EGRESS SYSTEMS TRAINING AID: : EG RESS
TRAINOO1-02 SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Focus Time & Attendance System with Handpunch Terminal
e Calculates hours worked for payroll & monitoring purposes
« Applies rules to automatically determine overtime, lateness, absence, insufficient time worked etc...

« Provides reports for monitoring employee’s attendance, producing a payroll extract & determining
running costs

« Provides tools for managing holidays and other absences
¢ Provides a repository for HR information

* Keeps track of who’s where for producing a fire muster report

Set-up Overview

WORK SCHEDULE

Worke Schedules allow you to
schedule a repeating pattern of
shifts, with some variation.

DAILY RULES EMPLOYEE DETAILS

Daily Rules are planned into a\Work Schedule or Rota

L, ke

Gunasal v i1 w2 Bodpaiig Bredk Bl /

ROTA Employees are assigned to
Define the characteristics of each shift aWWork Scheduls or Rota

Ratas allow you to flexibily
plan wariable shift patterns.
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EGRESS SYSTEMS TRAINING AID:

TRAINOO1-02

EGRESS
SYSTEMS

The Old Wheelhouse, Hall Farm Yard,

Main Street, Kirklington,

Nottinghamshire, NG22 8NN

Daily Rules

@ Focus V2.444 Registered To: Hotel Chocolat Logged In: Super User

EEmpluyees Iimes Reports Schedules  Absences  User  System  Help

; c W ES VAN
:Emp\ayees Timeshests  Rota  Exceptions

=3 Absence Reasons [10)
|3 Daily Rules [16)
] 0B.00to 14:00 ¢B-2>
_] 0B:00to 14:30 <6-230>
] 07:0010 15:30 ¢7-330>
_] 0B.001012:00 ¢8-12>
] 08:0010 16:30 <B-430>
] 120010 20:30 <12-83>
_] 14:00t0 22:00 <210>
) 14:0010 22:30 ¢2103>
] 220010 0600 <10-6>
] 22:00to0 DE:30 <10-63>
| Default Dily Rule <DEF>
) Drivers 20:00 ta finish <Drive>
| Mink Staft - Decasional Visits <Mint
] Offics - 07:00 hour day <DIf7>
] Office - 07:20 hour day <Officy
_| Office - 08:00 hour day <S>
|23 Work Schedules (3]
=3 weekly Rules (3]
|3 Flesitime Rules (1)
"3 Rota [14)

€) Employees

1\, Exceptions

7 TEh Rules

.| Reports

| 8 b

i4 start

?'3 ;.I ,[ikﬂl
&lendar  Reports ﬁ

T&A Rules Daily Rule

1 @K

& (7

Backup  Dowrload  Watch

G

06:00 to 14:30
Short Code Name Stat Tme  End Time
6230 |0B:0010 14:30 | 06:00 14:30
General
Tutal Targel Normal Rate
Standard Hows | 0g:00 Flex Deduct | pz.0n
e
& 15t Day Receives Hours O 2nd Diay Receives Hours
) Exelude Break
Clockings
Auto Allocate
[_ Sttt [20:00 | End o000 ]
Auto Clock Out
{_ [] Auto Clack Dut ]
Daily Rule Description
Duplicated from Daily Rule :22:00 to 06:00°
03/08/2007 1111 by Super User
General Overtime-1 Overtime-2
Rounding Break Band Break After Bonus

The Daily Rules define the characteristics of a single shift:

e The start and end times of the shift

e The number of ‘target hours’ an employee is expected to work on the shift

e How hours worked and overtime is calculated

e Paid and unpaid breaks

o Daily Rules are planned into a Work Schedule or a Rota
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EGRESS SYSTEMS TRAINING AID: Y EG RESS
TRAINOO1-02 SYSTEMS

The Old Wheelhouse, Hall Farm Yard
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Work Schedule

@ Focus V2.442 Registered To: Cooplands {Doncaster) Lid.

