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tw21/0p/att001 Approximately 45 minutes
An introduction to attendance

m/04/101 understanding North Time Pro attendance
m/04/110  adjustments

m/04/120  planner

m/04/130  attendance anomalies on the ‘To-Do’ List

m/04/140  static register overtime

All information pertaining to any personnel record within this document is obtained
from a demonstration database and are not details of any individual.
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m/04/101
Understanding North Time Pro attendance

North Time Pro attendance covers the adjustment screen, planner and the attendance
anomalies presented on the To-Do' List summary.

Quick Links |
Z
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m/04/110
Adjustments

1. Click on the Attendance Adjustment Quick Link,

Quick Links

&0

To-do List

&

Personnel

Absence Management

Attendance Adjustments

Planner

or select <File>, then <Attendance> then <Adjustments>... from the menu.

File | Wiew Tables Sortand Filter

LCalculation...

O Personnel...

@ Planner...

@ Absence Management...
GPS Tracking 3

| Attendance 3 |o Adjustments...
Job Costing 3 Adjustment Anomalies...
Cost Centre » QOvertime authorisation...
Access Control 4

o Asset Management...
Accident Book...
Daszhboards...

Attendance Display Panel...

Reporting 3
Exports...
Sage Payroll 3

@ Preferences...
Log Off - Admin
Exit Alt+F4
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2. The adjustment screen will then appear at the person from the users last log in.

Employee ID: 1 First name: Dave Last name: Webb SO0

“or Tue Wed Thy Fri Sat Sun

3930 3330

23 21 26 2 27 2

2% 1 2 3 4 8 4y D. e noel; Booking(s] Authorisation Tola #2.00
B 7 o8 3 0 N owr @ 3Mon 221172021 0-14:00400 = 05:56-14:00 (2] &00 800
@ Absence Reason Ke: © 3Tue  23711/2021 0E00-14:00/00 = 0E:04-1400(2) (5 745 745
0 3Wed 24/11/2021 [05:0014:00/00 = 06:00-14:00 (2] 500 800
© 3Thu 2541172021 DE00-14:00/00 - 06:0514:00(21 (1) 745 745
ﬂ 3Fi 2641172021 0E:00-14:00/00 = 05:54-14:00 (2] 200 800
0 _ nranm )
[ ] . R0 2272

< >

Find.. |  Refres
4| « [Record Tofg

Preview. Dlose

LA

3. Click <Find> and search for the person whose bookings you wish to view or amend.

Find: Attendance Adjustments

Search for: | '@ a G
Search through: |Emp|o_uee D j
Search type: |C0ntains j
~
wiebb,Dave
WW & Coope, Michael Emplg
33 Simon Birchall Birchall.Simon Emplo
44 b att Wilkinzon Wwilkitiz o, att Emplo
5|5 Liz Broadhurst Broadhurst Liz Emplo
EE George Zelem Zelemn,George Emplo
77 Lezley Wilkinzon Wikirzon Lesley  Empla
a8 Fhillip Brigas Brigaz, Phillip Emplo
919 td Arie Tree Tree b arie Fronln ¥
<] | 2
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4. The person's bookings will then appear for the current period.

Emploges [D: 2 Fist name:

Michasl Last name: Coope

20060

Mor Tue Wed Thu Fri Sat Sun
T

| 22 BRI N R

y Date hedule

Wk 5ol
T4 o5 o6 7 o8 3 @ 3Mon 2112 2200080000
@ A € 3Twe  23/71/2021 Z20006.00/00
sence Reason Key
© 3wed 24/71/2021 1400-22.00/00

Thu  28A1/2021  220006:00/00
Fri 2611172021 22:00-06:00/00

Booking(s)
22010830 (2]
21:59-06.28 (2]
7222:22.3210)
202070202 )
21:50-07.02 2]
722222970
7772970

Authorisation

&00
200

00
00

<

Frd. | Fefesh | Preview..

Close

| 4 [Record zof a1

)

5. To navigate to a different date use the calendar control.

* December 2021 *

29 0 1 2
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2441172021
2841172021
2641142021

000000

e

22:00-06:00/00
22:00-06:00/00
14:00-22:00/00
22-00-06:00/00
22:00-06:00/00

21:59-06: 48 [2
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22.02-07-02 [
21:58-07:02 [2
prarrar il

e ari|
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7. From this screen, the user may add new bookings, amend or delete existing bookings, or
simply override the total hours worked for the day.

