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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.



 

14 
 

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: 
 

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

¶ 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); 

¶ 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: 
 

¶ the setting up of TMS; 

¶ the introduction of new features; 

¶ 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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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): 
 

 
 
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: Model: 

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: Model: Reader type: 

 

Terminal ID Location No. of readers Comment 

1    

2    

3    

4    

5    

6    

7    

8    
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9    

10    

11    

12    

13    

14    

15    

16    

17    

18    

19    

 

2.3 System upgrade history 

Software Date Installed by 
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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: 
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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: 

 
 
Enter your user name and password. The default user name is 'MASTER' and the default password is 
'PASS'. 
 
Then click the Login button: 
 

 
 
This produces a screen similar to the following: 
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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 

 
 
This is the main screen of TMS, although the form on your screen may differ in appearance. This 
depends on two factors: 
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¶ your access rights - your system administrator determines which areas of the system are 

accessible, and which areas are restricted. 

¶ 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: 
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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: 
 

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

and  
 
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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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: 

 
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 all 
employees matching those criteria: 
 

 
 
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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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 

 
 
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: 
 

 
 
This will produce a form similar to the following: 
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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: 
 

 
 
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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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:  
 

 
 
This brings up the following form: 
 

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

 
 
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: 
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¶ 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. 

Group 

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: 
 

¶ 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. 

 
 
This brings up the following form: 
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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: 

 
 
Click one of the four boxes when choosing the range of people to include: 

¶ Single - select one person from the Employee drop-down list. 

¶ All - the drop-down list will disappear, as the function will include all employees on the 

system. 

¶ Range - this allows you to include, for example, all employees in a certain department, or in a 

range of departments. 

 
 
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. 
 

¶ 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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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. 
 

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

 
 
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. 
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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: 
 

 
 
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: 
 

- previous month;     - next month; 
 

- 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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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: 
 

 
 
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: 
 

 
 
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: 
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Clicking the arrow button displays a list of possible shifts: 

 
 
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: 
 

 
 
Clicking the arrow button displays a list of possible options: 
 

 
 
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: 
 

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

 
 
Enter a name for the document and then click OK. The following form should be displayed: 
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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: 
 

 
 
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: 

 
 
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: 

 

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: 
 

 
 
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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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: 
 

 
 
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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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 immediately, 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: 
 

 
 
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: 
 

 
 

3.15.1 Field history 

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

 
 
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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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: 
 

 
 
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: 

¶ a new password has been entered (blank passwords are not allowed); 

¶ it is between four and ten characters in length; 

¶ it is not the same as the original password; 

¶ it is 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: 
 

 
 
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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¶ 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: 
 

 
 
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: 
 

¶ the Starts clocking on date entered is in the future; 

¶ 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: 

¶ Do not enter the employee as a new starter or you will have two records. 
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¶ Do not use Change start date - this is only used for correcting a mistake. 

¶ It is 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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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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The additional information that will be displayed includes: 

¶ 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. 

¶ 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. 

¶ Trm - refers to the terminal at which the clocking was made (if the clocking was manually 

added, '0' will be displayed). 

¶ Location - this shows where the clocking was made. 

¶ 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). 



4 Employee maintenance 

49 
 

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: 
 

 

4.4.1 TMS details 

The first panel records TMS details: 
 

 
 
(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.g., 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: 
 



4 Employee maintenance 

51 
 

 
 
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: 
 

or  
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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: 
 

 
 
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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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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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: 
 

 
 
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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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: 
 

 
 
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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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. 
 

 
 
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: 
 

 
 
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 can simply be órestartedô, allowing the 
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: 

 
 
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: 
 

 
 
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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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: 
 

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

 
 
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: 
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The following screen should be displayed: 
 

 
 
Click the Add link button to display the following form: 
 

 
 
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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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 Group maintenance 

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:  
 

 
 
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: 

¶ 'Pending' - requests that are waiting to be accepted/rejected; 

¶ 'OK' - requests that have been accepted; 

¶ 'Rejected' - requests that have been refused; 

¶ '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: 

¶ 'Absence' - requests for planned absence; 

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

¶ 'Work record' - employees' own amendments to their work records, e.g., to clocking times, 

worked hours or absence hours; 

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

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

Manager. 