i Employsss Iimes Reports Schedules  pbsences  User  System  Help

IR =R Y=
i Eroployses  Timeshests Backup & Repart

Rots  Exceptions ciﬁ:lar Reports Downlosd  akeh  Fir

T&A Rules Work Schedule

3 Absence Reasons [10]
=3 Daily Fiules (15) 4 2
I3 Work Schedules [9) =
) Ageney Staff - Warehouse <Agenc> Full Time Warehouse
Shoit Code  Mame Days
Ware Full Time Warehouse 7 v
] Office - 0730 hour day <0if73
] Office - 0800 hour day <Off8>
] Office 07:00 hour day <07 Schedule & Sochedule B Schedule C Schedule D Schedule E
W Production Steff <Prods Monday | 0g:00 0 14:30 1400t 22:30 22:00t0 08:30
] Reetail Transport Co-ordinator cRTCs :00to :00to :00to
I3 Weskly Fiules [3) Tuesdsy | 05:00t0 1430 14:00t0 22.30 2200t0 0630
|3 Flezitime Fules 1] Wednesday | 0:00 to 14:30 12:00 to 22:30 2200 to 08:30
[ Rota (14) Thursday | 06:00 0 14:30 1400t 22:30 22:00t0 08:30
Friday 06:00 to 14:30 14:00 to 22:30 22:00 to 06:30
Satuday 08:00to 12.00
Sunday
Work Schedule Description
Creeted: 03/08/2007 11:32 by Super User
€] Employees
1\, Exceptions
»
= T&A Rules
.| Reports
»

The Work Schedule determines which shifts an employee is scheduled to work on each day:

e It contains is a revolving pattern that is defined for a specific number of days. This pattern
repeats

e It allows you to define up to 5 alternative shifts that an employee could work on any one
day

e Focus will determine the most appropriate shift for calculating the number of hours worked
based upon the first and last clocking made by an employee

e A Work Schedule can be assigned to one or more employees

TRAINOO1-02 - Egress Systems Limited W: www.egress-sys.co.uk T: +44 (0) 115 9314007
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EGRESS SYSTEMS TRAINING AID:
TRAINOO1-02

- NEGRESS
SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Adding Employees to Focus

! Employees Times Reports  Schedules  Absences  User  System  Help
P S 2 S . -
FRRYERNEX K Y=
* Employess Timeshests  Rota  Exceptions Calendar  aw ity FReports  Backup Download  Watch  Fire Repott
Employees [EZLELCIRY | Employee
Al e
3[1]49 =] £ 2 Save A5 DEFALLT
Title First Mame Last Mame FIM .
DVlew
= 143 145 Timest
Payrall Murnber Job Title Pazzwmard )
DVIEW
Calend
—Address —Phone
Address] Harne:
Address? tabile
Address3 Wwark
City
v —Personal
Postcode M1 Mumber
Contact /Groups /dlules /(Holidays /@ates Clock /<Memos /(User

e An employee record will be automatically added to Focus when a new employee is enrolled on the
HandPunch

e Click on the Employees button and select the new record from the tree view (labelled with the

employee’s PIN)

Edit the first name, last name and payroll number

Go to the Groups tab and select up to 5 groups for the employee

Go to the Rules tab and select a Working Schedule and then a weekly rule if applicable

Save the record

TRAINOO1-02 - Egress Systems Limited
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EGRESS SYSTEMS TRAINING AID:
TRAINOO1-02

EGRESS
SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Enrolling Supervisors on the HandPunch

e Press the Clear and Enter buttons together

e Type in the PIN of an existing supervisor

e Place Hand as instructed (existing supervisor)

e At Enter Password prompt, Press the 4 button
e Press the Enter button

e At Add Employee prompt Press the No button

e At Add Supervisor prompt Press the Yes button
e Type in the PIN of new supervisor

e Press the Enter button

e Place Hand as instructed (new supervisor)

e Press the Clear button to return to the normal display

TRAINOO1-02 - Egress Systems Limited W: www.egress-sys.co.uk T: +44 (0) 115 9314007 5




EGRESS SYSTEMS TRAINING AID:
TRAINOO1-02

EGRESS
SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Enrolling Employees on the HandPunch

e Press the Clear and Enter buttons together

e Type in the PIN of a supervisor

e Place Hand as instructed (supervisor)

e At Enter Password prompt Press the 4 button
e Press the Enter button

e At Add Employee prompt Press the Yes button
e Type in the PIN of new employee

e Press the Enter button

e Place Hand as instructed (new employee)

e Press the Clear button to return to the normal display

TRAINOO1-02 - Egress Systems Limited W: www.egress-sys.co.uk T: +44 (0) 115 9314007 6




EGRESS SYSTEMS TRAINING AID:
TRAINOO1-02

NEGRESS
SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Rota
e The rota is used to flexibly plan which shift an employee will work on each day

e If the rota is being used for an employee all of the employee’s shifts must be planned in advance.
The rota does not repeat

¢ More than one shift can be planned for an employee on each day
e Focus will apply the shift(s) planned for the employee to calculate the number of hours worked

