosure and Barring Service

Training and Qualification Matrix
= Miscellaneous

Farsanal

Contact Details

Training and Qualifications

Achievements

Education

Disciplinary

Intarvisw

Accident or Injury

Bank Detailz

Fension Detsils

Union Details

Assets

User Defined Fields

Documents

Motepad
Employee Self Service
Mobile Worker
Vehicle
Health
Appraisal
Working Time Regulations

+

o o [

Delete

Payrolt 2

Integration |D:

GPS IMEI
Knawn s Coope Michael

|webbdi@blusyonder.co.uk

Finger (Suprema) @} Remove
Finger (SecuGen] ) Remove

24/01/2007 >

Email addhess
Securty pin

Biometric data:

Date started with
company:

Badge activation:

(=}

Face [Supiema) ) Remove
Other Remove

13 years. 9 monthls], 2 day(s) [0

I | ) I |

Employment status: | Employes

Absence entitlement

ol |20 Days Haliday

-1

Period schedule:

|I]E 00-14:00%14:00-22:00422-00-06:00

Temingl palicy: | Office Access Mon te Fri Only

Email policy [Wet Required

Fiemuneration policy: | Mot Fiequined

Cost centre (default); |

Flesitime closing balance seton: | / 7

Find. Befresh | Freview.. |  Copy..

| Amount: |

Close

Employee ID: 2 First name: [Michas| Last name: [Coope .- 1 ]

= Essential Essential (General
General B.adge format |25 bit - NHD3 j Toselect afhflo u[ie :ghl
Groupings. mouse click on the box
Emplayment Facilty cade 0
Right to Work Badage:

Finger Registration Wizard (Suprema)
Finger Registration Viizard (SecuGen)

| @ Current employment: Design Engineer o

@O weskotation: [3

M

Click <Close> to leave Personnel.

Disclosure and Barring Service
Trainingand Qualification Matrix
=) Miscellaneous
Personal
Contact Details
Training and Qualifications
Achievements
Education
Disciplinary
Interview
Accidentor Injury
BankDetails
Pension Details
Unian Details
Assets
User Defined Fields
Documents
Notepad
Employee Self Service
Mobile Worker
Vehicle
Health
Appraisal
Working Time Regulations

B

=

=

=

=

=

add | Edt Delete

Payrolt 2

Integration ID

GPS IMEI:
Knawn as: Coope Michael

|webbdi@blueyander. co.uk

—

Email sdcress:
Secuty pin:

Biometric data:

Date started with
company:

24/0/2007 =

Badge sctivation

Finger [Suprema) 0 Remove
Finger (SecuGen] @ Remove

(=}

Face (Supremal 0 Remove
Other Remove

13 years, 9 monthls]. 2 day(s) r

Employment status; | Employes:

Emploee ID: 2 First name: [Michael Last name: [Coope S0
= Essential Essential (General
sl Barge format: |26 bit-mD2 | sctsi st ues il
Groupings
Employment Facility code: il
Right to Wark Badge:

Finger Registration Viizard (Suprema)
Finger Registration Viizard (SecuGen)

~| @ Cunent employment: Desin Enginser -}

Ahsence entitlement

nolig | 20 Daps Holiday

1@

Preriod schedule:

|UB.DD—1 4:00414:00-22:00422.00-06:00

Terminal policy: | Office Access Mon to Fii Only

Email policy: [ Mot Fequired

Fiemuneration policy: | Mot Required

Cost cenre (defaull; |

Flexitime closing balance seton: | / / | Ag

Find... Beiresh | Ereview..

O weekiwion |3 |

W | 4 [Fecord2af 51

M
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m/02/130
Setting an employee to a leaver

The act of deleting a personnel record removes all data for the person, including
historic bookings and absences. Everything associated with that person gets
removed ! With this in mind, we strongly recommend against deleting personnel
records — instead we recommend modifying the person’s status to leaver. We will
never delete an employee even if requested by you the customer to do so.

