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Module: m/04/501
'Preparing your timeware® system. Attendance...

The following module should be completed for every timeware®
installation implementing attendance.

1. To prepare timeware® attendance daily schedules, select the Tables
menu, Company, then Daily Schedules.

! File View lable,sl Wizards Advanced Hardware Help

Quick Links | Company 'l Customers... .

Personnel » Zones...

g Job Costing » I Daily Schedules... |

Access Control  » Period Schedules...

L Grouping >

Agenda Summary Absences >

The daily schedule screen will appear.

Daily Schedules 3

Code: [EGAF Desciiption: |Eastern Group Agency Fii

e
Schedule ype:  |Flesitime -

‘Workday schedule: ~ No & Yes

If cworkday ot
absence(s)

Schedule Schema
- Earliest possible start tine: [0400 - is P Bookings

pesets Schedule start time: (0800 2

R 3.
& G e e 18.00 quide to when the schedule should finish.

. Schedule target time: |07:20 palCpions) I

isusedto set
an employee should work against this schedule.

beooec Absence target time: [07:20 % (Optional) h

iided by the absence deduct value. I the absence is a business

- Unallocatedthreshold: [2355 &

thresholds the day willbe marked a5 an unauthorised absence.

o S 7.The . Bookings
Latest possible finish time:  23:45 il
the following schedule (se¢ point 2).
Add Edit Delete Find.. Refiesh | Preview.. |[F"Tone. ]  Close
4 | 4 |Record 27 of 76 >
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Click <Add>, enter a code and description and select the schedule
type, (either standard or flexitime).

Daily Schedules

Code: |DC|U1 Description: |US:UU-1 4:00 morning shedule
B Dptiont General |
General
= Breaks Schedule type: |Standard ;J
- Standard Breaks
Break After Workday schedule: |Flexitime ays
Core Times absence(s).

Next enter the earliest possible start time, the schedule start and finish
times, the schedule target time and the latest possible finish time.

Daily Schedules
Code: IDEIDI Description: IUB:UIJJ 4:00 morning shedule
= Options T
General
~ Breaks Schedule type: | Standard _1]
Standard Breaks
Break After Workday schedule: ¢ No & Yes If <workdays and the dayis NOT worked then mark gaps in the day with unauthorised
Core Times absence(s).
Grace Times Schedule Schema
-/ Roundings ; ~ &g l v 1. The <earliest possible start time> is a cut off point for this schedule. Bookings
Standard Roundings i Earliest possible start time:  |04:00 made before the <earliest possible finish time> will be excluded from the schedule,
Found Timepots 1
Rostering LSS Schedule start time: IUB'UU 2. The <schedule start time> is used to allocate a person ta the correct schedule.
Time Pots 5
Analyser H e ] F 3. The <schedule finish time is used when booking absences and also serves as a
Notepad d Schedule finish time:  |14:00 quide to when the schedule should finish.
(e Rt I E 4. (Optional) The <schedule target time> is used to set an amount of core hours that
' Schedule target time: |07:30 an employee should work against this schedule.
'
E ______ FERN [T 5. (Optional) The <absence target time> is used to calculate how much
0 Absence target time: | : b tholiday entitl should be ded d when using hours and minutes. The
u figure is based on the <absence target time> divided by the absence deduct value.
'
\
'
'
Oz o b I - 6. If the unallocated time against the daily schedule exceeds the <unallocated
E Unallocated threshold: {00:00 thresholds the day will be marked as an unauthorised absence.
'
L A A e I 3 7. The <latest possible finish time> is a cut off point for this schedule. Bookings
- Latest possible finish time: |23:00 made after the <latest possible finish time> are excluded from the current schedule.
Bookings excluded from the current schedule are used in the allocation process for
the following schedule (see point 2).
1 ]
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Next click on Standard Breaks and ensure that the ‘Break start on the
same day’ is selected.

Breaks start on Isame day as LI $

Fisame day as
nest day after
| previous day before

Create up to twelve breaks throughout the schedule.

Daily Schedules

Code: |Dl301 Description: |UB:EIIJ-1 4:00 morning shedule

Standard Breaks

Standard breaks award or deduct specified periods within the day, whether the break is worked or not
depending on the breaks rules specified.

Breaks start on I vl schedule start time.

= Options
General
|- Breaks
Standard Breaks
Break After
Core Times

Grace Times
|-/ Roundings

Standard Roundings
Round Timepots

Rostering

Time Pots

Analyser

MNotepad

Break 10
Break 11
Break 12

Attendance...

i 10:30

Duration

00:30 Auto Deduct

Training module: m-04-501 Preparing your timeware® system:

timeware
OPERATOR




imeware

WOIKIOrce management solutions

Next click on Core Times and create the core time bands for the
schedule.