¢ If no shift has been planned into the rota for the day but the employee clocks in for work the
default rule will be used to calculate the number of hours worked

e The rota will display holidays and other absences book in advance

Using the Rota

Rata |, 3 E e Click on the Rota button to display the rota view

ROTA - 0930-1800 Pic

ROTA - 21000500 -~
ROT& - ¥ Day Rata

Siaif I e Select the group you wish to plan a rota for from the
Staff Admiriztrabio drop-down list (only employees set to Use Rota in
[ Staff Cranfard I their Employee Details will be included in the list)

[15taff Days Supervisors
Staff Development il

hMon Oct 282007 ¥ ml
| October 2007 L

Hed 25 26 27 28 29 30
H1 2 3 4 5 & 7
505 10 11 12 13 14
15 16 17 18 19 20 21
22 €324 5 27 28
28030 31 1 2z 3 4
T OToday: 23/10/2007

e Select the week you wish to plan
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EGRESS SYSTEMS TRAINING AID: Y EG RESS

TRAINOO1-02

SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Eg Employees

& Exceptions

F.
") T&ARules A

J Reports

T&A Rules

1 Abzence Reazons (8]

1 Daily Rules [127)
1 Mo Cost Centre (1]
B Back Shift [18]
B Day Shift [45)
[ Might Shift [9]
[ Rata - Despatch (3]
W Raota - Engineering [3)
B Rota- GoodszIn [12]
18 Rota - Hygiene (3]
[ Rota - kA [E]
W Rota - Pickers [B]

BB -F 0930 - 18:00 Picke - <093k p

| Sat10:30 - 12:00 Picker <1039
| Sun 0330 - 18:00 Picker 09300
| Sun 1030 - 18:00 Picker <1030p>
I8 Rata - Preparation (6]
1® Rata - Security [6]
.3 Rota - Supervizors [3)
1 “Work Schedulez [40]
1 “weekly Rules [1)
1 Flexitime Fules (0]
1 Fota [144)

Using the Rota

Ensure that the T&A Rules are shown in the left hand tree-
view by clicking on T&A Rules

Expand the Daily Rules folder in the tree view to show the
daily rules (if you are using cost centres expand the
appropriate cost centre(s) too)

Pick the Daily Rule (shift) you wish to plan in for a day — click
the daily rule (using the left hand mouse button) and drag
onto the appropriate cell in the Rota

STEWART BOLES

MICHAEL CAIN

MoMDct [Tue 30 Oct [wed3 Oct  [ThuOlMov  [Fii02 Nov [5at 03 Nov [ 5un 04 Moy

M-F 10:30 - 18:00

STEVEN GRANT | Holiday \ Huoliday Haliday
DANIEL POTTS College
ROBERT SHORT
STEPHEM TS0
Day Hours 0700
Day Cost
TRAINOO1-02 - Egress Systems Limited W: www.egress-sys.co.uk T: +44 (0) 115 9314007 8




EGRESS SYSTEMS TRAINING AID:
TRAINOO1-02

EGRESS
SYSTEMS

The Old Wheelhouse, Hall Farm Yard,

Main Street, Kirklington,
Nottinghamshire, NG22 8NN

The Daily Rules planned into the Rota can also be copied and pasted into other Rotas:

F'CHYIEJH
tan 18 Feb Tue 19 Feb [wed20Feb  [Thu21
EVE ADAMS add Daily Rule RS 4D
TOR ALLSOP o ko Rule
UL AMDRE™W A -
wHours 07:30 07:30 0730
y Cosgt
|
PRODUCTION ADM”[v] [II
PACKING [~
Payrall ~

PRODUCTION ADMIN
PRODUCTION Manal ==
PRODUCTION PLANK
Feb |QUALITY —)20Fe
TOOLROOM

WwWisREHOUSE w

I IV I ML

1AM B

kon 18 Feb Tue 19 Feh Ywed 20 Feb Thu 21 Feb l

Add Daily Rule
Copy

Clear

Select the Rows, Columns or Cells
you wish to copy by clicking on the
appropriate Column or Row headings,
or by clicking and dragging to select
a group of Cells

Right click the selection and select
Copy

Navigate to the Rota you wish to
copy into

Select the same number of Rows,
Columns or Cells into which you wish
to paste the selection

Right click the selection and select
Paste
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EGRESS SYSTEMS TRAINING AID:

TRAINOO1-02

EGRESS
SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

To view an employee Timesheet, right click on the Employee in the tree and select Timesheet.

