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Contents
Course Duration
An introduction to timeware® personnel Approximately 30 minutes

Adding a personnel record, amending a personnel record and setting an employee as a leaver in timeware®
personnel.

Description

Understanding timeware® personnel

Adding a new employee

Making amendments to an existing employee

Setting an employee to a leaver

All information pertaining to any personnel record within this document is obtained from a
demonstration database and are not details of any individual.
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Understanding timeware® personnel

At the heart of the timeware® system is the personnel database. Before we can
look at absence management, attendance, access control or job costing, we need

to ensure that the details for each person are accurate.

Everyone on the timeware® system must have a personnel record, whether they
are temporary workers or the Managing Director. Without this record the rest of
the system cannot function.

3 YouTube

Link to understanding
timeware® personnel

Personnel
Employes 1D 1 First name: IDave Last name: IWebb @ 9
- Essential Essential [General
General Badgefomat  |25bI-NMD3 - e ey
- Groupings -
- Employment Facility code: 0
Rightto Work Badge: 1
-~ Distlosure and Barring Service
- Training 2nd Qualification Matrix Fayrall [1
- Miscellaneous Integration D
Fersanal BPS IMEI
- Contact Details :
- Training and Qualifications Known ag \webb.Dave
Achigvements g 3 e .
- Education mall address: I 3w E. WEl @tlmeware oLl
- Disciplinary Security pin:
Interview

- Accident or Injury

Biiornetric: data:

x Finger [Supremal

Personnel

Emploes [D: 1

First name: [Dave

Lastname: [webb

20

Working Time Regulations

Add Edit

Dokt | Find

Befiesh | Preview.. | Copy.

Coss |

10| ¢ [Fecod Tof 34

- Bank Detzils x Finger [SecuGe
Pension Details Bt Essential (Groupings]
- Union Details . oanfnz :}’I:E i 311042009 ,I 1 The fields below are used for grouping This i mairly for and enqiiies.
- ASSETS Company; 4 B Manufactaring -
User Defined Fizlds Badge activalion. | = Depattment Steel Pren -
- Documents Employment status: IEWD‘UPEE Section Supervisor a7
--Notepad ~
o= . Absence entilement " ey iz Hourly Peid B
- Employee Self Service T 20 Days Holiday Line Manager -
- i G 05 ~
tz Mobile Worker Period scheculs: | DE00-14:0041 4002 o Cie
[+~ Vehide Grouping O7: e
& Health Terminal palicy: All Terminals Grouping 08: =@
. Growping 03 | ~|®
B Appn?lsal ) Email policy: Mot Required Growping 10 | ~|®
- Working Time Regulations
Remuneration palicy: | Mot Required Assets
Employee ID: 1 First name: [Dave Last name: [u/zbb SO
Essential
Rgntzowork
T e -
1 | 4 [Record 1 of 84
Close
»
Notepad
5 Employee Self Service
Mohile Worker
Vehicle
Health
5 Appraisal

Company Name: timeware (UK) Ltd.
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Adding a new employee

1. To access the timeware® personnel, select the Personnel Quick Link,

3 YouTube

Link to adding a new
employee

- ~
O

Absence Management

lxn

Absence Statistics

Attendance Adjustments

=
==

Planner

L=l

or, select <File>, then <Personnel>...

[ -

GPS Tracking
Attendance
Job Costing

Cost Centre

Aceess Control
Asset Management...
Accident Book...
Dashboards...
Attendance Display Panel...
Reporting s
Exports...
Sage Payroll »
Preferences...
Log Off - Admin

Exit Alt+F4
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Press <Add> to add a new personnel record
details.

The personnel screen will appear at the record last viewed by the user.

