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1.0 Start here… 

Starting the program 
Double click on the program shortcut:  

Logging In 
Enter your username and password and press Enter.  

If you are the only one using the system your name will be highlighted 

when you next start the program. Just press the Tab key on your 

keyboard, type in your password and press the Enter key. 

Finding your way around 
Access the desired area of the system using either the drop down menus or short cut icons: 

 

 

Right Click Options 
Right click on employee names to navigate to other areas of the program related to that employee. 

Employee Tree View            Timesheet    Rota 

 

 

 

 

Employee Tree View Options 
Click on Options on the Tree View when in Employees to choose 

how you wish to group employees in the list. This can even include 

UDF fields that are List fields.  
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Day to Day Activities 

1.1 Exceptions 

The employees’ clockings should have been collected automatically but if they haven’t click on 

Download and collect the clocking data. 

Call up any Exceptions that need dealing with by clicking on the Exceptions Icon.  

This will show the Exceptions that need to be dealt with in the Tree View section 

of the screen on the left. You can select differnet date ranges by clicking on the 

area of the screen where the word Yesterday is showing here highlighted by the 

red box. 

Absences 
Absences occur when an employee is scheduled to work but don’t turn up. 

Clicking on the folders opens them up, clicking on a date takes you to that record on the timesheet 

 

To add hours for the day in question click in a cell and then select the reason code as appropriate. In 

the example below, the cell in the Sick column has been selected and is highlighted in yellow. 

 

 

 

 

 

 

 

 

 

 

 

Note: i next to a clocking means it is an infringement, b indicates a business clocking. 
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Here we have selected Sick Paid. The 

hours for the reason have been set to be 

Hours from Schedule by default and so 

the hours showing are from the Daily 

Rule that is active on that day. 

You can select any of the reasons 

available for the column on the 

Timesheet that you have access to. If you 

are using up TOIL or Lieu time with this 

reason code then the Spend Lieu should 

be ticked.  

Cost Centre – you can choose which cost centre the hours for this reason code will be accrued to. 

New Total – you can overwrite the default hours here but beware that changing any of the options 

just below it may overwrite what you have typed in. 

Add to Hours Worked – any hours that you assign to this reason will be added to the hours already 

calculated by the Daily Rule. 

Replace Worked Hours – the time set above will overwrite any hours calculated by the Daily Rule. 

Hours From Schedule – the hours recorded will be those set in the Daily Rule that needs to be 

scheduled for the day in question. Beware that if you are using the Rota this means the employee 

needs to be scheduled on a Daily Rule for the hours to be calculated properly. 

Comment – add text here if you need to clarify what happened. 

Clicking on the Group radio buttons on the right opens up the detail screen showing who is available 

or not in that group if cover needs to be found for this employee if they are off work. 

Then Apply Overtime – this box may be ticked by default and overridden in some cases. It changes 

the way the overtime is calculated when the reason is added to the day. 

Targets 
Target exceptions are created when employees don’t accrue enough hours 

based on the Daily Rule settings to satisfy the Less Than condition on the 

Daily Rule Exceptions tab. See Target Hours 1 to the right… 

Find these exceptions in the same was as before by clicking on the folders 

and then dates showing to be taken to the Timesheet for that exception. 

To leave the hours as they are and clear the exception click on the red hours showing on the 

timesheet and click save. You can choose a reason if you like but beware of overriding the hours if 

you choose a reason with a default hours setting.  

If you wish to add hours to make up for the time lost choose the appropriate reason and confirm the 

hours to be added and add a Comment as appropriate. 

To add time to a record you click on the cell you want to add the time to in the same way you did 

when adding a full day’s absence above, choose the reason code and other options as required. 

If the employee aleady has an edit for that column then you will need to do the following procedure 

to give yourself somewhere to put the time. 
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Here the employee should have worked until 12:15 and is thus 15 minutes short for the day. 

