timeware’ KR

workforce management software

Training guide:
timeware® personnel
operation

Roll Call
Assembly
Point

(optional)

Reports &
Exports
Access Control

(optional) Attendance

Job Costing

Leave ti mewa re® -

- Management
Monltorlng workforce management software

Absence

Cost Centre
Management vei
Unauthorised Analysis

Dashboards
Personnel

Advanced

/
"egration point

Duration approximately:
2-2.5 hours

www.timeware.co.uk
support@timeware.co.uk

t2-1003: Copyright NMD? Ltd +44 (0) 1706 658222




timeware’

workforce management software

2.1 How to create a new employee : .

J— — Last e c0
Essential
General Bacgsfomat  |266¢-NMD3 ey
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e Focily code 9
ighttowork Bade

Disclosurs and Barring Service
Training and Qualification Matrix Payrol:
Miscellaneous. Integation ID.
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Training and Qualifications. Work email address: |
Achisvements
— Secuiy pin
Disciplinary Biometicdata: . Finger (Suprema) ) Remove 0 Face (Suprema) () Remove Finger Registration Wizard (Suprema) &
"‘II:‘ ’ O Finger (SecuBen) ) Remove 0 Other Remove Finger Registration Wizard (SecuGen) &
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Documents. ‘Absence eniilement Te0
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ESSGo Period schedue: | @@ weekation
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Mobile Worker oo E
Vehide Temminal policy: | =®
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Appraisal
Working Time Regulations Rermneraton pokcy: e

Cost cente (defauit) | -]
Flesitime closing balance seton: | /7 >| Amount

Update Cancel

14|« [Bdding rew recod b [

2.2 How to delete or a remove an employee -

Employee D: 2 Fistname: [Michael Last name: [Coope LX)
Essential
B Badge fomat |26 b NMD3 et
Groupings
cotoyment Faclty code: i

RighttoWork Badge: 123456
Training and Qualification Matrix (el [wdd3s6
Miscellaneous Integraton D
ComamDataits Known a5 Coope Michael
Trainingand Qualiicasens ‘work emal adess: [imkecoop=201 +@hotmaicom

Secuity pin:

Disciplinary Biometiic data: Face Supiema) ) Remove Finger Registration Wizard (Suprema)

ther Remove Finger Regisirafion Wizard (SecuGen}

e Do sred il I~ Remave Y ears Servce! fiom To D List
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Appraisal
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2.3 How to edit the details of an employee

Employee [D: 7 First name: [TIEER] Lastname: [Coope O
Essential
General Badgofamat  [2560-HD3 Toselectaphetouse ght
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RighttoWork Badge: 12345
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Achievements
e Secuypir
Discplnary Hoetcdus . Fgerupeme) @) romoe prons) (@) Remove ngerRegistration Wizara Csuprere) @)
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Update Cancel
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2.4 How to add and edit groupings - -

Ermployee [D: 2 First name: [Michael Last riame: [Coope L-1#)

Essential
Ganeral The fields below are used for grouping This is mainly for d

Employment Compony Suppot =
Figheto Werk site Bimingham =&
TaminganaQualicatontiatrie | Depatiment  |Enginesting =@
Miscellaneous Secton: Mecharical =®
ContaceDetails PayTope: Houry Paid e
Training and Qualifcations LineManager:  [Davidwebh ~®
Education Grouping07: [ Sag= Payroll Weekly ~®
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-
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Edt | Dekte Befresh | Preview

Update Cancel
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2.5 Key Fields within Personnel and
their meanings =

Lastrame: [Coope Y
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Training and Qus ifcations Work email adless: [mikecoope201 4@hoimail com
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. Finger (Secuen) @) Remove 0 Other Remove Finger Registration Wizard (SecuGen)
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Unien Dessls Badge actvatiors | | of 5|
i

UserDefined Fietds. Employment status: | Employee. | @ Cunent employment: Design Engineer -]
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2.6 How to add an employment record -
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2.7 How to set an employee as a leaver

2.8 How to re-enable an employee that has left
but is re-joining the company

2.9 How to complete forms within Personnel
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Disclosure and Barring Service
~Training 3ng Quslification Mstrix
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Contact Details

Trainingnd Qualifcations.
Achisvements

User Dafined Fields
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Netepad

ESSGo

Employee Self Service

Appraisal
Working Time Regulations

Update Lancel

Employee [D: 2 Fistname: [Michael Last name: [Cocps O
Essential
== Bodge fomat [ 26 bit-NMD3 T
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Employee - Working Nofice:
Employee [part tine)
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Flesiime closing balance setor [ 77

ST

k-

14 |« [Editing record

Disclosure and BarringService
Training and Qualification Matrix
Miscellaneous

Achisvements

Accidentor Injury
BankDetsils
Pension Details
Union Details.

