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WinTMS Introduction

IMPORTANT NOTICE

Before you use Mitrefinch TMS we wish to stress the importance of keeping
back-up copies of your programs and data.

We advise that you follow this rule:

WHENEVER YOU FIND YOURSELF WITH ONLY ONE GOOD OR UP-TO-DATE
SET OF DATA OR PROGRAMS, COPY IT AT THE FIRST
OPPORTUNITY.

At Mitrefinch we will happily give support and advice to every licensee of
Mitrefinch TMS under maintenance contract, but it is YOUR responsibility to observe
our rule on keeping back-ups.



1 Introduction

The Mitrefinch Time Management System (TMS) is a complete Time and Attendance software
package. Its aim is to provide you, as the user, with meaningful employee information. This
information is divided into such categories as basic and overtime hours worked, shift patterns,
holidays and other entitlements, authorised/unauthorised absences, on-site/off-site reports and
access control. TMS can be used to produce reports for both payroll and managerial purposes.

TMS also includes features that support the European Working Time Directive regulations (e.g., 48
hour week rules). For details see European Working Time Directive Features on page 272.

1.1 Aim of the user guide

This User Guide is intended to assist in the general day-to-day running of TMS. It contains details of
how to perform the basic functions needed to run TMS. This includes:

91 those that are used every day (e.g., starting the Process task);

1 those needed on a less frequent but regular basis (e.g., performing a weekly or monthly
period ends task, or updating the holiday entitlements at the end of the year);

1 those done occasionally, as and when they are needed (e.g., adding a new employee, or
changing an employee's badge number).

As the manual is a guide to the general running of TMS, it does not cover such items as:
1 the setting up of TMS;
9 the introduction of new features;
9 the use of special programs.

1.2 Structure

The Employee maintenance, Group maintenance and Mass change chapters cover various
functions that can be found on these respective menus in TMS itself. Other functions are given
separate chapters, so that important areas of the system are covered in greater depth. The manual
explains how to access each TMS function, and how to use the different options within it. You will also
find documentation of the Performance Management add-on module, which allows you to track the
productivity of your organisation and employees.

Any common problems and error messages that occur regularly in a particular area of the system will
either be discussed in the appropriate chapter, or explained in the Troubleshooting chapter (see
page 364).

NOTE: Many of the options detailed in this manual can be defined differently for each individual
company. For example, this manual uses the word Roster when discussing a pattern of shifts, while
on your system it may be defined as Rota. In addition, some of the forms and tables pictured in this
manual may have a different layout to the ones displayed on your screen. These differences are due
to the fact that your system will have been tailored to suit the individual requirements of your
organisation, whereas this manual details a standard TMS application.

If the form layouts and options do differ from those in this manual, do not panic, because the methods
of accessing and using the functions are the same for every system.
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WinTMS Introduction

1.3 How to find out which version you are running

To find out the TMS version, select About from the Help menu on the main TMS toolbar. The
following form will be displayed (if you have an older TMS version this form may differ):

About [‘5__<

& Prink B Cloze

‘~ Time Management System
Wo.050  (DEX) - Pre-release

Setupinfo... | Program info...

—
mitrefinch Copyright 2005 Mitrefinch Ltd ~ Lcenceinfo... | System info. .

Licensed products

OCP0DOPC®EE OO

THS HE  Access AutalD  Job THS buti  Badge TMS Recruit-
Manager Caontral Costing .NET .NET Ciiary Site  kiozk  Letters  ment

Notice the program icons at the bottom of the form. If the lettering beneath the icon is coloured blue

you can click on a hyperlink to open a corresponding page of our web-site.
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2 System specification

2.1 Software

\Version:

Installed on:

Mitrefinch contact:

Phone:

Employees:

Modules

Report Generator

Time Allocation

Auto ID \Version

F.E.S. \Version

Master Clock

2.2 Hardware

PC - TMS

Make:

IModel:

Floppy disk:

Drive TMS installed on:

Under directory:

System backup media:

Printer
Make: [Model:
PC - F.E.S.
Make: Model:
Hard disk: Floppy disk:
Installed under directory:
Master clock:
Printer
Make: [Model:
2.2.1 Clocking terminals
Make: |M0del: Reader type:
Terminal ID Location No. of readers Comment
1
2
3
4
5
6
7
8

16



2 System specification

9

10

11

12

13

14

15

16

17

18

19

2.3 System upgrade history

Software

Date

Installed by

17



2 System specification

2.4 Training log

1 Date: |Trainer:
Topics:

Present:

2 Date: [Trainer:
Topics:

Present:

3 Date: [Trainer:
Topics:

Present:

4 Date: [Trainer:
Topics:

Present:

5 Date: [Trainer:
Topics:

Present:

6 Date: [Trainer:
Topics:

Present:

7 Date: [Trainer:
Topics:

Present:

18



3 General system use

This manual assumes that you have a basic knowledge of a Windows®-based package and that you
know how to drag and select text using a mouse.

There are various functions of the system that you will need to use across the system, for example,
selecting a range of employees, or using calendars to select dates. The basic operation of these
features and others is explained in the following pages.

3.1 Standard and customised systems

The following chapters document all the standard employee details - i.e., the information stored on a
standard system. However, your system may have been set up with customised panels or fields,
specific to your own organisation, in addition to the standard information. As these are custom
settings, they are not covered in this manual. It may also be the case that some of the forms
documented do not appear on your system, as they are not considered appropriate for your company.

3.2 Logging on

When TMS is selected, the login screen will be displayed:

o

mitrefinch

User name: "

Password: I

[~ Change password

TMS: Time Management System
TMS ¥5.05D

Enter your user name and password. The default user name is 'MASTER' and the default password is
'PASS'.

Then click the Login button:

J Login

This produces a screen similar to the following:
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3 Geeral system use

Windows TMS Login X
Dremonztation only
Licence MNurmber
X Cancel
MASTER
Login OK
TMS  HRE  Access AutclD .J-:ul:u Th-'IS Mulk Eadge TMS Recuit-
bdanager Contral Cozting .NET .NET Diary  Site  kiosk Letters  ment
Date 17012008
Time 15:10:40

Notice the program icons at the bottom of the form. If the lettering beneath the icon is coloured blue
you can click on a hyperlink to open a corresponding page of our web-site.

Click OK to enter the system.
The main form appears, from which you can access all areas of the system.
3.3 Main form

#® Mitrefinch Time & Attendance - MASTER: Master (=1(E3
File Employee Group Masschange Diary Letters Badges Reports Admin Other Launch System Help

Employee: | 228866 v | 228866: G Dawson ¢ v Q

Previous Mext Find Refresh employee

= e . e ® | &
Sort: |Persorfel ref .LI 0%] % @ {'f-ﬁ (Department x Personnel ref) B
Employee details Clock card  Rec lockings  Absence profile  Entitlements Selection options Exit

Current depgtment: [37 A L]Development
w B @ B A @ o5

Future workfplanner  Unchgbked anomalies  Skills matrix  Onsitefabsent list  Summaryflist  Authorisation list  Group absence profile | Group clock card  Approve hours

Employee
drop-down
list
Employee toolbar Group
Group drop- toolbar
down list
Employee count { CurrentfLeavers ) : 201 Roster: <none> Access Group: <none: ‘Work rules: FLXIMP

This is the main screen of TMS, although the form on your screen may differ in appearance. This
depends on two factors:

20



3 General system use

9 your access rights - your system administrator determines which areas of the system are
accessible, and which areas are restricted.

1 the system preferences - various elements of the display can be customised, and features
can be added or removed, according to individual requirements.

From this screen you can access all the main functions, using in particular the key areas of the
system: the two drop-down lists on the left which allow you to select an employee and a group, and
the two toolbars on the right, containing icons, which provide access to the most commonly used
parts of TMS.

See Select an employee (below) and Select a group (page 24).

The employee toolbar contains the most common functions you will need to use for accessing
individual employees' information. Clicking on the large icons provides entry to the functions for the
currently selected employee.

Similarly, the group toolbar contains icons representing the most frequently needed areas for dealing
with groups on TMS. Most of the options will open displaying the details of all employees in the
currently selected group, although some will first open a Select range box (see page 28), which must
be used to select the group to view.

Any functions that are not represented by icons on the main form can be accessed from one of the
menus at the top of the screen.

To alter the display or content of the Employee and Group drop-down lists, see Selection options
(page 24).

3.4 Custom toolbar

The preferences enable you to customise the user-defined toolbar. The user-defined toolbar can be
displayed on the main form in addition to (or instead of) the Employee and Group toolbars. It can be
useful to add icons to this toolbar for the functions you find yourself accessing most frequently, as it
may save time searching for the function on the different menus.

To display the custom toolbar, open the Other menu and go to Display. A sub-menu opens, on which
you should make sure Custom tools is ticked.

To customise this toolbar, select Local preferences from the Other menu, or open Maintain system
preferences from the System menu, and click the Toolbar tab. The form looks like this:

21



3 General system use

/# Maintain System Preferences E|@|E|
ﬂistu:ury] Erucessingl ﬂaming] Q:uluurs] tbzence | Badge Kiosk | Interface  Tool bar llerminal] Web ] Web 2] TAS Kiozk 4 | ¥

[ Allow custom toolbar to fioat

x Cancel
Ahout L Copy to gites

Abzence analyziz graph

Available Selected

Abzence hours
Abzence hours
Abzence periods H
Ahbzence profile

Access Control

el ] E[]

Accessz Caontrol repart

[0 e

Access monitar

POECR SR S=Oe

Add/restart b

Use the arrows to select which icons will be displayed on your user-defined toolbar, and in which
order (for details, see Select available items, page 31).

Once you have finished customising your user-defined toolbar, click OK to save the changes and
close the form.

3.5 Select an employee

To view or edit the details of an individual employee from all those registered on the system you must
first select the required employee. There are two ways of selecting an employee.

If you know the required employee's name, the easiest way to select him or her is to use the drop-
down list marked Employee, on the left-hand side of the screen:

Employee: |8822554 j 282255: Richard Symonds

To select the previous or next employee in the list, use the buttons above the list:

- =

Previous gng | Mext

The sort order of this list can be altered at any stage by choosing a new entry from the Sort drop-
down list:
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3 Geeral system use

Sort: || EEER =N

Perzannel ref

Surmname
First names
Wiark, rules
Shift
Addr2

In this example, the list can be ordered by personnel reference number, surname, first name, work
rule, shift or second address.

To make more complex alterations to the display and content of the list, see Selection options (page
24)

Find

Should you know some details about an employee, e.g. NI number, without knowing the employee's
full name, you can find the required person by selecting Find from the Employee menu, or by clicking
this icon:

Q

Find
Enter the details you know into the relevant boxes (you can also enter part-details, e.g., if you know
an employee's reference number begins with 2244, then entering this into the Personnel ref box will
display all those whose numbers contain '2244"), then click Find, which will bring up a list of alll
employees matching those criteria:

Find employees (Current, Leavers) . |

B3

Personnel ref: 2244 Known by M
Surname: Date of birth: J : - m
Mew search
Initials: NI Murnber ! M
Health Scheme: j Configure
Personnel ref SUFnanme Initials knowan by Date af birth MI nurnber Health Scheme

Patterson
224488 Henderson C

< |

|l

Select the required employee, then click OK, and the selected employee will be displayed in the
Employee drop-down list, allowing you to view various details about him or her, and make any
amendments to the employee's record.

Click the Configure button to display the following form:
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3 General system use

Configure extra find fields

Find Fields
oF oK
Extra field 1: j
x Cancel
Exkra figld 2 | j

You can select extra search criteria for the Find employee form by selecting extra fields from the
drop-down lists on the form above. In the above example, the field 'CE.HEALTH' (Health scheme) has
been added.

3.6 Select a group
Current department; (1 j Accounts

Select a group from the Group drop-down list, marked ‘Current department’, on the left of the screen,
and the selected department's number will be displayed in the box. You are now able to view and edit
the details of all employees in the selected group.

(Depending on the settings, employees might be grouped differently, e.g., by location or company,

rather than by department. See Selection options, page 24, for details of this, and other ways of
changing the layout and usage of the drop-down list).

3.7 Selection options

To change the way employees and groups are selected, click this icon on the main screen:

Selection options

This will produce a form similar to the following:
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3 General system use

X

Employee selection options

Emploves selection Q}'f o

[v Current employves:
[ Mon-employess x Cancel
[v Leavers
[ Fukbure starters D Help

[T Advanced view J

[ sSingle site

Emploves edit

Group sork order: |Department ﬂ (Blank = no group sork)

Emnployes sort order; | SEeee=Ne=

[v Show group sork in emplovee edik =
|
[ Only show employess in group = eislylizzg

[ Synchronise group and group sort

Graup

Group: |Deparl:ment ﬂ L;'t.ﬁ.dvanced

[ Synchronise group bo emploves
[ Extended group select
[ Show empty groups

Any changes made on this form affect the way employees and groups are listed on the main screen.

Employee selection

On the top section of the form, tick the boxes for each category of people you wish to include in the
Employee drop-down list. Tick as many boxes as required, so that, for example, non-employees and
future starters are shown alongside current employees.

Should you wish to define a new category of employees, tick the Advanced view box and click the
button to the right:

L

A form is displayed, which can be used to create a new category.
A description of the selection that has been made (e.g., 'Current/Future starters’) will remain on the
main screen, to the right of the Selection options icon, after this form has been closed.

Employee edit

This section of the form allows you to change the way the Employee drop-down list is displayed on
the main screen. The Group sort order and Employee sort order boxes show the order in which the
list is sorted. On the above example, the group sort is by department, and the employee sort by
surname. This means that all employees in the first department will be at the top of the list, sorted by
their surnames, followed by all the employees in the second department, and so on.

Both sort orders can be changed by selecting a different option from the drop-down list. To sort the list
purely according to the employee sort, leave the Group sort order blank. For example, if no group
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3 General system use

sort order is entered, and 'Surname' is the Employee sort order, the employees will be sorted
alphabetically by surname, regardless of group. However, although Group sort order can be left
blank, an entry must be selected for the employee sort.

To change the options available in the two sort order drop-down lists, click the button to the right:
Q Advanced

This brings up the following form:

Advance selections E

arid Figlds

Personnel ref ff .......... Ok

Surname
First names @ Edit x Cancel

Sart Figlds

Personnel ref s

Surname
First names @ Edit
Pay Ref.

Start Date b

Group Fields

Department

wWork rules
B Edt

The Grid fields, Sort fields and Group fields boxes contain the options currently in the respective
sort order lists. Clicking this button:

B Edt

next to the appropriate box shows a list of alternative sort-options, which can be selected using the
arrows (see Select available items, page 31) Select available items

Click OK, and any additional selections will appear in the relevant box.

Then click OK to return to the Employee selection options page, where the new options can be
chosen from the appropriate sort order drop-down list.

The three tick-boxes in the 'Employee edit' section of the form affect the workings of the Employee
and Group lists on the main screen:

26



il

Group

3 General system use

Show group sort in employee edit - when this is ticked, the Employee drop-down list will
display the employee's group (as defined by the group sort order) alongside the other
employee details.

Only show employees in group - this limits the Employee drop-down list to the members of
the currently selected group. When this is not ticked, all employees will always be shown on
the list, regardless of which group is selected.

Synchronise group and group sort - when ticked, this means that the option entered in the
Group sort order box for the Employee list is also entered automatically as the sort-order for
the Group drop-down list. When left empty, the selection for the group sort order only controls
the layout of the Employee list.

This section controls aspects of the Group drop-down list on the main screen.

Use the box marked Group to select the definition of a group (e.g., department or location).

(If the 'Synchronise group and group sort' box above is ticked, the selection in the Group box cannot
be changed, because the group sort order is automatically replicated in the Group box. The
'Synchronise group and group sort' tick box must be cleared if you wish to change the entry in the
Group box.)

There are two further tick-boxes in the 'Group’ section:

1

Synchronise group to employee - when ticked, the Group drop-down list on the main
screen cannot be manually changed, because it will always display the group of which the
currently selected employee is a member, and will change automatically if you select an
employee from a different group.

Extended group select - if this is ticked, the Group drop-down list on the main screen will
display in grey, indicating that it has been blocked off. This means that no group is 'selected’
on the main screen; instead, every time a group function (i.e., one from the Group menu or
Group toolbar) is selected, the Select range form will appear (see page 28), and you should
use this form to select the employees to include in the task you are performing.

Show empty groups - if this is ticked, empty groups will be displayed in the Group drop-
down list.

Q Advanced

This brings up the following form:

Advance selections g|
Extended group select zelection fields
Department ”
Job grade
otk rules @ Edit
Other code
Other code 2 b
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This form contains a list of the extended group select selection fields. You can edit this list by clicking
the Edit button and then making the necessary adjustments.

3.8 Select range

When opening certain parts of the system, the following box is displayed, allowing you to define which

employees or departments to view:
Select range E|

Employes zelection J ]
i+ Single Al " Hange (" Extended x C |
ance
Single
Employee: || ﬂ
<nornes

Click one of the four boxes when choosing the range of people to include:
1 Single - select one person from the Employee drop-down list.

1 All - the drop-down list will disappear, as the function will include all employees on the
system.

1 Range - this allows you to include, for example, all employees in a certain department, or in a
range of departments.

Select by
Ll
|Department ﬂ M

Department range

Start: |1| j Accounts

End: |'| j Accaunts

In this example, the selection would cover all employees in Department 1. Changing the End value to
5 would include all employees in Departments 1 to 5. Change the Select by entry to 'Employee’ to
include a range of employees, selected by their employee numbers. There are also numerous other
options to 'select by'.

NB: Whenever you are selecting a range in this manner, you must ensure that the Start value
appears on the drop-down list before the End value. For example, selecting Department 5 as the
Start and Department 1 as the End will produce an invalid range, which will not allow you to proceed.

1 Extended - this will offer a new drop-down list, marked Add selection item. A selection may
include, for example, all employees in departments 31, 35 and 42, as well as two individuals
from other departments, with reference numbers 320029 and 410011.
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Add selechon item

Clear
Departreni ﬂ Select zsingle Select from list | —@ -
Selection Hiztary -
r v Add new items

First, select 'Department' from the drop-down list, then click Select from list. This displays a pop-up
box allowing you to select the required departments. When selecting multiple items, hold down the
‘Control' button on the keyboard and click each item you wish to select, which will be highlighted in
blue when selected.

Select ['5_(|

Pleaze zelect J 0K

------ x Cancel

Adrmin
Factomy

W arehougze
Projects
Support
Hardware

D eveloprment
Salez

Dt |

(]

Click OK, and the departments you have selected will be shown on the screen.
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Departrent

Selection
i

=l

Select zingle Select from list

o Add new items

@ Clear

Histary -

Department:;1,6.8

3 Geeral system use

Having selected the departments you wish to include, you must now add the two other employees.
Change the Add selection item to 'Employee’, and select the individuals by clicking Select from list,
and choosing them in the same way you chose the departments. (You may find it easier to add the
employees in a different way. Click Select single, to display the following box:

Select employee

Employes

< NIORE:

w| Sort: |Surname

=l

]

F Ok

x Cancel

Use the drop-down list to change Sort to 'Personnel ref', then type a relevant number in the
Employee box and click OK. This removes the need to scroll through a long list of employees.)

The employee will be displayed alongside the departments, as the selection.

Add zelechion tem

|Em|:n|n:|_l,lee

Selection
L“'“

=l

i Select single Select from st |

f* Add new items

@ Clear

Histary

Department: 1,68
Employes: 833222
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History

Should you wish to select the same range as one you have used recently, click History to display a
drop-down list of recent selections. This button remains on-screen throughout the Extended
employee selection process.

To remove your selections from the box, and to start the selection process again, click Clear.
Once you have selected the required employees, click OK to perform the task.

3.9 Select a date

When you are required to select a date, there is usually more than one way of doing so. You can type
the date into the box provided, but often the easiest way is to use the calendar button, to the right of
the box:

—

Click on this to display a calendar for a month:

Enter a date E

ﬂ j September 2009 j ﬂ oF oK
Mon  Tue ed Thuo Fri Sak Sun
1 b 3 4 5 [ x ':Ell'lEEl
7 5] 9 10 11 12 13
14 15 16 17 15 19 20
21 22 23 24 25 26 2F
28 29 a0

The calendar will display the current month, unless a date has been selected previously, in which
case the calendar will display the month of the previously selected entry.

If the date you need to enter is from a different month to that shown on the calendar, use the arrows
to move to the required month:

j- previous month; ﬂ - next month;

44 . 43
- previous year, - next year.

Once the calendar shows the month that you require, select the day by clicking on it, making it
highlighted in blue. Then click OK, and the highlighted date is the new entry in the box.

3.10 Select available items
On a number of occasions, you will have the opportunity to move items between an Available box
and a Selected box. One such occasion is when selecting which absence types are to be displayed

on the Absence profile in TMS, although the same principle applies to all times when you use the
Available and Selected boxes.

The form will look similar to this:
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A® Select categories |'._||'E|[z|

Ayailable Selected 05? 0k

A, Authorized abs.

L Lateness B Bank Holiday x Cancel

5 Sickness - paid E E arly lzaving -
sU Sick - unpaid b

] IInauthorized ab ——

W Wen |l b

44

Move the categories you wish to be displayed from the left-hand box (Available) to the right-hand box
(Selected) by clicking on the required category (highlighting its background in blue), and then clicking
on the single right-pointing arrow:

i
The category will now appear in the right-hand box. Repeat this for each type you wish to display.

Alternatively, if you wish to view all the categories, you can simply click the double right-pointing
arrow:

]

to move all the types into the Selected box.

Remove categories from the Selected box to the Available box in the same manner, but using the
left-pointing arrows.

Click OK to view the selected absence types.
3.11 Using drop-down lists

While using the system, you will frequently need to make a selection from a list of possible options.
Wherever this arrow button:

=l

appears to the right of a box, you do not need to type in any details, but should click the arrow to
display the list.

On the example below, taken from the Future Work Planner, you are prompted to select a shift:

Select: || j g oK

<niot defined: x Cancel
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Clicking the arrow button displays a list of possible shifts:

Select Shift

Select: ||

COMPTEST Complex Day
COMPTESTZ  |Complex Test 2

FACTDAY Drap Factary

FACTLATE Late Factomy

FACTMIGHT Early Factony

FACTMHD Factory Mon Mandatary 1

FACTMM Factory Mon Mandatory 2

FLE=DAY Draytinne Flex

FLEXMIGHT Mighttirne Flex .

Click on the required shift, and it will appear in the box as your selected shift.

On the example below, taken from the Personal details form, three boxes have drop-down lists, for
you to select the correct information:

Title: |Dir j

Sex M | Male

Diizability: j
Clicking the arrow button displays a list of possible options:

Title: |Dr j
Sew ([ b ale
L

Drizabiliky:

Click on the required option, and it will appear in the box as the selected information.

NB: In some functions, the arrow is hidden until the box is selected. For example, on the Planned
absences form, drop-down lists are available to allow you to select a new absence type, but are only
visible when you have clicked on the relevant box. Clicking once on the box reveals the arrow, which
you should click to display the list.

3.12 Documents

It is possible to store documents against forms within the system. For example, you can pin

documents relating to an employee to the relevant Employee details form. Throughout the system,
documents can be accessed via the Docs button:

£} Docs

When this button is clicked, a form similar to the following should be displayed:
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#® Documents

=53 Documents For 5522588: B Richardson
-3 Adoption leave
-3 Adoption leave
8=l Conkrack (Entitlement details .
-3 Doctor details isplay

) b
-3 Employee picture details
-2 Job details @ Add

Description

COMTRACT 21{01/2008 First contrack

MEWY 21/01j2008 Tew contrack

<3 Maternity leave

-3 Crganisation details
<23 Paternity leave

-3 Pay details

-3 Retirement details
-3 TMS emplayee details

In the above example, documents are listed against employee 'B Richardson'.

Notice the tree diagram in the left-hand pane of the above form. The folders that make up the diagram
relate to different parts of the system, allowing you to file documents neatly in a relevant place. When
a section of the tree diagram is selected, the corresponding documents will be displayed in a list in the
right-hand pane of the form. In the above example, there are two documents stored against
‘Contract/Entitlements’.

When you double-click on the documents displayed in the right-hand pane of the form above, the
document will be displayed.

Note: if the employee has specific skills against their name, an additional folder Employee skills will
appear in the tree diagram.

3.12.1 Add a document

To add a document choose a relevant part of the tree diagram and then click the Add button. The
following form should be displayed:

Mew document name [Z|

Please select Q‘f
| =i

=NOne

Ik

X Cancel

Enter a name for the document and then click OK. The following form should be displayed:
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## Document CONTRACT recorded on 21/01/2008
File Table

Description: || Format: |JPG j Type: | j f QK | x Cancel |

BE S 990 B

You can enter an appropriate Description for the document, the Format of the document and the
Type. If you want to import a document from outside the system, select the File menu and then select
Open and find the relevant document. When you have selected a document, click OK.

According to the Format of the document in question, the appearance of the above form alters slightly
and different options are available:

Jpeg

This option could be useful for storing a photograph of an applicant or a scanned application form.
Notice the toolbar that appears when you choose to upload a jpeg:

BE S iy QA% M

Hover your mouse over these buttons for a tool-tip explaining their functions. You can use these
buttons to edit a jpeg image.

Link to external document

You can record a link to an external document to be stored against an applicant, application or
vacancy. The form changes slightly when you choose this option, as follows:

7 # Document NEW recorded on 07112007
File Tahle

Description:l Fnrmat: | T_l,lpe:| | L‘.f OF. | x Cancel |
Lirked file: | I JI

Click the calendar button highlighted red in the example above. This will allow you to select the
required external document.
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Rich text format

You can store a document in rich text format and also compose the document within the form, as
shown below:

7 * Document NEW. recorded on 07/11/2007 (M=1E3
File Edit Format Table

Description:| Farmat: j Type: j (f‘ ak. | x Cancel |

BBROaDB

| = =W-0=]e 2 0 aa He===;
R .

Pl 23 ad a5 006

L

i1

Grl oS dr 302

Universal resource locator

Finally, you can store a link to a URL against an applicant, vacancy or application. When you choose
this option, the form alters as follows:

¢ # Document NEW recorded on 07/11/2007 =3
File Table

Description: | Faormat: j Type: | j gf (]9 | x Cancel ‘

Lirked URL: |

Type the relevant URL into the Linked URL field.

3.12.2 Display a document
You can display a document stored in the system in two ways. Firstly, simply double-click on the

document listed in the right-hand pane of the main Documents form. You can also select the
document and then click the Display button as demonstrated below:
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#® Documents

=53 Documents For 5522588: B Richardson
-3 Adoption leave
-3 Adoption leave
& ConkractfEntitlement details
-3 Daockor details
-3 Employee picture details
-2 Job details
<3 Maternity leave
-3 Crganisation details
<23 Paternity leave
-3 Pay details
-3 Retirement details
-3 TMS emplayee details

Description

Mew contrack

COMTRACT 21/01/2008 First contrack

21{01/2008

¢ |&
1 E ]E

@ Delete

3.12.3 Delete a document

To delete a document, simply select it in the right-hand pane of the Documents form and then click
the Delete button. You will be asked to confirm your action.

3.13 Maintain codes

Codes are used to enable you to enter and maintain employee details.
To amend the codes on your system, select Maintain codes from the System menu, and a table like
this is displayed:

Maintain codes E'
ABSEMCE Absence codes A @ Modify |
APLEVEL Appraizal Lewvel =
APPROVERS Approvers
APTYPE Appraizal Type

BAME. Bank address Lirmited pairz

BDGOUAL Badge quality
COMPAMY Compary
COMPMGR Company Manager
COMTRACT Contract
COSTCENTRE | Cost centres
COSTCODE Cozt code
COSTHMGR Costocode Manager

|1

This list contains all the fields of employee details that are kept on your system. You can make
amendments to the list of codes stored as possible entries for each field. To do so, select the required
field, and click Modify. A table like this is displayed (on this example, Department was selected):
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Modify list for Department El

Code |Descripti0n |Eross-ref | Flexipay code | Employee view |

ACCOUNTS B Modiy |
ADMIM

FULL

PRODUCTION

FULL & pin |
FULL &, Find Use

Leawvers

I 83 Fename

(:, Merge | © Views |

D Help

Accounts

Adrnin

Factany
Warehouze
Development

Support

ISR
| A e ) R

The table includes all the possible entries for an employee's department (as seen on the drop-down
list on the Employee details form), with the code itself, the description, and a cross-reference value
for TAS clockings, if relevant to your system.

Rename a code

If you wish to change the code used by an existing entry, select the required code and click the
Rename button. This allows you to enter a new code, which will automatically become the new code
for all employees using this value.

Merge codes

The Merge button allows you to combine two separate codes. Select one of the codes, click Merge,
and then you are able to select the other code. The code selected first will disappear, with all the
employees using it being added to the other code.

Modify codes

To edit the list in any other way, click the Modify button. You are now able to change the Description
which applies to the code.

To insert a new code, either click on the white arrow in the left-hand column, and select Insert entry,
or use the blank row at the bottom of the list to enter the details.

If you need to delete a code, click on the left-hand column next to the relevant code, and select
Delete entry. Before you delete the code, you must ensure that it is not being used by any
employees. Click the Find use button to find out which employees are using the selected code.

Automatic calculations and limited values

The different employee details are connected, so that entering one detail may affect other sections,
even on other forms. For example, altering an employee's contract information may affect the pay
details which the system can calculate automatically, according to your system settings.

Any information calculated automatically can be amended manually, if necessary.

Other entries can affect the options in a drop-down list for another entry. For example, selecting a job
grade may limit the range of job titles you can choose from.

These calculations and values should have been set up by your system administrator.

3.14 Using Edit and Update

When entering employee details, you will be able to use either the Edit or Update button. It is
important to understand the difference, which is best explained by the following examples:

a) You enter details for a new employee and later realise that the surname is spelt incorrectly.
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To correct the mistake you would use Edit, as this simply overwrites existing information and keeps
no record of what was there previously.

b) An employee informs you that she is to be married and will change her surname.

In this case you would use Update because you want to keep a record of the previous surname and
also of the date of change. You are not correcting a mistake but actually updating the information.

3.14.1 When to use Update

This ensures that a record of the change is kept in the system.

You may be adding information that is to take effect imnmediately, or you may be entering a future

change. If necessary, you can 'update’ information in the past but only in certain fields. If the field

does not accept a past date, and a past date has been entered, this value will become the current
value. If you enter a future date, the value will become the current value only on that date.

To update, click the Update button, and you will be prompted to enter a Date of change:

Enter, date of change EI

This can be a current, future or past date. When you enter a date, you will be presented with the form
as it was on the selected date, based on existing information. You may then enter the correct
information.

NB: Date fields which are labelled From will automatically change to reflect the effective date of
change for each field. You should never need to change these dates yourself.

The advantage of using Update is retaining a record of the change. For details on accessing this
record, see Viewing historical information, page 40.

3.14.2 Using Update for a future change

Enter the future date as the Date of change. You will be presented with the form showing the
information as it will be on that date, based on any information the system already holds. Make the
necessary changes. When you click Apply to save the changes, the panel will display current
information (i.e., not showing the change you have just made) but the change can be viewed using
field or screen history and will automatically take effect on the due date.

For example:

An employee is moving house and provides a new address 3 weeks beforehand. You may enter the
new address immediately by clicking Update and entering the effective date of change. The actual
date of the address change is entered, but the display panel for the current information will not show
the new address until the effective date.

3.14.3 Using Update for a past change

Click on Update and select the past date when prompted. You will be presented with the information
as it was on that date, based on the information the system holds. Make the necessary changes.
When you click on Apply you will again see current information, which will only include the change
you have just made if that change is still current, (i.e., no more recent amendment has been made to
the data).

Consider the following examples:
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You currently have an employee shown as being a Production Manager since 01/04/2007. You know
that prior to that date she was a Production Technician but this has not been entered on the records.
Using Update, select the date that the employee became a Production Technician and click Apply to
display the panel for that date. Make the necessary changes. When you return to the current panel
the Production Manager job title will still be shown because that is the most recent information.

You are informed that an employee was promoted from Sales Clerk to Sales Supervisor last week.
Using Update mode you enter the effective date of change and make the necessary changes. When
you return to the current view, the new position will be showing because it is the most recent change.

3.14.4 When to use Edit
Only use Edit if you are correcting information without keeping a record of the change in the history.

Clicking on the Edit button puts the form in 'edit mode' and is used to correct the currently displayed
information. The effective date is the date on which the change was originally entered. This new
information will overwrite the existing details and there will be no record of what was entered
previously.

For example:

An employee is recorded as being a Purchase Ledger Clerk since 01/04/2004 when it really should be
Purchase Ledger Assistant . Use Edit to correct the mistake. The effective date of change will still be
01/04/2004.

3.15 Viewing historical information

You can view historical changes to non-grid fields in TMS. Right-click on the field to display the
following menu:

Field Hiskory:

Screen History

Point in Time Yiew

3.15.1 Field history

If you select Field history, a form similar to the following will appear:

A# History for field OD.DEPARTMENT (Emp 100002: Sarah Stephenson)

D ate of change Department Leave date
B Close
111242008 1

261042006 2
03/09/2006 1
12/01/2006 2

.............................
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This form will display the date and the value of any changes that have been made to the current field
(including future changes). This example shows that there have been three changes made to the
employee's department, since a department was first entered. If a future change has been entered,
this will also be shown here.

Double-click on one of the changes to open a Point in time view for the panel on that date (see page
41 for details).

3.15.2 Screen history

If you select Screen history, a form similar to the following will be displayed:

A® History for screen TMS (Emp 556677: K Barrington)

Date of change |Leave date |First names |Initia|s |Surname |Title |Se>< |Workrules Department |Pay Ref. |Start Date M
21/01 /2008 04/02/2008  Kevin K Bartington M FLEX 24/01 /2000
[ |18/10/2004 Kevin K Barrington M |FLEX 24{01/2000 B Ede
| |ozjo4jz002 Kevin K Bartington M IMPS 24/01 /2000
] 24/01/2000 Kewvin K Barringtan M FLXIMP 24/01/2000
< b

This form shows all alterations to fields on the panel, showing the Date of change and containing as
the first column the field that was clicked on. The form only shows changes for fields which retain
historical details.

All alterations are highlighted with a pale blue background.

The Print button allows you to print a copy of all fields in the panel.
3.15.3 Point in time view

Select Point in time view to see information as it was, or will be, on any date. A form appears
allowing you to enter the required date. You will then see the panel with details as they were on the
specified date.
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A View details for TMS X
Ref; 100002 100002; Sarah Stephenzon Effective date: 14/08/2007
Personal details Roster
First names: |Sarah — B Claze
Initials: |S <hane>
Base wesk:
Surname: |Stephenson ’17

Title: [Mrs |

Sex [F v | Female Access group

Wwhork rules: |SHOP | W
Weekly Shop Staff JR——
Department; |'I j Line Manager
Accounts Lontract M ﬂ
Start Date: |06/00./2006 i
Pay Rt ’7 art U ate J Mot Applicable
Process for |06AT /2006 ]
\whorking time requlations
Li date:
E'WTD year start: e Fave fate ]
. Site code
E%W/TD entitlernent: |0 dayz
Options
v v
-

Prafile: |EMPFULL ﬂ Full Emplayes Rights
Approver: |
Flex base date: |12/01/2006 J

This panel is read-only, so cannot be altered.

3.15.4 Editing historical information

If a row of historical or future information in the Screen history view is inaccurate, it can be amended.
This can be done in two ways, depending on whether you want any current code rules to apply. If you
are editing past history it is possible that the complex code structure (how different fields of
information relate to one another) has been changed since the history line was created and that rules
which applied then do not apply now.

If the code rules may have changed, you must edit the information within the Screen history form
(see Method 1 below).

If the current code set-up is still likely to apply you may find it easier to edit the panel using the second
method (see Method 2 below).

Method 1: Editing history where existing code rules do not apply

In Screen history click the Edit button and change any incorrect information within the table. You can
also use the buttons on the right to Delete a row of changes, or to Add a new row, with any changes
to apply from the date that you select. Existing code rules do not apply here.

Method 2: Editing history where existing code rules still apply

In Screen history click Edit. Select the history line that you wish to change and click the Modify

button. You will now see the panel with details as of that date, which can be changed in the required
way. Existing code rules will still be applied.
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3.16 Change password

It is important to keep your password secret, particularly if you are a system administrator or have a
high level of access to the menu options and employees in the system. If your password becomes
known by others, attempts could be made to access the system with your username.

If the password expiry function is used by your system, you will need to change your password at
regular intervals. The system will warn you when the password expiry limit is approaching. It is
advisable to change your password when you receive a warning. Alternatively, you may delay
changing the password until later, when you should use the Change password function.

Select Change password from the Other menu:

Change password

Enter old password: |

Enter new pazsword: |

Fepeat new pazsword: |

Enter the old password, then enter the new password and repeat it for confirmation. The new
password must be between four and ten alphanumeric characters in length. For security, both the old
and new passwords will be hidden while they are entered.
NB: For security reasons, the new password cannot be a repeat of the current password, or of the last
six passwords used.
To ensure the new password is valid, the system checks that:

1 anew password has been entered (blank passwords are not allowed);

1 itis between four and ten characters in length;
9 itis not the same as the original password;
9 itis not a repeat of any of the last six passwords used.

Should the new password not meet all the criteria, an error message will be displayed, meaning you
must enter another password.

Once a new password has been entered that does satisfy the checks mentioned above, a
confirmation will be displayed:

Information

‘EJ‘) Fazsword changed for user MASTER

o 0K

You must now use the new password the next time you access any of your Mitrefinch applications.
3.17 System structure

The basic data flow structure for TMS is as follows:
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1. Clocking 4. Rosters
Terminals (shift patterns)
2. Polling Program 3. Date and Future
Changes

!

3. Clockings or 6. Work Rules

Error Log \I/ (profiles)

7. Daily Processing

J

8. Daily Work
Records

/ \

9. Payroll 10. Manage-
Transfer ment Reports

When employees swipe their badge at the Clocking terminal (1), a clocking is generated and
stored in the terminal.

These clockings are extracted by the Polling program (2) and added to the Clockings (3)
associated with the employee, or the Error log (3) if, for example, the badge number associated
with the clocking is not recognised by TMS.

At pre-defined times of the day the Daily processing task (7) processes these clockings
according to the defined Work rules (6).

The result of the Daily processing (7) is a Daily work record (8) for the employee, for each day
being processed. These work records are amended if necessary, and then used as the basis for
the transfer of hours to a Payroll system (9), and for all Management reports (10).
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4 Employee maintenance

4.1 Add/restart an employee
4.1.1 Add an employee

Select Add/Restart from the Employee menu. The following form should be displayed:

Addfrestart employee E|

Inzlude employes for @p‘ Add

W Time & Attendance Start date: [24/05/2007 .| -

[v Access Control @ estart

[+ HF Manager Starts clacking ar: |24£DE;"2EIEI? J x Cancel
Employee identifiers

. D Help
Ermployes ref: |EEEEEE ] 5 nep |
Badge ID: |E§BEEE}B ﬂ R Fird Leawver

Use the tick-boxes to determine the type of employee: choose between Time & Attendance, Access
Control and HR Manager (select more than one box if applicable). This affects which Mitrefinch
programs the employee will be included in.

Use the calendar button to select the date the new employee Starts clocking on. This is the first date
that the employee is to be included in the TMS processing (i.e. when the employee first clocks in and
out), and can differ from the Start date of the contract, which usually represents the actual day the
employee started work.

It is recommended that:
9 the Starts clocking on date entered is in the future;

1 employees are added to the system close to the time they are expected to start clocking
(rather than every employee being entered on to the system when the database is first being
created).

Now enter the new employee's Employee ref and Badge ID. Both of these numbers must be unique to
the employee. (For details on entering a badge number, see Badge number, page 85, and for details
on employee reference numbers, see Change employee, page 55.)

4.1.2 Restart an employee

If an employee leaves the organisation and then returns you should call up the previous record
through the re-starter option and make the necessary changes rather than enter him or her as a new
starter. (This can only be done if the employee's details were not deleted when he or she left - see
Employee leaving, page 57, for details.)

For example, a company may employ seasonal staff who only work during the summer; it would
waste time adding all their details into the system every time they came back to the company.

NOTE:
1 Do not enter the employee as a new starter or you will have two records.

45



4 Employee maintenance

1 Do not use Change start date - this is only used for correcting a mistake.

1 Itis important to re-start an employee through the Restart option rather than simply finding
his or her record and modifying it.

If you are restarting an employee, select Add/restart from the Employee menu, then click the Find
leaver button, to display a form like this:

Find employees (Leavers) | |

Ed

Personnel ref: "7 Known by I—
Supnanme: ’— Date of birth: I—J x Eamz
Initials: li NI Murnber: I— M D Help
Configure

This form enables you to perform a quick search of the system for the employee's details.

Note: click the Configure button to select extra search criteria for the Find employee form. For more
details see Select an employee on page 22.

Click on Find for a list of all previous employees. Alternatively, enter any information that you know
about the employee (e.g. surname, date of birth) and then click Find. Do not type in all the fields
because there is less chance of finding a match with more information.

The system will then match the details you have entered to previous records. This screen will then be
displayed:

Personnel ref: li Known by: I— l‘.?f ok
Surname: Richardson  Date of birth [=] . K cancel
Initials: li NI Mumnber: I— M D Help
Configure
Personnel ref Surname Initials known by Date of birth MI number Health Scheme

Richardson

The system has searched all the files of previous employees and found a match with this leaver. If the
employee's details are not found the message 'No matches found' will be displayed instead.