Timesheet Overview

) =& 2 = Monosaugeoor | M| & | [Jhoncon
Unlocked
12 DARREN KARL ASHMAN (Schedule: B SHIFT, Weekly Rule: SHIFTS )
Date In Ot In Ot Basic |Third |Halt [Double| 5A 054 | Shift
x01.00 |x01.33 |x01.50 [x02.00 (x071.00 (x07.00
bon 06 Aug 14:00 2200 0800 08:00 AFT]
Tue 07 Aug 14:00 15:06 0214 0&:00 D245 0g:00 0245 AFT)
YWed 05 Aug 13:50 0 0a:00 08:00 AFT]
Thu 09 Aug Hel14:00 13415) 08:00
Fri10 Aug 1355 02:00 0800 04:00 08:00 04:00  AFT)
Sat 11 Aug
Sun 12 Aurg
YWeekly Hours 46:45 40:00  06:45 32:.00  0&:45
Weekly Rules Applied  46:45 40:00  06:45 32:.00  0&:45
Weekly Gross Totals 48.98 4000 8498 000 QOO0 3200 BYS
0O7/08/2007 14:00:00 Original: Blank  Edited; 150842007 15:57. 37 [U=zer.Jan Fiers)
Edit Reazon: Forgat ta Clock

General Controls

Q
ias

?
=1 Mont1Febzoos  ~| M

Print Timesheet

Recalculate Timesheet

Show Grid

Help

Calendar Navigation

TRAINOO1-02 - Egress Systems Limited
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T: +44 (0) 115 9314007
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EGRESS SYSTEMS TRAINING AID:

TRAINOO1-02

“MHEGRESS
W SYSTEMS

The Old Wheelhouse, Hall Farm Yard,

Main Street, Kirklington,
Nottinghamshire, NG22 8NN

IN/OUT Times

Times in black: Clocking downloaded from terminal

Times in grey (i): Clocking downloaded from terminal with
infringement

Times in blue: Edited clocking

Times in blue (i): Edited clocking with infringement

Text: Edit reason or absence reason

Daily Hours

e Hours in black: Hours calculated according to the
criteria defined in the daily rule

e Hours in red: Calculated hours with an exception

e Hours in blue: Edited hours

Shift

Short code for the daily rule used to calculate the daily hours, infringements and exceptions

In Dut In Cut o
08:43 1545 d
08:46  158:00

Absent (Zystem) .

10:28i 17:30

09:32i 1548 .
Basic [Third |Half [Double|SA QIS A,
«07.00 [x01.33 [«01.50 |x02.00 |x01.00 |x07.00
0700

0700 0215

ao:oa

0515 01:45

0615

Shift

IEHRS

IEHRS

IEHRS

IEHRS

TRAINOO1-02 - Egress Systems Limited
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EGRESS SYSTEMS TRAINING AID:
TRAINOO1-02

N EGRESS
SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Weekly Totals

YWeekly Hours 29:30 2h:30 04:00
Weekly Rules Applied  23:30 29:30
Waekly Gross Totals 2850 290 000 QOO0 QOO Q0o Qo0

¢ Weekly Hours: The total number of hours calculated for the entire week

o Weekly Rules Applied: The total number of hours calculated for the week re-adjusted according to
the weekly rule applied

e Weekly Gross Totals: The total number of hours in decimal format multiplied by the rate

TRAINOO1-02 - Egress Systems Limited W: www.egress-sys.co.uk T: +44 (0) 115 9314007 12



EGRESS SYSTEMS TRAINING AID: '{-._m\ EGRESS
TRAINOO1-02 S Y SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Infringements
Infringements are determined based upon the criteria defined in the daily rule allocated to this shift.
There are six types of infringement:

Late In

Early Out

Late In from Break
Early Out to Break
Break Overrun
Forgot to Clock Out

Infringements can be viewed for a range of dates and groups of employees using the Infringements
reports.

Infringements are marked on the timesheet with an (i). Infringements on edited times are highlighted in
blue. Infringements on clocked times are highlighted in

35 TRACY ANN DARI (Schedule: 35 HOURS , Weekly Rule: 35 HOUR WEEK)

Date In Clut In Clut Basic |Third [Half |Doublel SA, 0O=A [ Shift
*01.00 (x01.33 [x01.50 |x02.00 |x01.00 |x071.00
bon 06 Aug 0843 1545 0700 3EHRS
Tue 07 Aug 0846 1800 0700 D215 3EHES
YWed 08 Aug Absent (Swstem) 00:00
Thu 09 Aug i ] 7300 0515 01:45 IEHRS
Fri 10 Aug ale E 4 0E:15 3EHRS
103003015

mat 11 Aug
=un 12 Aug
Waelkly Hours 29:30 2h:30  04:00
Weekly Bules Applied  29:30 29:30
Weekly Gross Totals  29.50 2950 000 000 000 000 000
Late [M [Time logt 07:45]  09/08/2007 10:28:58 - Terminal: 1

Status bar

Details are shown in the status bar when the mouse is moved over the time with the infringement.