. All the fields will then turn blue, ready for the new

Personnel - X
Emplayes (D 1 First name: [Dave Last name: [webb S0
o Essential Essential (General
General Badge format |2E hit - NMD3 To select 2 photo use right
0 mauss click on the bos
Groupings )
Erployment Facity code: i
Right to Work Badge:
Disclosure and Barring Service
- Training and Quslfication Matrix Payrall 1
£ Miscellaneous Integration 1D
.. Personal l—
-.Contact Detsils GPS IMEI
. Trsining and Quslifications Enown as Wwebb, Dave
- Achigvements ®
. Education Ermail addiess [dave, webb@timewate. oo uk
- Disciplinary Secuily pir:
- Interview
- Accident orInjury Biometric data O Finger (Suprema) @) Remove 0 Face (Suprema) @) Remove Finger Registration Wizard (Suprema)
- BankDetails . Finger [SecuGen) @D Remove 0 Other Remove Finger Registration Wizard (SecuGen)
Pension Details
Unian Details E;Lz;f;‘“ W ETR02008 ] 10vears. 11 month(s], 25 dapls] [ Flemove ears Service! from ToDo List
Assats
Uer Defined Fields Badge activatio: | [ to | |
:mum:nm Employment status: |Employes ~| @ Cunent employment: Supervisor &
iotepa
Ab tilement -
[ Employee Self Service el MBS [20 D aps Holdey L)
&l "r“;";:e Worker Period scheduls; | 05:00-14:00014:00-22. 00022 00-05 00 @O weskrotatior: |1 -
- Vehicle
(- Health Terminal policy: &1 Terminals ~®
[+ Appraisal .
Email palicy: Not Required -
[+ Working Time Regulations I _I o
Fiemuneration policy: [Not Required ~|®
Cost centre (defaul | ~|®
Flesiime closing balance seton: | / / | Amaurt |
Delete Eind.. Refiesh | Preview.. | Copy. |  Ciose
a0
— x
] First name: [Michael Last name: [Coope - #]

E ssential [General

General

To select a photo use right
mouse elisk o the box

Bank Details

2 Finger (SecuGen) ) Remove

240172007

X

13 years, 3 monthls), 2 day(s]

Fension Details
Union Datails Date started with

Badge format |26 bit-NMD3
Groupings
i Facilty code: 0
Badge:
Disclosure and Barring Service
Training and Qualification Matrix Paprol: 2
1 Miscellaneous Integration D
Personal l—
Contact Details GPS IMEL:
Training 2nd Qualifications Known as: Coope Michael
fenavaments Email addess: B @blusyonder oo k.
Eovcaton mail address: |webbd@tusyondsr.co.u
Disciplinary Securiy pin
Interview
Accident or Injury Bicrnetric: data . Finger (Suprema] @ Bemove 0 Face (Supremal )

Other

(=]

Remove Finger Registration Wizard (Suprema)

Remove Finger Registration Wizard {SecuGen}

™ Remove "ears Sevice' from ToDo List

53 | -

sompary:
Azzets

e e Fictis Badge activation: | =l ta |
Documents Emplogment status: | Employee

MNotepad

| @ Curent emplopment: Design Enginesr

Absence entitlement

policy. |ZU Days Holiday

+ Employee Self Service

-1

- Mobile Worker

Period schedule: IUE 00-14:00414:00-22:00022: 00-06:00

QO weektaton [z =]

KL

¢ Vehicle
- Health Teminalpolicy: [ Al Terminaks
+ Appraisal Emelee [Nt Requied

+ Working Time Regulations

KL

Fiemuneration policy: |Not Fiequired

k-]

Cost centre (default) |

=@

=] amourt; |

Flestime closing balance setor: | 7 7

add | Edt Delete Eind Befiesh | Preview. |  Copp. | Close

LER] IHECDVHZDV 91

m
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3. Complete the following fields in the General screen:

a. First and last name

b. Badge number
This is the number on the back of your card/FOB to allow the employee to clock in and out.

c. Date started with company
This can be assigned pro-actively and retro-actively i.e. set before or after the employee
starts!

d. Employment status
This is to define a person’s position in the company, whether they are Agency, Employee,
Staff or a Leaver. The system can use these to filter if required i.e. in the reports module to
filter out leavers etc.

e. Absence Entitlement Policy
This defines the person’s holiday allowance i.e. 28 days per year. The system gives a running
total of absence entitlement based on absences (holidays) booked throughout the year. See
Absence Management training guide for more info!

