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Module:

m/08/101
Understanding timeware® reports

m/08/101

The timeware® application now includes over 190 reports developed using Business
Objects (SAP®). The reports are the culmination of 22 years specialising in the workforce
management solution business sector.

Module:

All the available reports include examples to assist the user in determining which is
suitable for the requirements. Once selected, the report properties can be modified to
include, for example, specific date ranges and certain groups of employees.
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The reports are divided into seven major groups;

General
Personnel
Absence Management

Attendance

Access control
Roll-Call

Job Costing

It is possible for the timeware® team to develop customised or bespoke reports for
your company. Please contact timeware® on +44 (0)1706 659368 to discuss your exact
requirements.
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Module:

m/08/110

Selecting a report template

1. To access the timeware® reports, select the Report Quick link,

Quick Links
Dashboards

| L=
Ala

Reports

Daily Totals (Short)

Roll Call by Zone

or, select File, then Reporting and click on Reports...

File | View Tables Sortand Filter

Wizards Advanced Hardware Help

Calculation...

Personnel...
Planner...
Absence Management...

GPS Tracking

pline Information

» | Community, latest news and majo

Attendance
Job Costing
Cost Centre
Access Control

a Asset Management...

-

stem Health

-

has been unable to collect any

v hardware may require updating

-

re Alarm Monitor Alert

‘Manchester Fire Alarm Panel' input ON at "1

Dashboards... Lyroll

Attendance Display Panel... "wheekly Pay' payrol was last run at "11:10am
| Reporting >| | Reports...

Exports... I Working Time Regulations...

Sage Payroll 3

@ Preferences...

itendance Adjustments

[2] Dutstanding mizsed bookings that require,

Log Off - admin

Exit

[993] Outstanding unauthorized absences th
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m/08/110
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2. The Reports screen is divided into two sections. On the left are all the available Report
Templates. On the right are the Accessible Reports previously setup by you.

Report Templates Accessible Reports
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[ Da nat show hidden reports and folders " Peparts and Folders
| Show iciden epots and folders T [ Acoess Data Lising [Access Deried]
o s and Fedes (279 e #cess Dais Listing [Everything] Badae Based
w bsence Access Dats L\S:hng [Evenything]
g Eaoeess o Access Time Pairs and Totals per Day
Job Costing Boskings (Employes Based)
= i tendsnce Job Detail With Act
hw) Eg:?s;’; Job Dietaile
Job Listing (Bercode
(@] 7 |Cost Centre o
E EE‘W: oe bl Personnel Delai
=1 Epets
{TERPORTS!
{7ob Casting
My
|| [ jPersonnel
- Planmer
Ral Call
[ System
[Tebles

o Test Folder

3. Double-click on one of the Report Template report folders and all its reports become
visible. Moving the mouse over each report displays a thumbnail report. By <Right-
clicking> on a report, it is possible to display a full-screen version of the report.

timeware® Reports

Report Templates Accessible Reports

® Do not show hidden reports and folders
) Shaw hidden reparts and folders - [£] Absence Listing
|2 Bradford Factar
- [ Pay Period Totals [Shor)

Reports and Folders [218 templates)

= ihse“i v [ Training and Qualication Matix
G Asem Managamert [ weekly Clock Cad
{5 Atendance

- Badges

i Bespoke

4 Cost Centis

i Job Costing

Y

= e

[+ Planres

® RolCal

8 System

e Tables

E;Heports and Folders 279 templates]
[+ jAbsence

EACCESS Contral

{Attendance

fn- Example
‘wieekly Clock Card
wigekly Clock Card [First and Last Swipe]

t2-0790 Training guide: timeware® reports and exports
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4. When you have identified a suitable report, drag the report to the right side of the screen
and drop onto Reports and Folders beneath the Accessible Reports header

timeware® Reports

Report Templates Accessible Reports

(%) Do not show hidden reports and folders -
() Show hidden reports and falders
1adford Factar

'ay Period Tatals [Short)
raining and Qualification M atrix
‘eekly Clock Card

Fieports and Folders (218 templates)
< Mbsence

Access Control

Asset Management

Attendance

Badges

Bespoke

Cost Cerlre

Job Casting
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Selecting a report template

Personal
=8 Listings
|2 Upcaming Review |tems

easons for Possible Enralment Exchusion
|2 Personnel Terminal Palicy Listing

Personnel Starting After Date Listing
Personnel Listing
Perzonnel Listing ‘With Phota
Personnel Listing [Status)
Personnel Listing [Grouping 1-10]
Perzonnel Listing [by Grauping 1]
Perzonnel Greater Than or Equal to the &ge of = [parameter)
Personnel Details
Perzonnel Details (exclude Leavers)
Personnel Biometric: Enrolment (]

5. A copy of the report will then appear within Reports and Folders.

timeware® Reports

Report Templates Accessible Reports

(&3 Do nat show hidden reparts and folders [=] Reparts and Folders
) Show hidden reports and folders