1. To access timeware® personnel, select the Personnel Quick link,
Buick Links

Personnel

Absence Management

=

Absence Statistics

v
4

Aftendance Adjustments

o

6PS Tracking
Attendance
Job Costing

Cost Centre

Access Control
O Asset Management...
Accident Book...
Dashboards...
Attendance Display Panel...
Reporting ,
Exports...
Sage Payroll »
() Preferences...

Log Off - Admin

Exit Alt+F4

t2-0750 Training guide: timeware® basic personnel
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The personnel screen will appear at the record last viewed by the user.

Achievements
Educztion
Disciplinary
Interview

Accident or Injury

Ernail address:
Security pin:

Biometric data:

[dave. webbi@timeware. co.uk

—

Finger [Suprema) ﬂ Remove

Face [Supremal ﬂ

=)

Remove

=

+

+

Bank Details Finger [SeculGen) ﬂ Remove Other Remove
Panzion Details Date started with
ate started wil [3170/2008 =]
Union Details comparny: 3141042009 =] 10years, 11 month(s). 25 day(s] I
Assets
\User Defined Fields Badge activation: | | to | [
Decumants Ermplapment status |Emp|n_l,lee & Curent emplopment: Supervisar
Notepad

Employee Self Service
Mobile Worker

Working Time Regulations

add | Edi

Absence entitlernent

pulEg |20 Days Holiday

Period schedule: |UE 00-14: 0041 4:00-22:00422:00-06: 00

+ Vehide
+- Health Terminal policy: |AIITe|m\naIs
% Appraisal Email policy: |NDlHaquirad

Remuneration policy: | Mot Required

| Amount |

Preview... | Copy... | Cloze

M | « [Fecord Tof g1

=]
5
5]
5
=l
5]
5
5]

o0
oo Week ratation: |1 -

-]
-]
e
-

Employes ID: 1 Fitst name: |Dave Last name: [webb 6

= Essential E ssential (General
General Badge format: |25 bit - NMD3 j To sslectalphi\tn e r‘iJght
Groupings mause click on the b
Employment Facility code: 0
Right to Work Badge:
Disclosure and Barring Service
Training and Qualificztion Matrix Payrall: 1

= Miscellaneous Integration 10
Personal ———
Contact Details GPS IMEI
Training and Qualifications Known as: \webb, Dave

Finger Registration Wizard (Suprema)
Finger Registration Wizard (SecuGen)

Press <Find> to show list of all timeware® records.

Search for:

Search type:

00

Search through: | Employee (D

| Containg

[Knownds ___[Emolo

webb

‘wiebb Dave Employes

22 Michael Coope Coope Michas! Emplayes

33 Simon Birchall Birchall Simon Emplayes

44 I att ‘wilkinzon ‘Wilkinzon Matt Emplayes

55 Liz Broadhurst Broadhurst Liz Employes

BE George Zelem Zelem, Geoge Employee

77 Lesley “wilkingon ‘Wilkinzson Lesley  Employee

ER] Fhillip Briggs Eriggs, Phillip Emplayee

99 4 arie Tree Tree Marie Emplayes

1010 Nathan Loz Louiz Mathan Emplayes
111 Hannah Shaw Shaw.Hannah Employes

t2-0750 Training guide: timeware® basic personnel
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Double click on the relevant employee record to open in personnel screen.

Employee ID: 2 First namne: ‘M\chael Last name: |Ennpa @ e

o- Essential Essential [General
Genersl Badge format: ‘25 bit - MMD3 ﬂ To se\ecta;la_hgto utie lbight
Groupings ) mouse olick on the box
Employment Facility code:; a
Right to Work Badge:
Disclosure and Barring Service
Training and Qualification Matrix Payralt 2

=- Miscellaneous Integration 10
Parzonal —
Contact Details GPS IMEI
Training and Qulifications Known as Coope Michael