f. Period Schedule

. . . Emplopee ID: 2 First name: [Michael Last name: |Coope S0

This is how a persons working -
1 | G Badge famat: EEC
pattern is defined whether thg\/ s EIEIIN
are rotational shift workers, night | —
i+ cation Matrix Payroll 2

workers, flexitime workers etc. All P i,

- . . . . o GPS IMEI: I
of it is configured within the period " B
schedule. For more information, 5 gl °
please see the Advanced Attendance : T e e R T O e tin e e
training guide! p Doete? i [0 ] 12yen e 24

o Badge activation: | = el =
. . ::; :; = Emplopment status: | Empioyee: ~| @ cunent employment: Desion Enginess -
g. Terminal Policy/Access Groups < e s s e P Hee
The Terminal Policy/Access Groups | & el o R A
outlines which pieces of timeware N S = o
Remuneration polcy: | Not Requirsd =®

hardware can be used (or not used!') oo it e
eg YOU Want emp|0\/ee A to access Flesiime closingbalance setors [ 77 <] Ameunt:|
the Recept|0n Door' bUt \/OU don’t Add | Edt Delete Find... Refiesh | Preview.. | Copp. |  Cose |
want employee B to. They would |« Feewzare BIC

both require separate policies to
define the access permissions etc! For more information, please see the Advanced Personnel
training guide!
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4. Allocate the person to the correct, pre-defined, groupings in the Grouping screen. Remember,
if you allocate the person to a group that you are not entitled to view, the person will disappear
from your screen.

Ermployes |0 First name: |Michael Last rame: |Cooper SO
- Essential Essential (Groupings]
The fields below are used for grouping emplopees together. This is mainly for reporting purpases and enquinies.
Company: | Fabrication ~|®
Rightto Work
Dieclosure and BaringService Department: |Engineering ~1®
~Training and Qualification Matrix Section [Engineer ~|®
= Miscellaneous
Pay Type: -
" v =@
- Contact Details Line Marager | ~®
Training and Qualifications
Grouping OE: -
~Achigvemants P I ~|®
~Education Grouping 07: | ~®
Disciplinary
Grouping 08: -
e sl | =1®
- Accident or Injury Graouping 09: | ~|®
Bank Details
Grouping 10: -
~Pensian Details P I =@
Union Details
Assets
~User Defined Fields
Documents
Natepad
- Employee Self Service
[+ Mobile Worker
- Vehicle
- Health
[+ Appraisal
- Working Time Regulations
Update Cancel
14| ¢ [Bdding new record » v

Next, click on the Employment heading in the Essentials section.

Employee ID: First name: [Michael Last name: [Caoper [+ 4]

E ssential [Employment

Groupings

Right 1o Work

... [Date of Termination

Eervice
B3l ification Matrix

= Miscellaneous

Personzl

‘Contact Details
Training 2nd Qualifications
Achievements.

Education

Disciglinary
Interview

Accidentor Injury
Bank Details

Pension Details
Union Details

Assets

User Definad Figlds
Documents

Notepad

+- Employee Self Service
). Mobile Worker

v Vehicle

- Health

v Appraisal

+|. Working Time Regulations

B

Update Cancel

14| 4 [Bdding new iecaid T

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale, 7

Greater Manchester, OL12 OAD. )
www.timeware.co.uk

support@timeware.co.uk

Company Reg. No: 05886806.
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5. Rightclick and press <New>

Disclosure and Barring Service
Training and Qualification Matrix
-], Miscellancous

Fersonal

Contact Details
Training and Qualifications
Achievements

Education

Disciglinary

Interview
Accident or Injury
BankDetails

Pension Details

Unien Details

Assets

- User Defined Fislds

- Documents

- Notepad

7 Employee Self Service

1 Mobile Worker

i Vehicle

i Health

s Appraisal

7 Working Time Regulations

LUpdaie Cancel

Enployee ID: Fist name: [Michasl Last name: [Coaper 1)
- Essential
- Ganeral
Groupings
Emplayment
Right to Werk

© Delete

View details...