Reports and Folders (218 templates) :Fj;!?j;;i:z?
B-{fmAbsencs Pay Period Tolals [Short]
g izsc:::dg:gginant Training and Qualification Matrix
B Aftendance Waekly Clack Card

- Badges

[+ Bespoke
[#- Cost Centre
#- Job Caosting
My
= Persornel

Personal

= Listings

[ Upcoming Review ltems
FReasons for Possible Enrolment Exclusion L]

Persannel Terminal Paolicy Listing
Perzannel Starting After Date Listing
Perzannel

erzonnel Listing [Status)
Pessonnel Listing [Grouping 1-10)

Personnel Listing [by Grouping 1]

Personnel Greater Than or Equal to the Age of & [parameter)
Persannel Details

Perzannel Details (exclude Leavers)

~[£) Persannel Biometric Enrolment =

6. You have now successfully selected a timeware® report template.

t2-0790 Training guide: timeware® reports and exports
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Module:

m/08/120
Setting the report properties

Report properties are generally different on each report.

This module shows the user how to modify report properties. Once the user
understands the principles behind this technique, experimenting with the
properties of new reports becomes less challenging!
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Setting the report properties

1. Select the Report Quick link

Buick Links
Dashboards

Fieports

Daily Totals (Short)

Roll Call by Zone

or, select File, then Reporting and click on Reports...

File | View Tables 5ortand Filter Wizards Advanced Hardware Help

Calculation...

O Personnel...

@ Planner...

@ Absence Management... pline Information
GPS5 Tracking » | Comrmunity, latest news and majon
Attendance * lstem Health
Job Costing ¥ |has been unable to collect any
Cast Centre , | hardware may require updating

Access Control

-

re Alarm Monitor Alert

t2-0790 Training guide: timeware® reports and exports

°I Asset Management... ‘Manchester Fire Alarm Panel input ON at 1
Dashboards... Lyroll
Attendance Display Panel... "wheekly Pay' payrol was last run at "11:10am
| Reporting >| | Reports...
Exports... | Working Time Regulations...
Sage Payroll 3

itendance Adjustments

[2] Outstanding mizsed bookings that require:
Log Off - admin [993] Outstanding unauthorized absences th

Exit Alt+F4

(5} Preferences...

thil
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2. The Accessible Reports appear on the right side of the report screen.

timeware® Reports

Report Templates

{2} Do not show hidden reports and folders
{0y Show hidden reports and folders

Reparts and Folders (218 templates]

[ Ahsence

- Access Control

[ Aszet Management

[+ Attendance
Badges

[+ Bespoke

[+ Cost Centie

[# Job Costing

o My

-

Personal

Listings

. Upcoming Review ltems

Reasons for Possible Enralment Exclusion
Personnel Terminal Policy Listing
Perzonnel Starting After Date Listing
Personnel Listing

Personrel Listing Wwith Photo

Personnel Listing [Status)

Perzonnel Ligting [Grouping 1-10]
Personnel Listing [by Grouping 1)
Personnel Greater Than or Equal ta the Age of ¥ [parameter)
Personnel Details

Perzonnel Details [exclude Leavers]
Personnel Biometric Enrolment

Accessible Reports

bsence Listing
1adford Factor
Pay Period Totals [Short]
» Training and Qualification Matri
B ‘weekly Clock Card

timeware® Reports

Report Templates

(=} Do not show hidden reports and folders
2} Show hidden reports and folders

Reports and Folders (218 templates)

Absence

Access Control

Aszset Management

Altendance

Badges

Bespoke

Cost Centre

Job Costing

My

Personnel

Personal

=+ Listings
-2 Upcoming Review ltems

| Reasare for Possible Ermolment Exclusion

| Personnel Teminal Policy Listing

Personnel Starting After Date Listing
~[=] Personnel Listing

-
el B[k

-
-0 - G- B

i

‘erzonnel Listing [Status]
Personnel Listing [Grouping 1-10]
~|Z1 Personnel Listing [by Grouping 1]
Personnel Greater Than or Equal ta the ége of ¥ (parameter)
erzonngl Detail:
‘erzonnel Details [exclude Leavers]
Persornel Biometric Errolment

- [&] Absence Listir
- [=| Bradford Facte
. Pay Period To Add to Favourites

» Training and £ e Delete
- [£] Weekly Clock

Mew folder

Rename...

A Example

[] Print preview...
= Print
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4. Selecting Information displays useful details such as version, date modified, author and
comments. These fields do not affect the ranges, sort order or appearance of a report —
they are used for support purposes only.

Report Properties .

