Module 3 —Creating/Managing Staff Records and
Adding a New User

Objectives:

Upon successful completion of this exercise the student will be able to:

Create anew Staff Record

Enter Staff Member details

Configure Staff Detailstab

Configure Usual \Working Hours tab

Configure Holidays/Y ear View tab

Configure Timesheet tab

Configure Training tab

Configure Staff Development tab.

Retrieve All Staff Members

View a Staff Record

Configure Staff Wages

Configure View/Add Company Holidays and Bank Holidays
Configure Annual Holiday/Working Time View with Dates of Note
Create a New User
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Create a new Staff Record

1. Select the Staff 8 s icon button. Y ou will now see the Search Results
screen, as displayed below.

View Staff Names by Alphabet

(a)(e (e o (e Jie s i ik Sl Jm] () e (p J(a(r Jis [ fu v iwlix (v (2]

Search Results

For site mentioned below
any Site ¥ | Show orly activeiCurrent Staff Members

Site Surname Forenarne Start Date Finish Date Job Title

Staff Yiews and Setup
l@ Site Closure Days

] From here you can enter new staff members, along with any ongoing training,

qualifications attained, holidays etc. Items such as training days, hirthdays, and @ Wiew Staff Record

[

holidays can be viewed on the Today screen.
l 3| Holidayy working Time Vigw ‘ u& Retrieve All Staff

Mermbers

Create Mew Staff

e
l,_._\‘y Pragram Users and Passwords Record

l_?/ Staff Wages ‘ 0 Close

s
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Create MNew Staff

a) Select the Create New Staff Record I record | putton. Y ou will now see
the Create New Staff Record window, as displayed below.

Staff Member
Surname Forename Titl Sex Site Active
| | | |D0cb3r v| |Male v| ‘Any Site v|
Job Title Payroll Nurnber RFID Tag Security Card
|| | 3 o :
Staff Details |Usual Working Hours | Holidays/ Year View | Timesheet | Training | Staff Development
Staff Address and Contact Information
Address |
Tel Mabile
Ernail
[§ alter Image
Date Checks (3 yr expiry dates show on today screen) Contract Dates
Date of last CRE check Mot Appiicable [0L/01/2001 | Start Date Firish Date L3R
|ntjo1/2000 v |[01/01/2050 ~ | D
Food Hygiene Certificate Mot Applicable e — i
First Aid Certificate Mot Applicable | | |D1101,r2000 v || | [Aurer |
Other Important Details Motes
[] Ha5 & DISABILITY
] MEW DEAL PLACEMENT
] ETHNIC MINORITY
Work Hours Work Type
@ Fulltime 35+Hrs ® childcarer
O Part time 16+Hrs O Mon-Childcarer
O Part time 0-16Hrs 2dd the details for the staff member abave. You can enter their work hours by clicking on the Usual | 4
Waorking Hours' tab above. —
v

lg Ciose

lo Save and Close

Enter Staff Member Details

2. Under the Staff Member area, carry out the following.
a) Surname: enter TR1 # (# isyour Surname).

b) Forename: enter TR1 # (# is your Forename).

c) Title: drop the menu down and select your Title.

d) Sex: drop the menu down and select your Sex.

e) Site: field drop the menu down and select the Training Nursery Site 1.
f) Leave the Active tick box selected.

g) Job Title: enter Test.

h) Payroll Number: For this exercise leave blank.

1) RFID Tag: For this exercise leave blank.

J) Security Card: For this exercise leave blank.

Configure Staff Details Tab

3. Under the Staff Detalls tab enter the following.
a) Postcode: Enter afictitious postcode.

b) Address: Enter afictitious address.

c) Te: Enter afictitious telephone number.

d) Fax: Enter afictitious fax number.
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€) Select the [ Aler 1mage | button and ahint message will appear
on the use of the feature. Select OK. Y ou will now see the
window, as displayed below.

B3 Image Capture Module

Irmage Capture

Image Title |

NEEAE

Load From Take Save and Close
File Picture Cloze Wi o

Capture Device

Camtasia Studio Video Capture Driver w
[.‘f' Refresh Capture Device List ] [\.J Lse Capture Device ]
f) Select the button. You will now see the area.
g) Locate and highlight a picture, select
h) Enter in the field. Note: If you do not enter a titlein the Image
Title field, the system will prompt you with a warning Program Message.
i) Select the button. You will now see that the image you selected has

been inputted into the staff record. If you have made a mistake and wish to change
the image repeat the process selecting the desired image.

Under the area carry out the following.
) - Un-tick the option then left clicking the
down arrow to the right of the date field and a calendar will appear, select any date.
: Un-tick the option then left clicking the

down arrow to the right of the date field and a calendar will appear, select any date.