14| « [rdding rewrecord

Complete the following fields;

Reference

The person’s job role i.e. Fabrication Manager or Accountant.

Date of Commencement

The date the person started in the selected job role.

Employment status

The person’s status within the company i.e. Agency, Staff or Employee etc.

Employmant

Miscellaneous

-~ Personal Details

- Contact Details
Training and Qualifications
Achievements

Reference:

Job description:

Education

Personnel - x
Employe [0 First name: [Michas Last name: [Cooper 0
Essential E ssential (Employment)
Genersl
Groupings

——————— 4
Fabical _ /2 Date of commencement |2 3
Probation period (days].

§1 change employment status o [(IREEIT)

I | change employment status to v

Notice given date

Repartingtor |

Training and I
qual. poiicy:

Pay type: v
Amount k3

v
Nolice period (days): | @
J @ Date of temination 47 v | change employment status to v

7 | change emplogment status to -

I~ FRemave Frobation Period from To-Do List
[~ Remove Date of Teminationt fom ToDo List

Date of last payrall

Comments:

Employee Self Service Toveodes |
Mobile Worker

Vehide Offer cortact and other information
Health

Appraisal

Working Time Regulations

Update LCancel

14| 4 Jadding new record

Click <Ok>.

Cancel

File: Hame

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale,
Greater Manchester, OL12 OAD.

Company Reg. No: 05886806.
Registered in: England.

8

t2-0750: Copyright NMD? Ltd

www.timeware.co.uk
support@timeware.co.uk
+44 (0) 1706 658222




timeware’

HR, Time and Attendance Software

Making amendments to an existing employee

1. To access timeware® personnel, select the Personnel Quick Link,

[=]
3 YouTube

Link to making
amendments to an
existing employee

-~ -,
- -
» -~

s

Absence Management

iz

Absence Statistics

®

Attendance Adjustments

3

=
==

Planner

=l
or, select <File>, then <Personnel>...

GPS Tracking
Attendance
Job Costing
Cost Centre

Access Control

Asset Management...
Accident Book...
Dashboeards...

Attendance Display Panel...
Reporting 3
Exports...

Sage Payroll »
Preferences...

Log Off - Admin

Exit Alt+F4

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale, 9
Greater Manchester, OL12 OAD.

www.timeware.co.uk
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2. The personnel screen will appear at the record last viewed by the user.

- X
Employee ID: 1 First name: |Dave Last name; |Webh @ 9
= Essential Essential (General
Ganerl Badgsfomat | 2Bbi-HMD3 =l T rees sl ot o
Groupings i
Employment Facility code: 0
Right to Wark Badge:
Disclosure and BarringService
Training and Qualification Matrix Fayrall 1
=I- Miscellaneous Integration [D:
Perzonal —
‘Contact Details GECIHED
Training and Qualifications Known as: wiehh, Dave
Achievemants . - o
Education Email address: |dave.webb@timeware. co.uk.
Disciplinzry Security piry
Intarview
Accident or Injury Biometric data: Finger [Supremal ﬂ Remove Face (Suprema) ﬂ Remove Finger Registration Wizard (Suprema)
Bank Details Finger [SecuGen] 0 Remove Other Remove Finger Registration Wizard (SecuGen})
Pansion Datails
Unien Details hd vears, 11 monthls], 25 dayls]
Dot sted it [3TA0Z008 =] 10yeers 11 monihis, 25 dapls)
Assats
User Defined Fields Badge sctivation: | J=f - to | =]
Documents Emplayment status: |Employee j o Current employment: Supervizor c
Notepad
Absence entitlement
#- Employee Self Service policy: |2El Days Holiday j @ @
* M“;"’"IE Worker Period schedule: | 05:00-1: 001 :00-22 00022 00-06:00 @O weekowion [1 =
- Viehicle
<1 Health Teminal policy: [ Terminats =&
#- Appraisal Email palicy: |Not Required j @
+- Working Time Regulations
Remuneration palicy: |Not Required j @
Cost centiedgsfErlt]: j o

osing balance setor: | /7 / =] amount: |

Add Edit

i | 4 [Record oGt

Preview... | Copy... ‘ Claze

FIM

Search far: | @ 0 0

Search through: |EIT||:||D_I,IEE D ﬂ
Search twpe: | Contains j
~
Drag a column he
Emplo

