EGRESS SYSTEMS TRAINING AID: = EG RESS
TRAINO12-01 SYSTEMS

The Old Wheelhouse, Hall Farm Yard,

Main Street, Kirklington,
Nottinghamshire, NG22 8NN

AUTHORISING OVERTIME — ANSWERS FOR TRAINING EXERCISES
Answers are applicable to exercises A, B & C

1. Go to the exceptions facility and amend the date range to the date range
indicated in the question by clicking on the pink box:

Exceptions 08401 /2007 - 14,01 /2007 Authorise
_ T I

1 Absences [0 oday

Yesterds
[ Targets (9] This"»-\-"e;:k |MDH 15 Jan 2007 j
1 “Worked Bank HLast week
3 ‘Worked Defaulj Last = Days |m 21 Jan 2007 j
Dy

1 Unauthoriged O

[ biz=zing Clockin Aways
L 1540142007 - 214012007

Expand the Unauthorised Overtime folder and the All group and find the
employee indicated in the question. Click on the date to go to the timesheet:

Exceptions 15/ /2007 - 21/01 /2007

1 Abzences [0] S
1 Targetz (10)

1 *worked Bank Holiday (0]

1 *worked Default Shift [10)

1 Unauthonzed Overtime [27]

Jayna Arlan. 104772
154012007
164012007
17/01./2007

Thereza Diamond. 103246
15/01./2007

qu § lespie. 108347

A01/2007
18/01./2007
19/01./2007

(I
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Right click on the unauthorised overtime and select the Quick Authorise Rate
1 option:

103846 Theresa Diamond [Schedule: Works 3 Shift System, Weekly Rule: Works)

[Data In Jow Jin Jout  [Ratei[Rate 2 [Rate 3[Rate 4[Rate 5 [Rate 6 [ Shift
\ | |x01.00 [x11.25 |x01.33 |x01 50 |x02.00 |x02 560 |

1551 2028 21:02 0300 0830 D2gm WKS3
Tus 16 Jan 1565 20030 2065 0101 0830 2 I WKS3
wed 17 Jan 1653 20:34 2103 01:02 08:30 Uik Puthoiics Rate s | Wiks3
Thu 18 Jan 1546 20:28 2101 01:00 08:30 Quick Authariss Rate 4| WKS3
Fri19 Jan 1863 20:32 2057 04:30 Quick Authorise Rate 5 WKS3
Sat 20 Jan Cuick Autharise Rate & ‘

The overtime will be added to the time accrued at rate 1:

103846 Theresa Diamond (Schedule: Works 3 Shift System, Weekly Rule: Works)

Diate In it In Ciut Fate 1|Rate 2 | Rate 3 [Rate 4 |Rate & | Rate 6 | Shift
%01.00 |x01.25 [x01.33 [x01.50 (x02.00 |=x02.50

kaon 15 Jan 1661 20:28  21:02 03:00 10:30 00:00 WS

Tue 16 Jan 1666 20:30 20:66 01:01 0830 WS

2. The correct date range should already be showing in the Exceptions facility so
find the employee in the tree view and click on the date to go to the
timesheet:

[REr Ry S ETE]]

=

_ 17/0/2007

il 18/0/2007

& ScottVanderspool. 107456
il 17/01/2007

8 Karg “wates 105438

_ A0/2007

_ 17/0/2007
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Left click on the unauthorised overtime to bring up the Authorise box. Select
a reason and set amount to authorise to zero. Click save:

