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Module: m/01/501
‘Preparing your timeware® system.: Company...’

‘ The following module should be completed for every timeware® ‘

installation. I

1. To prepare timeware® Company settings, select the Tables menu then
Company.

: File View la_blps,] Wizards Advanced Hardware Help

Quick Links | Company » | Customers...

Personnel > Zones...

Job Costing > Daily Schedules...

y

- Access Control  » Period Schedules. .. ns listed below;
A Grouping »
Absences » |news and major developments &

& Adjustments

/'[338] Dutstanding unauthorised absences that require attentic

/’[1] Outstanding missed bookings awaiting a decision

/'[2] Outstanding missed bookings that require finalisation
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2. Select the Customers option from the menu. This is used to create
customer references for the timeware® job costing options (timeware®
2012 onwards).

Name: A.E:ME Lt

Street 1: |1 Fieldhouse Road
Street 2: I
Town: |Rochdale

County: I

Post code: 0oL120aD &

Country: |

Telephone: |01 706 659368
Fax: |

Email: Ihelp@acme.com
Website: I

©0

Contact (1): |
Telephone: I
Fax: |

Email: I O
Contact (2): I

Telephone: |

Fax:

I
Email: | &

Add l Edit Delete Find... Refresh Preview... Close [
4 | 4 [Record1of4 » ]

Clicking on the ‘world’ symbol, & allows the user to access the
default email service or the Google Maps feature on the web.

Additional customers may be added by the user.
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3. Use the Zone option to create descriptions of zones within your
location. For example you may wish to create zones called Accounts,
Marketing and Reception. Zones are used primarily for roll-call
purposes.

Description: [N

add | Edt | Delte | Find. Refiesh | Preview.. Close |
4 Iﬂﬂecord1of2 )INI

There are two pre-defined Zones:

a. Inside the building
b. Outside the building

Additional zones may be added by the user.

Remember that the roll-call feature relies on zones therefore it is not
recommended that the user deletes all of the zones.
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4. Use the Grouping option to create descriptions of sub-groups within
your previously defined grouping descriptions, (see advanced options,
module m/01/0035). Groups are used for sorting and reporting.

! File View laTIes Wizards Advanced Hardware Help
jilluick Links | ' Company )l Customers...
| Personnel > Zones...
/ Job Costing » Daily Schedules...
Access Control  » Period Schedules. .. ns listed below;
WI Grouping » 7 Directorate
Agenda Summary absences > Department 1
& Adjustments U Depk
Location

/' [338] Dutstanding unauthorig

/(1] Dutstanding missed book Category
/'[2] QOutstanding missed book Grouping 06 r

Grouping 07
Grouping 08
Grouping 09

Grouping 10
Reattime Locator !

Directorate @

Code;

Description: lAdministration & Community Services

add | Edt |  Delete Find... Refiesh | Preview.. Close |
i | « [Record Tof 6 » |

There are no pre-defined Groupings:

Additional sub-groups may be added by the user.
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5. Next create User profiles. User profiles are required for each person
allowed to use the timeware® software. This process requires Agendas
and Permissions to be set correctly to determine the information that
each User may view or be able to access.

Select Advanced then click Users...

Advanced | Hardware Help

! File Yiew Tables Wizards

Quick Links l | Users...
Audit Trail. ..

a) Recalculate Wizard. ..
/1| Script Editor. ..

Import >

Agenda Summary Backup Database B

| J Options
o i

i e

The Users setup screen will appear.

=] Options
Users
Agenda 5
Permissions SIMON
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To create a new agenda, select Options, Agenda. <Right-click> on the
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description grid and select New...

|=|- Options.
Users.

Agenda
Permissions 5|MUN

Amend...

View details...

f@ Copy details
Print preview...

Move through the various headings on the left to determine whether
they should be included in the User’s agenda.

Permissions

Agenda - (Amend)

Description: ]SIMDN

=] System Health
Event Handler
=] Personnel
Birthdays
Probation Period
Retirement
‘Years Service
Training & Qualifications
Disciplinary
Appraisals
Job Specification
Yehicle Endorsements
Medical Review
[ Absence and Holidays
General
=] Hours Worked
General
‘wWorking Time Indicator
(= Static Registers
General
= Scripting
General

LCancel

{ I using bitthdays reminders, enter the number of
i days to be notified in advance;

30 [Days]

ok

Finally, click <Ok> to save the new Agenda and return to the User

e

screen.
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Next, create a Permissions profile for the User.

=] Options

ism Admlnlstrator

\genda

Permissions Audit (Read Only)
0SU Read Only Carryduff and Cregagh
05U Read Only Cregagh
05U Read Only Hamilton Shed
Standard Client

supervisor

Select the Employee range that this user will be able to see.