User Defined Fields
Documents
Notepsd

Employee Self Service

Emplayee D: 2 Fistname: [Michael Last name: [Coope -1
Essential
Ganersl Badgefomat |25 bt- NMD3 | T szt onth b
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RighteoWork Bacige: 12315

Payroll w4366
Known as: Coope Michael

Integration D:
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2.10 Employment Statuses and their
meaning

2.11 How to add a document to an
employee record

2.12 How to configure ESS Go for an employee
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Description: I

A back colour can be assigned to a status, which is used
ta highlight an emplayee when using the find feature

[Default]) -

Status Options

I~ working notice

I~ Exclude from warking time regulations, payroll export, attendance display panel and planner
™ Exclude from to-do list

I~ Exclude from devices(s] and calculation

™ Exclude from ESS Go

™ Employment record date of commencement required
[~ Employment record probation end date required

I Emplayment record notice given date required

I Employment record date of termination required

I Employment record date of last payroll required

Update | Cancel |

4 | « [Edting record » v

Personnel - X

Emplayee D; 2 First name: [Michael Last name: [Coope SO

Essential
Ganeral
Groupings
Employment
Righttowork

Disclosure snd BarringService.
Treining and Qualificston Matrix
Miscellaneous

Perzonsl

Centact Detsils
Training and Qualifcations.
Achisvements

il Caegay[Geners

Disciplinary Description: [Contiact of Employment
Interiew

Aecidentor Injury FieName:  [None]
sankDetailz aMp

- Pension Details

Union Detailz

Notepas. Authaisation status: " Awaiing decision [ Finaised
Es5Go @ Approved

Employee Self Service: " Deglined

Mobile Worker
Vehide

Health Cancel
Appraisal

Working Time Regulations

Update Cancel
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Employee D: 2 First name: [Michael Lastname: [Coope L)

[ Essential
nersl Note.

z:,uw; ESEleg pakoy D N0 il and bl naber st be

Employment “Work emal  rikecoope20] d@hetmail com IO =

igneto werk Mobie rumber, 07955551385

Disclosure anaBarringservice

Trsining and Quatifcation Mrix

Wiscellaneous

Accidentor Injury
BankDessils
Pension Desails
Union Details
e
User Defined Fields
Documents
Notepad
EsS Go

Aecount
Employee Self Service
Mobile Worker
Vehice
Health
Appraisal
Working Time Regulations

Update Cancel
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2.13 How to configure ESS (iis version) for
an employee
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Appraisal
‘Working Time Regulations

Update Cancsl

Firstname: [Michasl Last name: |Caope. L-1+)
Username:  [Michael Coope [~]
ESS poiicy: [l Employees -]

password wil
Reset
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Test 1

Please create the following personnel record:

We have a new starter (Steven Smith) (date of birth 22/02/1994) starting on the 27th March.
He will be based at the Manchester site and is a HR assistant, part of the HR team.

He will be on a 6 month probation. Hes entitled to 25 days holiday a year, and his working hours are
08:00 - 16:30.

| want him to receive notifications for when his holiday requests have been approved (he will be
using the ESS GO).

His Address is 3 Fieldhouse Road, Rochdale, OL12 OAD.

His mother is his next of kin, her details are — Kathleen Smith, 01706 658222.
I also have his A Level result and want to store them in timeware®.

He attended college between 1st Jan 2010 and 12th August 2014.

He received the following results
A* Maths
A English

B English Literature

C Science

www.timeware.uk
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Test 2
Please complete the following:

The new starter also has a health and safety qualification. He passed the course 1st February 2023 -
3rd February 2023 and it's valid for 5 years.

Attach a pdf or image of the certificate to the record.

www.timeware.uk

t2-1003: Copyright NMD3 Ltd +44 (0) 1706 659368