TRAINOO1-02 - Egress Systems Limited W: www.egress-sys.co.uk T: +44 (0) 115 9314007 13




EGRESS SYSTEMS TRAINING AID:
TRAINOO1-02

EGRESS
SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Rounding

¢ When a timesheet is calculated rounding rules are used to determine what times are used for the
calculation. The rounding rules are defined on the daily rule

e To see the times that Focus has used for calculation hover the mouse cursor over a time. A box will
appear containing the rounded time and a summary of the rounding rule used in brackets

e The first number in the brackets indicates the number of minutes grace that has been allowed (e.g.
5 minutes grace before time is rounded) and the second number indicates the number of minutes
the time will be rounded to (e.g. 15 minute rounding means time will be rounded to the quarter of
an hour)

IN Times Rounding - Late In

Times will be rounded back when the employee
clocks on within the grace period (e.g. up to 5 )
minutes late)

Times will be rounded forward when the employee
clocks on late (e.g. over 5 minutes late)

OUT Times Rounding - Early Out Out In (.

Times will be rounded forward when the employee

clocks out early within the grace period (e.g. up to 20:33| 21:0

5 minutes early) 20 Ao
o 12030 (515)
Out Rate 1
. . x01.00 |:
Times will be rounded back when the employee : :
lock t | 5 minut | 00:55,_08:30
clocks out early (e.g. over 5 minutes early) . |:|1:E|4DB:15 ;
© p2101:00 (545)|

TRAINOO1-02 - Egress Systems Limited W: www.egress-sys.co.uk T: +44 (0) 115 9314007




EGRESS SYSTEMS TRAINING AID:

TRAINOO

1-02

NEGRESS

SYSTEMS

The Old Wheelhouse, Hall Farm Yard,

Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Editing Clocking Times

35 TRACYANN D

ARI (Schedule: 35 HOURS , Weekly Rule: 35 HOUR WEEK)

Diate In Chut I Chut Basic [Third [Half |Double] 54 D54 | Shift
=07.00 [x01.33 |=01.50 |x02.00 [x01.00 |x01.00
bdon 06 Aug 08:43 1545 0700 IBHRS
Tue 07 Aug 08:46 1800 07:00 0215 IBHRS
YWed 08 Aug Ahsent (System) no:00
i 0 0515 0145 IBHRS
0R:15 IBHRS

ﬁ? 10
< Fri 10 Aug 04
g

sun 12 Aug {
Weekly Hours
Weekly Rules Applied
YWeekly Gross Totals

— Edit Detail ‘
10/08/2007 Terminal By
Mew Time Oln  (®0u |Reception [v || paygl
PACKIMNG
Feazon il
Comment
S Cancel D elete
ave E dit Clocking

Ahzent

21 cf 125
Aof12

Dretail

CJ
O

e Click on the cell of the time you wish to add
or edit to bring up the Edit Clocking Time

box

e To add more than 4 clocking times for a
single day, click on the date and a new row

will be created

TRAINOO1-02 - Egress Systems Limited

W: www.egress-sys.co.uk

T: +44 (0) 115 9314007
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EGRESS
SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

EGRESS SYSTEMS TRAINING AID:
TRAINOO1-02

35 TRACY ANN DARI (Schedule: 35 HOURS , Weekly Rule: 35 HOUR WEEK)

Date In Ot In Clut Basic |Third |Half |Double] SA, D54 [ Shift
x07.00 |x071.33 |x01.60 [x02.00 (x01.00 [=x01.00
bon 06 Aug 08:43  15:45 07:00 IBHRS
Tue 07 Aug 08:46  18:00 0700 0215 IBHRS
YWed 08 Aug Absent (Systemn) 00:00
L~ 10:281 17:30 05:15  01:45 IBHRS
<\ Fri 10 Aug 09:321  15:48 0B:15 IBHRS

=1 LICi

weell — Edit Detail

Wee
Wee

. Group Abzent Dretail
Terminal lon

(30wt Maorne | Payroll 21af125 ()
PACKIMNG Jof12 »

