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Module:  m/02/110  

‘Adding a timeware® personnel record...’ 
 

 
If recently added people are unable to make a booking at an 
attendance terminal or are unable to gain entry through an access 
terminal, please ensure that the above settings have been entered 
correctly.  If the problem persists, please contact your timeware® 
administrator or ultimately, timeware® support on  
+44 (0)1706 658222 

 
 

1. To access the timeware® personnel, select the Personnel Quick link, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 or, select File, then Personnel... 
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2. The personnel screen will appear at the record last viewed by the user.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Press <Add> to add a new personnel record. All the fields will then 
turn blue, ready for the new details. 
 
Next, click on the Essential heading.
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3. Complete the following fields in the Essential screen: 

a. First name & Last name 
b. Badge number (if applicable) 
c. Date started with the company 
d. Status 
e. Period schedule 
f. Terminal policy 
g. Email policy (if applicable) 
h. Flexitime closing balance date & amount (if applicable) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Next, click on the Personal heading. 
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4. Complete the following fields in the Personal screen: 

a. Date of birth 
b. Gender 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Next, click on the Contact Details heading. 
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5. Complete just one field in the Contact Details screen: 

a. Email address (if applicable) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Next, click on the Groupings heading. 
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6. Allocate the person to the correct, pre-defined, groupings in the 

Groups screen.  Remember, if you allocate the person to a group that 
you are not entitled to view, the person will disappear from your 
screen. 
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7. Complete the following fields in the PIP account screen: 

a. User name 
b. Password 
c. PIP profile 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Next, click <Update> to save the new personnel record.  The new 
person’s details will be sent to the relevant timeware® terminals within 
thirty seconds. 
 
 
Click <Close> to leave Personnel. 
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