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Introduction

Introduction

Overview

This software is a powerful work force management tool
designed to store and bill clients, log employee details, schedule
employees, pay employees and interface to your accounting
system.

A

In addition to employee biographical details, PowerForce
records training, skills, required certificates, expiry dates and on
the job incidents. This information is married with the
specifications and requirements of the client producing a
schedule ensuring the selected person, is qualified, and best
suited to perform the task. Based on the generated schedule the
system handles the entire payroll, billing and receipting details.

Developed initially for the Security Industry it has been under
continual development for the past decade, growing from a
simple DOS based system incorporating payroll and invoicing
into a state of the art Windows labour force management
application.

Using its modular approach and with the ability to analyse
schedules using an award interpreter, PowerForce is the perfect
utility to manage any labour force, from those just starting to
the largest corporate sites.
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How to use this manual

Use this manual when learning about the PowerForce system
and later as a reference tool. As you are shown the various
sections of the system you will also be able to reference the
corresponding screens in this manual.

As you learn you can write additional information in the space
provided at the back of the manual or make notes in the left
hand margin.

Starting PowerForce
Double click the PowerForce icon.

Or

Click the windows “Start” button, select “Programs” and click
PowerForce.

Setting the User

The term “User” refers to the people who will operate the
PowerForce system. The user may also be an employee and if
so would have to be entered in the system as both an employee
and a user.

User Login

Once the application has loaded enter your personal “Login

Name” and “Password” then click J% the “Ok” button to

continue.

User Login

Lagin Marne: IF'ETEH

Passward: I xxxxxxxxxx

Ok Cancel

This login sets up the menu structure and parameters that will
be used during this session. Based upon your login a menu will
now be displayed with sufficient options to perform your
required tasks.

If the system uses multiple companies you will be asked to
choose a company as the default for this session. To change the
company you must either change the user or refresh the user.
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Changing the User

Once logged in you can change to another user by clicking the

. | ﬁ Switch User .
“Login New User” button located in the toolbar
at the top right of the screen. The “User Login” window will
then be displayed.

Refreshing the User

If the setup for a user has been changed click the “Login New

ﬁ Switch User

User” button |
process again.

to go through the “User Login”

Field Navigation

There are two options for moving from field to field:

Point and Click - Point to the field with the mouse and then
click. Usually one click is adequate, but a second click may be
required if the window was not active.

Tabbing - To advance to the next field, press the “Tab” key. To
move to the previous field press the “Shift” and the “Tab”
simultaneously.

Note: The “Tab” key will have no effect if the window is not
active.

Active Window

Microsoft Windows® allows you to have several windows open
at a time, however only one window is active. The title bar of
the active window will be brighter and stand out more than the
dull grey of the inactive windows.

Navigator Window

To run the various components of PowerForce use the
“Navigator”. This is the window that appears once login has
completed. First click the desired system on the left and then
select from the available tasks on the right.

Note: The Task Management module requires you to select sub
modules.
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PowerForce Navigator,

GPow&rForce-

. Eiographica: % ~ Personnel Summary
Clientele Bingraphical Reports
S
OHES

Operationz

Payrall

Quiokatiors

s‘! Scheduling

Service Biling

Subcontractors

Tazk Management

5 Forwarded Tasks

Create Miscellansous Tasks

) Crramnt T aslow (011

b

Navigator can be re-launched by clicking the Navigator button

G Mavigator . .
, located at the top right of the screen, or by using

the Navigator menu.

Icons on the right indicate the type of process; indicates data
to be entered, data to be viewed or maintained, a report,
98 a process and indicates all other categories.

Buttons

Many windows will have buttons that you can click to perform
various functions such as saving data. Following is a list of
buttons used in the system and the function they perform.

Button Description

Add Add a new blank row to a table on the window.

Assign Use this button to link one object to another, such as
assigning an employee to a schedule.

Available Displays a window indicating the availability of an
employee to work shifts.

Cancel Exit this window without saving the changes.

Clear Use this button to clear the data in the currently selected
item.

Edit This button is used to open an edit window where the
currently displayed data may be edited.

Exit Close and exit the window.
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Button
Gallery

No
OK

Save
Set Inactive

Status
Un Assign

Validate
View

Yes

Window Tabs

Description
Open the Photo gallery to view and assign images.

Indicates a negative answer to the question asked

Used to acknowledge a message from the system. Never
click the “OK” button without reading the message.
Warning messages are there for a purpose!

Save the new or changed information to the database

Use this button to set the currently selected item to an
inactive state, stopping it from being used by the system,
but still allowing it to be displayed.

Show the status of an item.

Use this button to unlink one object from another, such as
un-assigning an employee from a schedule.

Test the integrity of data.

Use this button to look at extra information, such as in a
pay run you may view an employee’s details.

Indicates a positive answer to the question asked.

Some windows use “Tabs” to display more information than
would normally fit in a window space. To change the selected
tab click the desired tab or press the “Alt” key code.

For example click B the “Phone” tab to display

phone numbers.

The Underlined Character

List Boxes

In the Windows" environment you can jump quickly to a tab or
activate a button by using the “Alt” key and the character that is
underlined.

Gallery |

For example if the “Gallery” button is displayed on a window
you may open the gallery by pressing both the “Alt” key and the
“G” key simultaneously.

Many windows will contain list boxes. Click the down button
on the right to display a list of available values.

=
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Position Codes

]

Fazition Code 'D'esu:riptinn | Gradel Haurly F ate 5_ | ok |
1 Grade T F/Time. 1 1000008 o
2 10 EMTERPRISE GUARD L1 1 12,6800 Cancel
L2 1 EMTERPRISE GUARD L2 2 151886
4 12 ENTERFRISE GUARD L3 3 1556728 Search
L5 13 EMTERPRISE GUARD L4 4 15.9535 -
LB 12 Grade 2 F/Time 2 12,6526
L7 20 Part Tirme/Day 1 11.6374
8 |21 Wages 1 15.0000)
L9 22 Part Time- Clerical 1 11.65974
3 Grade 3 F/Time 3 12.9500] =
From the list, double click your selection and the value will be
placed in the list box.
Note: If the list box is used to find a record such as an employee
vou will have to press the “Tab” key or click in another field to
display the data.
Searching
Some list boxes allow you to search for specific values. In the
following window selecting “Name Search” will allow you to
enter a search phrase.
Site Location Selection Options rz|
Option [ o |
Name Search
Show All Sites Cancel
Show &l Active Sites
Show &l [n-dctive Sites
Show Active Master Sites
Show In-Active Master Sites
Shiow Active Sub Sites
Show [n-Active Sub Sites
When prompted type in part of the name and a list of matching
values will be returned. Double click the correct item to open
the record.
Calendars

Single Calendar

This calendar will normally open in the current month. Change
the month by clicking the list box at the top left and the year by
clicking the list box to the right. Select the day by double
clicking the number in the main window of the calendar. Press
the “Escape” key to close the window without selecting a date.
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Twelve Month Calendar

Select the year from the list box in the top right hand corner
then double click on the desired day. Press the “Escape” key to
close the calendar without selecting a date.
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Warning Messages

At various times warning messages will be displayed, please

read the message carefully and make an informed decision. If

you are in doubt, discuss it with your supervisor, and if you still
cannot make an informed decision contact the PowerForce
support team.
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! ! Hours Paid On Payrun 2
Howrs Billed On [reeoice POWOOO3
Ma Changes to thiz entry are allowed

Adding New Records

With a clear window enter the code for the data in the first field.
All data added after the code will be linked to that code. Press
the tab key and you will be moved to the next field. Complete
as many fields as possible and then click the “Save” or “Apply”
button and the information will be saved.

If a required field has not been completed you will be notified
by the system.

Wizards

Wizards are a series of windows that prompt you to enter all the
data that is required for a record. They are located under their
own heading.

Subcaontractors
System Administration

Time & Attendances

Wizard$
Tazk Manag!n}\
i Biographical

Treat each field as a question and work through the window
answering each question. At the completion of each window
click the “Next” button. Keep doing this until the last window is
completed.




Introduction

Add Employee Wizard

Add Employee Wizard

* Specify the company or entity that will employ this FwRTRM -

person

Indicate how you want to assign a number ta this person

i~ Manually Azsign Mumber (¢ Auto Assign Number I

Do pou want to setup Payroll Information at this time & Yes Mo

@les O Mo

\ Do Y'ou wish to set up Superannuation Infarmation at this time

All Prampts which are bold and have Back | Mest I Bl

an asterisk are REQUIRED Figlds

Report Output

Reports can be sent to various devices depending upon your
needs. When a report is run you will have the option to select

the “Output”.

Cutput
£ Printer
" Screen
* Email
= File

“Printer” sends the report directly to the printer while “Screen”
allows you to view the report and then send it to the printer.

Selecting “Email” will enable the “Report Format” selection
and prompt you for a location to store the file. The data will
then be automatically attached to an email allowing you to
select a recipient.

“ Note: The file created will not be deleted once the email is sent. ‘I

“File Only” will enable the “Report Format” selection and
prompt you for a location to store the file.

Note: Files will be overwritten if the same filename and
location is used.
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Report Format

Report files can be generated in two formats. The desired
format can be selected as are about to create the report.

Format
o HTHL
= PDF

“HTML” is the format used on the Internet and is most likely to
be available on other computers. Many programs such as
Microsoft™ Word and Excel can also open “HTML” files.

