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Introduction

Thank you for choosing MyWebWorkplace.net.

MyWebWorkplace.nets an integrated suite ain-demand software modulegachof whichtarget a
distinct business process to improve efficiency, accuracy, compliance & commumitataghout your
organisation.

Each module is available separately as a powerful standalone system or alternatively, multiple modules
that inter-connectand work together to promote successful business automation.

MyWebWorkplace.nehas been designed to be simple and quick to setup but able to accommodate all
business models. Its versatilgjves you complete control over its implementation and a tiigiib your
organisational needs

Purpose

This guide is intended for all usersMyWebWorkplace.net

Scope

This guide will cover all requirements of use and configuration of MyWebWorkplace.net.

Convention Key

This guide uses the follow conventionsdescribe particular parts of MyWebWorkplace.

Underline ==) Hyperlink (e.gCreate Leave Requ@st

Italic =m) Section title(e.g.My Current Leave Requests)
W{AYy3IES |jd2i EAQT R 6S®PId WC2NBYyIl YSQU
[Square brackets] ==) Button(e.g. [Submit])

Bold

== Menu route with > between selections (eMy details > Groups)

HTTP://MWWP.ME Web address

—
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Describing MyWebWorkplace.net

MyWebWorkplace.net is focused on providing perfect business automation across your organisation.

Business automatiois achieved by giving controlled access to your employees to help streamline and
communicatethe numerousprocedures that take place to both support and run a heatihg prosperous
organisation.

Each business procedure is availabla asandalone module with in MyWebWorkplace.net that can be
adopted and laid across your organisation to help promote better teamwork, reduce errors and improve
communications in that particular area.

Additional modules can be switch on at any time to adebger and more practical support to your
business. The related information in all adopted modules will automatically be shared across other
modules and work together to provide enhanced data capture and further reduce both double entry and
inaccuracies.

—@—@ ViyWebWorkplace.net
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Setting Up the system for the first time

Follow the instructions in th&etting Started GuideWe strongly recommend the guidance is followed
closely to @sure a straightforward setup. The following points are covered in more detalil.

1. Create your account by going ftwip://mwwp.me/client_new and following the instructions

2. Once setup, login and update the registerggkrs employment start dat®éople > user name >
edit)

3. Add LicencesAdmin > Licences)

4. Setup the Calendars for the countries you operateAiingin > Settings > Calendar Sets > Add)

5. Setup the Work Patterns that your employees follamdrin > Settings > Work Patterns > Add)

6. Add your GroupsGroups > Add)

7. Add your AreasAreas > Add)

8. Edit the Absence types available to your employees to request leave agsdnsin >

Holiday/Leave > Absence Types)*

9. Edit the Absence Rulés suit your company policieddmin > Holiday/Leave > Absence Rules)*

109 RAG GKS !'yydzZadf LYONBYSyda G2 adz (Admi@>dzNJ O2 YL
Holiday/Leave > Annual Increments)*

11. Setup any Mandatory LeavAdmin > Settings > Calendar Sets > Add)*

12. Edit the Core defaults to suihé majority of your employee®@min > Settings > Core Defaults)

13. Add your Employee®éople > Add or Admin > Files > Bulk User Template/Upload)

14. Assign a Manager to each Gro@rdup > Group link > Edit)

* Optional

Suggestion

When using the bulk upload feature it is recommended that you upload Employees that match
the Core Default settings as these settings will be applied during the upload, (although an
employee can be edited after they have been added). Once one group of employees have been

uploaded, go to Core Defaults and change the settings (Calendars, Work Patterns etc) to suit
the next batch of Employees. The name of the Bulk Upload Template file can be changed to
remind you of the employees that the file contains.

—@—@ ViyWebWorkplace.net
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First-time Users

Every User bMyWebWorkplacenet will receive an email to confirm their email address which will contain
a link to activate their access to your account. Once their account access has been confirmed another
email will be senta them with a temporary password which will have to be changed to their preferred
password prior to accessing the system. Passwords are required to be;stiepgnust be at least 8
characters lon@nd include at least one capital letter and omember.

The initial email confirmation request will be automatically cancelled if not used wiB dtays of it being
sent. With out confirming a useesnail address they will not have access to your account. Another email
validation can be sent from the login page.

