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Module: m/04/130
‘Adjustments on the timeware® agenda summary...”

1. A number of ‘adjustment items’ may appear on your agenda dependant
on how the timeware® system has been configured.
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2. The three adjustment agenda items covered in this module are;
a. Outstanding unauthorised absences that require attention
b. Outstanding missed bookings awaiting a decision
c. Outstanding missed bookings that require finalisation
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3. Outstanding unauthorised absences that require attention.  This

agenda item highlights days, (or parts of days), where a person has
missed work without there being a pre-planned reason for the
absence.

& Adjustments
Reports

/’|3| Outstanding unauthorised absences that require attention
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Clicking on the agenda link takes the user to the Adjustment Anomalies

screen.

Adjustment Anomalies

| Anomaly &
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Eileen

Logan, Eileen
Logan, Eileen
Logan, Eileen

Anomaly Date &

Fri18/02/2011
Mon 21/02/2011
Tue 22/02/2011

By selecting a person’s Anomaly Date, the Attendance Adjustments
screen will appear.

Attendance Adjustments.

14 | 4 |Recoid 85 of 281

Empiogee 1D: 100 Festnare: Eleen Last name: Logan
o Tuo Vea Tha Fi Sat G |1Tue  OLO2/2011 Fiew0-Day Schede . nnnng @
s 5 |1Wed 02022011 Fios0-DaihSchedds rr.nm @
2 ow  |1The 03022011 Fes0-OeibSchedde _ m @
s w0 |10 04022011 FesOFiSchedie .. rannm @
x oz [1S% 0D FexNon 5 L. nn 7
15w 08/02201 FikNonWokDy nA.NNE
TMon 07702011 Fiew - Daib Schedule rzaznm ©
» 1Tue 08022011 Flex 0-Daly Schedde .. nA NN o
© fhmsceanttolist KBt || \od 09022011 FiokQ-Dal Schedde . ra22m O
1Ths 002201 Fes 0-Oeil Schedde _ nannm @
1Fi 102201 FedOFiSchedie ., ra.Z20 @
R R TRt 20 nn PR
15w 13022011 FekNonWokDs) o 200
TMon 14/02/2011 Fiex - Daib Schedide _ 2R 2N0 O
1T 15/02201 Frel-Day Schedde . ra2nm @
1Wed 18/02/2011 Fiow0-Daiy Schadule _. rnznm @
1Ths 17022011 Fies0-Daiy Schedde .. nannm @
16i 1802201 FewOFiSchodus .. rza.z22m @
154 XM Flex Non = »n A
1Wed  2V02/201 Fien0-Oaib Schedude .
1The 20022011 Fed0-Daiy Schedde ..
1\Fi 25022011 FesOFiSchosiio ..
1 6022011 Flew NonWos a
%2 1 _Eih. b
< >
Brd. | Befesh | Prevew. | o |
L

Training module: m-04-130 Hours worked on the timeware®

agenda summary...

timeware m




By <Right-clicking> on the highlighted date, the user can add new
bookings, amend existing booking or add an absence or holiday record.
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4. Click <Close> to return to the Adjustment Anomalies screen.
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5. Outstanding missed bookings awaiting a decision. This agenda item

highlights days, where a person has forgotten to book in or out.

| m I f[E] Outztanding mizszed bookings awaiting a decizion
| L |

Clicking on the agenda link takes the user to the Adjustment Anomalies
screen.

okings Anomalies

305 Nathan Price Price, Nathan 56 Employee Mon 28/03/2011 06:05 Awaiting decision () This booking has not yet been finalised.

By selecting a person’s Anomaly Date, the Attendance Adjustments
screen will appear.
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Click on one of the dates awaiting a decision.

Wed  03/03/2011 06:05
Tue 22/03/2011 06:00
Mon 28/03/2011 06:05

1Mon  28/03/2011 Mathan Price (Mon-Fri)

Bookingls] awaiting calculation

Type
\=/ Booking
@ Booking
@ Booking

11:43..1551 (2) (D

Authorisation

Awaiting decision
Awaiting decision
Awaiting decision

eee

Next, select Approve or Decline. Depending on how the timeware
system has been configured, it may not be possible to Finalise the

booking at this stage.

Booking Awaiting Calculation - (Amend)

Overview

For a booking to be calculated it must be approved and finalised. If
the booking does not meet this criteria it will stay in the awaiting
calculation section of the screen.

Settings

Tl Personal Information Porta
T I | Inf tion Portal

Date:  |Tue22Mar2011  v| Time: |0B:00

Memo:

Left my badge on the bus!

Authorisation
Authorised by: Admin

Authorisation status: ¢ Awaiting decision |~ Finalised
@ Approved
" Declined

Cancel Update I

Finally click on <Update> to save the changes and return to the
Attendance Adjustments screen. Selecting <Close> will return the user
to return to the Adjustment Anomalies screen.
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6. Outstanding missed bookings that require finalisation. This agenda
item highlights bookings not made at a terminal that require
finalisation by a manager before timeware will attempt to calculate.

| ‘j{i I f [3] Outstanding mizsed bookings that reguire finalis ation

"

Clicking on the agenda link takes the user to the Adjustment Anomalies

screen.

Bookings Anomalies Q@@
)

[Authorisation

on|[ This booking has nt yet been finalised
Approved @ This booking has not yet been finalised.
55 Employes Mon 28/03/2011 06:05 Awatting decision ) This booking has not yet been finalised.

Close

By selecting a person’s Anomaly Date, the Attendance Adjustments
screen will appear.

Attendance Adjustments
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Click on one of the dates awaiting a decision.

1Mon  28/03/2011 Mathan Price (Mon-Fri)

- Bookingls] awaiting calculation
Type
Wed 09/03/2011 0605 \=/ Booking
Tue 22/03/2011 06:00 @ Booking
Mon  28/03/2011 0B:05 (=) Booking

Next, select Approve or Decline and then Finalise.

Booking Awaiting Calculation - (Amend)

: Overview

il For a booking to be calculated it must be approved and finalised. |f
the booking does not meet this criteria it will stay in the awaiting

il calculation section of the screen.

Settings

Terminal: I Personal Information Portal LI

if Date:  |Tue22Mar2011 | Time: |0B:00

Memo:
Left my badge on the bus!

Authorisation
Authorised by:
Authorisation status: ¢ Awaiting decision [V Fi

& Approved
" Declined

LCancel | Update |

11:43..1551 (2) (D

Authorisation

Awaiting decision 1
Awaiting decision @
Awaiting decision @

Finally click on <Update> to save the changes and return to the
Attendance Adjustments screen.Selecting <Close> will return the user

to return to the Adjustment Anomalies screen.
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Notes

timeware
Training module: m-04-130 Hours worked on the timeware® OPERATOR
agenda summary...




