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Contents
Course Duration
tw21/0p/abs001 Approximately 30 minutes

An introduction to timeware® absence management

Contents

Processing absence requests and monitoring absence statistics...

Module  Description

m/03/101  understanding absence management
m/03/110  absence statistics
m/03/115  adding an absence or holiday request

m/03/120 amending an absence or holiday record

m/03/125  Marking the absence as declined for tactical absence reasons
m/03/130 absence and holidays on the ‘To-Do’ list
m/03/150 viewing a person’s absence and holiday entitlement

m/03/160 awarding an absence entitlement credit in days and hours

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

m/03/101
Understanding absence management

timeware® absence management covers entitlements, company and individual statistics,
absence tracking and trend reporting. Absence management may be used for all people in
the company, not just those who clock-in at a terminal or the ESS.

i Fle View Tobles SortandFiter Wizards Advanced Hardware Help

Quick Links

‘To-do’ List
v

v % Online Information

To-do List ) timeware® Commurity.latest news and maiot devel produst

W System Health

may tequite updlaing which

[id
(018 users are sstup without email addresses, an email addiess must be present 1o allow important securly fealures to funclion corectly

ol

Personnel

¥

sence Management
b h o cancelalion

20 Dutstanging sbsenses awsiing a decisian

(21 Duistancing sbsences that require finslisstion

Absence Hanagement
¥ Attendance Adjustments
/111 0uistaning missed bookings that equire atention
# [199] Dulstanding unauthorised absences t
i 3 decison

# (11 0ustanding bookings that requite fingisation

¥ Job Costing Adjustments
7 121 Dustending anomales thet recuire aftention

BHCHS

¥ [ Absence Management - Fiter ‘Approved AND ‘Finalised AND Nom Finaised - X
Emplyes D: 2 Fistname: bichae! Last name: Coope 200206
= opfion Note: Absence calendar oy displays approved absences

* Calendar

Planner .
Entlaments v - ToF s s B oW 3
BEIEIEEEE ]2 4[58 NRERD

MoT oW T F ot 8 M T W T F § t M T W T F £ & M T W T F 3 s
6 1 s 8 wm on e & 5 5 1 8 3 w 58 0 omow B ow 61 s 3w onow

Find.. | Refesh | Preve

Absence Statistic

# Anchor date: [Wed 24 Feb 2021 +| Show | 200 dapfs) either side of anchor date.  Display range(s} @2

Highlight | 200 dayls] sither side of anchor date.

1| « [Recard2 of 1 —| | =-Range(s)

i Everyone (105)

Close

Absence Reason Ke Note: sbsence statistics only displaps approved absences.

ilip (5]

Broadhurst, Liz 5]

Coope, Michael (2]

Gibbore, Ronald (20)

Joy, Mary (19)

Kennerdy, william [14]

Nicholson. Tuisa [17)

Oldham, Thomas (12)

Page, Denke (16)

Pice, Geroge [13)

Harnah (111

Absence Entitlement Policy

Description: [Weekly Paid

Renewaltype: | Fired (dd/mm) ] Calendar date and montt: 15t ] [Jaruay =

FiedHoliday Eniilemert pe: @ Days < Hours and minutes

Sickness
Training
sbzence

Medicsl appt

22| [Award Amount Based On W ek [Rounded)

Medical Absence.

Award Full Amaunt

CompassionateLeave.
WorkAccidants

Award Full Amount

Award Full Amount

Other Ressons.

Chane eategory descriptions

Add | Edt | Delete Find. Refresh Preview... |[Eamn]  Cose

W | 4 [pecod 202
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Understanding absence management

timeware® absence management

t2-0755 Training guide
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Module:

m/03/110
Absence statistics

1. Click on the Absence Statistics Quick Link.

Aftendance Adjustments

=

Planner

timeware’

workforce management software

2. The statistics screen will then appear, utilising the parameters defined on your last
session. Select ‘Absence Reason Key' to display the descriptions of each absence colour.

Absence Statistics

Linchor date; ['wed 24 Feb 2021 VI Show 200 day(z] either side of anchor date,

Highlight | 200 day(s) either side of anchor date.

Dizplay rangels]: o

[=-Range(s) Absence Reason Key.. Mote: Absence statistics only displaps approved absences.

i.Everyone (105)

Blrchl, Simon [3)

Briggs, Phillip (2]

Broadhurst, Liz [5]

Coope, Michael (2)

Gibbons, Ronald [20]

Joy, Mary [19)

Kennerdy. ‘william (14]

Michalson, Tulsa (17]

Oldharm, Thamas [12]

Page, Denise (16]

Price, Geroge [13)

Shaw, Hannah [11]

Silva, Piere (18]

‘webh, Dave (1)

‘wilkinzon, Lesley [7]

“ilkinson, Matt (4]

Zelem, George (6]