I, ae
Birchall Birchall, Simon Empla
Wilkingon Wilkinzon,Matt Emplo
Broadhurst Broadhurst Liz Emplo
EE Feorge Zelem Zelem. Geonge Emplo
7T Lesley wilkinzon Wilkinson, Lesley Emplo
88 Fhillip Briggs Briggs.Phillip Emplo
94 b arie Trer Trer Marie Framln ¥
4] | 2

Double click on the relevant employee record to open in personnel screen.
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3. Click on <Edit> and begin modifying the required fields.

Personnel - X
Emplayes [D: 2 First name: |Michae| Last name: IEnnpe 09
- Essential E ssential [Generall
G | o To select a phota use right
et Badge et [Z5bi- D3 | .
. Employment Facility code: 1)
Right to Work Badge:
-~ Disclosure and Barring Service
- Training and Qualification Matrix Payral: 2
=- Miscellaneous Integration 1D:
~-Personal
Contact Detsils GPS IMEL:
~Training znd Qualifications Knowvin as: Coope Michael
Achievemants -
- Education Email address: |wehhd|@blueyondel.co uk.
- Disciplinary Security pin
Interview X
- Accident or Injury Biometric data: x Finger [Supremal o Remove x Face (Suprema) o Remove Finger Registration Wizard (Suprema)
- BankDetails " Finger(SecuGen) WD Remove Dther Remove Finger Registration Wizard (SecuGen)
- Pension Details
Union Dtsils E;r‘nep;f;tsd wih 0172007 =] 13years, Smonthis), 2daws) [ Femove Years Service! from To Do List
Assets
- User Defined Fislds Badge activation: | -] to | -]
D:t:"‘?‘s Ermployment status: |Empluyss ;I @ Current emplopment: Design Enginesr @
Pal "
& Employee Self Service Aboence SIS [0 Days Holiday oo
Bl ""‘:::e Worker Period schedile; | 05001 4:004 4:00-22.00\22.00-06.00 @O wekotion [3 ~
[+ Vehicle
= Health Terminal policy: IDlln:e Access Mon to Fri Only j @
[+- Appraisal .
Email policy: Mot Required -
[+ Working Time Regulations I _I c
Remuneration palicy: INot Fequired ;I @
Cost centre [default) I ;I o

Flexitime closing balance et on; I I | amount I

Delete Find I Refresh I Preview I Copy | Close:

AL

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale, 11
Greater Manchester, OL12 OAD.

Company Reg. No: 05886806. support@timeware.co.uk
Registered in: England. t2-0750: Copyright NMD? Ltd +44 (0) 1706 658222
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4. Next, click <Update> to save the personnel record. The person'’s details will be sent to the
relevant timeware® terminals within thirty seconds.