 
 
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: 
 

 
 
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: 
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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. 
 

 
 
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: 
 

 
 
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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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 appear: 
 

 
 
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: 
 

 
 
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: 



5 Group maintenance 

66 
 

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

 
 
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.  
 

 
 
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: 
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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,  
 

 
 
to bring up a screen similar to this: 
 

 
 
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 

 
 
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.g., first aid practitioners or fork lift truck drivers). 
 

 
 
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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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: 
 

¶ All; 

¶ Currently on site; 

¶ Available on... - select a date from the calendar below, to search only those employees who 

are available on that day; 

¶ 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: 
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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: 
 

 
 
 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: 
 

 
 



5 Group maintenance 

71 
 

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 page150. 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: 
 

 
 
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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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: 
 

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

 
 
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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6 Mass change 
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: 
 

 
 
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. 



6 Mass change 

74 
 

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: 
 

 
 
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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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 

¶ 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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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: 
 

 
 
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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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: 
 

 
 
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.g., 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: 
 

 
 
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 'BF001' and 
which were started on 08.10.2007. Click OK to open the Mass change confirmation screen: 
 

 
 
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: 
 

 

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: 
 

 
 
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:  
 

 
 
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 page175. 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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To enter planned TAS clockings for employees, click the Add button and the following form will then 
be displayed: 
 

 
 
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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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: 
 

 
 
Go to the Recent clockings form of the relevant employees to view the planned TAS clockings. 
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7 Badges 

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: 
 

 
 
The following box appears: 
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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. 

 
 
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: 
 

 

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: 
 

 

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: 
 

 
 
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 
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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 a badge 

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: 
 

 
 
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: 
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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: 

 
 
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: 
 

 
 
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: 
 

 
 
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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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: 
 

 
 
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. 
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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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
 

¶ Visitor badge type - a unique code used by the system to refer to this badge type.  

¶ Description - enter a description that makes it clear what the badge is used for. 

¶ AutoID badge design - if you have Mitrefinch AutoID set up, use this drop-down list to 

choose how badges of this type are designed. 

¶ 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. 

¶ 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. 

¶ AutoID stationery - the drop-down list contains different styles of badge stationery, which 

can be set up if you use Mitrefinch AutoID. 

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 



7 Badges 

94 
 

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 Hours categories 

8.1 Worked hours 

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

 
 
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: 
 

 
 
The options on this form are as follows: 
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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: 
 

 
 
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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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: 
 

 
 
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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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: 
 

 
 
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.  
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8.2 Absence hours 

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

 
 
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: 
 

 
 
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: 
 

 
 
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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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: 
 

 
 
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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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: 
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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: 
 

 
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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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: 
 

 
 
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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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: 
 

 
 
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 Entitlements 

9.1 View entitlements 

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

 
 
The form that is displayed looks similar to this: 
 

 
 
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 entitlement' 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: 
 

 
 
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 entitlements 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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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: 
 

 
 
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.  
 

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

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

previous year;  

¶ 'Negative only' will only carry over any negative entitlement (i.e. entitlement 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 

¶ Overtime - employee worked some unauthorised hours at a non-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 

¶ 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 

¶ 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: 
 

 
 
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: 
 

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

 
 
The Add/Edit clocking form will be displayed: 
 

 
 
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: 
 

 
 
To edit an existing clocking, select the required clocking and click this button: 
 

 
 
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:  
 

 
 
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. 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
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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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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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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 page113. 

10.4.3 Additional payments tab 

Click on the Additional payments tab on the work record to display information similar to the 
following: 
 

 
 
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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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 page122. 

10.5 Employee clock card 

View an individual employee's clockings and work records for a particular week by clicking this icon: 
 

 
 
The default clock card is for this week: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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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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: 
 

 
 
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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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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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 Employee absence 

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: 
 

 
 
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: 
 

 
 
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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(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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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: 
 

 
 
Select Add planned absences. A window similar to the following will be displayed:  
 

 
 
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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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: 
 

 
 
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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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.  