Email

Password

Remember me for a day Mo Auto Login / Pause

Password Reset Account Unlock Email Validation

The login page is located wtre://MmwwP.ME/LOGIN

Once logged inthe user can initiateK SA NJ £ S @S 0280t S o6& SAlKSGIT®S I|j dzS
link inMy Current Leave Cycle at the top of the users Dashboard
g sl 100l L - NELEL LEQVWE R.EL L-Etof Lea“e
My Current Leave Cycle
Total Records: 1
Create GoTo
Cycle Starts Wed 01 Apr 2002 ; Ends Wed 31 Mar 2010
Is Current Yes
. - Baszed on Working Day of 07:30hr
On Creationthe Leave Cycle will include any e ey
. Annual Leave
Mandatory Leave, Carry Over Entitlement and
. Carry Cver Days 0.00d
Annual Service Award days.
Base Days 25.00d
Adjustment Days 0.00d
Total Days 25.00d
Unused Days 22.00d
Approved Days 3.00d
Taken Days 0.00d

Ahzpnras Renuests

—@—@ ViyWebWorkplace.net
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Instructions for Annual Leave

Dashboard My Current Leave Cycle >Create Leave RequeSR

Actions > Holiday/Leave > Create Leave Request

O o IVIVWebWerkplaceinet

Test | Absence Management

L Holiday/Leave Sickness  Sickness Analysis

Create Leave Request

RequestFor  Lee JPorter/Mgmt -

Type AnnualLeave  ~

From E
=

To

ReasonMotes

[ Add || cancel |

Complete the form and click [AddThis will create a draft leave request that will need to be submitted for
approval by your Home Group Manager.

ABSENCE RULES
As the leave request is creatédvill be compared against any leave rules that apply at that point in time.
If the request coflicts with any of the rules they will sholil against the corresponding leave rule.

Absence rules can be added and edited by going to AdrHsliday/Leave > Absence Rules.

SUTmLLEL Lrrlijus 1nss

Mandatory Rules Status ~ Pass A summary of the status of all rules are combined to
Warning Rules Status Pass be shown on the leaveequest with a breakdown of
Could be Approved Yes each rule at the bottom of the page.

Annlierd

CHANGING THE DAYS AND HOURS

Leave Request Days The period of time that the leave request refers can be
Total Records: 12 ; L. ) .
Period 1 Period 1 Period 2 Period 2 Line changed prior to submitting it for approval in two
Date Start End Start  End Hours Days Comment Type . . .
Mon4nM0 0900 230 130 1730 0730 100 wirg  WAyS. Either selectinghangenext to the Duration of
Tue 152010 0%:00 1230  13%30 1730 0730 100 Wk the request or by clicking [Change Leave Days] below
Wed 16un2010 0%:00 1230 1330 17:30  07:30 L00 Working
Thui7dun 2010 09:00 1230 1330 1730 0730 1.00 weiins  the Leave Request Day breakdown.
Fri 18 Jun 2010 09:00 12:30 13:30 17:30 07:30  1.00 Working
Sat 19 Jun 2010  00:00 00:00 00:00 00:00 00:00 0.00 Day Off One perlod Of a dawg the mOI’nIng))I’ a Wh0|e day
5un20Jun2010 00:00  00:00  00:00  00:00  00:00 0.00 Day Off

Mon 21Jun 2010 02:00  12:30  13:30  17:30 0730 1.00 Warking can be l’emoved by Changing the Start al"ld End timeS to

Tue22un 2010 0900 1230  1%30  17:30 0730 L.00 Waorking . . . . .

Wed 233un 2010 09:00  12:30 1330 1730 07:30 100 Working 00:00 and click [Smelt]The duration is recalculated
Thu 24 Jun 2010 09:00 12:30 13:30 17:30  07:30 100 Working to reflect the Changes

Fri251un2010 09:00  12:30  1%30 1730  07:30 1.00 Warking

—@—@ ViyWebWorkplace.net
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SENDING FOR APPROVAL Create Leave Request

Once the details of the request have been reviewed, the request can -~=“*="" ™%

sent to the manager by changing the status to Send for Approval. By, wekeatizn Company Standard

selecting Withdraw cancels the request. An email will be sent to the| .oe, ... &S

Manager notifying them of the waiting leave request. :m ’:251;320210010

Once the leave request has been made it can be foumdyiGurrent D;gwf ;::;du

Leave Requests on the Dashboard and My details > Leave requests > Sue::::smms E;ﬂ

Current leave requests (in all statuses including draft The detail of the S Draf ]

leave request can be accessed by clicking on the correspoAthisence | sumi=d for spproval

Ret ——
Could be Approved Yes

CANCELLING LEAVE Applied

Mandatory was Overridden Mo

AlLeave request can be cancelled at any time during the approval | removes
. . . - - Updated : 08/12/09 14:31LIF
process by navigating to the specific request and selecting Withdraw ' - 08/ 12/08 1991

and clcking [Submit]. An email will be sent to the Manager informing
them so long as it has been sent for approval.