<

Cloze I

>

BRefesh

m/03/110
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(@)
- — 1 H 1 H .
. .
= 3. Select 'Display Range(s) to modify the range of people displayed
—
Om
— 4 sence Statistic Range
Ab: Statistic Range
! m Overview
\ > This option sets the range(s) to be displayed within the statistic screen,
“' (1] Settings
g O Range 1 Everpone .E
—
—_— Everyane: N
E o Range 2: Employess
- Ranges okooun
a Absence Statistic Range x
Locatian -
ey © | Range 4 §
Grauping 04 Omrt=o
=2 C I i This option sets the rangels) to be displayed within the stalistic screen
-U m Grouping 06 A Settings
(@] [ Range B: T Range . Emplopees
E (@] Range 7: -
o Co—- = Range 2
Range 3
ﬂ Range 9 . R
Rarigs 4 [ . Eriployss
<L fianacill - N 0 22 Michael Coope CoopeMichael  Employes
Range 11 . e 0 33 Simon Birchal BichallSimon  Employes
| | Flange & O 44 Matt wikinsorn Wikinson Mt Emplopes
Range 12 © At O 55 Lie Broadhurst Broadhustlz  Employes
{~] ks O 66 Georgs Zelem Zelem George Employee
Cancel ok Range & O 77 Lesley Wikinsan WikinsonLesley  Emplopee
O EE Fhillp Briggs Briggs Phillp Emplayee
Range 8 O 93 Marie: Tres Trae, Maris Employes
Rangs 10: O 1010 Mathan Louis Loviis Nathan Emplayee
O 11 Harmsh Shaw ShawHannsh  Emplayss
Pange 11: O 1212 Thomas Olcham Dldham,Thomas  Employes
Range 12 O 1313 Gierage Price Fiice. Geroge Emplayee
: O 1414 willamn Kennedy Kermerdywillsrn  Emplayss
_Caoal | O 1515 Lawa Sripton Sniponlaua  Employes
O 16 16 Derise Pane Page Denise Erployss
0 717 Tuilsa Nisholssn Nicholson Tulss Emplayss
O 1812 Fiere Silva Silva Piere Emplayee
O 1313 May Joy Aoy My Erployss
r a0 m Rrnald Rikhns Fibbans Ronald Fronlmiee ™
< | v

4. <Close> to leave the Absence and Holiday statistics screen.

Cloze |

t2-0755 Training guide: timeware® absence management
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Module:

m/03/115
Adding an absence or holiday request

1. Click on the Absence Management Quick Link.

Buick Links |

G
v

N
—
—
N
m
o
~
E
E
=)
O
(=)
=

Adding an absence or holiday request

Absence Management

Absence Statistics.

®

Attendance Adjustments.

=

Planner

2. The Absence Management screen appears at the person last viewed by the user

4+

Absence Management - Filter:'Approved' AND ‘Finalised AND Non-Finalised' - X a

Emplayes ID: 2 First name: Michael Last name: Coope S00E0 ©

= Ontion Note: Albsence calendar arly displays appioved absences. Absence Reason Kev.. S

i~ Calendar & January 2021 February 2021 March 2021 April 2021 | E
Entitlaments " T w T F E kS M T W T F E E " T W T F E E Ll T w T F E E

s e w0 w1 2 s vz s 4 s s 1 e s o

4+ 5 & 1 8 3 M 1z 3 4 s 8 1 g 3 o on o ow o 5 6 1 8 3 wm M oy

W oW mow w5 s wow o om ow o om o owom e omoa wow ow s [l e @

ol e o o= o o [EIENE] e v o0 o =l s ox oa e [lle w ow o o ow e

= e m e 2 s m = e m s wm @ e 2 s @ a o s [}

May 2021 June 2021 July 2021 August 2021 =

woT ow T oF s s MoT ow T oF s s moT ow T o F s s WoT o owo T or s s ©

e IREREE Telele i 5

IEIEEEIREEIERE ERERE IR 3 B @ s s+ s s 1 s =

Bl voeosoe s wos s o ow oo oeow e s s on e [Ele owoe s ow o =

]

Wow o m ow w s e wm e @ e @ o & 9w W @ wm o} ow s B T W8 @@ @ .

Bl == = =2 2« o Bl == =« = =» v

= P °

3

September 2021 October 2021 November 2021 December 2021 Y)

woT ow T F o5 s MoT ow T F o5 s MmoT o w T F 5 s WoT ow T oF o5 s 00

e 3 4 s R 1oe 3 4 5 8 1 12 3 4 s c

e 1 s s w0 o ow P ™ 5 s omom o owow e 1 s s ow o ow c

®ow oW omom owow e owow B m m® % 0w w o A w5 B w ® 'S

20 21 22 23 24 25 26 15 19 20 21 22 23 24 22 23 24 a5 26 ar 28 20 a 22 23 24 25 26 ol

TR s w m o om @ w @ w a2 2 s w1 2 0

s s s s 1 5| n

Erd. | Behesh Preview. Close o

T
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3. Click <Find> and search for the person whose absence you wish to book.

BRefresh Prewiew... I Cloze I ‘

Search for: @ o o
Search through: |Employee 1D J
Search type: Containz _I

Module: m/03/115
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Dave webb Dave

Michael Coope Coope, Michael Empln:|
Simon Birchall Birchall. Simon Emplo

b att wilkinzan “wilkingon M att Emplo
Liz Broadhurst Broadhurst Liz Ernpla
George Zelem Zelem,George Emplo
Lesley Wwilkinzan Woikingon Leslay  Empla
Phillip Briggs Briggs.Philip Emplo