: Un-tick the option then left clicking the down
arrow to the right of the date field and a calendar will appear, select any date.
[) Left click under the area and enter :
m) Left click the down arrow to the right of the field and select the first day

of the previous Month.
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n) In the Finish Date field leave, as selected.

0) Inthe Date of Birth field manually change the Date of Birth by left clicking into
the day section and inputting 09. Left click into the M onth section and input 10.

p) Left click into the Y ear section and input 1970, you will now see in the box to the
right of the Date of Birth field the staff member’s age.

q) Select the Alter [ALTER _ hutton under the List Icon. Y ou will now see the Select
Icon for Staff Member window, as displayed below.

Select Icon for Staff Member

Icon Select

e & ¢ 4

"‘% .nE;Q
m@ o
u:un "

(£

‘Q Cancel ‘ ‘Q Canfirm ‘

Thisfacility allows you to allocate a specific icon to a member of staff.

r) Select one of the icons and select the Use Selected |con button. Noteif you do not
wish to change the Icon you can select the Cancel Changing Icon button.

Under the Other Important Detalls area, carry out the following.

s) Has adisability: For this exercise leave blank.

t) New deal placement: For this exercise leave blank.

u) Ethnic Minority Staff Member: For this exercise leave blank.

v) Work Hours: Select the Fulltime 35+Hours option.

w) Work Type: Select the Childcarer option.
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Configure Usual Working Hours tab

4. Select the Usual Working Hours tab. Y ou will now see the Standard Staff \Work
Hours view, as displayed below.

Staff Details | Usual Working Hours | Holidays/ Year View | Timesheet | Training | Staff Development |

Standard Staff work Hours

y Total work
ﬁ Reset Hours Hours 0 hrs

Sunday

Monday

Tuesday
Wednesday

Thursday

Friday

Saturday ‘

Day Time start  Time end
Sunday v|[oz:00 2] [1230 2]

Add to Work Rermove
Hours Selected

To enter a period of wark for the day, select the day directly above, enter the time
start and time end hours, then press the ‘add as new work hour period' button. To

rernove a work hour period, select the iter from the graphical weekly view, then ‘@ Update Year View
press the ‘remove selected’ button directly above,

a) Under the Day field drop the menu down and select Vionday.

b) Under the Time start field left click into the 09: and use the down spin button to
select 08:.

¢) Under the Time end field click into the 12: and use the up spin button to select 17:.
d) Now click into the :30 and manually input :00.
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€) Select the Add as New work Hour Period button and the data will now be
transferred to your work sheet, as displayed below.

Staff Details | Usual Working Hours |H|:|Iida!_.rsf Year View | Timesheet | Training | Staff Development
Standard Staff Work Hours

y Total Work
ﬁ Reset Hours Hours 9 h rs

121 2 3 45 6 7 8 9 W01M12 1 2 3 45 6 7 8 9 101112

Sunday

Monday
Tuesday
Wednesday
Thursday I | |

Friday

Saturday |

Day Time start  Time end
Marday V| |DB:EID C| |1?:DEI :l

Hours Selected

Add to work ‘ Rermnove ‘

To enter a period of work for the day, select the day directly above, enter the time
start and time end hours, then press the ‘add as new work hour petiod' button, To

remove a work hour period, select the itern from the graphical weekly view, then @ Update Year View
press the 'remove selected’ button directly above,

Notice that the Total \Work Hoursisnow showing 9 hrs.

At the moment you have Day/Monday, Time start/08:00 and Time end/17: 00 selected.
f) Select the Remove Selected button. Thiswill remove the times from the sheet. You
can also highlight the hour’ s line of that day and then select Remove Selected button.
g) Now select the Reset Hours button. Notice the Day field, now has Sunday selected.
h) Re-input the Day/Monday, Time start/08:00 and Time end/17:00. Now select the
Add as New Work Hour Period button.

i) Enter the same working hours for Tuesday, \Wednesday, Thursday and Friday.

@ Update Year Wiew

) Now select the UpdateY ear view button.
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Configure Holidays/Year View tab

5. Select the Holidays/Year View tab. Y ou will now see the Holidays/Y ear View tab,
as displayed below.

| Staff Details | Usual Working Hours | Holidays/ Year View |Timesheet | Training | Staff Development |

Annual Holidays
Year

2007 v

De-select
Days February
March
April

Sickness/
Maternity
Company

Holiday

M
Training Day 2

i
Working Day June

July

Unpaid Time Off

August

Holiday Day Off

September

Each cell is divided

into four time October
slots for the day:

November

> BN December
I -
es [ =< JE3

O T O~ [
O =~ =
O 5 O~ S [
O = S A = [
(S = [ G A = I 2 S S S G G
] R | ) S A S S R =
[5G [ G s o = S R G
S i | e R SR S SE SRR =
s S S 5 I S [ R S S S
(] S ] ] Y S S S R I ]
] S S S ) ) S S P B =

a) Left click into the Monday, Tuesday and \Wednesday of the next week from the
current week. Thiswill highlight the days and allow you to change the status of them.
Right click and write down the action options below.

b) Now select the Add Holiday/Time off option. You will now see the Staff Holiday
window, as displayed below.