 

In this case there is already a half day holiday and if we click on the Basic column as it stands we will 

just change that reason to another one. We need to add a row on the Timesheet to enable us to add 

in another reason on the same day. Click on the day after and you will get this option: 

 

Then click on Yes and click in the cell you wish to add time to and carry out the procedure described 

above. 
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Worked Public Holiday 
These exceptions highlight to you that an employee has worked on a public holiday in case you need 

to modify how their hours accrue for that day. They cannot be cleared as such, they are for 

indication only. 

Worked Personal Holiday 
This exception tells you that an employee had an absence booked on the system but then came to 

work so that you can confirm what happened and delete the absence if it wasn’t taken to keep the 

accrual balances correct. They cannot be cleared as such, they are for indication only. 

Worked Default Shift 
This exception is created when an employee clocks in at a time when the system isn’t expecting 

them to be at work. 

This can be for one of several reasons: 

1. The employee isn’t scheduled to work at all either on the Rota or their Work Schedule. 

2. The employee has clocked outside the Auto Allocate times as set on the Daily Rule (Work 

Schedules in use). 

3. The employee has clocked in more than three hours early or 12 hours late for a Daily Rule on 

the Rota. (Auto allocate doesn’t affect the Rota) 

To get the hours for the employee to calculate correctly you can either put 

the correct Daily Rule on the Rota, if you are using one, or more easily just 

click on the red DEF in the Shift column on the Timesheet and then use 

the Daily Rule drop down list to select the correct Daily Rule for the 

clockings carried out. 

 

Unauthorised Overtime 
Unauthorised Overtime will show as an exception if the Exceptions tab of 

the Daily Rule in use has a ‘More than’ option activated in Targets. 

Quick Authorise 

Open the folders in the usual way and click on a date as before. 

This will highlight the row on the timesheet that needs attention. 

You can then right click on the overtime that is awaiting authorisation and 

select the destination of the time worked. 

Hours may show in the columns where they are meant to end up if your 

overtime calculations are complex. Just select the appropriate option. 
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Alternatively you can left click on the hours waiting 

to be authorised and then you will have these 

options: 

Enter the correct hours to be allocated, the Rate to 

authorise them to and a Reason and Comment as 

appropriate. 

Bulk Authorise 

To authorise several records at once Right Click on the words ‘Unauthorised 

Overtime’ on the Exception tree view and click on Authorise. 

This will open the Unauthorised Overtime Report screen.  

Here you can modify the date range in view and 

select one or more groups as required. 

If you just click the ‘Authorise…’ button then the 

action that you carry out will affect all the records 

showing in the grid. 

You can left click on individual records to select them 

if you only want to carry out the next action on some 

of the records before clicking on ‘Authorise…’. 

Click ‘All’ to authorise all the hours that are showing against each employee. 

Enter an ‘Amount To Authorise’ if you want to force the number of hours to 

be authorised to a specific amount for all the records that have been 

selected. 

Choose the Rate that the hours are to be authorised to in the ‘To Rate’ drop 

down selector. 

You can choose a ‘Reason’ and make a ‘Comment’ if you would like to and then click on ‘Save’. 

You can use this option to send time to Overtime Rates, TOIL or Flexi from an Unauthorised rate or 

choose to limit hours already allocated to the appropriate overtime rate. 

If you have lots of overtime that has been calculated correctly at different rates then you 

can use the Same Rate option in the ‘To Rate’ drop down. That will authorise the hours and 

leave them in the Timesheet column they are currently in. 

Missing Clockings 
Click on the date in the tree view as before and then 

on the cell where the clocking needs to be added to 

the Timesheet (in yellow once you have clicked on it 

as shown here). Use the next day’s Out cell where 

appropriate for night shift clockings. 

Choose a Reason if you would like to. 

You can also select a Terminal but this is not essential 

unless you have custom scripting that relies on that 

information. 

Cost Centre only needs to be added if you are adding an In and you want the hours that follow to be 

accrued to a particular cost centre. 
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New Time can then be added and you can change the In/Out status if you happen to have clicked on 

the wrong cell on the Timesheet. 

Select Break or Business if appropriate by clicking on the white boxes. 

Add and Comment as appropriate and then click Save. The hours for the day will then be calculated 

and can be checked. 

If the missed clocking makes the output look like 

the employee has worked a night shift when they 

haven’t, you may get a similar result to this. 