The Manager of the Home Group for the employee requesting leave will receive notification of the pending
leave request by emk The email has a quick link to go straight to the requested leave.

The leave approval page is similar to the requesting leave gdgemanager can see the details of the
request including whether it has conflicted against any Absence Runeslditon the page has an
Approval Decision. TheApproval(s) areaoffers futurecompatibilityfor multi-line approvals.

Suggestion

Absence Rules should be used to alert the manager of any situation that they would be mindful o

as key personnel being ayat the same time or department levels falling below a critical threshold
(see Absence rules for more information).

The Manager can see the leave that falls at the same time as the requested leave by @@rioapto>

Group Name> Holiday/Leave. T -

APPROVING LEAVE

on hold all with notes to support the decision. In s e |
each case an email is sent to the requester with t
decision and a link to the request.

——@ ViyWebWorlkplace. Uﬂ@ﬁ
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The kave cyclananages the entitlement and the period in which it is valid. Base Leave entitlement

for an employee is configured Reople > employee name Edit under Edit Employee Detail. This amount
renewsfor eachconsecutivd_eave period. The leayperiod is also set iReople > employee name Edit

Fd W[ SIFE@S adlINIia 2yQo ¢ KS f SI Oreadsadplegyee Ol y KI €

Leave period

Company Cycle Yearly

Personal Cycle from date entered

Personal Cycle from Start date

Personal Cycle from month of start dat€')1
Personal Cycle from Month after start dat€'j1
Personal Cycle from 3 months on from start dat®) (1

When adding an employee the leave cycle configuration is taken Adwin > Settings > Core Defaults.

The following adjustments can be made to an employees leave cycle:

CARRY OVER ENTITLEMENT
Carry over can be amaged by selecting a maximum numbeeatitiementdays allowed to automatically
carry over to the next leave period Admin > Settings > Core Defaults at Wax Carry Fwd Leaed LF¥ @

employee hagewer days than the maximum allowed, then thisiaunt is carried over instead.

Furthermore an absence ruls availableat Admin > Holiday/Leave > Absence Rules (FT Carry Over must
be used within NDays of Cycle Statb ensure thatcarried over entitlements used within a set time (e.g.
90 days after the start of the leave cycle).

MANDATORY LEAVE
Mandatory Leavést LJLJE A SR 2 GKS [ SI @S 0e80t S RSLISydiplefd 2y
Employee name Edit.

The application of thélandatory leave cabe applied automaticallgyvhen the leave cycle is first created
or manually by going tAdmin > Holiday/Leave > Leave Cycles > Bulk Process Adjustmentd o ensure
MandatoryLeave is appliedutomatically go taAdmin > Holiday/Leave > Absence Rules and ensure the
NHzM&ndary Leave auto applidédl sét tb beused.

Mandatory Leave can be edited Admin > Settings > Calendar sets and added by going tAdmin >

Settings > Calendar sets > Add. An existing Mandatory Leave Calendar set is already preconfigured called
W5 ST daftdai aRI2Ba y20G O2y Gl Ay lFyeée alyRFEG2NE S @S |
on the Period Namdor the year the new Mandatory Leave dates fall in.

Fou years are automatically addethen adding a new Calendar set. To additionalyearson the end
of the calendar years already availabeK  y IS WbdzY t SNA2RaQ FNRY n G2
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way any number of additional years can be added #redMandatory dates that fall in each year should
also be added.

¢CKS Wwaidl NI FTNRYQ 2 &preleiefyedrly dyckysRsedwhizhShéneffsyh@é dzNB &
administrator adding the mandatory LeaveheTWorking days are taken when adding a new Gideset
to give you more information when applying the Mandatory Leave dafése Mandatory Leave added to
the Calendar effects each employee depending on his or her own Work Pattern.

ANNUAL SERVICE AWARD MANAGEMENT
Annual Service awandill be automatica f & | LILJX ASR G2 GKS [ SI @snudde Of S
Increment®) Ay tESHoyée Same Edit.

The annual service award is given to employees depending on their length of service and adds extra days
to their entitlement.

The annual service award is applied in two parts for any particular year the award applies to. Firstly a
proportion is applied at the beginning of the leascle(determined by the setting in Peopleemployee
name>W[ S| @S a)and M&EnZanothépBopoLiion is applied on the anniversary of the employees
start date.

