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Module: m/03/501
‘Preparing your timeware® system: absence management...”

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

installation. I

1. To prepare timeware® Absence reasons, select the Tables menu then
Company, Absences and Absence reason...

I File View Iablvesvl Sort and Filker  Wizards Advanced Hardware Help

Quick Links | Company >| Customers. .. m
Personnel > Zones... i U J J J J « j

y Job Costing > Daily Schedules...

Access Control  » Period Schedules. .. ns listed below;
L~ Grouping »
I Absence )l Absence Reason., .. l

Agenda Summary

@ System Health | Absence Entitlement Policy...

() timeware® hardware may req

Absence Block Booking...

The following screen allows the user to create different absence
reasons and allocate each one to an absence category.

Absence Reason @

Description: ]Annual Leave (1/2 Day)
= Option -, S
~ al
Emem Management  Absence back colour. This colour will be used ]
Fiate Management to identify the absence easily within certain @1 (click icon to select colour)
Notepad screens and reports. L
Absence pay type: Paid v
Day value: 0.50
Include rest days? @ No © Yes
Allow use at 'Employee Self Service' terminal? " No @ Yes
Allow use at the 'Person Information Portal'? " No @& Yes
Default maximum absence duration when ,—
booking a new absence (optional). s
Add | Edit Delete Find... Refresh Preview... LClose
i | 4 [Record Tof22 > |
! J
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Each absence reason must be given a description and may be allocated
a colour. (This colour will appear on the absence statistics and absence
and holiday planner screens).

Absence Reason @

[BINC O A nnual Leave (1/2 Day
[Copon [
General 7 :
Entitlement Management Absence back colour. This colour will be used wa
Rate Management to identify the absence easily within certain
Notepad screens and reports. Automatic
Absence pay type: P ooooooEg
Day value: OEN0oOmE
Include rest days? cONECEEEE
Allow use at 'Employee Self Service' terminal? cEANEENENN
Allow use at the 'Person Information Portal? CANEEEENN
Default maximum absence duration when More Colors...
booking a new absence (optional).
Update Cancel
{ | { Fdltmg record » ] » |

Next, select if the absence reason is paid or unpaid.

Ahsence pay bype: 1F'aid _vj
Dran walue: m
Inzlude rest davs?? fe Mo 7 Yes

Now, select which category the absence reason should fall under.

Description: ]Annual Leave [1/2 Day)

= Option
General
Entitlement Management Absence entitlement category: IHoliday Absences L]
Rate M
N;izpa:nagemem If a person works on a day that this absence
has been booked, should the absence be
ignored when calculating the entitlement?
Absence Category 06
Absence Category 07
Absence Category 08 s
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Finally, define the absence rate management.

Description: IAnnuaI Leave (1/2 Day)

| Option Rate Management
General ~ S T
Entitlement Management Fill out every occurance of unallocated time within the day? @ No " Yes
If a person works on a day that this absence has been @ No " Yes
Motepad booked, should the absence be ignored when calculating
the day?

lgnore any absence time that has been booked againstthe ™ No ¢ Yes
day and replace it with the absence target time?

Force rate 1 to make up to absence target time? @ No " Yes

Remove absence time taken from rate (a) and insert @ No © Yes
absence time taken into rate (b] when calculating period

total. _‘J l ;]

Remove any core time infringements from bookings that " No © Yes
adjoin this absence.

Update LCancel

4 | ] aEdiling record : 1; ’

Remember that there many pre-defined absence & holiday reasons and
that additional reasons may be added by the user.
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2. To prepare timeware® absence entitiement policies, select the Tables
menu then Company, Absences and Absence entitlement policy.

: File View qulgs,l Sort and Filter  Wizards Advanced Hardware Help

: Buick Links Company 4 Customers...

Personnel > Zones. ..

p

Job Costing > Daily Schedules...