If the correct employee has been found, click OK (if not, try a New search). The Add Time &
Attendance employee form will now be displayed. Certain personal details will be retained from the
employee's previous spell of employment, but others will have been cleared so it will not be assumed
they are the same.
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To find out the previous entry for a field, right-click on the box, and you can see a point in time view,
or a history of the data.

Now click the Restart button and the Add Time & Attendance employee form will appear.
Complete all the panels as required, and click OK, in the same way as for adding a new employee.

If you wish to change the original reference number you can do so (once the details have been
updated and the OK button has been clicked) by using the Change number option - see Change
employee number, page 55.

4.2 Planned shift changes

To view all the planned changes to the employee's shift pattern, select Planned shift changes from
the Employee menu. The changes will appear in a list like this:

Planned shift changes for 0BB8BEB: Tony Kendrick
Shift
WEgEREE | COMPTESTI Complex Day
10/04/2007 COMPTESTY Complex D ay X Cancel
11042007 COMPTESTY Complex D ay

12/04/2007 COMPTEST Complex D ay

13/04/2007 COMPTESTY Complex D ay

14/04/2007 WEOT Weekend overtirme

15/04 /2007 WEOT Weekend overtime s

D escription

To add a planned shift change, click on the arrow to the left of the table:

Then select Insert entry and click OK. Select the date using the calendar button and the new Shift
for that date from the drop-down list. The Description will be entered automatically by the system in
response to the shift entered. Click OK and the planned shift change will be saved to the system.

To remove a shift change, select the required change and click the arrow to the left. Then select
'Delete entry' and click OK. The shift change will be removed from the table. Click OK to save the
alterations. The employee will now be scheduled to work his or her usual shift on that day.

You may find it more convenient to enter a planned shift change for an employee on the Future Work
Planner (see page 154).

Alternatively, you can set up a planned shift change for an entire department, or any group of
employees, by using the Planned shift change for range function (see page 80).

4.3 Recent clockings

To view, by default, a list of all unused (unprocessed) clockings entered by the employee, select the
icon:

Recent clockings
This page shows all clockings, including any that have not yet been entered onto the clock card.
Choose whether to view 'Unused', 'Current' or 'All'. You can also include 'On-site' or 'Access'

clockings.

Tick the Extended view box to show more details about the clockings:
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#® Clockings for, 100002: Sarah Stephenson

Type |Day |Date Tirmne Dir dgd  |Orig | Trm |Location
CLE  Tue | 14-Aug07 03.00 In
Tas  Tue  |[14-Aug07 10:00 TAS
CLE  Tue  1d-bug07 1200 Cut
CLE  Tue  14-Aug07 1230 In
Tas  Tue |[14-Aug07 1200 TaS
CLE  Tue 14-Aug07? 1730 Cut

Pararneters

Test:1 - Accounts test: M & Print

D Help

B Ed
qp  Add

& [Delete

\ Locate

Set access

Test:2 - Admir;test MA -

T == ==
Z|l = ===
o o o o o

Select
* Unuszed
" Cumrent
Al

Include
[ Planned

[~ On-gite
[~ Access

Sort
¥ Azcending

™ Deszcending

[w Extended view

The additional information that will be displayed includes:
1 Usd - this informs you if the clocking has been used, or processed - in general, only clockings
made on the current day will not have been processed.

1 Orig - if the clocking is original, i.e., it was made at a clocking terminal, "Y' will be displayed; if
the clocking was manually added or has been edited afterwards, 'N' will display.

1 Trm - refers to the terminal at which the clocking was made (if the clocking was manually
added, '0" will be displayed).

1 Location - this shows where the clocking was made.

1 Any other columns (in this example, Parameters) apply only to systems using TAS clockings.
They may have different names and uses on your system, as they will have been set up
specifically by your system administrator.

You can use the Locate button to find out where an employee has clocked. This function works in
tandem with Microsoft MapPoint.

The Set access button allows you to set any clocking as the latest on the onsite/absent list. This is
helpful if an employee has not used an access control terminal to clock in and so is not listed as being
onsite. For more details see Onsite/absent list on page 65.

To add, edit or remove a clocking, see the Clockings section of Edit on the Outstanding
Anomalies form (page 112).
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4.4 Employee details

To see all the personal and work-related details of your employee that are stored in TMS, select the
following icon:

Employvee details
4.4.1 TMS details

The first panel records TMS details:

A# Maintain employee details 100002: 5 Stephenson

E B adge ref. 100002 Wersion & @ Eﬁ % Q

Changefadd badge Change PIN  Maintain users Print badge Captureimage  Change Timezone
Ref: 100002 100002 Sarah Stephenzon Status: AP Read only
Personal details Roster
. n Close
First names; |Ealah P
Initials: [5 <none> o Updste
Baze week: @ Edit
Surname: |Stephenson ’17
Title: |brs j @ (Bt
4 - =l Docs
Sex |[F w| Femals Aooess group =
otk iules. |SHOF | W
“wheekly Shop Staff D
Department: |1 | Line Manager
<nanes LelEd M ﬂ
Start Date: |06/01/2006 i
Pay Fief; art L ate: =] Mot Applicable D Help
Process from: |06/01/2006 J
Working time regulations
Leave date:
E'WTD vear start; J J
) Site code
EWTD entilement: |0 daps
=]
Optionz
= rd

-

Profile: |EMPFLLL ﬂ Full Employee Rights

Approver: |
Flex basze date: |12/00/2006 J

THS |Entitlements] Contact points] Job I

(NB: If you are entering new details, or amending incorrect details (e.g., the name was spelt
incorrectly), click Edit, then complete the relevant information. However, if you are making an
amendment to details which were previously correct but have now changed (e.g., the employee has
moved to a different department), click the Update button. You are prompted to enter a 'date of
change’, i.e., the date from which the change is to take effect (this can be past, present or future),
before you can enter the up-to-date information. This method retains a record of the old data.)

The following details can be entered on the TMS panel:
Personal details

Among these are included the employee's Work rules, or profiles - a generalised set of rules (e.g.,
rates of pay, hours of work, lateness allowances, clock time rounding) that will be assigned to the
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employee. The work rules cover major differences in working practices, for example between
managers, office staff and shop-floor employees. They are also used to group employees for payment
purposes. The drop-down list will display the work rules that are available for the employee.

You should select the employee's Department from the drop-down list, and also enter the number to
be used as the employee's Pay ref, which can be the same as the employee badge number if
required (the number is used for reference to an external system, e.g., a payroll system).

Contract

Select the Start date, and the Leave date if known, from the calendar.

Working time regulations

If the employee is to be included in the EWTD (seeEWTD Features, page 272, for details), select the
date that any working time calculations (e.qg., reports) should use as a start-date.

You should also enter the EWTD entitlement, to meet the working time regulations, which state that
employees are entitled to a minimum of 15 days' holiday in a year (this may differ according to
circumstances). You need only enter the minimum holiday entitlement for an employee (i.e., 15 days)
in the box. The EWTD entitlement values will not normally need to be modified and are really only
reference values for use in reports.

See also the Options, explained below.
Roster

Choose from the drop-down list the roster that the employee is to work. A roster is an employee's
working pattern, and consists of a sequence of shifts, each of which sets the work rules for any one
period of attendance at work. If you set the employee to a roster with multiple weeks, you will see a
form like this:
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f# pllocate employee to rotation =] =]

4 week rozter; DAYSMIGHT D ays Mights M Ok
Base week: |1 | X Cancel
Show roster from; IEDHDSHEDDE [

Date | Shift
20/03/2006 Mon | 0800-1630
21/03/2006 Tue  0800-1630
22/03/2006 \Wed  0300-1630
23/03/2006 Thu  0800-1630
24/03/2006Fi  0800-1530F
25/03/2006 5t NwDSAT
26/03/2006 Sun  NWDSUN
27/03/2006 Mon | 2000-0700
28/03/2006 Tue  2000-0700
29/03/2006 wWed | 2000-0700
30/03/2006 Thu | 2000-0700
IOH006FT  19000B00F [ ]
01/04/2006 Sat

02/04/2006 Sun  NWDSUN
03/04/2006 Mon | 2000-0700

This shows the pattern of each week in the roster. Choose the Base week so that the employee
starts the roster at the correct point.

Access group

Access groups are used to restrict employees to a specific group of clocking terminals (i.e. allowing
them to clock at certain terminals only), and can determine which employees are permitted to open
certain doors. Choose from the options in the drop-down list.

Site code

If applicable, you can specify which site the employee works at, controlling which information is
accessible to the employee.

Options

‘Include in payroll' - tick if the employee is to be included in payroll processing (e.g. payroll reports).

‘Night worker' - when this is ticked, the employee will be defined as a night worker for the purposes of
the EWTD.

'‘Apply WTD' - tick if the employee is to be included in the EWTD.

If you need to change the employee's badge number (see Change badge, page 85 for details) or
PIN, click the icons at the top of the form:

5

Zhange badge

or Change PIMN
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Then enter the new number when prompted.
Switch to different sections of the form using the tabs at the bottom of the form.

It is possible to store documents for the employee against the Employee details form. Click the
Documents button to access and add documents for the employee. For more details see
Documents on page33

4.4.2 Entitlements

Click the Entitlements tab to display the following panel:

A8 Maintain employee details 100002: § Stephenson |’._||’E|r5__(|
I:Q Badge ref. 100002 Q @ % q Q
Changejadd badge Change PIN  Mainkain users Print badge Captureimage Change Timezone
Ref: 100002 100002 5 Stephenson Status: & Read only

Entitliemant Mewst year | Cary ower | Credit Recorded in Start D ate End Date

23.00 24.00 oo 0.00{Days 0140 g8 01./01 /2009
Sickness . 7.00 0.o0n 0.00 Days 01/01/2008 01/01/2009

B e

i

D Docs

]

D Help

To add any holidays or other entitlements, such as training or sickness, select the required category
from the table, and click Edit and then click the Modify button which subsequently appears.
A form similar to the following will then be displayed:
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A® Entitlements E| @| PX|
Entitlernent; [Holiday f (]

This year: W X Cancel
Mext year: W

Carried over: IDﬂﬂi & Brint

Credit: ll]l]l]i D Help

Days/Hourz: (D ﬂ

Start date: |01/01/2008 .|

Enddate: [01/01/2009 ]

Enter into the boxes the entitlements for This year and Next year. If the employee is starting part-
way through a holiday year, this year's figure may need to be adapted accordingly.

Details of any entitlement that the employee has Carried over from the previous year, or has in
Credit, can also be entered in the relevant boxes. Ensure that you have selected from the drop-down
list whether the entitlement is to be registered in days or hours.

Click OK and the information you have entered will be displayed in the table. Do this for all types of
entitlements applicable to the employee.

You can use the Days/Hours drop down list to specify whether the employee's entitlements will be
calculated and displayed within the system as days or hours, and then specify the Start date and End
date for the entitlement. For more details see Chapter 9 Entitlements on page 106.

N.B. To set which Entitlement is first displayed when the page is first loaded, go to the 'Web 2' tab in
'System Preferences' and select a default from the 'Entitlements’ pane.

When you have completed all amendments to the employee's details, click Apply to save the
changes, or click Undo to discard them.

4.5 Files

Select Files from the Employee menu to see a table of all documents and other files stored that
relate to the employee:
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#® Documents

=53 Documents For 226644, 5 Bracken Description
-1 Adoption leave REVIEW  22i01/z008 EE— E Close

-2 Adoption leave | St _

-0 Conkract/Entitlement details SALARY 2zfn1fzn0s Salaty details

-2 Doctor details @ Liisplay
-3 Employee picture details
-3 Job detais P add
<3 Maternity leave

-3 Organisation details @8 [elate
<23 Paternity leave
[ Pay details

-3 Retirement details
-3 TMS emplayee details

This form stores documents for the employee within TMS. You can also access this form via the Docs
button on the Employee details form. For more details see Documents on page 33

4.6 Employee picture

Select, the relevant employee, select the Employee menu and then select Picture. The following
form will then be displayed:

#® Employee picture for 879564: D Burns

You can store and view the employee's picture on this form. To load an image, click the Load button.
A form similar to the following will then be displayed:
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Read employee picture

Laok ir: |L'f} Logos j £k Ef- Pickure: J

r 2 Llﬂ Mitrefinch_logo_with_text.jpg

My Recent
Documents

My Docurments (None)

My Metwork  File name: || ﬂ Hlstsi

Places \—l
[ et

Files of type: |IPen files [ jpal | Cancel

Use the window to locate an appropriate image and then click Open. Please note that only bitmap
and jpeg images can be loaded.

The chosen image will then appear on the Employee picture form as follows:

A® Employee picture for 879564: D Burns

mitrefinch

To save the image back onto your PC, click the Save button and follow a similar procedure as
outlined above.
To remove the image from the Employee picture form click the Clear button.

4.7 Change employee number

It is very rare that you should need to change an employee's reference number, as this is the unique
number used to refer to the employee on the system. However, should you wish to do so, select
Change number from the Employee menu. You will be prompted before you continue, to confirm
that it is the reference number and not the badge number that needs to be changed:
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Change employee BBB555 to... [z|
Employes ﬁf 0K
I | sot] =l
(rorer K Cancal

Enter the new number you wish to assign to this employee in the empty box. Click OK, and the new
number will be applied to the employee immediately. Historical information will also be changed, and
no record of the old number will be kept.

4.8 Change employee type

To choose which Mitrefinch systems (e.g., Time & Attendance, HR Manager, Access Control) the
employee should be included in, select Change employee type from the Employee menu.

Edit employee 442266: R Hill

Include employves For
v Time & Attendance Start date:| [ @ Restart
[w Access Control E=Lar
W HR Managet Starts clocking on: | J X Cancel
Employves identifiers
Employee ref: | -] D aEk

Badge ID: | J

Tick as many boxes as are appropriate for the employee (depending on which applications are on
your licence), and then click OK.

4.9 Edit employee's flex balance

If the selected employee works on flextime, you can manually edit his or her balance. Normally the
flex balance does not need editing because it is constantly updated by the changing details in the
work record. However, should you need to edit the balance, select Flex balance from the Employee
menu:

#® Flextime balance for 444444:... [Z |[B][X]

Flex balance:
Up to: | [...

Click the Edit button, and enter the new value of the flex balance. This is usually done for the current
date, but to change the flex balance as of a date in the past, use the calendar in the Up to box.

If the change you make has a base date (in the Up to box) in the past, but after the start of the
previous period, the flex balance may be affected by any changes made to the employee's work
record. For this reason, it is recommended that you do not edit the flex balance on this form until you
have finished making changes to the work record.
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4.10 Employee leaving

When an employee leaves your company, it is necessary to prevent the system from including this

person on reports and in any day-to-day processing. This can be achieved in two ways.

The first method involves identifying the employee as a leaver, allowing historical information (e.g.

start date, clockings, shift pattern) to be retained and accessed when required. This is also useful if

the person rejoins the company at a later date, as he or she cansimplybe d est art edo6, al |l owi n
transfer of historical information into the active system.

The second involves the permanent removal of the employee from the system, along with all historical

information accumulated while the employee has been at the company. Once removed, this historical

data cannot be accessed within the system. Care should therefore be taken when using this option.

4.10.1 Identify the employee as a leaver

This removes employees from any day-to-day reports and processing in the system, while still
allowing enquiries on their historical details.
First, open the Employee details form by clicking the icon:

Employees details

Enter the date the employee left, or is to leave, in the Leave date box.

If a past date is entered, the employee will become inactive immediately. If a date in the future is
entered, the employee will remain active and be processed up to and including that date, before
becoming inactive on that future date.

If the change has made the employee inactive, you will be prompted as to whether the employee
should be set as a leaver. If your Selection options are set to exclude leavers from the display, the
records of an employee marked as a leaver will become inaccessible. To see them again, you must
change the selection options.

4.10.2 Delete employee
To remove an employee from the system permanently, first ensure the required employee is selected,

and is shown in the Employee drop-down list. Then select Delete from the Employee menu. This
pop-up box will appear asking you to confirm the action:

Confirm E]

*-—?(l Delete employes 444444 Peter Walker

Are you sure?

Ve | B4 o |

Click Yes to delete the employee, and remove all associated information.

4.11 Edit user from Employee menu

This function allows you to create or edit a user profile for an employee stored in TMS. For an
definition and explanation of user profiles see page 273 Select the Employee menu and then select

Edit user.

If the employee doesn't have a user profile already, the following message will then be displayed:
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\:g/ Create user for 879564 D Burns

§owe ] B w | X e |

Click Yes to continue the process.

The following form will then be displayed. If the employee in question is already a user within TMS,
this form will be displayed when you first choose to Edit user:

Select new user ID:

Select:

<Mone = x Cancel

Define a new user ID for the employee and then click OK. The following form will then be displayed:

Edit user, [‘5_<|

g79564

sername:

Full narne: |Ei?'9564: C Burns

D Help

Windows user: |

View access | Set Passwiord |
Emplovee access
Profile: | ﬂ
<Nane = Diary access
Read onl
| Read anly . Auko ID access
[v Use password expiry
[ Wiew all events
Vacancy access

For details of how to fill in this form and add the employee as a user, see Chapter twenty-six Security
on page 273.

4.12 Maintain package links

If you have purchased Mitrefinch's HR program, HR Manager, or payroll program, Flexipay, you may
well be linking employee details from WinTMS into Flexipay or HR Manager. To view how the three
packages are linked, select the System menu from the main TMS toolbar and select Package links.
Alternatively, click the following icon:

e
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The following screen should be displayed:

A¥ Maintain package links

Click the Add link button to display the following form:

Add package link

Lirk name: | ] J CF.

Link tvpe: ] X Cancel

Add a Link name in the top field; from the Link type drop-down list, choose whether you want to
establish a link with Flexipay or HR Manager. Click OK and then the following form will be displayed:
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A® Maintain package links |'._| |E| [Z|
NEW ]
Link. details
o [ Ackive
Description: |
Data direct-:nr':.f:| =]
Link bype: |Flexipay
Dept. lookup: |DEPARTMENT |
Frarn To
Table: Table:
Main employves details ﬂ | ﬂ
Fields: Fields:
ADDRZ E
ADDR3
A00OR4
ALTADDR1L b
8 add personnel Fielu:l| 8 Add impart: Figld |
HR. Manager field | Flexipay field |Uppercase |

This screen shows exactly how WinTMS is linked to Mitrefinch Flexipay Payroll (or Mitrefinch HR
Manager). The link can be activated or de-activated using the appropriate tick box. You can define
which WinTMS fields are linked to fields in Flexipay, using the From and To parts of the form.
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5.1 Authorise requests

To check requests made by members of the selected group, go to Authorisation list on the Group
menu, or click the following icon on the Group toolbar:

Authorisation lisk
To restrict the list to certain requests, select only the boxes required for the Status filter and Type
filter, or tick all boxes to view all requests.

There are four options in the Status filter:
1 'Pending' - requests that are waiting to be accepted/rejected;

1 'OK'-requests that have been accepted,;
1 'Rejected' - requests that have been refused;

1 'Failed' - this indicates a system error, e.g. if an employee request for holiday is in the past
(because the supervisor has not authorised the request in time), TMS will set the status to
'Failed’ when the supervisor tries to accept this request.

The Type filter has five options:
1 'Absence' - requests for planned absence;

1 'Shift' - requests for a change of shift;

1 'Work record’ - employees' own amendments to their work records, e.g., to clocking times,
worked hours or absence hours;

1 'Messages' - these are simply written messages employees can send to you;

1 'HR'-this is a request made by the employee to change his or her details, as recorded on HR
Manager.

#® Qutstanding authorisations (Department: 6)

Statuz filter Tuype filker
v Pending v Abzence @ Refresh g
[~ Ok [w Shift (2 oy Cancel
[ Rejected v ‘wiork record = P x
[~ Faied v Messages £\ Print
v HR
Emploves |Type |Descripti0n |Status |Edit
083888 T Kendrick Abzence Abgence code H - Holiday on Wednesday 18407 /2007 [Second half) Pending
888550 T Sinden Ahzence Abzence code H - Holiday from Monday 04/06/2007 ta Saturday 09406/ 2007 Pending
888550 T Sinden Abzence Abgence code H - Holiday on Monday 11/08/2007 [Full day) Pending

Different statuses of request will appear in the table in different colours - to alter their appearance,
click the Setup button and change the text colour and background colour of each status.

Deal with a request by changing its status in one of two ways. Click in the Status column of the

appropriate request to display a drop-down list, from which you may select the new status. (NB: You
cannot change the status of a 'Failed’ request, as it is set automatically.)
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To view more details of a request, click the button that appears in the Edit column when a request is
selected:

You will see something like the form below:

A Authorisation details

D etailz

Type | J K

Code | X Catizel
Huoliday -

Start date |

Part/full day |

Ctahuz |F'enu:|ing

Submit date; |

010 O

Auth. date: |

Emploves reazon

Supervizor reazor

Authorise the request by changing the Status from the drop-down list. If you wish, you can enter a
comment in the Supervisor reason box.

Click OK to return to the table, where the request will display its new status.
To save any changes you have made to requests, click OK, or to discard the changes, click Cancel.

Note: any unchecked employee requests which have been escalated will be displayed in the
Authorisation list. For a further explanation see Escalation on page 312.

5.2 Group absence profile

To see all the absences, past and future, of a department over the course of a year, select this icon:

Group absence profile
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A form will appear allowing you to define what employees or departments you wish to view in the
group absence profile. For instructions on how to use this form see Select range on page28.

A8 Group Absence Profile (ALl employees)

Calour key
A Authorized abs.
Lateness

B Haliday

Early leaving

5 Sickness - paid

Setting

¥ Show planned absences Q Abzence codes |
Year:|2DDB 5 Q wiorked codes |

¥ Show absence
Start month: IJ vl
an I~ Show wark

S |5 (M T W T 5 |5

1

T w1

i 19-May-2008
Total: B absences
Code E : 4 employees|
Code L : 2 employees

S

S

Should you wish to view a past or future period, select the year using the arrows, and the start-month
from the drop-down list.

Make sure the Show planned absences box is ticked if you wish the table to display absence
periods planned for the future, as well as those already taken. You can also specify whether you want
to view work or absence details (or both) through the Show absence and Show work tick boxes.

The Absence codes and Worked codes buttons allow you to select which hours codes to view on
the group absence profile. For details of how to use these buttons see Select available items on

page 31.

The different types of absence are marked by their absence codes, and appear in different colours,
identified by the key above the table. If an asterisk appears in place of an absence codes this means
that there are more than one types of absence recorded for that day. When the cursor is moved over
one of the absence days, a pop-up box appears displaying the details of the absence. Days with more
than one absence will show details of each in the pop-up box, as shown above. To see which
employees were (or will be) absent on a particular day, right click the mouse, and select View
absence list from the menu presented. This displays a list of all absentees, with details of their

absences.

You can choose to include all absence types in the profile, or to exclude some categories. This is
particularly useful if you wish to concentrate on a certain type of absence, e.g., holiday or sick leave,
without the profile being cluttered by other absence types. To add or remove absence categories,
click the Setup button and select the categories in the manner described in Select available items,

page 31.
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To find out which employees were absent, or any other information about a day in the past, double-
click on the day within the table. This displays a Group clock card for that day, showing the details of
all absentees in the department, as well as the employees who were present. This can be edited in
the same way as individual employees' clock cards, as explained in the Unchecked anomalies
section (see page 111). The group clock card can also be accessed through the Group menu.

To learn more about a day in the future, double click on the day to display a Future Work Planner for
the week, which, if necessary, can be edited in the usual way (see page 154). The duration of the
work planner will depend on the last accessed duration.

To add an absence for the entire group, e.g., a bank holiday or training day, right-click on the day and
select Apply general absence. This produces the same form as that used to add a Planned
absence for range (see page 131).

To show all absences for the selected day, right-click on the day and select View Absence List. A
form similar to the following should be displayed:

AP Absence list for 17/04/2007 (Department: 6) =3

R ef Marmne Start Date  |End Date Code |Dezcription | Part Day
' i Croamaii e

085885 {Kendrick, T 17/04/2007 17/04/2007

8R8555 Sinden, T 17/04/2007 2000472007 -Huuday 5y Fiint

E arly leaving F

Part Day

F: First part af zhift
5: Second part of shift

Double-click on one of these absences to view and edit the planned absences for that employee.

Click on the Statistics button on the Group absence profile to display a form similar to the following:
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## Attendance statistics for Allemployees

Drizplay B Print |
& Dayz  Hows
D Help

Code Degcription Periodz | Sun | ton | Tue | W'ed | Thu | Fri | Sat | Total |~
A Authorized abs. ] 0o 55 1.0 0o on 0o 0o B5

L Lateness & 15 5.0 120 130 1A 1.5 05 47.0

H Holiday 40 a0 40 45 125 95 13.0 4.0 50.5

E E arly leaving a3 25 a5 8.0 7.0 6.0 10,0 15 435

5 Sickness - paid 3 0.0 1.0 a1} 0.0 05 1.0 0.0 25
5u Sick - unpaid 1 0o on 1.0 1.0 on 0o 0o 20 s
| TOTALS: | 218 7.0 275 275 345 195 3E5 B0 1585

This form allows you to see totals of absence codes within the specified view of the group absence
profile. In the above example, attendance statistics for 'all employees' are shown because the user
has chosen to see All employees on the group absence profile. You can choose to display totals of
Days or Hours by clicking on the appropriate radio buttons on the top of the form above. If you select
Hours some further options appeatr:

Format
i+ Hourz and decimal [7.50]

i~ Hourg and minutes [07:30]

These extra radio buttons allow you to choose how you wish to view the hours on the Attendance
statistics form.

5.3 Onsite/absent list

To view at a glance which members of a department, or of the entire company, are present, click the
following icon:

#

Onsiteabsent lisk

The Select range (see page 28) form will appear, allowing you to select the employees to be included
in the list.

Once you have selected which employees to include in the list, you will see a screen like this:
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“« Employees at work [All employees) g@@l

File ©ther Help

&% 8 5 o

Print Preview  Print  Printer settings Exit

Erplovess Fiefrezh Statuz optiong Filter

- Selact = " n i On site o filter
f+ Select ﬂ * Manual &

" By skills
Sort " Out i Off site Ii
Group sort order: | _= | [Blank = none) " By teminal =
Employes sort order: |F'er$nnnel ref j " Absent o ﬁli " By site j
Employes |L0c:ati0n Clockingz/dbsence Site |D£Site||n | -
000001: Andreve Martine 03001 12000 12301
000002: Sadie Herbert 08001 12000 1 [
000003: Jane Collins L1 [
000004: D avid W atson OR:001 12000 12301
00000%; Eddie Davies 14:001
000006: Felicity Sutherton 03001 12000 12301
000007 Graham Stephenson |:| |:|
000003: Sarah Brown 10001 12000 14001
000009: Gary Henderson 0x001 12000 12301
000011: Susan Careyp 06001 12000 12301
000012 Larry Thompson |:| |:|
000073 Mark Flavelle 10000 12000 14:001 W [ ™
Murmber of employee:: 24 D Help

You can change the selection of employees at any time, in the Employees section:

Employess
Al

* Select Selection

Click "All' to view all employees in your system, or click 'Select’, then the Selection box to return to the
Select range screen, where you can make a new selection of employees.

In the Sort section of the form you can specify how the list will be ordered, either by groups or
employees.

In the Status options table, select the status that you wish to view on the list. If 'All" is selected, then
all employees within your selected range will be included on the list. Other options will narrow the
search to those currently matching the selected status.

If you wish the employees' statuses to be updated automatically every few seconds, click the 'Auto’
box in the Refresh section.

Refresh

" Auto
= Befrezh
i+ Manual @

This means that, should an employee's status change, e.g., someone clocks in or out, the list will
update to reflect the change. Alternatively, click 'Manual' and the list will only change when you click
the Refresh button:

66



5 Group maintenance

@ Befresh |

When 'No filter' is selected in the Filter section, the list contains all the employees meeting the status
criterion.

If you wish to narrow the search, choose to filter 'By skills', and then click the Skills button,

&, skils |

to bring up a screen similar to this:

Employee skill search g|

Auvailable skills Selected skills j """"" ok
FAall Firzt aid
FORE. Fork lift truck, driver

kh

gl ] E[ ]
(=

Skill rakch
& al Select employees from the curent

= graup of emplayees matching all of
" Ay the zkills selected

" Mone

This allows you to filter through all the employees who meet your status criterion (e.g., On site), to find
those who are registered as possessing certain skills (on the above example, first aid practitioners or
fork lift truck drivers).

Select the skills you wish to use as filters in the manner described in Select available items (see
page 31).

Then you should select the Skill match: 'All' means that the search will only show those employees
who match all of the skills you selected, 'Any' will show those who match any of the selected skills,
whereas 'None' will show employees who do not match the skills you have selected.

Click OK to view the results of your search.

If no employees match the criteria, an error message will be displayed, and you must revise or cancel
your skill search.

If a Status option other than 'All' has been selected, there may be other choices for creating a filter,
which allow you to filter 'By terminal' or 'By site'. Clicking either of these boxes allows you to select a
filter from a drop-down list. These filters allow you to make advanced searches, for example, to find
every employee whose status is 'On site', and who works at a particular site.

Note: you can alter the appearance of the Onsite/Absent list for different users of TMS. For

example, you might not wish for all your users to view what time employees clocked in. See User
Profiles on page 273 for details.
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5.4 Skills matrix

Skills makrix

Click the icon to see a list of all the members of your selected department, showing all the skills that
have been assigned to them in TMS (e.qg., first aid practitioners or fork lift truck drivers).

#® Employee skills matrix {Department: 6) ['._|['E|[g|
Dizplay skills Search skills | {7y Print | v Hints By Close |

Ref Name FMID|FDHK|

0g8ses Kendrick, T ]

gaa222 Faoatstoal, 5 |:|

568555 Sinden, T

SEGEEE Walker, B ]

Tatalz 4 1

You can update any skills that an employee has gained by ticking the relevant box. The total number
of people in the department credited with each skill is shown underneath the table.

To change the skills selected in the matrix, click Display skills, and transfer any skills between the
Available and the Selected boxes, using the arrows in the manner described in Select available
items (see page 31).

Skill search

To make an in-depth assessment of the department's skills, click Search skills, to see a page like
this:
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Employee skill search g|
&vailable skills Selected skills ﬁf* """"" ok
E7AID e L | M
FORE. Fork, lift truck driver x cancel
(43
D Help
Search

Select emplovees Fram the current

Far
f'“
* Lurrent group ol group of employees matching all of
(" Entire database " Currently on site the skills selected
(" Awailable on...
Skill match
& al " Expected inon...
" Ay Drake: ]
" Mone

Select the skills to search in the same way as described in Select available items (see page 31).

Select a Skill match, to choose between searching for employees who meet all of the criteria, and
searching for those who meet any of the criteria.

If you wish to extend your search beyond the selected department, and include all employees in TMS,
select to search Entire database rather than Current group.

Having selected whether to search a department or the entire TMS database, you can refine the
search by selecting which employees to include:

1 Al
1 Currently on site;

91 Available on... - select a date from the calendar below, to search only those employees who
are available on that day;

1 Expected on... - select a date from the calendar to search only those who are scheduled to
work on that day.

A description of the criteria you have selected appears in the box on the bottom-right of the screen.
Click OK to view the results of the search. The skills matrix will now only show those who meet the
terms of the skill search.

If no employees match the selection criteria, an error message will be displayed, and you must either
revise or cancel your skill search.

5.5 Summary list

The Summary list contains three tables, showing the employees who are absent, the employees who
are present as scheduled, and the employees who are present unexpectedly. Select this icon:

B

Summary lisk
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The Select range form will appear, which you should use to select the employees to be included in
the summary. Once you have selected which employees to include, the Summary screen is
displayed. On this screen, there are three tables:

I Summary screen (Employee: 000001..000013)
File oOther Window Help

A S

Select  Refresh

£

Exit

| Employees In ‘ 3 |Emplayees Ahsent| 1] ‘ Attendance Mum | 1] | Salt:IPEISDnnE| ref w| T Autarefresh
A D = s -
Employee Clockings
=T ed attenda 2 L |
Employee Location Clockings -~
000001: A Marting 02001 12000 12301 v
D i i i |
Employee Loczation Clockings

The Scheduled attendance table contains the details of all employees who are currently present at
work, as they are scheduled to be. Employee's are scheduled to be in during their core hours, but not
during overtime, lunch breaks, non-working days or days they were otherwise supposed to be absent.

It shows when the employees clocked in, and any other clockings they may have made today.

The Unexpected attendance table shows the details and clockings of any employees who are
present when they are not scheduled to be working, for example on their day off or during their
lunchbreak.

It shows when the employees clocked in, and any other clockings they may have made today.

The Absence table shows all employees who are absent, with details of their absence. This includes
both those who are taking a previously planned absence and those who are unexpectedly absent.

The total number of employees in and absent can be seen above the list, with Employees In
corresponding to Scheduled attendance, Attendance Num showing the total number of employees
present (Scheduled and Unexpected), and Employees Absent corresponding to the Absence table.

If you wish the list to be updated automatically every few seconds, tick the Auto refresh box. This
means that, should an employee's status change, e.g., the employee clocks in or out, the table will
update to reflect the change. Alternatively, leave the Auto refresh box blank so that the list will only
be updated when you click the Refresh button:

=
Refresh
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The layout of the screen can be changed by opening the Window menu, and selecting different view-
types (Tile or Cascade).

5.6 Re-do current period processing

This function is useful if the Processor returns incorrect results for a period. For example, employees
might have been assigned to the wrong shift or the supervisor might have forgotten to book in a Bank
Holiday to the system. In cases like these, it is possible to re-process the current period. See Period
ends on pagel50. The system deletes all work records within the selected date range, re-sets shifts
to planned values and then recalculates the hours based upon the clockings.

Select the Group menu and then select Re-do current period processing. A form similar to the
following will then be displayed:

Redo hours processing

Redo all hours processing between

01408{2007 | and | —

[ Perfarm recalc after reprocess

Thiz will remowe exizting work, records between the dates selected, deleting all
manual changes. It will then process them again according to the current roster
and planned changes defined. Only dates within the curent penod may be
zelected.

The 'Perform recalc after reprocess’ willl perform an additional recalculation of each
work, record following the reprocess. This iz nomally only needed when using
WRCHGDATE in calculations

I1ze thiz feature with carel

Specify the time period that you want to re-process. If you tick the Perform recalc after reprocess
the system will automatically go on to re-calculate work records for the period. See Recalculate work
records on page 71 for more details.

Click OK. You will then be prompted to select a suitable range of employees. For more details see
Select range on page 28.

Once you have done this, you will be asked to confirm that you want to perform the task. Click Yes to
re-do the hours processing.

Note: you can also re-do current period processing for individual employees. Ensure that the relevant
employee is selected in the Employee drop-down list, select the Employee menu and then select
Re-do current period processing.

5.7 Recalculate work records

It is possible to recalculate work records for a period, without having to Re-do current period
processing. Recalculate work records simply takes shifts and compares them with an employee's
clockings to produce a revised work record, effectively undoing most manual changes.

Select the Group menu and then select Recalculate work records. The following form should then
be displayed:
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Recalculate for group

Click the calendar button to select the day for which you wish to recalculate work records. You can
choose whether to recalculate work records for a Single date or a Range of dates by clicking on the
radio buttons. If you choose Range the form will expand as follows:

Recalculate for group

Dakes

" Single Fram | J T
g J x Cancel

Choose the required dates using the calendar buttons. You can click the List button to display a list of
dates in the specified range:

Select dates [‘5—(|

Flease select J

Man 03/12/2007
Tue 04/12/2007
wed 05/12/2007
Thu 06/12/2007
Fri 07/12/2007

Sat 08/12/2007

Sun 09/12/2007
Man 10/12/2007
Tue 11/12/2007
wed 12/12/2007
Thu 13/12/2007
Fri 14/12/2007

Sat 15/12/2007

Sun 1641242007
Man 17/12/2007
Tue 18/12/2007
wed 19/12/2007
Thu 20§12/2007
Fri 21/12/2007

Sat 22/12/2007

0] 4
x Cancel

Select all

|3

Deselect all

o o I o o e o o o o o o

|

This form allows you to select specific dates within the specified range. You can Select all or
Deselect all these dates using the buttons to the right of the form.

When you have selected an appropriate date or date range, click OK. You will then be prompted to

select a suitable range of employees. For more details see Select range on page 28. The system will
now recalculate work records accordingly.
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The Mass change facility enables you to edit, update or add new records for a range of people at the
same time.

There are two options on the top of the Mass change menu: New mass change, which allows you to
define the details of a new mass change that you wish to perform, and Run mass change, which
allows you to run a mass change that has previously been saved.

6.1 Mass change on non multi-line records

This section explains how to define a new mass change for the majority of fields - those that are not
multi-line. First, select New mass change to display this form:

Mass change §|
(" Edit records " Update/add recordz Q}f

[ Include leavers

T able and figld zelection
Table

| =l

Hel
Field= D—_E:I:I

ADDR1 ~
ADDR2 @& Clea
ADDR3

ADDRA

ALTADDR

ALTADDR2

ALTADDR3 v

6 Add field
Selected fieldz

Field | M ew valie

You can make the mass change in either Edit or Update mode see Using Edit and Update, page
38, for details on which to use in which circumstances.

If you select Update/Add records, you will need to enter the effective date on which you wish the
field values to change.

In the Table drop-down list, select the table containing the field you wish to change. You will then be

able to select the required field from the list below. Highlight the field you wish to change and click the
Add field button. This moves the field into the Selected fields box below.
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You must now enter the new value you wish the field to change to. Click in the New value box and
enter the value to change to. Some fields may have a drop-down list from which you can select the
new value. For numeric fields, it is possible to enter one of these symbols:

+ - * | followed by a value

For instance, if a number of employees are to have their pay increased by 5%, then select the field
PR.PAYVALUE and in the new value box type *1.05. The new value of PR.PAYVALUE will then be
obtained by taking the current value and multiplying it by 1.05.

Note that if the field you are changing is relevant to leavers as well as current employees, tick the
Include leavers box.

Select employees to include

Click OK and the Select range form will appear, which you should use to select which employees are
to be included in the change. Once you have selected the range in the normal way, click OK; this
opens the following form:

B Advanced selection E| E| E|

Selection criteria Qf 2k,

CE.STARTDATE « (@01.10. 2006 Builder

x Cancel

Check. syntax

Histomny

This allows you to make a more advanced selection of employees to include in the mass change. The
above example specifies that the mass change is only applicable to employees who started at the
company before 1st October 2006. Note that any selection criteria you enter will only apply within the
range that you selected previously on the Select range form (i.e., if departments 12-14 were
selected, then this example would apply to all employees in departments 12-14 who started before 1st
October 2006).

See the Report Writer user guide for more details on selections.

Confirmation

Click OK. A table like this is displayed:
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## Mass change confirmation

Employes | Field Cld value Mew valle |

033065 Garfield 5 TMSTMS, &CSREF 1 2 :

070003  Forrester M TMSTIMS, ACSREF 2 2 x J—
070004  Faraday S TMSTMS, &CSREF 1 2

100002 Stephenson S TMSTMS, &CSREF 1 2

118355  Dawes ] TMSTMS, &CSREF 1 2

119944 Jenks M TMSTMS, ACSREF 1 2 £y print
224466 Patkerson J TMSTMS, &CSREF 1 2

The fields will be updated in UPDATE maode For 2801 /2008

Any changes displaved in red (#) are invalid due to limiting code restrictions and will nat take place
Any changes displaved in green (*) will lead ta invalid limited codes bk will still take place
Any changes in blue {+) are invalid due to the employvee's wiew but will still take place

This table lists all the employees for whom the mass change will take place. You have the option to
delete employees from the list or to change individual values.

To change the new value for an employee, click in the relevant employee's New value column and
enter a different value.

If you wish to delete an employee from the mass change, click in the grey box to the left of that
employee's record. Then confirm the deletion when prompted. If multiple records are being changed,
make sure that you delete ALL lines referring to that employee (where necessary). This is particularly
important whenever the change is being run in Update mode as you will have to delete not only the
field but also the related date.

NB: If any of the employee records in this table are highlighted in red, green or blue, see Maintain
validity of data, page 76, for details on what action to take.

If you wish, you can save the change before going ahead - to do this, click the Save as... button. You
will then be required to enter a unique name and a description of the change. Click OK, and the mass
change is stored to the file. You will then be able to access the mass change again by using the Run

mass change function, and selecting it from the list of all saved mass changes.

Once you are satisfied that the form represents the changes you wish to make, click Run to perform
the mass change, and then confirm the action when prompted.

When the mass change is completed, you will be asked if you wish to perform another mass change.
If not, click No to leave the mass change form.

Tips
1 Clicking on Cancel anywhere within the forms mentioned above returns you to the previous

form in the sequence. This enables you to see the consequences of selecting different fields
or selection criteria without having to commit to the change.

6.2 Mass change for multiple fields

If you wish to perform a mass change for numerous fields in the same, or in different tables, simply
select all the required fields one by one so that they are displayed in the Selected fields list, like this:
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Selected figlds

Field Mew value
TMSTMS, ACSREF
CDLDEPARTMENT

This shows that the employees' access group and department will be amended.

