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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. 

 
 
 
 
 
 
 
 
 
 
 
 The daily schedule screen will appear. 
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Click <Add>, enter a code and description and select the schedule 
type, (either standard or flexitime). 

 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click <Ok> to save the access pattern and return to the Access Profile 
screen. 
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Next click on Standard Breaks and ensure that the ‘Break start on the 
same day’ is selected. 
 
 
 
 
 
 
Create up to twelve breaks throughout the schedule. 
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Next click on Core Times and create the core time bands for the 
schedule. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now repeat the same process for the schedule grace times. 
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Next click on Standard Roundings and create the rounding bands for 
the schedule. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now click on Time Pots and define how the hours worked are allocated 
to the ‘Time Pots’.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Finally, select the daily schedule script that applies to this schedule.
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Next, select the Rate Monitoring option: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter the maximum number of hours that may be worked at each rate 
before the daily schedule is highlighted for overtime authorisation. 
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Click on <Update> to save the record. 
 
Finally, use the analyser option to test the schedule that you have 
created. 
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2. To prepare timeware® attendance period schedules, select the Tables 

menu, Company, then Period Schedules. 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 
Next, select schedule allocation, <Right-click> on the grid and select 
Add Daily Schedules. 
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Drag the daily schedule and drop on the appropriate day. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next, select Pay periods and choose a Period type.  
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Finally, select the period schedule script and click <Update>. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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: 


