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timeware® attendance covers the adjustment screen, planner and the attendance
anomalies presented on the To-Do’ List summary.
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https://www.youtube.com/watch?v=OwMQRUWGvnM
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Adjustments

1. Click on the Attendance Adjustment Quick Link,

3 YouTube

Link to Adjustments

fo

Attendance Adjustments.
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or select <File>, then <Attendance> then <Adjustments>... from the menu.
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https://www.youtube.com/watch?v=jYT_hKiqWck

timeware’

HR, Time and Attendance Software

2. The adjustment screen will then appear at the person from the users last log in.

Attendance Adjustments
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4. The person’'s bookings will then appear for the current period.

Attendance Adjustments — a X
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5. To navigate to a different date use the calendar control.
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6. Click on the booking to view/amend the actual bookings for the selected day.
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7. From this screen, the user may add new bookings, amend or delete existing bookings, or simply
override the total hours worked for the day.

Attendance Adjustment Bookings, editin progress

Enployee D; 2 Fistnae; Michael Lastname: Coope 00

I I TS [ T 1
N Vo 2121 200 Peid n
RN Toe 112021 6% Peid

Tormin To T
‘Shop Float Tue Z3/11/2021 0630

‘Acd another se of bockings...
Overide daiy schedte. ] Employee hes menualy ended this schedie.
GPS Tracking . I Remove from acustment anomaly st

Authorisation

Aunorsedby:
Auhoisaton status:  Awaling decisin [ Finslsg
Approved

 Declned

Concel

Allamendments are audited by timeware®. The / icon denotes a manual change.

8. Click on <Update> to save and recalculate the changes, and then return to the adjustments
screen.

9. Finally, to leave the adjustments screen, click <Close>.
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Planner

1. Click on the <Planner> Quick Link,
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https://www.youtube.com/watch?v=aIaesMRQEtE
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2. The planner screen will then appear at the same date from the users last log on.

Attendance Software
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3. Toadd a daily schedule for a person, <Right-click> on the planner and select <Add>, then <Schedule>...
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4. Next, drag the schedule, (or schedules), and drop onto the day.
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[P] 08:00-16:30430 [P]0G:00-16:30/30  DBO01B30  03:00-16:30/30 otk
[F] 22:00-08:00/00 [P 22.0006:00/00 09001700 03:00-17:00460 A1 Hrs Std Works
[P] 06001 8:00/60 - Fes. . [P]06:00-18:00/60 - F14002200  14:00-22:00/00 “Works
[P] 02:00-16:30,30 [P]0:00-16:30/30 22000600 22:00-05:00/00 Works
[P]08:00-16:30/30 [P10&:00-16:30/30  wamol Mon Working Day Festd
[P]14:00-22:00/00 [F]14:00-22:00/00 54701 Saturday Owerime Restd
[P] 05:00-16:30430 [F102:00-16:30/30 g jMmd Sunday Overtime Festd
[P] 05:00-16:30,30 [P] 02: 00-16:30/30

[P] 0:00-15:00/60 - Res.. [P] 0B:00-15:00/50 - P | !

The new schedule will appear in green...

Employes Tue, 26 Oct 2021

b, Dave (1] [P]22.00-06:00/00 (1)

T

[F] 22:00-06:0000 (i)
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5. If you wish the schedule to contribute to the period overtime, Right-click on the schedule, then click
Selection, then Contribute.