Erpioeo D 2 Fstrame: Michsl Lot rame: Conpo 00

Original Bookings

OiginalBookings |
[seTremna Tooe Tinc |

__Mmzzmﬂm Zw Pod
R e e 06 e

All amendments are audited by North Time Pro. The _/' icon denotes a
manual change.

8. Click on <Update> to save and recalculate the changes, and then return to the
adjustments screen.

9. Finally, to leave the adjustments screen, click <Close>.

‘ Find... | Refrezh | Presigw. . | Cloze ”




m/04/120
Planner

1. Click on the <Planner> Quick Link,

Quick Links

«wo

To-do List

&

Personnel

Absence Management

A

Absence Statistics

or select File, then Planner... from the menu.

Ei|e| View Tables Sort and Filter

LCalculation...

O Personnel...

|® Planner...

@ Absence Management...
GPS Tracking 4
Attendance 4
Job Costing »
Cost Centre [
Access Control [

o Asset Management...
Accident Book...
Dashboards...

Attendance Display Panel...

Reporting [
Exports...
Sage Payroll »

@ Preferences...
Log Off - Admin
Exit Alt+F4
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2. The planner screen will then appear at the same date from the users last log on.

C L Disele rengekl @ select .
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[F] 08:00-15:30430 [F] 0200-16:30430 [P]02:00-16:30,30 [F] 08:00-15:30430 [F] Satun
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3. Toadd a daily schedule for a person, <Right-click> on the planner and select <Add>, then
<Schedule>...
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4. Next, drag the schedule, (or schedules), and drop onto the day.

Tu u]
[F] 22:00-06:00/00 (i) [P] 22:00-05:00/00
[F] 2200-06:00/00 (1) [P] 22:00-06:00/00 [F] 2200-06:00/00 (i) [P]22:00-06:00/00
[F] 0B:00-18:00/60 - Res... [F] 06:00-18:00/50 - F
[F] 02:00-16:30/30 [F] 02:00-15:30/30 ) e s et math
[F] 02:00-17:00/60 A1l Hr... [P]0%:00-17:00/60 A1
[F] 08.00-16:30/30 [F] 08:00-16:30/30
[P 08:00-16:30/30 (Plos:00-16:30/30 SRS Wil otk
[F] 02:00-16:30/30 [F]08:00-16:30/30 06001800 06:00-18:00/60 ik
[P 0B00-18 00/60 - Fes. . [F] 05:00-16:00/50 - F0S001B0R 06:00-19:00/60 - Rest Day Restd
[F] 02:00-16:20/30 [F]02:00-16:30/30 08001630 0&:00-16:30/30 wor
[F] 22:00-06:00/00 [P 22:00-05:00/00 08001700 0%:00-17:00/60 All Hrs Std wiorks
[F] 0E:00-12:00/60 - Res... [P]06:00-18:00/60 - F 14002200 14:00-22:00/00 Work,
[F] 08.00-16:30/30 [F]02:00-16:30/30 22000800  22:00-06:00/00 Work,
[F] 08:00-16:30,/30 [F102:00-16:30/30  wOoMOT Mon working Day Restd
[F]14:00-22:00/00 [P]114:00-22:00/00  5aTm S aturday Overime Restd
[F] 02:00-16:30/30 (FI0%00-16:30/30  SUNGt  Sunday Cvertime Restd
[F] 02:00-16:30/30 [F] 02:00-16:30/30
[P] 0E:00-1%:00/60 - Ries... [P] 05:00-15:00/50 - PR ]

et
Ll |
bt

[F] 22:00-06:00/00

I.I-T\I
'\!.-

t2-0760 Training guide: North Time Pro attendance



t2-0760 Training guide: North Time Pro attendance

A

NORTH TIME & DATA

5. If you wish the schedule to contribute to the period overtime, Right-click on the schedule,
then click Selection, then Contribute.