— — o ——— [l

Report lile: Personnel Details

- Options.
formal

nformation
-« Fiange and Sort Order
Appearsnce

Cancel

Overview

This aptian displays informatian abaut ths report fread-anly)

Settings

Fieport identity 03/0016

Version 1.1

Dats last mocified 117042011 10:33:42

Template location \PersonnelListings'Personnel Detals. pt
Authorls) Nathan Price

Keywords: emploges, liting, user defined fisids, udt
Comments:

5. Selecting Range and Sort Order enables the user to specify date ranges and the
employees to include in the report.

Report Properties

Fleport fie: Personnel Detais

=-Options
Anformation
Range and Sort Order
Appearance

Fooooooooooooool i

Cancel |

Ouerview
This option sets the range and sort arder that wil be used in this repart.
Setings

Include Range

LN

Fiange:  Emploees
Setection

Operator: And

[ \
22 Michael Coope CoopeMichasl  Employee
EE] Simon Birchal BichallSimon  Employee
14 Matt wikinson WikinsonMatt  Employes
55 Liz Braadhurst Broadhurstliz  Emplopee
66 George Zelem ZelemBeoge  Emplopes
7T Lesley Wikinson ikinsonLesley  Emplayes
88 Fillip Brigos Briggs Phillp Emploes
93 Marie Tree Tree Maiie: Employee
1010 Nathan Louis Lauis Nathan Emploes
nn Hamnah Shaw ShawHannsh  Emplopee
1212 Thomas Oldham Oldham Thomas  Employee
1313 Geroge Price Price, Geroge Employes
1418 wiliam Kernerdy Kennerdywiliam  Emplopee

I 1515 Laura Sripton SriptonLawia  Emploee | o

>

The Sort Order determines how the ranges are grouped together.

Sort Order
Order by Last name
Oider.  Ascending
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Setting the report properties

t2-0790 Training guide: timeware® reports and exports
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6. Selecting Appearance enables the user to personalise the report even further:
a The user can specify Portrait or landscape .

b On reports that display a time amount total, it is possible to specify whether the
total is in decimal (hh.mm) or hours and minutes (hh:mm).

m/08/120

c It is often possible to exclude certain sections of a report and to eliminate page
breaks. Itis generally recommended that the user keeps the defaults specified by
the report author.
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Feport title: Persannel Detail:

=-Options
- Information Overview
‘Range and Sort Order This option allows you to define the appearance of this report. Click here to (restore) report appearance defaults
Settings
Paper Drientation 3
; Drefault

Partrait

D) Landscape
> {®) Hours and minutes
) Decimal

=H] Page header

-] Keep together
] Mew page before
-1 New page after
=] Detail section

-] Keep together
[ Mew page before
-[[] Mew page after
=] Report footer

-] Keep together
] Mew page before
-1 New page after
=1{¥] Page footer

-] Keep together
[ Mew page before
-[[] Mew page after

LCancel | Ok

7. Finally, click<OK> to save the modified Report Properties.

t2-0790 Training guide: timeware® reports and exports
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Module:

m/08/130
Running a report

m/08/130

1. If the report is a favourite, select the Favourite Report Quick Links
Quick Links and <Double-click> the desired report. Dostboas

Reports

Feports

)
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o
Q.
@
t S
o
bo
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c
c
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Module

Daily Totals (Short)

Roll Call by Zone

Quick Links
Dashhoards

Reports

2. If the report is not a favourite, select ‘
the Report Quick link: 4

Reports.
Daily Totals (Short)
Roll Call by Zone [Va}
4
ju
(@]
a
H H H x
or, select File, then Reporting and click on Reports... o)
o
C
[g8]
File | View Tables 5Sertand Filter Wizards Advanced Hardware Help 4lﬂ
Calculation... 6
[
Personnel... [}
sl
Planner... ®
. . [¢]
Absence Management... pline Information E
GPS Tracking » | Community, latest news and majo g
<]
Attendance * lstem Health E
Job Costing » [has been unable to collect any ]
D T ’ hardware may require updating dj
°
Access Control ¥ fe Alarm Monitor Alert 030
° Asset Management... ‘M anchester Fire Alarm Panel' input OM at "1 00
Dashboards... E
= ayroll c
Attendance Display Panel... "wheekly Pay' payrol was last run at "11:10am a
P
Reperting 3 ‘ Reports... —
Exports... I Working Time Regulations... 8
Sage Payroll 2 B
endance Adjustments |
{5} Preferences... ~N
[2] Outstanding missed bookings that require +—
Log Off - admin [933] Outstanding unsutharised absences th
Exit Alt+Fd
rthdaus
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3. The Accessible Reports appear on the right side of the report screen.

timeware® Reports

o
mM
-
~ 8_ Report Templates Accessible Reports
8 E ®) Do not show hidden reports and folders
(O Show hidden reports and folders :
~ el
) Reports and Folders (218 templates] :hsenca Listing
E radford Factor
b'o Bl-{f Absence Pay Peniod Totals [Short]
Ao (= E-{fmAccess Control Trairing and Qualification Matix
m - — [+~ Asset Management
- D Atendance |Z] Weekly Clock Card
=) [ - Badges
O =3 [+ Bespoke
(@] [#- Cost Centre
E m [#- Job Costing
o My
=] Personnel
- Personal
=+ Listings
<[] Upcaming Review ltems
- [£) Reasons for Possible Ennolment Exclusion L