110842007
Mew Time  go-30

Reason  ohift Swap hdl

Carnrnemt ff Site Meeting A
5C Sick |
5C Sick -Unpaid

E Shopping for HM
1 Termriton Yisitz A
Training

YWent Home Sick % day bl

o Edit the date if the time is over midnight
e Type in the new time
e Select the edit reason (if required)

e Click on the Save button

TRAINOO1-02 - Egress Systems Limited W: www.egress-sys.co.uk T: +44 (0) 115 9314007 16




EGRESS SYSTEMS TRAINING AID:
TRAINOO1-02

The Old Wheelhouse, Hall Farm Yard,

“MEGRESS
Y SYSTEMS

Main Street, Kirklington,
Nottinghamshire, NG22 8NN

35 TRACY ANN DARI

(Schedule: 35 HOURS , Weekly Rule: 35 HOUR WEEK)

Date In Ot I Ot Basic |Third |Half [Double| SA 05A | Shift
x07.00 [x07.33 [x07.50 [x02.00 [x01.00 |«01.00

bdon 0B Aug 08:43 1545 0700 IBHRS

Tue 07 Aug 0846 18:00 0700 DEAs IBHRS

Wed 08 Aug Abszent (System) oo:00

Thu 09 Aug 10:281 17:30 0515  01:45 IEHRS

Fri10 Aug i A8 0E:15 IEHRS

Sat 11 Aug oo:o0 DEF]

Sun 12 Au

;

YWeekhy Hours 29:30 26:30 04:00

Weekly Rules Applied  25:30 249:30

YWaekly Gross Totals 24.50 2450 0o0 000 000 0Oo 000

F to Clock QUT 3/2007 00:30:00 Original: Blank,  Edited: 26/02/2008 15:18:31 [UserMick Dawe)

dit Reazon: Shift Swap

N P

\/
e The timesheet is updated with the edited e The edit reason is recorded along with the

time and the rate totals amended

accordingly

original value of the cell, user, date and time

of the edit

TRAINOO1-02 - Egress Systems Limited
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T: +44 (0) 115 9314007
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EGRESS SYSTEMS TRAINING AID:
TRAINOO1-02

The Old Wheelhouse, Hall Farm Yard,

EGRESS
SYSTEMS

Main Street, Kirklington,
Nottinghamshire, NG22 8NN

Editing Hours

Food Run

W

35 TRACY ANN DARI (Schedule: 35 HOURS , Weekly Rule: 35 HOUR WEEK)

Date In Clut In Out Basic |Third |Half |Double[ SA, 0OSA | Shift
=x01.00 |=x071.33 |«01.50 [<02.00 |=01.00 |=07.00
bdan 06 Aug 0843 15:45 0700 IBHRE
Tue 07 Aug 0346 18:00 IZI?‘: IBHRS
Wed 08 Aug Abszent [System) 0o:00
Thu 08 Aug [ Tt Do 1
¢ W liota

Fri 10 Aug a
Sat 11 Aug — Edit Detail
Sun 12 Aug 07082007 Group Ahzent  Detall
Weekly Hours d id [01.33] Fayrol 18ef125 ()
YWeekly Rules Applied < (%) &dd ta Hours Worked eplace Hours ‘Worked PACKING Taf12 e
“Weekly Gross Totals -

Click on the cell of the hourly total you wish
to edit.

Select the edit reason first (this will populate
the new total with the default value)

. Type in the required number of hours

4. Select Add to Hours Worked to add the
number of hours to the existing total or
select Replace Hours Worked to replace
the existing total

5. Click on the Save button

TRAINOO1-02 - Egress Systems Limited

W: www.egress-sys.co.uk

T: +44 (0) 115 9314007
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EGRESS SYSTEMS TRAINING AID: "f_%‘\ EG RESS
TRAINOO1-02 Lﬁj SYSTEMS

The Old Wheelhouse, Hall Farm Yard,
Main Street, Kirklington,
Nottinghamshire, NG22 8NN

35 TRACY ANMN DARI (Schedule: 35 HOURS , Weekly Rule: 35 HOUR WEEK)
Date In Chut In Chut Basic |Third |Half |[Doukble] SA, 054 | Shift
x07.00 |x01.33 [=x071.50 |=02.00 |x01.00 (x07.00
bdon 0B Aug 08:43 1545 07:00 IEHRES
Tue 07 Aug = a:00 07:00 02:30 IEHRES
Wed 08 Aug Shsonterefom) 0o:00
Thu 03 Aug 10:281 17:30 0515  071:45 IEHRE
Fri 10 Aug 09:321  15:48 0B:15 IEHRES
Sat 11 Aug 00:30i 0o:00 DEF
Sun 12 Aug
“Weekly Hours 29:45 2530 D415
Weekly Rules Applied  29:45 29:45
Weekly Gross Totals 29.75 ea7, 000 000 000 Qo0 D00
L ——
Calculated Total=02:15  Edited: 28/02/2008 10:43:13 [Mick Dawe]
< Edit; Added 00:15 Food Run
/
e The cell will be updated. If a reason was e Details of the edit can be found in the status
selected this will appear in a new row bar
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Approving Overtime

e Click on the cell of the time you wish to approve:

Date In Ot I Clut h-F Sat Sun BHol [Freld |[Postl) |Shift
=x07.00 {=07.00 {=07.00 [=x07.00 [x07.00 |=07.00

Sun 28 Oct 06:00  15:00 07:30 0100, 0RO

bon 29 Oct %

e Enter the amount of time you wish to @ Authorise
approve — Authorise
e Enter a reason ( select the reason before the n D
rotnt Ta
rate) Authorize on3g | Rated 3 w
e Enter the rate you wish the approved time to Reason | Finished Late v
be added to
. C ;
e Enter a comment (optional) SHRSEE Line overrun
A 5 Cancel td anual
e Click on the Save button S Edit Edit
3
Date In Ot In Chut M-F | Sat Sun BHal |Frell |Fostl) |Shift
x01.00 |x01.00 |x01.00 |x01.00 |x01.00 |x01.00 |
Sun 28 Oct 0600 1500 0a:00 00:30.0 dEOU
Finished Late

The approved time will be added to the rate selected and the unapproved time will be left in the original
cell. The reason selected will be displayed on the timesheet
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Changing the Shift

Occasionally you may wish to change the daily rule being used for the timesheet calculation. This maybe
because the employee worked a different shift to the one planned or because the time has been assigned
to the default rule.

35 TRACY ANN DARI (Schedule: 35 HOURS , Weekly Rule: 35 HOUR WEEK)

Date In Out In Cut Basic |Third |[Half |Double| SA 0SA | Shift
*01.00 |x071.33 |=x07.50 [x02.00 [x01.00 |x07.00 | —
bon 0B Aug 0D8:43 1545 0700 35HRS>
Tue 07 Aug 05:46 18:00 000 02:30
Food Run o

Wed 08 Aug Absent (Systerm) uc[" ittt Allocatia 1
Thu 09 Aug 10:281 17:30 08 _ Edit Detail
Fri10 Aug 09:32i 1543 04
Sat 11 Aug 00:30i 01
Sun 12 Aug g-4 -8-4 40 HOUR WEEK w Show Fule

35HRS - 35 HOUR WEEES |

37.5-37.5 NOM PRODUCTION

Wwieekly Hours 23:45 28 40MPa- 40 HOURS NOM PROC :

‘Weekly Bules Applied  29:45 21 45 HR - 45 HRS PACK/ASSEME Delete E it
48 HR - 48 HOLIRS Da&YS

B4 5440 HOUR U EK

|4FT - AFTERS SHIF

ule: 35 HOUR WEEK)

e To change the shift click on the Shift short

code Jouble| SA DEA | Shift
02.00 |x01.00 [x07.00 | =
e Select the desired daily rule from the list B )
IBHRE

e Click on the Save button

e The time sheet will be recalculated to
according to the rule selected IEHRS
IEHRE
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Exceptions
There are four types of Exception:

e Absences

The employee was planned into a working schedule or rota and no absence was booked
e Targets

The target hours defined in the daily rule were not met
e Worked Bank Holiday
An employee worked on a booked absence with a type of ‘public holiday’

¢ Worked Default Shift
Focus could not determine which daily rule to allocate
An employee’s time is normally allocated to the default shift for three reasons:

e When the employee is not allocated to a working schedule or the rota

¢ When the employee clocked in outside the ‘auto allocate period’ defined on the daily rule
(applicable only when the employee is allocated to a working schedule)

¢ When the employee was not planned onto a shift in the rota (applicable only when an
employee is allocated to the rota)

| L
Eﬁ Employees

i\} EHEEDI:{H.HIS
Ensure that the Exceptions are shown in the _ -
left hand tree-view by clicking on _jf T&A Rules
Exceptions