Personnel - X
Employes 1D: 2 First name: [Michasl Last name: [Coope D6
= Essential Essential (General
& | . - To select 2 phata use right
eners Badas format |28 it - HnD3 | ClLB R
Groupings B
Employment Facilty code: [
Right to Work Badge:
Disclosure and Barring Service
Training and Qualification Matrix Payrall: 2
=- Miscellaneous Integration 10
Parsonal l—
‘Contact Datails GPS IME:
Training and Qualifications Knawn as: Coope.Michasl
Achisvements
coueaton Ernail address: [webbdi@blusyonder co.uk
Disciplinary Security pin:
Interview
Accidentor Injury Biometric data: " Finger (Suprema) @) Remove 0 Face(Suprema) () Remove Finger Regisiration Wizard (Suprema)
Bank Details . Finger (SecuGien]) @D Remove Other Remove Finger Reaistration Wizard (SecuGen)
Pansion Detail:
nten Peslle Dats, started with .
Unien Details P ZAVZ007 =] 13years, Smonthis) 2dapls) T Fenovs ears Senics o T Do L
Assets
Lser Defined Fislds Badge activation ~|[: ta ~|[:
Documants Emplogment status |Emn\uyee j @ Current emplopment: Design Engineer @
Notepad
A fifement
] Employee Self Service pnlf;"“ SPEMEN [ 30 Daps Holiday LX)
& :f“;\':;em’ke’ Period schedule: | 06:00-14 D041 4:00-22:00%22.00-08.00 S| @O weekwoaion [3 =
[+ Vel e
= Health Teminal policy: | Dfice Access Mon to Fri Dnly ~ @
[#- Appraisal .
Email policy Mot Required -
- Working Time Regulations I _I o
Remuneration policy: |Not Required ~|®
Cost certre [defaul) | ~ @
Flesitime closing balance seton: | / /7 =] amount: [
Delete Find... Befresh | Breview. | Copn. | Ciose

AL

Click <Close> to leave Personnel.

Personnel - X
Employes ID: 2 First name: [Michas! Last name: |Coops D6
o Essential E ssential (Genstal
General Badge format |25 bt -NMD3 To sslect aphoto use right
g mouse elick on the box
Groupings. -
erployment Faciliy code g
Right to Work Badge:
Disclosure and Barring Service
Training and Qualification Matrix Payrall 2
£1 Miscellaneous Itegration ID:
Persanal l—
‘Contact Details GPS IMEI
Trsining and Qualifications Knawin s Coope Michasl
Achigvements
e Emal addiess; | webbe@bleyonder.co.uk
Disciplinary Secuiy pin
Interview
Accidentar Injury Biometric data: " Finger (Suprema] ) Remove 00 Face (Suprema) (B Remove Finger Registration Wizard (Suprema)
Bank Details . Finger [SecuGen) () Remove Other Remove Finger Registration Wizard (SecuGen)
Pension Details
Union Details E;fpzﬁ:te‘j W G007 =] 13pears, Smonthis], 2daplsl T Flemove Yesrs Service! from To-0o List
Assets
s Benes Fielas Badge activation: -1 o -1
Documents Emplopment status: | Employes | @ Curent employment. Design Engineer e
Notepad .
b fitlement
[+ Employee Self Service pnlf;"ce SHEMEN (30 Days Holiday LX)
B "‘;"::“‘”""‘” Period schedule: | DB:00-14.00%14:00 22.00,22.00-06:00 S| @O Weskwiaton [z~
- Vehicle
- Health Teminal policy: | Office Access Man ta Fii Only -
I:I
- Appraisal
Ernsil plicy Mot Fiequied -
[#- Working Time Regulations I _I o

Remuneration policy: |Not Required

Cost centre (defaul) |

Flexitime closing balance seton: | / /

add | Edt Delste Find. Refiesh | Proview
M| 4 [Recod 2ot 51

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale, 12
Greater Manchester, OL12 OAD.

www.timeware.co.uk
Company Reg. No: 05886806. support@timeware.co.uk

Registered in: England. 0750: Copyright NMD? Ltd +44 (0) 1706 658222
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Setting an employee to a leaver

The act of deleting a personnel record removes all data for the person,

including historic bookings and absences. Everything associated with that E:

person gets removed! With this in mind, we strongly recommend against

deleting personnel records — instead we recommend modifying the person’s uv T
status to leaver. We will never delete an employee even if requested by you ou Uhe
the customer to do so. Link to setting an

employee to a leaver

1. To access timeware® personnel, select the Personnel Quick link,

Personnel

Absence Management

o~

Absence Statistics

®

Attendance Adjustments

=

Planner

=l

or, select <File>, then <Personnel>...

Calculation...

GPS Tracking
Attendance
Job Costing
Cost Centre

Access Control
Asset Management..
Accident Book...
Dashboards...

Attendance Display Panel...
Reporting y
Exports...

Sage Payroll »
Preferences...