Planner
Display rangefs): @ seisct
Mor Tue Wed Thu Fri Sat Sun 2 = Tom 26 00t 2021 R
ar| 2|22 | 2 2] 2 Akl P] 22 00.06:00/00 © O Pl 220006000 @ IF|22001
4+ 656 8 7 8 3 1 . .C‘

o noHB 6w
BB oA R» B

EIZZE0E00 e [ D) [Tz 0
1 Add [ELIE0TTET0780 es ] [Py osio0-)

sz 2 28 w3

1 I K
| MNovember2021 | [PI09.0017.00 6ol Simen (3) » 7 Baste Ctrlev
Mor Tue Wed Thu Fri Sat Sun [P 08.00-16:30
Telalal 5l el [P10&0016:30 Block » &3 Delete DELETE
s 8 0 n|ele w ip!muu-?asu Gonsant N Contribute k. Ctrl+P
LIRCRN R A R ] 1 - Non-contribute Ctrl+D
o2 4 25 m ¥ on [P]08:0016:30 5 Refresh Ctrl<R d i

28 30

December 2021

Mor Tue Wed Thu Fri Sat Sun

] 22:00-06:00/00 [P 22:00-0)

FIZ2000800 [ 7 print preyiew...

12 Print.. P 08:00-16:30/30 1P] 08:00-1

P 08:00-16:30/30 [P] 0&:00-1
F]14:00-22:00/00 [F114:003
P 08:00-16:30/30 [P] 08:00-1

[PI02001630
{P108:0096:30 €5 Undo changes

[F114002200
PloBo01620 D Beset layout

The schedule will then be marked with a (P) to denote ‘contributes to period'.

6. Toremove the 'contributes to period’ marker, repeat the process, but this time selecting
Non-contribute.

Planner
Display range(s) @) Select.

Mor Tus Wed Thy Fii Sat Sun | [EEIR Tue, 26 0ct 2021 wed, 27 Oct 202 Thu, 280ct 2021

2ailie | NERARTIN 2 ‘Webb, Dave (1] [P] 22:00-0:00/00 IP|2200.0500/00 (3 [P) 220008
4 5 6 7 8 9 W ‘fi‘:‘

nie|nim|® 8l 0 Coope, Michasl (2) [P] 22:00-05:00/ = . NlZ200050000 (1) P|220008

B oW 20 N w3 2 I5| Save changes Ctrl+5

=l RN F] 0B00-13 add » ORI e ] (P os:00-1d

November 2021 [F108:0097:00/ " gy i, Simon (3) » T Paste Ctriev
“or Tue Wed Thu Fri Sat Sun e [P] DB:00-16:30/ )

© pel

IBDDDOE [PloBo01630,  Block v () Delete =
$ 8 1000 © 1B W [P] 08:00-16:30/. Content » Contribute Ctrl+P
B 7B B2 A [FI0B0018.004 — Mon-contribute W Ctrl+D
R TR R T I [F] 080016307 3 Refresh Ctrl+R 5 -

29 30 | Print preyiew...

[F1 22:00-08:004 | 22:00-06:00/00 [P 22:00-0

B4 Bint.. i .. Pl
= | 08:00-16:30/30 IP] 08:00-1

December 2021 [P] 08:00-18:307
“or Tue Wed Thu Fii Sat Sun [P] 08:00-18:30/* O Undo changes ] 08:00-16:30/20 [P 08:00-1

1 2|3 4 B ) [F] 14:00-22. 004

oy, O Besetlayout ]14:00-22:00/00 P 14:00-2

1 08:00-16:20/30 1P108:00-1

e a wm ou o+

Contribute - This is when an employees hours contribute towards a target for
the week before overtime e.g. 40:00 basic required before overtime x1.5 can be
earned.

Non-Contribute - Any hours worked on the day including overtime will be paid at
that rate at the end of the period e.g. 08:00 basic and 02:00 overtime x1.5 earned
on Monday, that would pay that amount at the end of the period or week.
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7. To undo the changes made during this session, <Right-click> on the planner and select

Undo changes.

Planner

& October 2021 Display range(sh @ Select...