Personnel Teminal Policy Listing
Personnel Starting &fter Date Listing
-2 Personnel Ligting

erzonnel Listing [Status)
- [Z] Personnel Listing [Grouping 1-10)
Personnel Listing [by Grouping 1)
Personnel Greater Than or Equal to the Age of % [parameter)
Personnel Details
Perzonnel Details [exclude Leavers)
Personnel Biometric Enrolment (ol

4. <Double-click> the report to display the report on the screen or <Right-click> and select
Print to send the report to your default printer.

timeware® Reports

Report Templates Accessible Reports

) Da not shaw hidden reparts and folders Reports and Folders

) Shaw hidden reports and folders

I

Ab: Mew folder
Reports and Folders (218 templates) ]

B Absence g:j’dg: Add to Favourites
[+ Access Conbol Traring e Delete
[+ Aszet Management -
- mandance. o EWeeskll Rename.
Badges - Example
- Bespoke 1 print
- Cost Centre Nt preview..
[+ Job Costing
B My
= Personnel 4¥ properties...
Personal
Listings

= - Upcoming Review lkems
- [Z] Rieasong for Possible Enrolment Exclusion

~|[£] Personnel Terminal Policy Listing
Personnel Starting After Date Listing

=] Personnel Listing
o

'ersonnel Listing [Status]

Persannel Listing [Grouping 1-10]

~[Z] Personnel Listing [by Grouping 1]
Personnel Greater Than or Equal to the Age of < [parameter]
Personnel Details

[ Personnel Details (exclude Leavers)

~[Z] Personnel Biometric Enrolment =1
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5. Next, the following message will appear at the top of the Report window. If the report
has a lot of data to process, This step may take several minutes. Please be patient!

timeware® Report Viewer - [Personnel Details], loading please be patient...

m/08/130

6. If you select to print the report, the report will sent to your default printer. If you chose
to display the report, the report will appear in your default report viewer window:
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timeware® Report Viewer - [Personnel Details] - [m] x
@5‘»44»» T3 |BSN1WL - ......@.mﬁ
Preview |

Demo 2021
Personnel Details
National Insurar Allen Lawrence Nick A &B Marufacturing General Office 1;104,11952

- - Naticnal Insurar  Atherton water Henry A & B Marufacturing Engineering 09/06/1577
73 73 National Insurar Baker Tia Del A &8 Marufecturing General Office 03/03/1389
74 74 National Insurar Baker Valentina Reman A &8 Marufecturing General Office 18/05/1394
8 89 National Insurar Ballson aron Adam A &8 Marufecturing General Office 03/01/1554
82 82 National Insurar Barks Romnie Mark A &8 Marufecturing General Office 09/12/1981
ES % National Insurar Barber Chistan Manual A &B Marufecturing Engineering 07/05/1588
8 82 National Insurar Bardon Sam Cadon A &B Marufecturing General Office 14/01/1873

£ 53 National Insrar Barness Noel Liam A &B Marufecturing General Office 2081385 - -

3 3 E010203F Birchal Simon Nicholas A &B Marufacturing Engineering 06/03/1360 M British
51 81 National Insurar  Board Terry Mark A 8B Marufacturing General Office w|oyy1ses - -

B 58 National Insurar Boath Ai Shay A &8 Marufecturing General Office w7180 -

8 8 National Insurar  Briggs Fhilip Thomas A &8 Marufecturing Stores 13/10/1873 M -

5 5 10102031 Broadhurst Liz e A &8 Marufecturing General Office 02/10/1993 M British
55 55 National Inaurar Carter Koby Awar A &B Marufacturing Engineering 16/08/1330 - -

0 50 National Inurar Chen Tom Liu A &B Marufacturing Engineering 13/10/1985
35 35 National Insurar Colins Samanthe Harriet A &B Marufecturing Enginesring 07/03/1588
64 &4 Naticnal Insurar Colling Charles Dick A &B Marufacturing Ve der/fabricator 06/08/1887 - -

2 2 0102030 Coope: Michae! Pad A &B Marufacturing Engineering 21/08/1991 M British
27 27 National Insurar  Cooper Hannzh Louise A &B Marufacturing Engineering 06/02/1899 - -
2 e National Insurar  Cooper Rachel Michslle A &B Marufacturing Engineering 26/04/1983
20 80 National Inaurar Davis Gabriel Paui A &B Marufacturing General Office 02/09/1957
85 85 National Insurar  Demache Anwar Del A &8 Marufacturing Engneering 24/05/1580
92 %2 National Insurar Diana Abigail Ancrea A &8 Marufacturing General Office 05/05/1950

7. You have now successfully run a timeware® report.

t2-0790 Training guide: timeware® reports and exports
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Module:

m/08/140
Making a report a favourite

Reports that require the user to select different ranges each time the report is run
are NOT suitable to be marked as a favourite!
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However, reports with ranges such as Today’, 'Yesterday', ‘Current period’ and
'Previous Period' are IDEAL to be marked as favourites!