The Annual Service Award is managed by goigitoin > Holiday/Leave > Annual Increments. An

LyydzZk £ { SNIBAOS ! g NR A& | f NSFR& LINBEO2 Yice Avdudizbils R C
be edited by clicking o€ompany StandardTheAnnual Increment set is shown which allows for each

service year to be configured for the correct amount of additional days to be added to the entitlement up
G2 pn &SIFNRBR® |NES QA NS SNG I NU20 WIKYS S L 28SSa TAI
days added here would be immediately added to the employees entitlement on their first days at work.

MANUAL ENTITLEMENT ADJUSTMENTS

A manual adjustment to an employees entitlement denmade by going tBeople > employee name>

leave cycles. From there select the Cycle start date for the leave cycle the adjustment falls in. This then
shows the current adjustments already added for that leave cycleAalodedit Leave Cycle Adjustment
section to manually add an adjustment.

An adjustment might need to be added for example; a bank holiday that was worked or an employee who
was sick during leave or as an additional reward.

Leave rules are powerful conditions that candat to premanage the leave requests prior to them being
displayed to the manager. Leave Rules look for situations that the manager would be routinely mindful of
and mark the conflict against the rule and summarise against the request itself. Thiblesta both the
employee requesting the leave and the manager looking to authoris&nitAbsenceule can be set to the
following strengths:

—@—@ ViyWebWorkplace.net
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Rule strength Chance of approval
Mandatory Cannot be approved by the Manager
Mandatory with override Can beapproved by the Manager in exceptional circumstances
Warning Can be approved by the Manager

MyWebWorkplace comes pre configured with the available rulesdatin > Holiday/Leave > Absence
Rules.

Some of the rules can be duplicated to allow for managmfiple Groups, Areas or Users by clicking
Copy

All rules can be edited by clicking tAbsence Rulgtle. Each rule has standard settings such as strength
and whether it applies to full and/or pattime employees. The specific rule control is towsatlde bottom

of the screen and includes either a number or two date boxes, which setup the limits of the rule. At the
bottom of the page are selections for who the rule applies to (i.e. which group, area or employee) and
which employees are excluded fraime rule.

Suggestion

By using the employee exclusion option a rule can be set to restrict one employee or group but n
particular employee.

For instance, a rule can be set to restrict a department to 5 away at any time but not to include th

seniormanager. If the senior manager is away however theployee will conflict the rule.
Similarly, if a rule is set to restrict the MD and assistant but excludes the MD then the assistant w
be able to take leave when the MD is away but if the MiDks leave when the assistant is away the
exclusion will apply.

The rules available include the following:

Rule Notes Recommend
Strength
Requested dates are not within an existing approved reque Leave requests will not overlap M
Enoughentitlement left for request Entitlement overspend M with O
Max days duration of leave request 2 weeks max leave M with O
Min days notice required 2 weeks notice M with O
Max days requested within a 30 days margin Total leave in any 615 day period W
Max number of Company employees away together *Max off work W
Max number of Group employees away together *Max off work W
Max number of Area employees away together *Max off work W
Employees not to be away at the same time W
Companyrestriction on leave between these dates No leave between 2 dates W
Group restriction on leave between these dates No leave between 2 dates W
Area restriction on leave between these dates No leave between 2 dates w

—@—@ ViyWebWorkplace.net
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Employees restricted from leadetween these dates No leave between 2 dates
Min Company staffing level *Min at work
Min Group staffing level *Min at work
Min Area staffing level *Min at work

Carry Over must be used within N Days of Cycle Start

Mandatory Leave autapplied

Max Compassionate days per Cycle

FT Carry Over must be used within N Days of Cycle Start

Max days in one Flexitime request Future compatibility
Max Birthday days per Cycle

Max Duvet days per Cycle

S22

M=Mandatoy M with 0= Mandatory with Manager Override W=Warning

When the account is first setup the Absence types that are available for your employees to request leave
for are Annual Leave and Compassionate Leave. Other Absence types are available. To manage which
Absence Types are available to your employees galioin > Holiday/Leave > Absence Types and click on

the Type In theEdit Absence Typed SO A2y GA Ol kdzy A Ol GKS WOyl ofSQ

Normally the next Leave Cycle for each employee is not added until the emepleguests leave that falls
with in it. If it is necessary to add the next cycle before this event galtain > Holiday/Leave > Leave
Cycles > Bulk Add Next Cycle. This can be useful for Administration or reporting purposes.