“Mor Tue Wed Thy Fr S3 Sun Emph}\lFtFt
opt [ee a0 Blb) e g Wiebb, Dave (1]

o 1 T T £ o T

© 19 20 2 22 23 24
s 3 8 n

November 2021

“or Tue Wed Thu Fii Sat Sun
{136 - [ I L S
$ 08 0 Hor OB oM
B 6 W B W20 2
o2y 24 B M 27 %
2 a0

December 2021

Mor Tue Wed Thu Fii Sat Sun
12 53| % |6

& P T S TR

Sibea, Piere (18]

Jau ar (19]

[Pl2z0006:00/00 (i) [EIEDEREET G

IP] 22:00-06; 0000 (i)
[P] 22:00-06:00/C e e e e

-Ei §ave.cl'lm-r-|ge5 - Ctrl+5

[P] 06:00-18:004 Add »
[F] 08:00-16:30/7 Selection "
:E} g:gg: ; gg:‘ Birchall, Simaon (3) ¥
[F] DE 001 G 30.-'; Block ¥
IFIOBOOI6 ¢y :
iF'i 08:00-16:30/7 3 Refresh CrisR
IT 22 DD EE EIDr‘T i.r. Print preview...

(Pl 06001630/ "= Brint

Piosco1s " < (TR

[F]74:0022 00/ _
P108001G30z O Beset layout

Confirm your intention to undo and all the schedule changes made during this session

will return to the previous state.

Cancel Conﬁrmitm . m

:] Are you sure you want to abandon any changes?

Yes | Neo |

8. Finally, select the exit button to leave the planner.

= | I [
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m/04/130
Adjustments on the ‘To-Do’ list

1. A number of 'adjustment items' may appear on your To-Do’ List dependant on how the
North Time Pro system has been configured.

EEiIe View Tables 5SortandFilter Wizards Advanced Hardware Help

Quick Links - | ‘To-do’ List ’ J

« % Online Information
To-do List ulatest news and major developments about your product
D D @9 System Health
D D /1 unable to collect any bookings from pour teminalls] since '8:27am on Thu 21 August 2014
Dashboard L) Attendance Adjustments
_/[43] Outstanding mizsed bookings that require athertion
_/[21 7] Outstanding unauthorised absences that require attention
' # [11Full day absences have been worked that may require attention

2. The three adjustment ‘To-Do' items covered in this module are;

a. Outstanding unauthorised absences that require attention
b. Outstanding missed bookings that require attention

€. Outstanding missed bookings awaiting a decision

t2-0760 Training guide: North Time Pro attendance
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3. Outstanding unauthorised absences that require attention. This To-Do" item highlights
days, (or parts of days), where a person has missed work without there being a pre-
planned reason for the absence.

& Attendance Adjustments

' [217) Dutstanding unauthorised absences that require attention

Clicking on the To-Do' link takes the user to the Adjustment Anomalies screen.

Attendance Adjustment Anomalies

‘wiebb,Dave
e

Wwiebh Dave

“Webb Dave 1 Employes
‘wiebb,Diave 1 Employee
‘Webb Dave 1 Employes
“Webb Dave 1 Employes

1 Employes

Employes

1 Employes

“Webb Dave 1 Employes

‘Webb Dave 1 Employes

‘Webb Dave 1 Employes

Louiz,Nathan 10 Employee

10 10 Mathan Louiz Louiz.Mathan 10 Employes
10 Nathan Louiz LouizMathan 10 Employes

By selecting a person’s Anomaly Date, the Attendance Adjustments screen will appear.

t2-0760 Training guide: North Time Pro attendance

Emplopes |0 2

First name: Michasl

Last name: Coope

20066

Mor Tue Ved Thu Fii Sal 3un
BEIREEGE
67 % 3w oNw
ERE I I
0 2 2N u %%

Bl oo -

3|e]6le|7e]e
& Absence Reason Key...

€ vecerucr e b

€ aMon  2211/2021

3T 231172021
e Fwed 2441172021
e 3Thu 2541172021

O 3R w22
(]

Taken absencels)

22:00-08.00/00
22:00.05.00/00

Bookingls)

22.01-06:30 (2]
21530648 (2]

14:00-22:00/00 [ an

22:00.06,00/00
2Z2:0006.00/00

20e0r022) )
21:5807.02(2]
222202.72(0)
2220272000

3200

800

200
800

<

Find.. | Befesh Preview. Close.