M arie Trer Trer Marne Franln ¥

T W

Absence Management - Filter: 'Approved' AND 'Finalised AND Non-Finalised - X
Employes I0: 1 First name: Dave Last name: Wb SO0
[Soption  Mote: Absence calendar only displays approved absences.
Calendzr (] January 2021 February 2021 March 2021
Entitlements M T W T F & £ M T W T F & £ M T W T F & 3 "M T W T F & 3
25 s L) El 1 2 3 1 2 ¥ 4 H & T 1 2 ¥ 4
2 BRI KRR R R R R
W owowoE w o s s w0 on ow B oW ® 6 o w20 2 e o6 ow owm o ow
1 18 20 Fil 22 23 24 15 16 17 13 18 20 21 22 23 24 5 26 a7 s - 20 Fil 22 23 24 2
s e a1 e @ w0 @ 2 e ss s e es e o @ % @ e e @
4
c May 2021 June 2021 July 2021 August 2021
GJ M T W T F 8 3 M T W T F 8 3 M T W T F 8 3 "M T W T F 8 3
(O]
o0 BH: - - - - - - c oot oz s o+ s s 1
o] ®om e o® oW ow W s o®om s om e ow o s s oW ow s o ow o ow ow o
% 1 18 13 20 21 22 2 El S 23 24 25 26 27 13 20 a1 ) S 24 25 1% 1 1@ 18 20 El S
= Bl = @ 5 = @ = = w s @ o e W @ w m s & e &
GJ El - kil
v September 2021 October 2021 Movember 2021 December 2021
wn 1 2 3 4 s 1 2 s 12| 5| 4| s |68 1z 3 4 s
0o
(U & T E 3 10 il 12 4 H & T E 3 10 & 3 10 1 12 13 14 & T & E] 1o il 12
® B s ok mow s w e omow s e n s % oo os owon offloe v e o
E 2 o2 22 2 2 3 Bt 20 2 m o2 o 22 oz 24 2 = 2 2w 22 2 24 oz
m a7 s 29 30 25 26 a1 25 23 30 3 23 30 21 23 - H 1 2
; ¥ 4 5 & T & 3
(3]}
e Find.. | Befresh | Preview.. Clase
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4. To request the absence or holiday, <Right-click> on the required date and select New...

Amend
Delete
View details
= Filter
Abzence statistics for ‘Dave Webb' on "Tue 23/02/2021'
Absence list far ‘Dave Webb', 'January 2021 enwareds'...

Absence entitlement credits for "Dave Webb', 'lanuary 2021 enwards'...

gt
» O

|
Absence entitlement credit...

| 2

W T F & §
.} !
| 4 5 3 T &
i iz 13 14 1%
% 14 2 | -
& 26 ar 28 2%

(& Planner for 'Dave Webb' on 'Tue 23/02/2021'
o Attendance adjustment for ‘Dave Webb' on "Tue 23/02/2021°

lecember 2021

W T F 3 §
(@ GPS Tracking for "Dave Webb' on 'Tue 23/02/2021" 1| 2| a| a|s
5. Next, the Absence Booking form will appear.
Absence Booking - (New) - X
Employes [D: 1 First name: Dave Last name: ‘wiebb 4]
E Options [Essontial _________________________________________ lifomation |
-Caller Information General information % Entitlement Forecast
e Absence calegoy? <] toptionan @ MoCategary
“Interview 4 Tactical Absences
“Notapzd Al ke I LI e = % Declined Absence Requests
Take absence fom? [Tue 23Feb 2021 x| upta? [Tue 23Feb 2021 | @ Ma Information
. & statistics.
Entitlement
Entitiement deduction: 0 & (day)

Absence restiictions [optional)

Ahsence can only be taken between? | - and I :

Maimum absence duration?
Force absence duration to paid at a specified rate [optional)

Absence duration? Absence rate? -

Autharisation
Authonised by:

Authorization: | Approved - | [¥ Finlised

Cancel

N
—
—
N
m
o
~
E
E
=)
O
(=)
=

Adding an absence or holiday request

t2-0755 Training guide: timeware® absence management
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Adding an absence or holiday request

t2-0755 Training guide: timeware® absence management
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6. Select one of the Absence categories. This entry is optional.

General information
Abzence category? | Jib[npﬁumll
Hali
tisenge ol dken? Bk £ ~|®
Medical
Take absence from? | ) Hoosised i Feb 2021 vI
Uinaulharized tistics...
Entitlement Compassionate
Entitlement deduction: |Matemity/ Patemiy
Busziness Absence it

7. Next, select the Absence to be taken.

General information

Ahzence categony? IH.:.Iida_l,l LI [optional]

Abzence to be taken? I ;I @

Take absence fiom? [ oliday Full Day [Paid] Inplace of Sickness
) Haliday Half Day [Faid]
Entitlement Holiday Half Day [Paid] Inplace of Sickness

Entitiement deduction: ] @ [day]

8. Now confirm the date range of the absence.

General information
Abzence category? IHDIida_',' j [optional]
Abzence to be taken? IHDIiI:Iay Full Dray LI 51
Take absence from? |Tue 23Feb 2021 | upto? |Tue23Feb2021 |
@ Statistics...
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9. The Absence restrictions enable the user to specify what part of the day (and for how
long), the absence can be taken. This entry is optional.

Explanation: The doctor’s appointment is sometime before lunch and cannot exceed 3 hours.

Absence restrictions [optional]

Abzence can only be taken between’? | : and | :

M axirmum abzence duration’? I :

Force abzence duration to paid at a specified rate [optional)

Sbsence duration’? I : Absence rate’ I ;I

N
—
—
~
m
o
~
E
Q

=)
o

(=)
=

Adding an absence or holiday request

10. Finally, select the Authorisation type. You may find that you cannot change this entry if
your permissions do not allow. Only when an absence is finalised will an email be sent
to the person confirming the status of the absence or holiday request.

Authonsation
Apthaorized by:

Authonization: | Approved LI v Finalized
Incomplete booking

Sumaiting decizion

Ceclined

11. Click <Ok> to save the absence request and return to the Absence Management screen.

12.Finally, click <Close> to leave the Absence Management screen.