This wil calculateall adjustments such as annual incrememisry forward all untakerelave fromthe
previousleavecycle(based on settings iAdmin > Settings > Core Defaults) and deduct all mandatory
f SIS FTNRBY 0OelOftSa olFaSR 2y (2RF&Qa RIGS
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Instructions for Sickness Absence

Any employee can record sickness for another-o-om st
employee by going tdctions > Sickness >
Report in Sick. Complete the form with as
much information as possible afddd] it to

the sickness register. Atis point the record is
onlyavailable to Administratorghe sick

S Y L) 2 BoR&gmdp manager and the sick
employeethemselves to update as necessary

Thestandardpath of the sickness follows this R e R L L B L
route:

Initial sickness Upc_iate _sickness Add sick notes
notification POTEEIE Return to work « Self Certification

«add sick notes prior to » Doctors certificate
return to work « medical certificate

Return to work interview

In addition to the standard path, the sickiet OF'y 6S Iyl f @aSR ASkkn¥&8 NB RS
Require Revie® Adlnyin > Settings > Core defaults.

Sickness Analysis
» Pay and discipline

Sick Note Anaysis

* Sick note review & approval

The sickness record can be updatethe details of the sickness absence changdentiie employee is still
absent Details such as expected return datext contact dateind the specificeasondor the absence
canbe updated.
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MyWebWorkplace.net should be notified once the employee has returned to work. This closes the
sickness stais against the employee and expects information required to finish the sickness record such a
sick notes and interviews.

A sick note can be added at any time during or after the sickness period. The sick note can be in the forn
ofad St ¥ OSNIUAFAOIGA2YS>S  R20G2NN&a y24S 2NJ I YSRA
working days of the sickness period before the sick note request is closed.

A return to work interview can be between the Mager and the Employee or just between the
management. In either case MyWebWorkplace return to work interview provides a simple questionnaire
G2 AYLINRGS (KS SYLX 288504 1 04Sy0S NI GS o6& SEI YA
place ad the solutions that can be implemented to remove these proide The management review
examines whether the changes implemented from the interview have been successful and if the sickness
absence for the employee has improved.

Interviews can be closedsanot required.

The sickness analysis allows the manager/administrator only to examine the details of the sickness and
make management decisions such as discipjifreguency/pattern alert@and pay, based on the previous
sickness, absa® rates and thé&radford factor

a®2S022N]J LI OSOYyShG dzliAt AaSa GKS Wahft iRsimedicd A 3| G
factor calculation very closely except makes fair adjustmentpdortime workers so Ref Notes |
that their rates(and impact on business effectiveneas¢ comparable to full time L s
workers. ===
001016 Q00 3]
In order to access the Sickness Analysis, click oSittieess Rdihk. 001007 002 L
The Sick Note analysis allows the manager the opportunity to confirm the complefi@nSickness Sick
. . . . Ref Notes |
of the sick note and whether it was dotetheir satisfacton.
001022 001 F
In order to access the Sick Note Analysis click orstble Nots link. N 01
001016 000 ]
001007 002 L

Progress notes cdpe keptagainst any of the management sickness records.
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General Instructions

Once your account is setup it will contain 3 free licenses. If you require more you can add and remove
licences iMdmin > Licences.

O o IVIVWebWerkplacernet: portee3 ot

Test | Absence Management

Licences

Licence Summary

Reseller System Site Site  Can Self Current Available Licenced Purchased Gratis
Mame Type Name  Status Licence Users Licences Users Licences Licences

Ps Absence Management Test Site Live Yes 98 15 98 113 0
Add Licences Current Licences
Total Records: 4
Number Of Licences |10 E
Humber of Monthly PA Cost Annual PA Cost
m Licences Cost Perlicence Cost Per Licence Added By Remove
50 9.17 2.20 100.00 2,00 30/11/09 17:33 ML (U) D

There may not be any licences to add if your

reseller does not allow you to add them 10 202 242 2200 2.20 08/10/09 16:14 NL{U) [
If this is the case please contact your 50 9.17 2,20 100.00 2,00 23/11/09 16:42 LIP () =
reseller to request additional licences

3 0.00 0.00 0.00 0.00 18/09/09 19:27 NIL () |

m,

[ Submit |
Removed Licences List of Available Licence Options
Total Records: 4 Total Records: 8
Number of Monthly
Licences Added By Removed By Humber of Billing Monthly PA Cost Annual PA Cost
Li ilabl Cost Per L Cost Per Li
10 08/10/09 15:29 NL(U) 0B/1D/02 15:45 ML (U) == ey
10 Yes 2.02 2.42 22.00 2.20
10 08/10/09 16:08 ML(U) 08/10/09 16:13 NL ()
25 Yes 4.58 220 50.00 2.00
2,000 15/10/09 11:53 LIP (U) 15/10/09 11:53 LIP{U)
2/1240 W o120 W 50 Yes 9.17 220  100.00 2.00
25 02/12/09 11:32 NL 02/12/09 11:31 NL
100 Yes 17.97 216  196.00 196
250 Yes 44.00 2,11 480.00 192
500 Yes 86.17 207  940.00 188 | 4
1,000 Yes 168.67 2.02 1,840.00 L34
2,000 Yes 330.00 1.98 3,600.00 180 A%