14| « [Record2of 51
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By <Right-clicking> on the highlighted date, the user can add new bookings, amend
existing booking or add an absence or holiday record.

-

Sl

|

o)

i

-— O

= =

Amend b e Absence... 8 _g
Delete [ ﬂ- Absence entitlement credit... E o
> c
Authorisation 3 e Schedule... - O

(o)

& Planner for 'Dave Webb' on 'Men 22/11/2021"... = ﬂ
o

Recalculate » 'g o
Columns ] E E
[] Print preview... g
124 Print =)
3 Beset layout I

4. Jump to a different date by using the calendar control.

Find... | Refresh I Presiew. .. I Cloze I‘
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5. Outstanding missed bookings awaiting a decision. This To-Do'item highlights days,
where a person has forgotten to book in or out.

w Attendance Adjustments
fﬂ] Dutstanding missed bookings awaiting a decizion

o
m
-
~
-
(=)
~
E
@

=)
o
(=]
=

Clicking on the To-Do' link takes the user to the Adjustment Anomalies screen.

Adjustments on the To-Do’ List

Cloze

By selecting a person’s Anomaly Date, the Attendance Adjustments screen will appear.

Attendance Adjustments

Employes ID: 1 First name: Dave Last name: Wwebb D000

Mor Tue Wed Th Fii Sat Sun

5o Autharisation

a2 T
Booxsean

@ W 123 45 Take ofsl Basic
o1 os oo on o @ 3Mon 21202 06001400/00 " 0556140012 BO0 800
@ absence Resson @ 3Tue 23NN 0E00I400/00 " 06041400121 D 45 T4
I — @ awed 211/2021 0E00400/00 " 0E:00-140012) B0 &0
@ 3T BN/ 08001400/00 N 06051400121 ) 25745
@ 3Fi BN 0800140000 " 0554140012 0 E0D

© st AN SaudapDveime . e nn

€© 350 812021 Sundey Overtime N ] nn

< >

End. | Befiesh | Preview Close.

14| 4 [Record of 81 o n|
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Click on one of the dates awaiting a decision.

Booking(s] awaiting calculation

Type Authonzation

Day Date Time

kon 221142021 14:.00 Feal time booking

Approved

Next, select Approve or Decline. Depending on how the North Time Pro system has been
configured, it may not be possible to Finalise the booking at this stage.

Booking Awaiting Calculation - (New) s

Dverview

Far a booking to be calculated it must be approved and finalized. |f the booking
does not meet thiz criteria it will stay in the awaiting calculation section of the

SEIEEh.
Settings

Terminal: |Employee Self Service j
Dater  |Mon22Nov 2021 =] Time:

b emo:

Authorisation
Authorized by

Authaorization status: O Swaiting decision [v Finalized
* Approved
" Declined

LCancel Update

Finally click on <Update> to save the changes and return to the Attendance Adjustments
screen. Selecting <Close> will return the user to return to the Adjustment Anomalies
screen.
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6. Outstanding missed bookings that require finalisation. This To-Do" item highlights
bookings not made at a terminal that require finalisation by a manager before North
Time Pro will attempt to calculate.

W Attendance Adjustments

f”l Dutztanding miszed bookings that reguire finalization

o
m
-
~
-
(=)
~
E
@
=)
o
(=]
=

Clicking on the To-Do' link takes the user to the Adjustment Anomalies screen.

Adjustments on the To-Do’ List

Cloze

By selecting a person’s Anomaly Date, the Attendance Adjustments screen will appear.

Attendance Adjustments

Employes ID: 1 First name: Dave Last name: Wwebb D000

Vior Tus ed Th Fii_Sat Sun
K
o o
EE] 3330 3330
Booxsean
S@alalalols k/Diay T Total Basic
o1 os oo on o @ 3Mon 21202 06001400/00 " 05 5E140012) BO0 800
e @ 3Tue 23NN 0E00I400/00 " 06041400121 D T4
I — @ awed 211/2021 0E00400/00 " 0E:00-140012) B0 &0
@ 3T BN/ 08001400/00 N 06051400121 ) 25745
@ 3R B2 050014000 " 0554140012 0 E0D
© st AN SaudapDveime . e nn
© 350 8112021 Sundsy 0 N ] nn

< >

End. | Befiesh | Preview Close.