Cloze |

t2-0755 Training guide: timeware® absence management
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Module:

m/03/120
Amending an absence or holiday record

1. Click on the Absence Management Quick Link.

Quick Links

o
(p]
-
N
m
o
~
E
@
=)
O
(=)
=

Amending an absence or holiday record

Absence Nanagement

Absence Statistics

®

Attendance Adjustments

(=

Planner

2. The Absence Management screen appears at the record last viewed by the user

4+
Absence Management - Filter:'Approved' AND ‘Finalised AND Non-Finalised' - X e
Employee ID: 2 First name: Michasl e =l Coopo SCOoO0ed ]
= Option Mote: Absence calendar orly displays appioved absences. g
-+ Calendar & January 2021 February 2021 March 2021 =
Entitlaments " T w T F E kS M T W T F E E " T W T F E E Ll T w T F E E E

s e w0 w1 2 s vz s 4 s s 1 e s
W ow oW omow®ow e 5 w1 o5 owoa o e owouow @l v e c
1 BEEEEEEE I EEEEEY e @
= s o1 e 23 30 @ 22 es w4 e = w8 2 s s e =1 28 @3 m Na)
May 2021 June 2021 July 2021 August 2021 %
WmoT ow T F s s MoT ow T F s s MmoT ow T F s s WoT ow T o F s s et
T 2 s 4 s s vz s ' ©
e e e e ] 2
Bl voeosoe s wos s o ow oo oeow e s s on e [Ele owoe s ow o £
Wow o m ow w s e wm e @ e @ o & 9w W @ wm o} ow s B T W8 @@ @ =

| |

e e e e e o e e m o e e e e s em +
= P <)
September 2021 October 2021 November 2021 December 2021 -5:
woT ow T F o5 s MoT ow T F o5 s MmoT o w T F 5 s WoT ow T oF o5 s 50
e 3 e s e s vz 3 o4 s e 1 Tz 3 e s 00
5 1 8 3 wm o om o w & 5 5 1 8 3 W 5 3 w0 onm @ 1w 5 1 8 3 w m w c
T W oW o5 B o6 on s om o2 oa w o B 6 T @ ow c
@ om owm wm o w s ow  ® oW om @ m @ s @ @ s & 3 @ w e @ w & M @ =
21 £ 23 30 25 £ Ed 28 £l 30 kal 23 30 21 28 23 30 3 1 2 —

s 4 s e 1 s|s
Eind.. |  Behesh Preview. Clase ,\L“
1 | 4 [Fecad 2ot &t vlw Cl)
+
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3. Click <Find> and search for the person whose entitlements you wish to view.

BRefresh Prewiew... I

Cloze I ‘

o
(5]
-
N
m
o
~
E
@
=)
o
o
=

Amending an absence or holiday record

Search for: @ o o
earch through: |Emplayee
Search through: | Emplopes 1D
Search type: Containzs _I
A
Emplo
11 Dave Webb Webb.Dave Emplo
22 Michael Coope Coope, Michael Empln:|
33 Siman Birchall Birchall. Siman Ernpla
44 b att Wilkinzon “ilkingon M att Emplo
5Eh Liz Broadhurst Broadhurst Liz Ermpla
EE George Zelem Zelem,George Emplo
77 Lesley ‘wilkinzon Wwilkingon Lesley  Emplo
a8 Phillip Briggs Eriggs. Phillip Empla
99 M arie Trer Trer Mane Franln ¥
L | 2
4. The person’s absence calendar will appear
. P ppear.
Absence Management - Filter: ‘Approved' AND 'Finalised AND Non-Finalised — X
Employee 1D: 1 First name: Dave Last name: ‘webb @ O o @ 9
= Option Nate: Absence calendar anly displays approved absences Absence Reason K
- Calendsr [ January 2021 February 2021 March 2021 April 2021 p
c Entitlements Mot ow T F 5 s Mot ow T F s s moT o ow T F s s MoT o ow T F s s
GJ 25 k=) 30 kil 1 2 3 1 2 E 4 5 & T 1 2 E 4
£ i BRDDDEmannnnnl  DDnnnnEnnnnnne
DO il 12 13 14 15 1% 1 & 3 10 1 12 1] 14 15 18 1 18 13 20 21 12 13 1“4 15 16 1 1&
g ® w9 s om om ow e 5 % ow w8 w @ e - W oo e o
] R 2 e a4 o e o e s @ w [
W May 2021 June 2021 July 2021 August 2021
U MoT o w T F s s MoT o w T F s s moT o ow T F s s MoT o ow T F s s
5 1 2 1 2 5 4 5 13 1 2 ¥ 4 1
0n -456?33_|21356733mn23»5573
® W @ owm ow m e @ m owm ow owm @ ow ® oW ow@ m = ow o ® om w1 @ e
] Bl= = = = = « s e 30 % a e W w o s = m m o e
o a O
=2 September 2021 Dctober 2021 Hovember 2021 December 2021
<) MoT o w T F s s MoT ow T F s s moT o w T F s s MoT o w T F s s
+ & T 8 E] 10 1 12 4 5 & 1 E El 10 & L 10 n 12 13 14 ) T & L 10 1 12
(] B s ® T B 1 L S PR S £ %6 ot ot 13 20 2 13 R
"% 20 2 22 Exd 24 25 26 1@ 13 20 21 22 23 24 22 23 24 25 26 27 Ed 20 2 22 5 24 3 26
%) o e o= w s wm o@m oW ow W@ @ @ w @ o [ 0 e
60 3| a|s|s|t|s]s
c
= Find. | Refiesh | Freview Close
‘© 14 | 4 [Record T orst » [ w
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=
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5. <Right-click> on the required absence/holiday date, select Amend and then click on the
absence description.