107456 Scott Vanderspool (Schedule: Works 3 Shift System, Weekly Rule: Works)

Date In Clut In Ciut Fate 1 |Rate 2 |Rate 3 |Rate 4 | Rate & | Rate b [ Shift
x07.00 [=01.25 |x01.33 [=x01.50 |[x02.00 |[x02.50
bon 16 Jan 1566 20:27  20:68 0068 0830 WS
Tue 16 Jan 15:68  20:30 20:69  01:04 0830 WS
YWed 17 Jan 1545 20:31 2102 02:37 0830 0130 WS
Thu18 Jan 15:62  20:34  21:.00 O00EE 0830 WKS3
Fri19 Jan 1567 20:33 2067 04:30 WSS
Sat20 Jan © i
& Authorise
Sun 21 Jan - E@E
— Authorise
Weekly Hours 17 Jan 2007
" Amount Ta
Weekly Fules Applied Authorise oo DA R -
‘Weekly Gross Totals ' 2= 0.00 0.00
Reason | Denied Overtime -
Comment
l Save’\L Eang:el l Manyal
E dit Edit
|
i

The overtime is removed from the timesheet:

107456 Scott Vanderspool (Schedule: Works 3 Shift System, Weekly Rule: Works)
Date In Out In Out Rate 1 [Rate 2 |Rate 3 [Rate 4 |Rate 5 |Rate b | Shift
«071.00 |x01.25 [x01.33 |x01.50 |[«x02.00 |=x02.50
ton 15 Jan 15:56  20:27 2068 0058 0830 WS
Tue 16 Jan 1556 20:30 2059 01:04 0830 WKS3
Wed 17 Jan 15:45  20:31 21:02 0237 0830 00:00 WES3
Denied Overtime
Thu 18 Jan 15:52  20:34  21:00 0056 0830 WSS
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3. Amend the date to the date indicated in the question by clicking on the pink
box:

Excgptinns 150172007 - 21/01/2007 I Timesheet

= Tod
1 Abszences (0] "r'gst?a}rlda}l

[ Targets (100 | This Week | 24 Apr 2007 j
1 Worked Bank HLast Week
1 Worked Defaul Last » Days

1 Unauthonzed O

3 Missing Clocki Date Range
izaing Clocking s
From Timesheet 24/04/2007 _m

Expand the Unauthorised Overtime folder, right click on the All group and
select Authorise to open up the Bulk Authorisation window:

Exceptions 24/04/2007

1 Abzences [£)

1 Targets [0

1 “wforked Bank Holiday [0)
1 Worked Default Shift [3)
1 Unautharised Owertime [5)

3 Fay Autharise
1 Cany Refresh k
|_:j Firstmmrer TTT
[ Starter [1]

[ Weekly [B)
1 Works [B]
1 Missing Clocking [0
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Check that the correct date and group are showing and click on the

employees who worked the WKS1 shift to highlight. Click on the Authorise
button to bring up the Authorise box:

Authorise
?
— Report Period ' Day Groups
Start Date End Diate |A” v| ‘
S Tue24Apr2007 - M| = Tue 24 Apr2007 [~ b

Mumber | First Name [ Last Name [Date

106744 Amita Migtry

_____ 09:00

Hours|FluIe | ule Start] Rule End| Clack In| Clock Out Author
103845 Theresa  Diamond 24/04/2007 2 0200 WKS3 1600 0100 1545 (0330 et

10 Fiahul K.ahli ' 01:30 WkST 0000 03:00 R
104772 Jayna Amlari 24/04/2007 2 0200 'wks3 1600 .00 1800 04:00
108347 Eva Gill=zpic 24042007 2 02:00 'wk53 1600 0100 1600 000

Roberts-Horsfield 24/04/2007 2

31 0000 03:00

Select an appropriate reason, check that the pay rate is correct and enter the
amount of time to authorise (01:30) before clicking save:

,ﬁ Authorise |z| |E| fgl

— Authorise 3 Exceptions

Amount To LJal

Authorise 01:30 ToRate

Reaszon

|.-’-‘«uth0rised Ovwertime v |

Comment

5 Cahcel
ki E dit
"
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Repeat with the remaining employees who worked the WKS3 shift.