Log Off - Admin

Exit

Alt+F4

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale, 13
Greater Manchester, OL12 OAD.

Company Reg. No: 05886806. support@timeware.co.uk
Registered in: England. t2-0750: Copyright NMD? Ltd +44 (0) 1706 658222

www.timeware.co.uk
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2. The personnel screen will appear at the record last viewed by the user.

Achievements
Education
Disciplinary
Interview
Accident or Injury
Bank Details
Pension Details
Union Details
Assats
User Defined Fialds
Documents
Notepad

Employee Self Service

Mobile Worker

Vehicle

Health

Appraisal

+

=

+

5

+

Working Time Regulations

5

add | Ed

[dave webb@timewars. co.uk

—

Finger [Supremal ﬂ Remove
Finger (SecuGen]) () Remove

311042003 _x

Email address
Security pin;

Biometric: data:

(Other

Date started with

comparnys 10years, 11 month(s). 25 dayls) [

Face [Suprema] ﬂ Remove

Employee ID: 1 First name: |Dave Last name: [wiebb o 9

= Essential Essential [General
General Badge format: [26 bt - rmD3 ] Ta select a phata use right
Groupings ) mause click on the bos
Employment Facility code: o
Right to Work Badge:
Disclosure and Barring Service
Training and Quslification Matrix Payrall: 1

= Miscellaneous Integration 101:
Personal ,7
Contact Details GPS IMEI:
Training and Qualifications Known as: webh, Dave

(=]

Finger Registration Wizard (Suprema)
Finger Registration Wizard (SecuGen)

Remove

I | te |

Badge activation: |

Employment status: | Ernployes

Absence entitlernent
policy:

Period schedule:

|2El Days Holiday
|UB (00-14:00014: 00-22: 00M22: 00-06: 00

=l
=l
=]
=l
[0 Teminals ~|
=l
=l
=l

Terminal policy:

Email policy: |an Required

Remuneration policy: | Mot Required

Find Preview. | Copy. | Close

o Curent employment: Supervisor o
o0
@0 ‘Week rotation: |1 hd

-4
o
o
e

M | 4 [Record Toren

AL

Search for I

©00

Search through: ‘ Employes |0

Search type: ‘ Containg

‘webh ‘Webb Dave Employes
Michael Coope Coope, Michael Employes
Simon Birchall Birchall Simon Employee
tatt ‘Wilkinzon Wilkinzon,Matt Employee
Liz Broadhurst Broadhurst Liz Employes
George Zelem Zelem,George Emplopee
Lesley ‘wilkinzon Wilkinzon Lesley  Emploves
Phillip Briggs Briggs.Philip Employee
tdarie Tree Tree Marie Employee
Mathan Loauiz Louiz Mathan Employee
Hannah Shaw Shaw.Hannah Employee
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Double click on the relevant employee record to open in personnel screen.

= Miscellaneous Integration |D:

-~ Personal l—
-~ Contact Details CRlE]
- Training and Qualificstions. Known as: Coope.Michael

Achievements

Personnel - X
Emplayee ID: 2 First hamne: |Michael Last hame: |Ennpa @ 9
- Essential Essential [General
... General Eadge format: IEE bit - NMD3 ;I To se\ectap;hftu u;e lb\ght
- Groupings ) mouse click on the b
- Employment Facility code: ]
Right to Wark Badge:
- Disclosure and Barring Service
- Training and Qualification Matrix Payrall 2