Ahsence statistics for 'Dave Webb' on 'Fri 19/02/2021'
Absence list for 'Dave Webb', 'January 2021 onwards'...
Absence entitlement credits for 'Dave Webb', 'January 2021 onwards'...

o

N

MNew 4 l A\
Amend k ] Holiday Full Day 'Meon 13/02/2021 - Fri 19/02/2021' R
Delete » O
View details , E
¥ Filter » -
o

=3

=)

O

@ Planner for 'Dave Webb' on 'Fri 19/02/2021'
o Attendance adjustment for 'Dave Webb' on 'Fri 1%/02/2027'

@ GPS Tracking for 'Dave Webb' on 'Fri 19/02/2021"

Amending an absence or holiday record

6. Next, make the necessary amendments in the Absence Booking form.

Absence Booking - (Amend) - x
Emplayes ID: 1 First name: Dave Last name: Webb 9
F+-Options [Essential _______________________________________________ information |
--Caller Infermation General information 3 Entitlement
"Rﬁ:ti’r‘:':"]wmk Absence category? I =] laptional) =] % Abzence Perind: Fri 01 Jan 2021 - Fii 31 Dec 2021

Entitlement: 20.00

:::'l;w Absence to be taken? |Holiday Ful Day @ ek 000 (0005
Take absence fom?  [Mor 15 Feb 2021 =] upto? |Fri13Feb 2021 x| Planned: 17.00 (85.00%)
. & statistics.. o
Entitlement
Entitlerment deduction: 5 @ [daw) V Tactical Absences
Ah - . = 8 Declined Absence Requests

o i @ Mo Information
Absence can only be taken between? | - and | :

Maximum absence duration?
Force abszence duration to paid at a specified rate [optional]
Ahsence duration? l— Absence rate? lﬁ
Authorization
Autharized by: - Swstem
Authorization: IAppmvEd d ¥ Finalised

LCancel

7. Finally, press <Ok> to save the modification and return to the Absence Management
screen.

4
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Module:

m/03/125
Marking the absence as declined for tactical absence reasons

1. Click on the Absence Management Quick Link.

Quick Links

LN
(p)]
-
N
m
o
~
E
@
=)
O
(=)
=

Absence Nanagement

Absence Statistics

®

Attendance Adjustments

(=

Planner

Marking the absence as declined for tactical absence reasons

2. The Absence screen appears at the record last viewed by the user

4+
Absence Management - Filter:'Approved' AND ‘Finalised AND Non-Finalised' - X e
Employee ID: 2 First name: Michasl e =l Coopo SCOoO0ed ]
[Soption  Mote: Absence calendar orly displays appioved absences. [y}
-+ Calendar & January 2021 February 2021 March 2021 =
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3. Click <Find> and search for the person whose entitlements you wish to view.

BRefresh I Prewiew... I Cloze ”

Search for: @ o o

Search through: |Employee 1D _I
Search type: Containz J

o
(5]
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m
o
~
E
K
=)
o
o
=

[

Dave Webb.Dave Ermpla
22 Michael Coope Coope, Michael Empld
33 Simon Birchall Birchall.Simon Ermpla
44 b att wilkinson “ilkingon M att Emplo
5Eh Liz Broadhurst Broadhurst Liz Ermpla
EE George Zelem Zelem,George Emplo
77 Lesley ‘wilkinzon wilkinzon Lesley  Emplo
a8 Phillip Briggs Briggs.Philip Emplo
94 td arir Trer Tree Marie Franln ¥
Ll | 2l

Marking the absence as declined for tactical absence reasons

4. The person’s absence calendar will appear.

Absence Management - Filter: ‘Approved' AND 'Finalised AND Non-Finalised - X
Emploes ID: 1 First name: Dave Last name: Wwebb 20020
W Maote: Absence calendar only displays approved absences. Absence Reason K
Calendar [ January 2021 February 2021 March 2021 April 2021 B
E ‘Entitlemants MmoT W T F 5 5 MoT W T F 5 3 Mo T w T F 5§ 3 MmoT w T F 5§ 3
(] 9w 30| | 1 2|3 1 af | a5 ]| R
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% T @ o s w
E
May 2021 June 2021 July 2021 August 2021
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5. <Right-click> on the required absence/holiday date, select amend and then click on the

absence.
(@)
(g
Mew » l Az
Amend R ] Holiday Full Day 'Meon 13/02/2021 - Fri 19/02/2021' R
Delete 4 (=]
View details v E
¥ Filter » "

Ahsence statistics for 'Dave Webb' on 'Fri 19/02/2021'
Absence list for 'Dave Webb', 'January 2021 onwards'...
Absence entitlement credits for 'Dave Webb', 'January 2021 onwards'...

n
c
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©
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p
(1]
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©
(1]
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a
c
QL5
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'g'c

n
S
({1}
(@)
c
a
0
=)
(1+]
(/1]
=
rar)
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c
=
p
©
=

@ Planner for 'Dave Webb' on 'Fri 19/02/2021'
o Attendance adjustment for 'Dave Webb' on 'Fri 1%/02/2027'

@ GPS Tracking for 'Dave Webb' on 'Fri 19/02/2021"

6. Change the authorisation to declined, then click ok.

Authorization
Authonzed by, Admin

Authaorization: | Approved LI v Finalized

Incomplete booking
Awaiting decizion

Approved

t2-0755 Training guide: timeware® absence management

23



®
(]
Q-
b
wn
LB
c
(]
IS
(]
Bo
(1]
c
(I
€
(]
v
o
[T |
o
tw

24

JuaWadeURW 3IU3SAR @3 emawiy :apind 3ulurel] §6/0-731




timeware’

workforce management software

Module:

m/03/130
Absence and holidays on the ‘To-Do' list

1. A number of Absence Management To-Do’ list items may appear on your To-Do' list
dependant on how the timeware® system has been configured.

i File View Tables Sortand Filter Wizards Advanced Hardware Help
Guick Links .
s ' TOo-do'’ List
v
v % Online Information
To-do List @timaware® Community, latest news and major developments about vour product
7 System Health
ﬁ Otimeware® hardware may require updating dug to information which has been modified [3 items remaining)
0[9] uszers are setup withaut email addreszes, an email address must be present to allow important security features to function corectly
Personnel
s Abszence Management
=[11 Outstanding sbsences that require declining due to cancellation
=[2] Dutstanding absences awaiting & decision
=0=[2] Outstanding absences that require finalisation
Absence M

2. Thethree absence and holiday agenda items covered in this module are;
a. Awaiting decision
b. Require finalisation

C. Return to work interview

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

Absence and holidays on the ‘To-Do' list

t2-0755 Training guide: timeware® absence management
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3. Awaiting a decision. This To-Do’ List item highlights complete absence/holiday
requests that have not yet been approved or finalised by a manager.