Access Control Period Schedules. .. ns listed below;
Y Grouping »
Agenda Summary | Absence >| ] Absence Reason... J

w System Health : Absence Entitlement Policy. ..

@ timeware® hardware may reg [ Absence Block Booking...

o

Use this screen to create Absence and Holiday Entitlement policies.

Absence Entitlement Policy @
Description: |S|andard Holiday Entitlement
Renewal type: | Fixed (dd/mm) v | Calendar date and month: | 8th v | |February v
= Categories BH oliday Absences

Holiday Absences
Sickness

Absence Category 03
Absence Category 04
Absence Category 05
Absence Category 06
Absence Category 07
Absence Category 08
Absence Category 09
Absence Category 10

Entitlemnent type: © Days ¢ Hours and minutes

23, Award Full Amount
24| Award Full Amount
'S
N
N
N
'S

Change category descriptions

Update Cancel

I+ | 4 [Editing record > ]

First, define the absence year start date:

Absence Entitlement Policy

Description: lSlandard Holiday Entitlerment

Renewal type: ]Fixed [dd/mm) _vJ Calendar date and monlh:IBlh LI IFebruary L]

Isences
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Next, choose either days or hours and minutes for the absence
category:

—|. Categories Holiday Absences
. Ao .
Sickness Entitiement type: Days Hours and minutes
oA = — tOS— tOSE— SO

Finally, select the entitlement script that applies to the year service

M aximum amount that Amount that can be
can be brought f rd taken before the end

e from the previous year of the absence period
! Days Days

Less than one year a | Nfa | i !
Band 1 | 5 ) 22|, Award Full Amount
Band 2 6 10 ) , Award Full Amount
Band 3 Award Full Amount

Band 4

Once all of the absence categories have been defined, select the
update button to save your changes.

Update I

VI VRN o
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3. To prepare timeware® absence management Block Bookings, select

the Tables menu then Company, Absences and Absence and Holiday
Block Bookings...

! File View Ithgs,l Sort and Filter  Wizards Advanced Hardware Help

by | Company ’ Customers. ..

Personnel » Zones...

&

Job Costing » Daily Schedules...

Access Control Period Schedules. .. ns listed below;
W Grouping »
|
Agenda Summary | Absence )| Absence Reason...

@ System Health | Absence Entitlement Policy. ..

(@ timeware® hardware may re

| Absence Block Booking. ..

To create a new ‘*block-booking” <Right-click> on the grid and select
New...

Absence and Holiday Block Bookings Q@@
Overview
This screen displays a list of absence and holiday block bookings. These may be viewed, amended or deleted by right clicking on the selected block booking
and choosing the appropriate option. Please note that block bookings are handled by the 'System Maintenance' event within the Event Handler, so there
could be a delay from the block booking being entered until the absence getting inserted against an employee.
Drag a column header here ta group by that column.
5 Approve
Mon 05/04/2010 Tue 06/04/2010 Statutory Holidays Approved True Yes
Mon 03/05/2010 Mon 03/05/2010 Statutory Holidays Approved True Yes
Mon 31/05/2010 ton 31/05/2010 Statutory Holidays Approved True Yes
Mon 12/07/2010 Tue 13/07/2010 Statutory Holidays Approved True Yes
Mon 3070872010 Mon 30/08/2010 Statutory Holidays Approved True Yes
Mon 30/08/2010 Mon 30/08/2010 Statutory Holidays Approved True Yes
Mon 30/08/2010 Mon 30/08/2010 Statutory Holidays Approved True Yes
Mon 27/12/2010 Tue 28/12/2010 Statutory Holidays Approved True Yes
Mon 03/01/2011 Mon 03/01/2011 Statutory Holidays Approved True Yes
@ New...
amend. ..
€3 Delete
View details...
@ Print preview...
= Print
Close ] Reset grid
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Follow the instructions on the next eight screens to create a block
booking for many people.

