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The first terminal ESS features
to be highlighted relate to
employee absence and holiday
features. Options covered
include checking holiday
entitlement, requesting time
off and cancelling a request for
time off.

Please remember that the
timeware® development team
can customise these options
and add new options as
required.

Enquiry

Present badge
ESS feature

for

=N
o | ‘_.2 )

3. next, prove who you are




Employee Self Service [ESS)

Absence and Holidays
Timesheet Information

Email-Me!

4. now select absence and holidays
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Imagine the scenario: It's time (7
to book the family holiday but
first, you need to check how
many days you have remaining Abseoee and Helldays
this year. Exiting methods F1EH TRUF EAETE1IEMERL
include either asking your line Request a Holiday
manager or someone from the Cancel a Holiday

HR department to work out
exactly how many days you
have available. This can be a
slow process and sometimes
annoying for those involved!

This timeware® ESS function
enables the employee to
make an enquiry and receive
an instant response without
interrupting any other

|
mempbers of staff! Select Absence Category

Modifications to this standard ‘MHoliday
script include making the
enguiry time sensitive so the
option can only be used before
ar after work

FHoliday

Period: 01 Aug (1.3 = 31 80l
Enitaitilieme nits 2105
Taken: 18,
Planned:

t2-0800 Training guide: timeware® ESS at the terminal

3. check the info and use the up & down keys to...



FEerhods @ 1AL 1S e

Entitlement: PALE)
Taken: dlysd
Planned: 0.

Remaining:
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Having checked to see how many days you have left this year for holidays, you can now
make a request using the '‘Request a holiday' feature!

Simply select the reason, the ‘from’ and the 'to’ date and then submit your request. Within
seconds, your holiday application will appear on a manager's agenda ready to be approved
(or declined!).

FAbsence and Holidays Request a Holiday

View Your Entitlement Reason:

Request a Holiday ; frFrom date: Fri, 16 May 14

Cancel a Holiday ; To date: Fri, 16 May 14

Send Request

2. touch ‘reason’

Select Absence Reason ‘ Request a Holiday
BUSINESS ABSENCE Reason: HOLIDAY FULL DAY ©

HOLIDAY FULL DAY From date: Fri, 30 May 14

HOLIDAY HALF DAY To date: Fri, 30 May 14 &
TOIL Send Request

3. next, select the reason 4, now select the 'from date’

T

May

Request a Holiday
HOLIDAY FULL DAY
From date: Fri, 36 May 149
T:o. date: Fri, 30 May 14‘
Send Request

June A . Aug R
A eason:

©

JUly / = Aug

August d , Aug

September . Aug

Aug

)
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5. the 'from date’: year, month and day 6. next it's the 'to date’ and repeat the date
selection process



" PPRequest a Holiday

Reason: HOLIDAY FULL DAY ©

§_From diaitier:
To date:

Rl

B

16 May 14 ¢«
16 May 14

Send Request

7. finally, send the request

) % Abszence Management

[1] Dutgtanding abzences that require finalization

8. within seconds the request for time off
appears on the managers agenda!
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Here's a typical scenario: You've made a request for time off for a dental appointment and
realise that you need to cancel the appointment due to other commitments. You have
previously asked for time off using the ESS option, and the time off has been approved. The
‘request to cancel’ option enables employees to select any ‘approved’ or ‘not-yet-approved’
absence requests in the future. Once selected, a note is sent to the relevant senior member
of staff for consideration.

A great option for staff members that occasionally change their mind!

Absence and Holidays i Select Holiday to Cancel
View Your Entitlement " b Fri 16 May 14 - Fri 16 May 14

fRequest a Holiday . NIncomplete booking
Cancel a Holiday " y jf Mon 26 May 14 - Mon

Approved

o (7
Cancel Confirmation User Information
Fri 16 May 14 - Fri 16 May 14 Buirr i i, Siair alh
j Incomplete booking fRequest sent
Send Request
i W

3. send the request 4. confirmation that your request to cancel
has been sent



Request a Holiday

Reason: HOLIDAY FULL DAY
jrrom date: EinEis S 6N IN o ARt
folidate: Fign e 1116 M alyiislia

Send Request

5. the request to cancel instantly appearing on
a managers agenda

% Abszence Management

[z (1] Outstanding absences that require consideration due to & cancellation request

6. within seconds the notice to cancel a request for time off
appears on the managers agenda!
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Not only can the terminal ESS
features be used for absence
and holiday reasons, there are
also a number of attendance
options available to employees
to reduce wasted time whilst
improving staff morale. The
following pages describe the
standard attendance ESS
options available. Please
remember that the timeware®
development team can
customise these options and
add new features as required.