Users

(New)

Description

Permissions -

Description: |

=/ Options
- and Overview
Report Security N . ; . _
Application Security This option sets the employee range that will be used throughout your time and attendance applications
and reports.
Settings

Range 01: IEveryone

Lef Ll Lef Led e

LCancel Ok
_ Coredl |
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Next, Select Report Security and select which reports the User can run.

Users

BRI - i icr
Permissions - (New) @

Description: |

|- Options Report Securit:

Overview

This option allows you to select what reports are available to the user.

Settings

[»

[ ]

o m ] Absence and Holidays
DL_l ‘Yearly Absence Planner
D@ Monthly &bsence and Holiday Chart
[OG3 Holiday Entitlements by Grouping 1
52 Bradford Factor
[OG3 Actual Absence Time Taken
52 Absence Weekday Analysis
|_'_|E:1 Absence Monthly &nalysis
G2 &bsence Listing
DEE Absence Listing with Notes
G2 &bsence Entitlement
52 Absence Entitlement Summary [~

Cancel Ok

IRl

Finally, select Application security and specify which options the user
may access and whether they have read/write or view only capabilities.

Permissions - (New)

Description: |
/= Options Application Securit
Employee Range Overslew,
Report Security L . .
Application Security This option allows you to select what options are available to the user.
Settings

" Allow read/write access to all applications and sub options.

or
@ Use settings listed below to restrict access to specified applications and sub options.

= {71 File Read/write il =
Calculation Read/write ~[]
=) Personnel Read/write -
=1~ General Read/wite -
Essential | Read/wite £
Personal i ite
Attendance Terminals
Holiday and absence entitlement Read/wiite -
Groupings Read/write - >7

LCancel Ok

Finally, click <Ok> to save the new Permission and return to the User
screen.
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Now we create a new user and assign them the correct agenda and
permissions profile.

Select Users, <Right-click> on the grid and select New...

=/ Options
Users
Agenda
Permissions

View details. ..

Copy details

Log off (selected user)

Advanced

{4 Print preview. ..

| Print

Next enter the Essential information including User Name and
password (the details that are used when logging in). Now allocate a
Permission policy, an Agenda and a brief description.

Users
Agenda
Permissions

Users - (New)

=/ Options T
Essential Oreriey
‘Whois This?
Email Setup This option sets parameters that control information that will be displayed throughout your time and
attendance applications and reports.
Settings
User name: |David Moris
Password: (=
Puwd confirmation: |
Permissions: | Axdministrator L‘
Agenda: | Director LI
Description: |Full access to all areas...
Cancel Ok
timeware'
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Next click ‘Who is This?’ and select the user from the personnel list.
This process links the user to an person and is essential when creating
PIP supervisors.

~ Users - (Amend)

|- Options
Essential o
ey Overview
Whois This? DAY . o 5 i .
Email Setup Assigning an employee ta this user will give the employee supervisor options when accessing the Personal

Information Portal (PIP). It is also used in other features such as sending emails to an alternative address if

the user is on Holiday.

Select emplogee

Employee ID: 309
First name: David
Lastname:  Morris

©) Select Employee...
) Remove Emplovee

Find: Select Employee

Search for: | M4
Search through: ILasl Name L‘ H
Search type: IContains _v_l
~
Payroll La me A | Employeds
278 83614 Susan Abraham Abraham, Susan  Employe]
257 Tom Adair Adair, Tom Agency
230 Neil Armstrong Armstrong, Neil Agency
306 simon birchall birchall, simon Employe:
276 482 Lisa Boal Boal, Lisa Employe:
238 Deborah Bums Burns, Deborah Agency
282 Louise Cobbe Cobbe, Louise Leaver
258 437 Michael Copeland Copeland, Michae  Employe:
296 573 Heather Currie Currie, Heather Employe: o
J | o

This process links the user to an person and is essential when creating

PIP supervisors.
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Select Option, Email Setup and enter an Email address (and alternative
Email) for the User.

Users - (Amend)

(=] Options Email Setup
Essential
Ry Overview
‘Whois This?
Email Setup Email setup allows an email address and an altemative address to be entered. The altemative address will be |8

used if you have a full day holiday or absence booked. If you wish to have an email going to multiple
addresses, then use a comma to separate the addresses.

Settings

Email: |director] @maincompany. co.uk, admin@maincompany. co.uk|

Alternative email: ]directotZ@maincompany.coAuk

LCancel Ok

This process creates the addresses that are used by the system Email
script.

Finally, select <Ok> to create the new User.

The new User will now be able to log into timeware®.

User name:  |David Morris

Password: |

LCancel I Ok |
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Notes
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