Staff Holiday

Haliday Enkry
Start Date/Time

| Monday EW/07/2007 o000 |
Finish Date/ Time
\Wednesday 01/08/2007 23:59 |

Paid Holiday/Unpaid Time Off
|F‘aid Holiday

|
Day Count
B Calculate 0 %

‘Q Cancel ‘ ‘O Confirmn ‘
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) In the Start Date/Time field, leave as selected.

d) Inthe Finish Date/Time field leave as selected.

) In the Paid Holiday/Unpaid Time Off field drop the menu down and write down the
options below.

f) Now select the Paid Holiday option.

g) Under the Day Count area, select the Calculate button. Thiswill now confirm the
daysto be taken off.

h) Select the Add Holiday/Time Off button.

i) The holidays have now been inputted onto the Staff Record and notice the colour of
the days has changed from Green to Red.

Configure Timesheet tab

6. Select the Timesheet tab. Y ou will now see the Timesheet tab, as displayed below.

Staff Details | Usual Working Hours | Holidays/ Year Yiew Timesheet | Training | Staff Development
Work Hours Entered

Date selected

1z |3 |4 |5 |6 |7 Monday 23/07/2007

g [ 9 [0 |11 [z |1z |14 Attendance Entered For Day l\% Set as Full Week Off Sick

Entry Required l

a lf’) Set as Full Day Off Sick

1E 16 17 12 13 20 21

No Entry Required Maternity Leave

22 |23 (24 [ 25 | 26 | 2F | 8

Set as Full Week Off On

e Set as Full Day Off On l

Fy Set as Full Day Worki @
22 |20 [ =21 ltg Cantrac‘tfed Hour% l l Maternity Leave
l :) Set as Full week working l lu Add a specific Timesheet
. Contracted Hours Entry for the Selected Date
Work Hours Entered
Contracted Total Hours Entered
Work Hours 45 hrs For The Week hrs
Day of the Week Time From Time To Hours Type

[Q Remove Entry From List ]

a) Note down below the full description of all the action buttons available to you,
within the Timesheet tab.

b) Under the Work Hours Entered area, note and carry out the following.

In this section you have to confirm the hours that were actually done by the member
of staff. We already know what the contracted hours are. The days that are
highlighted in white are the weekends, along with the 3 days you have already
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selected as holidays for this staff member. The remaining days will be highlighted in
yellow, asthey are days that require an entry i.e. need confirmation of attendance and
hours done.

c) Inthe Date Selected field note that the day already selected, is the current day,
leave as selected.

d) Select the Set as Full Day Off Sick button. You will now see the Program Question
window, as displayed below.

Program Question

This will rernove any
entries for the current
day, and replace them

with hiours off sicl:,

wWiould you lke to
continue?

g/

‘@ Mo ‘U Yes ‘

€) Select the Y es button. Note: If you have selected a day that is currently selected for
a holiday the system will generate a warning window informing you that this entry
will overlap do you still wish to go ahead? You would have to remove the holiday
option in the Holidays Year View tab in order to show that day off, asa sick day in
the Time Sheet tab.

f) Select the Holiday/Y ear View tab. You will now see that the current day is
highlighted in Pink indicating that this day is either a Sickness or Maternity day.

0) Note down below the other colour codes and their descriptions, from the right hand
side of the Holiday/Y ear View tab.

h) Select the Timesheet tab.
You are now going to confirm that this member of staff has carried out all hours from
the last month up to and including yesterday, as today you have shown them off sick.
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i) In the Date Selected field, select the first day of the previous month.
]) Select the Set as Full Week Contracted Hours button. Y ou will now see the
Program Question window, as displayed below.

Program Question

This will rernove ary
entries for the current
week, and replace
thiern with your uswal
wiork hours, Wiould you
like to continue?

o @~ |

k) Select the Y es button. Notice you will now see under the \Work Hours Entered area
the full hours worked for that week.

I) Select the Monday of the next week and select the Set as Full \Week Contracted
Hours button.

m) Select the Y es button on the Program Question screen.

Continue to do this for every week until you come to the beginning of the current
week. NB: If you are carrying out this exercise on a Monday, then carry out the
following instructions for the Tuesday of the current week.

n) Select the Monday for the current week.
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0) Select the Set as Full Day Working Contracted Hours button. Y ou will now see the
Program Question window, as displayed below.