Making a report a favourite

1. Select the Report Quick link

Quick Links
Dashboards

Reparts

Daily Totals (Short)

Roll Call by Zone

or, select File, then Reporting and click on Reports...

File | View Tables 5ortand Filter Wizards Advanced Hardware Help

Calculation...

O Personnel...

@ Planner...

@ Absence Management... pline Information
GPS5 Tracking » | Comrmunity, latest news and majon
Attendance * lstem Health
Job Costing ¥ |has been unable to collect any
Cast Centre , | hardware may require updating

Access Control

-

re Alarm Monitor Alert

t2-0790 Training guide: timeware® reports and exports

°I Asset Management... ‘Manchester Fire Alarm Panel input ON at 1
Dashboards... Lyroll
Attendance Display Panel... "wheekly Pay' payrol was last run at "11:10am
| Reporting >| | Reports...
Exports... | Working Time Regulations...
Sage Payroll 3

itendance Adjustments

[2] Outstanding mizsed bookings that require:

[993] Outstanding unauthorized absences th

(5} Preferences...

Log Off - admin

Exit Alt+F4

thil
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2. The Accessible Reports appear on the right side of the report screen.

timeware® Reports

Report Templates Accessible Reports

& Do nat show hidden reports and folders
¢y Show hidden reports and folders

Reparts and Folders (218 templates) :
Absence |
Access Contral
Aszet Management
Attendance
Badges

Bespoke

Cost Centre

Job Costing

My

bsence Listing
radford Factor
Pay Perind Tolals (Short]
Training and Qualfication Matrix
- [Z Weekly Clock Card

m/08/140

(J)
]
"

= |

(@]

=

1]
S

(10}
)

p -

(@]

Q.

%E
.UfU
S
=2
(1]
s

Personal

Listings

Upcaming Review [tems

Reasons for Possible Enrolment Exclusion

Perzonnel Temminal Policy Listing

Perzonnel Starting After Date Listing

Personnel Listing

[ Personnel Listing ‘With Phota

Personnel Listing (Stahus)

Personnel Listing (Grouping 1-10)

Personnel Listing [y Grouping 1)

Personnel Greater Than or Equal to the Age of % [parameter]
Personnel Details
Personnel Details [exclude Leavers)

- [ Personnel Biomehiic Enialment =)

timeware® Reports

Report Templates

) Do nat show hidden reparts and folders =
) Show hidden reparts and folders
Reparts and Falders (218 templates)
[+ Absence
0n [ Access Control
+ - Assel Management
i Weekly | R
o [ Aftendance ey _ hemame
g_ ~ Badges e Example
[+~ Bespoke
Print
v [#- Cost Centre EI it previen
_8 - Job Costing 1) print
[ My
I = Persannel £+ propetics..
i) Fersonal
6 [=} Listings
a 2] Upcoming Review [tems
a Reasons for Possible Enrolment Exclusion L]
— Perzannel Terminal Policy Listing
@ [ Persannel Starting After Date Listing
e Persannel Listing
5 9
; ‘ersonhel Listing [5tatus)
e Personnel Listing [Grouping 1-10)
= Personnel Listing [by Grouping 1]
= Personnel Greater Than or Equal to the Age of ¥ (parameter)
“_‘j Persanng Details
[d] Perzannel Details (exclude Leavers)
o Personnel Biometric Enrolment =l
3
bo
o0 . .
c Favourite reports are marked with a star.
c
]
o
'_
o
(@)
~
?
~N
i)
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4. You can see the new, favourite report by clicking on the Favourite Reports slider to the
left of the timeware® Agenda.

P —
e
e

Reports

(®)
<
=
~
(0]
o
~
=
@
=)
=
O
=

Making a report a favourite

Personnel Details

5. You have now successfully added the report to your Favourite Reports list!

t2-0790 Training guide: timeware® reports and exports
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Module:

m/08/201

Understanding exports
You will need Excel on your PC and it must be closed.

m/08/201

The timeware® application now has a wide range of excel exports designed to give you
and your company flexibility in the way you gather reporting information. Once exported
into Microsoft Excel (and with a little Excel knowledge!), the possibilities for information
manipulation are endless!

Module:

n
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oo
c
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c
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i)
n
s
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©
c
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All the available exports include examples to assist the user in determining which is
suitable for the requirements. Once selected, the exports properties can be modified to
include, for example, specific date ranges and certain groups of employees.