“PDF” files are much smaller, faster to transmit and will look
more like the original format. However they do required a
“PDF” file reader program such as Adobe™ Acrobat Reader to
display or print the report. This program can be downloaded
free from www.adobe.com .

Contact Information

The current contact information is always available on our web
page www.powerforcesoftware.com

Email info@powerforcesoftware.com

Phone +61 2 9635 5922 ~ Fax + 61 2 9635 5933

PowerForce Support

Oryx Technology’s commitment to our customers is to provide
you with the highest level of service. Because of this we have a
dedicated Help Desk phone line. The number is

02 9635 8613

You are also welcome to send non-urgent questions via e-mail
to

support@oryx.com.au

General Steps

If you have a PowerForce question, call on the number during
normal office hours. The help desk will be your first point of
contact for all support calls.

They will ask you to provide a brief description of your problem
and if possible will answer your question immediately.
However some more involved questions maybe referred to a
technical engineer.

Your problem will be logged into our Customer Tracking
Module within PowerForce. If your call is passed onto an
engineer we will track the progress and ensure your questions
are answered as quickly as possible.
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Follow up calls will also take place to make sure you are happy
with the outcome.

1"






PowerForce Overview

PowerForce Overview

Purpose

Equipment
Register

PowerForce initially provided a computer-based method of
building and controlling rosters. From that point it was logical
to provide the roster data directly to the payroll and billing
systems. By continuing this integrated approach with the other
modules PowerForce saves the user time and provides
consistent data.

GL

Accounts
Receivable
—————

Payroll Billing Smmmmm—

Operations

Employees

Roster Clients

s/

Task
Management

—

)
Operation Health

& Safety
—

—_—
Customer

Relationship

Management
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Structure

PowerForce is built around the core rostering module. Directly
connected to this is the scheduling optimiser which works hand
in hand with the rostering module allowing the system to
generate and optimise the rosters as desired.

The next layer contains the 4 key modules Employees, Clients,
Payroll and Billing

Additional Modules

With the 4 key modules in place other secondary modules can
leverage of the data collected to provide additional strength to
the PowerForce system.

Accounts Receivable

This allows receipting of the billing payments to be entered.

Equipment Register

This provides a register of any equipment issued, sold or hired
to an employee. Additionally any pay deductions are recorded
in the employee module and included in a pay run.

Operations

This is a separate module that allows for alarm or manual
response situations to be recorded. Invoices can then be
generated through the billing system. Additional staff, if
required, are automatically rostered.

Task Management

This module scans the system for expired licences and other
designated events. If found these events create a reminder task
for the designated user. Tasks can also be generated manually
and assigned to specific users to follow up.

Incident Management

This module records details about an accident / incident. Once
the data is recorded it can be cross-referenced to produce a
variety of reports.

Customer Relationship Management

This module is used to record interactions between your staff
and your clients ensuring issues are followed up and that your
clients are looked after.

14
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Biographical

Overview

This module allows you to enter employee details, training and
education. In addition you may set work preferences or
restrictions.

Add Employee Wizard

To create an employee select “Wizards” in the lower part of the
left navigator view. From the choices available on the right
click “Add Employee”.

Add Employee Wizard

Add Employee Wizard

* Specify the company or entity that will employ this FwRTRM -

’ person
( ‘\ Indicate how you want to assign a number ta this person
’ — }I'l i Manually Azszign Number (¢ Auto Aszign Number

\ . .

\ | Do pou want to setup Payroll Information at this time = Yes Mo

\c'

/ Do Y'ou wish to set up Superannuation Infarmation at this time " Mo

X

All Prampts which are bold and have ‘ Mest | E | |
an asterisk are REQUIRED Figlds h ance

Fields to Note

15
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Fields to Note

Company or
Entity

Select the name of the organisation that will
be used to pay the employee (your
Company). The value will default to the
current company.

Manually Assign
Number

Check this option to enter your own
employee number. If not checked the
system will assign an employee number
automatically.

Setup Payroll

At the end of the wizard an additional 2
windows will be displayed prompting you
for information about Pay Cycles, Account
codes and Tax file information for the
employee.

Setup
Superannuation

At the end of the wizard an additional
window will allow you to setup company
and employee superannuation payment
details.

Complete the fields and click the button to

continue completing the wizard.

Enter in The perzons Details

* First Hame
Middle Marme

* Surname

Prefered Mame
Title
Former M ame

Prewviouz Mame

Date of Birth

tdarital Status

pDHN |

|PETEH |

|PHAEHEE |

|PETEH |

MR -
|BwLPHAcncE

|HLLTHAWMNG |
12011965

fo Male
EINGLE - ™ Female

Fields to Note

Preferred
Name

A name such as a nickname or an abbreviation
that the employee prefers to use.

Former
Name

The name the employee used before their current
name.

Previous
Name

The name the employee used before their former
name.

16




Complete the fields and click the button to

continue completing the wizard.

Thiz section accepts Address and Fesidency Details

Addresz 1313 Mocking Bird Lane
Suburb |[PARRAMATTA
State HEW Postcode 2150
Courtry [EUSTRALLS j
Citizership IALISTRALIAN |
M atioriality [HEY ZEALAND j

[ Resident

[ “wiork Permit

Complete the fields and click the button to

continue completing the wizard.

Enter in any Relevant Contact Detailz

Contact I MNumber | Motes

HOME 02 9635 K922

2 2 933

3

I

5

Enter in any Relevant Felative and Mest of Kin Details

Cantact Mame | Murnber I Fielationship
FPaul Training 02 9736 5446 EBrother

2

3

4

a

Double click B the “Contact” to display a list of available

contacts types.

Complete the fields and click the button to

continue completing the wizard
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Thig Section Acceptz Employment D etails

* Date of employment W
Emplopment review date 01052003
= Type of Employment IWE;'
* Classification of Employment lﬁ'
Default cost centre m -

Subcontractar ,7 -

[v On Call [ Close Shift

[v Long'wWeek

Fields to Note

Photo ID

This field is used to select the graphics file
containing the employee’s photo.

It is advantages to have a photo file numbering
system that will make it easy to find the
correct photo file.

Default cost
Centre

This is the General Ledger cost centre to be
used with this employee

Subcontractor

If a value is selected in this window the
employee’s pay will be made as a payment to
the selected subcontracting company and will
not appear in the pay run.

On Call

The employee is available to be called up to
do additional work.

Long Week

The employee is prepared to work additional
days in a week.

Close Shift

The employee will work until the client
decides that the business is closed for the day.

Long Day

The employee is prepared to work additional
hours in a day.

Complete the fields and click the button to

continue completing the wizard.

18




Biographical

Enter in any ¥alid Licences held by the Employee

Licenze | MHurnber | E wpiry |
SECL 123456 21/12/2005 -
Z I
k] -
Enter in any Skillz held by the employee
skl [ amained | Comment
CROWD 12/01/2000 -
2
3 -
Enter in any Specific Roles the employee 15 qualified for
Rale Code | D escription |
J=1E] -

_2|__
k] -

Enter in any Specific Areas the employee can work

Location | Description |
1 _|CBD -
2_ICITY
[ e I | - |

Double click B to display a list box for License, Skills, Role

Code and Locations.

Fields to Note

License | Required training for a position. Typically the

training must be reviewed or renewed at regular

intervals
Skills Required training that does not expire.
Role The type of work the employee can perform.

Code

Location | Preferred work area(s). Geographical locations

within the company’s customer base.

Complete the fields and click the button to

continue completing the wizard.
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Payrall Proceszing details

Pay Cycle
Pay Advice Stule
Advice Delivery

Payment Method

BSH
Account Number

Account Name

WEEKLY -

Detaled ¢ Summary
(¢ Printed " Emailed

%)

(™ Cash
" Cheque
(¢ Electronic

|poc-no0 ~|
|1 23-456

|JDHN PRACTICE

Fields to Note

Pay Cycle Employees pay period

Payment “Electronic” will change “BSB”, “Account
Method Number” and “Account Name” to required
fields.

Complete the fields and click the button to

continue completing the wizard.

Thiz Section Setz up Tax File Murmber Feporting

Tax File Murber 127 4RE 799 741
Tar Waiver
Date EEEER

Tax Table 0z =

v Authority to give TFM to Superannuation Fund

v Australian Resident for Tax Puposes

¥ iTax Free Thieshold Claimed

[ Student Financial Suppart Scheme
[ Do you have a HECS debt

Tax Rebates

[ Family Tax Berefit Claimed
[ Zone, Dependent Spouse o Special Febate?

[ Annuity or Superannuation Pension Febates?

Febates

Fields to Note

Tax Consult the Australian Tax office for definitions
Rebates and applicability of the various fields.
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Rebates This is a dollar value taken as a rebate every pay
cycle.

Complete the fields and click the button to

continue completing the wizard.

Thiz Section Sets up Superannuation Details

Compary Contribution

Superannuation Fund [EMF' -
Policy Mumber 123783
Yoluntary T O -
Superannuation Fund
Palicy Mumber 783-456
Contribution ‘Wil be {¢ Before Tax

™ After Tax

Contribution Per Pay 15.00

Complete the fields and click the button to

continue completing the wizard.

Add Employee Wizard

3\ entered to create a new employee.