Program Question

Thiis weill rernove any
entries for the current
day, and replace them

with wolr Lsual wiork
hours, Would you like

to Ccontinue?

o @~ |

p) Select the Y es button.

q) Select and highlight the first working day, under the \Work Hours Entered area.

r) Select the Remove Selected Entry From List (@femove Entry From List | button.
Notice that the day, has now been removed from the list.

s) Select and highlight the first working day for next week, under the Date Selected
field.

t) Select the Add a Specific Timesheet Entry for the Selected Date button. Y ou will
now see the Timesheet Entry window, as displayed below.

Timesheet Entry
Start Time Finish Time & -

Boo 3| [1200 3

Hours spent working,/ off sick
|W|:|rkir‘|g v|

‘Q Cancel ‘ ‘O Confirm ‘
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u) In the Start Time field highlight the 09: and use the up spin button to select 11.

V) In the Finish Time field highlight the 12: and manually enter 16.

X) Inthe Finish Time field highlight the :00 and manually enter 30.

y) Drop the menu down of the Hours spent working/off sick filed and write down the
options available to you below.

z)_Select the \Working option. If thisisaholiday select the option.
a)) Select the Add Timesheet Entry button. The Program Question window will
appear and ask you to Confirm Hours Entry.

b)) Select the Y es button.

What you have done is changed the working hours for that particular day. Notice in
the Work Hours Entered area, under the Hours column, one of the days is now
showing 5.5.

Configure Training tab

7. Select the Training tab. Y ou will now seethe Training tab view, as displayed
below.

Staff Details | Usual Working Hours | Holidays/ Year View | Timesheet | Training | Staff Development
Attained Qualifications
& staff recard must be ~

created before you can ( )Add Qualification Achieved On Grade
enter work hours for that

staff rmermber, Press the

‘save details and
continue' button once Rernave
vou have entered the

details above, when

w

Ongoing Training

_) add Completed Qualification Day of We... Location Date From Date To Times Paid

Remove

i

Extra Details

This staff member is allowed to look after
children between the following ages: O Any
Age From Age To Age

MNotes

o v |0 Mriths o w9 | pnths
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a) Under the Attained Qualifications area, select the Add E button. You
will now see the Qualification Entry window, as displayed below.

Qualification Entry |Z”E”z|

Qualification

Dualification Mot Selected JEEES IS Tai=E New|

Date Attained Grade
7232007 v | |

[8 Cancel ] [I.J Add Entry ]

b) Select the Create New button. Y ou will now seethe Add a New Qualification
window.

c) Enter First Aid into the Qualification field. Now select the Add Entry button.

d) You will now see the Program Question window, asking you to confirm the
addition of the new qualification. Select the Y es button. Y ou will now be brought
back to the Qualification Entry window.

€) Drop the menu down in the Qualification field and select the entry you have just
created, of First Aid.

f) Inthe Date Attained field enter leave Today’ s Date, as the selection.

0) Inthe Grade field enter Pass. (Note you have to enter a Grade in the grade field
even though it may not be applicable)

h) Now select the Add Entry button. The entry has now been inputted into the list
under the Attained Qualifications area.

i) Select the First Aid qualification you have just entered and select the Remove from
List button under the Attained Qualifications area. Y ou have now removed the
qualification.

]) Re-enter the qualification, by following the above instructions but do not remove it
thistime.
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k) Under the Ongoing Training area, carry out the following.

) Select the Add button. Y ou will now seethe Training Entry
window, as displayed below.

Training Entry : E E'
Qualification
Dualification Mot Selected IR IS Te=E =g 8
Location
Date Start Date End

| 7/23/2007 v | | 7/23/2007 |v|

[] Training paid for by cormpary

Days and times of Training
Training Day  Time Start Time End

[ Monday o005 om0 %
[ Tuesday o005 om0 %
[ Wednesday |00:00 2| o000 4|
[ Thursday ~ (0:00 2| oooo 4|
[ Frilay o005 om0 %
[Jsatuday 000 | oooo 4|
[ Sunday o005 om0 %

[@ Cancel ] [l‘ Add Entry ]

m) Select the Create New button. Y ou will now see the Add a New Qualification
window.

n) Enter in the Qualifications field Advanced First Aid. Now select the Add Entry
button. The Program Question window will ask you to confirm this action. Select the
Y es button. Note: If you have already created this Qualification description the
systemwill warn you.

0) Inthe L ocation field enter College.

p) Under the Date Start field enter the date of the first Mionday of your next month.
g) Under the Date End field enter the date of two days forward from the Date Start
date.

r) Select the Training paid for by company check box.

s) Under the Days and times of Training area, carry out the following.

t) Under the Training Day column, select the check boxes for Monday, Tuesday and
Wednesday.

u) Under the Time Start column in the field opposite Vionday enter 09:00.