The exports are divided into seven major groups;

Standard

Personnel

Absence Management

Attendance

Access control

Cost Centre

Job Costing

It is possible for the timeware® team to develop customised or bespoke exports for
your company. Please contact timeware® on +44 (0)1706 659368 to discuss your exact
requirements.

t2-0790 Training guide: timeware® reports and exports
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Module:

m/08/210

()

e

L

Of

Selecting an export template NG
~ -

8 =

1. To access the timeware® exports, select the exports Quick link, E §
_ ()
— G c
Reports 3 m

e T bo

- oc

a

(]

wn

Absence (All Fields)

Wedical Review

Training Records

or, select File, then Exports...

| Eile | View Tables Sort and Filter |

Calculation...

Personnel...
Planner...

Absence Management...

GPS Tracking »
Attendance »
Job Costing »
Cost Centre »
Access Control »

0 Asset Management...

Dashboards...

Attendance Display Panel...

Reporting »

Exports...

Sage Payroll »

Preferences...

n
)
.
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a
>
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o
C
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2. The timeware® exports screen is divided into two sections. On the left are all the
available export Templates. On the right are the Accessible exports previously setup by
you.

Accessible Exports

m/08/210

(® Do not show hidden exparts and folders Exports and Folders

2) Show hidden exparts and folders tedical Review

- [£] Pay Period Tatals [Shart)
Personnel Listings

Expuoits and Folders [31 templates]
[+ Bespoke
1Y
(=l Excel
[ Standard [l Data Sheets]
-- Working Time Regulation
Personnel
Job Costing
Impart
Cost Centre
Bespoke
Attendance
Access Control

Terminal Listing

Training Matrix

Training Fecords

- £ Weekly Hours Worked
\N"le\ng Time Regulation

o)
e
L

o

=

[J]
)
e

t &9
o
o

x
()}

2:
=fU
- b0
==
=4
9
a
wn

-
-
=
B

Absence

3. Double-click on one of the export Template export folders and all its exports become
visible. Moving the mouse over each export displays a thumbnail preview. By <Right-
clicking> on a export, it is possible to display a full-screen version of the export.

il ports

Export Templates Accessible Exports

&) Do nat show hidden exports and folders Exports and Folders
) Show hidden exports and folders - [£] Medical Review

- |Z] Paw Period Totals (Short
Exports and Folders [31 templates) oy Fenod Tolals [Shar)

Bespoke

B LBV

=] Eucel

-] Standard [41l Data Sheets]
l “whorking Time Regulation
¢ Personnel

3l Job Casting

€ Impart
2l

l

]

|| Personnel Listings

L Teminal Listing

- [Z] Training M atriz

| Training Recards

- [Z) weekly Hours ‘worked

. WwWarking Time Regulation

Cost Centre
Bespoke

=+ Atendance

[ Weekly Hourd ==
Pay Period Tg ™
- [E) Daily Totals (9
E---J’-\Ilendance I8
- Access Contral |
[+ Absence +

= Attendance

:

[E) Pay Perioc
aily Totals [
ttendance [All Fields]

t2-0790 Training guide: timeware® reports and exports
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4. When you have identified a suitable export, drag the export to the right side of the
screen and drop onto exports and Folders beneath the Accessible exports header

timeware® Exports

Export Templates

@ Da not show hidden exports and Folders
O Show hidden exports and Falders

Erports and Folders (31 templates)
[+ Bespoke
B CSY
= Encel
~[Z] Standard (4 Data Shests)
-~ Wworking Time Regulation

[+ Personnel
Job Costing
- Impaort

[* Cost Centre
[+ Bespoke

= Attendance

d
ort]

Pay Period Totalz (Sh
[Draily Tatals [Short]
Attendance (Al Fields)
coess Control

[+ Absence

aining Records
Warking Time Fegulstion

timeware® Exports

Export Templates

Accessible Exports

(® Do ot show hidden exports and folders
(C» Show hidden exports and folders

Exports and Folders (31 templates)
: Bespoke
3
B Ewcel

Exporte and Folders
- [ Medical Review
- [Z| Pay Period Totals [Shart]
: Personngl Listings
Teminal Listing
-+ [Z] Training Matrix

[ Training Records
g d
W’olklng Time R egulation

6. You have now successfully selected a timeware® export template.
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Selecting an export template
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Module:

m/08/220
Setting the export properties

Exports properties are generally different on each export.

This module shows the user how to modify properties. Once the user understands
the principles behind this technique, experimenting with the properties of new
export becomes less challenging!
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Setting the export properties

1. Select the exports Quick link

Quick Links
Dashboards

Reports

Absence (Al Fields)

Medical Review

Training Records.

or, select File, then Exports...

Eile | View Tables 5ortand Filter ¥

Calculation...

Personnel...
Planner...

Absence Management...

GP5 Tracking 3
Attendance 3
Job Costing 3
Cost Centre 3
Access Control 3

0 Asset Management...

Dashboards...