Enquiry

Present badge
ESS feature

for

=N
o | ‘_.2 )

3. next, prove who you are




Employee Self Service (ESS])

Absence and Holidays
Timesheet Information

Email-Me!

4. now select absence and holidays
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Ideal for companies using either flexitime or fixed schedule work patterns, 'View your
balance’ enables an employee to view the number of hours worked over a selected period.
The standard ESS script will display the staff member's basic hours, along with overtime
worked at the first five rates. As with all ESS functions, this number of overtime rates can
be customised for the client by the development team.

¥Timesheet Information

View Your Balance

View Your Rota
In/Out Status

View Your

1. select 'view your balance’

P
#Select Pay Period
Sunday, 18 May 14
Sunday, 11 May 14
Sunday, 04 May 14
Sunday, 27 Apr 14

2. next, select your pay period by week ending date




Sunday, 04 May 14
Balstiich
i

3. finally, view the basic and overtime hours worked
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An ideal option for companies where an employee’'s work schedules may change on a daily
basis. The option 'View your rota’ enables the staff member to see what schedules they
are allocated to over a one month period. Used in conjunction with Email-Me!, this option
provides an immediate visual representation of the schedules selected through the period
schedule screens and the Planner.

Timesheet Information

View Your Balance

Rota
In/Out Status

View Your

View Your

1. select 'view your rota’

PYour Rota
35S M 2y
Wed, 14 May 14/ [P] 89.98 - 17.
TS SN 1.4 [P - £ 89 QS il
Fri, 16 May 14 [P] ©9.60 - 17.

Tue,

2. the screen displays the next four days schedules



09 .66 -~ 17.
09.00 - 17.
Non Workday

Non Workday
69.00 - 17.

3. press the scroll keys to move up or down a page
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C <fU'LS\T‘H‘dg€HWc‘Hi SO ware

The option: 'View your in/out status'is ideal for staff that are unsure if they are booked in
or out. Itis surprising the number of times staff accidently double book because they have
forgotten that they recently used the terminal.

An ideal reminder for staff that are unsure whether they are coming or going!

Information

Timesheet

View Your Balance

Rota
In/0Out Status

View Your

View Your

1. select 'view your in/out status’



#In/Out Status

In the Building

Your last booking on
Tue 13 May 14 @ 6:08am

2. check if you are in or out!
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Previous projects have required
the development team to
modify the ESS script to read an
Excel file and display a company
canteen’s daily 'special offer’.
Another project included
analysing picking information
from a 3rd party job costing
system to allow a monetary
value 'bonus figure’ to be
calculated and displayed.

If you are interested in
discussing the customisation of
your ESS script, please contact
Liz Broadhurst in customer
care to arrange a telephone
appointment with a member of
the project management team.

At the time of writing, (March
2014), there is only one ‘General
option, Email-Me!.

Remember, that because

of timeware's® extensive
scripting module, it is possible
to interrogate any information
from within timeware® or
indeed any other database on
your netwark.

2. then touch the ESS button

>
Enquiry
Present badge
for ESS fTeature
o

3. next, prove who you are



Employee Self Service (ESS)

Absence and Holidays

Information

‘Timesheet

Email-Me!

4, now select email me!
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With over 90% of the UK working population now having a personal email address and
with the advent of internet banking and on-line payments becoming widely accepted, the
concept of checking personal information on the internet now the norm.

timeware's® unigue Email-Me! feature is rapidly becoming a standard requirement on
all installations as both employees and employers see the benefits that an automated
system has over an old-fashioned process requiring staff to request information from a

line manager.

As with all timeware® options,
the Email-Me'! feature can
be customised to suit each
business.

The following information is
included as standard:

s Absence entitlement for
the current year.

» Days taken and days
remaining for the current
year.

» Hours worked over
the past three periods
(variable) including
overtime information.

» Planned rota for next 30
days (including rest days)

(7 7

Employee Self Service (ESS])

Absence and Holidays
Timesheet Information

Email-Me!

1. select Email-Me! From the ESS menu

User Information

Burrill,

Sarah

Email sent

2. confirmation that the email has been sent!
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m/10
Setting up and configuring the ESS

Even with all the useful features outlined in previous sections, the ESS still requires a
process to set up. This section will outline what needs to be done to get the ESS at the
terminal up and running.