%% Absence Management

[11 Dutstanding abzences awaiting a decizion

Clicking on the agenda link takes the user to the personnel absence/holiday selection
screen.

o
M
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m
o
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S
a
S
.=,
o
=

Absence Management - Filter: ‘Approved’ AND Finalised AND Non-Finalised' - x

Employee ID: 1 First name: Dave Last name: ‘webh OO0

=-Option Hote: Absenoe salendar orly displays approved sbsenoes Absence Reason K
~Calendsr & January 2021 February 2021 March 2021 April 2021 ]

Entitlamants.

Absence and holidays on the ‘To-Do' list

moT w7 F s os moT w7 F s os moT w7 F s os moT w7 F s os
@ 2w w1 2 s i Ja]a] 4|56t vz s
3 EIREEIENE DEREIAEERIREN EEEIEEEEE s o6 ros s 0w
IR A A f s w4 ok B oM R A I R I O A
®oe omowm @ om a3 o® 1w omomoa o= omoa s ow o on Ao o o= s ow o
5 % wm m om W w  m owm oa s % @ 2 9 o a % @ w2 o
May 2021 June 2021 July 2021 August 2021
moT w7 F ozt moT w7 F ozt moT w7 F ozt moT w7 oF oot
e s +]s]e R '

= -
September 2021 October 2021 HNovember 2021 December 2021
Bouos B o B 1o B w5 ® T s % mo® w® o & 5 R )

Find.. | Refiesh | Preview. |  Close

14| 4 [Record 1 o917 rim

= Selecting an person’s absence/holiday, enables the user to modify the authorisation
()
£ details to either Approved or Declined. Click <Ok> to return to the personnel absence/
b0 . .
© holiday selection screen.
[go]
E
() Absence Booking - (Amend) - be
g Employes D: 1 Fiist name: Dave Last name: Wwebb [ ]
(¢} [Soptions |
wn CallerInformation General information 4 Entitlement
= riii::il, Work Absence category? =] (opiona) =1 % Absence Peiod: Fi 01 Jan 2021 - Fri 31 Dec 2021
C:DU L:'::‘: Hbserce to be taken? [Holday FullDap ~® ::tmz'guzls EEZ]
E Take absencs from? [Mon15Feb 2021 -] upto? [FilaFeb20el =] Planned 17,00 (25.00%
P & statistics.
g : ‘;Inlwﬂem;nl deduction: 5 @ (da) ¥ Tﬂ;"ﬂﬂlf A:‘::':E‘ n
B eclines sence Requests
g Ah:::ce lesllicli\‘m: [rzlinr::] ) ,_ . '_ V@ No Informston .
i Marimum ahsencye durstion? |
b Force absence duration to paid at a specified rate [optional)
-8 Bbsence dwation? [ = Absencsrate? | <]
: 5 Authorisation
%) Authorised by System
[SYs) Authorisation: | Awaiting decision «| I” Finalised
=
R=
]
p -
'_
Ln
Ln
~
o
f\ll Cancal | ok |
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Require finalisation. Note that this option is mostly used where two step authorisation
is required i.e. a line manager says it is fine to take but HR get the final say.

¥ Abszence Management

m/03/130

[3] Outztanding abzences that reguire finalization

e
0
‘o
=
o
=
)
c
)
c
o
("]
>
]
&=
=)
o=
=k}
= C
o
)
(O]
c
7]
0
el
T

Clicking on the To-Do’ List link takes the user to the personnel absence/holiday
selection screen.

Non-Finalised'

First Hame Last Hame

Close I

Selecting a personnel absence/holiday enables the user to modify the authorisation
details to Finalised. Click <Ok> to return to the employee absence/holiday selection
screen.

4
[y
]
)]
b0
s}
C
Absence Booking - (Amend) - X [gs]
Employes D: 1 First name: Dave Last name: *wehb [#] E
[information | <
General information % Entitlement E
Absence calegoy? <] {optional) = % Absence Period: Fri 01 Jan 2021 -Fri 31 Diec 2021 a
Enlilement: 20.00 n
2 | Holiday Ful . -
Absence to be taken? [Holiday Full Day ~|® Taken 0.0 (0007 )
Take absence fiom?  |Mon 15Feb 2021~ | upte? [Fi 19 Feb 2021 hd Flanned: 17.00 [85.00%) rU
Statist ing: .00 (15.005%)
Entitlement o === - gL C‘G:)J
Enilement deductior: 5 @ (da) % Tactical Absences et
=1 4% Declined Absence Requests
Absence restiictions [optional) 8®N ot g
o Information
Absence can only be taken between? | : and e
Mazximum absence duration? E
Force absence duration to paid at a specified rate [optional) =
Absence duration? Absencs rate? - L.
]
Authorisation o
Authorised by: - System =1
Authorisation: ~| I Finalised 50
oo
c
C
©
=
L0
L0
~
?
Cancel ok
= = ~N
4
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5. Require return to work interview. This agenda item highlights any absence spells that
have exceeded the return to work interview limit specified in the appropriate absence
reason.