Attendance Display Panel...

t2-0790 Training guide: timeware® reports and exports
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‘ Exports...
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Preferences...
Log Off - admin
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2. The Accessible Exports appear on the right side of the export screen.

timewan wports

Export Templates

Accessible Exports

|@ Do nat show hidden exparts and folders
) Show hidden exports and foldzrs

Exports and Folders [31 templates)
: Bespoke
CSY
Excel

Exparts and Falders
----- Medical Review
'ay Period Totals [Short]
= Personnel Listings
i Terminal Listing
----- Training M atriz
[ Training Recards

d

----- ‘whotking Time Regulation

3. <Right-click> on the export and select Properties...

timeware® Exports

Export Templates

Accessible Exports

|G) Do nat show hidden exports and folders
) Show hidden sxports and folders

Exports and Folders (31 templates)
-- Bespoke
sy
# Excel

E=ports and Folders
; Medical Review
Pay Period Totals (Short)
| Personnel Listings
| Terminal Listing
1aining b atrix
=] Training Records
i ‘working Ti MNew folder

Add to Favourites

o Delete

Rename...

e Example
|:| Export and view...
15 Export
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4. Selecting Information displays useful details such as version, date modified, author and
comments. These fields do not affect the ranges, sort order or appearance of an export
—they are used for support purposes only.

Export Properties u

Report lite: ‘weekly Hours Worked

Overview

This option displays infarmation about this export [read-only)

o
(o]
N
N
(0]
(=)
~
E
&
=)
O
O
S

Setting the export properties

i Save As..
Sextings
Expart identity: 240018
Wersion: 15
Date last modified: 051172013 15:10:02
Template location: “ExceldttendanceiWweekly Hours Worked bas
Authar(z): Joe Hardwick
Keywords: Excel, Export, Personnel, &ccess, Attendance, Job costing, Absence, Cost centre, E
Caomments: Export Personnel, &ccess, Attendance, Job costing, Absence, Cost centre,

Absence Entitement information, Job specification infarmation, Medical review
information and U ser D efinable Field information to an Excel spreadshest

LCancel I Ok I

5. Selecting Range and Sort Order enables the user to specify date ranges and the
employees to include in the export.

Export Properties

Report title: “wheekly Haurs Waorked

= Options garge |
~Informstion Overview
Range and Sort Order ibepimebrnrm e el i et
-Save As.
Setings
Include Range ¥
e i e =
Selection
Range: [Everyone [~

Department

Section
Range: | Pay Type

©_ Line Manager

Grouping 05 -
Range: -
Range: -

LCancel Ok

t2-0790 Training guide: timeware® reports and exports
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6. Selecting Save As enables the user to specify certain details about the running of the
export such as:

0
g2
whd
@
Na | | |
A o a The user can specify the location to save the file by default
o
[00) . .
o "g b The user can change the default file name of the export that will be created.
o . .
E S ¢ The user can change whether or not the export should be saved or immediately ran.
(]
=X
'8 .":_' Export Properties
bo Report title: Weekly Hours Worked
= c
= = options Save hs
E i.Information Overview
; nge and Sort Order Thiz option sets the file name and location that will be used by this export.
n S Ezport Directory and File Name
= [05] ~|
S0
Hlsers
N an

ktop

mation Centre

[_] iphone Photo Backup

[_] License Files

|21 Managed Service Site Visits
[_]PaysDO252

[_] Perconal

[_] Phaoto Backup

LI RDP Links

Expart file name: IWeek\y Hours 'Worked.xls

Ask to Save As?
Ask to 'Save Az when this export is un? ¢ Mo & Yes

LCancel Ok
_ Cereel |

7. Finally, click <OK> to save the modified Export Properties.
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Module:

m/08/230
Running an export

1. If the Export is a favourite, select the Favourite Exports

e
Quick Links and <Click> the desired export.
e

Hiz)

Exports

o
m
N
N
(0]
(=]
~
E
e
S
=
o
=

Running an export

Absence (All Fields)

Medical Review

]
r—]
——
e

2. If the export is not a favourite, select —
the Export Quick link: E[E'

Exports

Absence (Al Fields)

Medical Review

or, select File, then Exports...

Training Records

Calculation...

Perzonnel...
Planner...

Absence Management...

-

GPS Tracking

Attendance
Job Costing
Cost Centre

- v ¥ ¥

Access Control

Asset Management..,

Daszhboards...
Attendance Display Panel...
Reporting 3

Exports...

t2-0790 Training guide: timeware® reports and exports
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Log Off - admin
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3. The Accessible Exports appear on the right side of the export screen.

timewa ports

Export Templates

|® Do niot show hidden exports and folders Exports and Folders

() Show hidden exports and folders - 2 Medical Review
[ Pay Period Totals [Short)
| Personnel Listings

m/08/230

Exports and Folders [31 templates]

] ggi’poke - [£] Terminal Listing
Excel - Training b atris:

Training Fecords

whorking Time R egulation

-
—
o
o
x
()}
c
(1]
oo

=
c
c
=)

(a d

Module

4. <Double-click> the export and you will be prompted to save the export. Choose the file
path desired and click save. The export will now open in Excel.