 
 
Click this icon on the Employee toolbar, and a screen like the following appears: 
 

 
 
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: 
 

 
 
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: 
 

 
 
The following table appears: 
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(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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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: 
 

 
 
You are required to select the group type for the absence to be applied to. Click OK and the following 
form should be displayed: 
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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 checked, will still appear on the employeeôs 
planned absence list where they apply to the employee. However they will be highlighted (blue) and 
will only be read within this option: 
 

 
 
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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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: 
 

 
 
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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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: 
 

 
 
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 

 
 
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:  
 

 
 
Once selected, this will display an option to allow you to select the dates for which you wish to view 
employee's work 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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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:  
 

 
 
After a range of employees has been selected, the main approval form will be displayed, similar to the 
one shown below: 
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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:  
 

 
 
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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Double-clicking on an anomaly in the hours breakdown will allow you to edit the work record: 
 

 
 
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: 
 

 
 
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:  
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12 Generate letters 
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 WinTMS, 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 WinTMS 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: 
 

 
 
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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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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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: 
 

¶ 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. 

¶ 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. 

¶ 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. 

¶ 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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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: 
 

¶ 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. 

¶ 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. 

¶ 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. 

¶ 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. 
 

 
 
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: 
 

 
 
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 Diary 

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 WinTMS 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: 
 

 
 
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: 
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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: 
 

¶ 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. 

¶ 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. 

¶ Notes - this is the message generated for the automatic diary entry. For manual entries, you 

can write a message in this box. 

¶ Type - the code is shown for the relevant type of diary entry. 

¶ 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: 
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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: 
 

 
 
Select the required date and click OK. All entries in this manager's diary, prior to the selected date, 
will be deleted. 



13 Diary 

149 
 

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: 
 

 
 
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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14 Period ends 
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: 
 

 
 
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: 
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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: 
 

 
 
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: 
 

 
 
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: 
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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: 
 

 
 
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: 
 

 
 
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: 
 

¶ 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. 

¶ 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. 

¶ Rules - this panel shows how well your rosters and employees' work patterns comply with 

any group rules that have been set up. 

¶ 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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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 page187. 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: 
 

 
 
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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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: 
 

 
 

 
 
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:  
 

 
 
Select Daily to view a detailed hour-by-hour plan of the day: 
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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: 
 

 
 
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: 
 

 
 
(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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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: 
 

 
 
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. 



16 Future Work Planner 

159 
 

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:  
 

 
 
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: 
 

 
 
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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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: 
 

¶ 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. 

¶ Lengthen or shorten a shift by hovering the mouse over the start or end of the shift bar. 

 
 
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. 
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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 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.  
 

¶ 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. 

¶ 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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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: 
 

 
 
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:  

¶ 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. 

¶ 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.  

¶ 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.  

¶ 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.  

¶ 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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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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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. 
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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: 
 

 
 
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 page183 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: 
 

 

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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To view more details about the employee's planned absence, click the button to the right of the 
planner for the required employee: 
 

 
 
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: 
 

 
 
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: 
 

¶ 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; 

¶ 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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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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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: 
 

 
 
Whereas, if the Show breaks in shift option is ticked the shifts will appear as follows: 
 

 

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: 
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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: 
 

 

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: 
 

 
 
This form has three pages: 
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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: 
 

¶ Print screen - the planner will be printed in exactly the way it appears on-screen.  

¶ 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. 

¶ 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 

¶ Use job 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. 

¶ Display only shift names on web - this affects the display of the work planner on T&A.NET. 

¶ 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. 

¶ Allow planned Tas/Tas clockings - tick this option to allow planned Tas clockings and Tas 

clockings in the Future Work Planner. 

¶ Default clocking - select whether you want planned tas clockings or tas clockings to be the 

default on the Future Work Planner. 

¶ 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. 

¶ 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. 

¶ 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: 



16 Future Work Planner 

172 
 

 
 
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: 
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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: 
 

 
 
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 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 page161 

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 page161 

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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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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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. 
 