V) In the field opposite Tuesday enter 09:00.

w) In the field opposite \Wednesday enter 09:00.

x) Under the Time End column in the field opposite M onday enter 17:00.

y) In thefield opposite Tuesday enter 17:00.
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z) In the field opposite \Wednesday enter 17:00.

a)) Now select the Add Entry button. The Program Question window will ask you to
confirm this action. Select the Y es button. Y ou will now see the Ongoing Training
area, has been populated with the training details.

b)) In the Completed column, for this exercise leave the check boxes blank.

c)) Inthe Extra Details area, under the This Staff Member is alowed to look after
children of the following ages, select the Any Age check box.

d)) Under the Age From area, for this exercise leave blank.

€)) Under the Age To area, for this exercise leave blank.

f)) The Notes areaisfor

0)) Now create 4 more Staff Members inputting fictitious information. NB: This part
of the exerciseisoptional.

Configure the Staff Development tab

8. Select the Staff Development tab. Y ou will now see the Staff Development tab, as
displayed below. Thisareaisfor manually entering notes under the relevant headings.

Staff Details | Usual Working Hours | Holidays, Year View | Timesheet | Training | Staff Development |

Staff Development and Training Needs

82

Personal Development

(

Professionalism

Grading

Artion Plan Reguired

& B W

a) Left click into the Staff Development and Training Needs text box and enter
Training.

b) Below write down the description of all the other areas that can have notes added
to.

) Select the Save Details and Close button.
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Retrieve All Staff Members

9. Select the Staff button. Y ou will now see the Search Results window.
a) Inthe For Site Mentioned Below field, drop the menu down and select the Training
Nursery Site 1 option.

e Al Staff

b) Now select the Retrieve All Staff Members [‘-"‘ N derbers ] button.
¢) You will now see the Staff Member you have just created and any othersfor this
Site, available for selection

View a Staff Record

10. Once you have carried out the above, highlight the Staff Member you have just

@ Wienwy Staff Record

created and select the VView Staff Record ‘ button. Y ou will now see

the selected Staff Members record.
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Configure Staff Wages

11. Select the Staff button and carry out the following.
a) Select the Staff Wages |2 start wages | button. Y ou will now seethe

Staff Wages window, as displayed below.

Staff Wages
Site Selection
Site
‘Staﬁ’ Members who are not assigned o a specific site v|
Wage Run Creator
Wage Run Identifier Date Start Date End
| | | 1/ 1/2000 v| | 1/31/2000 v| ‘ e Create Wage Run

Wage Run Selection

IfJ Vigw Wage Runs older than 12 manths l

Select Wage Run \
| v| - st
|l3urrentl|_.r Viewing: |
~— ; Staff Mermber Payroll Mo, HoLrly Rate Total
Q; view fModify wWage

‘@ view Modify Staff
; Timeshest

Expaort to

cooll Accounts Package

Items in the list above that have a red background colour require the staff
members hourly work rate to be set, Click the itern in the list, then press the
“Wigw [Change YWage Details', “ou can alter pay rates for that particular staff
rmermber at the top of the screen. You can also alter all other wage details on the
screen, including hours worked, sick/rnaternity pay, tax deductions etc.

b) Under the Site Selection area, drop the menu down in the Site field and select the
Traning Nursery Site 1 option.

¢) Under the \Wage Run Creator area, carry out the following.

In the Wage Run Identifier field, enter, Test Run # (#isyour name).

d) In the Date Start field input the First day of the previous month.

e) Inthe Date End field, right click into the down arrow to the right of the field and
select the L ast day of the previous month, from the diary.
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f) Select the Create Wage Run l@ CEAtE WESR R | putton. Y ou will now see the
Program Question window, as displayed below.

Program Question

Please confirm creation
of a wage run for site:
Training Mursery Site 1
for the dates specified

o @~ |

g) Select the Y es button. Y ou will now see under the Select \Wage Run field the dates
you have just created. Note: The dates you have inputted will now be available for
selection any time you wish. To access wage runs longer than 12 months ago, you
would have to select the VView \Wage Runs older than 12 Months button and that will
bring up a list of all wage runsto date.

h) Highlight the dates you have just created in the Select \Wage Run field and select

W iE
the View Wage Run button.
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i) In the Currently VViewing field you will now see the dates you have selected and the
data, for example, as displayed below.