’ All the required details have been

\ Choose FINISH to create the employee
| or BACK to change details

Cancel

Back

Click the button to create the employee.
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"j Mew Entry P4w/R-039 Created

Employee / Client Special Rates

This window allows you to override “Classification”, “Role
Type” and “Allowances” for an employee when they work at
the indicated client site.

Employee Client Rates El@|gl

Employes: |Pw/R-002 ~| |ANTHDNY.JE|HN ADAMS |
Client - [POWwA  +| [POWERFORCE w10 |
Classification: |1 j |Grade 1F/Tirne. |
I Owendes and replaces all clazsifications
Faole Type: |SG ﬂ |Securit_l,l Guard |
I Owendes and replaces all role types
Special } Allowance | Dezcription | Fate |
H o 1_MEAL Meal Alowance 7.5000
2
3
Save ‘ Clear | Exit ‘
Fields to Note
Overrides and Check this box to force the employee to
replaces all have the specified classification whenever
classifications they work at the selected clients site. If not
check the classification field has no effect.
Override and Check this box to force the employee to
replace all role have the specified role type whenever they
type work at the selected clients site. If not
check the role type field has no effect.
Special Allowance | This also allows additional allowances to
be paid to the employee.

Employee Availability

Select this item from the menu or click B the m
button to display a 12-month planner for the employee.
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By default the current “Employee” and “Year” will be displayed
although other “Employees” or “Years” may be selected.

Availability Planner for AMTHONY JOHM ADAMS Pw/R-002 - m -

January

February

March

A pril Palette Selected [ 365 Daps

SM

5 &
1212
19 20
26 27

T

7
14
21
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W
1
a

15

22
29

Py —
i k) —

a0

oW T

17

il

FIL]

18
25

SIMT

20 3 4
91011
161718
23 24 25

i

5
12
19
26

T F S| S M T
1
6 7 8|2 3 4
1314 15(1 91011
20021 22116 17 18
27 28 2324 25
an N

W T F| S)[ G M T W 5] Palette
1 1 2 5 -
£ 5 7 el s 7 & g [ Planned OFf [.3%] 1 days
12/13/ 14 15[[12 1415 16 17 18 19| [ Planned On
1920/ 21] 22| | 20 [SINEZN2ENERIES) 26 | | [ Booked (2.7%1 10 days
26] 27| 28| 29|| 27 28123 30
Il o Show

= —

[LET]

Jure

July

Auguist I “orkers Comp

SIM

4 5
1112
1313
25 26

T

[
13
20
27

14
21
28

oo——

15
22
23

w kT

16
23
a0

10
17
24
K]l

SIMT
1.2 3
g 310
1516 17
2223 24
23 30

11
18
25

T F SIS M T
5 B 7 1
1213/ 14| 6 7 &
1920 21)113/ 14 15
26 27 28)|20 21 22
27 28 29

W T] F| S|[ 5/ M T/w| T B Training
2

Available (37.3%) 355 4
30 11 12| 3 4 5 & 7 [ Awailable (37.3%) 355 days

1617 18/ 13[[10 11 12 13 14/ 15 Bl Fartic) Availabity
23 24 25 26||17 1819 20 21 22 23 -

BNl 2425 26 37 99 29 30| L Mot Avaible
31 [ annual Leave

/o U

September

October

Movember

December - RDO

SM

1
7 8
1415
2022
28 23

T
2
9

18

23

a0

10
17
24

1
12
25

12
19
26

13
20
27

S MT

5 6 7
121314
19 200 A
26 27 28

|~ £

T

15

29

Flsj| S M T

my 2 3 4
17181 910/ 11
2324 2811617 18
an AN 2324 25
20

ST M[ T[w] 1] F| ]| [ Sick
12 3 4 5 B

5/ 6| 7 7.8 91011112 13| Show Changes
12/ 13 14 15|14 15/ 16 17 18/19 20

oo — U

Personal Rates

190200 21 22|21 2223 24 25|26 27 Edit Off
26 2728 29)|28 29 30 3
Save
|— .
L r Exit

Click B a date to display details for the selected day in the
field at the bottom right of the window.

When in “Edit” mode click B “Available”, “Partially
Available”, “Not Available” or “Annual Leave” then the desired
date to change it’s designation. Depending upon your selection
you may be asked for addition information. Additional dates
may be clicked and set to the same value.

Fields of Note

“Locked” will be checked if the shift has been
completed and paid. You will not be able to edit
this date.

“Modified” checked indicates the date has been
modified during this session.

Click B to highlight all changes by changing
the text to red.

Edit On

~
~
Show Changes

This button indicates wether edit mode is “On”

or “Off”. Click B to change from one mode to
the other.

This window is used to access details associated with an
employee’s pay and deductions.
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Personal Rates

Employes Mo [pFo0za - Narne: |JDHN ADAMS

Surnarne: Firstname: Iiddlename Prefermed
BDAMS [10HN |QUINCY |QUINCE
Sex M arital Status Birthdate Age:

[MaLE =] [MARRIED — ~| [12/D8/1978 [2475, 1TMthe

f Position T Rates Tgllow.-’DednsT anmentT Super T Tax T Motes ]
Save

Date Hired 05/06/2003 Cancel
Exit
Daily Baze Hours: 4200  Perweek: |42.00

|ENTEHPHI ﬂ |Pe”'" Enterprise Base Hours Override; [ Apply to all Classes

Active Classification Code:

[10 _~| |[ENTERPRISE GUARD L1

Active Type of Employment:

e

Gallery

Position Tab

This tab contains information about the employee’s assigned
position (classification) code.

Fields to Note
Classification This code associated with the employee’s
Code job description. Changes to the code will

display a window that records a history of
the person’s classification codes.

Base Hours Enter a value to override the default base

Override hours for this person, the default is
determined by the classification.

Apply to all Check the box to override the base hours

Classes (Position | for this employee irrespective of the

Codes). classification used for the shift.

Rates Tab

This tab shows the employee’s default overtime rates based on
the position code assigned.

Defst Fater Lz Sader
Mormal Hourly Rate; IW Mormal Hourly R ate; Ii Pay cycle: W -
Dvertime 1: 20.9500 Overtime 1: Mml Hrs/Pay |4200—
Overtime 2 IW Owertime 2: Ii Cast Centre P -
Oertime 3: 271600 Owertirme 3:

Overtime 4: iy Ovwertirme 4:

Code | S |

4|k
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Fields to Note

Overtime 1
Etc.

This refers to the first period of overtime at the
end of a day. Eg the 9th hour in a planned 8-hour
day.

The time duration for each overtime period is set
in the “Award Interpreter”. For more information
see “Award Interpreter” in the Administration
manual.

Cost
Centre

Select the General Ledger code to be used with
this employee.

Cost Centres §|

Code I Type | Dezcription
01 Cost Centre Secunty Huard Drvizion
02 Cost_Centre Crowd Control Division
03 Cost_Centre Reszpongze/Patral Divizion
04 Cost_Centre Training Division
05 Cost_Centre Security Guard - Staff
06 Cost_Centre Crowd Contral - Staff
07 Cost_Centre Rezponze/Patral - Staff
03 Cost_Centre Training - Staff
a0 Cost_Centre 'Workers Compenzation
33 Cost_Centre  Admin - Balance Sheet

ak LCancel Search...

Code

If the costs are to be split over more than one
“Cost Centre” use this field to enter the codes.

Code | Split |
7 B0.00 -
05 BiL.00 -

Split

This is the percentage to be attributed to the “Cost
Centre”. Eg 100 (100%) if there is only 1 or 50
(50%) for each row if there are 2.

Deductions Tab

Use this tab to add employee payroll deductions. The display is
not editable and can only be changed by clicking the “Edit”
button. This will display the “Employee Standard Deductions”

window.
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f Position T Bates Tﬂllow/DednsT Ea_l,lmentT Super T Tax T HNates ]

Dezcrption I Amt IAmtr'F'a_l,JI Start I End I Balance Edi
First Aid 10,87 21.74 01/02/2002 -

[+

hY

Employee Standard Deductions

Click on the desired deduction in the table and the details will
be displayed in lower half of the window. To add a new
deduction, click the Add

half of the window. Click

button and complete the lower

Save
= when complete.

“ Note: Deductions may also be created in the “Payroll” module. ‘l

Note: If a deduction has been created incorrectly it must be set
inactive in this window to prevent it occurring in the pay run.
Once created deductions cannot be deleted.

B Employee Standard Deductions and Allowances for WILLIAM ADAMS

Code Description Amount 3/Pa Effective Walid ethod Balance
= - 0 0 AMOLUNT
A ] s
Code Tupe Description Short Mote
|FaID | [Addition Be |FirstAid | [~ Frint on advice
EFS Payee Code P Rief b Cost Centre
apee Lode ayee name ererence numoer ‘® ADDU[“UI"I
| j| | (* Employees
Opening Bal " Companys ﬂ
hieied pening Beanee Naotations
AMOUNT - Cancel
Amourt Amount/Pay
|1n.a? |21.?4
Effective date Walid to Current Balance
[meo2va002 | ~|
Fields to Note
Code Select the code for the deduction or allowance.
Short Note A brief description to appear on pay reports.
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Payment Method

Fields to Note

Print on Check this box to print this information on the

advice pay advice.

EPS Payee Select the code from the list of “Electronic

Code Payment” codes. For more information see
“EPS Payee” in the “Administration manual.

Method Decide wether it is a fixed amount each pay or
reducing the “Opening Balance” each pay. The
outstanding amount will be displayed in the
“Current Balance” field.