Anomalies will appear on the list of both the employeeôs home group as well as on any group into 
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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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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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: 
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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: 
 

 
 
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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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: 
 

 
 
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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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: 
 

 
 
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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This is a colour key for the shifts on the planner. For instructions on how to change these colours see 
Setup on page170. 

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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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. 
 

 
 
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 

 
 
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 
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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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
Enter a name and click OK. This form is displayed: 
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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: 
 

 

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:  
 

 
 
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. 
 

 
 
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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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 Staff Allocation 

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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
 

 
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: 
 

 
 
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 the relevant areas and then click OK. The areas will be displayed on the planner as follows: 
 

 

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: 
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When you have inserted the text click OK and the heading will be displayed on the planner as follows: 
 

 

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: 
 

 
 
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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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: 
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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: 
 

 
 
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: 
 

 
 
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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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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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: 
 

 
 
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: 
 

 
 
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: 
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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 drop actions. 

17.4 Staff allocation 

Select the relevant event in the Staff Allocation planner and double click on a sub-event as 
demonstrated below: 
 

 
 
A form similar to the following should be displayed: 
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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: 
 

 
 
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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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. 

17.5 Custom event data 

Click the Event data button on the main Staff Allocation planner to display a form similar to the 
following: 
 

 
 
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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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: 
 

 

17.6 Sub-event templates 

Notice the Sub-events section of the Staff Allocation planner, displayed below: 
 

 
 
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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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: 
 

 
 
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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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: 
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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: 
 

 
 
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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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: 
 

 
 
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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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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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. 



 

211 
 

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: 
 

 
 
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 are used óliveô. 

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: 
 

 
 
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: 
 

 
 
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. 
 

 
 
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). 
 
 
 



18 Shift setup 

213 
 

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: 
 

 
 
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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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: 
 

 
 
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. 
 

 
 
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. 
 

 
 
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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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: 
 

 
 
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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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: 
 

 
 
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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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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18.3 Work rules 

Select the System menu and then select Maintain work rules. A form similar to the following will be 
displayed: 
 

 
 
Select a word code from the list and then click the Modify button to display the following form: 
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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: 
 

 
 
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: 
 

¶ clock in between 8:30 and 9:03; 

¶ take lunch between 12:00 and 12:33; 

¶ 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: 
 

 
 
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: 
 

 
 
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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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: 
 

06:00 ï 08:00  
08:00 ï 12:00  
12:00 ï 14:00 

(overtime 1) 
(basic hours - morning) 
(lunch break) 
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14:00 ï 17:00  
17:00 ï 18:00 

(basic hours ï afternoon) 
(overtime 2) 

 

Actual Clockings Clocking calculated by TMS 

in 7:35 
out 16:58 

in 8:00 
out 16:45 

in 8:09 
out 17:25 

in 8:15 
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: 
 

 
 
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: 
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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: 
 

 
 
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: 
 

  
 
This form allows you to select which anomalies are actually reported on within TMS.  
 



18 Shift setup 

225 
 

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 employee is given a ócall outô anomaly.  

18.3.8 Special days 

You can enter óspecial daysô, so that the system will recognise irregular clockings. For example, a 
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: 
 

 
 
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 
standard hrs 

Records half the standard hours for that particular shift (i.e., if an employee is 
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: 
 

 
 
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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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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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: 
 

 
 
 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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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: 
 

 
 
A form similar to the following will now be displayed:  
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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:  
 

 
 
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:  
 

 
 
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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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:  
 

 
 
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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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: 
 

 
 
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: 
 

 
 
Once this has been done, a form similar to that shown below will be displayed: 
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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:  
 

 
 
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:  
 

 
 
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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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 Assigning 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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Now click on the Edit button within the Roster pane, as highlighted in the image below: 
 

 
 
Once the edit button has been selected, a form similar to the following will be displayed:  
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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: 
 

 
 
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: 
 

 
 
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: 
 

 

19.1.1 Modify a rule 

Select a rule on the above form and then click Modify. A form similar to the following should be 
displayed: 
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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 




















































































































































































































































