' 5 Staff Wages E]
\d
b

Site Selection

Site
|Training Mursery Site 1 iv] (&3

Wage Run Creator

Wage Run Identifier Date Start Date End '
| f =

\01/07/2007 v| |31/07 /2007 i~/ @ Cleatg yiane uh
Wage Run Selection
Select Wage Run ['EJ Wiew YWage Runs older than 12 months l Vigw Delete
|Test Run Amanda(01,/06,/2007-20/06/2007) |v] Wage Run Wage Run
[Currently Viewing: | Test Run Amanda (01,06, 2007 - 30,06, 2007) |

Staff Mermber Payrall Mo, HoLrly Rate Total

) ViewiModify Wage | | G e N VST I

?@ WigveModify Staff
Timesheat

o, BA

\d Print Single Wage

\j Print &l Wages

{ Export to
SHU Accounts Package

Items in the list above that have a red background calour require the staff
rmernbers hourly work rate to be set, Click the itern in the list, then press the

2 "WiewfChange Wage Details’, You can alter pay rates for that particular staff

| mermber at the top of the screen. You can also alter all other wage details on the
| screen, including hours warked, sickfraternity pay, tax deductions etc.
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J) Highlight the TR1 entry under the Staff Member column.
Select the \View/ Modify Wage Details button. Y ou will now see the Wage Details
window for TR1, as displayed below.

Wage Details

Standard hourly rate | IJEIQ Weekday overtirme rate EIDEI

The data oppasite has been | Tax code
taken directly from the - — !
timesheat entries that staff | Holiday rate 0.00)  warking Haliday Rate 0.00]

Weekend overtime DDD

rmermbers have entered,

Totals For Wage Run Period ITimB Sheet Entries |

&y changes to the standard

Hours Pay (E
hourly rate and overtime boxes Payments T ¥ (£) 1
at the top of the form wil Standard Hours Worked - 199) =0 0.00]
propogate down to the wage ; |
calculations below these Holiday Hovrrs Off | D'Du::f
boyes. Sickness Hours Off gj o D-DD:E
Yfou can also add an extra \Winekday Cvertime Warked oy o 0.00j
payment or deduction type |
and amount on the form Weekend Overtime Worked 0 o D-DD:E
;Eﬁﬁ';ﬁjt Egrei}fc?erpgf’eﬁﬁa Holiday Overtirne Worked 0 E'. DDE‘
deduction for a compary Maternity Leave Taken oo a
medical scheme, ; ' ; .
Extra Payvment drnount 0,00}

The 'Re-load Wage' button is
provided for when a staff

rmernber has had their wage Total Payments m

calculated from incomplete

timesheet data, and upon Deductions
redlisation have entered ]
timesheet entries after the Pension ! 0.00) wational Insurance DDD
?ﬁg%:gehgSrgiirlljgltc;éaﬁgh Childcare Cost 0.00| Tay Deductions 0.00]
the new timesheet entries, e B A e e D,Dq;

Total Deductions m

Close Forrm without
Sawing

TOTAL
£0.00

\'@ Re-load Wage ‘ ‘0 Save and Continue

Training Nursery Site 1

The top area is confirming the Staff Members name and the dates of the wage run.
k) In the Standard hourly rate field enter 6.10.

[) Inthe Tax code field, for this exercise leave blank

m) In the Holiday rate field enter 6.10.

n) In the Weekday overtime rate field enter 6.10.

0) Inthe Weekend overtime rate field, for this exercise leave Blank.

p) In the Working Holiday Rate field enter 6.10.

Note: Once you have entered this data the Pay column is now showing figures,
relevant to this particular months wages.

Note down below the heading descriptions under the Payments area.

Note: If you had an Extra Payment Amount to enter you would quantify this by
entering a reason in the field to the right.
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g) Under the Deductions area, enter the following.

Pension: For this exercise leave blank.

Childcare Cost: For this exercise leave blank.

National insurance: Enter 89.00.

Tax Deductions: Enter 165.45.

Extra Deduction Amount: For this exercise leave blank.

Note: If you were to enter extra deductions you would quantify that in the field to the
right.

Y ou will now see the final Totals have been configured, as displayed below. Please
not that the figures you have may be slightly different from the ones shown.

= =

B TR1 Amanda TR1 Randall

~ TOTAL
- £962.50

Standard hourly rate E:._I_LJ,' Weekday overtime rate 6.1Dj
The data opposite has been | Tax code ' : ; : 0.o0)
taken directly from the | Weekend avertime —
timesheet entries that staff | Holiday rate 8.10]  ywwerking Holiday Rate 6.10|
members have entered, - = B
Totals For Wage Run Period | Time Sheet Entriesi
&y changes to the standard p " Hours Pay (£]
hourly rate and overtime boxes || a¥Ments r 3 = e e
at the top of the form wil Standard Hours Worked 199 30 1216.95]
propogate down to the wage ; [ 1
calculations below these Holiday Hours Off oy o s
boxes. Sickness Hours Off 0 0 D-DD._.:
You can also add an extra Waskday Overtime Worked oy o 0.00|
payrment or deduction type B -
and amount on the farm Weekend Cvertime YWarked 0 0 D'DD._.:
opposite. For examnple, you ! : 0 0 .00l
may want to enter an extra Holiday Crvertime Worked
deduction for a company Maternity Leave Taken o o 0|
medical schierme, ) : —=
Extra Payment Amount | 0.00]
The 'Re-load Wage' button is ; _ :
mermber has had their wage Total Pavments
calculated from incompleta -
timesheet data, and upon Deductions
redlisation have entered y ]
timesheet entries after the Pension 000 Mational Insurance BQ-DD._.:
wage run has been calculated. : 0.00 ; 165,45 |
The Wags is re-calculated with :.Chlldcare Cost | Tayx Deductions
Hieriow tieoh el Ehttes: | Extra Deduction Amaount | 0.00]
Total Deductions