Amount This is the per week amount.

Amount/Pay | This is the per pay amount. Eg if the person is
paid every 2 weeks it will be twice the value in
the “Amount” field.

Valid to Leave this field blank to continue the deduction
indefinitely.

Cost Centre | This designates the General Ledger Cost Centre
group to be used with this deduction.

Payment Tab

Select the method of payment for the employee. If “Electronic”
is chosen you must have a valid bank “BSB” and “Account

Number”.

Pay Advice

(™ Cash v Detailed i+ Printed
" Cheque " Surnmary " Emailed
i+ Electani
Eeen [ Prirt Bank Details on Pay Advice Electronic Pagment Details

Bank bzb | Bank/Eranch | Account Mo | Account name | Arnaunt |
1 f012-n44 ANZ PARRAMAT T, 314R87 WWLLIAM ADAMS on
2
3

Fields to Note

Amount | Leave this field blank to accept the balance of the pay
into this account. If the pay is to be split over several
accounts, fixed amounts may be used as long as the
first account row does NOT have an amount.

Superannuation (Super) Tab

Specify the details for the employee’s superannuation
payments. Additional voluntary payments may also be defined

in this window.
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Compary Super Fund

The “Fund” must be a fund registered with the system using

“System Code / Payroll /

Superannuation”.

Details entered in this window will be used by the payroll

system to create payment

Fund M ame

s to the specified funds.

Cantribution®  Policy Mo

EMP ~| |AMP

Woluntary Superannuation

|9.ut| |321 B461

W Authority to Release TFM to Super Fund

Fund I Fund name I Fualicy Mo I Tax I Amnount I
1 TOw Tower Life 183-4599 Before Tax 15.00
2
3
Fields to Note
Authority to release TFN | Check this box to supply the “Tax
to Super Fund File Number” to the fund.

Tax file rumber: [254 125 709 694

Tax

This tab contains the tax

settings and options for the employee.

Tick the check boxes to claim the various rebates and benefits.

Tax waiver date: 1370172002 «| | HEES Debt

[ SF35

Tax table: T
[~ Zone/Depen
Rebates: .00

Personal Details

v Tax Free Threshold [ Superannuation/&nnuity Rebate

[~ Family Tax Benefit
[v Resident for Tasation Purposes

dant Rebate

This window allows the user to enter or change private non-
payroll related details about each employee. By default the
window is displayed with the “Address” tab active.
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Personal Details

Employes No: [BRoaE . Mame: |WILLIAM ADAMS

Surname First name Fiddlz Marme Prefemed
[aDAMS [WILLIAM HOHN [BILL

Sex ke arital Status DOEB: Age:

|MALE | |SINGLE | |p2mznsrz [317%. 4hths

f Address T Phone ][ﬂmplo}lmentT Specs TNe:-ct DfEinTerendants]

Title: MH ~ | Fomer Mame: | Prev Mame:

Addiess: [ 456 Victoria Road County:  JFUSTRALIA | T Resident Gallery
Citizenship: - [ work Parmit Save
ubrt |GLADESV|LLE M ationality - Clear

State: |21 Postcode: N5/ - Exit

Address Tab

The address tab contains information about the employee’s
street address, prior names and citizenship details.

Fields to Note

Former Name | The name the employee used before their
current name.

Previous The name the employee used before their
Name former name.
Phone Tab

The phone tab is used to record phone numbers associated with
the employee.

Type | Mumber | Motes |
HOME h849E 1478 -
MOBILE 0435 678 A43 I

Fields to Note

Type | Use the “Type” column to describe the type of number
e.g. Home, Fax, Mobile etc.
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Employment Tab

The employment tab deals with the person’s employment
history with this company.

Ermnploving cormpary:

[Pw/RTRN

Service;
|2Mths

Employment date: Temination date:
- |05;c|5xznn3 |

Temination R eazon

’ﬁ‘ [~ ReHire

Default cost centre Erployrment type:

(] ~| [ENTERFRISE ~|

[ Inactive

Subcontractor: Badge Humber

I =l |

Fields to Note

Termination Date &
Termination Reason

For the person to receive “Termination”
pay the “Termination date” field and the
“Termination Reason” fields must be
completed.

Inactive Checked indicates this employee is
inactive and will not be processed in the

roster or payroll modules.

To set the employee as inactive see
“Operational Details” on page 34.

Select this check box to indicate an
employee has been hired again after
being terminated.

Re-Hire

If a value is selected in this window the
employee’s pay will be made as a
payment to the selected subcontracting
company.

Subcontractor

Bar Code Number | The code number that appears on the

employee’s identification card.

Specifications (Specs) Tab

The “Specs” tab displays license and certificate training details
in the system. Additional, not required, training may be entered
under the “Education Tab” on page 38.

Additional details may be added by double clicking in the next
row. Select the code and then tab to the “Number” field and
enter the license number and the expiry date.
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Licenze type | Description | Murmber | E wpiry |
23/01/2003 || &

SECL Standard Security License 2571682

Next of Kin Tab

The tab displays contact details for people who should be
contacted in an emergency. To edit data, or add a record, click

in the field and enter the new data.

| Cantact | Relationzhip |

Relatives name
12681254 Father

Tom Adams

Dependents Tab

This tab displays details about an employee’s dependents. This
is informational only and not used for tax purposes.

Dependants details
Surname | Firzt name | Relationzhip | Birthdate

Adamz Tom Son 13/03/2002 -

Personnel Summary Details

Provides an overview of each employee’s salary, leave accruals,
earning types, pay details and year to date earnings.

Select an employee by double clicking in the list to the left.
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Personnel Summary

ADAMS, Anthany #| Employee:  [PwR-018 LJ JOHN LITHGOW
= BE Brighton Street
ADAM S, Anthony

Sex [MAlE  [HORNSBY Nsw 2077

(@)#0AMS. Aleon Date of E:]] 158 39 258
b

(§)4DAMS. John Emploprent 0870772001

ADAMS, Debbie

Lenigth of 21, OMth
ADAMS,WiIIiam Service: L

BROWN. John |/ Summary T Perzonal T Eamingz T Pay T GroupCert T Super 1 Tan'vear |pO04 v
BROWM, William
BROWMN, Anthony Ermplayed By: ]PUWEHFUHCE Leave Accruals -
i H Al
ERbLtlson Postion OF [Grad 1 F/Time. so 5o

@BHDWN, Debbie

RDO' .00 .00

Sick Leave 11 507 1150_?1
LITHGOW. William I Bagze Hourly R ate: ,W Annual 3165 HE48

Employment Type: IFuIItime

LITHGOW, Alizon Leave

Base Hows A4, [2080.00
() LITHGOW. Arthony FeE T Lang Services [19.71 197.13
@ LITHGOW. D ebhie Base Salary: 20800.00

PRACTICE. John

E\T"HTHN v] I~ Dizplay Number and Name
PHAEHCE'JOhn w| | & ActiveOrly " Inactive Only Al Employees Availability ‘ Clear | Exit |

EN—<xgqc—wﬂ:UD'UDZKI‘%‘——Im'nmUnm:&IEI

To display information from a previous year select the year in
the “Tax Year” field.

Taxear |[P004 -
The summary tab displays employment and salary details.

Earnings Tab

Displays a colour-coded breakdown of earnings.

Dezcrption I [ty | Yalue I

1 Mormal Hours 40.00 a0v.20
2| Tower Life 1.00 35.00

|— Salary M ages . Allowances . Lump Surn Payments . Deductions . Workers Comp.

Pay Tab

Details about each pay run.

Date IF'a_l,llunl Gross | Allows | Dedns | Tax | Mett I
11040242002 2 507.20 .00 35.00 73.35 332.85

This tab also displays 2 additional buttons.
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Summany Beports Reprint Pay Advices

Summary Reports

This button opens the “Employee Summary Reports” window.
Select the desired report from the check boxes on the right and

then select the output type and click Bun Repor

3

Employee Summary Reports

Date Range Available Reports
Start Date: 1407 /2007 - -
Service Summary 3
Superannuation Surmmary
End Date: 0/06,/2002 - Letter of Service
¥ TD Reconciliation —
Taw Year 2002 M azter Record v
Clutput Farrnat
™ Prinker (+ Enter in a Date range if you
{* Scieen i wizh to span Tax years. or
" Emai reduce _the current tax year
& L details for the report.
Bun Report Exit
Reprint Pay Advices

This buttons allows you to reprint the pay advices for a selected
pay run. First select “Summary” or “Detailed”.

Print Pay Advices

\?/ Prirt the: Surnmary or Detail Pay &dvice
.

Detal ‘

A list of available “Pay Runs” will then be displayed. Select the

desired pay run and click K

Select Pay Advices to print

Employes | Marme | et | wieek Endin wito
FradR-002 ANTHONY ADARMS 39285 10 FER 2002 A
0] 4 LCancel Clear | Select Al | Search... |

Group Certificate Tab

This tab displays a visual representation of the employee Group
Certificate for the current year. A button is also provided to
print the Group Certificate.
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Tax Year 01/07/2001 to 30/06/2002 FBT Year 01/04/2001 to 30/03/2002

Lump Sumns [ Before Tax [ After Tax Gross Salay  [507.20
.00

A Allowances | Arnaunt |
|-00 B Taxable 507.20
Al .00
— D Deductions | Amount | PanEEs
|-UU E Deductions |00
T housands Hundreds Tens | nits Cents T ax Paid
|Zem |Zem |Seven |Nine |35 |?9.35
Fields to Note
Lump These refer to the termination pay codes used by
Sums the ATO.