Achievemants
Education
Disciplinary
Interview
Accident or Injury
Bank Datails
Pension Details
Union Details
Assats
User Defined Fields
Documents
Motepad
Employee Self Service
Mobile Worker
Vehicle
Health
Appraisal
+- Working Time Regulations

+

+

*

=

+

‘webbdi@b\uewnder co.uk

—

Finger (Suprema) () Remove
Finger [SecuGen) 0 Remove

24)01 /2007 =

Email address:
Security pin:

Biometric: data:

Date started with
company:

Face [Suprema] M) Eemove
Other Remove

13 years, 9 month(z), 2 day(s)

(=]

r

=l el

B adge activation: ‘

| E—

Emplayment status: ‘ Employes

j o Current employment; Design Engineer

Absence entitlemen

policy: ‘20 Days Holiday

- 1)

Period schedule: ‘UE.UEH 40001 4:00-22: 00822:00-06:00

joo ‘wieek rotation: m

Terminal policy: ‘foice Access Mon to Fri Only

-

Email policy: ‘Nul Required

-®

Remuneration policy: ‘ Mat Required

=@

Cast centre [default]: ‘

-

| Amount: |

Flexitime clazing balance et on: ‘ A

Find. Refresh | Preview | Copy.

LCloze

Finger Registration Wizard (Suprema)
Finger Registration Wizard (SecuGen)

rM

: timeware® basic personnel
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Right click on current employment record and then <amend>.

Employee [D: 2 First name: |Michae| Last hame:; IEﬂnpa @e

[=- Essential E ssential [Employment

- General
- Groupings
- Employment
Right toWark
- Distlosure 3nd Barring Service
~-Training 2nd Qualification Matrix
=)- Miscellaneous
.. Personal Q Delete
-~ Contact Details View details...
- Trsining snd Quslificstions
.Hcme::mems K Copyto..
Educatian [ Print preview...

- Disciplinary 1= Print
= P

o
m
=
~
N
(=]
<
E
E
=
=)
o
=

- Interview

- Accident or Injury .
Bank Details D Reset grid
Pension Details

- Unien Details

- User Defined Fields
Documents

- Motepad

r- Employee Self Service

+- Mobile Worker

7 Vehicle

+- Health

7 Appraisal

v Working Time Regulations

Setting an employee to a leaver

Update LCancel

Tl I « |[Editing record b | 9

t2-0750 Training guide: timeware® basic personnel
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4. Add a date of termination and change employment status to leaver.

Personnel 'Employment’ - (Mew) X
petaits ____________________________________________________________________________|
Reterence: IDasign Engineer ;I @ Date of commencement |24#D1 #2007 | change employment status to IEmpInyee ;I
Job desciiplion: (D esign Engineer ~ Probation period [days): I %

Probation end da

Notice given date

Reporting tor | Matice period (g

Training and

qual. palicy: I LI @
Pay type: I vI

Amaunt: I vl I~ Remove ‘Probation Period" from To-Da List

Tax code: I [ Remove ‘Date of Termination’ from To-Do List

Date of kermi

Date of last p3

Q
m
-~
~
N
=
~
E
@
=)
o
(=}
=

Offer, contract and other information: Comments:

Setting an employee to a leaver

LCancel |

Click <Qk>.

Emplayee I 2 First narme: |Michae| Last name: |Ennpe @9

= Essential E ssential (Emplopment]

-~ General
- Groupings
- Employment
Right to Waork
- Disclosure and Barring Service
-~ Training and Qualification Matrix
= Miscellaneous
Personal
- Contact Details View details...
--Training and Quslifications
Achievements K copyto..

Education D Print preview...
- Disciplinary D o
- Interview = it
- Accident or Injury .
Bank Details :g fesetorc
-~ Pension Details
- Unian Details
- Assets
User Defined Fields
Documents
-~ Notepad
r|- Employee Self Service
+|- Mobile Worker
¥ Vehicle
¢
H
¢

timeware® basic personnel

- Health
Appraisal
- Working Time Regulations

t2-0750 Training guide
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Then click <Update>.
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