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1.1 How to find an employee

1.2 How to change the password

for a user

1.3 The policies behind a user and
their meaning
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Permission Policies
To-do List Palicies.

Email Policiss

Admin Administrator timeware User Mot Requires
adp Standard Clent  Standard Clent Mot Requied
benfiy Ben Fiy - Line Manager BenFiy Standard Clent Not Required
Calculation Agent Administrator Standard Clent Mot Required
Collection Agent Administrator Standard Clent Mot Requiied
david webb David Webb - Line Manager David W/ebb Standard Clent Mot Fiequied
Email Agent Adrministrator Standard Clent Mot Requied
Enquiry Agert Administrator Standard Clent Mot Requied
ESS Administrator Standard Clent Mot Requied
Event Handler Administrator Standard Clent Not Requied
Fire Roll Call Administrator Standard Clent Not Required
rant mason Grant Mason - Line Manager Grart Mazon Standard Clent Mot Requiied
line:manager Line Manager User timeware User Mot Requiied
matthew.uilkinson Matt Wilkinson - Line Manager Matthew Wikinson Standard Clent Mot Required

L pe dard Cient | N d
nathan © New.. TEST timeware Llsar Not Required
smonbicha  Amend... r Birchal - MD Admiristrator Standard Clent  Not Required
supportlead €3 Delete Support Lead timeware Lssr Nt Required
support tech View details... Support Tech timeware Lser Mot Requied
user F) Copy details q Admiristrator timeware Ussr Mot Required

Disable account
Change password...
Advanced »

[ Print preview.
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Permission Palici
To-do List Policies

Email Policies

DavidWebb
Grant Mason

Leah Hartley

Line Manage: - [Adjustments & Absences)
Liz Broadhurst

Madsleine Jackson

Mary Joy

Matthew Wikinson

Mike Coope

Simon Birchal

Standard Client

Support Lead

Support Tech

TEST

User
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1.4 How to use the sort and filter d . dg

File View Tables{ Sort and Filter (§Wizards Advanced Hardware Help
Quick Links Personnel 3 | Sort by 3
a Job Costing  » Re +R
v Employment Status...
« 7 System Health Period Schedule...
To-do List timeware® has been unable| Absence Entitlement Policy...

tirmewiare® hardware may rg R X
o ¥ Terminal Poelicy...

¥ Payroll Company...
Site...
Personnel % Hewly Added
Department...
¥ Absence Management Seetions
Outstanding absences o
Pay Type...
5] Outstanding ahsences A
Absence Management 20:[5] Dutstanding sbsences ¢ Line Manager..
Grouping 07...
¥ Attendance Adjustments .
Grouping 08...
'_M # [25] Dutstanding unauthoris
# [11 Outstanding bookings t Grouping 09...
Absence Statistics Grouping 10...

M Rinht o Work

1.5 Recalculation Wizard and its meaning

Select the date you wish the recalculate to start from. It is advisable to contact pour software
distributor befare madifiving any of the advanced aptions.

General options

Start recalculation from? vl [upta current date]

Advanced options

Fecalculate daily and period tatals? ® Nog © Yes
Feplace rotations? & No € Yes
Replace pay periods? & No © Yes

Reallocate bookings to daily schedule? @ No 0 Yes
Recalculate entittement against ahsences? & Mo © Yes
Feplace absence entitlement periods? & Mo Yes

Help |

Firizh Cancel

’I . 6 TO _ d 0 | | St |te ms an d t h e | r mean | n gs timeware® Professional 2023 [Licenced to 'Demo Copy timeware 2023 (Nathan Beveridge) Not for Resale']

le View Tobles SortandFilter Wizards Advanced Hardware Help

e ' To-do’ List

v W System Health
To-do List timeware® has been Lnable to collct al the baokings from termrinal oL Yitendance for more than tw hours, new bookings may not calculate untl this is resolved

(6D timeware® hardware may requirs updating due to infomation which has been medfied (540 items remaining)

2 Pagroll

ol

Personnel 2> Newly Added

3 Absence Management

Outstanding absences that require decining due to cancelation
51 Dutstanding abcences awaiing a decision

Absence Hanagement 51 Outstanding absences that iequire finalisation

¥ Attendance Adjustments
# 251 Duistanding unauthorized sbsences that renvire attention
# (11 Quistanding bookings that require finglisstion

i

Absence Statistics
¥ Right to Work

Wikinson, Matt (4] Allowed to \work - Approved'fallow up check on 15 November 2022 (111 days sqo]

\%‘(

% Document
Attendance Adjustments Coope, Michael [2], TEST' added on'20 December 2022 awating 5 decision
1 Coope, Michael (21 . 'TEST' added on '20 December 2022
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1.7 Historic Data Lockdown

Overview

Historic data lockdown is used prevent uzers amending attendance and abszence
data once payrall has be ran.

What does thiz screen do?

Thiz zcreen lets pou specify an up to date [inclusive) that data will be protected
from amendmentz. Thiz lockdown covers any pay peniods that end before
[inclusive) the protection date. This lockdown can be overridden with a password
[leave blank to allow no override).

Settings
Lockdown data? € Mo O Yes

Protect data up ta? [inclusive)

Oweride pazsword: Ixxxxxxxx

Overide canfirmation: Ixxxxxxxx

Cancel Ok
_ Comcel |
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