This tab also allows you to print the employee “Group

Certificate” by clicking the Pint Cerfieate | 1 1tton located at the

bottom of the window.

Superannuation (Super) Tab

This window displays the employee’s superannuation payments.

Feriod Super Paid

Employee Contrbutic

YTD Total  |35.00

Operational Details

This window is used to access the employee’s day-to-day
working details, assign a photo, check employee’s availability
to work and also set an employee to be active or inactive.
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Employee Operations <Active= [’._l['glfgl
Employes: First narne: Middle narme: Surmame:
| PYyWR-029 j [JOHN [auiNey |aDAMS
Preferred name Fosition Cost Centre Faproll Company
|auINCE |[ENTERFRISE GUARD D1 |POWERFORCE
Addiess |23 America Drive Employment D ate Termination date
Birth date Rewview date
Subub:  [BURWOOD | | |oeAPR 2002 ~|

Gallery

J

state: [Nsw | Fost [2934

|/Ne:4l ofﬂinf Specs Tgxclusions]f Hiztary TEersonaI fgducationTEreferenceT Prafile ]f Phane ]

Relatives name I Contact I Relationzhip Save |
Gwen Adamz 5896 2887 Spousze s .
- Exit
B Set Inactive

Ay ailability

- Preference

Availability Button

Click this button to display a 12-month planner for the
employee. For more information see “Employee Availability”
on page 22

Preference Button

Set the employee’s preferences to be used by the “Optimised
Scheduler”.

Add new category lines by clicking the “Add” button and then
completing the fields below the table. Once complete save the
entry and it will appear in the table.
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Scheduling Preferences for JOHN QUINCY ADAMS

Team
|EFEA‘-;"EI

=l
Standard Fotations
Pattern

Shift Time Preferences
[~ A&m [ Day [ Pm

Scheduling Group

PEREMP -

[ Might v Any

Fiotation W /End D ate Firzt Fiatation

[F-GEN_SECURITY v | |

Default Min Hours Ovende |.04 Default Max Hours Overide |12

a7z | |

Lacation Mame Shift R atatin

1 -

2

3

4 -
Freference Categary: li «| Or
Freference Site Preftered Shift
PO | | ID5:00-16:00 DAYS DAYS |

Set Inactive | Add ‘ Save | Delete | Cancel ‘
Fields to Note

Team Members|of the same team will be rostered to |
work as a group on the same shift.

Scheduling In the example the person is an “Enterprise

Group Agreement” employee. So they will be
scheduled to work at sites that are specified in
the Clientele setup as erprise Agreement”
sites.

Standard From the list box select the shift rotation

Rotations parameters that best describe the shift. These

Pattern patterns are constructed in the “Optimised
Scheduler” module.

Rotation This is the date of the last day of the rostered

W/Ending week that the employee will work as their first

Date shift.

First Rotation | This indicates where in the rotation the
employee will start. For example in a 4-week
rotation, with “First Rotation” set to 3 the
employee will start by doing the shift defined
as the 3™ week in the rotation.

Preference This is a list of work types such as “Hotels”,

Category “Control Room” etc. select the most applicable
from the list box.
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Next of Kin Tab

This is the default tab for the “Operational Details” window. It
contains contact details for people who should be notified in the
event of an emergency.

Fielatives name | Cantact | Fielationzhip

Gwen Adamz

R39E 2887 Spouse -

Specifications (Specs) Tab

The Specs tab displays required licenses and certificate training
data. Non-required training may be entered in the “Education
Tab” on page 38.

License

type | D escription | Murmber | E wpiry | Imagel

SECL

Standard Secunty License 208367 03,/02/2003

Exclusions Tab

Exclusions are used to indicate the location(s) where the
employee is not allowed to work due to a previous negative
performance or issues that makes the person a bad choice for
that site.

Lacation |

I arne | From Date | Tao Date | Reazon |

FOW-54  POWERFORCE S& 01/01/1338 | 01/06/1993 | Abusive to staff member

History Tab

The “History” tab displays a history of the locations the person
has worked. It will be updated by the system when the person
works at a new location.
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Lcu:atinnl Mame | D ates | Hors |Briefed| Date |F|ates|
POW-MSW POWERFORCE MSW  /0R/2003-03/06/20 1600 Yes 030672003 Mo

POwWWIC  POWERFORCE WIC : Tes | 01/05/2003 Mo
POW-ACT | POWERFORCE ACT A0E/2003-25/07/20 160.000 Yes |O7/07/2003 Mo

Personal Tab

Use this tab to enter personal characteristics about the
employee. The “Work Notes” field is good for points that do
not fit into a particular heading but are advantageous to record.
“Other Notes” maybe used to record notes of a more personal

nature.
Work Motes Other Notes
Presents well to customer but can If you have to critisise him, make sure thers
be very annaoying are other people in the room or he is likely
to react violently.
Education Tab

The “Education” tab is used to display skills or training that is
not required to be monitored as a condition of employment.

Skill I D ezcription I Attained | Comment |Image

CRWD  Crowd Control 104015200 -

Preference Tab

The “Preference” tab is used to record each individual’s
preferences for work type and general location. The optimised
scheduler utilises these settings.

Rals | Description | Region |  Description | Pzl ass
GEM_SECURIT| General Securiby I*EST  Inner 'West v OnCal
CED Central Business Dis W Close Shifts
[v Long'week
[ LongDap
Fields to Note
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Fields to Note

On Call The employee is on call to do additional work.

Close The employee will work until the close of business

Shift as decided by the client.

Long The employee will work additional days if

Weeks required.

Long Day | The employee will work additional hours in the
day.

Profile Tab

This tab allows a user defined employee classification to be set
for each employee. This information can then be set as a
requirement or restriction when using the “Optimised
Schedule”. Double click in the code field to display available
codes then tab to “Criteria” to enter the value.

Code I Description | Critena l
HGT Height 168
LAMG Language Englizh

Transfer Employee

This window allows you to generate new employee records for
a new company based on the records of an existing company.

Note: This process will generate new employee numbers so new
rosters using the new number will have to be created.

Iransfer Employee

Transfer From Compary;  |ORYH ¥ | Transfer To Compaty: FudRITRR -

W Include Terminated Employees

W Include Inactive Employees

W Set Mew Emplogment Date
W Teminate Employees in Source Company T ermination Date: 01.401/2003 -

[v Carry Ower Leave Accruals Accrual Date: {1/ £2003 -

Mew Employment Date:  |00,/01,/2003 -

Restore Process ‘ Cancel | = ‘
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Fields to Note

Include Terminated | Check this box to move employees that
Employees have been terminated as well as current
employees to the new company.

Include Inactive Check this box to move employees that

Employees have been flagged Inactive as well as
current employees to the new company.

Set New Check this box to reset the employment

Employment Date | date to the date specified.

Terminate Check this box to change immediately

Employees in from one company to the other. If you

Source Company will be setting up the new company while
still running the old company do not
check this box.

Employee Master File Reports

This window provides reports based on an employee’s details.

Select the Company, Year, Employee (if required), Report and

. Frrint
the employee type. Click il to run the report.
Employee Reports E|@|E|
Report Selection Employes Selzction
Compary: (RN - & Masterfile & Single
" " Letter of Service " Active
&ar "2004 ﬂ (" Standard Deductions " Inactive
" Teminated
Employes: || j Fminate
Output Farmnat Print
" Printer & Screen ¢ Emaill ¢ File Only o i
Enit

Licenses Register (Report)

This window allows you to report on licenses and license
expiry. Select a company and then complete the other fields to
restrict the data in the report.

Check the box to include terminated and inactive employees
and /or sub-contractors.
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License Expiry Reporting ltem

Licenze Report

Cutput

™ Printer
{+ Screen
™ Email

" File Only

Compary: W
From D ate: W
To Date: W
Licenze Type: Iﬁ'

Format
oy

License Mo:
Employee No: -

v Include Teminated/nactive Employees

W Include Sub-Contractars

Eut

Employee Skills Report

Select the company to be used for the report. If “Skill /
Education Code” or “Employee” are selected the report will be
restricted to the selected values.

Employee Skills Reports

Choosze By Employes OR Skill OR Both

Company: |F"'V'HTHN

Skill/Education Code: [ERWD

Employee: |FWIH'D29

Exception Report

| Exception Report By Skill Code

Output Format

" Printer {7 HTML 0
™ Screen

{« Ermaill

™ File Only Frint Exit
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Clientele

Overview

Clientele maintains and describes your customers to the system
including information such as names, address, contact details,
rates of charge, service levels and requirements.

Creating Clients

To create a client select “Wizards” in the lower part of the left
navigator view. From the choices available on the right click
“Add Client”.

Add Client Wizard

The “Client Wizard” will prompt you for all the required details
necessary to construct an employee record.

Add Client

Welcome to the add client wizard.
This wizard will take wou through the steps of adding a new client,

= Client Name |F'DWEH SECURITY SERVICES |
Bierzie s [FOWER SECURITY |

Enter the codes ko be used Far this client,

= Client Code [POWSEC |

Short Code/ Wendor Mo |PD'W1 |

Required fields are marked with an asterisk =

| Mext | Cancel |

Fields to Note

Generic
Name

The name commonly used when referring to the
client. This may be a special internal name such as
a call sign.
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Fields to Note
Client The code you will use to reference this client in the
Code system.
Short A quick lookup code for the client. Commonly, the
Code first 3 characters of the “Client Code”.