Follow the same procedure as that used to change a single field, until the confirmation table appears,
like this:

#8 Mass change confirmation

Employee | Field | Old walug | Mew value |
__|033085  Garfield 5 TMSTMS, ACSREF 1 3
| |033065 Garfield 5 OD.DEPARTMENT Kl 35
| |070003  Forrester M TM3TMS,ACSREF 1 3
| |070003  Forrester M OD.DEPARTMENT A 3h
___|o70004  Faraday 5 TMSTMS, ACSREF 1 3
| |07o004 Faraday 5 OD.DEPARTMENT Kl 35
| |10o0002  Stephenson S TM3TMS, ACSREF 1 3
_[100002  Stephenson S OD.DEPARTMENT A A

The Fields will be updated in UPDATE mode For 28/01/2003

any changes displayed in red (#) are invalid due to limiting code restrictions and will not take place
Any changes displayed in green (*) will lead to invalid limited codes but will still take place
Any changes in blue {+) are invalid due to the employee's view but will still take place

Notice that a separate line is given for each change, so in this instance there are two lines for each
selected employee.

Again, check that the correct information is going to be changed for the required employees. If you
wish to delete an employee from the mass change, remember to delete each individual line relating to
that employee.

Then either save or run the mass change in the same way as explained above.

6.3 Mass change for leavers

By default, leavers will be excluded from any mass change. If you do need to include them tick the
Include leavers option on the first screen. This will include currently employed people and leavers. If
you wish to restrict it to leavers only you will need to enter CE.Status1='L' on the Advanced
selection form (‘L' represents leavers).

6.4 Maintain validity of data in mass change

If any of the codes in your system use limited pairs or views, it is important to bear in mind how a
mass change can affect the validity of these codes (see Maintain codes on page 37 for Access

Control and Views, page 294, for details on views). If your mass change will have an effect on a

limited code, you will notice on the Mass change confirmation screen that the records are
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highlighted in red or green. If the mass change is invalid because of the employee's view, it will be
shown in blue.

Red

The mass change function will not allow you to change a code that is limited by another if the new
value entered would be made invalid by the limiting field.

For example, an employee whose Job grade is G1, where job grade G1 limits the Job title field to
Manager or Assistant Manager: if you make a mass change of a group of employees' job titles to
Department Supervisor, the employee in grade G1 will not be changed.

Any invalid ‘changes’ like this will be displayed in red on the Mass change confirmation screen and
will not be allowed to take place. You can delete the employee from the mass change or cancel the
mass change altogether.

Green

Mass change does allow you to change the code in the limiting field, even if this causes the code in
the limited field to be invalid. These changes will be displayed in green on the Mass change
confirmation screen. This alerts you that a further change is required to make the limited code valid.

For example, you have an employee whose Job grade is G1 and whose Job title is Assistant
Manager: you then create a mass change of employees' job grades to G2, but job grade G2 only
allows the job title to be Trainee, Junior Technician or Apprentice.

This change will be displayed in green on the Mass change confirmation screen. It will be allowed to
take place, but will cause an invalid limited code, meaning that you must later change the limited
code. Alternatively, delete the employee from the mass change, or cancel the mass change
altogether.

Blue

If a record is written in blue, this means that the code being entered, although valid in the user's view,
is invalid in the employee's view.

In this case, the change will take place, but you should note where the invalid code is, so that later
you can either change the invalid code or change the way the employee's view is set up.

6.5 Mass change on multi-line records

The Mass change function can be used to add new records to a multi-line table, and to edit existing
records of a multi-line table.

6.5.1 Add records to multi-line tables

You may wish to add records to multi-line tables when, for example, a group of employees have all
attended the same training course. To do this, open New mass change and select Update/Add
records. Ignore the date box, as it is not relevant to multi-line records. Now select the multi-line table
that you wish to update. In this example, Training details has been chosen:
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X

Mass change

i (v Qf? ok

[ Include leavers
X Cancel

T able and figld zelection
Table

T raining Details j
D Help
Mew recard -

Field Walue @& LClear
AwARDBODY -
COMPLETIOMDATE

DETAIL

GRADE

REWIEWDATE

STARTDATE

SUBJECT

TRAIMLEVEL

TRAINMOTE

TRAINTYPE

All the fields of the table are now shown in the New record box. You must now enter a new value for
at least one of the fields from the table. Click OK to move on to the Select range form, . Once you
have done this, you will again see the Advanced selection form, which can be completed in the
same way as for non multi-line tables. You will then see a confirmation screen like this:

A# Mass change confirmation

A record will be added ko TR with the Following field wvalues:

SWARDEODY  [(COMPLETIOMDATE DETAIL |GRADE |RE\I‘IEWDF\TE STARTDATE SUBJECT

Cancel
G 011042007 BFO01 E 01/10/2008 08/10/2007 | BF x
< >

&y Print

for the emplovees listed belaw;

Emplovee

033065 Garfield 3
070003  Forreskter M
070004  Faraday S
| |io0002  Stephenson S

The upper box shows the record that will be added to the Training details table for all the employees
listed in the lower box. Should you need to, you are again able to delete employees from the list by
clicking in the left-hand margin next to the employee and confirming when prompted.

Click Run to continue with the mass change, and then confirm that you wish to continue.
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The mass change will be performed for the selected employees. When you now go into the relevant
employee's training records you will see that the additional record has been added.

6.5.2 Edit multi-line records

You can also use the Mass change function to modify an existing record in a multi-line table rather
than to add a new record. This may be particularly useful if you have added a record by mass change,
and need to edit its details (e.qg., if you previously entered details of a training course for employees,
you could now specify which employees passed the course).

You need to use the Advanced selection option with care to ensure you select the correct records.

To edit multi-line records, select New mass change and select the Edit records box. Select the
required table, and the fields that you wish to edit. You can then enter the New value for these fields:

Mass change §|

(v i @ﬁ? ok

[ Include leavers
X Cancel

T able and figld zelection
Table

Training Detailz -
| . - EL Help
Fieldz B

@ Clear

REWVIEWDATE
STARTDATE
SUBJECT
TRAINLEWEL
TRAINMOTE b
6 Add field
Selected fieldz
Field | M ew valie
TR.TRAIMLEVEL L1
TR.GRADE A

In this example, the level and grade achieved are being edited - these may have been left blank
originally, or you may be replacing a value previously entered. Click OK to move on to the Select
range form, where you should select the range of employees.

You then see the Advanced selection form. Instead of using this to select the employees, you
should enter an expression which identifies which records are being modified.

If you leave this form blank, all training details records for the employees within the selected range will
be modified. In this example, it only the records relating to a particular training course are required, so
enter an expression which identifies this course, such as the date it took place and the type of course:

TR.DETAIL ='BF001' and TR.STARTDATE = @08.10.2007
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This will select all records (belonging to the selected range of employees) of the detail 'BFO01' and
which were started on 08.10.2007. Click OK to open the Mass change confirmation screen:

A8 Mass change confirmation

The Following records in ‘Training details' will be amended: Qf Run |

Aunard body Comnpletion Dietail Employves |Grade |Review Start date |Subject |Level |Type | A x cancel
fale} 101/10/2007 BFO01 033065 Garfield 5 E 01/10/2008 | 01/10{2007 BF 4

. 01/10{2007  BFOOL 033065  Garfield 5 E 01/10/2006 | 08/10f2007  BF

: CG 01/10f2007 BFOO1 070003  Forrester W E 01/10f2003 01/10f2007 EF & Print
alc} 01/10/z007 BFOO1 070003  Forrester W E 01/10/200& 03/10/z007 BF

" |es 01/10f2007 BFO01 070004  Faraday 5 E 01/10/z008 | 01/10{2007 BF

" es oi/10/z007 | BFO01 070004 Faraday 5 E 01/10/2008  O8/10/2007  BF b

The field values below will be inserted:

Level |Grade

L1 &

Any changes displaved in red (#) are invalid due to limiting code restrictions and will not take place
Any changes displaved in green (*) will lead ko invalid limited codes but will still take place
Any changes in blue {+) are invalid due to the emploves's view but will still take place

The top box lists all records which will be changed, with the new values that will be entered shown in
the box below. As with the other Mass change confirmation screens, if any records are written in

red, green or blue, it means that this change creates invalid data (see Maintain validity of data, page
76, for details).

Again, you can delete any records that you do not wish to change by clicking in the grey box on the
left-hand side next to an employee, and confirming when prompted.

When the box shows all records that you wish to amend, click Run to proceed.

6.6 Planned shift change for range

To set up a shift change that affects a range of employees, select Planned shift change for range
from the Mass change menu. The following form appears:

Planned shift change for. range of employees §|

Action
+ Add J

™ Hemowve
x Cancel

Shift: | I

Date:| 03/05/2007 |

Add a planned shift change

First, ensure Add is ticked.

If, for example, you wish to make an entire department work a particular shift on one day, then select
the required shift from the drop-down list, and then enter the date for the shift change to be applied.
Click the Apply button, which then brings up the Select range form, which you should use to select
the employees who will change shifts (see page 28 for details).

Remove a planned shift change

To remove a shift change that was previously entered, tick the Remove box instead of Add. Select
the same shift and the same date as were selected when the shift change was added. Then click
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Apply, and use the Select range form to choose which employees should be removed from the shift
change plans. To reverse the shift change from all employees, select the same range as was
originally chosen for the change.

To remove the shift change from some employees, while retaining it for others, select only the
employees who should be returned to their original shift. For example, if the shift change was
originally entered for all, but now one department is to revert to its original shift pattern, select just this
department on the Select range form. The shift change will still apply to all other employees.

NB: It can often be useful to use the Future Work Planner to make planned shift changes for
employees. See Modify planned shifts, page 160.

6.7 Send message to employees

This option allows you to write a short message to be sent to a range of employees, which will be
shown the next time the employees use the clocking terminals.

Select Send message to employees from the Mass change menu. A Select range form will be
displayed (see page 28 for details), allowing you to choose which employees should receive the
message. Once you have selected the range, a form like this appears:

A# Enter Employee Message

Employees to send meszage to

Ref M ame
Q00003 C Anderzon
aooaaz H Burtan
00007 Jwihicks
444444 P wialker

The bottom section shows all employees you selected to receive the message. The empty box at the
top of the form is the space in which you should write the message.

Click OK to confirm sending the message. When each of the employees next clocks in or out at the
terminal, the message will be displayed.
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6.8 Download all employees

This option should be selected from the Mass change menu when you need to ensure that any
changes you have made to the employees' records are registered immediately with the terminals (i.e.,
clocking machines). Unless this is done, the terminals will not recognise any amendments until they
are automatically updated, a process which occurs at a set time each day. This could cause problems
if new employees have been added, existing employees have been given a new badge number, or
other important details have been altered.

6.9 Mass Roster Change

This option is accessible via the Mass Change menu on the TMS main form. It allows you to change
multiple rosters at the same time. Select Mass Roster Change from the menu and a screen similar to
the following should appear:

Mass Roster Change ﬁ|

Options gf
(" Edit records (" Update/ddd recardz

X Cancel

Roster Selection
Ruoster: ADMIMMIGHT ]

Select a roster to change, and then select whether you wish to edit records or add/update records,
and whether or not you wish to include the records of those who have left. Once you have done this,
select 'Ok’ and you will be able to alter records as specified above for shifts.

6.10 Planned TAS clockings for range
It is possible to plan in multiple TAS clockings for a range of employees within TMS. For more details

of TAS clockings see Maintain TAS clockings on pagel75. Select the main Mass change menu
and then select Planned TAS clockings for range. The following form will then be displayed:
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A Planned TAS clockings for range : El[‘&__(l
Date Tirne: Paramneters E

" Planned TAS
" TAS
" Planned TAS

To enter planned TAS clockings for employees, click the Add button and the following form will then
be displayed:

Add/Edit clocking X

Clacking byvpe
o ok

Date/Time x Cancel

0:00

Parameters

HoursGual; ﬂ

Enter an appropriate Date/Time for the clockings to be implemented; then click the button alongside
the Parameters field to display the following form:
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New document name [g

Please select J
| ~]

ZN0ne

Ik

X Cancel

Select the appropriate TAS parameters and then click OK.

You can use the Hours/Qual field at the bottom of the Add/Edit clocking form to specify a particular
hours category to the planned TAS clockings. For example, you might want to set the planned TAS
work as overtime.

Click OK when you have filled in the Add/Edit clocking form correctly. You will then be asked to
specify a range of employees over which to distribute the TAS clockings. For more details of how to
specify a range see Select range on page 28.

The planned TAS clockings you have set up will then appear on the Planned TAS clockings for
range form as follows:

A Planned TAS clockings for range |Z||E|[z|

Parameters

@ [elete

Tvpe

* TaS

" Planned TAS
" TAS

" Planned TAS

Go to the Recent clockings form of the relevant employees to view the planned TAS clockings.
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7.1 Employee badge number

Each employee who is included in TMS must be assigned a unique badge number, which is used by
TMS to identify the clockings. The badge (sometimes known as a clock card) is used to register the
employee's attendance at work. When an employee clocks in or out the badge number will be
recorded in the TMS database, and used to give all kinds of information for the employee's work
record.

It is important that you enter the badge number correctly because it will be processed by TMS in the
exact way it is entered (e.g., a badge number of 001 is different to that of 0001 - each digit is
significant). Your system administrator will inform you whether the badge number should be numeric,
alphabetical or alphanumeric.

Mitrefinch strongly recommends that each badge number has the same number of characters. The
system can be set to ensure this automatically. For example, if all your badge numbers have six
characters, when a badge number of '23' is entered, it will automatically be assigned as '‘000023'. To
turn this option on or off, open Maintain preferences from the System menu, and select the General
tab. Tick or un-tick the box marked 'Enforce fixed badge number length’, as required.

When entering a new employee, it is important to be aware that the badge cannot be used until the
terminals have been updated. To do this, select Download current employee from the Employee
menu, and then confirm the action.

7.1.1 Issuing a replacement badge

There are three ways to permanently replace a badge. The first is just to give the employee an exact
copy of the old one. This has the disadvantage that, if the old badge is found, it will still be valid.

Another way is to change the employee's badge number (see below).

Thirdly, if your system is set up to allow the use of badge version numbers, you can retain the original
badge number, but change the version number to indicate that the employee is not using the same
badge as the old one (see below for details).

The last two methods render the old badge invalid for clocking purposes.
NB: Employees can be assigned with temporary badges, that can last for one day (e.g., if an

employee forgets his or her badge one morning), or for any required duration. For details on issuing
an employee with a temporary badge, see Maintain temporary badges, page 87.

7.1.2 Change badge number

To change the employee's badge number, either select Change badge from the Employee menu, or,
while on the Employee details form, click this icon:

Zhange badge

The following box appears:

Change badge for employee BB2255: Greg Symonds E|

Employes badge number:
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The employee's current badge number is shown in the Employee badge number box, and you
should replace this with the new number you wish to assign to this employee. The new badge number
must be unique, i.e., a number that is not already in use by another employee. Click OK, and the new
badge number will be applied to the employee.

Before the employee can clock again, you must issue him or her with a replacement badge bearing
the new number. This new badge cannot be used until the terminals have been updated. To do this,
open the Employee menu and select Download current employee. Confirm the action, and the
terminals will now recognise the new badge number.

NB: Because changing an employee's badge number renders the old badge invalid, you must take
additional action if a Mitrefinch Access Control or Fire Evacuation System is installed - see your
system administrator for advice.

7.1.3 Change badge version number
Systems can be set up to allow or prevent the use of badge version numbers.
To change an employee's badge version number, either select Change badge from the Employee

menu, or, click the icon on the Employee details form. If your system allows version numbers, you
should enter the next version in the sequence.

Changing the version number has the same consequences as changing the badge number itself (see
above for details).

7.2 Badge list

Select Badge list from the Group menu, to see a list of all the employees in your selected
department, with their badge numbers.

A% Badge list {All employees)

Paint i tirme B Close

[w Mo

| on | — @ Refrezh
B Prirt
D, Help

History for badge | History for employes |

Employes |Bau:|ge number -
000007 : Andrew Marting oo
000002: 5adie Herbert Qnooooz
Q00003: Jane Collins oo
000004 D avid W atson 000004
000005; Eddie Davies 00a109
Q00006: Felicity Suthertan 00006
000007 Graham Stephenson Qaoaoy
000008: Sarak Browe Qaooos
000009; Garw Henderson Qaoaos
- 0000171 Susan Carey Q00011 . b

To view the history of a badge, i.e., which employees have used it, and when it was issued to them,
first select the badge required by clicking in its row, then click the History for badge button. A form
will appear, showing the date the badge was issued, and the date the badge became invalid.
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To view the employee history, i.e., all the badges used by the employee, with the dates they were
issued and the dates they were valid until, click History for employee. The same table is displayed
as that shown below, accessed from the employee's Badge history.

Should you need to view the badge and employee histories for any time on any date, clear the 'Now'
box and enter a Point in time, then click the Refresh button:

@ Fefresh |

7.3 Badge history

Select Badge history from the Employee menu to view all the badges that the selected employee
has used, along with the dates when they were issued:

#® Badge history for employee 0BB8BB

Badage no. |lszued from Walid until Returned at o
083333 08:24 on 13203/2007 1517 on 0220542007 H
2R8838 15:17 on 02/05/2007 @ Brint

[ Include temporary badges [temparary badges are highlighted in blue]

7.4 Maintain temporary badges
Introduction
If an employee forgets his or her badge one morning, it would be time-consuming and expensive to

produce a new badge just for one day. The temporary badge facility makes it possible to keep a small
stock of spare badges which can be temporarily assigned to employees.

To view the details of all temporary badges that exist on your system, select Maintain temporary
badges from the Badges menu. A screen like the following appears:

## Temporary badges

O E RR[2DRR S B

Issue  Modify  Return add  Edit  Delete  History Print  Capkure Refresh  Help Temp-=Perm  Perm->Temp Exit
Walid until

15:00 on 29/08/2007
15:00 on 30/08/2007

|ssued from
* [12:41 on 29/08/2007
12:41 on 29/08/2007 h
. 2345 000008: Heather Mason 12:430n 29/08/2007 | 15:00 on 3040872007 (N
. 023456 000006 Jemma ' andswaorth | 12:42 on 29/08/2007  15:000n 3170852007 M
. 123445 00001 2: Lary Anderzon 1242 0n 29/08/2007  |12:42 on 29/08/2007 |

Cancelled

View badges: + Al 7 lzsued © Mot lzsued v Include cancelled

On the above screen, notice that All has been selected in the 'View badges' section at the bottom,
meaning that all temporary badges are shown on the list above. To filter the list, select either only
those badges that are currently Issued to an employee, or only those Not Issued. On this example,
the Include cancelled box is ticked. This should be cleared if you wish to exclude cancelled badges

87



7 Badges

from the display. Cancelled badges are those that can no longer be issued to employees, but cannot
be deleted because they contain historical information.

7.4.1 Issue abadge
Temporary badges can only be issued to existing employees.

To issue a temporary badge to an employee, select the required badge on the list (ensuring it is not
already issued to an employee), and click the Issue icon. This form appears:

Issue temporary badge P§|

Employes

[ o Ok
x Catizel

382255 Symonds Greg

Sart by: |Personnel ref ]

Yalid Lnil

[w Time of retum

| an =]

Select the required employee from the drop-down list at the top of the form.

The bottom half of the form allows you to specify when the badge will be Valid until. If 'Time of return’
is ticked, the badge will be valid until it is returned. Alternatively, you can enter a time and date when
the badge will automatically become invalid. Click OK and the badge will be issued to the employee.

There is another method of issuing a temporary badge to an employee, without using the Maintain
temporary badges table. Open the Employee menu on the main form, when the required employee
is selected, and from Temporary badges select Issue temporary badge. The following screen
appears:

Issue temporary badge P§|

B adge number

| = o 0K

Yalid Lintil

[w Timne of return

| on =l
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Select a Badge number from the drop-down list (the list only contains badges that are available for
issue). Choose when the badge will become invalid, in the same way as explained above, and click
OK.

Once a badge is issued, it stays issued until it is returned, even if it is cancelled or becomes invalid.

NB: An employee can be issued a temporary badge while they are still using a temporary badge, but
issuing a temporary badge invalidates all other temporary badges issued to that employee.

Before a temporary badge can be used, the terminals must be updated. This can be done for the
individual concerned, by selecting Download current employee from the Employee menu, or for the
entire system by selecting Download all employees from the Mass change menu.

7.4.2 Return a badge

When an employee no longer needs a temporary badge (e.g., he or she has found the permanent
badge, or been given a new one), it should be returned, so that it can be issued to another employee.
This can be done on the Maintain temporary badges table, by selecting the badge and clicking
Return. Confirm the return, and the badge is now available to be issued to someone else.

7.4.3 Change a badge's 'valid until' date

Should you need to change the time or date when an issued badge will remain valid until, click
Modify to display this form:

Edit temporary badge issue §|

Vald uni ,:f .......... T
|12:|:":| . |D2£D5£2DD? =

M | Clear |

Enter into the boxes the new time and date when the badge will remain valid until. Alternatively, click
Now to make the badge become invalid immediately, or click Clear if you do not wish to specify a
time, which means it will remain valid until it is returned. Whether the badge is valid or not, it will stay
issued to the employee until it is returned.

7.4.4 Create a new badge

Click Add to bring up this form:

Add temporary badge E|
Mew badge gf k.
B adge no: || ﬂ
x Cancel

Werzion:

Enter the number for the new badge. This must be a number not already in use as an employee
badge number or temporary badge number. You can also define a Version number for the badge.
This feature is useful for protecting access security if a temporary badge is lost. For example, if
‘temporary badge 1' is lost, a replacement can be created with a different version number, rendering
the original badge invalid.
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If you wish to create multiple badges, tick the Range box, and you can then enter a Quantity of
badges to be created. The additional badges will take consecutive numbers from the entered number.
For example, if the badge no. entered is '000100', and you have selected a quantity of three badges,
badges '000100', '000101"' and '000102" will be created.

All badges created are available for use immediately.
7.4.5 Cancel a badge

If a temporary badge has been lost or damaged, or cannot be used again for any other reason, you
should cancel it. You can cancel a badge whether or not it is currently issued to an employee. If it is, it
becomes invalid immediately, but is still displayed as issued to the employee. If it is not currently
issued, cancelling it prevents it from being issued again.

To cancel a badge, within the Maintain temporary badges table, click Edit to produce this form:

Badge 000129 X

Badge Propetties
Cancelled b ﬂ Q‘f?’ .......... ok
Wersion X Cancel

Change the Cancelled entry to 'Yes'. Click OK to save (the badge will disappear from the table unless
the Include cancelled box, at the bottom, is ticked).

If the badge turns up again, its cancellation can be reversed, by changing the Cancelled entry to ‘No'.
This makes it available for use again. You can also specify which version of the badge is being
cancelled.

7.4.6 Delete a badge

A badge can only be deleted completely if it has never been issued. Simply click the Delete button
and confirm the deletion. Badges that have previously been issued can be cancelled (see above).

7.5 Maintain visitor badges

7.5.1 What is a visitor badge?

Visitor badges are similar to temporary badges, but temporary badges can only be issued to people
who are already on the system. Visitor badges allow you to control the access of non-employees who

are on the site for any reason, and who need a badge for security or access purposes.

Selecting Maintain visitor badges from the Badges menu produces a table like this:
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A8 Visitor badges

L E D 6 & Zd h o HG S

Issue  Modify Return Download Add AddRange Edit Delete History Range Print  Picture Refresh  Help
Yalid until

Last access time

Badge no. lssued to Wehicle req. | lssued from ACCESS Qroup

(LLLE o L =] o on e ila} (= K
oo 27 Wizitor Type 2 R Sanderzon 12:51 on 29/08/2007 1253 on 29/08/2007  ADMIN
000145 Vigitor Type 1 G Birkinghaw 12:52 on 29/08/2007  1%:00 on 30/08/2007  SEC

< |

Wiew badges: @& Al " lssued 7 Motissued Test filker:

|

The table is similar to the Maintain temporary badges table (see above for details). Note that
badges which should have been returned appear with a light blue background.

7.5.2 Issue a visitor badge

To issue a visitor badge, select the badge and click the Issue button. The following form is displayed:

A® |ssue visitor badge 432647

Badge recipient details

Initialz: || J Ok

Surname:; | X Cancel

Wigitor company: |
Car Registration: & Frint

Contact details

Wigitor contact:

Yigitor notes;

ACcess Qroup

Access group: |SEE j Full ccess
W alid until
.00 an | J
| Clear |

The visitor's details should be entered, for reference purposes. You should also select an Access
group. The drop-down list contains all the access groups that have been set up for use by
employees, and a visitor's access can be controlled in the same way (i.e., which doors can be
opened, and which areas can be accessed at set times).

Enter the time and date the badge will remain Valid until. Alternatively, click the Now button to make

the badge invalid immediately, or click Clear if you wish the badge to be valid until it is returned by the
visitor.

91



7 Badges

If required, select a Department from the drop-down list for the visitor to be associated with.
Click OK to issue the badge to the visitor.

You can also issue multiple visitor badges at a time, by clicking the Range button. The following form
appears:

Enable visitor badge range FX|
Select badges to enable
Start badge: 001234 ]
End badge:  |647836 ]

Set time period

Visitor badge wil be valid from |3:32 on |03/05/2007 ...
‘isitor badge wil be valid until [23:59  on [03/05/2007 ...

Select the Start badge and End badge of the range. You can only select badges that are already in
the visitor badge list.

Then choose the time period during which the visitor badges will be valid, and click OK.

7.5.3 Return a visitor badge

When the badge is no longer needed by the visitor, it should be returned, so that it is available to be
issued to somebody else. Notify TMS by clicking the Return button and then confirming that the
badge has been returned.

7.5.4 Modify a badge

Should you need to change the date when a badge is valid until, or any other details about an issued
badge, click Modify and you will see the same form as that used for issuing a badge (see above).
Change any of the details in the same way, and then click OK.

To change a visitor badge type (see Visitor badge types, below, for details) click the Edit button and
select the correct type from the drop-down list.

7.5.5 Create a new badge

Click Add to display this form:

Add visitor badge

X

Mew badge
o

Murmber: |123456 ]
Werzion:
Type: |WIS1 ﬂ “izitor Type 1

OF.

x Cancel

Enter the number for the new badge. The number must be unique, and not already used for any kind
of badge. Select the Type (for details see Visitor badge types, below). Next give the badge a
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Version number. This option is useful for protecting access security if a visitor badge is lost. For
example, if 'visitor badge 1'is lost, a replacement can be created with a different version number,
rendering the original badge invalid. Click OK to add the new badge to the list.

7.5.6 Delete a badge

Click the Delete button if you wish to remove permanently a visitor badge. You will be prompted
before you can continue, because deleting the badge will remove all associated historical details,
such as who used it and when.

7.6 Visitor badge types

If you use a number of visitor badges, it can be useful to use different visitor badge types. This would
allow you to have, for example, a stock of badges to be issued to day visitors, and another stock used
for those who visit for a whole week.

Select Visitor badge types from the Badges menu, to see a table showing all the visitor badge types
currently in use on your system:

Modify list for Visitor badge types El

“isitor badge type |Description |Auto|D badge design ‘Delault ACCESS Qroup |Default walid far |[
YIS Visitar Type 1 TEST SEC INDEF B Mody |
W52 Wisitor Type 2 TEST ADMIN Day

{3 Frint
&, FindUse
ﬁ Eename
(’ Merge

If you need to change the code used to refer to a badge type, click the Rename button and then enter
the new code.

To add, delete or edit a visitor badge type, click the Modify button to the right of the table. You can
then enter new details in each of the columns:

i Visitor badge type - a unique code used by the system to refer to this badge type.
9 Description - enter a description that makes it clear what the badge is used for.

1 AutolD badge design - if you have Mitrefinch AutolD set up, use this drop-down list to
choose how badges of this type are designed.

91 Default access group - you can select an access group to be the default for each badge of
that type. The default value can be changed when the badge is issued.

91 Default valid for - the length of time badges of this type are valid for, by default. This value
can be changed when the badge is issued.

1 AutolD stationery - the drop-down list contains different styles of badge stationery, which
can be set up if you use Mitrefinch AutolD.

If you need to delete a visitor badge type, click on the white arrow to the left of the row, and select
Delete entry in the pop-up box that is displayed. If this type is currently being used by any visitor
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badges, an error message will prevent the badge type from being deleted. Click the Find use button,
and you will be able to see which badge numbers, and employees, are using this type. You will need
to change all these badges to a different type, using the Maintain visitor badges table (see above),
before the type can be deleted.

Click Apply when you have made all necessary changes.
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8.1 Worked hours

Select Worked hours from the Hours categories sub-menu. A form similar to the following should be
displayed:

Maintain worked hours codes f'5_<|

B Modiy Ey Close |

Lunch

Time and a half t:}l Add

Diouble tirme

- - @ [Delete ﬂ Frint

U Dvertime [unpaid]
P Prermium 1 \ Uzage Eg Ovvertirne
F2 Fremium Hours 2
SHIFT Shift
P Inpaid

This form displays contains all the categories of worked hours codes used on your system, e.g., BH
for Basic hours, OT for Overtime. Some of these will have been customised for your organisation.

8.1.1 Modify a worked hours code

Select an hours code from the table above and click the Modify button. A form similar to the following
should be displayed:

Maintain Worked Hours Category: BH

Descrption:  |EEEE e

[v Payable
v EwTD Warked
[v Standard

[ Penod Reconcile

Repart code:
Pavment code:
Multiplier: |1.0000

Colaur:

The options on this form are as follows:

95



8 Hours categories

Description: an appropriate description of the hours code category.
Payable: whether the employee can be paid for the hours worked.

EWTD Worked: whether the hours worked contribute towards the employee's European Working
Time Directive hours.

Standard: whether the hours category is the standard for employees.

Period Reconcile: whether the hours category is included in the overtime reconciliation sequence.
Report code: the code used for the hours category on reports.

Payment code: the code used for the hours category on payslips.

Multiplier: how many times normal pay the employee will receive when working under the hours
category. For example, if the employee was to receive double pay, the multiply value would be 2.

Colour: the colour that the worked hours will appear in hours bands and the absence planner. To
modify this colour click on the coloured box to display the following form:

Basic colors:

il [
H TECfENER
HENEENNN
HENMEEEEEN
EEEEEEER
8 0 0 B oG I

Custam colors:

' AEEE | .
EEEEEEEE

Define Cuztom Colars >3

s | Cancel |

Either select one of the Basic colours or define a custom colour by clicking on the button.

8.1.2 Add a worked hours code

Click on the Add button on the Maintain worked hours codes form. After you have named the new
hours category the following form should be displayed:
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Maintain Worked Hours Category: NEW

Description: ||

[ Papable
[ EwTD Warked
[ Standard
[ Peniod Reconcile

Feport code:;
Payment code:
kultiplier: |0

Colour; .

For details of the options on this form see previous section Modify a worked hours category.
8.1.3 Delete a worked hours category

Click on the Delete button on the Maintain worked hours codes form. You will be asked to confirm
your decision to delete the hours category. It is possible that the following error message will be
displayed:

@ Code OU iz in uze. It cannot be deleted

This means that the hours code is still in use within the system.

8.1.4 Usage button
To see where an hours code is being used within the system, select the appropriate code on the

Maintain worked hours codes form and then click the Usage button. A form similar to the following
should be displayed:
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Find code use

Dirop down list: "ORKEDHC

Code: [BH

Deszcrptior:  |Basic _hours

E molovees found

00000
00000z
000003

Monnra
<

Anderzon T
Sanderzon B
Anderson C
Frus

E Pririt

IJzed by
{* Emplovess

~

(" Codes

8 Hours categories

This form displays whereabouts the hours codes is in use within the system, and which employees
are assigned to the hours code. This form is useful if you wish to delete an hours code and wish to

know how it is being used within TMS.

8.1.5 Overtime reconciliation sequence

Click on the Overtime button on the Maintain worked hours codes form. A form similar to the
following should be displayed:

Owvertime reconciliation sequence

oT2

Time and a half

Double time

Dirag rowes to order overtime rates
Lowest rate at the top, highest at the bottom

This table displays the order in which overtime rates are applied to an employee when overtime is
worked. As is explained on the bottom of the form the lowest rate is placed at the top, and the highest
rate at the bottom.

8.1.6 Print worked hours code details

To print a report displaying the properties of the worked hours codes, click the Print button on the
Maintain worked hours codes form. You will have the option to print, display, email or generate the
report as a PDF.

98



8 Hours categories

8.2 Absence hours

Select Absence hours from the Hours categories sub-menu. A form similar to the following should
be displayed:

%]

Maintain absence hours codes

.......................................... R l @ . E _ |
B Bank Holiday e

E Early leaving - '{l" Add

E E;l;dna:ss - @& [elete ﬂ Frint |
5 Sickness - paid \ Usage

su Sick - unpaid -

1] Unautharized abs. -

W e [l

This form displays contains all the categories of absence hours codes used on your system, e.g., A
for Authorised absence, H for Holiday.

8.2.1 Modify an absence hours code

Select an hours code from the table above and click the Modify button. A form similar to the following
should be displayed:

Maintain Absence Hours Category: A [‘5_(|

Description: |00l E=t = o

[v Fapable
[ EWTD Full Day Abs.

[v Countz as waork for reconciliation

Repart code;
Pavment code;
kultiplier: | 0.0000

Colaur: .

The options on this form are as follows:
Description: an appropriate description of the hours code category.

Payable: whether the employee can be paid for the hours absent.
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EWTD Full Days Abs: if this is ticked the absent hours count as an EWTD full day absence and the
date range is extended by these days when the EWTD report is produced.

Counts as work for reconciliation: if this is ticked, the absent hours count as standard hours for
purpose of reconciliation.

Report code: the code used for the absence hours category on reports.
Payment code: the code used for the absence hours category on payslips.

Multiplier: how many times normal pay the employee will receive when absent. For example, if the
employee was to receive double pay, the multiply value would be '2'.

Colour: the colour that the worked hours will appear in hours bands and the absence planner. To
modify this colour click on the coloured box to display the following form:

B aszic colors:

Custam colors:

' AEEE | .
EEEEEEEE

Define Cugtom Colars »»

] | Cancel |

Either select one of the Basic colours or define a custom colour by clicking on the button.

8.2.2 Add an absence hours code

Click on the Add button on the Maintain absence hours category form. After you have named the
new hours category the following form should be displayed:
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Maintain Absence Hours Category: NEW ['5__(|
o 0K
Description: ||
x Cancel
[ Papable

[ EWTD Full Day Abs.

[ Countz az wark for reconciliation

Feport code:;
Payment code:
kultiplier: |0

Colour; .

For details of the options on this form see previous section Modify an absence hours category.

8.2.3 Delete an absence hours code

Click on the Delete button on the Maintain absence hours category form. You will be asked to
confirm your decision to delete the hours category. It is possible that the following error message will
be displayed:

@ Code A iz in uze. It cannot be deleted

This means that the hours code is still in use within the system.
8.2.4 Usage button

To see where an hours code is being used within the system, select the appropriate code on the
Maintain absence hours category form and then click the Usage button. A form similar to the
following should be displayed:
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Find code use

Dirop down list:  ABSEMCEHC

Code; &
Deszcrptior:  @uthorized abs. E Fritt
Ermplovess found | Ilzed by
000007 Anderzan T % Employess
Q00002 Sanderzon B
a88885  Sinden T £
(™ Codes

This form displays whereabouts the hours codes is in use within the system, and which employees
are assigned to the hours code. This form is useful if you wish to delete an hours code and wish to
know how it is being used within TMS.

8.2.5 Print absence hours details

To print a report displaying the properties of the absence hours codes, click the Print button on the
Maintain Worked Hours Category form. You will have the option to print, display, email or generate
the report as a PDF.

8.3 Additional payments

Select Additional payments from the Hours categories sub-menu. A form similar to the following
should be displayed:

Maintain additional payments

B Modfy | EY Close |
g Add

@ [elete E Print

\ |lzage @ Dizplay

TEST test
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This table caters for any specialised forms of payment needed within the system.
8.3.1 Modify additional payments

Select an additional payment from the table above and click the Modify button. A form similar to the
following should be displayed:

Maintain additional payments category: EXPENSES E|

D escription:

[w Dizplay

Coded field:
Pavment code:
Field type: |M ]

The options on this form are as follows:
Description: an appropriate description for the payment
Display: if this option is ticked, the payment is displayed on additional payment grids.

Coded field: this field is only relevant if Field type is set to 'Coded field'. It is for the name of the table
from where the relevant drop-down is generated.

Payment code: allows you to report on different codes for transfer to external programs.

Field type: specify what type of information is to be stored for the additional payment, e.g. Numeric,
Boolean etc.

8.3.2 Add additional payments

Click the Add button on Maintain additional payments form. After you have named the new hours
category the following form should be displayed:
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Description: ||

[ Dizplay

Coded field:
Payment code:
Field type: |0 ﬂ

For details of the options on this form see previous section Modify additional payments.

8.3.3 Delete additional payments

Click on the Delete button on the Maintain additional payments form. You will be asked to confirm
your decision to delete the payment. It is possible that the following error message will be displayed:

@ Code TEST iz in uze. |t cannot be deleted

This means that the payment is still in use within the system.

8.3.4 The Usage button
To see where an additional payment code is being used within the system, select the appropriate

code on the Maintain additional payments form and then click the Usage button. A form similar to
the following should be displayed:
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Find code use

Dirop down list:  ADDPAYMNTS

Code: [TEST
Dezcrption:;  |test Print
Emolovees found Used by

Qo000 Andersan T
000003 Anderson C
Q0oo03  Mine £

(" Codes

{* Emplovess

This form displays whereabouts the hours codes is in use within the system, and which employees
are assigned to the hours code. This form is useful if you wish to delete an hours code and wish to
know how it is being used within TMS.

8.3.5 Print additional payment details

To print a report displaying the properties of the additional payment codes, click the Print button on
the Maintain additional payments form. You will have the option to print, display, email or generate
the report as a PDF.

8.3.6 Maintain additional payments display sequence

Click the Display button on the Maintain additional payments form. A form similar to the following
should be displayed:

Additional payments display sequence r'S_(|

A

MEW Mew

Dirag rows to order payments

This table shows the order of additional payments in the clock card. You can re-order the payments
by clicking on them and then dragging them into place.
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9.1 View entitlements

To check the value of the employee's entitlements, click the icon:

®

Entitlements

The form that is displayed looks similar to this:

A Entitlements for 389000: Nick Finn

1) an-07 to 31-Dec-07 E Cloze Abzence;  |Code Date taken |H|:|urs ”
Days H 0B/03/2007  7.40
Thiz pear: 220 | Summary H 0640342007 7.40
Carryaver: 0.0 | ¢ Detai H 074032007 7.40
Credit: 00 | & Dates H 07/05/2007 © 950 iy
Total ertilomant 55 es T T R
Wiorked: |Code Date earmed |Hours
Whorked: 0.0 & Prirt
Total available: 220
Already takern: 25
Already planned: 1.0
Unallocated: 125
Colour Key

Procezzed records

Entitlement uzed
before employes
restart

_"-LH oliday s Holiday 2 A TOIL /

If more than one type of entitlement is allocated to the employee, there will be additional tabs at the
bottom of the form which, when clicked, will display details of the other entitlements.

Entitlements may be displayed in either days or hours.
On the left of the form, the Summary section of the form lists the following information:
This year - the amount of the entitlement allocated to the employee in the current year.

Carryover - any days or hours that the employee had left over from the previous year, and that are
added to the employee's total entitlement.

Credit - any days or hours that were credited to the employee, and added to the total entitlement.

Total entitlement - the values of the three above categories added together, to give the original total
for the year.

Worked - the amount of the entitlement earned by the employee (e.g., if an employee who works on a
Bank Holiday is granted an extra holiday in the future).
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Total available - the value of 'Total entittement' added to the 'Worked' figure, to give the overall total
of the entitlement.

Already taken - the amount of the entitlement that has already been taken by the employee.
Already planned - the amount planned to be used in the future.
Unallocated - the amount left for the employee to use.

Note: it is possible to specify that an employee's entitlements be recorded as hours rather than days.
For more details see the Entitlements panel of the Employee Details form on page 49. If you have
chosen to display the employee's entitlements in hours, the following extra option will appear on the
above form:

i* Hrz/Dec
i Hrz/Minz

This option allows you to specify whether to display the entitlements as 'hours in decimal form' or as
'hours and minutes'.

If the Detail view on the Entitlements form is selected, two tables, ‘Absence’ and 'Worked', are
displayed on the right of the form. The 'Absence’ table displays the amount of the entitlement that has
already been taken and already planned. The 'Worked' table shows the amount of the entitlement that
has been earned. If your company allows employees to work days in lieu (e.g., if working on a Bank
Holiday earns the employee an absence to be taken at another date), they will be shown in this table.

The Dates view (as seen in the example above) also has two tables, containing more information
about the entitlements. The 'Absence' table shows the date and number of hours of each individual
day. The days already taken are highlighted in yellow, while those planned for days in the future have
a white background. The 'Worked' table displays the same information about the days earned by the
employee.

If you wish to alter any aspects of the employee's entitlements, use the Entitlements panel of the
Employee details form (see page 49)

9.2 Year end procedure

This procedure enables the user to re-set all entittements for the start of a new year, automatically
calculating any entitlement to be carried over. The actual year used can vary for each entitlement, and
does not have to run for twelve months (its dates will have been set up previously by the system
administrator).

To perform the year end procedure, select the Entitlements option from the System menu on the
main toolbar. The following form will be displayed:
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Entitlements E|
Add category ‘ E Close
Entitlemnent

Py d |
Start of current year:  |01/01/2007 J P APATENT
Set codes
End of current year; |31/12/2007 J =
Description:  [Holiday Cut-off

|— Delete

\Warning:

=
Default bype: [T j days
Code: A

\ Holiday, £ Sickness |

The tabs at the base of the form allow you to select the required entitlement type. When you have
done so, click the Year end button to display this form:

Process year end for Holiday E|
Stark of new year: |EIl,|'EIl,|'2EIEIB J .:f? Ik
End of new year: |31.|'12."2':”:'8 [ x Cancel

(" Positive only
" Megative only

Thiz option will transfer the employees' "Mest year” figure to
"Thiz year”, clear out any '"Credit’’ value, perform arny
caryover requested, and zet the new entitlement vear dates
to thoze shown,

Thiz option should be performed zometime in the new year
after all quenes relating to the old vear have been dealt with.
[t zannot be repeated or reversed.