1. Open up the timeware® application and go click Hardware, then Terminal Configuration ...

Efile View Tables Sortand Filter Wizards Advanced | Hardware | Help

[uick Links | | Terminal Configuraticon... |

Advanced 3

2. Inthis screen, right click on the terminal requiring the ESS and click Amend ...

Terminal Configuration

GPS Device GPS

1
1 @ Mot tested in this sesszion 1] Emplayee Self Service Employee Self Service

1 @ Mot tested in this seszion 1 Manchester Fire Alarm M onitor timeware Fire Alarm Monitor 192.168.42.20 Mo Mo ‘e 1
1 @ Mot tested in this sesszion 3 Manchester Site timeware Access 192.168.42.94 Mo MNo ‘e 1
1 @ Mot tested in this seszion 5] Birmingham Fire Alam Manitor timeware Fire Alarm Monitor

| [OLT

1 @ Mot tested in this seszion BB

timeware Access
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3. Click on Terminal Enquiry Agent. Set the Enquiry mode as Function Key and input the
correct network settings for the server that houses the Terminal Enquiry Agent service.
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Tarminal Sestings - [Amand) -y
Mumbbes 7 Descrption [Aendance Tem
S e—
1 i u""l":‘!:u’-ll'lﬂ F raquiry Wentdn
| e Fisane vebect e appinpiiohs Enguip gert mods. Mods (=TT -] |
badliied Enguiy IF Addros:
é:::‘rm_ Plisane enbe the 1P Adders of the computer s I Addness 197 . 160, _47.117
P e Tassarl Encpury Aigent 5 surving
x““" Submol Mask
i ..;m:.:“ mmﬂr_ﬂgﬁ“ﬂm SubnetMatk: |388.265,288._0 [
L
Galteway
m;mmm&rﬂﬂmauuln ey IS Wt T Rt |
Cancel Ok
4. Click OK and then click Advanced, then options ...
File ¥iew Tables 3Sortand Filter Wizards | Advanced | Hardware Help

Guick Links

% Online Inf| /1

System Hy
'ﬁ ystem Hy n

Users...

Audit Trail...

Event Handler Configuraticn...

Recalculate Wizard...

To-do List timewarel 1 Seript Editor...

=l Qtimeware e ,
m[m - oo
D D Payrall 3

Histaric Data Lockdown...

Dashboards /1 timevare
. Backup Database
() timeware
‘ | Opticns
i Attandand
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5. Click Terminal Enquiry Agent on the bottom tab. You will need to have the following
input to be able to use the ESS.

= "On Function Key..." selected
» "Ask for identity to prove who they are?” ticked

» Textin the first and second lines that will be displayed when the ESS button is
pressed.

» The "V11 Employee Self Service (ESS)" script assigned.

Once the above information is input, click OK.

Petgcnal information Poatal
Fiee Roll Call

[= Seripting
Compary Sorgs Varlables
Stath: Fegister Descriptions
Seripting [Agpplication Event]
Soripting [Foam Exvant]
Tarminal Enpairy Agend

Options E I
= :
= General Teiminal Enguiy Agent |
Compary Information Desrated
Compary L
55"":;":0 Thiz oplicn sats the enquiny menuls] that sre displayed within the beiminal policy screen and o the teminal
USE Setup when & request iz made.
E m"' ‘mm Settings
FTP S#tp FO [Enhanced] —
SMS SHtup F1 3
Sapterm Mt e ) Dizabled
e e oy OnFuncinKey,
W D pct giong Fr sl Tl 3 :
Giouping Detetighions E&kfﬁmwhmwmaa,
Abpeece Category Descripticns T3t Lines: Press
= Servies

ndLine:  ForESS
“w Serpt V11 Emplopee Sef Service [ESS)

.,1
n
¥

| T T
el Ll R
¥ E|¥|¥ ¥

-
=

\i
=

6. The next step is to assign the relevant ESS features to the the different terminal policies
you are likely to have set up. You can get to the terminal policies by clicking Tables, then
Personnel, then Terminal Policy ...

i File View | Tables | Sort and Filter

Wizards Advanced Hardware Help

Quick Links LT b
C| Perzonnel >| Terminal Policy...
4 lob Costing 3 Rernuneration Policy...
N Access Control — » Email Policy...
To-do List | [ 4 Employee Self Service Policy...
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7. Once inside the terminal policy section, scroll down until you see the function key set up
earlier. Here you can customise what parts of the ESS an employee has permissions to
use. Once your prefered changes have been made, click Update.