MWWP - Abs Mgmt - Version AM BASIC 01.01 19/11/2009 10:20:15 - System Contact MWWP. ADMIN@MyWebWorkplace.net

On the licence screen, licences are summarised iriite@ce Summary showing how many users requiring
licences are in the system, how many licences are available (i.eunentlybeing used) and how many
have been allocated to user

Licences are allated to users on a first come first served basis. For instance if 20 new employees are
added but no licences are immediately available for thémey will not be able taccess the site but will

be able to validate their email and setup their passwokdnew licences are added they will be allocated
to the users without licences in the ord#ére userswere addedIf a useremoved,their licence becomes
available for another user immediately and is allocated to the oldest user added who has no licence.

The List of Available Licence Optisinows the groups of user licences that are available to your account
and their monthly/yearly cost. To add one of these licence groups to your Current Licences simply select
0§KS WbdzYo SNJI 2 Add ficdnfasSagd @liski[Avld].dAfidrewNlicence group will appear in the
Current Licences.

Newly added licence groups will be invoiced to coincide with your accounts anniversary (i.e. the first time
you added a group of licences) so that the next time an invoice is seydur anniversary date it will
include all licence groups on your account.
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If licences are removed during the year between anniversary dates, that group will not be invoioed for
the next anniversary date and a credit will be returned for the remairedehe year that the licence group
was not used.

When you first registered MyWebWorkplace.net you would helwesen youfirst country location. This
will already be selected. If you need to add additional locations for other countries you have offices in,
then select them by going tAdmin > Settings > Lookup tables > Country Codes.

When your first coury was chosen duringegistration, its corresponding timeae will also have been
selected. ladditional countries are required and they operate in different time zones than your main
location, their time zones should also be selected by goirtain > Settings > Lookup tables > Time
Zones.

Calendars specify which days ai@n work days such as bank and standard holigayeen the Calendar

We¢ e LIStWA 8 NJ A Y A Cateldarsfiduld be added to suit each of your employ&hsse can be
added by going t&dmin > Settings > Calendar Sets >Add and seleck Y 3 ( KS I LILINPSeNR I § S
Adding Countries.

A Calendar is already included called Default Working Whketh can be edited to suit

MyWebWorkplace alreadycludesthe default standard holidaythe selectedcountryfor at least the next
3 yearsand they will be addedlong with the calendar. The includsthndard holidays can be edited and
additional days nbalready included can be added to suit your nebgisliking Period Name

List of Calendar Set Periods
Total Records: 5

Period Days Days Days Days Days Days
Hame From To All Work WEnd M&PH Other Owr Added By Updated By

2009.04.01 - 2010.03.31 01/04/09 31/03f10 365 253 104 20/10/09 11:52 5¥5 20/10/09 11:52 5YS

2010.04.01-2011.03.31 01/04/10 31/03/11 365 253 104

8

8 20/10/09 11:52 SYS 20/10/09 11:52 5Y5
2011.04.01-2012.03.31 04/04/11 31/03/12 366 254 105 7

0

0

0
0
0 20/10f09 11:52 SYS 20/10/09 11:52 5Y5
0
0

2017.04.01-2013.03.31 01/04/12 31f03/13 365 260 105 20/10/09 11:52 SYS 20/10/09 11:52 S5YS

2013.04.01-2014.03.31 01/04/13 31/03/14 365 261 104 22/10/09 23:10 LIP 22f10/09 23:10 LIP

The newly create Calendar set will include four years by default, however this can be adjusted by changin
theWbdzy t SNA2RAQ® | y& @& Sdvaildble i helafded?admmaticalill ghav iNR K
Admin > Settings > Calendar sets > Default Working Yeaunder List of Calendar set periodsinW5 | e 8 a gt
(Days Mandatory and Public Holidags)zero
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Information

2 KSy | RRAY3

Work Patterns specify when an

employee is at work and a work

pattern should be added to suit all ;. pattern (%

your employees These can be zer Specific SelectValue - (Mo need to enter a Pattern name if selecting a user)
p

added by going to Admin > Settings

> Work Pattern > Add. Set OF T >

A Work Pattern is already included 5=t Wed 16 Dec 2009 B

called Company Standthwhich | Add |

can be edited to suit.