14| 4 [Record of 81 o n|
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Click on one of the dates awaiting a decision.

Booking(s] awaiting calculation

Day Date Tirme Type Autharization

kon 221142021 14:.00 Feal time booking

Next, select Approve or Decline and then Finalise.

Booking Awaiting Calculation - (New) x

Overview

Far a booking to be calculated it must be approved and finalised. |f the booking
does not meet thiz critena it will stay in the awaiting calculation section of the

SEIEEn.
Settings

Terminal: | Employee Self Service ﬂ
Date:  |Mon2ZMov 2021 «| Time:

Mema:

Authorisation
Autharised by:

Authorisation statuz:  Awwaiting decizion [v Finalized
& Approved
" Declined

Cancel Update

Finally click on <Update> to save the changes and return to the Attendance Adjustments
screen.Selecting <Close> will return the user to return to the Adjustment Anomalies
screen.
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static register overtime

Overtime authorisation is required when an employee works more hours (at a
certain rate), than the threshold specified in the daily schedule rate monitor.

1. Overtime authorisation is highlighted on the To-Do’ screen under the static register

heading.

2 Static Aegisters
[B Awmaiting decizion] #1.337

2. Selecting the static register overtime authorisation link presents the user with the

following screen:

e |0 . Source A D dule
16 Denise Page.Denize Draily Scheduls Thu 25/11/2021 08:00-16:30/30
4 I att wilkinzan Wilkinzan Matt Daily Schedule Thu 25/11/2021 08:00-16:30,/30
12 Thomas Qldham Oldham, Thomas Doaily Scheduls Thu 25/11/201 08:00-16:30,/30
20 Ronald Gibbons Gibbons Ronald Draily Scheduls Thu 25/11/20 08 00-16: 30,30
16 Derise Page Page Denize Duaily Schedule Eri 2641142021 08:00-16:30/30
19 b ary Joy Joy Mary Daily Schedule Fri 26/11/2021 08:00-16:30,/30
4 b att Wilkingon Wilkimzon b att Doaily Scheduls Fni 2E11/2021 (02:00-16: 30,30
17 Tuilza Michalzon Michalzon, Tuilsa Daily Scheduls Fri 26/11/2041 (08:00-16:30/3C
2 Michael Coope Coope Michael Daily Schedule Fri 26/11/2021 22:00-06:00/0C
12 Thomas Qldham Oldham, Thomas Doaily Scheduls En 261172021 08:00-16:30,/30
20 Ronald Gibbons Gibbons Ronald Draily Scheduls Fii 2641142021 (08 00-16: 30,30
3 Simaon Birchall Birchall Simman Duaily Schedule Sun 28112021 (06:00-18:00/60
KN I 2
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3. Right click on the overtime you want to approve/decline, and then go to block then
authorisation, the either approve or decline.

x1.337 - Filter: "Awaiting decision’ = O *

Drag & colimn header hare to gioup by that colimin.

|1k 21

& select... e Denise : g 2

m 5 Hasssn . ] Daiy Schedule Thu 2541142021  08:00-16:30:/3(
12 Thamas - —— Thu26/11/2021  08:0016:3043(

- T \uthorisati » [N e
20 Ranald Y Filter (Authorisation) » EH Thu 25112021 08:0016:20/20
18 Denise  [] print preview.. Reason (Approve) » !~ Decne | piopnipey  osooaeaos
19 Marm =) Print I am Daily Schedule Fii 26/11/2021 08:00-16:30/3C
4 Malt e inson,Mal Daily Schedide Fii 26/11/2021 08:00:16:30/3(
17 Tulsa — Collzpse all halson, Tullsa Daly Schedue  FiZ6/11/2021  0B:0016:30/3
2 Michael  + Expandall pe.Michael Daidy Schedule Fii 26/11/2021 22:00-06:00/0C
12 Thamas ) Reset grid nan, Thomas Daly Schedule Fii 261142021 08:00:16:30/3C
20 Ronald CITUTT tooens, Ronald Daily Schedule i 26/11/2021 08:00:16;30/3(
3 Sirnon Birchall Birchall Siman Daiy Schedule Sun 2841142021 06:00-18:00/60

A
] S—— ]
LClose