Daily Schedules

Code: ]DUEH Description: IDS:IJIJ-1 4:00 morning shedule

[=- Options Core Times

General Core times are used for infringement monitoring. E.g. arriving late or leaving early. Please note that the core

|- Breaks time ranges are inclusive, if monitoring starts at 9:01, then anyone swiping from 3:01 onwards will be marked with
Standard Breaks an infringement.

Break After

Core Times Core times start on Isame day as v] schedule start time.

Grace Times

Roundings N
Standard Roundings 06:01 113:59
Round Timepats

Rostering

Time Pots

Analyser

MNotepad

Now repeat the same process for the schedule grace times.

Daily Schedules

Code: |DO01 Description: IIJS:IJIJ-1 4:00 morning shedule
= Options

General 5 o
& Breaks Grace times start on | same day as v l schedule start time.
Standard Breaks Grace times benefit people arriving late or leaving early. When
Break After people swipe within a grace period, time is counted from the
5 6:03 |In start or the end of the grace period in favour of awarding time
Core Times to the person. Grace periods only effect time counted and do
Grace Times not adjust the actual swipes.
[=}- Roundings
Standard Roundings
Round Timepots
Rostering
Time Pots
Analyser
Motepad

Global grace times benefit people
arriving late or leaving earlyon a
schedule that incorporates rounding
times. Any rounding times that fall
within the global grace from and to
times will have the specified grace time
attached according to the global grace.
in and out values specified.

timeware

Training module: m-04-501 Preparing your timeware® system: OPERATOR

Attendance...



timeware

workforce management solutions

Next click on Standard Roundings and create the rounding bands for
the schedule.

Daily Schedules

Code: lDl]lJ1 Description: IDB: 00-14:00 morning shedule

= Options Standard Roundings

=i
General Rounding times benefit the employer by rounding down swipe times by the specified amount. Rounding times

[--Breaks only effect time counted and do not adjust the actual swipes.
Standard Breaks

Break After Rounding times start on |same day as M I schedule start time.

Core Times
- Grace Times Slot 0
[=- Roundings Rounding 1 :
Standard Roundings 2 i
Round Timepots
... Rostering
Time Pots
Analyser
MNotepad

Rounding 12

Now click on Time Pots and define how the hours worked are allocated
to the ‘Time Pots’.

Daily Schedules

Code: IDUEI‘I Description: llJB: 00-14:00 morming shedule
= Options
General 5 6
KRR Time bands start on | same day as v | schedule start time.
=
=D Standard Breaks ,7 s Each schedule may be divided into a series
Tita ePot 1 | ds. Each time band may be
Break After - a series of target hours. The
Core Times T = = Time Pot 2 ours worked against each
Grace Times 5 e sred in one of 21 time pots.
[=I- Roundings
Standard Roundings - ; Sz e
0 Band 5 . when using flexitime, only the
Ro.und Ahmepots SN e ey | ed at Rate 01 contribute towards
Rostering Band & e
Time Pots Band 7
Analyser rand 8
MNotepad

3and 11
Band 12

Script

L‘ Scripts enable the contents of time pots to be

Process using: ls‘andafd adjusted and stored against rates.

©) script Editor...

Finally, select the daily schedule script that applies to this schedule.

» ] ] timeware
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Next, select the Rate Monitoring option:

[=]- Options
General
[ Breaks
Standard Breaks
- Break After
Core Times
Grace Times
[ Roundings
Standard Roundings
Found Rates
Rates
Analyser
MNotepad

Enter the maximum number of hours that may be worked at each rate
before the daily schedule is highlighted for overtime authorisation.

Rate Monitoring

This option is used to mark any rate that exceeds the threshold which may then require further investigation
and for authorisation.

Threshold
07:00
01:00

Rate 10
Rate 11
Rate 12
Rate 13
Rate 14
Rate 15
Rate 16
Rate 17
Rate 18
Rate 19
Toil Bal
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Click on <Update> to save the record.

Finally, use the analyser option to test the schedule that you have
created.

Daily Schedules
Code: |DOO01 Description: |IJB:UD-1 4:00 morming shedule
= Options pnalpser |
General Analyser displays results after When is first swipe?
|- Breaks passing swipes through the daily
Standard Breaks schedule. " Day before schedule start
Break After e % Same day as schedule start
Core Times T el beore " Day after schedule start
Girace Times analyser is used.
|= Roundings © 2nalyse
Standard Roundings
Round Timepots
Rostering
Time Pots.
Analyser
Motepad
Adjusted times
| Manual Entry
[None
None
None
S
| Manual Entry
Time pot totals after band/amount
conditions have been applied. Rate totals after script has been applied.
0 Time Pot1 | Time Pot2 | Time Pot 3
1 7:30 1 0:30 C
add | Edt Delste | Find. Refresh Preview... Copy... Close |
14 | « [Record 26 of 76 » [
1 ]
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2. To prepare timeware® attendance period schedules, select the Tables
menu, Company, then Period Schedules.