Add Work Pattern

Adding a Work Patteris completed in two stages. Firdly 6 KS W{ Si hF¥Q RSTAySa
gAff 06S YySSRSR (G2 Y2RStf GKS gK2tS LI GOGSNY dzyiaft
and sicknes will be recorded for and start on the day considered to be the start of the pattern (e.g. a

Monday).
Click [Add].

The Summary and details of the Work Pattern will be created. UkdleWork Pattern Details the times

of the employee is contracted to wikican be added. Once complete, click [Submit]. If more than one Set
isneededthe?3SS17 Oly 6S SRAGSR o0& Of AOLAY I Wk Atlernw S F ¢
Summary.

O o IViyWebWorkplacenet setitioms

st 0900 » 0300 v 0900 v 09:00 + 0000 v 0000 v 0000 v

d
PeriodiEnd 1300 v 1300 v 1300 v 1300 v 0000 v 0000 v 0000 v
d2st 400 v 1400 v 1400 v 1400 v 0000 v 0000 v 0000 v

perisd2end 1730 ~ 1730 ~ 1730 - 1730 - 0000 - 0000 ~ 0000 ~

| suomic_J cancel |

WP - Abs Mgt - Version AM BASIC 01,01 18/11/2009 10:20:15 - System Contact MWVWP. ADMIN@MyWebiWorkplace.net

If the day or part of the day is not required, the relevant times stidae set to 00:00.
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Suggestion
To quickly change the start and finish hours unét Work Pattern Details, use Tab to move from bo

G2 0602EX dzaS m YR @ FNNRga 2y &2dz2NJ 1S&62 NR
the time to00:00.

Anewgroup can be added @&roup > Add. Completethe information and click [Add].

TheWlanagefbf the group will baesponsible for approvinigave requests and carrying out sickness
absence tasks.

A new Area can be added Atea > Add. Completethe information and click [Add].

Core defaults are the settings the system looks tantike default configurations that have not been
specified. An example of this is when adgpeople in bulk.

Core defaults are available Atimin > Settings > Core defaults.

Warning

TheReset Core defaults section will return the account to the default settings and should be used w
care.

ADDING ONE PERSON
To add a new person to the system, gcPtmple > Add. Complete and click [Add].

The email address should be real if the user is required to access MyWebWorkpialgeuntil they have
validated their email address will the system allow them to logith®account.
The Home group will determine who approves their leave requests and carries out sickness absence task

WIAGS w2tSQ gAff RSOHISNNAYS GKS £S@St 2F | 00Saa

LG Aa SaaSyidailrt GKIF G K Sdde€ol2adNmssvD allowh\yyWetivarkplscs 6 i { G
calculate the appropriate leave entitlement taking in to consideration any automatic adjustments.
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CKS W22NJAYy3a 511eQ fft2ga FT2NI RAFFSNByG fSyadka
entitlement. For instancethe following are the same:

Working Day Work Pattern Entitlement
Employeel 7% hrs 9¢12:45 10
Employee2 3 ¥ hrs 9¢12:45 20

When employee Iequests leave, MyWebWorkplace will calculate the leave entittement used as 2 a day
and they have an entitlement of 10 day#hereas for Employe2 the entitliement used would be 1 day
and they have 20 days entitlement

ADDING A GROUP OF PEOPLE
A group of employees can laelded together. The process can be broken into 4 sections:

Downloadbulk template file (spreadsheet xIs)
Enter the employee information onto the file
Upload the file

Process the file

B wih -

Download bulk template file
Go toAdmin > Files and selecBulk Users Template WC A f S ¢ Kiléel lerSonsgiSub Doc selédR S NJ
DownloadFileand save the file to your PC.

Enter the employee information

Locate and open the Bulk User template file on your PC and enter the information about your employees.
Once your employees have been added, remove the help information below the ===3edineg your
employee information. Save the file.

Suggestion

If groups of your employees have different work patterns, use different Calendars, follow different

Mandatory leave etc it is suggested to group the different types of employees on to different Bulk
Template files and rename the file to explain the@ayees it contains.