Planner

r October 2021

Displaprangels) ) seisct

6. Toremove the ‘contributes to period’” marker, repeat the process, but this time selecting Non-contribute.

Mor Te'¥ed Th Bl Gt Bun 2 Thu, 2810t 2021 Fii, 2!
£ W [0 0 [T ] ) [P] 22:00-06:00/00 IP1220006:00/00 (D) [P) 22004
4 5 6 7 8 9 0 1)
WiR R K BT [F]22:00:06:00 7=, _ 7 F]22.0006:00/00 (L) [P] 22:004]
IR [ Save changes Ctrl+
2 EETIETE I + [FIE =] [P 0B:00-1
L v ) Copy Ctrl+C
November 2021 + ity Daste ChileV
Mor Tue Wed Thu Fii Sat Sun
) z| x| a|8] 8|7 Block + © Delete DELETE
€ 8 0 0o’ oM F— ¥ Contribute k. Ctrl+P
L ) e 0 T e Mon-contribute  Ctrl-D
22 23 24 25 2% W 28 Ctrl+R prrosurresorse TTosu
28 30 DD,J Dk praview ] 22:00-08:00/00 [Pl 22:00-q
7 00 & pree- ] 06:00-18:00/60 - Res... [P] 0500
i print...
December 2021 230 ] 08:00-16:30/30 [P] 08:001
Mor Tue Wed Thu Fri Sat Sun i [P)08:00-16:30 €3 Undo changes P] 08:00-16:30/30 [P] 08:00-1
o R [P]14:00-22:00 P] 14:00-22:00/00 IP114:00
2 alm plosmn g ) Besetlayout FL08.00-16:30/30 [P108:001

Planner

4 October 2021

Display tangefs): @ Select...

Mor Tue Wed Thy Fii 83 Sun
@ e 29 W 1 2 3
als|e|7|a|aln

N
® w0 A 22 2
sElz = 2 w0

November 2021

Wor Tue Wed Thu Fii Sat Sun

ITEERERLEE
& & 0 H @’ 13
B % 7 ® B 20 2
22 23 24 25 26 27 28
28 30

December 2021

Mor Tue Wed Thu Fii Sat Sun

0/30
[Fl2z0006.00/00 (i)

[EIEEEIETE E Save changes

Ctrl+5
[P] 05:00-13:00, Add 36:00-1 8.00/60 - e
[P] DE.0D-16 EEII. ¥ FT1 Copy
[P]09:00-17.004 Birchall, Simen (3) v [ Paste

» £ Delete
[P] 08:00-16:30/

[F] 06:00-12:00
Pl 080016307 3 Refresh
5007 [T print preview...
JB, print...
8] | L —
[P]08:00-16:307 € Undo changes

[P 14:0022004 -
') Re I:
Plo0016:307. ) Beset lyout

Contribute Ctrl+P

Nen-centribute k Cirl+D
TEE 630730 FTUBHU-TH

Content »

Ctrl+R

The (P) marker will disappear.

Contribute - This is when an employees hours contribute towards a target for the week before
overtime e.g. 40:00 basic required before overtime x1.5 can be earned.

Non-Contribute - Any hours worked on the day including overtime will be paid at that rate at the
end of the period e.g. 08:00 basic and 02:00 overtime x1.5 earned on Monday, that would pay that
amount at the end of the period or week.



timeware’

HR, Time and Attendance Software

7. Toundo the changes made during this session, <Right-click> on the planner and select Undo changes.

Planner

iy ) @ s

Mor Tue Wed Thu Fii S3 Sun
27| 2g |29 |30| 1| 2| 3

b T I O - T
LI - I S T - B 1
19 20 H 2 o oM
sB Bz s 22 [PIOSO0ABO0A  Adg ,

PIOBO0IEA0L  sojection ,
November 2021 17
PI0S00I7000 g ol Simen (3) ,
“or Tue wed Thu Fii Sat Sun [P] 08:00-18:304
i 2| & @] 5| %7 ) (F|08:0016:304  Bleck »
£ 4 10 # g 8B u |F]M:UU-|&3M Content »
1 7 OB B 2 2 [P] 06:00-18:00/
2 o % o o IP]08:00-16:30/; 3 Refresh Ctri+R
0 30

IP122000600 [ oo
IP106:00-18:00/ = 5

[P 08:00-16:30¢ I'L-n‘. Print...
(PR LEIES Undo changes

P114:00:22004
(Plog 0N a0y D Reset layout

Wor Tue Wed Thu Fi S8t Sun
QI -

P ] T T !

Confirm your intention to undo and all the schedule changes made during this session will return to the
previous state.

=

@ Are you sure you want to abandon any changes?

