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Contents
Course			  Duration

An Introduction to the Dashboard and Report Viewer	 Approximately 30 minutes

	
Description

Understanding the Dashboard and Report Viewer

New Application (External to timeware)

Understanding Company and Standard Dashboards and Reports

An Introduction to Dashboards	 Approximately 30 minutes

Understanding Dashboards

Selecting a Dashboard Template

Configuring the properties of a Dashboard

Running a Dashboard

An Introduction to Reports 	 Approximately 30 minutes

Understanding Reports

Selecting a Report Template

Configuring the properties of a Report

Running a Report

Configuring a roll call report	 Approximately 30 minutes

All information pertaining to any personnel record within this document is obtained from a 
demonstration database and are not details of any individual.  
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The Dashboard and Report Viewer is an exciting new module which we’ve released 
with the aim of providing the user with as much flexible reporting and information 
presentation as possible, all the while keeping it easy to use and functional. 

With features such as excel reports by default, flexibility to adjust reports to your 
needs and ease of configuration, the Dashboard and Report Viewer is an excellent 
addition to timeware® Professional!

Please note that it is possible for the NMD3® team to develop customised or bespoke dashboards/
reports for your company. Please contact us on +44 (0)1706 659368 to discuss your exact 
requirements.

Understanding the Dashboard and Report Viewer

Link to Understanding 
the Dashboard and 

Report Viewer

https://www.youtube.com/watch?v=hnc6ubgU1yI
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New Application (External to timeware®)

The Dashboard and Report Viewer is an entirely different application to timeware. It 
has been written in the latest .NET code which is where we aim the entire timeware® 
software to be soon.

There are currently two ways to install the Dashboard and Report Viewer:

•	 On upgrading to timeware® 2022 or greater, the Dashboard and Report Viewer will 
automatically install alongside timeware® and can be accessed via Dashboard and 
Report Viewer application

•	 If you have a PC or an interface that does not require the full timeware® software 
but wants to be able access dashboards/reports then there is a separate installation file solely 
for the Dashboard and Report Viewer. Example of this would be running a dashboard that 
refreshes every minute on a TV in your reception for First Aiders on site.

The Dashboard and Report Viewer still uses the same user and a password used within the main 
timeware® application.

Link to New Application 
(External to timeware®)

https://www.youtube.com/watch?v=6-P3-6scFhU
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Understanding Company and Standard Dashboards and Reports

timeware® Dashboards and Reports are currently split in to two categories. They are ‘Company’ and 
‘Standard’

Company

These Dashboard and Reports are designed with the intent that they do not respect the user 
permissions set against a user. While this might seem counter to what may be required, its purpose 
is to allow a user to run for instance a roll call report for everybody at the company, or someone to 
run a headcount of all staff when their user isn’t configured to see everyone in timeware.

For the most part company dashboards and reports will be permissioned out, with only a few select 
dashboards/reports enabled depending on your requirements.

Standard

These are your bread-and-butter dashboards and reports. They are ones that respect your user 
permissions i.e. you can only see Department A + B in timeware, these dashboards/reports will only 
ever run for Department A + B
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Dashboards are a way to easily display data in a graphical or chart format. They are 
are set by default to refresh every minute and are perfect for use either on a second 
monitor or on a TV in the reception. 

Examples of a few dashboards are:

Attendance Live View – This Dashboard is designed to provide managers with 
immediate and up to date information on their staff levels

Personnel Headcount by Grouping – A quick and easy way to identify headcounts for various groupings 
within timeware® such as department, group or manager.

An Introduction to Dashboards

Link to an Introduction 
to Dashboards

https://www.youtube.com/watch?v=PVVLCBJfeD0
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Selecting a Dashboard Template

1.	 Log in to the timeware® Dashboard and Report Viewer 
 
 
 
 
 
 
 
 
 
 

2.	 On the context menu at the top, select Dashboards and then click Dashboard List 
 
 
 
 
 
 
 
 
 
 
 

3.	 You will be presented with two ‘columns’ which are ”Dashboard Templates” and ”Chosen 
Dashboard Templates”. The list on the left is all the available dashboards to you.

