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Module: m/02/120
‘Amending a timeware® personnel record...’

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

Personnel [D E]

Employee [D: 305 First name: [Nathan Last name: |Price [%9

= General General (Essential

i 4 To select a photo use righ
ersanal Badge: 7334356 mouse click on the box
Contaot Details Known as: Price, Nathan
Groupings
Remuneration Biometric data: £7 Finger “move  Finger Print Registration Wizard ()
Job Specification £7 Hand Remove
Bank Details DT
Pension Details ale satec Wi [01/01/2009 v|  2years, 10 monthis), 23dapls) [ Femove Ven
Union Details FOPAY: 2 15,23 ok
User Defined Fields Badge activation: | ~I|: to I ~I|:
Documents
Notepad Current job: Office manager
]~ P 1 Inf tion Portal
; v:;?:::a S Person status: lEmponee _'_l [~
[+ Health Absence l 3 5 =
41 Appraisal policy: : ]Slandard Holiday Entitiement L] -
+ Working Time Regulations . % . - =
. Misoellanéous Period schedule: ]Nalhan Price LJ & Week rotation: |1 A
[&]- Secondary Emplogment Terminal policy: ISlandald Palicy LI (=)
Email policy: I l.l -
Flexitime closing balance seton: | /7 / | Amount
Add l Edit Delet Find... Refresh Preview... Copy... Close
4 | 4 [Record 56 of 58 » v

Press <Find> and identify the relevant person using the search
facilities.

Find: Personnel @

Search for: I M4 | P>
Search through: IEmponee D LJ
Search type: Il:onlains L[

|>

297 1 David Gorman ‘ orman, David gency

298 Deborah Bums Bums, Deborah Agency
2399 Edmond Hewitt Hewitt, Edmond Agency
300 Darren McBride McBride, Darren  Agency
3m Lynsey McCourt McCourt, Lynsey  Agency
302 Kyle Lawlor Lawlor, Kyle Agency
303 Emma Deazley Deazley, Emma Agency
304 Justin Tennyson Tennyson, Justin -~ Agency
l 305 Nathan Price Price, Nathan Employe| +
«| | »
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Personnel

Employee ID: 305 First name: Last name: ]Price (<]
= General General (Essential
Essential 2 [ 753455 To select 3 photo use righ
Personal Badge: 7934356 mouse click on the box
Contact Details Known as: Price, Nathan
Groupings
Remuneration Biometric data: [x3 Finger “emove  Finger Print Registration Wizard ()
Job Specification £7 Hand REMOVE
Bank Details 0 o
Pension Details L slav?e o 01/01/2009 _v| 2 years, 10 month(s), 23 dayls) ™ Remove Years Service' from Agenda
Union Details COmpAY:
User Defined Fields Badge activation: I _VJ | 5 to l _'_] | 3
Documents
Notepad Current job: Office manager
-/ Personal Information Portal =
Acsint Person status: |Employee ~@
[+]- ¥ehicle Absence ( = = =
i+ Health policy: |Slandavd Holiday Entitiement L] -
+- Appraisal 5 ’ - 2 R
- Voiking Tiié Regalations Period schedule: INalhan Price L] & Week rotation: |1 v
+]- Miscellaneous < Ay =
e Sacondars Empibsmes Terminal policy: ISlandard Policy LI ¢
Email policy: ] L] -
Flesitime closing balance seton: | / 7 | Amount: ]
Update Cancel
q | 4 lEdiling record » l » I

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

Click <Close> to leave Personnel.

Close I
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