F <
Tenminal Policy L= =

Desciption: [Prw
| =[] Foeguest bomstic -
' [ Pistrit bscentic: v i varificaation fals
¥
=i [#] | %) Pres For ESS
=1 [ % | ibsericn and Hobdays
= [ | Ve oun E nlitharmnent
|+ | Absence Categooy 01
B | Abzance Cabegoey 02
Bl = | Absance Catmgoey (G
[+ dbsancs Cabagony 04
|+ | Absence Cabegory 05
[ Abssnce Categons 06
¥ | Absance Cabegons 07
[+ dbsencs Cabagony 08
|+ | Absence Cabegony 03
[ » Absencs Category 10
[ Request & Hobday
[ /% Cancel & Holbday
=[] % Timeshest Infoomation
[ % | Visw Your Balance:
[ = Ve fowe Rota
[ | Ve our bnfOut Shatus
= [#] 7| Emasll Riepeo! 1oy Mysek
[ = Attendance Previous: Pay Period)
[ » Anendencs [Cumert Pay Pesod)
A% bsarcs and Heldsy Litng
= [@ v Mbserce snd Heldsy Erfitlement

[ = | Abzence Categony 0 =
[COodde || GCawred |
i | i Iid_r.glecm:l _!_P F

8. Next is to update the terminal with the settings we've just made. Click Hardware, then
Terminal Configuration ...

EEI: View Tables SortandFilter Wizards Advanced | Hardware | Help

Ouick Lird ] Terminal Cenfiguration...

Advanced 3
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9. Tick the box next to the touch screen terminal that will use the ESS feature. Right click
on the terminal, click Selected terminal(s) and finally Update hardware (settings). Once
that process has ran through successfully, follow the same procedure but this time click
Update hardware (settings and personnel). Again, let this run through and the you can
exit the Terminal Configuration screen.

Termiragl Confiquation T

Drag & cobumn hesder here b group by

brber & |Deserpton Incdeperderd |Fiod Call E nabbed
GFS Davice GPS Ho ] oz

| 0} Kt tetind i te3zion 1

(1 40k Kot tested irihis neasion Li] Ermplopes Sell Service Ernployses 5 Tast consction Mo e
[ A0k Mot tested im e spasion 1 Manchater Fing Alaen Morslie  immewate Fy SR Me i m
[ 40 Mot tested inthis peasion 3 Manchaa Sie LT Ma es i
T i Mok teted it deati0n 5 Birnirgiam Fre Alam Mondon tmeveae Ff LY Update hardware (vettings and perionned] Mix i n
B o st i e 7 it i s Baingd o T i
T A0k Hotlested imihe seazion 555 Bi Rl How - Mo fea 1
| Update hardware (theme) ¥ |
Amerd._
Suspend
€ Delete Q) suspe
Wiew ditaily.. ICEORE
7] Copy detadh..
Sebect all =
Deselect all Serd commuand
Selected termmenalls) B () Upgrade fimuace
' B3 Print previen. +
& Prnt
=1 Collapce sl
#1 Expand o
M1 Besetgrad

10. Now, run the Terminal Enquiry application and press enter when it gets to the logon
screen. Click File, then Start/Continue Terminal Enquiry Agent. This process will
minimise the application to the system tray.

File | Help

|ﬁ' Start/Continue Terminal Enquiry Agent ‘I

Audit Trail

Auto-start Terminal Enguiry Agent when 05 Starts

Log Off
Exit Alt+F4

t2-0800 Training guide: timeware® ESS at the terminal



t2-0800 Training guide: timeware® ESS at the terminal

timeware’

workforce management software

11.0pen up the system tray and right click the Terminal Enquiry Agent icon, then click
Stop/Show Terminal Enquiry Agent. This will open up the application again. Exit the
application and then start the timeware® Terminal Enquiry as a service.

O ¥ B =5
) I S

i I

|@ Stop/Show Terminal Enguiry Agent

Cancel Menu

12.The ESS at the terminal will now be working and can be freely used by the employees.

& ¥\

*Note. The Terminal Enquiry Agent service is mandatory for the ESS to function. If
this service is not started, then the ESS feature will display the message “No Enquiry
Connection” until it is started again.
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