Yes | MNo I |

8. Finally, select the exit button to leave the planner.

|I:I||E|u

www.timeware.co.uk
support@timeware.co.uk

t2-0760: Copyright NMD? Ltd +44 (0) 1706 658222
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Adjustments on the To-Do' list

1. A number of ‘adjustment items’ may appear on your ‘To-Do’ List dependant on
how the timeware® system has been configured.

To-do List

oo
oo

Dashboard

$ Online Information
Otimeware® Community, latest news and major developments sbout pour product

' System Health
@timeware'a hasz been unable to collect any bookings from your terminal(z) since '8:27am on Thu 21 August 2014

$ Attendance Adjustments

/’ 43] Outstanding mizzed bookings that require attertion

/’[21 7] Outstanding unauthorized sbsences that require attention

3 YouTube

Link to Adjustments on
the To-Do' list

/’[1] Full day abzences have been worked that may require attention

2. The three adjustment To-Do" items covered in this module are;

a. Outstanding unauthorised absences that require attention

b. Outstanding missed bookings that require attention

¢. Outstanding missed bookings awaiting a decision

t2-0760: Copyright NMD? Ltd

www.timeware.co.uk
support@timeware.co.uk

+44 (0) 1706 658222



https://www.youtube.com/watch?v=lwEgPyWdzRs
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3. Outstanding unauthorised absences that require attention. This To-Do'item highlights days, (or
parts of days), where a person has missed work without there being a pre-planned reason for

the absence.

w Attendance Adjustments

f[E'I 7| Dutztanding unauthaorized absences that require attention

Clicking on the To-Do' link takes the user to the Adjustment Anomalies screen.

Attendance Adjustment Anomalies

1 1 Dave

1 1 Dave

1 1 Dave

1 1 Dave

1 1 Dave

1 1 Dave

1 1 Dave

1 1 Dave

1 1 Dave
1o 1o Nathan
10 10 Nathan
10 10 Nathan

4
Close I

webb
Webb
‘webb
webb

wehb

webb
Webb
webb
webb
Lavis
Louis
Lowig

me

1414 items]
‘wiebb Dave
“Wehb Dave
‘webb,Dave
‘wiebb Dave

“Wehb Dave
[ .Dave
‘wiebb Dave
“Wehb Dave
‘webb Dave
‘wiebb Dave
Lavis Mathan
Louis Mathan
Lowig Mathar

Badge
1 Employes Wwied
1 Employee Thul:
1 Employee Fri13/
1 Employes Mon 1
1 Employe Tue 13
1 Employes Thu1¢
1 Employee Fri 20/
1 Employee ton 2
1 Employes Tue 2:
10 Employee Wied 1
10 Employee Thu1:
10 Employes Fril13/ v
]

Attendance Adjustments

Employee ID: 2 Fistname: Michacl Last name: Coope

20069

@  December 2021  Hp|

Vor Tus Ved Thu Fi Sat Sun

3w 1]z 845
BEICI I
Bowom BT 200 3200
EIEIEIE I
|2 B IE IR Totsl  Basic
o4 5 6 7 5 s |@ 3Men 22m120: - 22010630 (2 B0 800
@ absenss esson @ 3T TN 2200060000 - 71530648 (7 B 800
€ 3wed 2011/2021 1400-2200/00 |GERESEGERN 7.7.22.77 (0 )
@ 3The Z5A1/2021 22000500000 - 2Rz O BO) 00
@ 3R A1/ 22000500000 . 21580702 (2 800 800
€ 352 2711202 SetuderOveime . RORNM nn
€© 35 ez . pedakerall)| nn

<

Find. |  Feesh | Freview Close:

1| « [Recod zor st

> n

t2-0760: Copyright NMD? Ltd

www.timeware.co.uk
support@timeware.co.uk
+44 (0) 1706 658222
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By <Right-clicking> on the highlighted date, the user can add new bookings, amend existing
booking or add an absence or holiday record.

¥ eooking..
Amend b 0 Absence...

Delete [ ﬂ Absence entitlemnent credit...
Autharisation » @ Schedule...

{5 Planner for 'Dave Webb' on 'Mon 22/11/2021"...