The overtime will be authorised on all selected timesheets:

106744 Amrita Mistry (Schedule: Works 3 Shift System, Weekly Rule: Works)
Date In Dut In Dut Rate 1 |Rate 2 |Rate 3 |Rate 4 |Rate b | Rate b | Shift
x01.00 |=01.25 |=01.33 |=01.50 |=02.00 | 0250
on 23 Apr 23561 04:28  0%01 0904 08:30 W1
Tue 24 Agr 23500 0432 0457 1035 0830 01:30 WS
Authorised Overime
Wed 25 Apr ZREV 0427 0R:0Z 0867 0830 WS

4. Go to the exceptions facility and amend the date range to the date range
indicated in the question by clicking on the pink box:

24,/04/2007

Exceptions
1 Absences [2)

| Timesheet

Today
V'esterday
This Wweek

\Mon 12 Feh 2007 +|
|EM 18Feb 2007 v

1 Warked Defaull
1 Unauthorized O
[ All[3)

[ Pawroll (31 |From Timeshest

12/02/2007 - 18/02/2007

Expand the Unauthorised Overtime folder, right click on the Canteen group
and select Authorise to open up the Bulk Authorisation window:

Exceptions 12/02/2007 - 18/02/2007

1 Absences (0]
1 Targetz [10]
1 Worked Bank Holiday (0]
1 Worked Default Shift [12)
1 Unauthorized Overtine [36]
[ All36]
[ Payroll [30]

Refresh

[N [

Ll 15/02/2007
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Check that the correct dates and group are showing click on the Authorise
button to bring up the Authorise box (there is no need to highlight any
employees):

Authorise

?

— Report Period

(G”"ps

Start Date End Date Canteen v ‘

Mon 12 Feb 2007 | -| M| = Sun 18 Feb 2007 | ~| |

Nurnber ] First Name[ Last Name| Date Hours|HuIe [ Riule Start| Rule End] Clock In] Clock Out Authoriss
107677 Rahul Kohli 16/02/2007 01:15 w51 00:00 0300 2400 10:15

02:00 wKS51 0000 03:00 2345 11:00
01:45 w51 0000 03:.00 24:00  10:45
07:00 wKS51 0000 03:00 24:.00  10:00

106744 Amiita Mistry 16/02/2007
106744 Armirita Mistry 1540242007
106744 Amiita Mistry 14/02/2007

2
107677 Fahul kohli 159/02/2007 2 01:30 k51 0000 03.00 2400 1030
108347 Eva Gillezpie 1640242007 2 01:45 w57 0000 09:.00 24:00  10:45
108347 Eva Gillespie  15/02/2007 2 01:15 WwK51 0000 03:00 2345 1015
108347 Ewva Gillezpie 1340242007 2 01:45 w51 0000 0500 2345 10:45
108347 Eva Gillespie  12/02/2007 2 01:30 wK51 0000 03:00 2400 10:30

2

2

2

Select an appropriate reason, check the rate is correct and tick the All box to
authorise the amount of time each employee has accrued rather than a set
amount:

ﬂ Authorise
— Authorise 9 Exceptions
Amount To Al
Authorise To Rate
Reason | & therised Ovetime w
Comment
Cancel
g Edit
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The overtime is approved:

107677 Rahul Kohli (Schedule: Works 3 Shift System, Weekly Rule: Works)
Date In Cut In Ciut Fate 1 |Rate 2 |Rate 3 |Rate 4 |Rate 5 |Rate & | Shift
x01.00 |x01.25 |x01.33 (x01.60 [x02.00 [x02.50
kon 12 Feh 23670 0425 0453 0901 0830 WKS1
Tue13Feh 23690 04:29 0502 0901 08:30 WS
YWed 14 Feh 2357 0427 0903 0853 0830 WS
Thu 15 Fehb 23530 0430 0%:02 10:30 0830 0130 WS
Authorised Overtime
Fri 16 Feb 2356 0429 0457 10:20 0830 0115 WKS1
Authorised Owvertime
01/04/08
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