Close Form swithiout
Saving

8 Re-load Wage

‘ ‘0 Save and Continue

Training Nursery Site 1

Re-load wage

Note: The Re-load Wage =2
all the information you have just inputted.

r) Select the Save and Continue button. You will now see the Program Question
window asking you to Confirm Saving of Modified Wage Details.

s) Select the Y es button. Y ou will now see the TR1 has their wage details inputted
into the Staff \Wages window.

button is available, if required, to delete
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t) With amember of staff highlighted, select the Timesheet Entries tab. Here you can
view all the dates, times, hours and description of Typei.e. Worked/Holiday etc., by
the selected Staff Member, for this wage run.

u) Select the Close Form button and select Y es to the confirmation question.

V) Select the Print Single Page button. Y ou will now see the single wage report ready
to print off. For this exercise close the window down without printing.

w) Select the Print All \Wages button. Y ou will now see the wages report ready to
print off. For this exercise close the window down without printing.

x) Select the Close Wages Form button.

Configure View/Add Company Holidays and Bank Holidays

12. Select the Site Closure Days button. 'Y ou will now see the Company Holidays
and Bank Holidays window, as displayed below.

Please enter the dates Site Narme Date Start Date End Diescription
(inclusive) Testing Workbook Mursery 09 April 2007 09 April 2007 Test Holiday
Date start Date Training Mursery Site 1 25 December 2007 25 December 2007 Christrnas Day

|24/07/2007 [w] 24j07/2007 [v]

Description

For site mentioned below
|F'Iease Select a Site [v]

@Remuve ] [\_) Add New ]

Lse this screen to enter
company holidays, such as
Bank Holidays, Christmas
Holidays etc.

Enter the Date start and
Date End above, then enter
a description such as 'Bank
Holiday' then press ‘add new:',

Once you have finished
entering holidays, press the
‘save details and daose form'
button, Please be patient as
this can often take a little
while to complete.

[Q Close Farm ] I\) Save Details and Close Form ]

Under the Date start field select the date for the May Day Holiday for the current
year.

Under the Date end field select the same date as the start date

Under the Description field enter May Day Bank Holiday.

In the For site mentioned below field drop the menu down and select the Training
Nursery Site 1.

Select the Add New button. The holiday information has now been transferred into
the list of holidays.

Select the Save Details and Close Form button. The Program Question window will
appear, asking you to Please confirm Company Holiday changes.

Select the Y es button.

Connect Childcare Workbook V3 Page 23 of 28



Configure Annual Holiday/Working Time View with Dates of Note

13. Select the Annual Holiday/Working Time View with Dates of Note button. You
will now see the Annual Holidays window, as displayed bellow.

e Select site to view
G2 Fam |y site Selected

Company

Staff Holidays

Annual Holidays

1 Selected 7
vear (2007 _ Staff Member Mone Selected ™ | viewing : All Work Days and Company Holidays

January

February
March
April

May

June

i B B B F ¥ B0 i1 [iz 1z [1F [[& |15 [IF |18 [17 0 EL Ee B= B4 ES Fe BF B2 B9 PO F1L
July
1 g B B F [0 [IT [iZ = [iF I5 |15 [7 |18 [7 E0 FL B2 B® P4 FS B BF B2 f9 B0 B
August
1 B B B F F [0 (11 (12 13 (14 s (16 [1F 18 (19 po Rl EE ORI B4 RS OEE EF RS E3 RO
September
1 B B F B0 [ [i2 Iz 14 & |15 7 |18 [13 E0 L B2 B= B4 RS Pe BF E® f3 PO P
October
i B BE B E F F B0 [T |2 [iz 14 @5 [I& [IF |18 [3 E0 Bl F2 B E4 S E6 B7 P2 E9 BO
November
T g B B F F [P0 i 1z 3 14 ps (e [1F [E (13 po k1 k2 B3 B4 RS RE EF RS
December

(<l
Dates of Note
Date From

Date To

24072007 ]| [24/07/2007 [v]

Description

=] FO Fl
|

For site mentioned below
o it Selerted

Site Mame

Date From

Date To

Description

|
[“ Add MNew ]
]

[Q Remaove

a) Under the Select site to view field, drop the menu down and select the Training
Nursery Site 1 option. You will now see the Company Holiday of May Bank Holiday
you configured earlier, highlighted in Y ellow.

b) In the Annual Holidaysfield, leave the selection, as the current year.