T hiz option will not affect thoze employees wth individual
entitlement years.

The example above shows the holiday year end procedure, as the year end procedure must be
performed separately for each entitlement. The start and end dates of the new processing year are
entered automatically, but use the calendar button if they need to be changed.
You must then select a Carryover option.

1 choose 'None' if you do not want any holiday entitlement to be carried over to the new year;

1 select 'All" if you want all types of holiday entitlement to be carried over;
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1 'Positive only' will only carry over any entitlement still owing to the employee from the
previous year;

1 'Negative only' will only carry over any negative entitlement (i.e. entittlement that has been
taken away from the employee).

Click OK, and the year end procedure for that particular entitlement will be performed. The system will
automatically alter the associated start and end dates on the Entitlements form.

Note: It is strongly recommended that you back-up any data as this procedure cannot be reversed.
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10 Daily anomaly correction

10.1 Daily anomaly correction

Anomalies occur when employees make clockings in a way that the system regards as irregular.
There are various methods for correcting anomalies.

The accurate correction of daily anomalies is very important since this information is used to generate
the majority of the management reports (e.g., absence statistics, payroll information, etc.).

There are many different types of anomaly that can occur.

10.1.1 Anomalies that can occur in all systems

f
f

f
f

Overtime - employee worked some unauthorised hours at a hon-standard or overtime rate.
Absence - employee was absent for some or all of the shift.

Lateness - employee arrived late or returned late from a break.

Early leaving - employee left early at the start of the lunch break, or at the end of the shift.
Missed clocking - employee missed one or more clockings.

Non-working day - employee worked on a day they were not expected to.

Planned absence - employee worked when a pre-planned absence had been entered.
Call Out - employee worked outside the shift boundaries.

Keyed absence/OT - employee entered an absence/overtime at clock.

Restricted Clock - employee clocked at a clock they were not supposed to use.

Auto-shift change - an automatic change of shift was made.

10.1.2 Anomalies that can occur in flexitime systems only

f
f

Minimum Lunch (Flex) - employee did not clock the minimum break defined.

Standard Lunch (Flex) - employee failed to clock a break and a standard lunch was applied.

10.1.3 Anomalies that can occur in Time Allocation Systems only

1
f
1

TAS Transfer - employee transferred between TAS categories.
Missed Transfer - employee TAS transaction did not occur or was not of the expected type.

Incorrect Transfer - A TAS clocking occurred, but was assigned incorrectly.

These anomalies indicate the reasons why TMS considers a clocking as non-standard, but you still
need to discover the real reason for the anomaly (e.g. 'Lateness' may be genuine lateness, or it might
be due to a shift change). In some cases you may just need to check an anomaly (e.g. lateness,
overtime), while in others you will certainly want to correct it (e.g. changing an absence anomaly to
the required code).
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As well as the standard anomalies listed above, your system administrator may have set up some
custom anomalies, that are only applicable to specific shifts.

10.1.4 Tas anomaly parameters

The parameters concerning TAS anomalies are set up via the Allowances button on the Maintain
work rules form. Note the TAS variation field highlighted below:

Arrival times [ allowances §|

Start of day of K
Allowed arrival time: |15 [rnirig]

Lateness allowance: |3 [mirz]

End of day
E arly leaving allawance: |0 [rritiz]

Allowed departure time: |15 [rniriz]

W Mormal workday £ Dvertime [/

Late break alowance: |0 [mrikiz]
TAS Variation: |3':I [mrikiz]

This allows some acceptable variation in times to be set, as employees will not actually clock into
their new department at exactly the time they were expected.

The recommended method for correcting anomalies is to use theUnchecked anomalies page (see
page 111). This page maintains a list of all new anomalies for each group and allows you to check
and correct anomalies.

N.B. TAS anomalies will appear on the list of both the employee's home group and any group to
which the employee transferred during their shift. This allows any manager involved to resolve
anomalies.

You can use the Unchecked anomalies page in conjunction with the Anomaly report - a report
which lists the anomalies for a particular day (see Anomaly report, page 250). This report is optional
but it is often useful to pass on to a supervisor who can authorise and explain the anomalies. The
anomalies can then be amended as appropriate.

10.2 Unchecked anomalies

This page can be accessed by selecting the following icon:

Unchecked anomalies

All outstanding anomalies in the work records of each member of the department during the current
period are displayed in the Outstanding anomalies form:
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#® Ouistanding anomalies (Department: 6)

Period Sork firgt by Sort next by Current day anomalies Current Emploves {3 B
Cloze

{* Current orwards 9 Bty ¥ Eipllayee Abzence Sinden. T
B { Dete QLe 03/05/2007 .
© Previaus - ™ Anomaly ™ Anomaly SHOPDAY D Frint
& x i Shift " Shift SHOPSAT

B outstanding anomalies

Employee Day Shift |Clockings |BH |l]T1 |urz |uu |Heason Abs Code
088888: Tony Kendrick  Tue 17-04-2007 NORMAL 09:00, 12:00, 12:30, 15 5:30 0:00 0:00 0:00 E

" |088888: Tony Kendrick Wed 02-05-2007 FLEXDAY 0:00 0:00 0:00 0:00 u

| |288222: Simon Footstool Wed 02-05-2007 SHOPDAY 09:00, 12:00 300 0:00 0:00 0:00 E

" |288222: Simon Footstool Thu 03-05-2007 SHOPDAY 0:00 0:00 0:00 0:00 u

" |288555: Tim Sinden Wed 02-05-2007 SHOPDAY 08:00, 14:00 6:00 0:00 0:00 0:00 E

| |888555: Tim Sinden Thu 03-05-2007 SHOPDAY 0:00 0:00 0:00 0:00 u

Some options for authorising anomalies are available within the Outstanding anomalies form, while
clicking the Edit button displays the full Work record screen (see below)., where all amendments can
be performed.

The Current day anomalies box at the top shows all anomalies relating to the currently selected day
(the day with the white arrow to the left of its row).

To authorise an anomaly that has been created with the correct work record information (e.g.,
authorising overtime or lateness), simply tick the Chkd box on this form. The anomaly will be removed
when the list is refreshed.

You should also ensure that this box is ticked after you have made any required amendments to a
record, to save the record as checked.

Note: any unchecked work record anomalies which have been escalated will be displayed on the
Outstanding anomalies form. For a further explanation see Escalation on page 312.

10.3 Edit on Outstanding Anomalies form
Shift change:

Change the shift the employee was scheduled to have worked by clicking on the Shift column for the
anomaly. The arrow button:

|

will be revealed, showing that a drop-down list is available. Click the button to display the drop-down
list, from which you should select the new shift.

The system will then reprocess this record using the new shift selected. After the reprocessing, other
anomalies may have been created which will also need to be dealt with.

Clockings:

To add a new clocking, or to edit or delete an existing clocking, double click within the Clockings
column for the relevant anomaly, to display the Maintain clockings form:
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A® Maintain clockings for BBB222: Simon Footstool |'._||'E|[z|
Day |Date Time Drir Parameters
; - E Cloze
‘wed { 02-May-07 0300 Ir]
Wed | 0244ap-07 1200 [Cut) & .
Frint

B Edt
P Add

@ [elete |

To add a clocking, click the button on the right:

qp  Add

The Add/Edit clocking form will be displayed:

Add/Edit clocking X
Clacking type
& TMS CTAS o K
Date/Time Diirection x Cancel

02/05/2007 [  In

000 " Out

Parameters

| [
Hourz/Qual: ﬂ
Site: Fozition

| =l Latiude:  |0.0000
Longitude: |0.0000

There are two Clocking types you can add - TMS or TAS.

TMS

Enter the date and time of the clocking, as well as selecting the direction.

The Hours/Qual drop-down list allows you to select a keyed absence from the previously defined
drop-down list (e.g. company business). You will not normally need to edit any data in this field. See
your system administrator for further advice.

If relevant, select the Site which was used for the clocking.

You are also able to enter a latitude and longitude to apply to the clocking.

Click OK to add the clocking.
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TAS

This should be entered in a similar way to a TMS clocking, although also click the box in the
Parameters section to fill in additional details, such as the Project number associated with the
clocking.

Clockings you add must be between the permitted start and end times of the employee's shift for the

day. If the clocking is too early or late to fit into the shift pattern, an error message will be displayed,
and you must re-enter the clocking details:

Error §|

@ Clocking must be bebween:
0&:00 02-tap-07 and 20:00 02-bdap-07

To edit an existing clocking, select the required clocking and click this button:

B Ed

The Add/Edit clocking form will appear, which can be edited in the same way as described above.

To delete a clocking, click on the required clocking, then click this button:

@ [elete

You should confirm the action when prompted.

Hours correction:

To alter an incorrect number of hours (worked or absence), type the new figure into each box to
replace the incorrect data.

To change the type of hours, e.g., from absence to worked, or from overtime to basic hours, either
manually enter the correct hours into each column, or drag the hours from the current, incorrect
column, and drop them into the correct column. The dropped number will be added to any hours
already in the column.

#® Qutstanding anomalies (Department: 6)

Period Sort firzt by Sart hext by Current day anomalies Current Emplopes Q n
LCloze

* Current onwards 9 [Emplaes ¢ Employes E aily leaving Kendrick, T
i ® DR o O 17/04/2007 B o
- " Anomaly " Anornaly NORMAL B
i - by T
Previous > £ Shift  Shit kil

T outztanding anomalies

|Emplo_l,lee |Day Shift |Elockings |BH ||JT1 ||JT2 ||Ju |Heason |Ahs Eode|Hours |A
088888 Tony Kendrick: Tue 17-04-2007 NORMAL 09:00, 12:00, 12:30, 15: 715 0:00 0:00 0:00 E 0:45 o
< »

In the above example, dragging the forty-five minutes of absence into the basic hours column (BH),
which already contains seven hours and fifteen minutes, will give the employee eight hours worked at
basic hours, and no hours of absence.

The type of absence hours can be altered by clicking in the Abs Code column, and selecting a new
code from the drop-down list that is revealed. For example, if an employee was off all day, the
absence code may originally be for unauthorised absence, but if you know the employee was off sick,
change this to the appropriate code, to remove the anomaly.
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Reason:
If required, you can enter an explanation for the anomaly into the Reason column.
Authorise:

To authorise the amendments you have made, or to authorise an anomaly without changing any data,
tick the Chkd box.

When you have registered an anomaly as checked, you may find it useful to click the following button:

Y

This removes all checked anomalies from the list, allowing you to see more easily which anomalies
have yet to be checked.

Recalculate:

If any incorrect modifications have been made to the record, recalculating will return it to its original
state. Do this by right clicking the mouse anywhere within the relevant row, to display the following
menu:

Recalculate day

Emplovee clock card
apply calculations
additional payments. ..
Current shift modifications

Zopy to clipboard
Clear checked anomalies
Setup

Select Recalculate day, and all amendments will be removed from the record. If you had previously
registered the anomaly as 'checked', it will revert to being 'unchecked'.

10.4 Edit on Work Record form

To edit the work record, click on the following button in the Edit column next to the appropriate day:

This produces the Work record form:

115



10 Daily anomaly correction

A® Work record for, 000017: Tim Blackmore on Thu 27-Jul-2006

Shift Anomalies
Ok

SHOPDAY ﬁ Chg Lateness Qf
S00-17:00 E arly leaving

Dffice day shift @ Edit Checked v x Cancel
Other \?é, Range
roster:  OFFICEDAY

Reasor e

Sitd hours: |7:30 [ D Help

H breakd Hours Bands | Additional payments | Mizcelaneous | Current shift changes
o Breaidoun l ] Py ] ] ? 1 Clackings [Range: £:00 - 20:00)

‘wiorked hours Time |Dir ‘Paramelers |
Code Description | Hours | Department | Cunlra(| Manager| Location | 0230 |(n)
+ | Basic & hours 430 1 STP N M Bl 1200 |(Out)

nl

[l
RS
Out]

" |1am0

Absence hours

Code Description |H0urs |Department Abzence |Manager|DetaiI‘W’kd |
L Lateness 030 1 1
E Early leaving 200 |1 1 N

iy wkd | A3 abs

Some of the following amendments can be performed on the Outstanding anomalies page (see
above), but this form also includes the more complex amendments to anomalies.

Shift

To change the employee to a different shift for the day, click this button:

Bcha

and then choose from the drop-down list of pre-defined shifts.

Rather than changing to a new shift, you can amend the details of the existing shift on the Work shift
page, which is produced by clicking this button:

E} Edt

For a full explanation of how to alter the shift using this form, see Work shift form, page 212.
Reason

Record a reason for an anomaly in the day's work record, by entering it into the Reason box.
Checked

Once all the changes have been made, ensure that the Checked box is ticked to record that the day
has been manually checked. If you do not wish to alter any details of the anomaly, you can still tick
this box to record the day as checked.

Click OK to add your changes to the work record. You will be returned to the Outstanding anomalies
screen, where that day will have a tick to show it has been checked.

N.B. Work records can be set to automatically show as 'Checked' on edit, and you may require a
'Reason’ to edit a work record; these options may be enabled in the 'Work record maintenance' pane
of the 'General' tab in the system preferences window. There may also be additional settings
available via this tab; for further details, please contact your System Administrator.
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Absence to Worked

Convert all absence hours to worked hours by clicking the following button:

Et'jﬂkd|

then selecting the type of worked hours from the drop-down list.

Alter all absence to a single code

If you have periods of absence with different codes, that you wish to change to a single absence
code, click this button:

gﬂgbs|

and select the code you wish to apply to all absence periods.

Clockings

Right-click the mouse anywhere within the Clockings box to display the following menu:

&dd clacking
Edit clocking
Delete clocking

Recalculate

To manually enter a clocking for your employee (e.g., when the employee forgot to clock in or out),
select Add clocking, to produce the Add/edit clocking form (see page 113).

To edit an existing clocking, click on the required clocking to ensure it is selected (the selected
clocking is that with the arrow to the left of its row), right-click the mouse, and select Edit clocking
from the menu. The same form will be displayed as that used to add a clocking, and you should edit
the inaccurate details.

To delete a clocking, ensure that you have selected the required clocking, right-click the mouse, and
select Delete clocking from the menu. You will be prompted as to whether you wish to continue.
Click OK and the clocking will be removed from the work record.

Range button

Click the Range button on the work record to display a similar form to the following:

Adjust range for work record on 09/07/2007 E|
Start range : on |09/07/2007 J 0K
End range : |20:00 on |09/07/2007 X Concel
ANCE

E wizting range; B:00 - 20:00

You can use this form to define the time range of the work record. According to the above example,
clockings from 6:00 to 20:00 hours on 09/07/2007 will be displayed on the work record.

10.4.1 Hours breakdown tab

Click the Hours breakdown tab to display the Worked hours and Absence hours tables:
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To enter new hours, click the Code column in the blank row at the bottom of the relevant table, to
display a drop-down list. From the list, select a new code (the description will appear automatically),
then enter the duration in the Hours column.

Edit existing worked or absence hours by clicking the Code or Hours columns within the existing row,

and then altering the details.
Delete a period of hours by clicking the arrow to the left of the incorrect hours:

]

The following box will be displayed:

Insert/delete entry

oF O

i Delete entry x Cancel

Select Delete entry, and click OK to remove the period from the record.
The additional columns in the hours tables relate to TAS categories set up on your system.

10.4.2 Hours bands tab
Click the Hours bands tab to display information similar to the following:

Haours breakdown  Howrs Bands ].-’-‘«dditic-nal pa_l,lments] Miscellaneous] Current zhift change&]

Finish |Code Hours | Category Department Contrac Absence M anager|Location o000 -
Sbsence s b

1200 BH 200 “Worked 1 1] ¥ LIk .
1730 BH 430 “Worked 1 1] T LIk 1100 |
1200

1300 —.
1400
1800
16800
1700

18:00 a
< 1300 -

d}hddband‘ @Editband‘

Here you can view a breakdown of an employee's hours for the day. On the right of the panel is a
graphic representation of the hours.

To add a new hours band click the Add band form and the following form should be displayed:
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X

Add hours band

Start bime: W on IW Q‘f QK
Finish time: [0:00  on [10/08/2007 ___| X Cancel
Categony: Im
Hours code: I—ﬂ <hones:
Hours: W

Department: | j <hones:
Caontract: | ~| <nones
Absence:; |0 =
Manager?: | w| <nones
Location: | j <hones:

Fill in the relevant details and then click OK.

To edit an existing hours band click the Edit band button and make the relevant changes.

Note: for details of how to customise the colours representing the hours bands see Chapter 8 Hours

categories on pagell3.

10.4.3 Additional payments tab

Click on the Additional payments tab on the work record to display information similar to the
following:

Hours breakduwn] Hourz Bands  Additional papments |Miscellanenus] Current shift changes]

Code | Dezcription Walue | D epartment | I:::untrac| Manager| Location
EXPEMSES Expenzes 125.50 M ]

This panel displays any specialised forms of payment received by the employee. For a further
explanation see Additional payments on page 102.

You can edit any part of this panel by clicking on the appropriate column.
10.4.4 Miscellaneous tab

Click on the Miscellaneous tab to display the following panel:
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Hours breakdown | Hours Bands].-’-‘-.dditiu:unal pavments  Miscellaneous | Current shift changes]

Maotes:

This allows you to record any additional notes alongside the employee's work record for the day.

10.4.5 Current shift changes tab

If you have made changes to a current shift, these changes will be displayed on this panel of the work
record. For more details see Current shift anomalies on pagel22.

10.5 Employee clock card

View an individual employee's clockings and work records for a particular week by clicking this icon:

@

Clock, card

The default clock card is for this week:

/# Clock card for BB2255: Greg Symonds E”E”‘S__q

Dizplay dates Current anomalies Unassigned clockings

E/ <nones E LCloze
to 22404/2007 <] {3 FPrint

Day |Shiﬂ |Elockings |BH |I]T1 |EIT2 |EIU |Heason |Ahs Code |Hours |Ehkd|Add |Edil|
Mon 16-04-2007 NORMAL 09:00, 12:00, 12:30, 17; 8:00/ 0:00 0:00 0:00 0:00

Tue 17042007 NORMAL | Fo0l o0 000 000U 730 (]

Wed 18-04-2007 MORMAL 08:59, 12:00. 12:22_17: 8:06 0:00 0:00 0:00 0:00 ]

Thu 19042007 NORMAL | "0l o0 o0 000 e a0 (]

Fri 20-04-2007 MORMAL 08:57, 12:00. 12:25,17: 8:04 0:00 0:00 0:00 0:00 []

Balance: -7.40 |Daily tokals: |29:5n 000, 000 oo | Paidabs| 000

Unpaid abs:|  59:30
Ruostered:| 37:30

To look at past weeks, select the required date from the calendar button in the top-left:

—

You can also use the arrows to change the date, so, to move back a week, click this button:

=1
The clock card contains each clocking made by the employee in the week, and the shift pattern for

each day. It also displays the number and the type of hours worked, as well as the number and type
of absence hours.
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Any days containing unchecked anomalies are highlighted in red.

The Unassigned clockings box above the clock card contains any clockings the employee has
made that have not yet been processed, and so do not appear on the clock card (usually, this will only
apply to clockings made on the current day).

Below the clock card, the totals of each type of worked hours and absence hours are displayed. The
Rostered box shows the total hours the employee was scheduled to work in the week.

Should you need to make any alterations to the clock card, this can be done in the same way as on
the Unchecked Anomalies form - either on the clock card itself (seeEdit on Outstanding
Anomalies form, page 112), or by clicking the button that appears in the Edit column and using the
Work record form (see Edit on Work Record form, page 115).

10.5.1 Hours breakdown

Right click anywhere in the clock card and select Setup from the menu. This will open the Clock card
setup form. Tick the Show hours breakdown option. The hours breakdowns from the work record
maintenance screen should now have been reproduced in grids on the main clock card screen as
follows:

A Clock card for BBB666: Ben Walker

Dizplay dates Current anomalies Unassigned clackings
0 Early leaving B Close
o 11032007 < | > & Prirt
Day | shift | Clockings [Bn |o11 0712 JOU |Reason |Abs Code |Hours |Chkd|Add |Edif
Mon 05-03-2007 MORMAL 09:00, 12:00, 12:30, 17; 7:30 0:00 0:00 0:00 000 []
" |Tue 06-03-2007 MORMAL 06:00, 12:00, 12:30, 17:10:30 0:00 0:00 0:00 0:00
wed 17-032007 NOTMAL I O R
Thu 08-03-2007 MORMAL 07:00, 12:00, 12:30, 18:10:30 0:00 0:00 0:00 0:00 ]
" |Frin9-03-2007 MORMAL 09:00, 12:00, 12:30, 17: 7-:30 0:00 0:00 0:00 000 []
Balance: 3:00 |Daiytotals: | 40:30) 000 000 000 | Padabs| 000
Unpaid abs:|  4:00
Rostered: | 37:30
whorked hours for Wwed 07-03-2007
Code D escription |Hours |Test |test |Manager|Location
EH B asic: & hours 4:30 E STR M S
Abzence hours for wWed 07-03-2007
Code D ezcription | Hours | Test Murmeric2 | Manager|
E Early leaving 4:00 g

Changing the row in the main clock card grid will update the data in the bottom grids to the hours for
the corresponding day. The grids can be resized by dragging the splitters above each one, and can
be sorted by clicking on a column header.

10.5.2 Check for hours change

Right click anywhere in the clock card and select Setup from the menu. This will open the Clock card
setup form. Tick the Check for hours change option. If turned on, this setting will warn if the total
number of hours for a day have changed during editing. For example, if Monday was selected, and
the number of worked hours changed from 7:30 to 8:30, the following warning would be displayed:
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ot

.:_) The tatal number of hourz on Mon 05-03-2007 haz changed from 7220 to 8:30. Are you sure you want to do thig?

oY | o ono |

Click Yes to make the update, or No to return focus to that day.

10.6 Current shift anomalies

Normal TMS processing requires that a shift is completed before it can be processed. In reality, this
means that the user cannot see the results of the processing until the employee has left work.
However, in some circumstances, it is necessary to be able to see this information immediately. For
example, you may need to see a list of who is late or absent for the current morning shift. You should
have all the morning clockings, so you simply need to check who the system has generated
anomalies for.

To allow current shift anomalies to be displayed, tick the Current shift anomalies box on the
General tab of the Maintain system preferences form.

When you open the Unchecked anomalies page, a highlighted line represents any current shift
anomalies, as shown in this example:

A% Quistanding anomalies (Department: 7)

Period Sort first by Sort next by Current day anomalies Current Employes
{+ Current onwards ? E:::oyee ; E"_;;:U.'r'ee Absence S;Tg%n;d;g; m nﬂ
C Previous [ 3] | - e [~ remaly FLEXDEY = = 8 E"ht
= = OFFICEDAY 4 outstanding anomalies
Employee Day | shift |Clockings |en |oT1 [o12 [oU |Reason |Abs Code |Hours |Chkd|
882255: Richard Symonds | Tue 17-04-2007 NORMAL 0:000 0:000 0:00 0:00 u 7:30 |:|
" |882255: Richard Symonds | Thu 13-04-2007 NORMAL 0:000 0:00 0:00 0:00 u 730 ]
882255: Richard Symonds  Wed 02-05-2007 FLEXDAY 0:00 0:00 0:00 0:00 u 800 []
| |882255: Richard Symonds  Thu 03-05-2007 FLEXDAY 0:00 0:00 0:00 0:00 u 8:00 ]
< ¥

The highlighted lines represent the employee's current shift. They are displayed as an unauthorised
absence anomaly (the Abs code is 'U") because the employee has either not come in to work or has
not clocked in.

A current shift anomaly functions differently to anomalies in shifts which have already been
processed. Because the current shift has not yet been processed, TMS has to make assumptions
about the rest of the shift. For instance, TMS assumes that all of the clockings that are not yet due to
be made (such as clocking out at the end of the shift) will be made on time.

The most important thing to realise about current shift anomalies is that if you try to alter any values

now (while the shift is still current) these values will override any corresponding values generated as
part of the processing.
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A% Quistanding anomalies (Department: 3)

Period Sort first by Sort next by Current day anomalies Current Employes
& Curment onwards | | &, EMPIo¥ES { Employee Lateness Nine, | M B e |
" Date (+ Date 02/08/2007 @ Print
s s E
C Previous [T 3] | - o g NORMAL & Fint |
2 il ADMINNIGHT 1 outstanding anamaly
Employee |Day Shift |Clockings |eH |oT1 [o12 [oU  |Reason |Abs Code |Hours |Chkd|
t000009: lan Hine EWed 02-05-2007 HORMAL 10:00. 12:00. 12:30. 17:00 6:300 0:000 0:00 0:00 L 1:000 |:|
< >

In this example, the employee has clocked in late, so a current shift anomaly is created. Here, 1 hour
of absence is generated and 6:30 worked hours.

If you decide to alter the standard hours back to 7:30, the standard figure for the shift, while the shift is
still current (maybe you will overlook the lateness), then no matter when the employee clocks during
the rest of the shift, the hours code that was changed will remain at 7:30, even after the shift is
processed.

If the employee were to leave 30 minutes early, a new anomaly would be raised but the number of
standard hours would remain the same:

7:30 standard hours
0:30 early leaving

10.6.1 Edit a current shift anomaly
There may be times when you wish to edit a current shift anomaly (e.g., if the employee has forgotten

to clock and you wish to add a clocking). Click the Edit button to display a form similar to the
following:
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A8 000004: David Watson on Fri 17-Aug-2007

10 Daily anomaly correction

processed. This may generate additional anomalies.

Additional payments ] Mizcellaneous ] Current shift changes ]

Anything entered on this form will overwrite amy value calculated later. Howewer, all other data may change when the wark record is

B=1ES

Clockings [Fange: B:00 - £:00)

Abzence hours

Wiorked hours Time |Dir |Parameters
Code Description |Hours |Department |Contrac|Manager| Location 1000 In
BH Basic & haurs 630 1 STP M M T 1200 out
N =T
17:00 (Ot

Code Description |H0urs |Department Ahsence |Manager|DetaiI|Wkd |
L Lateness 00 A1 1
8] Unautharised abs. 0o N1 1]

This form is different to the form displayed when you edit a processed shift anomaly because it does
not allow you to look at shift details. You are permitted to alter worked or absence hours, and to make
amendments to clockings. Make these changes in the same way as for processed shifts (see Edit on

Work Record form, page 115)

Click OK to save any changes you have made.
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11.1 Employee's planned absence

To add a planned absence for an employee, select Planned absence from the Employee menu.
Choose either Individual, for a single absence, or Repeat, for an absence repeated at regular
intervals.

11.1.1 Individual planned absence

The following form will be displayed, showing all previously planned absences:

Planned absences for 00001 3: Mark Wordsworth

Code |Descriptinn |Start |End |Detai|s |Duration [Dapsz) |Duratinn [Hrz] J kK. |
H Huoliday 18/08/2008 18/08/2008
| Holiday 23032007 2aOB007 X Cancel
:B Bank Holiday 20/04/2007 20/04/2007 E Frint
i, Authorized abs. 28/08/2007 28/08/2007 1.00 el |

=
[
o
=]

Haliday 12/09/2007  12/09/2007 .. | 100 7.24

J

Rules

Key: Flanned Mot rostered Group Fast Faszt group Zero hours

The rows with a shaded background in the above example show absences in the past, while those
with a white background are planned for the future.

Duration (Days) and Duration (Hours)

These fields display the length of time (in days or hours) for which an employee will be absent. This
allows you to manage your work roster more efficiently at a glance. It also allows you to know if you
have booked an absence which is not rostered. This is particularly useful for individuals on rotating
shifts.

Add a planned absence:

To add a planned absence for the employee, use the empty row at the bottom of the table. Click in the
Code column to display a drop-down list of absence types. Select the required type, and the
Description column will be filled in automatically. Click in the Start column to display the calendar
button:

o

which can be used to select the start date of the absence. The end column will then automatically
take the same date as the start, to signify a single-day absence. If this is not appropriate, i.e., the
absence is for more than one day, change the entry in the End column, also using the calendar
button.

If the absence is for part of a day, or on a non-rostered day, click the button in the Details column, to
bring up the Part day absence form:
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Part day absence E|
Wher J .......... o
~ Ersthalfofshit |

¢ Second half of shift K cancal |

" Either

« Full day

o

“y

T

Apply to shifk
fpplyta |First = | shift of day

Abzence each day [hon-working dayz]

0:00

Leave ag zero if employes iz niot
abzent on non-working days

(NB: Part day absences can only be planned for single-day absences.)

Select which part of the shift the employee's absence is planned for. If Either is selected, the absence
can occur at any point in the day.

When you have selected the part of the day, now choose the duration you wish TMS to record for the
absence, in the How long for section:

Exact half day - means the employee is to be absent for the full first or second part of the shift.

To/from main break - means the absence is either from the start of the shift to the main break
(usually lunch), or from the main break to the end of the shift. This can differ from the Exact half day
figure, particularly if the main break is not precisely in the middle of the shift.

Hours - select if the absence is for a set length of time, and enter the duration in the box provided.
If the employee has more than one shift scheduled for the day, select from the drop-down list which
shift the absence is to Apply to

Absence on non-working days

If an employee requests to be absent on a day in which they are not expected to work, their absence
can now be recorded via the 'Absence each day (non-working days') pane. This function is
especially useful if you have pool staff employed who have no set pattern of working, or staff
operating on a zero-hours contract.

If the employee does not have a roster, or if all the days in a selected holiday period are non-working
days, duration of absence in the main form will show as zero. By clicking the 'Hours' radio button, you
can now access the 'Absence each day (non-working days)' pane and manually define the total
number of hours associated with each day in the booked absence period, as in the image below:
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Abzence each day [non-warking daps)

7:30

Leave az zero if employee is not
abgent on non-working days

N.B. This option should ONLY be used where there has not been a roster defined for the period.

It is also possible to enter a single period of absence via the clock card and the absence profile; right
click within their main forms to produce a pop-up menu:

Recalculate day
Insert day
Merge with next day

apply calculations

Additional pavments. ..
Zhange absence period

Current shift modifications

Copy ko clipboard
Setup
&dd planned absences

Select Add planned absences. A window similar to the following will be displayed:

Add absence for, date range E|
Absence detais o 0K
Start date: | .| x Cancel
End date: | L]

Abzence: j
Diuration: 10:00 These are the hours for each

day of the abzence and should
QKLY be entered if the
employes iz not rostered for the
days selected.

After selecting the start and end date, the absence code and the duration, click OK to confirm the
period of absence. The system will create a period of planned absence which can be viewed
identically to any other planned absences. It will also reprocess any past days covered by the new
period of absence, and create new work records for that period.

11.1.2 Repeat planned absence

To enter a single-day absence that will be repeated at regular intervals (e.g., weekly training), select
Repeat and the following form appears:
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Multiple Absence §|

Base absence D | | ’&?—l
Help
fbs Code |l j
Holiday x Cancel

Date [24/01/2003 J Edit part day Employees to apply absence to

Repeat paramekers Ref Employee Name
Repeat every |7 davs % N 225566 J Dawson
Applies for |2 DCCUrences

Generated absences

Code |Descri|:ution |Date |Pt

In the Base absence section, enter the details of the first absence day in a similar way to entering a
single absence (see above). Select the absence type in the Abs code box, and select the date for the
first absence. If the repeat absence is for part of the day, click the Edit part day button.

The Repeat parameters section should be used to select how many times, and at what intervals, the
absence should be repeated. In the Repeat every...days box, select the interval between the
absences (e.g., if you are creating a weekly absence, such as every Monday for a number of weeks,
enter '7" in this box).

The Applies for...occurrences box should contain the total number of occasions the absence is to
be taken, including the first instance (so if the employee is to be absent for two consecutive Mondays,
enter '2").

When you have entered the details of the absences, click the Generate button:

[El Generate

The absences you have planned will appear in the Generated absences box below. If the absences
displayed are incorrect, amend the details that you entered to create them, and generate again.

The box on the right, Employees to apply absence to, displays each selected employee.

Click OK to save the repeated planned absence you have created, or Cancel to discard the absence.

11.1.3 Delete a planned absence

If an absence is no longer required, it can be deleted, as long as it has not yet been taken. Within the
employee's Planned absences form, click on the white arrow to the left of the absence to be deleted,
and this form will appear:
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Insert/delete entry

Cption

i Delete entry x Cancel

Select Delete entry, and click OK, and the absence will be removed.

11.2 Absence profile

This page displays all the absences the selected employee has taken in the past and planned for the
future, and allows you to add planned absences for the employee.

Absence profile

Click this icon on the Employee toolbar, and a screen like the following appears:

#8 Absence profile for 0000713: Mark Wordsworth

Colour key Setting:

n LCloze |
¥ Show planned absences Q Absence codes |
ﬂ FErint |
Year:|2DD? 5 Q Worked codes |
L Lateness |

- . Show absence
S Sickress-paid % Start month: IJ [ k.
i = I~ Show wark

£
=
-

S5 M T |W|T|F|S5

REE

ﬂ Wwied 25-Apr-2007
Cunent shzence period
23-Apr-0F to 27-Apr-07

H Holiday
3700 hours 5.0 daps.

Should you wish to view a past or future period, select the year using the arrows, and the start-month
from the drop-down list, in the highlighted area on the above form.

Make sure the Show planned absences box is ticked if you wish the table to display absence
periods planned for the future, as well as those already taken.

The different types of absence are marked by their absence codes, and appear in different colours,
identified by the key above the table. When the cursor is moved over one of the absence days, a pop-
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up box appears displaying the details of the absence. Days with more than one type of absence will
show details of each in the pop-up box.

The profile can display all types of absence and/or work, or some categories can be excluded. To add
or remove absence or worked hours categories, click the Absence codes and Worked codes
buttons. For an explanation of how to use these forms see Select available items on page31.

To add a new planned absence to the profile, simply click on the day the employee is to be absent
(this day must be in the future), and the Planned absences form will appear, with a new row
representing a single-day absence for the selected day. This can be edited in the usual way (see
page 125). To enter a multiple-day absence on the profile, click and drag the cursor from the start-
date to the end-date of the absence, which produces a Planned absences form for the dates selected.
This can then be edited if required.

Click on any past days in the profile if you wish to view the employee's clock card for that week, which
shows more details about past absence periods and worked periods. The clock card can be edited in
the same way as described in Unchecked anomalies (see page 111).

If you need to edit the details of a past absence, right-click on the required absence period to bring up
a menu, from which you should select Change absence period. The following form is displayed:

Edit absence period for 00001 3: Mark Wordsworth

&bzence between 08/03/2007 and 1040842007 gﬁf
Code B

Abzence codefd

Department

1
Abzence|l
b anager?| M

To select a new absence code, click on the appropriate column to activate a drop-down list; select a
new code and then click OK. The absence now appears in the profile with its new code. You can also
amend the appropriate TAS categories on the above form.

Statistics

To view the employee's absence statistics, click this button:

@ Statistics

The following table appears:
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/# Attendance statistics for 00001 3: Mark Wordsworth

Drizplay Faormat Bradiord factor Pri |
(* Hours and decimal [7.50) a i
" Dayz ™ Hows ) ] 21.00
" Hours and minutes [07:30)
0 b |
Code Degcription Periodz | Sun | ton | Tue | W'ed | Thu | Fri | Sat | Total
B Bank Haliday 3 0oo 2280 0.00 0.00 n.on 0.00 0oo 2280
H Huoliday 4 000 1480 2280 1540 1540 1540 000 a3an
E Early lzaving 14 000 2378 0.7s 1.00 0.a0 050 000 2680
L Lateness 7 0.00 n.on 075 0.s0 0.s0 0.25 0.00 200
5 Sickness - paid 2 n.ao 7.40 0.00 T.40 7.40 740 000 2960
| TOTALS: | an 000 BEFS 2430 2430 2380 2355 000 184.70

(The statistics are calculated for the twelve-month period selected for the profile, and only include the
absence types that are shown on the profile. Only processed absences are taken into account, and
not planned future absences).

The table shows the occurrence of each different type of absence, with the Periods column showing
the number of absence periods for each type (e.g., a two-week holiday would be treated as one
absence period, as would be a single occasion of lateness).

The actual amounts of absence can be calculated either in days or hours (if Hours is selected, also
choose whether to display hours and minutes or hours and decimals).

To the right of the table, the Total column contains the total amount of each type of absence taken by
the employee over the course of the year.

The Totals row underneath the table shows the total amount of absence taken on each day of the
week, with the total amount of absence shown in the bottom-right corner.

11.3 Planned absence for range
11.3.1 Individual absence for range

This function is useful when entering a day such as a Bank Holiday, when all employees may be
absent, or a training day which affects a particular group of employees.

Select Planned absence for range from the Mass change menu, and the following form will appear:
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Planned absence for, a range of employees E|
Auctiorn General abzence Qﬁ? Apply
+ Add (" Remove Apply to grouplz] [
X Cancel

Dretailz

Absence code: | ﬂ Part-day abs.
Start date: |03/05/2007 .|

Erddate: [03/06/2007 __| 0 Hep

Drescription: |

Special day

[ Make special day -]

Add a planned absence
When adding a new absence, ensure that the Add radio button is selected.

Select the required Absence code from the drop-down list, and enter the start and end dates of the
absence. Tick the Part-day abs. button if applicable, and you will be able to use the same Part day
absence form used when entering an absence for an individual (see page 125).

If the day's work rules are to be different to those of a normal day, tick the Make special day box.
You are then able to select a code from the list of all the special days that have previously been set

up.

Tick the Apply to group(s) box if you wish the planned absence to be automatically added for any
employees who join the system in between the current date and the date of the absence, provided
they are within the range selected. The absence will also be added to employees who move to new
areas of work where the absences may/may not apply.

Click Apply, and you will see the Select range form, which allows you to select the employees who
are to be absent (see page 28). Complete this form, and the planned absence will be added to the
system.

If you have selected the Apply to group(s) option the following form should be displayed when you
click Apply:

Select group type E|
Please select ﬁ;?' g

-]
X Cancel

You are required to select the group type for the absence to be applied to. Click OK and the following
form should be displayed:

132



11 Employee absence

¥ Select valid E| [El [5__<|

Awailable Selected Q{Y
Accounts m—
Adrmin x Cancel
Factary -
W arehouse

Projects —
Support b
Hardware —_—
Developrent

Sales —_—

[ u R w s R R p B ) R S T R o R

Valid groups can be selected on this form. This list will then be used to apply the General absences
to the individual employees. In this way new starters and employee who move between different
areas in the business will pick up the absences associated with their areas at the time.

Those absences added as group absences, with the box
planned absence list where they apply to the employee. However they will be highlighted (blue) and
will only be read within this option:

Planned absences for 000017: Tim Blackmore | |

£

Code |Description |Stalt |Enl:| |Detai|s |Duration [Drapsz] |Durati0n [Hrz] &? kK. |
H Haoliday 18/08/2006 18/08/2006
s Authorised abs. | 07/08/2007 07 /082007 K _Concel
e Authorised abs. 21/08/2007 21/08/2007 1.00 724 {3 Frint
H Holiday | 21/08/2007 . |10 724
— - D Help
Rules
Key: Flanned Mot rostered Group Past Faszt group Zero hours

In the example above, the bottom row is a general absence included using the new method. This
absence is shaded darkly and cannot be edited. The other absences only apply to this employee; the
first two are in the past (lightly shaded background) whilst the third is in the future. The checking
applied to this list for overlapping absences only takes into account the personal planned absences
and does not include any general absences. This checking will be performed later.

Maintain general absences

This option allows you to alter or delete any general absences created through the Apply to group(s)
function on the Planned absence for range form.

Select Maintain general absence from the System menu. A form similar to the following should be
displayed:
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A Predefined General absences

Description |H0urs Code |Start Date |End Drate |Add.-"F|emove |Absence hours |Selecti0n Criteria |AII aroups 48" [oese
Authorised abs. & 21/08/2007 21/08/200 & 0:00/ 00.DEPARTMENT M

oliday 21/0 2 07 I:I:I:II:I| O0D.DEPARTMENT 1 g @ Modify
& [elete

Pririt

To modify a general absence, click on the appropriate grid in the above table and then click the
Modify button. A form similar to the following should be displayed:

Predefined absence

Dretailz

Absence code: |A ﬂ Part-day abs.
Start date: [12/04/2007 .|

End date: [12/04/2007 .|

Dezcription: |.-'1'-.uth|:|ri$e-:| abs.

Selection Departrment:

Click the Selection button to the list of groups for the general absence to be modified if required.

Remove a planned absence

To remove a planned absence that has previously been entered, tick the 'Remove' box instead of
'Add'. Select the same absence code and dates as for the original absence, and click Apply.

Then, on the Select range form, pick the range of employees to remove the absence from. To
remove the absence from all employees, pick the same range as was originally selected when adding
the absence.

To remove the planned absence from some employees, while retaining it for others, use this form to
select only the employees to be removed. For example, if an absence was originally entered for all,
but one department will not be absent, select just this department on the Select range form. The
absence will still apply to the employees in the other departments.