! File View | Tables | Wizards Advanced Hardware Help

Quick Links | Company bl Customers... I
| | Personnel > Zones... ;
y’ | Job Costing 3 g Daily Schedules. .. F

| Access Control  » | Period Schedules. .. |Jl

U Grouping »
Agenda Summary

Absences » |

The period schedule screen will appear.

Period Schedules ; @@
Code: 060 Description: |FL Pauline Stanfield
= Options Geveral __________________________________________________________________________________|
General! s
e Allosation Schedule type: | Flexitime v
PayPeriods
Notepad
Add l Edit Delete Find... Refresh Preview... Copy... Close
L] ‘ 4 lHecovd1 of 71 » M
- J
timeware
Training module: m-04-501 Preparing your timeware® system: OPERATOR

Attendance...



timeware

workforce management solutions

Click <Add> and enter a period code and description. Then select the
schedule type (either standard or flexitime).

Period Schedules

Code: lPEHUUZ Description: IStandard period schedule

). Options Geneftal |
- General
L eahedal RS g Schedule lype:l Standard _:_]
PayPeriods 5
‘.. Notepad

Next, select schedule allocation, <Right-click> on the grid and select
Add Daily Schedules.

Period Schedules @@
Code: rF'—EFIEZ_ Description: |Standard period schedule
[= options
g:l:‘:;:lle Alloostion Rotation startday: [Monday ]
::::;Tds fidetoniess 1_1 ?: taellocake daily schedules to a day right click on the grid and use drag and drop.

Daily Schedule Contribute | Default Schedule Type —

Tuesdey Add Daily Schedules

Wednesday » | 06:00-14:00 morning shedule Standard
Thursday 0800-1200 Standard

Friday 0800-1600 Standard
Saturday 0800-1630 Standard
1200-1500 & 1630-1930 Standard
1200-1500 & 1700-2000 Standard

| ard

Sunday

1700-2000 Standard
. £.30 Daily Schedule Flexitime
Agency Daily Schedule Standard
Agency Non‘Work Day Standard
Standard

Standard
Car Park#3 Standard
Councillors Standard

o ) ) timeware
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Drag the daily schedule and drop on the appropriate day.
T R e T

Code: IPERDUZ Description: ]Standavd period schedule

(=] Options Schedule Allocation
General :
Schedule Allocation Rotation start day: lMonday A
PayPeriods Rotati . I Note
Notepad WEREEN 1 To allocate daily schedules to a day right click on the arid and use drag and drop.

[ Daily Schedule Contribute | Default Schedule Type

Tuesday
‘Wednesday

Thursday | 02001200 Standard

Friday 0800-1600 Standard
Saturday 0800-1630 Standard

1200-1500 & 1630-1930 Standard
| 1200-1500 % 1700-2000 Standard

Sunday

1700-2000 Standard
6.30 Daily Schedule Flexitime
[_ Agency Daily Schedule Standard
E Agency Non‘work Day Standard

Car Park Standard
Car Park #2 Standard
'— Car Park#3 Standard
Councillors Standard

Next, select Pay periods and choose a Period type.

Period Schedules

Code: |PEH002 Description: |Standard period schedule

= Options
. General . -
Period type: |Refel to Schedule Allocation _ﬂ Start day: Monday

Schedule Allocation

Pay Periods X ; 0" 1on - = e
MNotepad X t t _ \rnoLnt

o ) ) timeware
Training module: m-04-501 Preparing your timeware® system: OPERATOR

Attendance...



timeware

workforce management solutions

Finally, select the period schedule script and click <Update>.

Period Schedules

Code: IPEHIJUZ Description: |Standard period schedule

= Options
General 2 3
Schedule Allocation Period type: IHefer to Schedule Allocation L] Start day: Monday
Pay Periods R T —
Notepad SN Edit Script

Standard

CBC Period [lieu day balance at rate 20 +5

Period [Remave unauthorised absence] v1

Period Compensation [take from highest to lowest)

Period Compensation [take from highest to lowest] Overspill
Period Compensation (take from lowest to highest)

Period Compensation [take from lowest to highest] Oversp
Standard

The period schedule has now been created is available to be linked to
a personnel record (see module m/02/101 section 3).
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Notes:
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