Recalculate »
Columns »
[] Print preview...
i1 print
3 Beset layout

4. Jump to a different date by using the calendar control.

‘ Find... | Refresh I Preview. .. I Cloze I‘

www.timeware.co.uk
support@timeware.co.uk

t2-0760: Copyright NMD? Ltd +44 (0) 1706 658222
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5. Outstanding missed bookings awaiting a decision. This ‘To-Do' item highlights days, where a
person has forgotten to book in or out.

¥ Attendance Adjustments
fﬁ] Qutstanding mizzed bookings awaiting a decizion

Clicking on the To-Do' link takes the user to the Adjustment Anomalies screen.

Llose

By selecting a person’s Anomaly Date, the Attendance Adjustments screen will appear.

Attendance Adjustments

Employee ID: 1 First name: Dave Last name: webb 0020

3330 3930

Boxonaa

3w 12 34 8 T Toid  Basic
6 7 s s ow on o |0 3IMon 221172021 0800140000 - 055614,00 [2 800 @00
@ absence Reason K © 3T 2172021 080040000 " 06041400 (2 745 745
@ 3wed 24412021 1E00440000 - 06001400 (3 E00 &0
© 3The 2512021 0B004400/00 n 06051400 (2 245 745
© 3R WAV ME0040000 m 05541400 (2 B0 800

@ 352 2pn1mn . 2RRNM nw

@ 350 220 S - IR nn

<

Fid.. | Befiesh | Previen. Cose |

|4 | 4 |Record T af 51 ]

www.timeware.co.uk
support@timeware.co.uk

t2-0760: Copyright NMD3 Ltd +44 (0) 1706 658222
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Click on one of the dates awaiting a decision.

Bookinglz] awaiting calculation
Day Date Time Type Authorization

Mon 221/2021 1400 Real time booking

Approved

Next, select Approve or Decline. Depending on how the timeware® system has been configured, it
may not be possible to Finalise the booking at this stage.

Booking Awaiting Calculation - (New) X

Overview

Far a booking to be calculated it must be approved and finalized. If the booking
does not meet this criteria it will stay in the awaiting calculation section of the
FCIEEN.

Settings

Teminal: IEmponee Self Service LI
D ate: bon 22 Mow 2021 =] Time:

Mema:
~
~
Authorisation
Authorized by:
Authorisation statuz: & Awaiting decision [ Finalised
@« Approved
" Declined
Lancel I Update I

Finally click on <Update> to save the changes and return to the Attendance Adjustments screen.
Selecting <Close> will return the user to return to the Adjustment Anomalies screen.

www.timeware.co.uk
support@timeware.co.uk

t2-0760: Copyright NMD3 Ltd +44 (0) 1706 658222
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6. Outstanding missed bookings that require finalisation. This To-Do' item highlights bookings
not made at a terminal that require finalisation by a manager before timeware® will attempt to
calculate.

g Attendance Adjustments

j"['l] Qutztanding mizzed boakings that require finalization

Clicking on the To-Do' link takes the user to the Adjustment Anomalies screen.

Lloze

By selecting a person’s Anomaly Date, the Attendance Adjustments screen will appear.

Attendance Adjustments - o x
Employee ID: 1 Firstname: Dave Last name: Webb S00e0
[@  November 2021  mp|
Vior Tue Wed Thu Fii Sat Sun
e 7
now
EIE)
> BRI
BEIRREDE WkiDay Date Taken absencels)  Backingls) Autharisation Tolsl Bas
E 7 o8 3 oM o4 © @ 3m 22/11/2021  DE.0014:00/00 N 05:56-14.00 [7) 800 800
@ Absanse Reason © 3T 231021 0E00A40000 n 06041400 (3 745 745
© 3wed 24412021 1B004400/00 m 06004400 (2 B00 &0
© 3The 257172021 DB0040000 " 06051400 (2 245 745
@ 3R B0 ME0040MD . 055414002 800 @00
@ 350t 27172020 Sohudoy Oveime .. 2RARNM n»
@ 35 2801172021 Sundey Dvertime - e eXrreli] 722
< >
Find Refresh | Previen. Close.
|14 | 4 [Record T af51 ]

www.timeware.co.uk
support@timeware.co.uk

t2-0760: Copyright NMD3 Ltd +44 (0) 1706 658222




timeware’

HR, Time and Attendance Software

Click on one of the dates awaiting a decision.