J Reports

1%

Exceptions

1 Abszences (0]
Select the time period you wish to review by = Targets (0]

clicking on the pink box [ “#orked Bank Haliday (0]
1 “orked Default Shift [0]
1 Unauthorized Overtime [0]
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m 06,/08/2007 - 28/0872007 | m
-

aday
" 08 Yezterday
0 This ek Mon 06 Aug 2007 |
e Select your date range and -l 10 Last Wesk
click on the OK button 8 cox mLast Days |"-.-'"-.-"ed 29 Auyg 2007 j
_] 0 [a
- Makays ; 06/08/2007 - 29/08/2007
il 10 From Timeshest
5 PR S ——— T
e Expand the tree view to find the employees and dates with an exception:
|l TUAUEAA0 —_—
a COx, MICHAEL JAMES. 137
j ggjggjggg; 35 TRACYANN DARI  (Schedule: 35 HOURS, Weekly Rule: 35 HOUR WEEK)
atl 10/08/2007 2 2 -
] 13/08/2007 Date In Out In Out Basic |Third |Half |Double| 34 054 | Shift
_ 18/08/2007 x07.00 [=x01.33 |x01.50 |x02.00 |x01.00 (x01.00
\aal 16/08/2007 kon 06 Aug 08:43i 15:45i 07:00 g-4
-] 1wosse00 Tue 07 Aug 05:46  18:00 07:00  02:30 IBHRS
5 e Food Run
DAHID'BTHFD‘:%NN' : Wied 08 Aug Absent (Systen)

) Thu 09 Aug 10281 17:30 e 0145 3EHRS
i Fri 10 Aug 09:32i 1548 06:15 3EHRS
P 15/08/2007 Sat11 Aug 00:30i 0000 DEF
il 16/08/2007 Sun12 Aug
il 17/08/2007
aal 2040842007
a ELLIS, AMDREA. 42 Weekly Hours 29:45 26:300 0415
] 06/08/2007 Weekly Rules Applied  29:45 29:45
£ EMERY, ALAN MICHAEL. 1 \Weekly Gross Tatals ~ 23.75 2975 000 000 000 000 0.00
\atl 07/08/2007
al 08/08/2007
il 10/08/2007
il 16/08/2007
\adl 17/08/2007

¢ Click on a date to bring up the timesheet. The day on which the exception occurs will be
highlighted and the exception will be shown in red
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Approving Overtime for a Group

Exceptions 2841072007
1 Abzences [0
1 Targets (0]

Within the Exceptions Facility: S Ez:::j g::u;'g'}:;}'[é?]

1 Unautharized Owvertime [4)

e Select the appropriate Date Range [ Al

e Open the Unauthorised Overtime folder i Payrall 4]
. . [ Day=14)

¢ Find the Group or Employee you wish to

A [ Days Dezpatch[4)
AuthOI’ISB -' (] ays I:]Ee:i:patl::h Packers [4]

e Right click on the Group or Employee GURLNG, KIR&N. ‘

. 28,10/2007
Select Authorise
* 5 MITCHELL, MIALL. Refresh

28/10/2007
RAL RITAM. 5725
281042007
TURMER. DAVID 214
281042007

e Select the employees & dates you wish to approve from the list displayed
e Click Authorise

Mumber | First M arme Date |Hate|Huurs|HuIe |F|u|e StartlFluIe End||:||:|ck|n||:lcuc:k Ot Authorise
214 DANVID TURMER 28A10/2007 6  00:30 05302 0530 14:00 0530 14:30
; 7 6 0045 050U OE:0D 14:00 0E:00  14:45

FIRAM GURUMG 0E: 00
MIALL MITCHELL 28/10/2 5 01:00 060U 0&:00 14:00 0500 1500

5725 RITAM Rl 2841042007 & 00:30 05302 05:30 14:00 0530  14:30

Enter:
¢ The amount of time you wish to approve for the whole group
e A reason (select the reason before the rate)
e The rate you wish the approved time to be added to

e A comment (optional)
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Booking an Absense

e Go to the Calendar or Availability
Screen

e Click and drag to select the range of
dates you wish to book an absence for

e Select an absence reason

e Enter the number of hours you wish to
pay / record for the absence and the pay
rate

e Click on the Save button

11 12
9 10
13 14
10 1
3 10

. Book Absences

X%@?

Rate | Hours

13
11
1
12
11

— 101122007 - 1211212007

14 = B 17
12 += H 15
16 = 19

December 12
M-F 05:30 - 14:00(°

Reason

oo fofra)—

— New Booki
Hours:

0g:00

Comment: ||

ng

Reason: | Hgliday

() Add to Hours worked

w

Rate: |4 w

(=) Replace Hours Worked

— Groups

Employess | payiD TURNER v
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INSTOO1-xx

INSTO04-xx

Related Documents

Instructions for Installing Focus on a Server / Client

Instructions for Setting up a HandPunch 1000
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