3 Abszence Management

il

395[1 1] Outstanding absences that require a return bo work, interview

Clicking on the 'To-Do' List link takes the user to the personnel return to work interview

(@]
m
S
~
m
o
~
£
P
=
o
o .
s selection screen.

Known és
Kennerdy wiliam

First Mame Last Mame

Absence and holidays on the ‘To-Do' list

“filliam Kennerdy 14 Employes
14 william Kennerdy Kennerdy \illiam 14 Employee Mo
1 Dave Webb Webb Dave 1 Emplayee Mo
14 William Kennerdy Kennerdy william 14 Employes Nao
16 Denise Page Page Denise 16 Employes Nao
16 Denise Page Page.Denise 16 Employes Nao
14 “filliam Kennerdy Kennerdy wiliam 14 Employes Mo
20 Ronald Gibbons Gibbons Ronald 20 Employes Mo
14 éilliarn Kennerdy Kennerdy \william 14 Emplopes Mo

14 William Kennerdy 14 Employes Nao
14 “filliam Kennerdy 14 Employes Mo
14 “éilliam Kennerdy Kennerdu Milliam 14 Emolovee No e

Selecting a personnel return to work incident enables the user to record the points
discussed in the actual return to work interview. Click <Ok> to return to the To-Do’ List

)
c screen.

gJO Absence Booking - (Amend) 7 x
as] Emplayee [D: 2 First name: Michael Last name: Coope

c

© i Retuin to Work Interview [Optional [information |
E = Options

‘Caller Information Enter the date, time and the person who carried out interview, 4 Bradford Factor

u -Essemti| Absence Period: Thu 10 Dec 2020 - Thu 09 Dec 2021

v i ReturntoWork General interview information [optional) }

C Intarview . . Spells: 1

(4] i Notepsd Drate and time of interview? | Thu 09 Dec 2021 vl 09:00 Days 01

0 A
n who carried out interview? IAdrmn LI Scare: 0

(] :as Bl twg* nlervien & o ¢ yes % 12 Month Rolling Absence
% 2N Conduet Absence Period: Thu 10 Dec 2020 - Thu 03 Dec 2021

Pt Enter notes; Taken Days: 0

fg Discussed on gaing medical issues T aken His And Min: 000

7] Hospital Appaintment [Paid]

Thu 03 Dec 2021 - Fi 10 Dec 2021

E Authorised by: Sypstem

+ Memo:

(<]
o Public Mema

C?D 4 Tactical Absences

60 =] ¥ Declined Absence Requests

c &) Mo Infarmation

c

©

o
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Module:

m/03/150
Viewing a person’s absence and holiday entitlement

1. Click on the Absence Management Quick Link.

Quick Links

‘s absence and holiday entitlement

o
LN
-
N
m
o
~
E
@
=)
O
(=)
=

Absence Nanagement

lewing a person

Absence Statistics

®

Attendance Adjustments

(=

Planner

vV

2. The Absence Management screen appears at the record last viewed by the user

4+
Absence Management - Filter:'Approved' AND ‘Finalised AND Non-Finalised' - X e
Employee ID: 2 First name: Michasl e =l Coopo SCOoO0ed ]
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e e e e ] 2
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3. Click <Find> and search for the person whose entitlements you wish to view.

Befresh I Preview... I Close ”

Search for: 0 o o

Search through: | Employpes D LI
Search ype: Containz ;I

o
(5]
=
N~
m
o
~
E
@

=)
o
o
=

Dirag

Amending an absence or holiday request

11 Dave ‘wiebb ‘webb,Dave
22 Michael Coope Coope Michael
313 Siman Birchall Birchall Siman
44 b att ‘ilkinzon ‘wilkinzon b att
55 Liz Broadhurst Broadhurst Liz
EE George Zelem Zelem,George
7T Lesley ‘wilkinzon ‘Wilkinzon, Lesley
a8 Fhillip Briggs Briggz.Phillip
989 b arie Tree Trer Mareq

K1 2

4. The person’s absence calendar will appear.

Absence Management - Filter: 'Approved’ AND ‘Finalised AND Non-Finalised — x
Emplayee ID: 1 First name: Dave Last name: Webh 0060
W Mote: Absence calendar only displays approved absences. Absence Reasen Key...
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Entitlements M T w T F 5 s MoT w T F 5 s MmoT w T F 5 s MmoT w T F 5 s
2 oz w0 M 1 2 3 1z s 4 s 8T e s
T T T R R L T T U O Y % f 18 1m0 20 2 TR TR TR R B
E B 20 2 =2 o2 w B o6 T 8 18 20 A 2 oz a4 5 2 o o - E T R
() e 2 = z8 2 30 A 22 3 = = m @ owm EERETI e = = e 30
E
gJO May 2021 June 2021 July 2021 August 2021
o MoT w T F s 3 MoT w T F s 3 MmoT w T F s 3 MmoT w T F s s
c 1] e o2 s 4 5 8 o2 s 1
g -456?33_|21356763|0H23655?6
mon e ow oW s w M B ® W B @ e ' B w5 B o a m o e W oM on
b s E -
) September 2021 October 2021 Movember 2021 December 2021
8 MoT w T F s 3 MoT w T F s 3 MmoT w T F s 3 MmoT w T F s s
E 6 T &8 3 f0 u 4 05 8 T 8 3w LI T TR - T 5T 5 3 owon R
= Bow o os ow on owow R ) R A ] 13 R
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E o w23 W EREFUEET - I FER) ] - sl 1| 2
] s a5 | e|r|s]|a
% Find.. | Befesh | Preview.. Close
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5. The screen will then change to display the person’s absence and holiday entitlements.

