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Module:  m/07/220  

‘Submitting staff missed bookings...’ 
 

 

1. Log into the timeware® PIP (module m/07/110). 
 
 

2. Select Supervisor from the left-hand menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. The Supervisor menu will then appear. 
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4. Next, select Add missed attendance booking for employee(s) and select 

the employee(s) from the list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

Press the <Submit Selection> button. 
 
 
 



 

 

Training module: m-07-220 Submitting staff missed bookings.. 
 

 

 

 
 
 
 
 

 
5. Next, enter the booking for the employee(s). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Finally, press <Submit Booking>. 
 
 
 
 
 
 
 

All manual bookings must be marked as finalised or they will remain under 
the Bookings Awaiting Finalisation header – whatever period is being 
viewed.   
Bookings marked as Declined also remain under the Bookings Awaiting 
Finalisation header, but only appear when viewing the relevant period.  

 
 



 

 

Training module: m-07-220 Submitting staff missed bookings.. 
 

 

 

 
 
 
 
 

 
Notes  


