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2.1 How to create a new employee : .

Employes D Fist e — 20
Essential
General Bacgsfomat  |266¢-NMD3 ey
Groupings.
cloyment Facilly code: 0
Figrttowerk Bacige:
Disclosure and Barring Service
Training and Qualification Matrix Payrol:
Miscellancous Irtegration D
Personl —
ContactDatsite o
Training and Qualifications. Work email address: |
Achisvements
Eeeain Secuiy pin
Disciplinary Biometic data: 0 Finger (Supiema) ) Femove . Face (Suprema) (@) Remove Finger Registration Wizard (Suprema) &
Interview
Finger (Secuer] () Remove Qther Remove Finger Regisiraton Wizard (SecuGen;
Accident or njury O Finger( ) @ X ger Reg: It -3
serkpecsiis Date strtedwith 77 v]  7vears 7monthe 2days [ Remove Yeas Semice hom ToDoList
Pension Decails company:
Union Deeails. Badge activation: | =l to | =l
szze
o atnas s B || B e )
Documents. ‘Absence eniilement
Notepad polcy -1®e
ESSGo Period schedue: | @@ weekation
Employee Self Service
Access gou -
Mobile Worker oo E
Vehicle Teminal polcy: | =@
Health
" Emal polcy: | ~®
Appraisal
Working Time Regulations Reruneraion polcy: e
Cost cente (defauit) | -]
Flesiie clasing balance setor: [ /7 < Amount

Update Cancel
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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

Right toWork Barge: 12345

Training and Qual ification Matrix (el [wdd3s6
Miscellaneous Itegiation D:

S Known as: [Coope Michael

Training and Qualifications. ‘work email address: [mikecoope201 4@hotmail com
- Achisvements

i Secuity pir:

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

sankpeaiz Detestatec wily T Femove Yzars Service fom To DLt
Fension Deils compary
- Union Details Badge sctvatior:
Assets
~| @ Current employment: Design Engineer -]
Dacuments Absence entfeme
Netapse polcy o0
tsseo [N— @0 weskmaior [ =]
Employee Self Service
hosess grouy E
Mobile Worker o El
e Temn oy [Kaytidos B
Health £ mail polcy: [Holday's Finaised =)
Appraisal
Working Time Regulations Reemureration policy: | Grade5 ~®

Cost cente (defaul} | e
Flsiime closing balence seton: | 7 / o] amownc[

i | i | oo J| red | geven | ped | |
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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 - ; Toselectaphetouse ght
Badgefomat  [25bH-ND3 e e oo
Groupings
Emloyment Facilty code: i

RighttoWork Badge: 12345
Trainingand Qualifcaton Matric -0k S
Miscellaneous Integraton D

Personal
el Known ss: Coope Michael
Teaining and Qualifications. “Waork email address: |mkecoops201 4@hotmall.com
Achievements
e Secuypir
Discplnary Hoetcdus . Fgerupeme) @) romoe prons) (@) Remove ngerRegistration Wizara Csuprere) @)
e X Figeocuier) @ Remove 3 Other . Finger Regstraton Wizard SecuGen) @
dentorinjury
e Dele daedwth (3470172007 =] 16yeas 1 monils) 12davls) [ Remove e Service from ToDo List
Union Details Badge activation: [ =l to | Rl
User Defined Fietds. Employment status: |Employee. ~| @ Cunent emplogment: Design Engineer -]
Cocuments Absencs enitemert
Netepad Ry [Production Employee e
csseo [oeoorai IO weskowin [T ]
Employee Self Service
Aocess goug E
Wabile Worker sor | E|
Vehide Terminalpolcy. 12Ky Holders Te
Health Email poicy: [Holidey's Finaised e
Appraisal
Working Time Regulations Remuneration polcy: [Grade ~1®

Cost cenie (deoult | =l
Flesiime closing balance set ot [ 77 <] awowc [

Update Cancel
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2.4 How to add and edit groupings

2.5 Key Fields within Personnel and

their meanings

2.6 How to add an employment record

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale,
Greater Manchester, OL12 OAD.

Company Reg. No: 05886806.
Registered in: England.

Personnel

Ermployes ID: 2

First name: [Michael

Last name: [Coope L-1#)

Essential
Ganeral
Groupings
Employment
RighttoWork

Miscellaneous
Personsl

Contact Details
Training and Qualificarions
Achisvements
Education
Disciplinary
Interview
AccidentorInjury
Bank Details

Pansion Details
Union Desails

ey

User Dafined Fisids
Documents

Notepsg.

ESS Go

Employee Self Service
Mobile Worker
Vehidle:

Health

Appraisal

Update Cancel

‘Working Time Regulations.