11.3.2 Repeated absence for range
Select Repeated planned absence for range from the Mass change menu to enter a regular

absence for a range. First select the employees using the Select range form (see page 28). You are
then taken to the following Multiple absence form:
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Multiple Absence g|
Baze absence
0w | [ ]
Abs Cods =l
Holiday X Cancel
Date |21/08/2007 J Edit part day Employees o apply absence to
Repeat parameters Ref Employee Name >
naoont [ Hughes
Fepeat every |7 days % Gererate |
Applies for |2 OCCUrEnCes . toooo2 B Harper
0aoaoz A Peterzon
Generated abzences
— 0oooo4 D Watson
Code | Description | Date | Pt -
0aoa0s E Davies
| - |ooooos J W andsworth
oaoaoy 3 Strauss
oaoaos H Mazon
onooons | Micholaz
oooo K. Chiztophers
" |ooooi3 M Waordswarth .

This is the same form as that used for entering a multiple absence for an individual employee. For
details, see Repeat planned absence, page 127.

11.4 Error messages and warnings

There are two common error messages or warnings which appear when entering planned absences
to the system.

Adjust absences for overlap

The following warning may appear when you click OK to save your changes to the employee's
Planned absences form:

Confirm P§|

\-‘{/ Adjust abzences for overlap? Any abzences that tr to completely overlap a 'static'
abzence will be ignored.

%ov=] nowe |

This means that one or more of the absence periods that have been entered overlaps with another
(either another period that has just been added, or one that was entered previously).

Click Yes, and the system will automatically adjust the absences. This means that, if the overlapped
period has two different absence codes entered, the most recently entered will be saved.

For example, you have previously entered an absence on the 3rd of the month with a code of
"Training'. You now enter an absence from the 3rd to the 5th with a code of' 'Holiday'. If you allow the
system to adjust the absences automatically, the original "Training' absence will be cleared, leaving
the 'Holiday' period from the 3rd to the 5th.

Click No, and you will have to adjust the absences manually. You will not be able to save the form
until the overlap has been removed.

NOTE: System administrators can use the system preferences to set certain codes to be 'static’,
meaning they will not be overwritten in this fashion. For example, Bank Holiday may be a 'static'
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absence type in your system. This allows a holiday absence to be entered for a full week in which one
day has previously been set as a Bank Holiday, and the Bank Holiday will be retained, with the
holiday period applying to all the other days in the week.

Start date is after end date

@ Start date iz after end date

If the end date of the absence period you have entered is after the start date, the absence cannot be
saved. Change the absence so that it has the correct details and then save.

11.5 Approve Hours

The Approve Hours form allows you to view, edit and approve the hours worked by employees. It
also allows for examination of any existing anomalies within an employee's work record and better
management of that work record. To access the Approve Hours main form, select the Approve
Hours button on the toolbar of the TMS main screen, as highlighted in the image below:

## Mitrefinch Time & Attendance - MASTER: MASTER
File Employee Group Masschange Diary Letters Badges Reporks Admin Other Launch Tools  System  Help

j 00001 8: Mark Patrick ¢ v Q [% @ [Department « Personnel ref] @
Previous MNext Find Refresh employee Selection options Exit
% O 6&1 @ St |Persorined ref |
Employee details  Clock card  Recent clockings  Absence profile  Entitlernents
Current department: | J Adrin

& B W B @ o5

Future work planner  Unchecked anomalies  Skills matrix  Onsitefabsent list  Summary list  Authorisation list  Group absence profile  Group clock card| Approve hours

Employes count { All employees ) 1 21 Roster: AYAIL Access Group: <none> Warl rules: SHOP

Once selected, this will display an option to allow you to select the dates for which you wish to view
employee's work hours:

Select date range for hours approval [‘$_<|

" Previous Period ™ iCunent Period " Custam

[ Adjust hours

The Previous and Current buttons will load work records in the period range specified in each
employee's profile. The Adjust Hours tick-box will show the adjusted weekly totals against totals
instead of the cumulative hours against employees where this is applicable.

The Custom option allows you to specify the same date range for every employee:
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x]

Select date range for hours approval

" Previouz Period ¢ Current Period * Custam

Start date: |

-
End date: | J

After the OK button is pressed, an extended select screen will be displayed. This allows for a
selection of employees, ranging from an individual to an entire department or range of departments:

Select range E'
Employes selection J (]
i Single Al {* Hange " Egtended x C |
ance

Select by
Cl
\Department | M

Department range

Start: ﬂ Accounts

End: |EI ﬂ Sales

After a range of employees has been selected, the main approval form will be displayed, similar to the
one shown below:

# Hours approval

Employee Name
000008: H Masan
000013: M ‘wordsworth
000017: T Blackmare

BH 072 ot A |L
Totals: |40:08 0:00 0:.00 000 0:.00
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This screen shows the amount of hours accrued by each employee in each of the selected hours
categories. If you wish to change the hours categories that are displayed, this can be done by clicking
the 'Setup' button on the far right of the form.

N.B. If a Setup button is not being displayed, it is possible that it has been disabled by your system
administrator. To see if this is the case, go to the Approvals tab of the System Preferences form,
and tick the Allow Setup box.

Each employee line has a status, which will be one of the following:

No Approval (blank space) - None of this employee's work records have been approved. They can
be approved by clicking the Approved checkbox.

Approved - This employee's work records have all been approved. Once a work record has been
approved it is locked and the employee line will appear in the colour specified for approved hours in
System preferences (see below).

Part Approved - Some of this employee's work records have been approved already. In order to see
which records are outstanding, double-click on the relevant employee row to display a screen similar
to the following:

#8 Hours Approval for employee 444444: Peter, Walker, EJE|S|
Date Shift EH 072 071 A L |Approved |
kan 30 Apr FLEXDaAY 8:00 0:00 0:00 0:00 0:00
Tue 01 May  |FLEXDAY %30 0:00 000 000 0:00 X Cancel

Approve Al
EH |DT2 |DT1 |£« ||_ |
Tatals: 1730 0:.00 0:00 0:00 .00

Outstanding Anomalies - There are work records in the specified range which have outstanding
anomalies. Double clicking the relevant line will show the breakdown for this employee, with
anomalies highlighted, as in the image below:
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## Hours Approval for, employee BB2255: Greg Symonds

Date Shift EH |DT2 |DT1 |g ||_ |Appmved | 7o

Maon 16 &pr NORMAL 2:00 000 000 0:00 00
Tath WL __m  ow oo o X cemi|
“Wed 18 Apr NORMAL : 0:00 0:00 0:00 0:00

Fri 20 Apr o0 000 0:00 000

EH | oT2 |DT1 |A | L |
Toatals: 24:10 Q.00 000 0:00 000

Double-clicking on an anomaly in the hours breakdown will allow you to edit the work record:

A8 Work record for 000001: David Hughes on Mon 12-Mar-2007

Shift Anomalies J oK

FaCTDAY ﬁ Chg Lateness
E:00 - 16:00 Early leaving
Day Factary B Edt Checked W m

Other @ Range
roster: SHOPSAT

Reazon
5td hours: [3:30 | (2 beb

Hours breakdown ] Haurs Bandsl Additional payments] Miscellaneousl Current shift changes] - A 1:30-115)
ockings [Range: 1:30 - 1

Worked hours Time: |Dir |Parameters
Code |Description |Hours |Department |ContraclManager|Location | 0540 |iin)
EBH + | Basic & hours w22 0N STP Y [E T 1z [Out]
EERE
1400 (ow

Abzence hours

Code Description |H0urs |Department Ahsence |Manager|DetaiI|Wkd |
L Lateness o281 a Ay

E Early leaving 200 N1 0 N

iy wikd ‘ i3 hbs ‘

Once you have returned to the main form and approved the relevant employee hours, the OK button
can be pressed to make these changes permanent. This will write an audit log for each work record
approved, and then lock those work records so that no further alterations can be made.

N.B. If you do need to change a work record after it has been locked, you may unlock it via the

Unlock button on the Work Record Maintenance screen. At this point an audit log will be created
showing that the work record has been unlocked.
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System Preferences

Ticking the Allow Setup checkbox in the Approvals tab of the System Preferences menu will allow
the Setup button to be seen on the main Hours Approval form.

If the Auto-email option in the Approvals tab is ticked, the system will display an email window with
an export of the hours that have been approved attached:

Hours approval
[v Allow zetup
[v Auto email

The Locked day colour button determines the colour of the rows that are marked as 'Approved' in
the main Hours Approval form, employee breakdown and clock-card; the button is located in the
Colours tab of the System Preferences form, as highlighted in the image below:

A8 Maintain System Preferences

Auto [d ] E-Mail ] ClockCard } Authorizations ] Flanner ] Planner report ] Flanner Data ] Task Planning ] Planner budget ] Approvals ] Graphs ] Bradford report ]
General ] TS Access control ] TMS ] HR manager] EI_Iockings] ﬂistory] Erocessing] Maming  Colours lﬂbsence] lnterface] Tooll_:ar] lerminal] Web ] TAS Kiosk]

F Ok
. LCurrent shift
X Cancel
Whorking day LCurrent zhift modifications
HMon-working day . Unprocessed clockings
. - . D Help
Ayailable for work day Mon-original clockings .
Copy to sites
Abzence Lieu daps .
Shift display day . Processed M Day
Drefault Anomaly Colour . Locked

Highlighted clockcard columns: |

|
N

Coloured hours columins: |
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Any HR or Personnel department will know how important it is to have a facility that allows for the
automatic generation of letters for all or a range of employees.

Using WIinTMS, you can generate letters from pre-defined templates. These templates are usually set
up by the system administrator, meaning that all you have to do is to select which employees the
letters should be generated for. Letters can be generated for individual employees, or for any required
range of employees.
The letters can be printed or emailed, and a copy can be kept on the system as well.
Note: the letters function will only appear in WinTMS if:

1. You have a license for HR Manager

2. You have a WIinTMS license with 'Letters' specified.

If you have the letters option due to option 1 then it will only display for HR employees. If it is due to
option 2 then TMS and HR employees will be available.

12.1 Print letters

When printing letters, use the Print set up button to make sure that the letter will be printed to the
correct printer, and that the settings are as required.

12.1.1 Print a letter for a single employee

First, ensure the relevant employee is selected in the Employee drop-down list.

Select Single letter from the Letters menu. A table like this is displayed:

COMT Termz and Conditiohz B Llose

Print letters

MATLEAWE  Matemity Dates Calculation Form E Frint
MATHOT E'WC and M aternity Leave Matice form and other azsociated =30 E-mail
MEMDO Standard Memo Header ——
OFFER Staff Offer Letter 1

PAYINC Pay Change Confirmation
RETIRE Retirement letter

5T 3 Maonth Probationary Review Frint zet up
STIC Probationary Review Confirmation
STATRED | Statutory Redundancy Calculations "

Select the required letter and click Print.
The system searches the system for the selected employee's details and inserts the relevant

information (name, address etc.) into the letter. The relevant letter will then be displayed so it can be
checked.
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e 4 g0 ] X oo |
T A ~e=W=]0=]® z U 2%a, = : E

L unlLl.g.L.gqu.w|q_|||5ul_|

£y

e

3/ Frint this letter for employes 000006: Felicity Turmer

[~ Record letter

This document sets out the terms and conditions of employment which are required to be
given to the you under section 1 of the Employment Fights Act 1996 and which apply at the
date hereof.

[ T T T T T I ™ T T e T I o S T I s IR R

[l
|

If necessary, the letter can be modified at this point. Move the Confirm print box out of the way and
make any necessary changes.

Before you print the letter, choose whether or not the letter should be recorded. If you tick the Record
letter box, the letter will be saved to the employee's Files page (see page 53 for details).

Now click Yes to print the letter.
A pop-up box informs you when the process is finished.
12.1.2 Print a letter for a range of employees

Select Print letters from the Letters menu and you will see the same Print letters form as used for
printing a single letter (see above). Select the required letter and click Print.

The Select range form will be displayed, allowing you to choose which employees the letter should
be generated for (for details, see Select range, page 28).

NB: Some letters may have additional selection criteria set up within the template (e.g., the letter may
have been set up to be sent to any employee over the age of 30, or may only be sent to current
employees). When you select the range, HR Manager will check through all employees within this
range and only create a letter for those who match the selection criteria.

Once the required range has been defined, the letter will be displayed for the first employee in the
range and a box will appear with a number of options:
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ck £
A oW -f0xB 7 U a®a; &

L q...1.|.2.|.3.|.4.|.5.

£y

2 Ke D R .
Fulfo \_:/ Frint this letter for employee 000001: Tim Anderson
[~ Record letter
Y02
& o | B one | 4 svor |
03052007

Dear Mr Anderson,

Notification of proposed retirement date

[ T T T T T I ™ T T e T I o S T I s IR R

[l
|
[IE4

Move the box out of the way if the letter needs to be amended in any way.

As with printing a single letter, ticking the Record letter box retains a copy in the employee's Files
section (see page 53). There are four buttons on the form:

1 Yes - if you click this, the letter will be printed for this employee, and then the letter for the
next employee in the range will be displayed, with the same Confirm print box. This allows
you to check individual letters before printing.

1 All - click this and the letter will be printed for this employee and for all other employees in the
range without the Confirm print box being displayed again for the other employees.

1 No - click this if you do not want to print the letter for this employee. The letter for the next
employee in the range will then be displayed, with the same Confirm print box.

1 Abort - click this if you do not want to print the letter for this employee, or any other
employee, as you will return to the Print letters table.

12.2 Email letters

Note: You can only use this function if your system uses Microsoft Outlook or Outlook Express.
12.2.1 Email a letter for a single employee

First, ensure you have selected the required employee on the Employee drop-down list.

Select Single letter from the Letters menu. The same Print letters table appears as that used for

printing letters. Select the letter you wish to send and click on the Email button. The selected letter
will appear, together with this form:
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X

Confirm e-mail

\_?/ E-mail this letter to emploves 000001: Tim Andersan

[ Record letter

E -mail detailz

Address ||

[w Default to office e-mail

Subject |Hetirement letter

Mesrzage

¥ s | o o | B Mo | o |

You can check the letter before sending, and make any amendments if necessary.

If you tick the Record letter box, a copy of the letter will be saved to the employee's Files page (see
page 53 for details).

Depending on your settings, the employee's email details will be entered automatically, although this
can be changed if necessary. The letter will be sent as an attachment with the email, and you can
enter a message to accompany the document, if you wish.

Click Yes to send the email, or No to cancel and return to the Print letters table.
12.2.2 Email a letter to a range of employees

Select Print Letters from the Letters menu. Select the required letter, and click on the Email button.
You will then see the Select range form, which should be used to select the employees to receive the
email (see page 28 for details).

You will see the Confirm e-mail box, which works in the same way as for emailing a letter to a single
employee (see above), except there are four buttons at the bottom of the form:

1 Yes - if you click this, the letter will be emailed to this employee, and then the letter for the
next employee in the range will be displayed, with the same Confirm e-mail box. This allows
you to check individual letters before sending.

1 Yes to all - click this and the letter will be sent to this employee and all other employees in
the range without the Confirm e-mail box being displayed again for the other employees.

1 No - click this if you do not want to send the letter to this employee. The letter for the next
employee in the range will then be displayed, with the same Confirm e-mail box.

1 Abort - click this if you do not want to email the letter to this employee, or any other
employee, as you will return to the Print letters table.
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12.3 Point in time letters

Some letters may have been set up to display information for a particular point in time (i.e. historical
or future information can be used in the letter instead of current data). For example, you may wish to
run off letters today which are not due to be sent out until the following week.

If, when you click on Print, this form is displayed, you are printing a 'point in time' letter.

Enter, " point in time™ date

Enter "'point in time" date  |[IEEE I

Select the required date and click OK.
Now print the letter as normal.
12.4 Letters referring to multi-line records

Some letters may have been set up to display information from multi-line fields (e.g., Qualifications).
After you have selected the range of employees, a prompt like this appears:

Select Review range FS_<|

Start value: [01/01/2006 o 0K

x Cancel

End value: (3141272008 .|

In this case, employees will be selected based on the date they gained a qualification. You must
simply select the Start value of the range, and the End value of the range. This letter will be sent to
all employees who were awarded a qualification in 2006.

When the required range has been selected, click OK and then proceed in the normal way.
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13.1 Maintain diary

The diary function on the system is a reminder system, which can be set up to display messages at
relevant times. Your system administrator will have set up diary definitions, which generate diary
entries automatically. These will remind managers when an employee is due an appraisal, long
service award, pay rise or other appropriate event. Any other messages can be entered manually,
and will function in the same way.

Usually, most managers in an organisation will have a diary, as may supervisors, department
coordinators and similar. The system administrator will have decided whose diaries you are allowed to
access.

Note: the diary function will only appear in WinTMS if:

1. You have a license for HR Manager
2. You have a WIinTMS license with 'Diary' specified.

If you have the diary option due to option 1 then it will only display for HR employees. If it is due to
option 2 then TMS and HR employees will be available.

To view a diary, select Maintain diary from the Diary menu. A Select manager table will appear,
listing all the managers whose diaries you are entitled to access. Select the required manager and a
form like this is displayed:

B Diary for 000001: David Hughes between 22/06/2007 and 20/10/2007

[ Wiew completed diary entries n LCloze
Jv Enable reminders Minirize

Day |Date |Fr0m |T0 |N0tes Type Email reminder Email sent |D0ne {:: Add
Fricay OR/07./2007 300 10:00 Pay review with 5 Jones td M M M @ Edit

- Thurzday 2370872007 1000 12:00/ Management mesting ] M M M & Delete
Monday 27082007 1000 1700 Interviews ] M M M

Each row shows a separate diary entry. The entries are colour-coded according to whether the action
is dated for a past day, today, or a day in the future.

The diary will only display entries within the period set in the System preferences. By default, this

includes 60 days in the past and 60 days in the future. To change the dates between which diary
entries are shown, click the Dates button to show this form:

146



13 Diary

Enter, a date range

To: |03/410/2007 —

Select the required start and end dates, and click OK. The selected date range is shown on the title
bar of the form.

If the View completed diary entries box is ticked, the diary will display completed and uncompleted
entries. If it is not ticked, only those that have not yet been completed will be shown.

When Enable reminders is selected, a pop-up box will automatically inform you at the time when a
diary entry is due, or if an entry has become overdue.

To view a different manager's diary, click the Manager button. You can then select from all the
managers whose diaries are accessible to you.

13.1.1 Diary entries
Each diary entry contains the following information:

1 Date - this is when the entry has been set to inform you of a pending event. For example, if
you have asked to be reminded of pending retirements, the diary entry may be a month
before the actual retirement date, allowing you to take the necessary action.

1 Time - not entered for automatic diary entries, but can be entered manually if required. If no
time is entered, you will be reminded whenever you open the diary on the correct date.

1 Notes - this is the message generated for the automatic diary entry. For manual entries, you
can write a message in this box.

1 Type - the code is shown for the relevant type of diary entry.
1 Done - whether or not the entry has been completed.

To update or amend an entry, click the Edit button. The entry will be displayed like this:

147



13 Diary

%)

Edit diary entry

Date: [06/07/2007 | Friday 6 July 07 o OK

Skart time: |3:00 x Cancel
Finizh time: |10:00

Motes: |Pay review with 5 Jones

E Frint
D Help

Tupe: | | anual
|E mail reminder M+ |
Done: B =]

To record that a diary entry has been completed, change the entry in the Done box to Yes. On
clicking OK, the entry will be registered as done, meaning that if View completed diary entries is not
ticked, the entry will no longer appear on the screen.

If necessary, you can edit any other details of the diary entry on the above form.

To add a manual diary entry, click Add, and enter the required details on the same form as shown for
editing an entry.

13.1.2 Synchronize with Outlook

Depending on your settings, the diary may have a Synchronize with Outlook button. This feature
allows all diary entries to be replicated in the Tasks section of the manager's Microsoft Outlook
account. The manager can then deal with tasks in a manner which may be more familiar. However,
completing tasks in Outlook does not set them as 'done’ in the system, so if Outlook is used as the
main reminder system, you may wish to set all tasks as 'done’ in the system as soon as they are
synchronised with Outlook, to avoid duplicating effort later.

13.1.3 Clear entries

NB: Entries cannot be viewed again once deleted. However, the diary entry is still held in the
database until it is old enough to be deleted by Autotask.

To delete a diary entry, select the entry and click the Delete button. Then confirm when prompted.

Alternatively, you can delete all entries before a certain date. Click the Clear button to display this
box:

Clear entries

Clear entriez befare. ..

Select the required date and click OK. All entries in this manager's diary, prior to the selected date,
will be deleted.

148



13 Diary

13.2 Delete diary entries

To clear the diary of all entries of a particular type, select Delete diary entries from the Diary menu.
You will see the following form:

Delete entries for diary type &|

o Ok 2

x Cancel

Delete entries for diary pe: | ﬂ

on or after date; |04/05/2007 .|

This form allows you to delete all diary entries of a certain type after a certain date. Doing this allows
the entries to be properly replaced, whereas simply marking the entries as 'Done" will only remove the
entries from view, not allowing them to be overwritten.

This function might be used if you are deleting a type (definition) of diary entry that is no longer
needed. The deleted diary entries will be regenerated by Autotask if no changes are made to the diary
definition.

Use the drop-down list to select the type of entry you wish to delete, and enter the date after which
entries of this type should be deleted.

Then click the Delete button, and confirm when prompted that you wish to complete the action. All
diaries will be cleared of this type of entry from the given date.
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In order to give information on screen regarding hours worked in the current pay period, flextime
balances and recent anomalies, TMS maintains a series of dates indicating the start of the previous
and current pay periods, and the expected start date of the next period. These dates are also used by
reports.

The system will only be able to make use of these dates if it has been informed, something which
must be done manually. It is advisable to update the period end dates before employee information is
sent to the payroll. All sets of work rules, or employee profiles, use separate dates, so must be
updated individually.

To view and make any changes to period dates, select Period ends from the Admin menu, to
produce this table:

= Period Ends E| @| PE|

File Other Help

Select zet of work rules

COMPFLE 01-04-2002
COMFLE 01-05-2002
FACTOE 01-03-2002
FLEXEM 27-02-200¢
MANAGE 01-03-2002
SHOF 31-07-2006

[v Check anomalies

Start new period

Edit penod dates

Period cut-off

Your form will display a list of the profiles (sets of work rules) that will have been set up previously by
the system administrator. The date relating to each set of work rules is the start date of the current
period.

14.1 Start a new period

When starting a new period, first choose whether or not to tick the Check anomalies box. If ticked,
you will be informed, before the period end procedure is completed, if the period has anomalies
remaining for employees on the selected work rules. You will then be able to deal with the anomalies
prior to completing the period end process.

To start a new period, select the required profile and then click the Start new period button. This
form will be displayed:

Start new period - check dates P§|

Mew period start date: | [N '5;? OF.

Cancel
Following period start date: [07/05/2007  ___| X Carcel |
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If the start dates entered automatically for the new and following periods are incorrect, replace them
with the correct dates. Click OK to start the new period. If the dates entered are invalid (e.g., the start
date for the following period is before that for the new period, or the start date for the new period is in
the future) an error message will be displayed, and you must correct the dates.

The system will now update the period ends. If any anomalies are found (and you have ticked the
Check anomalies box), a warning message will be displayed like this one:

@ 4 records checked.
3 anomalies found.

Ahbort update?

e 1 o |

Click No if you wish to continue the update anyway. However, if you do not want to continue with the
update while the period contains anomalies, click Yes to abort, and then check the anomalies in the
usual way (see Unchecked anomalies, page 111, for details), before returning to the Period ends

function later.

14.2 Edit period dates

If the dates for the current or previous pay period are incorrect, you can correct them on the same
Period ends form as used for starting a new period (see above). Select the required profile, and then
click the Edit period dates button. The following form appears, showing the start dates of the
previous, next and current periods:

Edit period dates for profile COMPLE

F oK
X Cancel

Edit extra dates

Fresvious pay period started ar: |EI‘I A 042008 J

Current pay period started on: | (RIS J

Mext pay period starks on: 0741242006 J

D, Help

Use the calendars to change the start dates for the previous, current or next periods. Click OK to save
the new dates.

14.3 Period cut-off

Select a work rule and then click the Period cut-off button to display a form similar to the following:

Previous period cutoff

{o" Allowvs modifications to previous perod data

" Allow modifications to previous period data

Pernods ta modify

" Stop modifications to previous penod data
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This option allows you to allow or disallow modifications to the data for the previous pay periods. For
example, if you choose to Stop modifications to previous period data, users without access to the
Period ends option will be prevented from making amendments to the previous pay period.
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15 Overtime reconciliation

Overtime reconciliation is used to enable any overtime worked by employees to count as normal
hours if they have worked insufficient normal hours in the period. For example, if an employee is
scheduled to work a 37 hour week, but actually worked 35 normal hours and two overtime hours,
TMS can be set up to automatically adjust the hours - the two overtime hours will make up the two
lost normal hours, and will therefore be paid at the normal rate.

The hours categories to be automatically reconciled by TMS will have been set up previously. Contact
your system administrator for details as to whether your system is set up to allow overtime
reconciliation.

Reconciled hours appear in two areas of TMS - on an employee's clock card, and on certain reports
that use the WRADJ function (see the TMS Report Writer User Guide for details).

15.1 Overtime reconciliation on employee clock card

On the clock card, the reconciled hours are highlighted at the bottom of the form as Adjusted hours.
An example of a clock card with adjusted hours is as follows:

A8 Clock card for 000017: Tim Blackmore {current period)
Display dates Current anomalies Unassigned clockings

= <none> Fii 16-Mar-2007 0500 ~ By Ciose
Fri 16-Mar-2007 12:00

ta D6/08/2006 <o Fri 16-tar-2007 12:29 ¥ @ Frint

D, Help

Day |Shiﬂ Clockings |BH |IJT1 |IJT2 |I]U |Heasnn Abs Code ‘Houls |Dail_v ‘Hun |[2hkd|Add |Edil|
Mon 31-07-2006 SHOPDAY 09:00, 12:00, 12:30. 17: 8:00 0:00 0:00 0:00 0:000:30 0:00 [ |
" |Tue 01-08-2006  SHOPDAY 09:00, 12:00, 12:30. 17: 8:00 0:00 0:00 0:00 0:000:30 0:00 [ ]
" |wed 02-08-2006 SHOPDAY 09:00, 12:00, 12:30. 17: 8:08) 0:00 0:00 0:00 0:000:38 0:00 [ ]
" |Thu 03-08-2006  SHOPDAY 09:00, 12:00, 12:30. 17: 8:00 0:00 0:00 0:00 0:000:30 0:00 [ ]
" |Fri 04-08-2006 | SHOPDAY 09:00, 12:00, 12:30. 17: 8:00 0:00 0:00 0:00 0:000:30 0:00 [ ]

[ aily tatals: 008 0000 000 oo Paid abs:|  0:00
Adjusted totals: | 3730 0:000 238 0:00 | Unpaid abs:|  0:00
Rostered:| 37:30

worked hours for Mon 31-07-2006

On the above example, the employee has been credited with working 40 hours and 8 minutes in the
week. However, he was only rostered to work 37 hours and 30 minutes. The Adjusted totals row
shows that his overtime has been amended to OT2, double time, because it was outside of his
standard shift.

N.B. There is a flag to indicate if an absence code counts as work for purposes of reconciliation. It is

altered via a check-box on the Modify Absence Hours screen, found via Hours Categories in the
System menu. This flag is automatically set to be the value of the Paid flag.
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16 Future Work Planner

To view the future work planner, either select the option from the Group menu, or click this icon on
the Group toolbar:

&

Fukure work planner

The future work planner always opens on the planner tab, showing details of the selected
department's shifts for the current week.

There are up to five panels on the future work planner, which you can switch between by clicking the
tabs at the bottom of the form:

1 Planner - this panel is the main area, and will always be shown when the planner is first
opened. This is the tab used to make most changes to employees' rosters and shifts.

1 Employee pool - this panel can show any employee pools you have set up, and is used if
you need to move available employees from pools to your selected group temporarily.

1 Rules - this panel shows how well your rosters and employees' work patterns comply with
any group rules that have been set up.

1 Information - this allows additional data to be shown on the planner.
On the work planner you see, you might not see all the panels. The Employee pool panel will only be
shown if there are any pools set up on your system. To show the Rules panel, right-click anywhere
within the planner to open up a menu, go to the Show sub-menu and tick the Rules option. This will
then display the Rules tab.
16.1 Planner tab

The planner panel is the main section of the future work planner. This may be the only panel that is
shown on your system, depending on how your system has been set up.

The planner always opens with details for the current day showing:
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16 Future Work Planner

A% Planner for Monday 04 February 2008 to Sunday 10 February 2008 (Department: 67..67)

ek commencing Current employes <planned s Wiew Default action n Close
n4/02/2008 =] Mor 04-Feb-08  Dawson, 1 Fiever to roster + weekly 0+ Shift
Refresh
< | = Apply Curtent shift " Daily (" Planned TAS clockings 1 Bofres
™ Manthly ™ Assumed TAS clockings Print
< = | - IB -
" Custom |14 Fdays ||
D Help
Home: 4 employees | hon 04-Feb Tue 05-Feb ‘whed 06-Feb Thu 0F-Feb Fri 08-Feb Sat 03-Feb Sun 10-Feb |
7BGB7E: T Anderson : [ 1| N [ 1| [ 1| [ 1| . B
BB587E:J Knight 1| B [ 1| [ 1| [ 1| i (|
905845: L Jackson . m [ [ | [ | | [
364983 5 Jenks A ' L—%I ' [ [ 1] [ 1] = a
Jenks, 5
Tue 05-Feb-2008
Available: 4 employees Pool: |MEW ﬂ ew 0230717;0 Only show employees counting towards rule: ﬂ <Mone
225566: J Dawson : 1 Holiday | |
53B763: G Barnes = = | = — =
B13486: J Wilson E= E= | Em [ =
724597: D Krowles = s I R e [ =
Planner | Employee pool J Rules \nfUrmaliUn] Fiostering J

The above page has two main sections. The Home section displays the planned work patterns of all
employees in the selected department. The employees who will be shown in this section are
members of the selected department, and those who have worked, or are scheduled to work, in the
selected department for some period in the date range which is being viewed.

The shifts are represented by differently coloured boxes within the planner grid. If you hover the
cursor over any of the shifts, a pop-up box will appear, showing details of the shift (as in the example
above).

The Available section of the above page displays the shift patterns of employees from other
departments who are available to work if needed. This section is only visible on the planner if pools
have been set up on the system, the group selected is a Tas category and 'Show pools' has been
selected. For more details see Employee pools on pagel87. You can change the selection of
employees appearing in the Available section. The Pool drop-down list allows you to view available
employees from other employee pools. The Only show employees counting towards rule drop-
down list allows you to view available employees who count towards a certain rule. For example, if
you needed an employee who was First Aid qualified, you could choose to view employees who are
First Aiders.

To deploy an available employee click on the relevant shift and drag it into the Home section.
Alternatively, right-click with the shift selected and click Home work on the menu that appears. The
following form might appear:

Select the type of TAS clockings E|
Pleaze select J’ oK

-]
X Cancel

Planned TAS clockings expect the employes
ko later clock into the the corect categon,.
An anomaly iz generated if they do not.

The above form only appears if neither Tas clockings nor Planned Tas clockings are selected. Select
the type of TAS clockings. For more details see TAS clockings/Planned TAS clockings. Click OK.
The following form should be displayed:
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16 Future Work Planner

Ok

Select: | ] "\ﬁ?

<niot defined: X Cancel

Select the appropriate shift for the available employee to work. Click OK. The available employee
should now appear in the Home section of the Future Work Planner.

You can change the content of the planner page in a number of ways.
16.1.1 Date range
You can view past or future weeks using the Week commencing section in the top-left of the screen:

YWieek commencing

04/02{2008 .

::|>| Epply|

<] =]

|

Use these arrow buttons to select the next/previous week on the planner.

<>
Use these larger arrow buttons to select the next/previous day on the planner.

Click the arrow buttons to view a period commencing on a different day, or select a date using the
calendar button:

|

16.1.2 View period

You can choose to view the planner for a week, a single day or for a month, by selecting the relevant
box in the View section:

Wi

v Weekly

i Daily

" Monthly

i~ Custom |14 3| days

Select Daily to view a detailed hour-by-hour plan of the day:
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TEREYE: T Anderson
BE5E7E: J Knight
405245 L Jackson
964983 5 Jenks

Home: 4 emplayees ﬂ 0 02 03 04 05 @6
! ! ! ! ! ?
! ! ! ! ! !

Available: 4 employees
225566 J Dawson
598763 G Bames
613486 J Wwilson
724537 D Krowles

Flanner |Emplnyee ponl J Rules Infnrmatinnl Flnslering]

On the daily view, you can see clearly the times of each shift. Each hour is shown at the top of the
planner, and you can move the view back or forward an hour by clicking one of the arrows to the left
or right of the time bar.

The Monthly view allows you to view shift plans over a four week period, starting with the day that
was selected:

Home: 4 employees |M T W |T|F|S5|S|M[T|W|T|F[S|[S|M[T|[W[T|F|S|[5|M]|T]|W FIS|5S |
resere O 0|05 O

| [oesere: ki nm(nnn oo Wm0 E e

- 405245 L Jackson :

| |364363 S Jenls LGOI BB R R

Available: 4 employees Pool: |NEMW j Mew Only shaw emplovees counting tawards rule: j <Mone

| [PO870% 6 Barmes RARCARC NN gegg8a.... Blaaaa 0E 28

| {13408 Wikon QLEELELaL BB R ELA BB LR E LB B8,

_72453?:DKnowIes O |:| |:| |:| D ) |:| |:| |:| |:| O |:| |:| D |:| O |:| D |:| B

Planner |Empl0yee pool] Rules Informationl Hoslering]

Although with this view the details of individual shifts are less clear, the different colours give an
overview of long-term changes in the work pattern.

The Custom view option allows you to view shift plans over a specified day-span.
16.1.3 Select features
The Default action section of the future work planner is a list of four options:

Default action

i+ shift

i Planned TAS clockings
" Assumed TAS clockings
" Breaks

(Note that Breaks is only enabled on the Daily view of the work planner.)

Which option is selected will affect what happens when you double-click the mouse on a day in a grid.
Note that the information given below only affects future shifts (i.e., those that have not yet been
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16 Future Work Planner

processed). Whenever you double-click on a past shift (that has already been processed) you will see
the Work record form for the selected day (See Edit on Work Record form, page 115, for details).

Shift

When Shift is selected, double-clicking on a shift in the planner will bring up a Work shift form with
the details of that shift. Double clicking on an area of the planner without a shift will bring up a blank
Work shift form, for you to define the details of a new shift.

For details of how to modify planned shifts on this form, see Set up shifts on the work planner,
page 161.

Planned TAS clockings

Planned TAS clockings are clockings which are used in the generation of future work records, but are
ignored for the process of creating actual work records. Use them to assign an employee to a
particular TAS category for a specified time on a future shift. For example, if an employee from the
Support department is needed to work on the Sales department on Thursday, a planned TAS clocking
can be entered for the employee for the beginning of the shift on Thursday with the TAS code for the
Sales department. Viewing the planner would then show the employee's time as being allocated to
the Sales department for that day. This clocking is ignored by the processing at the end of that day. It
is merely used as a guide on the future work planner to show what the employee should have been
doing. If worked shifts are shown on the planner, the employee's actual TAS clockings can be
compared with his or her Planned TAS clockings.

When Planned TAS clockings is selected, double-clicking on a shift will bring up an Add/Edit
clocking form, like this:

Add/Edit clocking X
Clocking type
(= Plarned TAS ¢ Planned TAS end o 0K
Date/Time x Cancel

17/05/2007 .

13:45

Parameters

TAS0=1,TESTN1=4 MULTI=Y, TAS2=UK

Hours/Gual: ﬂ

There are two Clocking types that can be entered from this form - Planned TAS, which signifies the
start of an employee's time assigned to a particular category, and Planned TAS end, which is used to
show the end of an employee's time assigned to a category.

For a Planned TAS clocking, enter the date and time for the clocking, and select the required
Parameters for the TAS categories which are set up (click the box at the right of the Parameters field
to select the options needed). Depending on how your system works, you may also wish to select an
hours type in the Hours/Qual box. Click OK when you have entered the details of the clocking, and
the clocking will be shown on the work planner.

A Planned TAS end clocking should only be entered after a Planned TAS clocking, to show when the
employee returned to his or her normal TAS category. Because of this, you only need to enter a date
and time when the employee will come off the previously entered TAS category. Click OK when you
have entered the details of the clocking.
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TAS clockings

This option allows you to enter genuine TAS clockings (i.e., TAS clockings that will count when the
work record is created by the processor. While the Planned TAS clockings are simply a guide for
managers when viewing the future work planner, TAS clockings are clockings with information
attached. This allows you to see not only when an employee clocks in and out, but also indicates what
they have been doing.

When TAS clockings is selected, double clicking on a shift will bring up an Add/Edit clocking form,
like this:

Add/Edit clocking (%]
Clacking type
~ o TAS o 0K
Drate/Time x Cancel

17052007 |

Parameters

Haours/Qual: ﬂ

Site: Paosition

-] Latitude:  |0.0000
Longitude: |0.0000

There is one available clocking type that can be entered from this form (TAS). Select the date and
time for the clocking, and select the required Parameters for the TAS categories which are set up
(click the box at the right of the Parameters field to select the options needed). Depending on how
your system works, you may also wish to select an hours type in the Hours/Qual box. Click OK when
you have entered the details of the clocking, and the clocking will be shown on the work planner.

Breaks

This option is only enabled on the Daily view of the work planner. It allows you to enter breaks of any
length at any point in the shift. Note that you cannot add breaks to any flextime shift.

All breaks are shown in the same colour as the background to the planner (usually white).

When you select the Breaks option, this pop-up box appears immediately:

B[(=1E9

Diefault length: o 0K

[ Confirm

The Default length is the length that breaks will last when you enter them. If the Confirm box is not
ticked, then single clicking within a shift will automatically add a break of the default length starting at
the time at which you clicked on the shift. However, it is often advisable to tick the Confirm box,
meaning that, when you click on a shift, you will see the following pop-up box for you to confirm the
break's details before it is added:
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## Confirm break values g @ @

e =

Start between ; |921 0 V4

and: [310 X Cancel

Length: |2:EIEI

Here you can select the limits within which the break must be started, and you can override the
default length of the break if you wish.

16.1.4 Modify planned shifts

The work planner is a convenient way of altering your employees' shift plans, because each
employee's work pattern is shown alongside the work patterns of the rest of the department, allowing
you to see how the changes will affect any rules you have set up.

You can alter shifts in a number of ways, but any changes you make apply only to the selected shift.

NB: If you wish to undo any changes you have made to an employee's shift pattern, click the Revert
to roster button, which will return the employee to the shift pattern originally set for the date range
currently viewable on the Future Work Planner.

16.1.5 Use drag and drop
On the Daily planner, you can modify shifts in two ways:

1 Move a shift back or forward by a length of time, so that the shift is still the same duration,
but starts at a different time. Click and hold the mouse anywhere within the shift and drag it to
a different time on the planner grid. While dragging a shift, you will see an outline of the shift
at the point to which you are moving it. For example, a shift of 8:00 - 16:00 might be moved
back an hour to run from 9:00 - 17:00.

1 Lengthen or shorten a shift by hovering the mouse over the start or end of the shift bar.

me =

The cursor will change to a 'resize' image, as seen here. Click and drag the shift limit, dropping it at
the point you wish to define as the new start or end time. The exact time you have defined is shown in
the Current shift section (see below).

On the Weekly or Monthly planner, you can move a shift from one day to another, or from one
employee to another.

Simply click on the shift you wish to move and drag it to the day the shift ought to be allocated to,
where any previously allocated shift will be replaced. The day from which the shift was moved will no
longer contain a shift.

16.1.6 Use the Current Shift section

Often it is more useful to use the Current shift section of the work planner to alter work patterns. The
five buttons in this section allow you to make every possible amendment to the shift plans.

Current shift

Chng| Del Edit 10:00 - 16:00

FLE=D &Y

Draptime Flex
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Ins: 'Insert a named shift'. This button is used for inserting a shift onto a day in the Future Work
Planner. Click the button and the following pop-up box appears:

Select: || j J ol

<niot defined: x Cancel

Select the shift you require from the drop-down list, and click OK. The inserted shift will appear in the
work planner.

Chng: 'Change selected shift'. This button is only available when the shift is selected. Use this button
to change to a different pre-defined shift. You will see the same 'Select shift' box as for inserting a
shift, from which you should select a shift in the same way as above. The shift you select will appear
in the work planner, replacing the previously scheduled shift.

Del: 'Delete currently selected shift'. Click and the shift scheduled for the selected shift will be
removed from the work planner, leaving the selected day blank.

New:'Create new shift on current day'. When there is no shift scheduled for the selected shift, this
button allows you to define a new shift. Click and a blank version of the Work shift form will appear,
which can be used to define the properties of a new type of shift (see Set up shifts on the work
planner, page 161, for details).

Edit: 'Edit current shift'. When a shift is selected, click this button to display a Work shift form for the
current shift (see Set up shifts on the work planner, page 161, for details).

Note: you can also select multiple shifts on the Future Work Planner by holding down the 'CONTROL'
button on the keyboard and then clicking on the shifts.

16.1.7 Set up shifts on the work planner

From the work planner, you can set up a new shift for an employee, or amend any details of an
employee's current shift.

1 To create a new shift for an employee, either click New when no shift is selected, or, when
Shift is the option in the Select section above the planner, double click on the planner where
there is currently no shift. Please note that this option only works if there is no work shift on
the selected day.