Complete the fields and click the button to

continue completing the wizard.

Add Client

Customet Details

= Address

" 1 * Suburb

\\_ - * State

* Postcode

|2n CHARLES STREET |
| |

|F'AF| RAMATTA

MESW - W Do you wizh to enable rostering?

|21 50 |

Back | M et | Cancel ‘

Fields to Note

Do you wish to
enable
rostering?

Check this box to make this client active for
rostering. If not checked the client will not
appear in searches in the rostering window.

Complete the fields and click the button to

continue completing the wizard.
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Add Client
Billing Details Enter your client's biling details.
= Address [20 CHARLES STREET |
b ) * Suburb |PAHHAMATTA |
* = Gtate MW ABM  [RR7 098 72 321
> * Postcode |21 A0 |
Back | Mext | Cancel |

Complete the fields and click the button to

continue completing the wizard.

Add Client
Accounts
Charge account to: POVYIND | = Company Debtor
b = Charge Type |REVEMUE | |PWRTRN |
’ \ * Client Type ESES Tl galesman
b ‘ coevice  [06/01/2003  +| [BilKaembels |
D ate

Choose an existing client to copy their rates,

M Alkernatively, enter new rates wikhin the clisnt ACME -
\

conkracts window,

Back | Mexst | Cancel |

Fields to Note

Charge This is used to setup a parent / child client
account to: | relationship. Select the central billing client
(parent). They will be billed for activity with the
new client (child) you are now setting up.

Charge Select “Revenue” for paying clients or

Type “Overhead” for clients that are setup for
administrative purposes such as rostering holidays
or paying administrative staff.

Client Select “Casual” for clients charged by the hour or
Type “Repetitive” for clients on fixed charge.
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Fields to Note

Company
Debtor

Select which of your companies service this
client.

Complete the fields and click the button to

continue completing the wizard.

Add Client

Inwaicing

Select your credit terms ] -

Conzolidate Invoices?

Cazual invaicing

v S ot irvenice on order N

Automatic invoicing

i~

v Show rate types
v Oncharge overtime
=

\ v FizRates 31/12/2003 Include customer
'Y instructions into bill
:" address details
\ & Detailed
/,»"." " Surnmary
Back | M et | Cancel
Fields to Note
Consolidate Check this box to have the parent client
Invoices billed and not this client (child).
Fix Rates This is informational only. Check this box to

indicate this fixed rate is only applicable until
the date indicated.

Split invoice on
order No.

Check this box to generate separate invoice
for each order number. (reference number.).

Automatic
Invoicing

Check this box to automatically invoice any
hours above standard hours for a repetitive
client.

Oncharge
overtime

Check this box to bill the client for overtime.
For this option to bill the client you must also
have “Automatic Invoicing” checked.
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Fields to Note
Include This option is used when a client has been
customer setup as “Cash Sales”. Checking the box will
instructions into | cause the data in the “Customer Instructions”
bill address field of the “Scheduling Booking Window”
details to be printed in the address field of the

invoice. This allows one off invoices to be
created without creating new clients for each
invoice.

If this option is used “Split Invoices on Order
No.” must be also checked.

Complete the fields and click the button to

continue completing the wizard.

Add Client

Client Conkacts

> * Name |Leightu:un Cross |
' ‘\\ Phone |U2 9535 5922 | To add Further
) \ conkacks:
’ 1y Go to cientele,
] Select client contracts
A Extension |N"IA | window and click on
\l_ contacks tab,
Y .
A Ermnail Address |20 Charles Street, Paramatta |

Back | Mext | Cancel |
Complete the fields and click the button to

continue completing the wizard.
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Add Client

Cangratulations an finishing the add new client wizard.
You can view your new client details by zelecting
clientele fram the navigator and opening the client

7 contracts window.

/ —\
’ Yau may now click the BACK butkan ko check vou
;o have entered the correct details.
\\._ Once the details are correct, click the FINISH butkon
W ko add the new client and complete the wizard.

Back Cancel

Client Work Schedules

The purpose of these windows is to setup the shift requirements
for the client, do costing, set employee minimum requirements
and define preferences for the optimised scheduler.

Select the client and then click the g button.

Client Schedules S
Cliertt Code: (PO ~| Edit
Client Mame: [POWERFORCE wii0 | Clear
Generic Name: [Fova | Esit

Select from the current list of schedules at the top of the

Add

window or click the button to add a new schedule.

Times Tab

The left hand side of this window is used to describe and set the
times for the shifts.

Note: The “Short” name for the shift will be used in the
scheduler, limit the "Short" name to 3 characters and make
them easily distinguishable.
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Client Site Schedule - POW-WA <POWERFORCE WA10> <PWA =

Skart End Houwrs | ShortCode M ame Fole Effective Y alid
08:00 16:00 800  Davs DAYS Security Guard | 04/02/200;
16:00 0c:00 .00  AFT AFTERNOONS Security Guard | 04/02/200;

Active | Resources lHequired Hoursl Eharge Haurs I Labour Cast I Ehalge I Margin I Malginz I
AllDays 3 30 240.00 240.00 325365 5316.00 266235 45.00
FegDays 0
FhDayz 0
Futurs 0
Expired 0
Inactive 0

[ Times T LCosts T Specs [ warning ]
Mame Short Code Daps Required Break
[HIGHTS j {l] e Al i_‘ Sun [ Pay Break
™ Regular =
Rale Order Mo : -
" PMHoliday | |2 j Man ¥ FayBeak
Fa = | T — [o0:30 |
Effective Fram Walid To S 2 i‘ Tue [v Pay Ereak
priezz - -] ~] gl =
(™ Training 2 :‘ Wed [¥ Pay Break
Book. Start Book End Hours = pwe
|DD:DD |DB:DD |8.DD [ PayStdHis| [z i‘ Thu [ PayBreak =
Post Start Past End Haurs [ Close Shif i‘ B Save
2 Fri v
|DD:DD |DS:DIJ |a. ili] v Scheduled ad St o
= et Inactive
@l Terstie Z‘ Sat [~ PayBreak
Pattern Code; -
Delete Enty
Diezcription [ Link ta Contract ” ﬂ
Might Shift Print
Scheduling Group - -
Exit

Fields to Note

Name Shift name.

Valid To Leave blank to hove the system continuously
roster this shift.

Book Start | These are the time the employee will be paid for
working.

Post Start These are the times you want the employee to be
there. For example you may want the employee
on site 15 minutes before the shift starts.

Pattern Select the pattern code that will be used for this

Code shift, if desired.

Days Check “All” to indicate this is the case for every
day of the year. “Regular” is for all days except
public holidays and “P/Holiday” for public
holidays.

Type Check “Training” if this is rostered training shift
otherwise select “Normal”.

Close shift | Check this box to indicate this shift continues
until the clients decides the business will close.
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Fields to Note

Scheduled

Leaving this box unchecked allows you to do
costing exercises without the site being included
into the roster. Once the box is checked, the
“Scheduling optimiser” will automatically roster
employee onto the shifts.

Tentative

Check this box indicate that a shift needs
confirmation both that the shift has been issued to
the employee and secondly that the hours have
been worked.

Link to
Contract

Check this box to link this roster to a contract that
you have with the client. The client must be a
repetitive client. The contract number is then
entered in the field to the right.

Scheduling
Group

Select the code for the type of guard to be used on
this shift. For example it make be more cost
effective to use “Enterprise Agreement”
employees on a shift, by selecting the code for
“Enterprise Agreement” employees in the
“Scheduling Group” field only “Enterprise
Agreement” employees will be rostered by the
“Optimised Scheduler”.

Required and Breaks

This section of the Times tab is used to indicate the number of
employees required per day per shift type, the length of the
break if allowed and whether it is a paid break.

Required

Break

|_i—| Sun
Iz_il Mon
|2_i| Tue
P 2 wed
|2_i| Thu
|2_i| Fii

|—i| Sat

Costs Tab

[~ Pay Break

0030 |v PayEBreak
00:30 | Pay Break

0030 v Pay Break

00:30 | Pay Break

00:30 v

[~ Pay Break

This tab is used to calculate the costs of providing a service to a
client. In the top window there is a list of all the shifts for this
client. Immediately below this are totals for shifts, employees,
hours, costs etc.
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Client Site Schedule - POW-WA <P |
Skart End Houwrs | ShortCode M ame Fole Effective Y alid

00:00 0300 2.00 Ml MIGHTS Security Guard | 04/02/200; -
T T S ecurty Guard | 04/02/201 =
16:00 0000 .00 AFT AFTERNOOMS Security Guard | 04/02/200; =

Active | Resources lHequired Hoursl Charge Hours I Labour Cost I Charge I Margin I Marginz I
AllDays 3 30 240.00 240.00 325365 5316.00 266235 45.00
FegDays 0
FhDayz 0
Futurs 0
Expired 0
Inactive 0

[ Times T LCosts T Specs [ﬂarning]

Maonda 2 ] 25,37 31.79|F
Tuesday 16 16 21553 394.40 178.87 45,35 H
‘Wednesday 16 16 21553 394.40 178.87 45,35 f
Thursday 16 16 21553 394.40 178.87 45,35 H
Friday 16 16 2158.52 394.40 178.87 45,35 H

Emplopment Type Positian: Charge Rate

[Monday [FuLLTiE  ~| | [zzzem Jawitw -] [15.0000 Caloulate Set Inactive

Add
Tatal 80.00 80.00 1077.65 1572.00 834.35 45.35 Serm
Day Pay Rate Charge Code

[ray I Item I Rate I Oty I Cost I Day I Rate I Charge Delete Entry |
I onday Marmal Haours 10.0000 16.0000 160.00  Monday 24 65 394.40| & B
per howr sllowar| 3.0000  16.0000 48.00 it
b Esit

Select a shift in the top window and the values for that shift will
be shown in the table immediately below the “Costs” tab.

