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Module: m/07/215

'Viewing staff attendance information...”

1. Log into the timeware® PIP (module m/07/110).

2. Select Supervisor from the left-hand menu.

timeware
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Log Out >
Your Information >

Attendance Bookings

Absence and Holidays

Supervisor

Attendanc:

@ Mon 31014
@ Tue 010241
@ wed 0202t
@ Thu0am2i

Bookings .
Supervisor

Booking(s)

Add New Boc

Please select tyg
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3. The Supervisor menu will then appear.

tlmeware

Log Out >

Your Information

Attendance Bookings

Absence and Holidays

Training module: m-07-215 Viewing staff attendance information...

Supervisor

This option allows you to add missed clockings and approve absences for employee(s).

General

Wiew or amend bookings for an employee

Add missed attendance booking for employee(s)
Add absence or holiday for employee(s)

Adjustments
(1110) Unanthorised ahsences that require attention.
(2) Outstanding bookings awaiting a decision.

(2) Outstanding bookings that vequire finalisation.

Absence and Holidays
(%) Outstanding absence and holidays awaiting a decision that require attention.
(9) Outstanding absence and holidays that require finalisation.
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4. Next, select View or amend bookings for an employee and select the
employee from the list.

I General
View or amend bookings for an employes

timeware

Supervisor > Employee Select
(oo > ]

This option allows you to select an employee.

Employee ID Employee

Your Information

278 Abraham, Susan
Attendance Bookings 257 Adair, Tom

223 Adams, David
Absence and Holida 234 Adams, Marbeth

246 Addley, Stephen

235 Allen, Terry

108 Anderson, Gareth

280 Armstrong, MNeil

a7 Aughey, Victoria
Help > 152 Bailey, Colin

124 Beattie, John

206 Bell, Neill

119 Black, Ryan

276 Boal, Lisa

5. The current period’s bookings are displayed.

Supervisor > (Abraham, Susan’)

Attengance Bookings Mon 07 February 2011 - Sun 13 February 2011 QOO0
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Bookings Awaiting Calcutation
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Use he space beow 10 makie any rekevant conments

® Mochangs

Use the <Previous> and <Next> buttons to view all of the employees’

bookings. .
000

Training module: m-07-215 Viewing staff attendance information... timeware m

OPERATOR




timeware

C&’W\W\M"?

6. To amend an employee booking, tick the relevant booking under the
bookings Awaiting Calculation header. Next, Approve or Decline (and
Finalise) the booking, (making comments if required). The booking will
remain under the Awaiting Calculation header to be processed by the
calculation service.

All manual bookings must be marked as finalised or they will remain under
the Bookings Awaiting Finalisation header — whatever period is being
viewed.,

Bookings marked as Declined also remain under the Bookings Awaiting
Finalisation header, but only appear when viewing the relevant period.

Supervisor > ('Abraham, Susan’)

2N ED 0 €0
Attendance Bookings Mon 07 February 2011 - Sun 13 February 2011 @w@w
I T N I ) T TS T T
Mon 07/02/11  Open Schedule 0:00 0:.00 0:00 0:.00 0:00 0:.00 0:00
Period End

Totals >>

Bookings Awaiting Calculation
[ [Eooking(s) I T

[] Mon 1402111 06:39 Real time booking OB

her badge (again!) [Supervisor 'Nathan
— Price'] not happy [Supervisor 'Nathan Price']
= discussed wnh Susan - assured this will not
happen again...

Authorisation

Use the space below to make any relevant comments:

2

(® No change
O Approve selected booking

(O Decline selected booking

[ Finalised?

NB: It is the responsibility of the "Authoriser" to ensure that all reasonable effort is taken to ensure the
authorised information is accurate and compliant with relevant policy and procedures.

Declaration

On approval of this adjustment request | confirm all reasonable effort has been taken and | am satisfied all
information is accurate and complies with relevant policy and procedures.

| accept that any information approved which is subsequently proven not to be accurate, and with reasonable
effort should have been evident, or does not comply with relevant policy and procedures, will be dealt with in
accordance with the disciplinary procedure.

Submit Authorisation

7. To log out of the Timeware® PIP, click the Log Out option on the left
menu. (module m/07/135).

Log Cut >
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