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Module:  m/07/125  

‘Submitting an attendance booking...’ 
 

 
1.  Log into the PIP and select Attendance Bookings from the left-hand 

menu.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.  The attendance information for the current period is then displayed.  
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3. Beneath the current period information, you will see the ‘Add New 
Bookings’ section.  

 
          Select ‘Real time booking’ and click on the <Submit Booking> button.  
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4. Once submitted, the booking is visible under the heading ‘Bookings  
Awaiting Calculation’  

 
 
 
 
 

The booking will remain here until it is processed by the calculation 
service.    
 
 
 
 

If the booking remains in this section indefinitely, there are two 
possible reasons:  

  
1. The booking is awaiting authorisation or finalisation by a 

manager. Once this has been completed, the booking will be 
automatically processed.  
 

2. It is possible that the calculation service has been stopped. 
Please inform your system administrator if this occurs. Once the 
calculation service is restarted, all bookings awaiting calculation 
will be processed  

 
 
 
 

5.  Once processed by the calculation agent, the booking will appear in 
the top section of the page, alongside other bookings from the same 
period.  

 
 

6.  You have successfully submitted a booking! To log out of the 
timeware® PIP, follow module m/07/135.  
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