Upload the file

o IVIVAVeb\Workplacet
Go toAdmin > Files and select Bulk User =~ o place.nss
I LI 2+ R 0 WCA fESt File ReddS Q VRIS NJ

1
selectUploadNewFile Browse to the saves

Bulk User Files and select it. Use

=
£l

FIEE
=
=
£l

las Be
ub Doc Uploaded Recs Process Processed Added Added

20/11/09 23:19:00 6
20/11/09 21:41:00 [ [

WrSNEAZ2YKk{dzo 520Q i ol K Soefrdeldsa 27
employees that the file contains. If you do L L - gj;j:gjj:;jgg > =
y2i O02YLX SGS WxSNEA o geGen dzl ) 2 b Re

Mo 20 2009 9:41PM  Nothing to Add

date/time will be used. Click [Add].
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Process the file
Once the file has been uploaded goAdmin > Files > Process > Bulk User Uploads. The recently
uploaded filewill be shown in the listinitially with-m  dzy RS NJ Wb dzy wS0aQ

ClickRead Data Ifor MyWebWorkplace to check the data in the file and examine what can be imported.
TheUser Bulk Import Summary section will show the number of employee records that have been found
and how many can be imported.

Suggestion

If you have created different files for different types of employees, change the settings in Admin
Settings > Core Defaults to suit editd BEFORE clickiRgad Data In

The sectiorUser Bulk Imports shows the employee data that has been found which can be edited prior to
clickingAdd any possible user(s) User Bulk Import Summary.

User Bulk Imports Summary
Total Records: 1

=
=

Num ould
Num Could Has Be Been
Version/Sub Doc Uploaded Recs Process Processed Added Added

Dec 17 2005 2:31PM  Add any possible User(s) 17f12/09 14:32:00 1 1 1 1 1]

=
=
ml
=

User Bulk Imports
Total Records: 11

1

ould Could
Be ee Be Was User Middle
roc Proc Processing Notes Added Added Added Forename Initials Surname Email

¥ ¥ Default Group will ¥
be used, Default
Job Type will be
used, Default Site
Rale will be used,
Default User Type
will be used

f=a]
=

Ll

Joan H Ham joan@mywebworkplace.net

Welcome enailsto your employeeganbe delayed prior to releasing them to be sent. This is useful to
completely setup your account before allowing access to the system and/or phase the roll out across
various departments or locations. It might also be used to setup an employee bb&restail account
has beersetup and the welcome email can be released to be sent on their employment start date.

To delay the welcome emails go to Admin > settings > Delayed Emails and untick the check box against

W{SYR 9YI Af {2 Changekhi etyirgs addIBRNSubnuifp BHNIJE8 I RRSR SYLJX 2
welcome emails will now colleéts a lisin Unsent emails in the email queue.

To release them, either a selection (i.e. one or more) or all delayed emails can be released. To release al
of themcheck the tick box undetend all delayed emails from the email queue I 3 | ATgké this abtiof

YR Oft A0] w{doYAlUBO® ¢2 NBEtSIFaS 2yS 2N Y2NBI (A
click [Submit]. Once this is done, those checkebapibear inSend only flagged delayed emails in the
emailqueuvel & | G201 f (G2 o06S aSydao /] KSO1 GKS We¢l 1S F
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ByrehAOlAy3a GUKS W{SYyR SYIAf (G2 22AyAy3d dzaSNDR> (K¢
once they have been added.

There are 3 types of user in MyWebWorkplace.

Client Admin
Management

User
User Management Client Admin
Dashboard Same as User Plus: Same as Management ptus
Actions Groups Groups > Add
My Details Areas Areas > Add
Help People People > Add

Groups > Group > Edit People > person >

< Edit/Remove
Areas > Area > Edit

People > Person > Leave
Cycles > entitlement
View: Group leave adjustments
requestgsickness

Actions > Sickness Analysis

View: All leave
Taskleave approval requestdsickness

Task: Sickness Management
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For many of the tasks with in MyWebWorkplace an email will be sent to either the Employee or Manager
or both to inform them of an awaiting task or notify them of a completed task or event.

To ensure that your employees receive these emails you should add the following domains to your email
white list/safe senders list

mwwp.me
mywebworkplace.net

Future compatibility only ¢ Upload and download sickness and injury forms
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Contact Support

Contact customer service to get help with:

Presales enquiries
To place an order
Upgrades
Cancellations
Licences

User ID / password issues

Call 0844 736 182éxt 1

For technical issues

Raise a support ticket atitp://support.mywebworkplace.net/home

Email your support request teupport@mywebworkplacenet.zendesk.com

Call 084 736 1820 ex2 (available between 90 and 1730 GMT)

If you are a VAR Partner and have a query please call

0844 736 1820 ext 3

Forum - http://support.mywebworkplace.net/forum
Blog - http://blog.mywebworkplace.net/
Resources - http://blog.mywebworkplace.net/page/Resources.aspx

How to videos - http://www.mywebworkplace.net/howto.aspx
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