Link to Selecting a 
Dashboard Template

https://www.youtube.com/watch?v=bbnwmO6MlC8
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4.	 When you find a Dashboard you wish to run, left click on the template and drag it over to the right 
hand side (‘Chosen Dashboard Templates’). You’ll notice that the right-hand side of the screen will 
turn green while you are dragging the dashboard. If you see this, you are doing it correctly and just 
need to let go of the left click. 
 
 
 
 
 
 

5.	 You now have a dashboard that can be ran and configured
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Configuring the properties of a Dashboard
1.	 Highlight the dashboard which you’ve previously selected in the last step of this 

tutorial. You’ll notice a cog icon. This is the dashboard properties. Click on this to 
configure the dashboard. 
 
 
 
 

2.	 The First Screen you will be presented with is ”Date Range”. This is where you 
can configure the dates for the dashboard. Please note that not all dashboards 
contain a date range as some don’t require them. Ones that do not require them 
will have ”None” in the range.

3.	 Change the range type dropdown menu to access a variety of date range options 
and configure to your preference.

Link to Configuring 
the properties of a 

Dashboard

https://www.youtube.com/watch?v=eOoFAclpFrg&t=3s
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4.	 The next option on the left-hand side is ”Employee Range”. This is who you are going to be running 
the dashboard for. By default its going to show everyone your user can see if running a ‘Standard’ 
Dashboard or everyone at the company if running a ‘company’ Dashboard. You’ll notice in the bottom 
right of the image it says ”Count=755”. So I know the dashboard is running for 755 employees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.	 To narrow down the employees, firstly highlight the setting you wish to filter by. In my example I’m 
going to say I don’t want to see leavers. I highlight over the ”Employment Status” and it prompts me 
with a little Pin Icon.
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6.	 Click on the pin icon and it will present you with a way to select which options you want to show. In 
my example I only want to see employees 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7.	 Once selected you’ll notice that the count in the bottom right of the screen will have changed based 
off what you selected. 
 
 

8.	 You can change as many properties as you require to narrow down your employee range and tailor it 
to how you require. Once you are happy with your selection, click on Save
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Running a Dashboard

1.	 Once the properties have been configured as per the previous section of this 
tutorial, you can either double click on the row of the dashboard or you can press 
the play button when highlighting it 
 
 
 

2.	 You’ve just ran a dashboard!

Link to Running a 
Dashboard

https://www.youtube.com/watch?v=Lh3RRMPOW3I
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Our reports have been designed with three things in mind: Flexibility, Ease of Use and 
Excel by Default. With these core design principles in mind, we’ve developed a module 
that should help to make the user experience leaps and bounds better than our 
previous reporting module.

The vast majority of our customers from our experience prefer excel reports by default 
so we designed this module around that. It still also retains an option for exporting to 
PDF if the user requires.

Examples of a few of our reports are:

Attendance Daily Listing – Bread-and-butter attendance report to break down the 
hours for employees based on a daily level.  

Absence Listing – Easily identify absences on the system i.e. holidays, sickness etc.

An Introduction to Reports

Link to an Introduction 
to Reports

https://www.youtube.com/watch?v=ctnbK33ZLdk
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Selecting a Report Template

1.	 Log in to the timeware® Dashboard and Report Viewer 
 
 
 
 
 
 
 
 
 
 

2.	 On the context menu at the top, select Reports and then click Report List 
 
 
 
 
 
 
 
 
 
 
 
 

3.	 You will be presented with two ‘columns’ which are ”Report Templates” and ”Chosen Reports 
Templates”. The list on the left is all the available reports to you.

Link to Selecting a 
Report Template

https://www.youtube.com/watch?v=BTpiaMyZYJo
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4.	 When you find a Report you wish to run, left click on the template and drag it over to the right 
hand side (‘Chosen Reports Templates’). You’ll notice that the right-hand side of the screen will 
turn green while you are dragging the Report. If you see this, you are doing it correctly and just 
need to let go of the left click. 
 