Booking(z] awaiting calculation

Dray Date Tirne Type
kan 221/2049 1400 Real time booking

Next, select Approve or Decline and then Finalise.

Booking Awaiting Calculation - (New) X

Overview

Far a booking to be calculated it must be approved and finalized. If the booking
does not meet this criteria it will stay in the awaiting calculation section of the
FCIEEN.

Settings
Teminal: IEmponee Self Service LI
Date: IMon 22 Mow 2021 'I Time:
Mema:
~
~
Authorisation
Authorized by:
Authorisation statuz: & Awaiting decision [ Finalised
@« Approved
" Declined
Lancel I Update I

Finally click on <Update> to save the changes and return to the Attendance Adjustments screen.
Selecting <Close> will return the user to return to the Adjustment Anomalies screen.

www.timeware.co.uk
support@timeware.co.uk

t2-0760: Copyright NMD3 Ltd +44 (0) 1706 658222
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Overtime authorisation is required when an employee works more

hours (at a certain rate), than the threshold specified in the daily schedule

rate monitor.

1. Overtime authorisation is highlighted on the To-Do’ screen under the static

register heading.

¥ Static Registers

I- [B Awmaiting decizsion] #1.337

3 YouTube

Link to Static register
overtime

2. Selecting the static register overtime authorisation link presents the user with the

following screen:

First Marne CE A

Derise Page.Denise Daily Schedule Thu 2511420 08:00-16:30/3C
4 Matt Wilkinzon Wilkinzon, b att Daily Schedule Thu 25/11/2021 08:00-16:30/3C
12 Tharmas Oldham Oldharn, Thomas Daily Scheduls Thu 25/11/2021 08: 00-16: 30430
20 Ronald Gibbons Gibbone Ronald Daily Scheduls Thu 2511420 08:00-16:30./3C
16 Denize Page Page.Denise Daily Schedule Eri 26/11/2021 08:00-16:30,3C
19 Mary Joy Joy Mary Daily Scheduls Fri 26/11/2021 08:00-16:30/3C
4 Matt Wilkingon Wilkinzon,bd att D aily Scheduls Fri 2641172021 03:00-16:30/2C
17 Tuilza Michalzon Nichalzan, Tulsa Daily Schedule Fri 26/11/20241 08:00-16:30/3C
2 Michael Coope Coope Michael Daily Schedule Eri 26/11/2021 22:00-06:00/0C
12 Tharmas Oldham Oldharn, Thomas Daily Scheduls Fri 2611204 08: 00-16: 30430
20 Ronald Gibbons Gibbone Ronald D aily Scheduls Fii 26/11/2021 08:00-16:30/2C
&) Simar Birchall Birchall, Sirmon Daily Scheduls Sun 28114201 06:00-18:00/6(
KN i



https://www.youtube.com/watch?v=yTIpDlW1XZ8
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3. Rightclick on the overtime you want to approve/decline, and then go to block then authorisation, the
either approve or decline.

%1.337 - Filter: "Awaiting decision’ - (] *

@ select..

N
12 Thomas | . The25/11/2021  08:00:16:30/3(
20 Ronald 5 Filter (Authorisation) = 2 : # 7 11 08:00:16:30/3¢

1% Denite ] pyint preyiew... FiZ6A1/2021  08:00-15:30/3(
19 Mary ) Print FiZ6A142021  08:00-16:30/3(
4 Malt = Fi26/11/2021  08:0016:30/3C
17 Tulsa — Lollapse all FiZBA11/2021  08:00:16:30/30
2 Michael ~ + Expand all Fii 261142021 2200:06:00/0C
12 Thomas 3 Reset grid Fii 26112021 08:0016:30/30
20 Ronald Fi26/11/2021  08:0016:30/3(
3 Simon Sun 28/11/2021  06:00-18:00/60
w
< ol
_ Dl |

www.timeware.co.uk
support@timeware.co.uk

t2-0760: Copyright NMD3 Ltd +44 (0) 1706 658222
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