If you look at the details for the out clocking by 

hovering over it, they appear at the bottom in 

blue. 

Here you can see that the clocking is for the next 

morning. 

This shows that the employee missed their In 

clocking on the 11th. 

 

Click on the empty In clocking cell on the 11th 

and add the missing clocking and see what 

happens. 

You may need to click on the edited clocking 

again and click save to get the system to try and reorder the 

clockings logically. 

If that doesn’t work (as it is sometimes difficult for the system to 

do that once it has decided what the clocking types are) click on 

each clocking and change it from an In to an Out or an Out to an In 

as required. Always add the missing clockings first though, starting 

on the first day when one is missing. 

Business Clockings 
These are highlighted so that you can check if employees are following your guidelines on their use if 

required. 

Holiday and Other Absence Requests 
You can just Grant or Refuse a single date at a time as shown here on the left by Right clicking on it 

and choosing Grant. 
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If you left click on the date in the Tree View you will be taken to the calendar for the employee in 

question. Here the reason is shown as a cross hatched entry. You can now check they have enough 

allowance left for the Reason requested. This can be TOIL/Flexi as well as other absence reasons.  

 

Left click and drag across the cross hatched record on the calendar and the Book Absence screen will 

appear. Click on Grant or Refuse as appropriate. 

See Absence Management for a more detailed explanation of the Book Absence screen. 

1.2 Timesheet Locking & Approval 

Once you have completed editing a week’s data 

you can then either just lock or approve the 

timesheet to the level you are authorised to. 

Use the Padlock icon to lock or click on 

Unapproved and select the level of approval you want to use. If you want to approve a lot of records 

at the same time you can do this using an option on the Payroll Report. 

1.3 Absence Management 

Booking an Absence Reason on the Calendar 
Here you can book or delete an absence reason by left clicking and 

dragging across the dates you want to book the absence reason 

over. This can span non-working days if you want it to. Whether 

the system allocates that absence reason to those days will depend 

on if the ‘Only Work Days’ option is ticked on the ‘Book Absence’ 

screen. Set and Delete Schedule are used to pre-book changes to the employees expected Rota 

patterns for the period selected when clicking and dragging your mouse pointer.  

This includes all types of absence and other reasons like standby or call out and Bank or Public 

Holiday. 
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Use the Group option if you want to allocate the reason and hours to more than one employee at a 

time. 

Once the ‘Book Absences’ screen appears you can select the ‘Reason’ 

from the drop down list, in this example, ‘Holiday’. 

Choosing Holiday reduces the available ‘Personal’ holiday balance by the 

appropriate number of days or hours 

depending on which was being used for 

the employee in question. 

Reason Codes – you can have many different reason codes if you want to 

include things like ‘TOIL Spend’ and not all of them for absences. These 

can include bonus and money options as well as call out and standby 

payments.  

A ‘Cost Centre’ can be selected if required. 

The ‘Hours’ will be dictated by the calculation option either selected by default 

based on how the reason is set up or as overridden by the user. See below. 

‘Spend Lieu’ needs to be ticked if the hours being booked should be taken from 

the employees Time of in Lieu balance. 

‘Rate’ shows the rate that the reason will be recorded at on the Timesheet. It can 

only be overwritten to those rates that are allowed for the reason selected. 

Calculation Option 

‘Add to Hours Worked’ adds the hours listed here to any hours at the rate already on the Timesheet. 

‘Replace Worked Hours’ replaces any hours already on the Timesheet with the hours indicated above. 

‘Hours From Schedule’ uses the hours from the Daily Rule General Tab ‘Standard Hours’ field. This can 

be useful if you have short Fridays as the correct number of hours will be selected according to the 

Daily Rule on the employees Work Schedule or Rota. If they do not have a Daily Rule on the Rota yet 

it will need to be added for any hours to show on the timesheet from the employee in question. 

‘Interview’ allows you to add a return-to-work interview date to this record if 

required. 

‘Comment’ allows you to add a typed in comment to this record for future 

reference. 

‘Groups’ if unchanged would enable the absence reason to be booked for just 

this employee.  