1 To amend an existing shift, either select the required shift and then click the Edit button, or,
when Shift is the option in the Select section above the planner, double click on the required
shift in the planner.

A form similar to the following will be shown (although it will be blank if you are creating a new shift):
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M8 Work shift for Fri 01-Jun-2007

Options
Bates Alnces Round Alternatives | Fremiums
Wiz ot Uzer Test Std day Spec. days
Drezcription Standard hiours I;Ipe . x Cancel
_ Mandatory working day
2 Test 2 a:00 C Norworking day Name
Cantral times " Available for work day
Earliest start: W
Start of Core 1: |5:00 End of core 1: |12:00 Flex lunch 5y Bint
Start of Core 2 [12:30 End of core 22 117:00 Minimum lunch; |0.30
Latest finigh: |18:00 Standard lunch: {1:00
Time dizplay
01 02 03 04 05 05 OF 02 09 710 11 12 13 14 15 16 17 18 19 20 21 22 23 0
Ao, W _———""™ ||| ]

This form allows you to create a new shift, and define its details, or to change any features of an
existing shift.

If you are editing an existing shift, any amendments you make will apply only to the selected day, and
all other examples of the same shift, used by this employee on other days, or by any other
employees, will not be changed.

Setting up a shift from the future work planner gives you the option of naming the shift, so adding it to
the list of shifts, or leaving it as a one-off shift, which cannot be used again on another day:

Name the shift

If you are likely to want to re-use this shift definition for the same employee on a different day, or for a
different employee, you will need to name the shift. Click the Name button to produce this form:

Ok

Select: | | J'

<not defined> K Cancel

Enter a new unique name for the shift. This shift is then added to the list of shifts, and can be
assigned to any other employees on any day. It can be amended on the Maintain shifts form (see
page 211).

One-off shift change

If the details you are amending of the shift are only to be used for the selected employee on the
selected day, you do not need to enter a name for the shift. It will be recorded as a temporary change,
and will not be added to the list of shifts to be assigned to anyone else.

For details of how to set up the details of the shift, see Work shift form, page 212.
Employees can be made available for work by selecting a shift, right-clicking into the pop-up menu,
and then selecting Make employee available. However the employee must be on the main grid of

there Future Work Planner and they must be in an employee pool. They must be made available for
other departments.
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16.1.8 Home work and away work

The principle of this feature of the planner is that each departmental or group manager can clearly
see periods of 'home work' - work for the manager's own department or group - and ‘away work' -
work for any other department or group - on the work planner.

NOTE:

1 Home work and away work only exist on the future work planner if your organisation uses
TAS clockings, and has a TAS category set up with the same lookup as that used for the type
of group displayed in the planner (e.g., department). If you do not have the appropriate TAS
category set up, all work will be shown as home work, as the system will not know how to
categorise work as home work or away work.

1 Also, if your selection options are set to Extended group select, and the range you have
chosen to view on the Future work planner does not correspond to any TAS category that has
been set up, all work will be shown as home work. (For example, with a Department TAS
category, if you have selected three departments as the extended range, any work within
these three departments will be classed as home work, and work for all other departments will
be away work. However, if the range you are viewing is one department plus one cost centre
plus one single employee, there is no way of knowing what TAS category to use, so all work
will be classed as home work.)

For example, an employee in the Admin department who belongs to a pool might be allocated
to spend Monday working for the Sales department, Tuesday for the Marketing department,
and Wednesday to Friday working for his own department - Admin.

1 When the Admin manager views the future work planner, the employee will be shown as
having worked Away work on Monday and Tuesday, and home work from Wednesday to
Friday.

1 However, when the Sales manager views the planner, the employee will be shown as having
worked home work on Monday, and away work on Tuesday to Friday.

1 Similarly, when the Marketing manager views the work planner, the employee will have
worked home work on Tuesday, and away work on Monday and Wednesday to Friday.

This shows how, although the employee's actual work record is the same, the allocation of home and
away work changes depending on which manager is viewing the record. Home and away work do not
affect any work record details. They are purely used as a guide to show each group manager the time
when an employee was working for the manager's department.

By default, home work and away work are shown in different colours on the planner (these colours
can be changed on setup), so that a manager can instantly see which employees worked or will work
for him or her and at which times. Managers can make numerous changes to the work record for
home work shifts, but cannot make any amendments for away work shifts.

Although home and away work can apply for employees who are not members of pools, it is usually
the case that employees whose time you will wish to plan as home or away work will be members of
pools.

16.1.9 Planner options

To access a wide range of options available on the future work planner, you must select the option
from the pop-up menu obtained by right-clicking on the grid:
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Shiow r

Refresh
Setup

Zhange shift
Delete shift

Edit shift
Pre-guthorise overtime
Copy week,

Maintain TAS Clockings

Make emploves available

IInda shift changes

Planned shift change
Planned code change
Planned absence
Plan rosker change
EWWTR. report

Colour Key

For details on the options on the Show submenu, see Show on the planner, page 164.
Show on the planner

You can select which types of information are shown on the planner by right-clicking the mouse
anywhere within the display, to bring up a menu, and then opening the Show sub-menu:
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Show 3w Totals
Graph v Show rules tab
Refresh v Show individual rules on background
Setup Shaws graup rules an backaround
v Pools

v fbsence in shift
h hift
s v Planned absence

Delete shift

Flete v Worked shifts

Available For work shifts
Edit shift v e
. ) v Mon working shifts

Pre-guthorise overtime
C k v Home work

oReEE W gy work
Maintain TAS Clockings v Shift override colour

v Future plans only
Make employes available v Show breaks in shift
v Show absence codes

IInda shift changes

Planned shift change
Planned code change
Planned absence
Plan rosker change
EWWTR. report

Colour Key

Tick as many of the options on the sub-menu as you wish. All ticked options will be shown on the
work planner. If any of the Absence in shift, Available for work shifts, Non working shifts, Home
work and Away work options are not ticked, these features will not be shown on the planner.
Instead, blank white boxes will be shown where they occur, meaning that you will be unable to see
any details of what type of absence or shift occurs on this day. This can help to make the planner less
cluttered. For absences and non-working shifts, no white box will be displayed. These will not be
shown at all.

Totals

Tick this and the planner calculates the total amounts of various selected features, showing them in
extra rows and columns at the right hand side and the bottom of the planner. If no totals are displayed
when this option is ticked, this means that no totals have been selected. See Setup, page 170, for
details on changing which totals are selected.

Harme: 5 employess |M0n 19-Mar | Tue 20-Mar Pvfed 21-Mar| Thu 22-Mar | Fri 23-Mar | Sat 24-Mar |Sun 25-Mar| | Flan hrs | Plan pay |W0rk hrs |W'0rk pa_l,l| Count |
038888 Tory Kendick |  HER 1] (1] (1] [ EE EEm 3730)  £000 4001 £0.00 ~
4{888222: Siman Footstool B -E" : E :_.!: : _l! : E - - 3730 £0.00 39:30 £0.00 v
£ >
Planned hours 3730 3730 3730 3730 3730 000 0:00 18730
Flanned pay £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00
Wworked hours 15:45 16:30 15:45 1515 16:16 000 0:00 N
Worked pay £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00
Employee count 5 5 5 5 5 0 0 28
Available: 4 employess Pool: |POOL3 j Pool 3 Only shaw emplayess counting towards rule: j {hones
000002: Bamy Sanderson E__ ______ |_! _ | | _ | | _ | | _ ] | -| -
00000E: Felicity Tumer | | 1| 0| 21| =] EEE
000018: Mark Blackmare || || || || ; || -| [
339000: Mick Firn | 1| =1| 1| | Ema| Emn

Flanner | Employes pool] Hules] Information | Rostering
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The rows underneath show totals for the day for the selected category. If the planner is set to Day
mode, these rows show totals per hour for the employees. The columns to the right give the
employees' individual totals for the entire week in weekly view mode (on this example, 37:30 hours
were planned for Tony Kendrick in the week). In the bottom-right corner the departmental totals for
the entire week are displayed.

Show rules tab

This option allows you to specify whether you want the Rules tab to be displayed on the Future Work
Planner. For more details see Rules tab on page183.

Show individual rules on background

Select this option to view the status of the roster against the individual rules that have been set up.
You will be able to see where the individual rules have been broken by the areas of the planner
highlighted in the specified colour:

Home: & employees | Mon 17-5ep Tue 185ep wed 19-5ep Thu 20-5ep Fri 21-Gep Sat 22-5ep Sun 23-5ep |
00DO0T: David Hughes & | | e N [ |

| |oowoos EddeDavies W | HEE L ]  HE | | EEmee
00D00E: Heather Masan - - I /e 135 ep-20078 /N |[EEEE |
000011 Kery Christophers ) .- ) .- ‘ I SHOFDAY | -. I I _ _
000013: Mark Wordswarth " "mm " e = AGE "Em e | mamaen

" |000m17: Tim Blackmore ‘mmm " Emm N P Em "Em D | e
000022 Owen Fichards ‘mmm " | ) N ) ‘'mE | | e

" [000033: Trevor Hunt N ) ' mE mE BE | Ema

On the example above employee 'David Hughes' has failed the AGE rule and his shift backgrounds
are highlighted accordingly. You can hover your cursor over the shifts to view details of the rule
violation.

Show group rules on background

This option allows you to view the information displayed on the Rules tab as a background to the
Planner and Employee pools tabs as well. See Rules tab on pagel183 for details If you select this
option, vertical coloured bars appear in the background displaying the extent to which group rules
have been adhered to:

Home: 3 emplopees | tan 20-4ug ‘Wed 22-4ug Thu 23-Aug Fri 24-Aug Sat 25-4ug Sun 26-Aug |

| [00001: David Hughes TEE 1) - EE EE | [ |

|| 00005 Eddie Davies Nl [ @ (m | e e
- (000008: Heather Mason “ | -_ | -:- | .:- | _ | _
{00001 Keny Chrstophers Rl R Rl ' R B

[ |o00013: Mak wardswarth o 1 O O O | | |
| |oo0017: Tim Blackemore im CILE B ]| s I |

| o00022: Owen Rickads EE e | - 1 e Il |

| 000038: Trevor Hrt [ 1 (. mE [ 1| [ s |

[Poo] 000004: David Wetson mm —— [ | s el

Absence shift

Tick this option to view absences within a shift. On the example below employee 'T Anderson' has
three absent shifts represented by the light coloured boxes. Note that hovering the mouse over an
absence reveals a pop-up box, which shows what type of absence is planned for this shift. If you have
chosen to display worked shifts and/or future plans only, this pop-up box will display absences that
have been taken.

Planned absence

Tick this option to view planned absences appearing as a thin band running through the planner. On
the example below employee 'T Anderson' is absent for the first three days of the week, represented
by the coloured line:
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Home: 4 employees | Man 11-Feb Tue 12-Feb ‘wied 13-Feb Thu 14-Feb Fri 15-Feb Sat 16-Feb Sun 17-Feb |
BTG T Andesson I . ! | . . I
865875: J Kright 1| [ ] 1] 1] [ 1| [ —— | ——

805845 LJackson . = = N B N — =
96433 5 Jenks ' Emm ' mEm mmm ' ' — =

To view more details about the employee's planned absence, click the button to the right of the
planner for the required employee:

N

This produces the employee's Planned absence screen (see page 125).
Worked shifts

When this is ticked, processed shifts (usually including all shifts before the current day) are displayed
as well as planned shifts, allowing you to compare what was actually worked with the shift that was
planned. Worked shifts appear as thin bars underneath the boxes representing planned shifts. They
will be in the colour of whatever type of work (or absence) occurred on that day:

Home: 7 employees | bon 05-kar Tue OB-Mar Whed O7-Mar Thu 08-b ar Fri 03-Mar Sat 10-Mar Sun 11-Mar |
038888 Tony Kendrick il | 1| | 1| . | 1] (| (|
998222 Simon Footstool E"-';-: ----- : _-= : E ! _-= g E ma _

" |s88555 TimSinden | e | mmm = mmm = — |
BE96EG: Ben Walker (1| " . = == — e
995982 Peter Redman : E :E: . ' E { E = :_: 7

" [588854: Paul Lodziak ' = m = = = [
859336 Tom ‘Weaver [ 1] - - E - i

You can see where any major differences occurred in what was worked from what was planned. To
find out more details about any shift that has been processed, double click on the shift and theWork
record screen (see page 116) will be displayed.

Available for work shifts

There are two types of available for work shifts that are shown on the planner when this option is
ticked:

1 days when an employee has an 'available shift' rather than a mandatory working day - these
have the entire shift box in the Available for work colour;

1 days when an employee has a mandatory working shift, but has been made available for work
in other departments by his or her manager - these have the shift box in the same colour as
the type of work planned, but have cross hatching in the Available for work colour. These
will cover the period of availability , not necessarily the whole shift.

The former can be given to any employee, but the latter can only be given to employees who are in
an employee pool.
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Home: 7 employees | Man 13-Mar Tue 20-Mar fed 21-Mar Thu Z2-Mar Fri &3-Mar Sat 24-Mar Sun 25-Mar |
088888: Tarw Kendrick s | [ | [ |
888222 Simon Footstool - I | : : :
988555: Tim Sinden

[ | ]
BB88EEE: Ben Walker ] ]
[ | ]
[ | ]

888882 Peter Redman
999254: Paul Lodziak
999896 Tom Weaver

Note in this example how Tony Kendrick has three days with available shifts - these are not
mandatory working days. Peter Redman must be in a pool, because he has been made available for
work in other departments on Monday and Tuesday, but these are still mandatory working days.

For details on how to make employees available for work, and on the differences between available
for work shifts and mandatory working days, see page 116.

Non working shifts

Non working shifts are days when the employee is not planned to be at work (e.g., weekends). They
only include days when the employee is rostered to be off work, and not days when the employee has
planned an absence. If ticked, these days will be shown on the planner in the selected colour (grey by
default). If not ticked, these days will be empty.

Home work

Ticking this will show all home work in the home work colour.

Home work and away work only exist on the future work planner if your organisation uses TAS
clockings, and has a TAS category set up with the same lookup as that used for the type of group
displayed in the planner (e.g., department). If this is the case, the planner can show different colours
for time worked in the currently selected department (Home work) and time worked for any other
department (Away work). If you do not have the appropriate TAS category set up, all work will be
shown as home work, as the system will not know what category to use as home and away work.

Also, if your selection options are set to Extended group select, and the range you have chosen to
view on the Future work planner does not correspond to any TAS category that has been set up, all
work will be shown as home work. (For example, with a Department TAS category, if you have
selected three departments as the extended range, home work will be classed as any work within the
three departments, and work for all other departments will be away work. However, if the range you
are viewing is one department plus one cost centre plus one single employee, there is no way of
knowing what TAS category to use, so all work will be classed as home work.)

Away work
Ticking this shows all away work in the away work colour (see Home work, above, for details).
Shift override colour

Every kind of shift is defaulted to appear the same colour on the planner. However, it is possible to
customise the colour of different shifts on the planner. To achieve this select Maintain shifts from the
main System menu in TMS. Select the relevant shift from the list and click the Modify button. On the
Work shift form that opens, click the Misc button to display a form similar to the following:
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Miscellaneous shift options

Default absences ﬁi .....

Rounded lateness: |L ﬂ Lateness : =
Cancel
Early leaving: |E j Early leaving x
Other absence: |P _w | Pending resolution D Help
actual lateness: | _=| <not defined:

Missed clockings Absence hours For a half day
[ allowable at end of day " Use the shift times
[ Allowable ook From break: (¥ Use half the standard hours
r " Use

II | Use alternative colour For shift I [ show real-time flex accrual

[ Persisting keved overtime

Tick the highlighted option and a coloured box will appear. Click on the coloured box to choose an
alternative colour for the shift.

In the Future Work Planner, when the Show override colour option is selected, this shift should
appear in its alternative colour.

Note: you may have to restart WinTMS for the above changes in the work shift form to take effect.
Future plans only

If this is ticked then planned shifts are only shown for each employee after the last processed date for
that employee. The Past work shifts are only shown if ‘worked shifts' is checked, and they will be
shown at the same position in a grid cell as planned shifts. Rules then apply to worked shifts on or
before the last processed date and planned shifts after, rather than planned all the time.

Show breaks in shift

Tick this option to display the breaks defined in each shift. The breaks will appear as a white vertical
line running through the shift. The example below shows some shifts displayed without the breaks:

[ [s00007: David Hughes T Em || | || Em | Em || e | (e

Whereas, if the Show breaks in shift option is ticked the shifts will appear as follows:

[ [0007: David Hughes ' EE | EE | HE | Em | T | ‘ma |_ '
Show absence codes
Tick this option to display the relevant code when an absence appears in a shift on the planner. On

the example below, employee 'J Knight' has three days of paternity leave booked, represented by the
'PAT" in the light-coloured absence shifts:

Home: 4 employees | ton 18-Feb Tue 19Feb Wed 20-Feb Thu 21-Feb Fri 22-Feb Sat 23-Feb Sun 24-Feb |
7HEG7E: T Anderson . e ] ] . I | .
BREE7E:.J Knight [CFat Cratd [ 1] ) | —— [
905345 L Jackson [ | | — -] = | —— | —
964983; 5 Jenks [ 1| [ 1| [ 1 E | .
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Graph

The Graph option is only enabled when Totals are being shown on the planner (see Totals, page
165 for details). Selecting Graph will show a bar chart of the selected totals for the period being
viewed. The different totals are plotted against each other, with each day of the period having a

separate column. The icons above the graph allow you to change the layout of the graph as well as
the type of graph that is shown. The graph can be saved, and you are also able to print out the graph.

Refresh

If you want to refresh the planner at any time, choose this option from the options menu. You may
have to wait as the system loads employees into the planner and the following progress bar will be
displayed:

Loading employees &|
000005: Eddie D avies

X _Cancel

Planner setup

Select Setup from the pop-up menu to open this form, which allows you to change both the layout
and the content of the work planner:

AR Planner setup

Flanner lPIanner Data] Flanner budget

" Extended planner report

[~ Print shift names only

[ Print shift times only

[ Piint TAS clockings

[™ Piint planned TAS clockings

(Other options
[ Use job grade rates for pay calculation
[~ Display only shift names on web
v Allow planned T as clockings
[v Alow Tas clockings

Default clocking: |

Show shift details |M j Mone

Totals

5 Modify
Totals to dizplay

Wiorked codes

to ighore[Hours)

Awway work

B ackground

Fules
[ “Wamn on exit if group rules broken

[~ Check rules over entire loaded date range

Set font [~ Allow overflow of shift text
Modify Modify

Abzence codes
to ignore[Hours)

Planned absence
Selected shift .
Awvailable for wark,

Sort order

Modify

wWorked codes
ta ignore [Pay]

Absence codes
to ignore [Pay]

Prirt Options Flanner specific colours General colours
Style . QK
Harne wark Mon warking da
" Print scresn . = B .
(+ Print roster

Modify

Flanned hours BH
Flanned pay

"worked hours

Worked pay

Employes count

Additional Fields

Field 1: |

Field 2: |

Defaults

Defaults (all]

EieiE

Help

This form has three pages:

170



16 Future Work Planner

Planner page

This page will be displayed when the Planner setup is opened.

Print options

This section is used to define how the planner looks when it is printed out. There are three options for
the Style:

1 Print screen - the planner will be printed in exactly the way it appears on-screen.

1 Print roster - only the planned shift details will be printed, and not any worked information. If
either of the tick-boxes below are ticked, then the roster will be printed in a different format to
the way it is shown on the planner. You can select to Print shift names only, Print shift
times only, Print TAS clockings or Print planned TAS clockings if you require.

1 Extended planner report - if selected, the print-out will be a detailed report of the work
planner information.

Colours

The General colours and Planner specific colours work in the same way. You can change the
colours used for different types of information and shifts shown on the planner, by clicking the
coloured box next to the required category. You can then use the form that appears to select a
different colour for the category.

Other options

1 Usejob grade rates for pay calculations - tick this if you wish the pay calculations for totals
to take the pay rates from the employees' job grades.

1 Display only shift names on web - this affects the display of the work planner on T&A.NET.

1 Warn on exit if group/individual rules broken - if these options are selected, the system
will inform you if rules have been broken when you exit the Future Work Planner.

1 Allow planned Tas/Tas clockings - tick this option to allow planned Tas clockings and Tas
clockings in the Future Work Planner.

1 Default clocking - select whether you want planned tas clockings or tas clockings to be the
default on the Future Work Planner.

1 Show shift details - if you select Times or Names, then each shift on the planner will have
text showing either the shift times or the shift name, depending on which was selected. If
None is selected, this information can still be viewed on the pop-up boxes which appear when
you hover the mouse over a shift.

1 Rules - you can have the system warn employees that either group or individual rules have
been broken when they exit the planner and specify that the system checks rules over the
entire loaded date range.

1 Sort order - define the criterion by which employees will be sorted in the planner. Click the
Modify button and then define the list of sort fields.

Totals

In the Totals to display section, the white box contains all the totals that are to be displayed on the
planner. If you wish to change this, click the Modify button underneath, to open this form:
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AP Select totals

Available Selected Qf """"" '
Abzence Planned hours -
Cost budget Planned pay X Cancel
Employes percentage — |"Worked hours -
Planned abzence wr | Worked pay
Planned break budget ~ |Employes count

wieekly hours budget

LL

Use the arrows to move all the required totals into the Selected box. The totals will be displayed in
the order in which they are shown on this form, so you can use the up and down arrows to move them
into the order you require.

Note that the totals you have selected will only be shown if Totals is ticked on the Show sub-menu
(see Show on the planner, page 164, for details).

The Worked codes to ignore and Absence codes to ignore sections (both for hours and pay) work
in the same way.

Additional Fields

You can select up to two fields in this section, if you wish to display extra information on the planner.
You can select from the drop-down list, which contains all the employee-related fields. If any are
selected, they will be shown as additional columns to the right of the employee name column.

Planner data page

Click on the Planner data tab on the Planner setup form. The following page should be displayed:

A8 Planner setup

Planner  Flanner Data l Planner budget]

[v Show additional data panel

Data table = Data panel caption

Field mappings

Start D ate: | Current flag: |
Defaults [all
End Drate: J Filter an: J m

Fieldz ta dizplay

Hidden figlds Vizible fields

L E
[$2]e>
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Show additional data panel
Tick this option to activate the Information page of the Future Work Planner.

Note: the other options on the above page are inaccessible to the user. To modify the data shown on
the Information page of the Future Work Planner, open Maintain system preferences and click the
Planner data tab. A page identical to the above should be displayed allowing the user to modify the
data shown on the Information page.

Planner budget

Click on the Planner budget tab on the Planner setup form. A page similar to the following should
be displayed:

F'Ianner] Plarner Data  Planner budget l

Individual budgeting Group budgeting oK
v I

‘wieekly budget field Settings

Field: J Budget by: J Defaults

i EE

Defaults [all)

{7} Hep

Dizplay options

I ame:

On budget .
Under budget .

Once again these options are inaccessible to the user through the Future Work Planner. There is an
identical page to the above in Maintain system preferences which allows the user to make
amendments.

The future work planner can show a weekly hours budget for employees, both as individuals and in
groups. This is designed so that employees who have no fixed roster but who are required by contract
to work a certain number of hours per week can be catered for more easily.

In order to be able to record the number of weekly hours budgeted for each employee a field will need
to be created on the employee record. To accomplish this, a custom field of type time will have to be
added to the TMSTMS table using DBDEF and added to a panel on the employee details form.

Individual budgeting

The Enable individual budgeting check box must be ticked on the above form for the individual
budgeting preferences to appear. However, you cannot enable these preferences through the planner
setup form. Go to the Planner budget tab of System Preferences to tick the box. Then enter the
name of the field previously added in the Weekly budget field box. In the display options box you
can set a name for the total column in the planner and custom colours.
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Finally, load the future work planner then right click on the grid and select setup. Click the modify
button on Totals to display and add the Weekly budget hours total.

The weekly budget will only function when the planner is in weekly display mode and will only be valid
if the first day of the display range is the start day of week as set in the preferences. The budget value
is only compared to the planned hours.

Group budgeting

The preferences for group budgeting can also only be accessed through the Planner budget tab of
System Preferences. You can enable budgeting for the relevant group.

Insert shift

If there is currently no shift any where on the planner, right-click in the empty box and select Insert
shift on the pop-up menu. The following form should be displayed:

Select: || j J ok

<not defined: x Cancel

Select the required shift from the drop-down list and then click OK. The selected shift should now
appear in the planner.

Change shift

If you want to change a shift on the planner, right click on the shift and select Change shift on the
pop-up menu. The Select shift form will appear, allowing you to choose an alternative shift. Click OK
and the shift will automatically change on the planner.

Delete shift

If you want to remove a shift from the planner, right click on the shift and select Delete shift on the
pop-up menu. The shift will be removed from the planner.

New shift

You can use this menu option to define a new shift on the planner. For more details see Set up shifts
on the work planner on pagel61

Edit shift

You can use this menu option to edit an existing shift on the planner. For more details see Set up
shifts on the work planner on pagel61

Authorised Overtime

There are two categories of overtime - authorised and unauthorised. Unauthorised overtime is when
an employee works overtime that has not first been planned. This produces an anomaly, which the
supervisor must authorise in order for the overtime to be credited to the employee.

Authorised overtime occurs when TMS is informed in advance that the employee will be working a set
number of additional hours on a specified day. Authorising overtime in advance reduces the number
of daily anomalies to check on the system.

Plan overtime

Select the required shift, right-click, and then select Pre-authorise overtime from the pop-up menu
obtained, to display the following form:
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Overtime

X

Shift: B:00 - 16:00 f k.
Dwertime available: 5:00-6:00 and 16:00-21:30
x Cancel

Pre-autharize [2:01] hours of overtime

Advanced v

Starting from:  [15-00 Pay atrate:  |0T1 |

The top of the form shows the overtime available to be worked on the employee's shift (in this
example, overtime is available for two hours before and after the standard shift).

Enter the number of hours you wish to authorise in the Pre-authorise box. If the Advanced box is

ticked you can also designate when the overtime is to start (in this instance, at the end of the shift),
and, in the Pay at rate box, what the overtime pay should be calculated as (in this case, time and a
half).

Copy week

This option, only available when the planner is in Weekly view, allows you to replicate for future
weeks the roster for the week currently being viewed. Selecting Copy week from the pop-up menu
brings up this form:

Copy current week

Mumber of weeks to copy to |2 -

Enter in the box the number of weeks the current week should be copied for. You can enter any
number between 1 (which will just copy for the following week) and 52. Note that only details of the
actual shifts are copied, and not Planned TAS clockings, home or away work, availability etc.

Maintain TAS clockings

This option on the pop-up menu caters for both planned TAS clockings and TAS clockings. You can
select either option from the Default action panel on the top of the planner, displayed below:

Default action

i Shift

i Planned TAS clockings

{5 TAS clockings

T

If neither TAS clockings or Planned TAS clockings are selected on this panel, you will be prompted to
choose between them when you select the Maintain TAS clockings option on the right-click menu.
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Planned TAS clockings

Single shift:
When a single shift has been selected, clicking this menu option gives you access to a list of all
Planned TAS clockings over the duration of the shift:

#8 Planned TAS clockings for 000003: Charlie Anderson between 6:00 and 16:00 on 07/05/2007

Parameters

07 07 3:00 Department: 1 - £

07 ap-07

The buttons on the right allow you to Edit or Delete clockings in the list, and to Add new clockings. If
you are adding or editing a clocking, this form will be displayed:

Add/Edit clocking X
Clacking type
& Flamed TAS Flamed TaSend | |¢f 0K
Date/Time X Cancel

07/05/2007 .|

Parameters

TAS0=1,TESTN1=2 MULTI=Y, TAS2=UK ]

Haours/Qual: ﬂ

There are two Clocking types that can be entered from this form - Planned TAS, which signifies the
start of an employee's time assigned to a particular category, and Planned TAS end, which is used to
show the end of an employee's time assigned to a category.

For a Planned TAS clocking, enter the date and time for the clocking, and select the required
Parameters for the TAS categories which are set up (click the box at the right of the Parameters field
to select the options needed). Depending on how your system works, you may also wish to select an
hours type in the Hours/Qual box. Click OK when you have entered the details of the clocking, and
the clocking will be shown in the list.
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A Planned TAS end clocking should only be entered after a Planned TAS clocking, to show when the
employee returned to his or her normal TAS category or is available to work in a new TAS category
(see available shifts below). Because of this, you only need to enter the date and time when the
employee will come off the previously entered TAS category. Click OK when you have entered the
details of the clocking.

Multiple shifts:

More than one shift can be selected at a time, by holding down the Ctrl key and clicking on each shift
you wish to select (you will notice each selected shift has a border in the colour defined for selected
shifts in the Setup). You can then add a Planned TAS clocking for all the selected shifts, provided that
they are all on the same day and they are all mandatory working days. When you select Planned TAS
clocking from the pop-up menu, instead of being taken to a list of clockings, you will go straight to the
Add/Edit clocking form. Enter the details of the clocking in the same way as explained above for
individual shifts. The Planned TAS clocking will be added for all employees, although if the clocking
falls outside the start and end times of any of the selected shifts, it will not be added for that
employee. A message will inform you that it was not possible to add the planned TAS clocking for that
employee, but the clocking will still be added for all other selected shifts.

Anomalies:

The planned TAS changes will cause changes to the projected costs of particular departments.
However, it is necessary to check that these changes actually occurred and to advise the managers
of any significant variations. A new anomaly occurs if an expected TAS transaction has not occurred
or if it is not of the expected type.

Anomalieswi | | appear on the Ilist of both the employeeds
which the employee transferred during the shift. In this way either manager can resolve the
anomalies.

The parameters concerning the new anomalies will be set-up on system preference process options
screen. This is necessary because employees will not actually clock in the new department at exactly
the same time as they were expected. Some acceptable variation in the times is needed.

TAS clockings

The difference between TAS clockings and Planned TAS clockings is explained in Select features,
page 157.

When this menu option is selected, it will function in almost exactly the same way as the Planned TAS
clockings function. The only difference is the Add/Edit clocking form, which will look like this:
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AddfEdit clocking
Clacking type
s & TAS o OK
DratedTime x Eerree]

\07/05/2007 ..

000

Parameters

| |
Hourz/Qual: ﬂ

Site: Paosition

| =] Latiude:  [0.0000
Longitude: |0.0000

Enter the date and time of the clocking, and select the Parameters in the same way as for Planned
TAS clockings. It is not usually necessary to fill in the additional information on this form. Click OK to
save the clocking.

Home work

This option is only enabled for shifts when the selected employee has a period of availability. If
multiple shifts have been selected, all selected shifts must have periods of availability to enable Home
work.

Clicking the Home work option will add a TAS clocking or a Planned TAS clocking (depending on
which one you select) with the value of the home TAS category, either at the start of the shift or at the
start of the period of availability in the shift (e.g., if an employee is working for another department
between 9:00 and 12:00, but is available between 12:00 and 5:00, then clicking home work for this
shift will add a Planned TAS clocking at 12:00, so the employee is assigned to home work for the
afternoon).

If multiple shifts have been selected, the Planned TAS clocking will be added for all selected shifts, at
the respective start times of available periods for each shift.

Note that, if TAS clockings is the option in the Select section above the planner, rather than a
Planned TAS clocking, a TAS clocking will be entered.

For details on how home work functions and when the home work and away work features are
available, see Home work and away work, page 168.

Make employee available/Remove availability
These two options are only enabled when the employee selected is a member of a pool, and is a

permanent member of the group being viewed (i.e., is not present in the department only by virtue of
TAS clockings). Clicking Make employee available opens this pop-up box:
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Make employee available E

[~ For the duration of the shift Q?J OF.

from; |9:03 X Carcel
bo: 16:57

This is used to specify what times the employee is to be made available for and is for the use of other
departments. If you wish to make the employee available for the whole shift, tick the For the duration
of the shift box. If this box is not ticked, you should enter the start and end times of the employee's
period of availability in the two boxes. Click OK and the shift will then be displayed in the planner with
cross hatching of the 'available for work' colour, either for the whole shift, or for the period which you
have made available.

The same principle applies if you have selected multiple shifts. You can select more than one shift for
an individual employee, or select shifts for a number of different employees. If you select For the
duration of the shift, the availability will last for the entire length of each selected shift. If you are
entering the start and end times, they must both be within the period covered by each shift selected.
For example, if you have selected two shifts, one from 08:00 to 14:00, and one from 11:00 to 17:00,
then the start and end times entered here must be between 11:00 and 14:00.

Undo shift change

Select this option to undo any temporary changes to shifts you have made on the planner.

Planned shift change

Selecting this option from the menu displays the employee's Planned shift changes form. Any
changes can be modified or deleted, and you can also plan additional shift changes from this form.
For details on using this form, see Planned shift changes, page 47.

Undo shift change

Select this option to undo any temporary changes to shifts you have made on the planner.

Planned shift change

Selecting this option from the menu displays the employee's Planned shift changes form. Any
changes can be modified or deleted, and you can also plan additional shift changes from this form.
For details on using this form, see Planned shift changes, page 47.

Planned code change

This option is used to make a temporary change to the value assigned to the employee for any codes
on the system which form the employee's details. This form is displayed:

Planned code change for employee B88222: Simon Footstool

Code: | _w| <nones
M e wealue: | ] Histary
<none:
Advanced
From: |07/05/2007 .| to |07/05/2007 ] akislia
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You can change the value of any employee-related code, and specify when this change is to take
place. Select the code you wish to change from the drop-down list in the Code box. If there are no
codes listed, or the code you require is not in the list, click the Advanced button to open this form:

A8 Select fields available for change |

Ayvailable Selected ﬁ;?' """"" oK
Accesz group ”~ Compary -

Ad hoc Department x Cancel
Applicant | | Divizion -
Apply ' TD Grade

Approver i

Approver

Category | S

Contract

CostCode L

Diizability w

Use the arrows in the usual way, to ensure the code that you wish to change for this employee is in
the right-hand Selected box. In this example, all four codes in the Selected box can be selected from
the Code box on the previous form.

When the required Code has been selected, you should then select the New value you wish to
assign for this code for the employee. Also select the dates for which you wish this code change to
apply. By default, the From and to boxes will each be set to the date of the shift you selected in the
planner, meaning that the code change would only apply for that one day. However, you can change
the dates using the calendar buttons, to define the code change as lasting for a different period.
Clicking the History button at any point allows you to view the employee's current value for the code,
and any previous changes that have been made. Click OK to save the code change.

If you have changed the code that is used as the group type that you are viewing on the planner (e.g.,
if you are viewing the planner for a particular department, and you have changed the department
code for an employee), you may see the change reflected in the type of work for which the employee
is scheduled. If you have changed the employee's department for one day, that day may then be
shown in the away work colour, because the employee will be working for a different department.

Note: the Advanced option is only available if you have access to System Preferences, which will not
be the case for the majority of users.

Planned absence

Clicking this option opens the employee's Planned absences form, showing all absences that have
been planned for the selected employee. The bottom row of the table shows a new Holiday absence
for the day on which you clicked. This can be modified or deleted if you do not wish to add an
absence for this day. For details of how to use the form, see Employee's planned absence, page
166.

Plan roster change

This option will allow you to change an employee's roster. For more details see Rosters on page 227.
When you select this option from the right click menu the following form should be displayed:
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Planned code change E'
Code: | | TMSTMS.WP o DK
Mew valus: | ] Hiztory x Cancel
{nones:
From: |03/09/2007 .| ta; |0309/2007 —

Enter the new roster into the New value field using the drop down list, then define the time scale in
which the employee will be assigned to the new roster, using the From and To fields. After the
specified time, the system will revert the employee to their previous roster.

EWTR report

Clicking this option opens the following form:

European Working Time Directive [Z|

Test
[ 48 hour average tf Start
[ & hour average [nights] X Siop
[ 11 hour breaks
Rest Entitlernents @ Clear
[ 24 hours rest in 7 daps
[ 48 haours rest in 14 days & Fririt
B Close

Test results

This form allows you to run a report to check that employee's work patterns are honouring European
Working Time Regulations. For more details see

Maintain budget values

Clicking on this option displays a form similar to the following:
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Maintain budgetary values f5__<|

Budget values

|Enddate |Inokup |Value |Eost\n‘alue |
[0g/05/ 2008 | 14/08/2008 OD.DEPARTMENT 2 700.00
15/05/2008 21/08/2006 0D DERPARTMENT 2 £00.00
29/05/2008 04./06/2006 OD.DEPARTMENT 1 500.00
05/06/2006 11./06/2006 OD.DEPARTMENT 1 500.00

o K

x Cancel

This form allows you to maintain the budgetary values you have set up. To amend the budgetary

values, click on any field and make the appropriate adjustments.

Generate budget values

Clicking this option will open the following form:

Generate budgetary values

Baze abzence

Lookup code: |

Repeat parameters

<Dezcription:

Lookup walue: j
Cost value: |0

~I

Generate

Start [ ate: J
End D ate: J

X

Repeat for |2 OCCUrences
Generated changes
StartD ate | Enddate |Iu:uuku|:u Coztvalue

This form allows you to set up budgets for employees within TMS. Define your budget by entering an
appropriate Lookup code and value, Cost value and start and end dates.

Colour key

Click this option to display a form similar to the following:
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Planner Colour Key E|

Planner specific colours

. Horne wiark,

Buway work,
Processed day

Background

General colours

. Mon wiorking day

Planned absence

. Selected shift

Available For work,

This is a colour key for the shifts on the planner. For instructions on how to change these colours see
Setup on pagel70.

16.2 Rules

Introduction

Rules can be set up in TMS to define various criteria that must be met by your employees’ shift
patterns. Any periods in the roster where a rule is violated can be highlighted on the future work
planner. There are two types of rules which can be defined in TMS - group rules, for which the result
of the rule is calculated using the sum of the number of employees present who pass the rule; and
individual rules, for which the result is determined independently for each employee.

For more details on how to maintain rules, see Maintain staffing rules on page 239.

16.2.1 Rules tab
If you have rules set up on your system, you will be able to view the way your shift patterns comply

with them on the . Individual rules will be displayed on the Planner tab, but group rules will be
displayed on the Rules tab. The main component of the rules tab is a grid which displays group rules:
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A8 Group rules for Sunday 20 January 2008 to Sunday 24 February 2008 (Department: 67..67)

‘week commencing

Current emplayes Wigw Defaulk action
zaj0tj2008 ... . & uﬁ Llose
V3N N Apply Current shift o - & Frint

| ' D =
AJ ' 19 5idays || D Help

Change Group rules Individual rules
+ Permanent . " - :

Dizplay | M odify | Add | Delete | Dizplay | Check. | Modify | Add | Delete |

" Temporary

GROUP £:00 12:00 18:00 |MINSTAFF 6:00 1200 18:00

Monday 28 January 2003

0 1]
T T T
=4

1 | — 0 | 1 1 |

Tuesday 29 January 2008 _

1 | —f d | 1 1 |
| i % |
| |
| |
| |
1 1

Wednesday 30 January 2008

& Empl Ioglees whi pass il
000007: David Hughes d

Thursday 31 January 2008

[4:]
=
-=
&

ek O [FELa0Efy Z00E 000008: Heather Mazon ;

| I
Saturday 02 February 2005 | | N";A .but are not present . , N{A , I
Sunday 03 February 2008 M 000005; Eddie D avies M

! 000011: Kery Christophers
000013: Mark ‘W ordswarth
000017: Tim Blackmaore
000022: Dwen Richards
000099: Trewar Hunt
000004: David Watzon

F'Ianner] Emplayes poal  Rules |Inf0rmation] Hostering]

This panel on the Future Work Planner shows to what extent group and individual rules have been
adhered to. As shown above, you can hover the cursor over the panel to display more details.

Note: if Show Future plans only is selected, rules for days in the past lie before the last processed
date apply to real not planned work records.

Change
i* Permanent

" Temporary

Use this section of the panel to specify whether you wish to make permanent or temporary changes to
rules. You can also make permanent changes to the rules through the Maintain staffing rules on
page239. If Temporary is selected you will only be able to display or modify rules on the panel, but
not add or delete them.

16.2.2 Modify group rules on the planner

Group rules

Digplay | b4 odify | Add | Delete |

You can make changes to group rules whether or not they are displayed on the grid, through these
buttons on the panel. You can also make modify group rules through Maintain staffing rules on
page239.

16.2.3 Modify individual rules on the planner

[ndividual rules

Dizplay | Check. | b4 odify | Add | Delete |
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For individual rules it is possible to Modify the rule and to change whether or not it is displayed. In
addition it is possible to see any breaches of the rule over the time period displayed by the planner, as
long as the rule itself is set to be displayed in the Rules grid. Individual rules are also displayed on the
Planner tab.

By default the Rules grid shows rules that have an employee list overlapping the employee list shown
on the planner tab, as well as those that have their employees set to Planner Selection (see Groups
in Add a New Rule, p. 244). Hovering over the period a rule is applicable will produce an hint
showing which employees pass the rule at the appropriate time.

Individual rules apply only on a particular day to a subset of individuals who meet the criteria for that
rule. Individual rules therefore have no Parameters (apart from the colour selected to indicate a rule
violation) or Degrees. They are simply either passed or broken. This change can be seen on the form
below:

Modify rule §|

Dezcription: |Late Start Shift J ] 4

Riule type x Cancel
~

=

Parameters
Colour for rule vialation: .

...........................

Individual rules are useful if you have a particular subset of employees that require special monitoring;
for example an individual rule may be set up for workers under the age of sixteen which is broken if
they work past a certain time. The rule will then display as broken if such an employee is selected to
work past that time, and the situation can then be resolved.