354,40
394.40
Wednesday 334.40 45,35 H
Thursday 358440 4535 H
Friday 35440 4535 H
Tatal 80.00 80.00 1077.65 1972.00 894,35 45,35
If a row contains some zeros it will need to be calculated. Select
the row with the mouse and then complete the fields
immediately below and then click Laloulate
Day Ermployrent Type Pozition: FPay Rate Charge Code Charge Rate

Monday FOLTME— «| | 12223 EwWOwW | [150000  Caleulate

Fields to Note

Employment | Select from the list of employment types that

Types have been entered into the system.

Position This is a list of the position codes entered into
the system.
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Fields to Note

Pay Rate

This is supplied by the system once you press
Tab to move out of the “Position” field.

Charge Code | This list box will show the “Charge Codes”

you created in the “Client Contracts”. For more
information see “Casual Rates Tab” on page
58.

Charge Rate Once the other fields are complete click the

Calculate

Rate”.

‘ button to work out the “Charge

The bottom

of the window is a breakdown of the shift charges.

Day I Item I Fate | Gty I Cost I Day I R ate I Charge
Monday Marmal Hours 10.0000  16.0000 160.00 | Maonday 24.65 394.40| &
per hour allowal 300000 16.0000 48.00
Specifications (Specs) Tab
This window is used to define the minimum requirements of the
employee to be used on this shift. Double click the column to
display a list box of choices.
Licenze | Dezcription | Fiequired | E ducation | Dezcription | Fequired |
SECL Standard Security Licen 1 CRWD Crowd Contral 1

Fields to Note

License

Required to perform task.

Education

Not required to perform task but may be desirable.

Warning

Tab

This tab allows you to set switches, which if not met, display a
warning when rostering people to the shift.
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[~ Match Role Type [~ Match Clazsification Code [ Site Briefed

[ Load ta Maonitor Queue [~ Wwarm if shift iz not filled [ Wamn if shift iz overfilled

Fields to Note

Match Role The “Role Type” of the employee must match
Type the “Role Type” specified for the shift when
rostering this shift.

Match The “Position Code” of the employee must
Position Code | match the “Position Code” specified for the
shift when rostering this shift.

Site Briefed The employee must be briefed for this site.

Load Monitor | Check this box to make this shift appear on the
Queue “Operations” (Response) monitor queue
requiring a call in by the employee.

Warn if shift | Provide a warning if not all positions on a shift
is not filled have been filled.

Warn if Shift | Provide a warning if a shift has been overfilled
is overfilled with employees.

Client Contracts

Client Contracts contains the contact details, accounting
information, services, rates and responses for the client.

Client Contract Details g@

Clignt Code IPOW—WA j Wendor No: Pagdsy Created  [04/03/2002

Client Namne IPDWEHFDHEE Wit Genernc Mame: |F’WA
Customer Details Billing Detailz
Address: |25 PERTH RO&D Auddress: |25 PERTH ROAD
| |
Suburk: |F'EF|TH Suburb: |PEHTH
State: jwh | Posteade: 500D State: e x| Postcode: [5000
Acc Contact I Email: |info@powerforcesoftware.com

[ Accounts T Ireeoicing [ LContacts T Services Tﬁepetitive Fatez T Cazual Rates T Responze Ratex ]

Charge To Code: | Area | Salezsman: [J ohn Pilling LJ

Campany Debtor: (PR TRN | Building: ~ | Debtor Clerk: [ LJ

Charge Type: REVEMUE «| LClient Type: ]C&SUAL « | Default Cost ] | Credit 0 =
Centre: Terms

Service Service

Commenced: 1043’02*"2002 | Cancelled: > I Accourt Inactive I Fix Rates >

™ Default Cliant Frint | Save | Clear | Exit |
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Charge To Code: |POWIND -
Compary Debtar: [Pyu/RTRM -

Charge Type:

Service
Caommenced:

REVEMUE -
04,/02/2002 -

Links Button
Click the “Links” button to lists all of this clients related child

clients.

Clients Linked to POW-PAR

Code D ezcription ok
POws-ULD FOwWERFORCE LD

POWIC POWERFORCE WIC Cancel
POW-ACT POWERFORCE ACT =
POW-M W POWERFORCE M5

Setting the “Charge To Code” to a common client, who will be
the parent client, creates a parent child relationship. This field is
located on the “Accounts” tab.

Accounts Tab

The account tab is the default tab on the Client Contracts

window.
Area; TOILETS | Salesman:  Mahn Filing =]
Buildirg: C | Debtor Clerk: | j
Client Type:  [CasAL - E:L?::al:t Cost ,m %fr:q'ts ’m
e
Ezmﬁﬁed: | [T Accourt Inactive [ Fix Rates -
Fields to Note
Charge To | This is the code for the client that will be sent the
Code bill. If there is no parent client leave this field
blank.
Company The company that will be processing this client.
Debtor
Charge “Revenue” for paying clients or “Overhead” for
Type clients that are setup for administrative purposes
such as rostering holidays or administrative staff.
Area This relates to the geographical areas defined by
the company and is used in reporting. For
example you may break a city up into north side,
south side.
Building This is a number or a name assigned by the
company to a building. This is used for reporting.
Client Type | Select “Casual” for clients charged by the hour or
“Repetitive” for clients on a fixed charge.
Debtors This is the name of the person who will be
Clerk handling the collection of funds from this client.
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Format

FORMATT «

Addendum
Activity -

" Print Invoices
+ Emall lnvoices

Create Options

Clientele

Fields to Note
Default The General Ledger code used for this client.
Cost Centre
Account Check this box to prevent this client from being
Inactive able to be used.
Fixed Rates

This is informational only. A checked box
indicates rate is fixed until the date indicated.

Invoicing Tab

This tab is used to setup invoicing defaults for the client.

[w Split Inwvaice on order no

[ Conzolidate Group lnwoices

[~ Oncharge Dvertime

Cusztomer B ased
Invoicing Mumbers

Inwoice No

™ Charge from Rezponze Time
" Charge from Onzite Time
(# Usze Company Default

Dretail Options Fesponze [nvaicing Options
- . " Wwith Docket Date
[ Split Lines by Time Bandsz  “without Docket Date

{+ Detaled " Summany [ Automaticaly Create
[~ Inchude Customer
Instructions into Bill

Address Details

Imwoice Statement O ptions
# Usze System Defaults
" Show Invoice Balances

[v Show Rate Type: " Da not show balances

Output Options

Output Options Output Options
Format Format
FORMATT ~| | FORMATT ~|
Addendumn Addendumn
|Activit_l,l j |Activit_l,l j

" Print Invoices
{(« Email Invoices

™ Print Invoices
s Email lnvoices

Fields to Note

Format

Choose the desired invoice format from the list.

Addendum

Select “None” or the report that you wish to be
emailed or printed with the invoices.

Create Options

Create Options

v Split Ihwoice on order o

Iv Conzolidate Group Invoices

v Oncharge Overtime

Cuztomer Bazed
Invoicing Mumbers

Irvoice Mo

" Charge from Fesponse Time
(" Charge fram Onsite Time
o Uze Company Default
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Fields to Note
Split invoice on | Check this box to generate separate invoice
order No. for each order No. (Reference No.).
Consolidate Check this box to have the parent client
Group Invoices | billed and not this client.
Oncharge Check this box to bill the client for overtime.
overtime For this option to bill the client you must also

have “Automatic Invoicing” checked

. Invoice M . . .
Click the M button to display the invoice sequence
control for the client.

Client Batch Sequence Controls E|E|E|
Selection Fange
EE=A Start Range End Fange
PO i, - |-| |9999
Category Prefix Mext lssue

INVOICE - [t 3

Re-lssues | v Zera Fill
3
Save | LClear Delete Euit
Detail Options

Detail Options

[ Split Lines by Time Bands

(* Detailed © Summarny

v Include Custamer
Inztructions inta Bil

Address Details
Iv Show Rate Type:

Fields to Note
Split Lines by | Check this box to show an invoice line for
Time Bands each shift in a day.
Detailed / Select the appropriate option to receive
Summary details or a summary printed on the invoice.
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Fields to Note

Include This option is used when a client has been
customer setup as “Cash Sales”. Checking the box will
instructions into | cause the data in the “Customer Instructions”
bill address field of the “Scheduling Booking Window”
details to be printed in the address field of the

invoice. This allows one off invoices to be
created without creating new clients for each
invoice.

If this option is used “Split Invoices on Order
No.” must be also checked.

Response Invoice Option

This part of the invoice tab refers to invoices generated out of
the “Response” (Operations) module.