The fields below are used for grauping

Company
Site:

Disclosura and Barring Sarvice
Training and Qualification Matrix

Deparment
Section
PayType:
Line Manager.
Grouping 07:
Grouping 08
Grouping 03
Grouping 10

This is mainly for d

Suppot =
Bimingham =&
Ergnesing =@
Mecharioa =1®
Hourly Paid -®
Davidwiebh ~®
[Sage Payrall Weekly ~®
[ o
[ -®
[imeware =l

Code: [AUTO000T

Descipion: [Suppor

add | Edt | Delete Eind. Befresh | Preview

« [Fecod 3o
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Training ans Qualifcstions

Personnel =
e—— — Lastrame: [Cacpe 20
Essential
Genersl Badge formst |25 bit- NMD3 3| e
Grousi
cmpromant Faciiy code: 0
Rignttowork Badge 235
Disclosure and BarringService
e ———— fwaszss
Miscellaneous Integratio D!
Personal
e e Krown s CoopeMichsel

Achisvaments

caveaton Secuity pin

Work email address: [mikecaape2018@hatmal. com

O Finger(Suprema) @) Bemove 0 Face (Suprema) () Remove
. Finger (SecuGen] @) Remove 0 Other Remove

Finger Registration Wizard (Suprema)
Finger Registration Wizard (SecuGen)

I Remave Years Service' from ToDa List

=l

| @ Ccunent employment: Design Engineer -]

e

<180 vekwsin [

S|

Iders. @

[Holiday's Finaised ~l®

=@

Disciplinary Biomelric da:
Intarview
Aecident or Infury
sankDersilz Date stated with (570172007 =] 16 years, T marihisl. 12 dyls)
Pension Details compary
Unicn Desails, Badge activaion: | R4 | to |
hssete
UserDefined Fietds. Emplopment status: | Employee
Decuments Absencs entilement
Neverms e [Production Employee.
ess60 T
Employee selfSenice poce g |
Mobile Worker
Vehide Temialpolicy: | 2lKey Ho
Health Email polcy
Appraisal
Worting Time e T
Cost cenre [defoui |
Flsiime closing balence set an
Add Edit Delte | ind Refiesh_ |

e
77 <] eowe [

Broview. | oy | Cose |

1 | « [Record o781

Personnel

EnpcpeeD: 2 Feetname: [fihoe

Lot e [Goepe Y

= essential
Ganerat

s Refeence:  [Deson Engreer ~l®

Teroa. Job desoilon: [Fesn Enginest -
[
Discpirary
rcervien, .

fami72007 =]

Probation peiod daye}. Bl
JereraT =] Erommes 5

Nolie given dste 77 =] change eniopment s to -
@

—

BankDetails Repattingto:  [Simon Birchall
o [ o 73 E
e Tahinggrd e o Empoyee 5|
. [za] £
e Setves s [ |
ecument Amount. 3200000 <] ™~ Remove Probation Pesiod fiom To-Do List
o I~ Romove Dt o Teminator fiom ToDo it

oo Tacode [

Empoyee st Ofe, contect nd s Conments
e o Sy o E22000

'+ reatth
Aporasl
WorkingTme Registions

[upose | coeut |

14| « [Fotgecod
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2.7 How to set an employee as a leaver

Enployes D 2

Fistname: [Michael Last name: [Cocps

20

Essential
Geaneral
Groupings
Employment
Righttowork

~Training ang Qulification
Wiscellaneous.

Personsl

Contact Details

Achisvements

Accidentornjury
BankDatails
Pansion Detsils
Union Detaitz

Update Lancel

Disclosure and Barring Service

Trainingnd Qualifcations.

Badge format [28 bit-NMD3

Facilly cads: T

Badge: 123456
e Pl w4356

Integyaton ID:

Known as: CoopeMichael

Work emall address:
Secuity pin:

Biometric data: 2 Finger (Suprema) ) Remove 30

mikeconpe201 4@hotmail com (=]
[

To seleotaphoto useright
mcues lick onthe b

. Finger(SecuGer) @) Remove 0
240172007 <] 16 years, 1 moreh(s), 12 dayts)

Diate started with
mpany:

© emore

Remove

ger Registraton Wizard (Suprema) @

Other Finger Registration Wizard (SecuGen) @

T~ Remove Years Service' from ToDo List

E )

Badgs activation:

=]

| @ Cunent employment: D esin Engineer

O
QO ek otation [1 -

>

=@

Assats
User Dafined Filds Employment staus. | Employee
Documents [ ~
ol mployee - On Probation
Noter=d Pty Employee - Warking Notice
ESS Go Peiiod schedule: | Emplayee (part time)
Employee Self Service Erplopee N/C
ploy: Access group:
Mobile Worker X e e
Vehice Teminal poliy: | Laaver -Doath in Serviee v
Health Emaipoiy  [HoidaysFrlied
Appraisal
Working Time Regulations Fiemuneration polcy: | GradeS

B[]

Cost centr (defaul} |

77

Flexiime closing balance set or:

ST

k-
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2.8 How to re-enable an employee that has left

Emplayee D: 2 Fistname: [Michael Last name: [Coope -1
but is re-joining the company e
Genaral Bocgetomat [25 51D B
Groupings
oyt Facity coc: 0
Righteowarc Bacige: 123485
Disclosure and Barring Service i R—
Training and Qualification Matrix Rz |25
Miscellancous Itegraton
perzonal
e ails Known as: [Coope Micheel
Training ang Qualifcatons Work email addiess: [mikecoope201 4@hotmail com o
Achisvemants
— Secuily in
Disciplinary Biometiic data 2 Finger(Suprema] (@ Bemove 2K Face (Suprema) @) Remove
-
Finger (Sec. G Remove O
Aecidentor Injury ¢S ) (U x "
BankDetail: Delesoted with (5]
e g 470172007 x| 16 years. 1 morkhis), 12 deyts)
Urion Details Bacige activation: | = tof
ssza
UierDetned Felss Enmploment st [Loover
Document= Absence eniilement [Direotor ~
tereped Employes - On Probalion
ESSGo Perod schedule:  |Employee - Workina Nolice:
Employee Self Service P e ]
Mobile Worker el
Vehide Terminal policy: Leaver - Agency Leaver v
Health Emai policy [Holiday's Fincised
Appraisal
Working [

Tosselesta phota use iht
meuse ik nthe bes

Finger Registration Wizard (Suprema) @&
Finger Registration Wizard (SecuGen) @

Remove

I Remove Years Service!fiom To-Do List

=] [

1@ Curentcrplment; Desgn Engne

0
QO week rotation: [1 -

e

-®

Update Cancel

-1®

(Cost cerits (defeu):

77

Flesiime closing balance set on:

S

1@

1« | « [Editngrecord
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2.9 How to complete forms within Personnel

Enployee D: 2

Fistname: [Wihas!

Lot [

Tairing and Qusitcsten atix
Wiscellancous

5 D
[voding Acoiderts and ... voiding cidert an Ity 2 W... Mon 31 Jul 201

schisvemancs

& Employee selfservice
. Mobile Worker

& vehide

o Health

& Avpraisal

4 Working Time Regulations

ot | garcel |

14| ¢ [Fargroced

Thu2t 02013 <] [0000
[frotoaans <] [0a

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale,
Greater Manchester, OL12 OAD.

Company Reg. No: 05886806.
Registered in: England.
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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

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale,
Greater Manchester, OL12 OAD.

Company Reg. No: 05886806.
Registered in: England.

A back colour can be assigned to a status, which is used

ta highlight an emplayee when using the find feature [Default) h

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

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

- 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

14 | « [Ediing recod » | »

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

B el £ 55 Go (5. co
General — Note
Groupings B Eopety @ Mvmk ool and moble nanber mustbe
Employmant “Work emal  rikecoope20] d@hetmail com IO =

Righttowork Mobile number: 07355551385
Disclosure and BarringSarvice.

Training and Qualificstion Mtrix

Wiscellaneous

Personal

Contact Detsils

Training and Quatifeations

Employee Self Service
Mobile Worker

Vehice

Health

Appraisal

Working Time Regulations

Update Cancel

14| 4 [Ediing recerd o
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2.13 How to configure ESS (iis version) for

an employee

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale,
Greater Manchester, OL12 OAD.

Company Reg. No: 05886806.
Registered in: England.

Firstname: [Michasl

Last name: [Coope.

Username:  |Michae| Coope

ESS policy: [AIEmployess

Employee Self Service

Mobile Worker

Vehide:

Health

Appraisal

‘Working Time Regulations

Update Cancsl

S}

tha
i arly be valid
for 14 days. If you changs the Uset Hame' then the existing
password wil no longe work and must be reset.

e

14|« [Fdiing record
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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

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale, 7
Greater Manchester, OL12 OAD.

www.timeware.co.uk
Company Reg. No: 05886806. support@timeware.co.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.

Company Name: timeware (UK) Ltd.

Registered Office: 3 Fieldhouse Road, Rochdale, 8
Greater Manchester, OL12 OAD.
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