In this case:

(AGE<16) Aged less than sixteen

and

(WRWSEND>22:00) shift ends after 10pm

and

(age<>0) to de-select employees for whom a date of birth has not been entered.

16.3 Employee pools

Employee pools can only be used on systems with TAS (Time Allocation System) licences. Any
employee can be added to any number of pools; departmental or site managers are then able to
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select employees from pools to cover staff shortages, periods of high demand, or any other
circumstance.

16.3.1 Maintain employee pools

Employee pools are created and modified from the form below, which appears when you select
Maintain employee pools from the System menu:

Maintain employee pools b_q

Mew pol @ tadify B Cloze |

POOLT
POOLZ Podl 3 Gp  Add
SUPPORT Catn work, in suppart

@ [elete

(P Copy

This lists all pools that exist on your system. To modify an existing pool, select it and click Modify.
This brings up the same Modify employee pool form as that shown for adding a new pool, as
explained below.

To create a new pool, click the Add button. This window appears, prompting you to enter a new
unique name for the pool:

New employee pool name D_<|

Please enter new J 0K

| ]
x Cancel

L N0nE:

Enter a name and click OK. This form is displayed:
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A# Modify employee pool

Description: |
Ayvailable employees Selected employees ﬂ
00001 5: Matthew Davie a 000002: Barry Sanderzon
000 7. James Whicks 000003: Charlie Anderzson
00001 3: Mark. Blackmor 000006: Felicity Turner
00001 9: Mark. Smith — | 000008: Henretta Burton

002244: Steve ‘W akems: pp | | 000073 Mark Donaldson
0233223 Tony Kendnck -
100002 Glenda Turner & elect
389000: Mick Finn —

444444 PeterWalker 44 [v Replace

282255: Greg Symondz B
338222 Simon Footstoo

Employees

On this form, you should enter a description of what the pool is for. In this example, the pool is for
employees who can work in the Support department of the company. Select the employees you wish
to add to the pool using the arrows in the usual manner. When you have added all required
employees, click OK to save the details of the pool.

You can use the Select button to make an employee selection. Tick the Replace option to replace the
employees in the pool with your own selection.

You can create as many pools as you need. In some organisations, you may only need one pool,
containing employees who can work in various different departments, while in other companies you
may need pools of employees with a particular skill or qualification, who are based at a particular site,
or any other relevant criteria.

16.3.2 Employee pools on the planner

Open the Future work planner and click the Pools tab. It is only visible if your system is TAS
licensed and if at least one employee pool has been set up (see 'Employee Pools', page 185). Once
clicked, it shows all employees in a selected pool; this pool can be changed using the drop down
menu on the top left of the screen, as highlighted below:

[ Poct [NEW |
Poal: 5 emplayees | bom 12-Mar Tue 13Mar wied 14-Mar Thu 15 ar Fri 16-Mar Gat17-Mar Sur 18- ar |

000002; Barry Sanderson ) .. -.

000003: Charlie Anderson EE B

00000E: Felicity Tumer O |

000008: Henrigtta Burtan I .. I .-

]

I|I:|I

16.3.3 TAS categories for pools

Before you can use pools effectively, the TAS categories on your system must be set up correctly.
This means that there must be a TAS category which corresponds to the category managers use to
view the future work planner. In most cases, managers view the employees in their own department,
site or other type of group on the future work planner. However, some organisations use extended
group select, which means that each time the work planner is opened, a different range of employees
can be selected. Due to the possible misunderstanding of what is defined as 'home' and ‘away', Pool
Employees and Away Work only operate in extended group select mode, if the selection is on a TAS
category.

In the examples here, the future work planner will be viewed by department. If you use another type of
group, then it will function using the same principle.
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16.4 Information tab

This tab is used to show any additional information desired by the user; for example a job list or list of
visitors. This option can be selected or de-selected on a per-user basis by ticking the Show
additional data panel option, located on the Planner data panel of the System Preferences menu:

A® Maintain System Preferences E][E|E|
E-bail ] ElnckEardl .ﬁ.uthurisations] F'Ianner] Planmer report  Planner Data l Tazk F'Ianning] Flarner budget] .-'-‘-.ppruvals] AL

|v Show additional data panel

Datatable [THEATER = Data panel caption [Information X Cancel

Figld mappingz

Copy ta sites
Start Date: |End D ate =

Curtent flag: |Current?

Filter or: | |

el Lo

End Diate: |Er‘u:| Date
Fields to dizplay

Hidden figldz Vigible fislds
Current?
End Date
MHurmber
Start Date
Theater

4

el ]EIN]
[ e

Selecting Show additional data panel allows the information tab to be displayed. Once this is done,
select the table from which the data will be drawn, and the name which you wish to be displayed with
the data in the information tab.

The field mappings pane or group box allows you to define which fields contain start and end dates. If
the Current flag option is set to false the selected record on the Information tab is cancelled.

Field mappings

Start Date: |End Date | Current flag: | Current? -

End Date: |End Date ] Filter ot | |

Once this has been done, you need to set which fields will be visible and which hidden within the tab
by using the 'Fields to display' pane at the bottom of the screen.

Once this has been done a new tab containing your chosen information and caption will be displayed

the next time you open Future Work Planner. Clicking on the tab will show the data for the date
range currently selected by the planner:
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A% Planner for Mnnda‘h1 7 July 2006 to Sunday 23 July 2006 (Department: 46)

Week commencing Current emplopes i Select n Close
17/07 /2006 = g & wieskly || 5 =
Current shift ] r 5 Print
| " Daily ~
" Monthly | | =
Amival Date | Sumame | Compary | Contact
21/07/2006 williarns 10000
N 21/07/2006 Arangen 0000
" |15/07/2008 Franks 310000

F'IannerJ Employes pooll Fules  Information ]

Entries before today's date will be shown using the planner processed background colour, with those
for today and the future in the planner's default background colour. Cancelled items are shown with a

line through the text.
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17.1 Introduction

Staff Allocation allows you to organise and facilitate an event easily through TMS. You can store
data relating to the event and then use the system to calculate probable costs and staff required.

Select Staff Allocation from the Group menu to a form similar to the following:

#® Event Planner EJEIE|

Ewvent View Sub-event Area Source for user tokals n
: i * Planned pay ﬂ
(Bt =] " Daily Add | | |Template| Inzert | |Ma\nla|n| ® (i ey
Charity event £ Mid-pay
Date: |01/10/2007 J Maintain o Weekly Sub-event colour shows Heading o s —
= Staff allocation ~ Oriai

Add Original pay

" Actual pay

« | < | > | > ‘3ppl}l| Eventdata|| | € d-weekly " Budget

bon 01/10/2007 [ Monoroct Tue D2-0ct Wed030cl |  ThubsOot |  FidsDet |  Set0BDct Sun 07-Oct

||

This is the main Staff Allocation planner form. This form stores and displays four different kinds of
code:

Event: the main event or function that has been organised (e.g. an awards ceremony).

Sub-event: different functions that are taking place as part of the main event (e.g. catering,
merchandise sales) at a specific time.

Area: physical parts of the site where the event is taking place (e.g. Reception). Unlike sub-events,
these are permanent.

Heading: user-defined headings to organise the displaying of the event on the Staff Allocation form
(e.g. 'food', 'sales' etc).

Once you have defined an event you can select it from the drop-down list at the top of the form and
then maintain the sub-events, areas and headings associated with the event.

Notice that you can View the Staff Allocation planner for a week, a single day or for four weeks. For
details of how you can define the properties of the Daily view see Setup options on page 209.

You can choose to show totals relating to staff pay on the planner. For instructions on how to activate

this option see Setup options on page 209. The Source for user totals on the form above relates to
these totals. Specify the source for the pay totals to be displayed.
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17.2 Maintain events

Notice the Event section of the Staff Allocation planner, displayed below:

Ewvent
Evert: |RACEDAY ]
& Raceday Template
Date: |24/09/2007 [ M aintain

<<| 4 | > | *r |gppl_l,l| Event data

You can select an event to display on the planner using the Event drop-down list. The Date field will
display the date to be displayed on the planner, which can be modified using the calendar button or
the arrow buttons. The 'single' arrow buttons allow you to move a day backwards or a day forwards;
the 'double’ arrow buttons allow to move a week backwards or forwards. Click the Apply button to
implement any changes you have made.

Click the Maintain button to display a form similar to the following:

Maintain events [gl
fwyards ceremony z7f10/z008 @ Miodify | B Clase |
CHARITY Charity event 20/10/2008 2710/2008
FOOTBALL Football match 03/11/2008 03/11/2008 Add
RACEDAY & Raceday template 2311002008 Z3/10/2005
&= [Delete | E Print |
*MAS cChristmas party 22(12{2008 22122008

Copy

This form displays all events stored on the Staff Allocation planner. To add an event click the Add
button and then define the name, description and start date for the event. You can also Modify,
Delete, Copy or Print an event using this form.

Click the Modify button to display the following form:

A8 Maintain event definition '._ 'E|[Z|
Code: | F Ok
Drescription: | EUE s B = X Cancel

Start date: ||:|4.-"1 202007 J
End date: |1 1242007 J
Postoode:; |YEIE|EI 40F

You can add details for the event on this form, as demonstrated above.
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17.3 Set up sub-events

To set up sub-events first select the relevant event on the Staff Allocation planner, as demonstrated
below:

17.3.1 Set up Areas

Next it is necessary to set up 'Areas’, representing physical parts of the site at which the event will
take place. To do this, click the Maintain button in the Area section of the Staff Allocation planner. A
form similar to the following should be displayed:

Modify list for Sub-event codes [g|
Code | D ezcription |
GREEN Green Suite B} Modity |
RECEPTIOM R eception
- [TRack Trackside

WHITE Wwhite Suite
— E Print |

®, Find Use

ﬁ Bename

This form displays all areas on the site. To add a new area click the Modify button. When you have
defined area codes, you can add an area to the event by clicking the Add button in the Area section
of the Staff Allocation planner. The following form will be displayed, allowing you to select an area to
display:
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Select Area

Pleaze zelect

X

oF Ok

GREEM Green Suite

RECEPTION R eception X Carcel
TRACK, Trackside -
WHITE White Suite

17 Staff Allocation

Select the relevant areas and then click OK. The areas will be displayed on the planner as follows:

#® Event Planner

Event
Event: |&wARDS

Auward ceremony

=
Date: [0TAD/2D07 | T

<<| < | > | i3 |Qpp|_l,l| Ewvent data

‘white Suite

[(=1[E9

Wiew Sub-event Area Source for user totals
i {* Planned pa LCloze
" Daily Add | | |Template| Insert |F|em0ve|Maintain| s MinimumT:ay_l,l n
i Mid

o+ Wweekly Sub-event colour shaws Heading ~ E:x:z:jm o

+ Staff allocation £ Original ap ¥
7 d-weekly " Budget Add i Actgual D';y-'r'

| bon 01-Oct Tue 02-0ct ‘whed 03-Oct Thu 04-Oct Fri 05-0ct Sat 0E-Oct Sun 07-0ct

17.3.2 Set up Headings

You can add custom headings to the Staff Allocation planner to help you organise the display of the
sub-events. To add a heading click the Add button in the Heading section on the planner. The
following form will be displayed, allowing you to define your own heading:

Insert header text

Caption: ||

F O

X Cancel
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When you have inserted the text click OK and the heading will be displayed on the planner as follows:

#® Event Planner |';||'E|f'5__<|
Event Wiew Sub-event Area Source for user totals n
: i + Planned pa ﬂ
Event: [BWARDS =l £ Daily Add | | |Temp|ate| Insert | |Maintain| AT
Auward ceremony .
* Weekl Sub-event colour shows i @ Ve
Date: |01/10/2007 =] M aintain ey ; Heading " Masimum pay
—_ 1 + Staff allocation - ® Oiv g
< | < | > | ¥ |Qpp|_l,l| Event data ™ d-weekly " Budget Dicteli| Bimelly " Actual pay
| Fon 07-Oct | Tue 02-0ct | whed 03-Oct | Thu 04-Oct | Fri 05-0ct | Sat 06-Oct | Sun 07-Oct
Green Suite o | o | o | o | o | o |
Wihite Suite R e e

17.3.3 Add sub-events

You can now add sub-events to the event on the planner. Click in one of the vacant white boxes on
the planner and click the Add button on the Sub-event section. The following form should be
displayed:

Add sub-event [5__<|
Add area using -35? oK
{* Existing code " Mew code x
Cancel

Code: |GREEN ]

Date selection

f* Single (" Range
Date: |11/11/2008 L.
Template

Definition: | ]

This form allows you to select what type of sub-event to add to the planner. You can choose assign
the sub-event to an existing area code or a new area code. If you select New code, an extra field is
displayed allowing you to define and describe the new area. You can specify whether the sub-event
will take place on a Single date or over a Range of dates. You can also specify whether the sub-
event is to be based on a existing template, by using the drop-down list at the bottom of the form. For
more details see Sub-event templates on page 202. Click OK to open a form similar to the following:
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#8 Sub-event definition for GREEN at Green Suite on Tuesday 18 Dec 2007

Sub-event details Budaget calc. 1 Sub-event data) (Job position Pay grades Pay field J

Start time: |0:00 End time: |0:00

Diezcription: |

Edit | Data | M airitain | M airtain | Mid pay value ] x Cancel

Job definitions required

Job position |Descripti0n |DE|3,| |Start time |End time |Ea|c: Mo, Rod |Data |Divisor |Value |Ealc |Shift |

| -]

Job definitions dizplay

-

Monday 17 Dec OF Tueszday 18 Dec 07 wiednesdap 19 Dec 07

Firstly, you can define the start and end times for the sub-event.

Budget calculation

Click the Budget calculation Edit button to display the following form:

/8 Expression builder
Fields and functions Operators

lanner details = j J ﬂ ﬂ j @f Ok

EVEMTBUDGET Budget walue for a sub-event
EVEMTCHANGEMUM  Ewent changes as number
EVENTCHANGESTR  Event changes as sting and | o | ot
EVEMTDATA Fietrieve event data

EWVEMTDATASTR Rietrieve event data [Alpha) if theh elze

EWVEMTRAY Rietrieve event pay value [Mumernic)
EYENTRAD Required number of staff for a sub-evert [ |

£

Add range
Add field Add code Add date

Undo

LClear

i

Suntan check

1

©
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You can use the above form to define a budget for the sub-event. Select Event planner details from
the Fields and functions drop-down list and then use the Expression builder to define an appropriate
budget.

Maintain job positions

Click the Job position Maintain button on the sub-event form to display a form similar to the
following:

Modify list for Job definition

Code Drescription |Duties | Mumber of interviews Pay grade |

CLEAN Cleaners 0 HOUR B Modiy |
" |cook Cook 0 HOUR
" |waTER ‘waiter 0 HOUR

{3 Prrint
&, FindUse

s&ﬂename
(, Merge
D Help

This is a list of all job positions defined within the system. To amend the list click the Modify button.
Maintain pay grades

Click the Maintain pay grades button on the sub-event form to display a form similar to the following:

Modify list for Pay grade E|
Code |Descripti0n |F'eri0c| |ScaleMaH |ScaleMid |ScaleMin |
HOUR | Houly H 100.0000 10,0000 0.0000 @ Modify |

_W;’-‘-.GE Annual wage B 20000.0000 15000.0000 10000. 0000
WEEE “weekly W 20000000 10000000 G000, 0000

& Print
®, Find Use

A\ Erause|
ﬁ Rename
G terge

D Help

This is a list of all pay grades defined within the system. To amend the list click the Modify button.
Apply job positions to sub-event

When you have job positions defined on your system you can add job definitions to your sub-event.
Note the example below:
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17 Staff Allocation

A8 Sub-event definition for GREEN at Green Suite on Tuesday 18 Dec 2007

Sub-event details Budget calc. | Sub-event data) [ Job position Fay grades Fay field &7 e
Start time: |3:00 End time: [17:30 -
o Edit | Data | M aintain | M aintain | lid pay value j
Description: |Buffet x Cancel
Job definitions required
Job position |Description |Da}l |Start time |End time |Calc Mo. Rad |Data |Divisor |Value |I:a|c |Shift |
CLEAM Cleaners Curent 1200 19:30 By value 3
Coak Cook Current .00 15:30 By value 0
Wwial TER W aiter Current .00 1730 By walue 0
Job definitions display
Monday 17 Dec 07 Tuesday 18 Dec 07 | Wednesday 13 Dec 07 |
CLE&N Cleaners e o
COOK o= S e i i

WAITER i aiter

You can use this form to specify the job positions that will be involved in the sub-event. You can
define the Start time and End time for each job position. Under the Calc No. Rqd column you can
choose to calculate the number of each job position required either By value or By calculation. If
you have chosen By calculation you can click on the Calc column to access a button and then the
expression builder form will open.

The Job definitions display section of the form above allows you to preview how the sub-event will
appear on the main Staff Allocation planner form.

17.3.4 Sub-event custom data

Click the Sub-event data button to display the following form:
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17 Staff Allocation

A Enter custom data

Dezcription Walle | gf 0k,

x Cancel

D efinition

This form allows you to define custom data for the sub-event. For an explanation of how to use this
form see Custom event data on page 201.

When you have defined the sub-event, click OK and then the sub-event will be displayed on the
planner as follows:

hton 03/12/2007 | Mon03Dec | TueD4Des | Wed05Dec | ThulBDec | Fil7Dec | Sal08Dec | Sun09Dec |

feen Sute N I R I R
wihite Suite o e | e | e | e |
. - Area: Green Suite  — . A P . R
Desc: Food 5 ales
Start: 0341242007 09:00:00

Firish: 03/12/2007 17.30:00

Status: Under allocation

If you hover the cursor over the sub-events, a pop-up box will appear, as demonstrated above. The
colour of the sub-event will depend on your Setup options (see page 209 for details) You can set up
different colours to represent whether the sub-event has been under-allocated, correctly-allocated or
over-allocated staff. Notice the option in the Sub-events section of the planner, displayed below:

Sub-event calaur shows
i+ Staff allocation

i Budget

This allows for a second option: the sub-event colour can also indicate whether the sub-event is under
budget, on budget or over budget.

17.3.5 Drag and drop sub-events

You can also drag and drop sub-events around the Staff Allocation planner. Notice the following
section at the bottom of the planner:

Message log
Drag mode Drag action
+ Move + Subevent only
" Copy " Subevent with staff
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17 Staff Allocation

Drag mode: you can define the result of dragging and dropping a sub-event across the planner. You
can either simply move the sub-event around the planner, or you can copy the sub-event as you drag

and drop.

Drag action: you can specify whether you drag and drop just the sub-event or the sub-event along

with the corresponding staff members.

Message log: This will keep a record of your drag and

17.4 Staff allocation

drop actions.

Select the relevant event in the Staff Allocation planner and double click on a sub-event as

demonstrated below:

A8 Event Planner

FBX

white Suite g g
o Area: Green Suite

Desc: Food Sales

Start: 03/12/2007 09:00:00
Finigh: 03,/12/2007 17:30:00
Status: Under allocation

Ewent View Sub-event Area Source for user totals
} . (* Planned Eloze

Event: |AWwWARDS j " Daily Add | Delete| Modify|Temp|ate| Insert |F|em0ve|Maintain| (: M;?nr:zmzaa}; n

Auward ceremony " Mid-pay
Date: [D3n2i2007 | Wittty |[|[| (@ Wbl ||| rbeteit el s Heading ¢ Maximum pay

+ Staff allocation & Dy
<<| < | 5 | r |apply| Event data| | | (7 d-weskly " Budget facd " Actual pay
Man 03/12/2007 | Man 03-Dec | Tue 04Dec ‘wed 05-Dec | Thu D6-Dec | Fii 07-Dec | Sat 03-Dec Sun 09Dec

A form similar to the following should be displayed:

A8 Allocate staff to sub-event GREEN - Food Sales at Green Suite on Monday 03 Dec 2007

Staff allocation status

Job pasition

Cleaners
Cook
w aiter

Employee allocation
Select emplayees by
+ Enrtended selection

¢~ Pool

Select| Fiter Snrt'm

Find

Avvailable

Namne

Fostoode |Shift

3 or
210002: G Dickerson
10005: P Sanderzon
310008: b Dalby
31000%: C Coleman
310017: D McEvay
210021: C Jackson
F10026: P \wWeatherby
310034 G Oswald
10035 J Day
210041: 5 Smith
210045: J Joliffe
310051: 5 Peterson
10052 T Carter

£

1 oo
£283.00 £425.00

£283.00

Total pay: |£636.60
Budget: |£800.00
Difference: |£263.50

Job definition:
CLEAM

| Cleaners

Selected

£283.00

Allocation method
f* Add TAS to shifts
" add and merge shifts

m Close
Defirition

Data

oo
£283.00

d

Name Postcode

Shift |

han
377004: 5 Henson
3B0050: J Stewart

I
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17 Staff Allocation

This form allows you to assign staff to the sub-event. The Definition button allows you to view edit
the sub-event details and the Data button allows you to view and edit custom data for the sub-event.

17.4.1 Staff allocation status

This section of the form above shows you whether enough staff have been assigned to the sub-event.
In the above example, there are enough cleaners, but a cook is needed and there are too many
waiters assigned to the sub-event.

Staff pay details are also displayed in this section of the form above. This is based on the pay details
of the staff members involved. Choose a relevant staff member, open their Employee details (see
page49 for details) and select the Pay details tab to display the following details:

Type: Miri: Mid: P
Grade: |HOUR « | e H " 14.50 | 110.00 * 110000

Hourly From: (034072000

Pay: |12.0000 From: (034072000

Ensure that the staff member is on a pay grade and that their Pay rate has also been defined. The
system will then use these figures to calculate pay for staff members in the Event planner.

On the staff allocation form, the Pay column simply displays the total amount of money due to be paid
to each set of staff; in the example above '£0.00' is displayed in this column alongside 'Cook’ because
a cook hasn't yet been allocated to the sub-event.

The Original column displays the anticipated amount of money due to be paid to each set of staff,
before any actual employees are assigned to the sub-event. When setting up a sub-event you can
allocate a pay grade to each job position and define the minimum, medium and maximum amount to
be paid. For more details see Maintain pay grades on page 196. The system uses the medium pay
figure to calculate a anticipated total pay for each set of staff at the event, according to how many
staff are needed and the hours they are due to work.

The Mid-pay, Min pay and Max pay columns display a medium, minimum and maximum anticipated
amount of money due to be paid to each set of staff, based on the same data as the Original pay. On
the example above these columns are set to a fixed amount for cleaners and waiters because real
employees have been assigned.

17.4.2 Allocate staff to the sub-event

The bottom half of the staff allocation form allows you to select existing employees on the TMS
system and allocate them to vacant job positions within the sub-event. On the above example,
employees 'A Vaughan', 'S Henson' and 'J Stewart' have been added as 'Cleaners' to the sub-event.
You can only assign employees who have no shift on the relevant day, or throughout the relevant
period. The coloured boxes in the Employee allocation list indicate that the employees are already
assigned to a shift. When you have identified a relevant employee, use the arrow button to assign
them to the job position for the sub-event.

Note: the Filter button above the Employee allocation list allows you to filter the selection of
employees at your disposal. Click the button to open the following form:
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A8 Filter employee list Z E'E'
Filtgr b field ﬁ 0K

Field: | ﬂ x Cancel

Filter by skill
[w Filter active

b atch
o Ay zkills Al Skils

First Aider

FAST CERTIFICATION
FES

Fire officer

HR

OOl

17.5 Custom event data

following:

A Enter custom data |'._||'E|[z|
Dezcrption "W alue | ('.‘f‘:? ]
People Expected at Gate :5000.00

x Cancel
People who have booked lunckh | 2135.00 Lo —

Drefinition

17 Staff Allocation

Tick the Filter active boxes to makes these fields editable. This form allows you to filter employees
into the event planner, according to a certain field value or their skills.

Click the Event data button on the main Staff Allocation planner to display a form similar to the

You can use this form to store custom data for the event. In the above example, 5000 people are
expected to attend the event and 2135 of those people have booked lunch at the event. Click the
Definition button to display a form similar to the following:
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/% Maintain custom event data

Code Description Scope Data type  |Lookup ‘Glu:ubal ‘
ATTEMDAMNCE Atkendance Ewvent Inkeger x p—
AR People who have reserved (Event Integer |:| 4
GATE People expected at front gz Event Integer |:|
LUMCH People who have booked lurEvent Integer |:| add

]

Delete

You can define and maintain custom event data using this form. For example, you might wish to store
the attendance of an event, the number of people who have reserved car parking spaces, the number
of people who are expected at the gate or the number of people who have booked lunch, as
demonstrated on the form above. The Scope column specifies whether the data is stored with event
or sub-event details, depending on the scope of the relevant information. Note that you can also
assign the value of a particular Lookup to the event. The Global column allows you to specify
whether or not the data is applicable to all new events; if the data is 'global' it is applied by default to
every event in the system. To add or delete codes from this list, use the relevant buttons or left-click in
the left-hand column of the form to display the following option:

Insert/delete entry

Option

o Ok

i Delete entry x Cancel

17.6 Sub-event templates
Notice the Sub-events section of the Staff Allocation planner, displayed below:

Sub-event

| Delete| b adify |Template|

Sub-event colour shows
" Staff allocation
{* Budget

Before you set up actual sub-events, it might be useful to define a sub-event template. This will allow
you to set up sub-events quickly based on a pre-defined set of rules. To set up a sub-event template
click the Template button on the form above. A form similar to the following should be displayed:
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A® Maintain templates

Template name | @ Modify Mok = 078
Bar sales
. 6P Add
Catering sales —_—
Merchandise sales @ [Delete
Security
Copy

This form contains all of the templates defined in your system. You can use the buttons to Modify,
Add, Delete, Rename, Copy or investigate the Usage of, any of these templates.

If you click the Add button you will need to enter a name for the new template, and then the following
form will be displayed:

## Sub-event definition for template - NEW |Z||E|fz|

Sub-event details Budget calc. Job position Pay grades Pay field

F K
Diescription: | Edit Mairtain | M airttain | Mid pay value Bl x Cancel

Job definitions required

Job position |Description Day |Start offzet |End offzet |Calc: Mo, Rod |Data |Divisol |\falue |Ca|c: |Shift |

| -

Test template

Skart time: |0:00 End time: |0:00

Job definitions display

]

| Tuesday 11 Dec 07 Wwiednesday 12 Dec 07 Thursday 13 Dec 07

This form allows you to define the rules which apply to a sub-event. It is very similar to the Sub event
definition form described in .Set up sub-events on page 192. You can enter a Description for the
sub-event template in the field at the top of the form.

17.6.1 Apply job positions to template

When you have job positions defined on your system you can add job definitions to your sub-event.
Note the example below:
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A8 Sub-event definition for template - CATERING

Sub-event details Budget calc. Job pogition Pay grades Pay field

Dezcription: |F00d Sales Edit W aintain | W aintain | Mid pay value d x - |
ancel

Job definitions required

Juob position |Descripti0n Day |Start offzet |End offzet |Ealc Mo. Rgd |Data |Divisor |Value |Ealc |Shifl |
CLEAM Cleaners M4 300 200 By value
Coak Cook, M2 -2:00 -2:00 By walue 1
WAITER W aiter MAA -1:00 0:00 By calculation
Test template

Start time: |9:00 End time: [17:30

Job definitions display

| Sunday 09 Dec 07 | Monday 10 Dec 07 | Tuesday 11 Diec 07
E‘CLEM Cleatiers Tt T
cook Cock O OO T
WAITER  Waite T Y EEY AN BTN

You can use this form to specify the job positions that define the sub-event template. You can define
the Start offset and End offset for each job position. In the above example the cleaners should turn
up 3 hours after the start of the sub-event and should stay until 2 hours after the event has finished,
whereas the cook should arrive for work 2 hours before the event has started and is then free to leave
2 hours before the event ends. Under the Calc No. Rqd column you can choose to calculate the
number of each job position required either By value or By calculation. If you have chosen By
calculation you can click on the Calc button and the expression builder form will open.

The Test template section of the form above allows you to preview how the sub-event will appear on

the main Staff Allocation planner form. To activate the Test template enter a prospective start and
end time for the sub-event in the appropriate boxes.

17.7 Staff allocation options

Right click anywhere within the Staff Allocation planner and the following menu will be displayed:

204



17 Staff Allocation

Delete sub-event

Insert area
Rerove area

Add heading

Shiowe ariginal estimate breakdown
Show planned pay breakdown
Shiow actual pay breakdown

Prink R.oskter

Run reports

Mass allocake
Mass de-allocate

Setup
Recalculate shifts on selected subevent
Recalculate shifts on all subevents

The first few options on the above menu allow you to edit the appearance of the Staff Allocation
planner in various ways.

17.7.1 Show original estimate breakdown

Click this option on the right-click menu to display the original estimated pay breakdown for each
employee assigned to the sub-event. The form that appears works in an identical way to the show pay
breakdown form explained below.

17.7.2 Show planned pay breakdown

Click the Show planned pay breakdown option on the above menu to display a form similar to the
following:

Columns | Filter | Change | Qf o#
x Cancel

Emplayes |Date |Area Jab position Pay unit Basicrate  |Hows code |Multiplier Pay rate Hours Pay |F'ay after cale |

32006 & Vaughan | 04/12/2007 12:00 GREEM CLEAN 1 Houily 1 BH 1.00 11.00 30 82.50 82.50

(377004 S Henson | 04/12/2007 1200 GREEN | CLEAN 2 Hourly 10 BH 1.00 10.00 730 75.00 75.00

380050 J Stewart  04/12/2007 12:00 GREEM CLEAN 3 Houily 12 BH 1.00 12.00 730 50.00 50.00

400001: T'wenly  04/12/2007 09:00 GREEM WAITER 1 Houly 12 BH 1.00 1z2.00 830 102.00 102.00

400002 L Jackson  04/12/2007 09:00 GREEM WAITER 2 Houily 10 BH 1.00 10,00 830 85.00 85.00
400003 D Lilee 04/12/2007 09:00 GREEM WAITER 3 Houily 5 BH 1.00 5.00 830 4250 42.50
410015 G Parks 04/12/2007 09:00 GREEM WAITER 4 Houuly 7 BH 1.00 7.00 830 55.50 55.50

Total |E536.50

This form shows a breakdown of the planned pay for each employee. The cells of the table will be
coloured differently according to whether they are fixed, editable or have been changed. To
instructions on how to change these colours see Setup options on page 209.

Click the Columns button to display the following form:
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A Select columns [’L| ['E| [5__<|
Awailable Selected Q{Y """
P Empiei L At O
|Jzer tatal 2 WHDate X Cancel
IJzer total 3 Area -
IJzer tatal 4 Job pozition
IJzer tatal & —— | Fay unit
IJzer total B b BazicRate
IJzer total 7 — |HoursCode ﬁ
IJzer tatal 8 kualtiplier —
Ll zer tatal 9 — | PayRate 3
i Hours E—
—— |Fay
Pay After Calc

This option allows you to select what details are included in the Pay Breakdown. Select or remove
columns using the arrow buttons in the centre of the form.

Click the Filter button on the Pay breakdown form to display the following form:

A Filter. properties E”E”E'
v Filter active W 0K
Employee field filter
Field: |Surname | | .ol
Value: [wenty

Breakdovn filker

Brea: | j <nones
Job position: | j <nones

To access the filter tick the Filter active box at the top of the form. This form allows you to filter the
information displayed on the Pay breakdown form. You can use the drop-down lists to view
information relating to certain fields, areas or job positions. On the example above, the user has
chosen to view the pay breakdown for an employee with the surname 'Wenty'.

17.7.3 Show actual pay breakdown

Click this option on the right-click menu to display the actual pay breakdown for each employee
assigned to the sub-event. The form that appears works in an identical way to the planned pay
breakdown form explained above.

17.7.3 Mass allocate

This option allows you to mass allocate staff to sub-events. Click the Mass allocate option on the
right-click option to display the following form:
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#® Mass allocate employees El@| E|

Allocake Emp's bo sub events bebween: &y oK

104112008 ...| and  [10j11/2008 =

Sub-gvent | ﬂ Function Roorn
Job position |CLEP.NER j CLEAMER.
Date |F'.rea |J|:|I:| |Inu:|uu:|e |
Monday 10/11/2008 09:00 FUMNCTION CLEAMNER.

You can choose to allocate employees to sub-events within a specified date range. Use the calendar
buttons to define the desired date range. You can also specify to which Job position employees will
be allocated. The List at the bottom of the form will list all job positions within the specified date range;
you can then choose whether to Include all of the job positions available. When you have added the
necessary details click the OK button to display a form similar to the following:

A Select employees to mass allocate

?;IBEC:t::EE:Iy::Fe :Elrilon b | e | Con | Mumber required on 04/12/2007- 0/3 rf oK
" Poal -
x Cancel
Avalable: 9B Sort: |Sumame v | Selected D
M ame Cost | Postcode | ”~ Name Cost Postcode |
310000: M & Patterson £0.00/ Hour
30002 G Dickerson £0.00/ Hour
30005: P Sanderson £0.00/ Hour !
310008: M Dalby £15.00/ Hour
30003; C Coleman £0.00/ Hour J
310011: D McEvay £0.00/ Hour
3N0021: CJackson £0.00/ Hour
002E: P weatherby £0.00/ Hour “ M
Emp name |.-’3uea |Start time |End time |J0h Position | Status |Assign |
]

This form allows you to select the employees to be mass-allocated to sub-events. Available
employees are shown on the left-hand side of the form and Selected employees are shown on the
right-hand side. You can specify which employees will be displayed in the Available box by using the
Select button. To select an employee for allocation, use the arrow buttons to move him/her into the
Selected box. For more details of how to use this form see Select available items on page 31.
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Note that the number of employees required to fill the job position in question and the number who
have already been selected are displayed at the top of the form. In the above example 0/3 employees
have been allocated and 0 have been selected.

Click the Mass button and the following confirmation message will be displayed:

\"?I'/ Do you wigh to masz allocate up to the number required to fill the job pozsition’?

If you are happy to mass allocate employees up to the number required to fill the job position, click
OK. If you wish to change the maximum number of employees that can be mass-allocated click No
and the following form will be displayed:

Enter a maximum number of employees to be mass allocated and then click OK.

Once you have selected employees to be mass-allocated, their details will appear in the bottom half
of the form, as follows:

A8 Select employees to mass allocate

?;alic:t::é::dy::; :Elrilon select| o | ke | e | Number required on 041272007 0/3 gf oK
" Poal
x Cancel

Awvailable: 95 Sort: |Sumame j Selected: 1

I ame | Cost | Postoode | ~ M arme Cost Posteods |

310000 M A Pattersan £0.00 ./ Hour 330062 5 Walker £0.00

310002 G Dickerson £0.00 ./ Hour

310005 P Sanderson £0.00/ Hour J

310008: M Dalby £16.00 4 Howr

310003: C Caleman £0.00 ./ Hour J

3100171: D McEvaoy £0.00 4 Hour

310021: C Jackzon £0.00/ Hour

J10026: P iweatherby £0.00/ Hour w M
Emp hame |Area |Start timne |End time |Job FPogtion  [Status |Assign | s
330062; 5 walker GREEM 04/12/2007 12:00:00 0441242007 19:30:00 CLEAMN The employee iz already warking a shift |:|
330062 5 Wwalker GREEM 05/12/2007 12:00:00 0541242007 19:30:00 CLEAMN The emplayee iz already warking a shift |:|
330062 5 Wwalker GREEM 06/12/2007 12:00:00 0641242007 19:30:00 CLEAMN The emplayee iz already warking a shift |:|
330062: 5 ‘Walker GREEM 07/12/2007 12:00:00 07A 242007 19:30:00 CLEAMN The employee iz already working a shift |:|
330062 5 walker GREEM  08/12/2007 12:00:00 08412/2007 19:30:00 CLEAMN
330062 5 walker GREEM  09/412/2007 12:00:00 09/12/2007 19:30:00 CLEAMN
330062: 5 Wwalker GREEM 1041242007 12:00:00 1041 242007 19:30:00 CLEAMN The employee iz already working a shift [ hd

The bottom half of the form above displays the availability of the selected employees throughout the
specified date range. Tick the Assign box to assign the employee to the relevant sub-event on that
day. The days will appear different colours according to the employee's availability. If the employee is
available the day will appear white; the day will appear grey if the employee is already due to work a
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shift; the day will appear pink if the employee has been assigned to work and they are already due to
work a shift; and the day will appear red if the employee has already been allocated to an sub-event
on that day. In the example above employee 'S Walker' has been mass allocated to work as a cleaner
from 04/12/2007 to 10/12/2007. However, she is due to work a shift on all these days apart from the
8th and 9th so she can only be assigned to sub-events on these days.

Note: you can reverse this process by selecting the Mass de-allocate option on the Staff Allocation
planner menu.

17.7.4 Setup options

Click Setup on the right-click menu and the following form should be displayed:

-
i Rostering setup g@
Allacation status Budget Miscellaneous colours Pay breakdown colour
Area header Background -
x Caniel
Staff allocation on target Budget on target Daily background Editable cell

Defaults

Background 1 Changed walue

Staff over allocated

Ower budget

Background 2
_ On karget allowance Yo

Tatals Miscellaneous display options Drrag options
MadiFy |v Show emply job positions in daily view
Totals ko display — Maode:
Original estimated pay Daily view default start time: |0:00 Copy j
Medium estimated pay
Allocated pay Rows height {Daily view):  |400

Action:

Include staff |

#Allocation screen figlds

Allocation grid field 1 | j Widkh: 7S v Show pay value

Allocation grid field 2: | j widkth: |95 v Show postcode distance

Allocation hint field 1 |TMSEMP.HOMETEL j Allocation hint Field 4: | j
Allocation hint Field 2: |TMSEMP.POSTCODE | Allocation hint Field 5: | |
Allocation hint field 3: | | Show preferred emplayee: [

This form displays the setup options for the Staff Allocation planner:

Allocation status: you can define the colour of sub-events on the planner that are either under
allocated, correctly allocated according to targets, over allocated, or can't be edited. Click on the
coloured boxes in order to alter the colour.

Budget: you can define the colour of sub-events on the planner that are either under budget, correctly
budgeted or over budget.

Miscellaneous colours: you can define the colour of headers on the Staff Allocation planner.
Pay breakdown colour: you can define the colours of the grid fields on the pay breakdown form, to
indicate whether fields are editable or changed. For more details see Show planned pay breakdown

on page 205.

Totals: click the Modify button to select which totals are displayed on the Event Plannermain form.
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Miscellaneous display options: you can define the properties of the Daily view on the Staff
Allocation planner.

Drag actions: these options allow you to define what happens when you drag and drop sub-events
on the Staff Allocation planner. For more details see Drag and drop sub-events on page 198.

Allocation screen fields: you can define the properties of the Staff allocation form. For more details
see Staff allocation on page 190.
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18 Shift setup

18.1 Maintain shifts

There are two ways of setting up shifts - on the Future Work Planner (see page 154), and on the
Maintain shifts page:

Open the System menu and select Maintain shifts:

X

Maintain shifts

Axailable far wark, @ b odify | E Cloge |
COMPTESTA Comples Day =
COMPTESTZ  Complex 2 P Add
FACT Dy Dray Factory - Deste | & Brint |
FACTLATE Late Factaory
FACTHIGHT Early Facton ﬁ B
FACTHRD Factory Man Mandatary 1
FACTMMM Factory Maon b andatory 2 ‘\ Usage ‘wiark rules for display/test
FLE=Du&y Draptirme Fles =
FLEXNIGHT  Mighttime Flex © Vew yi:.il Shop aﬁ
MAMFLAST Flexible Start Managers [rate for dizplaytest
MNOCORE Mo Core b a7/08/2007 .|

This form displays all previously defined shifts (apart from personalised ones). To amend any of
these, select one and click Modify. Shifts can be tested against different clockings and work rules to
see what hours and anomalies would be calculated by the shift on particular days. It is useful to test
any new shifts before they areused ¢ i ve 6.

18.1.1 Add a new shift

If you wish to add a new shift, first select a set of work rules in the Work rules for display/test box.
This set of work rules will affect the default rules of the new shift.

In a way, the set of work rules that is selected in the display/test field will act as a template for the new
shift, although you are able to change any rules in the shift on the Work shift form.

Once you have selected the required work rules, click the Add button. The following box appears:

Add shifts x|

Select: | ] "\ﬁ? ol

<niot defined: X Cancel

Enter a unique name for the shift and click OK. This produces the Work shift form, on which you
should enter all details of the shift.
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18.2 Work shift form

A form like this is used whether you are setting up a shift from the Future Work Planner or from the
Maintain shifts page:

/® Work shift NORMAL for Mon 07-May-2007

Options
Flex Rates alhces Round Alternatives Prerniurns
Wiz oT zer Test Spec. days
Dezcription Standard hiours I-'I:Ipe . x Cancel
* Mandatory working day
— 7:30 " Non-working dap Copy
Cantral time.s " Available for work day
Earliest start: W work Braks [1]
Sl & etk W Start between Length Fay rate Feqd | '{5 Etint
End of workdaw: |'I?:EID 12:00 12:30 030
Latest finizh: |18:00 |:|
Time dizplay
4| 02 03 04 05 06 07 08 03 10 11 12 13 14 15 16 17 18 19 20 21 22 23 [
< [ [ | >

The shift details that you need to define are the same whichever method you are using:
Description

It is recommended that you enter a description before setting up any details of the shift. The
description should make it clear what type of shift it is, to make it easier to identify later on (e.g.,
'Dayshift', 'Nightshift', '9.00-17.00").