 
 
 
 
 

5.	 You now have a Report that can be ran and configured
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Configuring the properties of a Report

1.	 Highlight the Report which you’ve previously selected in the last step of this 
tutorial. You’ll notice a cog icon. This is the Report properties. Click on this to 
configure the Report. 
 
 
 

2.	 The First Screen you will be presented with is ”Date Range”. This is where you 
can configure the dates for the report. Please note that not all reports contain a 
date range as some don’t require them. Ones that do not require them will have 
”None” in the range. 
 
Change the range type dropdown menu to access a variety of date range options 
and configure to your preference. 
 
 
 
 
 
 
 
 
 
 

Link to Configuring the 
properties of a Report

https://www.youtube.com/watch?v=Nu6V9tvDJOs&t=1s
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3.	 The next option on the left-hand side is ”Employee Range”. This is who you are going to be 
running the report for. By default, it is going to show everyone your user can see if running a 
‘Standard’ Report or everyone at the company if running a ‘company’ Report. You’ll notice in 
the bottom right of the image it says ”Count=755”. With that value in mind, I know the report is 
running for 755 employees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.	 To narrow down the employees, firstly highlight the setting you wish to filter by. In my example 
I’m going to say I don’t want to see leavers. I highlight over the ”Employment Status” and it 
prompts me with a little Pin Icon.
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5.	 Click on the pin icon and it will present you with a way to select which options you want to 
show. In my example I only want to see employees so I tick just employees. You can tick as 
many as you require! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6.	 Once selected you’ll notice that the count in the bottom right of the screen will have changed 
based off what you selected. 
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7.	 You can change as many properties as you require to narrow down your employee range and 
tailor it to how you require. All the ‘Headers’ on the employee range page contain a Pin icon 
where you can narrow the range down. 
 
 
 
 
 
 
 
 
 
 
 
 

8.	 The next option on the left hand side is ”Sort Order”. This can be used to group employees on 
your reports, for example by department. The order that it will group employees is from the top 
option downwards, so my example will group by departments, then by the person.
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9.	 The next option to adjust is the ”Appearance”. This is where the reports come in to their own. 
By default we’ve taken the approach that reports should be minimal on what they display, with 
the option for the user to select or deselect what features they do not want to appear on the 
reports. You’ll notice that by default the Personnel Listing report only comes with ”Person” and 
”Payroll”, and when the report is ran that is the only data that shows. 
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10.	 You can click on the dropdown and you’ll be presented with various options you can tick. Ticking 
an option will make that appear on the report. In my example I want to select department, 
employee ID, work email, date of commencement and Terminal Policy 
 
Ticking these options will add them as options to the show columns area as per the image 
below. If you want to remove any, untick them. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11.	 Once you are happy with the report properties, click Save in the bottom right.
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Running a Report

1.	 Once the properties have been configured as per the previous section of this 
tutorial, you can either double click on the row of the report for it to run in excel 
format or you can press the green excel button when highlighted. Alternatively, 
you can press the PDF icon to run the report as a PDF. 
 
 
 

2.	 You’ve just ran a report! 

Link to Running a 
Report

https://www.youtube.com/watch?v=NmlaApYhBtI
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The roll call report can provide your company with an up to date and accurate view 
of employees currently clocked ”On-Site” at your company. This can be of great 
benefit to many a customer and can be emailed automatically in the event of a fire in 
conjunction with a timeware Fire Alarm Monitor.

1.	 We will be selecting, configuring, and running the report using all the methods 
outlined in previous sections of this module. The report to use is called Roll Call 
Listing found in the Roll Call template section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.	 Report configuration for the Roll Call Listing is outlined in the Configuring the properties of a 
report section.

Configuring a roll call report

Link to Configuring a 
roll call report

https://www.youtube.com/watch?v=n1pt0Z2fghw
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3.	 Once you are happy with the properties, you can run the report. When the report runs, a menu will appear. 
This is where you can select which devices you want to take the roll call from. Select the devices you 
require and then press Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.	 You will be presented with a list of Zones which may differ based on company. Most roll call reports are to 
alert customers to who is On-Site/in the building, in which case the IN zone can be used. If you want all 
employees regardless of where they are to appear, select them all. Press Apply.
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