Selecting ‘Primary Group Only’ would restrict who the absence reason was 

booked for to the Primary Group selected on the Employee Groups tab when 

the next option is used. 

Clicking on the drop down selector enables the user to choose a specific or ‘Multiple Groups…’ for 

this absence to be booked for. This allows the absence reason to be allocated to multiple employee 

calendars based on the Group structure in the system at the same time. 

You can create specific groups for this purpose if you need to; remember that you are limited to five 

active groups per employee at any one time. 
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Having selected the days to be used and the various options this is the result once the ‘Save’ icon 

has been clicked.  

 

 

Availability 
Use the Availability screen to view multiple employees at once with a month in view. Book reason 

codes to the employees showing in the same way that you do on the Calendar. 

1.4 Reporting – General Notes 

Reports in each screen 
Access the reports available on each screen using the Report icon showing 

top left in this screen shot. If there are multiple reports available then use 

the drop down arrow to show them. Normally just clicking on the button 

without using the drop down selects the report at the top of the list 

automatically. 

Reports List 
To access the Report Tree View use the Reports icon: 

Date Picker 
Where dates can be selected use the date picker as follows: 

Use the left and right arrows to move a month at a time in either direction 

or click on the month name showing and select from the drop down list. 

Click on the Year if you need to change it and use the up and down arrows to 

select the year you require. 

Clicking on this icon or the red circle takes you 

to today.  

Group & Cost Centre Picker 
You may select which group you want to report on using the drop down selector or use the Multiple 

Groups option at the bottom to tick which groups you want to include in the report. 
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1.5 Getting a payroll report right! 

Daily Activities 
To ensure that you get the correct information out for payroll or just to ensure that your flexi 

balances are accurate you need to clear Exceptions in a timely manner. That means within as shorter 

time as possible so that if there are exceptions that need to be dealt with they aren’t so old that you 

don’t know what happened! 

We advise you to go into the system every morning and sort out yesterday’s 

exceptions. 

Once you have dealt with all the exceptions for the period you want to report on, 

that is, you have zeros in all the brackets on the Exceptions screen like this, you 

can run the appropriate reports and if required, export the data for importing 

into your Payroll System. 

Payroll Report 
This is the report used to view the hours 

accrued in the system. From here you can 

run a report to paper or PDF for emailing or 

export the data electronically for importing 

into your payroll system. 

You can even email a copy of each 

employees report to them using the email 

icon. If you need to overwrite last month’s 

hours make sure you tick the Zeros box so 

that you export values for all pay element 

types. 

IMPORTANT – WEEKLY HOURS: Ensure you use the By 

Week option if you have weekly rules and want to 

report on the Weekly Rule Applied row on the 

Timesheet.  

To export the data electronically 

click on the disk icon and select 

the payroll export that you 

require. Then save the file to a 

location you can see it from your 

payroll software. 

Pay elements from your payroll 

system can be entered on the 

Rules tab of the Employee screen. 

Bulk Approval or Locking 
Use the Actions button to access the various options to lock or approve timesheets in bulk. You can 

only lock and approve full weeks. 
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1.6 Other Reporting 

There are many reports within the system. They have common elements such as the 

Group, Cost Centre and date selectors as described above. 

In the case of the Employee and Absence Period reports you have the opportunity 

to use a template and select various criteria before saving your selection as a 

reusable report. 

Absence Periods Report 
Here you have the option to report on the specific Periods, the Employee totals or 

the Group Averages. Check out the yellow question mark for more help on any 

screens. Select which Absence Definitions and Groups you want to include, the date 

range and type of report as well as the report options and then click on the refresh 

button to populate the grid. 

 

Then you can use the Save Template button to save the settings of the report for future use. It will 

then show in the folder that is created as shown above. 

Employee Report 
Here you can report and 

filter on any of the fields in 

the employee screens. 

Choose the group, any date 

filters at the top and date 

range to consider. 

Choose the columns you 

require to show on the 

report, using the + or – to 

add or take away columns. Once you have the report as you would like it then click on Save 

Template and name the report and then it will show in the Employees folder in the tree structure. 