Change start or end times

The Control times section displays the limits of a standard shift (Start of workday and End of
workday), and the limits within which employees can work overtime (Earliest start and Latest
finish). In the example shown above, the shift is from 8:00 to 16:30, but employees can start as early
as 6:00 and finish as late as 18:30 should they be working overtime.

Edit any of these limits by typing the new times into the boxes, or by using the Time display bar at
the bottom of the form. In the example below, the light blue bar shows time paid at the basic hours
rate, and the dark blue sections show time paid at an overtime rate. To move the shift back or
forward, without altering its length, click within the shift and drag to its new times. To lengthen or
shorten the shift, click on one of the ends of the shift, so that the cursor changes to a 'resize' image,
as shown below, and drag to the required start or end time.

Time dizplay

_1 .01, 02, 03 04 05 06 07, 08 09, 10, 11,12 13,14, 15, 16, 17, 18,19, 20, 21, 22, 23
< I I 1 b

The Standard hours box displays the number of hours to be worked in a standard shift (from the
times set as Start of workday and End of workday). This also takes into account the length of any
breaks that have been defined (see below).
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Mandatory working day

If the employee is not required to come into work on this shift, then ensure that the Mandatory
working day box is not ticked. This is particularly useful when setting up non-working days on which
the employee is permitted to come in to work overtime. Because employees are not required to work,
there is no standard shift, which means that in the Control times section, details can only be entered
for Earliest start and Latest finish.

Available for Work day

If the employee is not required to work this shift, but is available, tick the Available for work day box.
This is particularly useful for assigning a pool employee to a shift before changing it to a working day
shift prior to adding any TAS clockings. Because this is a shift which only indicates when an
employee is available for work, the only information which needs entering for this type of shift id the
earliest start time and latest finish time. By default, Available for work days are shown as a different
colour in the planner tab.

Work breaks

Enter any breaks to be taken throughout the day by clicking on the white arrow to the left of the Work
breaks table, to display this box:

Insert/delete entry E]

F K

" Delete entry x Cancel

Select Insert entry, and click OK, and a new row will appear in the table, where it can be edited.

On the Work shift form above, the employee must take a break of thirty minutes, starting between
12:00 and 12:30. To modify these details, enter the new times and length in the boxes.

If the Pay rate column is blank, it means that the break is unpaid. When a break is unpaid, the
duration of the break is deducted from the overall length of the shift in calculating the Standard hours
figure. If the break is to be paid, select the relevant pay rate from the drop-down list. The duration of
paid breaks is not deducted from the length of the shift for the Standard hours calculation.

Tick the Reqd box if the break is compulsory. Any breaks that are not compulsory will not affect the
Standard hours calculation.

Work rules

The boxes at the top of the form allow you to change the profiles, or work rules, to be applied to this
shift. By default, whether you are editing an existing shift or creating a new one, these options will be
set to the rules of the profile which the employee is on. Amending them will only affect the current
shift, and not the general profile. For details of most of these buttons, see Work rules on page218.

However, some buttons appear only on the Work shifts form above.

The Flex button

(Note that this is not the same as working on flextime rules, which must be set up in a different way -
see Work rules on page218).

If you operate a flexible working day, employees can be more flexible about when they start and finish
the shift. Clicking the Flex/Name button allows you to define the flexible working set-up.
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Flexible working set-up E|

tode of operation

* Mo flesible working

" Continuous flexible start x C |
. . ance
" Dptional stark times

" Minirnurn M asirmum hours D Help
" Multiple optional start tmes —

Select the type of flexible working that should be permitted on the shift:
No flexible working

No flexible working is allowed on this shift.
Continuous flexible start

Employees can start work at any time within a set limit, as long as they work the specified number of
standard hours. This box should be used to enter the latest time when an employee can start:

Flexible start of workday

between £:00 and |EXI

In this example, 6.00 is the original start time of the shift, but the employee can start at any time
between 6.00 and 8.00 without an anomaly being generated.

Optional start times

Employees can be given up to three optional start times after the normal start time. The interval
between the standard start time and the optional times should be entered in the boxes. Whenever
they do start, employees are still expected to work the specified number of standard hours.

Dptional start times

Start at;
or [N  hours later

ar 1:00 haours |ater

ar |1:30 haours later

In this example, the employee can start at 6.00, 6.30, 7.00 or 7.30.
Minimum/Maximum hours

Enter in the boxes the minimum number of hours the employee must work (usually the standard
hours), and the maximum number that he or she can work in a day and be paid for.

Finirmum hours e

Work at least; |EI0
b axirnimn paid hours: |1 000

In this example, the employee must work between 8 and 10 hours in a day. If he or she works more
than 10 hours, the additional time will not be paid.

Multiple optional start times

This is similar to Optional start times, but you can allow more possible start times.
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Multi optional start bimes

Start at:
or [ER  hours later
for |5 &1 occunences

In this example, the employee could start work at 6.00, 6.30, 7.00, 7.30, 8.00 or 8.30. Again, he or
she is still expected to work the specified number of standard hours.

The Alternatives button

It is possible to set up a number of alternative shifts that an employee can work, instead of the one
assigned to him or her on the roster. This feature is particularly useful if the employee works rotating
shifts (e.g., mornings, afternoons and nights). TMS will then check the employee's clockings and
match them to the nearest shift specified in the Alternative shifts list.

Normally, if an employee switches to a different shift without first registering the change with the
system, TMS will generate anomalies, meaning the supervisor must check the anomalies and
authorise the changes. By specifying alternative shifts, the supervisor can save time by removing the
number of anomalies that will need checking in future.

To define the alternative shifts (i.e., the other possible shifts that the employee could work) click on
Alternatives to display a table like this:

Alternative shifts &|

Alternative | Dezcription | @? 0k,
MEEN | Might time shift
X Cancel

@ Prirt
E'_l. Help

In this example, the rostered shift is a day shift, but the employee assigned to this shift has the
alternative of working the night shift shown here.

To enter alternatives to the rostered shift, click within the Alternative column. This allows you to
produce a drop-down list, containing all named shifts in your system, from which you should select the
required shift. More than one alternative can be selected for a shift.

Click OK when you have selected all the alternatives for this shift.

Now, whenever an employee is assigned to this day shift, TMS will check the clockings to see
whether the night shift is being worked instead.

You may also wish to allow the reverse to happen, i.e., allow an employee assigned to the night shift
to work the day shift instead. Do this in the same way, by altering the work rules of the night shift.

The OT button

Click the OT button to set the defaults for overtime on this shift:
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Overtime E|
Minirurn hours at lower rates ﬁf """"" oK
200 hours at |OT1 ] X Cancel
200 hous &t |072 =] () Help

Fre-authorized overtime: |0:00 [hiourz]

In the Pre-authorised overtime box at the bottom, enter the maximum amount of overtime that an
employee can work on this shift without an anomaly being generated. In this example, if an employee
works more than four hours overtime in the shift, an anomaly will be recorded, which must be dealt
with by the supervisor.

You should also set the Minimum hours at lower rates. This can be used to specify that an
employee must work a certain number of hours at a lower overtime rate before being paid at a higher
rate. In the example above, the first two hours of overtime worked by an employee will be paid at OT1
(time and a half) and then the next two hours will be paid at OT2 (double time).

The User button

Click the User button to display the following form:

User fields for shift X

— oK
Additional payrnents l_ x Cancel

—

Dizplay Day: (T j Current day
Break budget:  (0:00

Lookup walue

Crozs-ref code: |0 j

This form can be used to record any additional information required about the shift. If used, it will have
been set up by your system administrator, and will be specific to the requirements of your
organisation.

The Test button
Clicking the Test button allows you to find out how the shift definition that has been set up will work

under various circumstances. Enter clockings that employees may enter, and this form will show what
anomalies would be generated by these clockings.
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#8 COMPLE: Complex Work Rule. - Work shift NORMAL for Mon 07-May-2007

500 - Day Time Dvir Farameters E Close
Add
B00 |
PRI
a0l
300
Clockings | Plarned absencel Advanced ]
100
Test Results
1m0 L \warked Anomalies
Code |Description |Hours |[
1200 |
1300
14:00 5 | 5 Explanation of rules
— — | |2pply breaks - Code: from 0:00 to 0:00
1500 | Absence Apply breaks - Code: from 12:00t0 12230
Tiad) Descripti H | |Apply standard hours from 9:00 ta 0:00
16 L e ZEED |o.n oM Apply standard hours from 0:00 to 12:00
- ] Unauthorised abs 7:30 Apply standard hours fram 12:30 12 17:00
Unauthonsed absence - Code: U full day
1700 F Process special calculations
1800 F
a0 >
1300 - Dretail I Premiums | Achual lateness  Summary

The Standard day button

This form is only available if the shift you are editing is a flextime shift. It allows you to set the limits of
when employees can start and finish work:
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Standard day

Half day abzence [if uzing shift times in Misc]
(" Standard day

* Core times

Times
Time 1: (000 Time & {000
Time 3 |0:00 Time 4: (0:00

K.eved abzence uze

(¢ Core times

" Standard day

From clocking until core end [Std Lunch]

From clocking until core end [Min Lunch]

Fram clocking until core end [Std dap Lunch)
From clocking until standard day end [Std Lunch]
From clocking until standard day end [Min Lunch]

From clocking until standard day end [Std day Lunch)

18.3 Work rules

Select the System menu and then select Maintain work rules. A form similar to the following will be
displayed:

Maintain work code El
COMPLE Complex Work Rule. E Cloze
COMPLE Comples work Bule Test
COMP COMP TEST
FACTOR Factary Staff

- @ [elete E Print
FLE=EM Office Flex
MANAGE M anager Rules \ Usage
SHOF Weekly Shop Staff
& View

Select a word code from the list and then click the Modify button to display the following form:
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ok rules

[ Set az default

COMPLE: Comples 'wfark Bule.

b odify
Allowances Pay rates Premiums Period hours
Bounding Flex/Mame Anomalies Special days
Abs/Misc 0T default Calculations

18 Shift setup

The work rules define a general zet of rules for a group of employess

You can set the work rule as default by ticking the box at the top of the form.

18.3.1 Allowances

Click Allowances to define the flexible portions of an employee's start and finish times. This form is
displayed:

Arrival times [ allowances

Start of day
Allowed arrival time: |30 [rnirig]
Lateness allowance: |3 [mirz]
End of day

E arly leaving allawance: |0 [rritiz]

Allowed departure time: |30 [rniriz]

W Mormal workday £ Dvertime [/

Late break alowance: |3 [mrikiz]

TAS Yariation: |30 [mrikiz]

The first panel allows you to enter the allowances for the Normal workday.

At the start of the day there is an Allowed arrival time and a Lateness allowance. The arrival time is
the period before the normal start of the workday (before the employee is paid), when the employee
can clock in for work without an anomaly being recorded. The lateness allowance is the period after
the normal start of the workday, during which an employee may clock without a time penalty.

Similarly, at the end of the day, the Early leaving allowance is the time before the actual end of the
shift during which the employee can leave with no penalty. The Allowed departure time is the period
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after the shift finishes, during which an employee who clocks out will not be credited with any more
than the scheduled shift.

A clocking within any of these limits is treated as if the employee clocked at the normal start or finish
time, and will not record overtime or absence.

On the second panel, Overtime, the same allowances need to be defined, but you may wish to enter
different values for overtime than for the normal workday.

The Late break allowance indicates how many minutes an employee is allowed to be late back from
a break before being penalised.

For example, if the allowances above are applied to a shift starting at 9:00 and finishing at 17:00, with
a lunch break from 12:00 until 12:30, the employee must;

1 clock in between 8:30 and 9:03;
1 take lunch between 12:00 and 12:33;
71 clock out between 17:00 and 17:30.
This will generate a normal workday with no anomalies.

For an explanation of the TAS variation option at the bottom of the above form, see Daily anomaly
correction on page 110.

18.3.2 Pay rates

Click the Pay rates button to set up the pay rate to be received by the employee at each time of the
day. This table appears:

Pay rates by day of week

Before workday: |OT2 | Double time
During workday: |BH | Basic & hows
After waorkday: (0T _w| Time and a half

[ Make up warkday hours from overtime

Pre-authaorized overtime: |0:00 [hours] Set all days

Y Sunday M onday Tuesday fw/ed'day 4T hursday fFriday £ 5 aturday §5pecial |

The three drop down lists allow you to specify different rates for Before workday, During workday
and After workday. In this example, during the workday, employees are paid at basic hours. Before
and after the workday, you may wish to specify that employees are paid time and a half or another
appropriate rate.

Within each of the three periods, different rates can be applied for different times, so that, for
example, during the workday, the employee may be paid at a higher rate in the morning than in the
afternoon.

You can set rates for each day of the week via the tabs on the bottom of the form.
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18.3.3 Premiums

Premiums are defined in the work rules by time of day, and day of week, for a full week. The tabs at
the base of the form allow you to select the required day and the Between and Pay premium rate
fields allow you to set the actual rates that will be applied between certain times.

These premium rates are simply extra worked hours categories that you can define. Although you

could enter a basic or overtime category here, it is probably best to define separate categories for
premiums.

18.3.4 Period hours

Click on the Period hours button to display the following form:

Period hours adjustments for profile AGE E

[ Enable period hours adjuskment J .......... O K ........

Reconciliakion period
{+ By week using rosker x Cancel
" By week using skart day of weelk

" Bw period D Help
Basic hours codels); IBHi J (dh;::?;n;;q"nt;iiifel;'f Hrs

Code |Min hiours

(Reconciliation order defined in
Maintain worked hours
cakeqories)

Hours pramokion:
|Relegate only j

apply update shift
l:all:ulal:_i-:uns after

This form allows you to define the minimum amount of hours to be worked for each hours code during
the week or another period of work.

18.3.5 Rounding

Clicking the Rounding button allows you to specify the number of minutes clockings should be
rounded to. You can set clockings to be rounded to the exact minute, or to any amount of minutes.

Separate rounding units may be defined for the normal workday and overtime periods. For example,
time lost during the normal workday may be recorded to the exact minute (by setting the Unit in the
Normal workday to '1") but overtime may be paid in completed 1 hour periods (the Unit in Overtime
would be set to '60").

This form is displayed:
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Rounding E|
M armal warkday
o

Unit $| (mins]
'in' clockings - allowed m (mins] x Cancel

lateness:
‘out’ clockings - allowed m )
early leaving: ¥ [ming]

Dvertime

Unit: |30 51 [ming]
'it" elockings - allowed ) Round what
2 = [minz
lateness: [ ]  Hours
‘o’ clockings - allowed .
early leaving: o j¢ [mirs) {* Clackings

Time allocation

rit: |1 = [minz) Roundupby: |0 5| [ming]

First, select one of the options in the Round what section: Hours or Clockings.

If you select Hours, then the total hours recorded by the clockings will be rounded (i.e. every clocking
will be added together and the total lateness minutes etc. will be rounded according to the rounding
rules). However, if you select Clockings then each individual clocking will be rounded before any
hours totals are calculated. (Clockings is most commonly chosen.)

Then choose the Unit for clockings to be rounded to. On the above example, the Unit for the Normal
workday is 15 minutes. This means that, for example, if an employee clocks in at 8:54, the clocking
will be recorded as 9:00.

In the next two boxes, select the Allowed lateness for 'in' clockings and the Allowed early leaving
for 'out’ clockings.

The Time allocation section is only displayed if you are using the Time Allocation System (TAS).
Time allocation is used, for example, to record when employees move between departments (or sites)
and even though they are still working they are expected to clock to show which department they are
in. As in the previous fields, if the unit is set to '1' in the time allocation Unit field, the employees'
clockings will be recorded to the exact minute.

The Round up by box is used if any part of the rounding is in the employee's favour. For example,
assume the employee normally starts at 9:00, with the Normal workday Unit set to 15, and the

Round up by value set to 5. If the employee clocks in at 9:22 it would be treated as 9:30, but if they
clock in at 9:18 it would be treated as 9:15.

There are special allowances for the start and end of the day - see Allowances, page 220, for details.
Rounding examples

An employee is working the following shift:

06:007 08:00 (overtime 1)
08:007 12:00 (basic hours - morning)
12:007 14:00 (lunch break)
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14:007 17:00 (basic hours i afternoon)
17:0071 18:00 (overtime 2)

Actual Clockings Clocking calculated by TMS
in 7:35 in 8:00

out 16:58 out 16:45

in 8:09 in 8:15

out 17:25 out 17:00

18.3.6 Flextime

You need to decide whether the profile is a flextime profile or not. Click the Flex/Name button. A form
similar to the following should be displayed:

Maintain work rule details r5_<|

Description: |y .3,5? Ok

[ Flextime x Cancel

This form allows you to apply flextime rules to a profile. If you do not wish to make the profile flexitime
make sure that the Flextime box is not ticked. If you do wish to apply flextime rules to the profile, tick
the Flextime box to display information similar to the following:

Maintain work rule details g'
Dezcription: | Salp e qel e gails Q‘.f Qk
[v Flextime x Cancel
End of penod carypover rules
b awimum positive balance: W Edit extra info.

b axirum negative balance: |s5:00

Hours balances abowve the maximum pogitive
at the end of the flex period will be logt. Hours
balances below the maximum neagative will be
reported, but the balance figure will remair.
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The End of period carryover rules enable you to define how many hours in a flex profile will be
carried over to the next period (when a period end procedure is performed).

Maximum positive balance: hours balances above this value will be reported but not carried over to
the next flex period (i.e. will not appear on the new balance).

Maximum negative balance: hours balances below this value will be reported and carried over to
balance of the next flex period.

Any hours balances above the specified Maximum positive balance at the end of the flex period, will
be lost; any hours balances below the specified Maximum negative balance will be reported but not
added on to the balance figure.

Using the above carryover rules as an example, if an employee has a flex balance of 12 at the end of
a period, when the period end procedure is performed, 5 hours will appear on the new balance and 7
hours will be reported but not carried over. If the same employee has a flex balance of -3, the hours
will be reported but the flex balance will remain the same.

Click the Edit extra info. button to display a form similar to the following:

#8 Fdit additional period information for, profile FLXIMP

Previous - 1 l Previous - 2 l Previous - 3 ] Previous - ¢ l Previous - 5 l Previous - £ | Previous - 7 | Previous - § ] Previd | P

End of period carryover figures For the period 01/06/2007 ko 30/06/2007

Max. +ve balance period  [10.00

Max. -ve balance period S:00

This form allows you to edit and store the period end flextime carryover figures for previous periods.
The panels on the form above contain the flextime carryover figures for the previous nine periods. For
example, if you wanted to allow employees to carry over extra flextime earned for one particular pay
period, you could find and edit the figures on this form.

18.3.7 Anomalies

Click this button and then click the Edit Anomalies button to display the following form:

S[=1E

AP Select anomalies

Arvailable Selected ﬁ;?' """"" oE
Auto-shift change ~ bizzed clocking -
Incomect transfer Mon-working day x Cancel
F.eyed abzence /0T Flanned abzence
Mirimurn lunch Call out
Mizzed transfer — | Overtime
Resticted clock e Lateness
Standard lunch — | Abzence ﬁ
TAS transfer Early leaving e
[zer defined 2 — U szer defired 0 8
Ilzer defined 3 “ Ilzer defined 1 e
Ilzer defined 4 —
Ilzer defined &
Ilzer defined B
[Nzar dafined 7 b

This form allows you to select which anomalies are actually reported on within TMS.
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Call out: if an employee is called out to work at an irregular time, and the Processor has no shift to
compare the clockings to, the employeeisgivena@ al | out &6 anomal y.

18.3.8 Special days

Youcanenter& peci al days6, so that the system wil/
doctor may be required to work on Christmas day so a special day could be entered here to cater for
that possibility.

18.3.9 Miscellaneous

Click the Abs/Misc button to produce this form, which can be used to alter various details about the
shift:

Miscellaneous shift options E|

Default abzences ﬁf ........................

Rounded lateneszz: ||_ j Laleress o S Erer i
. Cancel
Early leaving: |E = | Eailyleaving x
Qther abzence: |U j Ilhauthorized abs.
Actiual lateness: | x| <not defined:

Mizzed clockings Abzence hours for a half day
[ Allowable at end of day " Uze the shift times
[ Alloweable out frorm break ¥ Usze half the standard hours

r i ze

[ Uze alternative colour far shift

[ Persisting keyed overtime

If an employee is absent when scheduled to be working, TMS will record an anomaly, and give a
default code for the absence hours. If, for example, no code is defined for Early leaving, then if any
employee leaves early no absence will be recorded, although an anomaly will still be generated. If two
or more types are given the same codes here, the absences are combined.

Rounded lateness Code for rounded lateness at the start of a shift, or lateness back from a break.
Early leaving Code for an absence at the end of a shift.

Other absences  Code for all other unplanned absences.

Actual lateness Code for actual lateness at the start of a shift, or lateness back from a break.
Using the drop-down lists, you are able to apply any of the pre-defined absence codes to the above
default absences.

In the Missed clockings section, you can tick the relevant boxes if you wish to allow an employee to
miss a clocking at the end of the workday, or when returning from a break. For example, if an
employee goes home at the end of the shift without clocking out, and you have ticked the Allowable
at end of day box, TMS will not record an absence but will treat it as though the employee has
finished at his or her normal time.

The Absence hours for a half day section allows you to select what absence hours should be
recorded if an employee is absent for a half day:
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Use the shift times Uses the pre-defined shift times to calculate the absence hours (i.e., TMS will
use the specified morning or afternoon core times of the relevant shift to
calculate the absence hours for a half day).

Use half the Records half the standard hours for that particular shift (i.e., if an employee is

standard hrs supposed to work a shift consisting of 8 standard hours and then has a half day
absence, TMS will calculate that he or she worked 4 hours that day).

Use... Enter the amount of time that you wish to be recorded for a half-day absence.

The box at the bottom of the form should be ticked if you wish to Use alternative colour for shift. A
coloured box will then be displayed to the right - click on this box and you are able to select the colour
in which the shift will be displayed on the future work planner.

The Persistent keyed overtime option is to be used for clocking systems where the employees clock
with an hours code parameter on their clocking in. The preference ensures that when the day is
processed, the processor does not revert the hours code specified in the clocking parameter to that
defined in the shift. For example, imagine a shift that begins at 9am. A user comes in and clocks for
overtime at 8am. The system with this parameter turned off will pay OT up to 9am and then at that
point pay on BH. If you tick the box, the system will continue to use OT for payment until the
employee clocks out.

18.3.10 Overtime default

Click the OT default button to set the defaults for overtime on this shift:

Default overtime allowances &|

................ EIK .......
BEfoE WD[kdEI_',': W [hnurs] -.J ........................ i
After workdaw: | 2-00 [hiours)

D Help

Use this form to set the parameters for overtime, either side of the working day. This is to prevent
employees from working too much overtime and so taking too much money from their employers. If
the employee works any overtime over these limits, an anomaly is produced so that the employer can
take note.

18.3.11 Calculations

Click this button to display a form similar to the following:
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A Special calculations

Motify of premium paid
IF P1>0 then By Close
WRUSRANORM[OL =" -
endif @ Edit
:Matify of limited haurs D —
IF BH:0 and BH¢ 3:00 then .
WRUSRANOM[1]:="y" & Bint
endif
Check if day haz been a callout and requirez a premium
Apply
IFwWRREASON=CALL" or WRREASOMN="call' then
P1:=BH+0OT1+0T2
WRUSRAMOM[Z] ="
endif
Mever allow Double Overtime to excesd basic on a standard day
UPDATE
if BH-+RP&ID < 0T 2 and WRSTD > 0 then
DIFF-=0T2-[BH+wWRPAID)

BH:=BH-+DIFF
0T2:=0T2DIFF

|en|:|if

This increases the customisability of work rules; the user can create their own work rules for
employees.

18.4 Rosters

A roster is a sequence of shifts, each of which defines the work rules for any one period of attendance
at work. A roster may be one or more weeks long, depending upon the employee's work style. For
example, a typical office worker might work a day of 9:00 to 17:00, except on a Friday, when they
leave at 16:00, and on weekends when they do not have to come in at all, but may wish to work
overtime. They would therefore have three shifts:

Shift 1: 9.00 - 17:00
Shift 2 9:00 - 16:00
Shift 3 Overtime, if required.

Their roster would be made up of those three shifts on the following basis:

Sunday Shift 3
Monday Shift 1
Tuesday Shift 1
Wednesday Shift 1
Thursday Shift 1
Friday Shift 2
Saturday Shift 3

18.4.1 Adding a Roster

There are two methods of adding (‘defining’) rosters: the first method is to define a roster for a
particular employee, name it, and then apply it to any other employee with the same work patterns;
this can be useful if you wish to personalise a roster. The second method involves the Roster
Manager, accessible via the Maintain Rosters option on the System menu.
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18 Shift setup

In order to create a new personalised roster, first select the employee whose roster you wish to
personalise from the drop down menu at the top of the main screen:

A® Mitrefinch Time & Attendance - MASTER: MASTER =[(=][E3)
File Employee Group Masschange Diary Badges Reports Admin Other Launch Tools System Help

o> QY

Employee: |Iiik] ;j 000003: Charlie Anderson % [Department x Personnel ref] B

@ % ® ﬁ @ Sort: |Personnel ref -

Current department: |6 L‘ Support

SLunPRpOs

iEmployee count { All employees ) : 26 Roster: FACTDAYS Access Group: FACT ‘Work rules: COMPLE

Then select the Employee menu from the toolbar on the TMS main screen. Then select Employee

details from the resulting menu. A screen containing the selected employee's record will appear,
similar to that shown below:
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18 Shift setup

#® Maintain employee details

3 Badge ref. 892255 Q @ EE L4

Fef: 882255 882255 Greg Symonds Status: AP |Update on 08/05/2007
Perzonal details Roster B
First names: |Greg OFFICEDAT Change
Initials: |G Draptime Office Flex I@
Baze wesk: Undo
Surnarne; |S_I,Jm0nds |17 @;
Tide: [Mi = 8 Pt
Sex: M j Male ACCEss group
Work rules: |SHOP | W Change
Wwigekly Shop Staff pr— ESSeraiee
Departmert: |F" j Line Manager

Hardware Contract lﬁ
Start Date: |23/02/2007
Pay Ref.: li =

Process from: |23/02/2007 J

“Working time regulations
Leave date:
EWTD year start: el ]

. Site code
EWTD entitlement: |0 daysz ,7
Options

v Include in pavrall v &pply s TD
[ Might worker

Profile; |[EMPFULL j Full Emploves Rights
Lpprover; |

E.mfmgmglEntitlementsl Contact point&] Job I

Click the Edit button, or update if the changes are only to apply from a specified date, on the right of
the screen, as highlighted above. Click the Change button on the Roster pane. Now select a base
roster that you wish to personalise and then click on the Personalise button:

Roster
[OFFICEDAY Hrnge
Draytirme Office Flex Personalize
Baze week:
1

A form similar to the following will now be displayed:
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18 Shift setup

Marme EWTD Test | Special da_l,Js| @ Print | Test ‘ Flex | Employees On This Roster Cf ok

shift o
Ins | Chrg| Def 10:00 - 16:00 FLEXDAY X Cance

Mew Edit Usage Daytime Flex
M ain details
=TTl D 5 time Office Flex M| Cliels =il o
[ Usze Alematives
Weeks in raster -
! e FLEX:
Base date: [12712/2008 __| Day
M onday
| Maon Tue Wed Thu Fri Sat Sun |

shittdetais [ N [ W O o e EEZ

Double click on day to add or edit Shift.  Drag to mowve Shift. <shift> + drag to copy Shift.

You are able to set up each individual shifts (the working times and work rules for one particular
attendance at work). This section assumes that you have already defined the required shifts, and that
here you simply wish to set up a new roster by inserting pre-defined shifts.

By default, the roster is set to repeat each week; therefore the number in the Weeks in roster field
will be one, as shown above. If the roster rotates over a number of weeks, enter the number of weeks
before the pattern of shifts repeats itself in this field. You must also enter a Base date, the date on
which the employee is due to start the roster, in the Employee base date field (shown in the example
above as 12/12/2005).

Enter a brief description of the shift in the Description field, and then click on the Name button on the
top left of the pane in order to name the roster.

Select the first day on which the work pattern is due to start and either double click on that day to
define a new shift (if one has not already been defined; see Maintain shifts on page211), or right
click on that day to display a list of options similar to the following:

Insert shift
Change shift
Delete shift

Mew shift
Edit shift

Check Usage
This menu gives you the option to insert a shift or define a new shift, as well as the option to edit the

existing shift, delete it, or change which shift is utilised for that particular day. This functionality is also
available via the buttons to the top left of the roster screen:

zhift
Ing | Chng| Del 10:00 - 16:00 FLEXDAY
=T Edit Uzage Dravtime Flex

Both the function buttons and the menu pictured above also have the option to check which rosters
and employees use a particular shift. In either case. this information is shown by selecting Usage.

In this case, we simply want to insert an already determined shift. Select Insert from either menu or
pane to display a form similar to the following:
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F Ok

Dravtime Flex X Cancel

Select:

Select the required shift, and click Ok. The shift will then be inserted into the selected day.

If you want to check that the shift is the correct one, double click on it to display a form similar to the
following:

A% Work shift COMPTEST2 for Mon 01-Jan-2007

Options
Flex Bates Alnces Round Alternatives | Fremiums
Wiz ot Uszer Test Spec. days
Description Standard hours I:DE . x Cancel
Mandatory working day
|8:DD " Mon-warking day Copy
Contral time_s " Available for work day

Earliest start: W ‘work Breaks [1]
Sl IRy W Start between Length Fay rate Feqd | E Efint
End of warkday: [17:00 1200 12:30 0:30 au

Latest finigh: |18:00 |:|

Time dizplay
JO1 02 03 04 05 06 07 08 03 70 11 12 13 14 15 16 17 18 78 20 21 22 23 (

<o, WM————m | ]

This form displays details for that particular shift (see Maintain shifts on page211 for more details on
this form).

Once you have entered a shift into the roster, if this shift is going to be repeated on other days of the
week, you can copy it to them by deleting the current shifts on those days, then pressing the 'Shift’
key on your keyboard, selecting the inserted shift and dragging it into the now blank days.

If the roster rotates over a number of weeks (e.g. mornings in the first week, afternoons in the second

and nights in the third) then enter the required number of weeks in the Weeks in roster field to
display a Work roster form similar to the following:
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#® Work roster

Marme EWTD Test | Special da_l,Js| @ Frint | Test ‘ Employees On This Roster f

shift Car
Ins | Chg| Def %00 -17:00 COMPTESTZ X Cance

Mew Edit Usage Complex 2
M ain details
Description: [ [v Check weekly overtime

[v Usze Alematives

Weeks inroster: |3 - Mirirnurn bazic hours
" Rostered hours o ARFEEID

Base date: [07/07/2007 .. &
B & Other: |41:00 Monday 01-Jan-2007

Wed Thu Fii Sat Sun |

tdan Tue

e [

0-Jan |

08-Jan

Double click on day to add or edit Shitt. Dirag to move Shift. <shift> + drag to copy Shift,

Insert or copy shifts into the relevant days of the next two weeks to complete the roster.

Once you have clicked OK, the list of rosters that can be selected will now include a new roster.

18.4.2 Check Weekly Overtime

If the employee's work rules enable period hours adjustment then you have the option to check
weekly overtime. This option enables you to define the minimum number of hours (either rostered
hours or however many hours you wish to specify) that an employee must work in this roster before
they are allowed any overtime. If you tick this box, then the following information will be displayed on
the Work roster form:

[w Check weekly overtime

v ze Alternatives
Miririum bazic hours

" Rostered hours

f« Other: |41:00

Select one of the following:

Rostered Hours: the basic number of hours that the employee is required to work.
Other: any other number of hours that you wish employees to work before they are allowed overtime.

18.4.3 Name or Personalise

If you are likely to want to re-use this roster for different employees you will need to name the roster.
Select Name from the toolbar at the top of the work roster pane:

M ame EWwWTD Test | Special da_'.-'3| E Prirt | Test | Elex |

Once this has been done, a form similar to that shown below will be displayed:

Select Roster

Select: |EEEEE j ﬁf

Comples Roster x Cancel
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Enter a unique name for the roster and select Ok. This roster can now be assigned to any other
employee.

Once you have clicked OK, the list of rosters (for all employees) that can be selected will from now on
include the new roster.

N.B. Personalised rosters lack names, and therefore will not appear in the list of rosters.

18.4.4 Setting up a Roster in the Roster Manager

You can add (define) or edit a roster using the Roster manager form. If you use this method, select
Maintain Rosters from the System menu. A form similar to the following will be displayed:

Maintain rosters [5_<|

ADMIMMIGHT  |Might Admin Staff @ M adify | E Cloze |
Aiall Axailable only =

VAL Available anly P Add

COMPTEST Complex Roster )
FACTDAYS  Days 4 on 4 off QP |
FACTEARLY Early 4 on 4 off ﬁ T %Duwnluad|
FACTLATE Late 4 on 4 off

FACTROTATE - Factory Test Shift R Usags ‘whork rules for display/test

hAMNAGET bd anager Flex Start COMPLE ﬂ

@@ [elete

MEWROST Mew Boster Camplex work Rule.
OFFICEDAY Draytime Office Flex
SHOPSAT Shop Saturday OFf

|

N.B. The 'Work rules for display/test' function is used when you wish to test or display a certain roster
against a particular set of work rules.

To add a roster, select Add to display a form similar to the following:

Add rosters

Select: || j J ok

<not defined: x Cancel

Enter the name of the new roster (making sure it is unique) and select Ok. A form similar to the
following will then be displayed:
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#® Work roster NIGHT

Copy EWTD Test | Special da_l,Js| @ Frint | Test ‘ Employees On This Roster Cf ok
zhift
Inz <hone selected: x Cames!
Mew
M ain details
Deseription: || [~ Check weekly overtime
[ Usze Alematives
Weeks in raster -
! e <FIXED>
Base date: [07/05/2007 ___| Day
M onday
Maon Tue Wed Thu Fri Sat Sun |
Shift details m
Double click on day to add or edit Shift.  Drag to mowve Shift. <shift> + drag to copy Shift.

This form is similar to that used in creating a personalised roster, above, except that the fields in the
shift details pane are blank. Double click on these fields to set up a shift.

N.B. In rosters which utilise flexi-time, it is possible to set up the minimum and maximum level of
hours before flexi-time is applied. This is done by clicking the 'Flex' button at the top of the roster
screen, and then setting the appropriate values in the resulting window.

18.4.5 Edit a Roster

To edit a roster, first select Maintain rosters from the System menu. Select the roster which you
wish to edit and then click the Modify button on the right of the pane. This will display the work roster
form, allowing you to add, edit and delete shifts within that roster.

18.4.6 Assignhing an Employee to a Rotating Roster

When an employee has been assigned to a roster of more than one week in duration, it is possible to
allocate them to shift rotation. Select the employee whom you wish to assign, and then select
Maintain Employee details option from the Employee menu in the toolbar on the main TMS form.
Once the employee's details have appeared, click the Edit button on the right of the window, or
Update if changes are supposed to apply from a particular date onwards:
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#® Maintain employee details

3 Badge ref. 288888 Q @ Eﬁ Ea &

Fef: 088838 088888 Tony Kendrick Status: AP Fead anly
Perzonal details Roster B ol
nse
First names: DFFICEDAY -
Initials: T Diaytime Office Flex Update |
Baze week: @ Edit
Surname: |Kendrick |17 ]
Tide: [Mi v Brint
Sex: M j Male ACCEss group
Work rules: |SHOP | W
Wwigekly Shop Staff pr—
Departmert: |E j Line Manager
Support Contract j
Start Diate: (13500 /2007
Pay Ref.: J
Process from: |13/01 /2007 J
“Working time regulations
Leave date:
EWTD year start: =l L]
. Site code
EWTD entitlement: [0 days J
Options
3 [

-

Profile; |[EMPFULL j Full Emploves Rights
Lpprover; |

THS |Entitlementsl Coantact point&] Job I

Now click on the Edit button within the Roster pane, as highlighted in the image below:

Roster
[COMPTEST Lhange
Complex Foster Fersonalise
Base week: -
I Edi

Once the edit button has been selected, a form similar to the following will be displayed:
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## Allocate employee to rotation

2 week rozter; Support 0800-1630 [Flex]

Base week:

Show roster from: | 27/07 /2005

Date |5hift
27/07/2006 Thy  0B0C-1630
28/07/2006 Fri 0300-1630
29/07/2006 Sat  0900-1730F
30/07/2006 Sun NwD
31/07/2006 Mon 0B00-1630
01/08/2006 Tue  0B00-1630
02/05/2006'wed 08001630
03/08/2006 Thu  0B0C-1630
04/08/2006 Fri 0300-1630
05/08/2006 Sat  NwD
06/09/2006 Sun NwD
07/08/2006 Mon  NwD
09/09/2006 Tue  0B0C-1630
09/08/2006 wed  0B00-1630

18 Shift setup

The Base week drop down menu at the top of this screen allows you to set the week of rotation which
the employee is on. The Show roster from field allows you to view the roster for past and future
dates. The main form shows the shifts for this employee for this shift rotation.

N.B. This form can also be accessed via the Mass Roster Change option.

18.4.7 EWTD Test

This option is available so that rosters can be tested to see if they comply with the specifications of
the European Working Time Directive. It is available via the Work Roster form, which can be
accessed either via the Maintain Rosters option in the System menu, or through the Personalise
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option, available on the Employee details form, accessed via the Employee menu on the TMS main
form.

In either case, the Work roster window is displayed. Once this is the case, click the EWTD test
button at the top of the window, and a form similar to the following will be displayed:

European Working Time Directive E|

Test

[ 48 hour average "\-"f et

[ 8 hour average [nights] x Stop

[ 11 hour breaks -

Rest Enttlements @ Clear

[ 24 hours rest in ¥ days

[ 48 hours rest in 14 days ‘E}' Efint

B Cloze

Feference period: |'I? vl [weeks)

Test results

Any of the options in the Test and Rest entitlements panes at the top of this form may be included in
an EWTD test.

The 48 hour average and the 8 hour average (Nights) options require a references period to be
defined (a number of consecutive weeks that the roster is to be tested over).

The EWTD currently states that an employee must not exceed 48 working hours per week, usually
averaged over a 17 week period.

It also states that night workers must not exceed 8 working hours in each 24 hour period, usually
averaged over a 17 week period. It is therefore useful to define a 17 week reference period for this
test.

When the Start button is selected, these averages will be calculated from the base date defined in the
roster, over the defined reference period. To ensure that all combinations are tested, this function will
roll the weeks to account for rotating rosters (e.g. rosters scheduled to run over more than one week).
The test results will then be displayed.
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These results are meant to show whether the roster being tested complies with the EWTD regulations
(depending on the options selected on the form). If, for example, the form calculates that the
employee will be working an average of 52 hours per week, the roster does not comply with the 48
Hour Average regulation. It is then your responsibility to alter the shift details accordingly.

18.4.8 Flexitime carryover

The Flexitime balances, Max Positive Balance and Maximum Negative Balance, are held in the
Work Rules. However, if you have many part time employees with varying balance values you are
required to have too many work rules, so the same balance fields in the roster associated with the
employee.

Click the Flex button on the topmost panel of the main Work roster form. The button will only be
visible for Flexitime rosters and is provided as the new fields in the roster table (TMSWP) have been
created. The following form should be displayed:

Flexitime carryowver §|

Use rostes [ F 0K
b aximum positive balance: |8:.00 X Cancel
Minimurn negative balance: |0:00

The form allows you to enter values for the minimum and maximum flexitime balances used by the
period end routines.
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19 Staffing rules

19.1 Maintain staffing rules

Select the System menu and then select Maintain staffing rules. A form similar to the following
should be displayed:

3

Maintain staffing rules [ |

GROLP First Aiders B Modiy EA Close |
LATE Late Start Shift
MINS TAFF 6y Add

@ [Delete

(5:’ Copy

19.1.1 Modify arule

Select a rule on the above form and then click Modify. A form similar to the following should be
displayed:
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20 Reports

X

Modify rule

Descripkion: |First Aiders J (5]4

Rule bype X Cancel
i* Group

i~ Individual D ==p

Parameters Flanner Display %

" Mone

{* Passed %
{* Percentage f* Maximum = Failed %

" Count " Minimurn

Levels

Level Colour
3

5

[ Ignore breaks when calculating rule

The Modify rule form has four pages, accessible through the four tabs at the bottom of the form.
Rule type page

The first page of the form is for entering the type of rule and the parameters of the rule.

Enter a Description of the rule to make it clear what the rule is specifying.

Then select the type of rule you are creating - Group or Individual. This example is for a group rule.
For individual rules, see Individual rules, page 184.

Now choose whether the rule is to refer to a Count (i.e., a particular number of employees) or a
Percentage (of the group). For example, with a rule which specifies at least three employees passing
the rule must be at work at all times, you would select Count. Alternatively, you may be creating a
rule requiring that a certain percentage of the group who are working pass the rule at a time, in which
case you would select Percentage.

Select whether the rule will require a Minimum or Maximum number (or percentage) of employees.

You can enter a number of different levels, i.e., values after which the rule is broken. When you enter
a Level, select the colour in which you wish any violations at this degree to be highlighted in the
planner.

By default, the Colour column for the first level you define will be displayed in red, but this can be
changed by clicking the coloured box and then clicking the button that appears at the right of the
column, and selecting the required colour from the form that is displayed. The same colour cannot be
used for more than one degree of a rule.

For a Minimum rule, the level is the minimum value (count or percentage) of employees who have to
pass the rule to avoid the rule being broken. In the above example, two degrees of violation of the rule
have been set up. This means that, if there are less than three employees passing the rule during a
particular period, this period will be displayed in the darker colour. If there are at least three
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