--Calendar Entilement policy: 20 Days Holiday @

..Entitlemants
Absence period: From

o

Absence Management — X ‘:
Employee [D: 2 First name: Michael Last name: Coope ° 0 o @ e ~
[=option 8
E

‘whed 01 Januay 2020 Thu 31 December 2020
Tue 01 January 2019 Tue 31 December 2019
taon 01 Januarp 2018 ton 31 December 2018

Sun 01 January 2017 Sun 31 December 2017
Fri 01 Januay 2016 Sat 31 December 2016
Mon 24 August 2015 Thu 31 December 2015

e
wn
@
3
o
@
p .
>
o
o
©
<
p
o
@
(@]
@
Y
_gﬂ
o
O c
= ©
b0
£
©
c
]
=
(< §

Categary: Ithday d
Day

Period allowance: 20

Allowance: 20

Carry aver: 0

Credit: -+

Total entitlement: 20

Absence worked [refunded): 0 @

Absence taken: 0 @

Absence planned: 13 @

Remaining entitlement | ]

FEind. I HRefresh Preview. LClose

| 4 [Fecod 2o 51 » | w

Any of the ten categories can be displayed

6. Click <Close> to leave Absence Management.

Cloze |

t2-0755 Training guide: timeware® absence management
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Module:

m/03/160
Awarding an absence entitlement credit in days and hours

1. Click on the Absence Management Quick Link.

Quick Links

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

Absence Nanagement

Absence Statistics

®

Attendance Adjustments

(=

Planner

Awarding an absence entitlement credit in days and hours

2. The Absence Management screen appears at the person last viewed by the user

4
c
()
Absence Management - Filter: 'Approved’ AND ‘Finalised AND Non-Finalised' - X ]
Employss ID: 2 First name: Michasl Last name: Coops SO0 %D
[Coption  Mote Absence calendar orly displays appioved absences Absence Reason Key. %
Calandar & January 2021 Febiuary 2021 March 2021 April 2021 =
- Enttlemants L T W T F & 3 M T W T F 3 & M T w T F 3 3 Ll T W T F & 3
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s m W @ 1 2 3 e s 4 5 e 1 R
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« s s 1 8 3 9w 12 3 s s 81 s 3 wm o on o W ow 5 & 1 8 3 m n c
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3. Click <Find> and search for the person whose entitlements you wish to view.

(]
R
3
o
R
o
=
[~
0
>
[
o
=
=
a
B
(]

—
~ Befresh Breview... I Cloze I
~ (¢)
aj - Search for: @ o o
=5 ) Search through: |Employee |D _I
h -] 5 Search type: Containzs _I
Sg :
(9
5 E .
w0 11 Dave Webb Webb.Dave Emplo
] 2|2 Michael Coope Coope, Michael Empln:|
(1] 33 Siman Birchall Birchall. Siman Ernpla
c 44 Matt wilkinson Wilkinsor Matt  Emplo
(1] 5Eh Liz Broadhurst Broadhurst Liz Ermpla
bo EE George Zelem Zelem,George Emplo
_E 77 Lesley “filkingon Wikinzon Lesley  Empla
E 88 Pillp Briggs Briggs. Philip Ermplo
m 99 M arie Trer Trer Mane Franln ¥
= L | 2
4. Th 'sab lend ill
. The persons absence calendar will appear.
Absence Management - Filter: 'Approved’ AND 'Finalised AND Non-Finalised - pd
Employes 1D: 1 First name: Dave Lost name: Webb SO00BO0
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5. Toaward an absence entitlement credit, <Right-click> on the required date and select
<New>, Absence entitlement credit.

o

(o)

€ Absence... New » :
. i & i Amend b m

elete [ (=]

: ~

F + - " T - T v detalls k E
i 2 1 2 % 4 ¥ Filter 3 =n
‘ 9

- 1 L IR Absence statistics for ‘Michael Coope’ on 'Fri 23/07/2021" =]
BRI | Bo® W ® C abcence listfor 'Michael Coope’, 'lanuary 2021 enwards'... h o)
[B] & | il Ml 0 Absence entitlement credits for 'Michael Coope’, January 2021 onwards'... o
kb 30 3 23 30 E

a Planner for "Michael Coope’ on 'Fri 23/07/2027°
€ Attendance adjustment for '‘Michael Coope’ on ‘Fri 23/07/2021°

GPS Tracking for 'Michael Coope’ on 'Fri 23/07/2021°

6. Next, the Absence Entitlement credit form will appear.
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Absence Entitlement Credit - (Mew) x Absence Entitlernent Credit - (New) X
Ouverview Ouverview
Far a credit to be calculated it must be approved and finalised. For a credit to be calculated it must be approved and finalized.
Settings Settings
Date: Drate: IFri 23Jul 2021 A I
Category: IHoIida_l.J ;I Categony: IHDIida_l,l LI
Credit: I 1.00 [day] Credit; |.1.1|: fol} [haour and minute]
Mema: ema:
Authorisation Authorisation
Autharized by: Authonised by:
Authorisation status: © Awaiting decision [V Finalized Authorization status: O Awaiting decision [ Finalized
* Approved & Approved
" Declined " Declined
LCancel | Cancel |

Simply select the date and absence category along with the amount of credit to be
awarded. The memo field is optional but it is recommended that a reason for the credit
is described within.

Depending on how your system is configured will depend on if the credit is in days or in
hours.

t2-0755 Training guide: timeware® absence management

Finally, select <Update> to save the credit.
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