. Education Email address: |webbdi@b\uewnder.co.uk
- Disciplinary Security pin:
Interview
. Accident or Injury Biometric data; x Finger (Supremal o Remove x Face [Supremal o Remove Finger Registration Wizard (Suprema})
Bank Details < Finger (SecuGer) @ Remove ¢ Other Remove Finger Registration Wizard (SecuGen)
-~ Pension Details .
- Union Details Eﬂa;fpzﬁ_‘“ with /2007 =] 13years, Gmonthis], Zdayls) T Femove esis Service! from ToDo List
Assats
. User Defined Fields EBadge activation: | [ to | EE
Decuments Employment status: |Emp\uyee ;I @ Curent emplopment: Design Enginesr o<}
. Notepad X
b |
¥ Employee Self Service DEHS:;DE St IQD Daps Holiday j @ e
Bl “‘::'fw‘""” Period scheduls: | 060014000 4:00-22, 00122 00-06:00 ~ @O wekmowion: [3 -
[+- Vehicle
- Health Terminal policy: Ifoice Access Mon ta Fri Only ;I @
[+]- Appraisal . ) -
Email palicy: Mat Required -
[+ Working Time Regulations I _I @
Remunerstion policy: INot Required ;I @
Cost centre [default): I j @
Flexitime clazing balance set on: | A LI Amaunt: I
Edit I Delete Find. Refresh | Preview. | Copy. | Close I
M

3. Click on <Edit> and navigate to Employment in the Essential section

ent

Employm

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale,
Greater Manchester, OL12 OAD.

Company Reg. No: 05886806.
Registered in: England.

15

t2-0750: Copyright NMD? Ltd

www.timeware.co.uk
support@timeware.co.uk
+44 (0) 1706 658222
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Right click on current employment record and then <amend>.

Personnel

Employee [D: 2 First name: |M\chae| Last hame: IEﬂnpa @e

= Essential
- General
- Groupings
-~ Employment
Right to Work
- Disclosura and Barring Sarvice
- Training and Quslificstion Matrix

b, D scription  of Termination

=)- Miscellaneous

- Personal

- Contact Details

--Training and Qualifications
Achievements

View details...
K copyto..
[ Print preview...
I%l Print

D) Reset grid

Education

- Disciplinary

- Interview

- Accident or Injury
Bank Details
Pension Details

- Unien Details

- User Defined Fields
Documents

- Motepad

r- Employee Self Service

+- Mobile Worker

7 Vehicle

+- Health

7 Appraisal

v Working Time Regulations

Update LCancel

Tl I « |[Editing record » | 9

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale, 16
Greater Manchester, OL12 OAD.

Company Reg. No: 05886806. support@timeware.co.uk
Registered in: England. t2-0750: Copyright NMD? Ltd +44 (0) 1706 658222

www.timeware.co.uk
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4. Add adate of termination and change employment status to leaver.

Personnel 'Employment’ - (New) #
Reference: IDes\gn Engineer LI @ Date of commencement | 24/01/2007 'I change employment status to IEmponee LI
Jdob deseription: [Design Engineer ~ PFrabation peniod [days] l— <

Reparting to:

Training and

e | =@
Date of last p3

Pay type: -

Amount: hd [~ FRemove Frobation Period’ from To-Da List

Tax code: [~ Remove Date of Temination' from To-Do List

Offer, contract and other information: Comments:

LCancel |

Click <Ok>.

Employes |D: 2 First name: [Michael Last name: |Coope 6

|=- Essential E ssential (Employment

General
Groupings
~-Employment
~-Right to Wark
Disclosura and Barring Sarvice.
Training and Qualification Matrix
= Miscellaneous
Perzonal 0 Delete

Contact Details View details..
- Training and Qualifications W

- Achigvemants
[ Print preview...

I%I Print

Termination

- Education
Disciplinary
- Interview
- Accident or Injury .
~-BankDetails D Reset grid
Pension Details
Union Details
- User Defined Figlds
Documents
Notepad
-Employee Self Service
Mobile Worker
-Viehicle
Health
- Appraisal
Working Time Regulations

[ [ [

Update

14| 4 [Editing recgd oc

Then click <Update>.

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale, 17
Greater Manchester, OL12 OAD.

www.timeware.co.uk
Company Reg. No: 05886806. support@timeware.co.uk

Registered in: England. t2-0750: Copyright NMD? Ltd +44 (0) 1706 658222
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5. Once we reach the employees termination date, the system will automatically change the
employee to a leaver

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale, 18
Greater Manchester, OL12 OAD.

www.timeware.co.uk
Company Reg. No: 05886806. support@timeware.co.uk
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