¢) In the Selected Staff Members field drop the menu down and select TR1 # (#is
your surname), TR1 # (#isyour first name). You will now see the Holiday you
configured earlier in this exercise, highlighted in Orange.

d) Under the Dates of Note area carry out the following.

€) Under the Date From field, select the date for Vi othering Sunday, for the current
year.

f) Under the Date to field, select the date for Mothering Sunday, for the current year.
0) Inthe Description field enter Mothering Sunday.

h) Under the For site mentioned below field, drop the menu down and select the
Traning Nursery Site 1 option.

i) Select the Add New button. The Program Question window will appear and ask you
to Please confirm the addition of anew date of note,

]) Select the Y es button. Y ou will now see the entry has been inputted into the Dates
of Note area. Highlighted in blue and white is the same entry, entered in the Annual
Holidays area.
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k) Select the Close Form button.

Add a new user

14. Select the Staff Q e icon button and carry out the following.

a) Select the Program Users and Passwords I“@ Froaram Lsers and Passworck l icon button
you will now see the Users Names and Passwords window, for example, as displayed

below.

-

& User Hames and Passwords

-

=0

Users

I Liser Mame
| connect

| nicola

| Test

| Test User

| Training 1

Account Type
Cormpary Administrator
Cormpary Administrator
Site Administrator
Cormpary Administrator
Cormpary Administrator

£

E::’I!-_;? tlh -‘I:"-dd NEW
Q Femove

n Change

~ ¥ Password
= e Modify
*-giii Permissions

@ Close

(compary adrinistratar)

To alter passwords please select a user from the list and press the View Modify button.

Ersure that you have at least one wser on the systern who has full access to the programm
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b) Select the Add New (S22
window, as displayed below.

r

User Details

icon button. Y ou will now see the User Details

User Login Details

Login Name Password :::.;515 Confirm Password Account N
|Standard User :v:

This User is allowed to access data regarding_ the following Site

|&llowe access to data from all sites :v:

This user is allowed to mudiﬁ.r details in their own staff record for the purpose of

entering work hours, change of address etc. Select staff member below:

Mo staff member selected v

Permissions

[] Company Holiday Modification

Schoaol Details Madification
[] Repaorting (Financial ete.)
[] Biling Run/ Wage Access

[] Site Details/Session Modification

[ Allawy allocation of Customer Discounts

[] Create Users ar Maodify This Screen
[] Access All Staff Recards
Child Details Modification

[] Multi-Site Data Access

[] Allowy to removefalter finalised
invoice runs - NOT RECOMMENDED

@ e N Confirm
u Changes

¢) Under the field description Login Name enter Training User 1
d) Under the field description Password enter trainingl (Please type thisall in lower

case, no gaps).

€) Under the field description Confirm Password enter trainingl.
f) Under the field description Account Type drop the menu down and write down the

options bellow.

g) Now select the Company Administrator option. Notice the moment you do that all
the available options under the Permissions area have been selected.
h) Note down below what Permissions are allowable for a Company Administrator.
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i) Drop the menu down in the Account Type field and select the Site Administrator
option. Now note down below what Permissions are allowable for a Site
Administrator.

J) Drop the menu down in the Account Type field and select the Standard User option.
Now note down below what Permissions are allowable for a Standard User.

Note within the permissions for a Ste Administrator Account Type or a Standard
User, it is possible to customise the permissions by selecting any of the unselected
permissions boxes. Thiswill allow the permissions to be saved for that user only.
k) Re-select the Company Administrator under the Account Type field.
I) Under the This user is allowed to access data regarding the following Site field,
drop the menu down and Select Training Nursery Site 1.
m) Under the This user is allowed to modify details in their own Staff Record for the
purpose of entering work hours change of address etc. Select Staff member below:
field drop the menu down and select TR 1 # (#isyour Surname), TR 1 # (#isyour
first name.)

. O Confirm .
n) Select the Confirm Changes Changes | button. Y ou will now see the Program
Question window asking you too, Please Confirm Changes of User Login.
0) Select the Y es button. Y ou will now see the Users Names and Passwords window,
with the new user entered on the list of users.
p) Note down below the descriptions of the other action buttons, you have available
within the Users Names and Passwords window.

In order to access any of these other actions, you would first have to highlight the
user in question.
g) Now select the Close Window button.
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This concludes the exercises for M odule 3.
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