File Home | Inset  Pagelayout  Formulas  Data
% & Caibri z%} - General ﬂ g Semnsert - B - ﬂ ﬁ

= 2 Delete = -

Paste = B I U- - d-A- = = - @3-y 4 | %% Condtional Format Cell L @ Sort & Find &

- F == = = W Fomatting + a5 Table - Styles = | [EIFomat~ | 27 Fitter~ Select~

Clipboard s Font 5 Alignment [ Number 5 Styles cells Editing

A1 ~ ( £

wn
— & ] B c D E F G H 1 J K L M
-
(@) 2 Weekly Hours Worked Refresh Data Need help? 1 Total Hours Worked In Week: 119:49|
a 2 52/0016 Average Hours Worked In Weak: 20:57]
> 4 Personnel Count (With Clock In Data): 4
v 5 Week Number: 32
o 5 Daily Totals Weekly Totals
5 7 won [ Tue | wed [ Thu | Fri | sat | sun | Total Hours

El Employee ID |surname First Name Payroll No. Location [+]
_}g 9 10 Holt Bradley 780882 Engineer 00:00 | 03:26 | 06:14 | 04:10 | 05:43 | 00:00 | 00:00 19:33
- 10 1 Birchall [simon 757852 Director 00:00 | 00:00 | 00:00 | 00:00 | 00:00 | 00:00 | o0:00 00:00
o 1 12 ilki Matthew 746291 Engineer 00:00 | 00:00 | 00:00 | 00:00 | 00:00 | 00:00 | 00:00 00:00
GJD- 12 13 Broadhurst Lz 712411 Accounts 06:47 | 00:00 | 06:43 | 06245 | 05:01 | 00:00 | 00:00 25116
el 13 14 Nathan 746122 support 07:30 | 07:30 | 07:30 | 07:30 | 07:30 | 00:00 | 00:00 37:30
) 14 15 Rush Mary 779212 Accounts 07:30 | 07:30 | 07:30 | 07:30 | 07:30 | 00:00 | 00:00 37:30
a 15
r‘a 16
; 17

18
g 19
= 20
+
. 4 4 b W[ t Attendance data . t Personnel_data | Weekly Timesheet 3 i | (30|
(] Ready | B3 |
o
3
bo
oo
c
C
©
po—
(€]
~
|
~
4
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5. You have now successfully run a timeware® export.

Running an export
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Module:

m/08/240
Making an export a favourite

Exports that require the user to select different ranges each time the export is run
are NOT suitable to be marked as a favourite!

o
=
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(0]
(=)
~
E
&
=)
O
O
=

However, exports with ranges such as ‘Today', 'Yesterday', ‘Current period’ and
'Previous Period' are IDEAL to be marked as favourites!

Making an export a favourite

1. Select the Export Quick link

Quick Links
Dashboards

Rieports

Expotts

)

Exports

Absence (All Fields)

Medical Review

or, select File, then Exports...

File | View Tables Sort and Filter |

Calculation...

Personnel...
Planner...
Absence Management...

GPS Tracking

Attendance
Job Costing

Cost Centre

- v v ¥

Access Control

u Asset Management...

Dashboards...
Attendance Display Panel...

Reporting 3

Exports...

t2-0790 Training guide: timeware® reports and exports
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Log Off - admin
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2. The Accessible Exports appear on the right side of the export screen.

Export Templates

® Do not show hidden exports and folders
) Show hidden exports and folders

Exports and Folders (31 templates]
+ Bespoke
csy
Excel

Erports and Folders
- [£] Medical Review

- [Z] Teminal Listing
=ET

raining b atrix

= .d
- [Z) Working Time Regulation

3. <Right-click> the export you wish to add to your favourites and select Add to favourites.

timeware® Exports

Export Templates

Accessible Exports

®) Do not show hidden exports and folders
0y Show hidden exports and folders

Exports and Folders [31 templates]
[+ Bespoke
[ L8
[ Excel

Expoits and Folders
- [£] Medical Review
- [2| Pay Period Totals (Short]
- [Z] Personnel Listings
- [2 Terminal Listing
- [2] Training Matris
-+ [Z] Training Records
B

- [ Working New folder

J Add to Favourites
0 Delete

Rename...

o Example
[ Export and view...
15 Export

a Properties...

Favourite exports are marked with a star.
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4. You can see the new, favourite export by clicking on the Favourite Exports slider to the
left of the timeware® To-do List.
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Exports
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Making an export a favourite

Weekly Hours Worked

5. You have now successfully added the export to your Favourite Exports list!
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