Absence and Holiday Block Booking Wizard

Welcome to the Absence and Holiday Block Booking YWizard

The Absence and Holiday Block Booking Wizard allows you to add a new absence or holiday
for a range of employee's. The Wizard gquides you through the steps making sure all the
necessary options are covered.

Back l Next > | Firish Cancel

Select the range of people.

Absence and Holiday Block Booking Wizard

You must first select a range of employee's for the absence block booking.

Select employee range
Range: Ll

Employees
Directorate

Department 3
Sub Dept 3
Location

Category

Grouping 06 b

| Help | < Back I Next > l Finish l Cancel l
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Next, select the absence to be taken.

General information

Absence to be taken?

Absence and Holiday Block Booking Wizard

Select the absence to be taken and the date range.  Use the statistics link to display
information that may influence your absence booking.

Statutory Holidays

=

Special Test Absence

TOIL (Full Day)
TOIL [Half Day)
Training [Full Day)

Training/Conference ir'es
Unpaid Leave his
Unpaid Leave [&gency) ;
7 es
< Back l Nest > l sh I Cancel |

Now specify the date range (from and to).

neral Absence Details

General information

Absence to be taken?

Select the absence to be taken and the date range. Use the statistics link to display
information that may influence your absence booking.

Statutory Holidays

Take absence from? |26/12/2011

4 Dec 2011

Include res

Canthisat | ~ & <

Su Mo Tu'Wwe Th Fr Sa
27 29 30
Dorotuse | 4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24

ed?

@ No O Yes
ithin a day? ™ No { Yes
@ No O Yes

Absence and Holiday Block Booking Wizard

25 i 27 28 29 30 31

Next >

Cancel

1 2 3 4
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Include rest days? set to No
Can the absence be used to fill multiple gaps within the day? set to No
Do not use this absence if the absence is worked? set to No

Absence and Holiday Block Booking Wizard

General Ab

Select the absence to be taken and the date range.  Use the statistics link to display
information that may influence your absence booking.

General information

Absence to be taken?
Statutory Holidays L‘

Take absence from? |Mon 26 Dec 2011 v |
upta? |R6/12/2011 |

Include rest days? * No ¢ Yes
Can this absence be used to fill multiple gaps within a day? © No ¢ Yes
Do not use this absence if the absence is worked? @ No (" Yes

Help | < Back I Next > | Firish Cancel 7

Leave the absence restrictions blank.

Absence and Holiday Block Booking Wizard

{Optional)

Next, specify which time of the day the absence can be taken and its maximum duration.
Leaving these fields blank enables the absence to be taken throughout the entire schedule.

Absence restrictions [optional)

Absence can only be taken between? | and |

M aximum absence duration? | 5

Firish | Cancel |
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Leave the Force absence duration... fields blank.

Absence and Holiday Block Booking Wizard

ence Duration to Paid at a Specified Rate (Optional)

Nesxt, specify if you wish to override the daily schedule and force the absence duration to be
paid at the specified absence rate.

Force absence duration to paid at a specified rate [optional)

Absence duration? | g
Absence rate? I vl

¢ Back Firish Cancel

Set the Authorisation status to Approved.

Absence and Holiday Block Booking Wizard

Authorisation status

" Incomplete booking - More information required

" Awaiting decision - Requires approval by authorised user
" Declined - Authorised user has declined absence
* Approved - Authorised user has approved absence

MNotes (optional)

Fitish Cancel I

< Back
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Finally, Press <Finish> and the block-booking will be saved by
timeware, (but not yet allocated to the select people)

Absence and Holiday Block Booking Wizard

End of Wizard

Congratulations!

You have successfully finished the Absence and Holiday Block Booking
Wizard, if you are happy with your selections click finish to add the new
block booking.

< Back | |

i Cancel |

o

The block booking will be applied to all selected people during the
next system maintenance event within the event handler

. If the
event handler is not running, the block booking will not be applied! @
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Notes
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