Fesponze Invoicing Dptions

# with Docket Date
" Without Docket Date

[ Automatically Create

Invoice Statement Options

Irvnice Statement Options
¥ Usze Spstem Defaults
" Show Invoice Balances
i Do not show balances

Contacts Tab

The contacts tab lists all the points of contact for a client.

Services Tab

This window lists the services to be rostered for this client. To
add services see “Client Work Schedules” on page 48.

[v Enable Responzes [w Enable Rostering  Scheduling Sequence hd

Start | End | Hours | I are l Rual= | E ffective | W alid
16:00 0000 B.00 AFTERNOOMS 5G 04,/02/2002
0800 16:00 B.00 DAYS 5G 04/02/2002
0000 0800 8.00 MIGHTS 5G 04,/02/2002

Note: To enable responses or rostering their corresponding
check boxes must be checked.

Fields to Note
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Fields to Note

Scheduling | This field is used to sequence the order in which
Sequence the “Optimised Scheduler” processes clients. The
field is processed in alphabetical sequence. For
example “AA” would come before “AB”. As
numbers may also be used the sequence order is
0,1,2,3,4,5,6,7,8,9,A,B, C, D etc. This
means that “A” comes before “A1” which comes
before “AA”.

Note: If the “Scheduling Sequence” field is left blank the client
will be processed before clients with a value in the field.

Repetitive Rates Tab

The Repetitive Rates tab describes the charges for a
“Repetitive” client type. To edit a charge double click the row
and the “Client Charge” window will be displayed. For more
information see “Client Charge Window” on page 59.

“ Note: A new client should be setup for additional contracts.

Contract Mo Reference Contract Stait Contract End Public Holiday  Biling Cycle
OT/04/2002 | |31/03/2004 = | 0 | W Continuing Contract

Dezcription Charge To

Pemanent Guards 5000.0000

Fields to Note

Reference Enter any reference used with the contract such
as a “Purchase Order” number.

Public Clicking the down arrow in this field will
Holidays display the “Repetitive Charge” window
allowing you to create a “Public Holiday”
surcharge that will appended to an invoice when
public holiday occur in the billing cycle.

Continuing | Check this box to treat the “Contract Start” and
Contract “Contract End” as the minimum time period and
continue billing.

Casual Rates Tab

The “Casual Rates” tab describes charges bases on hour by hour
billing and must have the “Client Type” set to “Casual” on the
“Accounts” tab of this window.
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To edit rows in the table double click the row. For more
information see “Client Charge Window” on page 59.

Fee Schedule Billing Cycle tdimimum Hours Contract Ref:
DEFEOLT — =| M = |

Standard Description |F'rnfesinna| Semrvices Rendered |

Code | Description | Fiate | Charge Ta |
1 fawltw Award Level 1 -WwWeekday 15.0000
2
3
Fields to Note
Fee Select the “Fee Schedule” that will correspond to

Schedule | the way you wish to use the rates in the table. For
more information see “Operations Manual / System
Codes / Services / Fee Interpreter”.

Responses Rates Tab

The Responses Rates tab describes the response service and
charges used in the “Operations Response” module for this
client. Double click the row to edit the charge. For more
information see “Client Charge Window” on page 59.

Response Time Calculated From ¢ Received Time ¢ Despatch Time ¢ Use Compary Default

Code | Dezcnption | R ate | Charge To |
1 JALM Alarm Responze R000.0000

W

Client Charge Window

This window is used to setup “Repetitive”, “Casual” and
“Response” charges.
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Response Charge Rates for POW-WA POWERFORCE WA10

Charge Code

JALM
[ NoGST

Ovenide Charge Debtor

j |Alarm Fesponse

[ Use the above Description On Invoices

Rebates and Discounts

Rebate:
Dizzount:

3

Rate Type General Ledger Details
(+ Flat Rate GL Account (5300 -
" SpanRate

¢ Timed Fate | | Cost Centre |03 -

Update/Edit Rates

| | | |

Effective Rates and Dates

D ate and Rate are Required for ALL Types

01 APR 2003 -

Effective Date

Effective Rate 5000.0000
FO Mumber Minutes [ Fate
11 4P 2003 1 - Furchase Order Tewt P40
2
3 Purchase Order B-6358
4
5 = 4dd | Update |  Delete |

r _ o |

Band _[Hisx1.0] Rate [Hisw1.5] Rate [Hss20[ Rate [Hrss25] | TR |

Fl‘ia Rate Lancel |

[ DekoBe
|

e fea fraf—

Charge Codes
Charge Code
[ECH
[~ NoGST

j |Alarm Response

[ Usze the above Descrption On Invoices

Fields to Note

Use the above
Description On
Invoices

By default the description associated with
the code will be printed on the invoice.
Check this box to use the description shown
in the field. Users may edit the description.

Rebates and Discounts
Currently disabled.

Rebates and Discounts

Febate: || J |
||

Dizcount: ||

Rate Types

The section of the window allows you to select the type of
charge rate.

Rate Type

f* Flat Rate
" SpanRate
™ Timed Rate

Fields to Note
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Fields to Note

Flat If checked you must complete the “Update Edit
Rate Rates” section.

Span If checked you must complete the “Update Edit
Rate Rates” section and the “Spanned Rates” section.

Time If checked you must complete the “Update Edit
Rate Rates” section and the “Time Rates” section.

General Ledger Details

This section of the window allows you to select values to be
used with the “General Ledger”.

General Ledger Details

GL Account -
Cost Certre || -

Override Charge Debtor

This field allows you to select a parent debtor to be charged for
a specific “Charge Rate”.

For example a parent client might pay for alarm monitoring for
all it’s child clients, but leave other guarding task to be paid by
each individual client. In this example the alarm monitoring
charge would have an “Override Charge Code”.

Dverride Charge Debtor

|. =l |

Repetitive Amortised Rate

This is a value calculated by hand to be your “Per Hour” rate
based on the contract you have with the client. This rate is used
in the rostering and is not the value that appears on your
invoice.

Note: The “Effective Rate” from the “Updates / Edit Rates”
section of the window is the value that will appear on the
invoice

Repetitive Amortised Rate

|25.uu |

Update / Edit Rates

This section of the window must be completed for “Repetitive”,
“Casual” and “Response” charges.

Click the —— 299 putton to create a new row in the “Effective
Rates and Dates” table and then complete this section of the
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window. Complete the section then click the % button
to transfer the data to the “Effective Rates and Dates” table. To

remove a row from the table select the row and then click the

Delete | hytton.

Once all the rates have been set click the Apply button in
the lower right of the window.

Update/E dit Rates
[Date and Rate are Required for ALL Types

Effective Date 1 aPR 2003 -
Effective Rate 5000.0000

Purchase Order Text  |P/0

Purchaze Order B-E433

| Update | Delete |

Fields to Note

Effective | Repetitive Charge — This is the amount that will
Rate appear on the invoice.

Casual Charge — This is the “Per Hour” Charge that
will be used when invoicing. If “Span Rate” for the
“Rate Type” has been selected then this value is the
same value as used for the first rate on the first span
of the “Spanned Rates” section.

Response Charge — This can be the amount that will
appear on the invoice if the “Rate Type” is “Flat
Rate” or if it is “Timed Rate” it will be the first rate
value in the “Timed Rates” section of the window.

Effective Rates and Dates

This table display the different rates that have been set for the
client.

Effechve Rates and Dates

Date | Rate | PO Mumber |
1|01 APR 2003 A000.0000| B-E493
Timed Rates

These are the rates to be used for a response call.
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Spanned Rates
[ Apply Award Levels

Timed Rates

Minutes I Rate I
001500 350000 | o
00:30:00| 450000
00:45:00| 55.0000
M:00:00 B5.0000

LT [ O e —

Spanned Rates

This section of the window allows you to set the time ranges for
the various shifts and their rates. In the following example for
work done between 05:00 and 05:59 the client is charged at $25
per hour. For the first 8 hours of work done between 06:00 and
17:59 the client is charged at $20 per hour. If there is more than
8 hours worked between 06:00 and 17:59 (overtime) then the
client is charged at $30 per hour for the first 2 hours and then
$40 per hour for the next 2 hours.

Band |Hrs H'I.Dl

Rate IHISH1.5I Rate |Hrsx_2.D| Rate IH[SH2.5I Rate IHISH3.DI Rate

1 05:00 1.00 25,0000 -
2 059 |
3 l0E00 a.00 20.0000 200 30,0000 200 40,0000 ey
Fl

Fields to Note
Apply Check this box to use the “Award” hours in
Award place of the hours specified but still maintain the
Levels same rates.

Note: Checking “Apply Award Levels” should be used with
caution as it may significantly change your charges and the
reason why may not be obvious.

Service Summary Report Options

This window allows you to modify the format of the “Service
Summary Report” that is optionally printed with the invoices.
Chose to display “Employee Name”, “Generic Name” (for the
client) or a custom description.
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Client Service Report Options E

Client Code: |F'DW-W.-'-\ ﬂ
Client M ame: |PDWEHFEIF|I:E WATD
Generc Mame: |F"-An".-‘-'«

Service Summary Dphions

{o Show Employee Mame  § Show Generic Mame

Generic Service Descrption

Save LClear Exit ‘

Client Operations

This window shows Exclusions, History, Reports and Profile. It
is used to set up the logistics associated with servicing the
client.

Client Site Details

Client Code Hame Call Sign
| Pot-hia | |F'DW'EF|FDF|EE W1l |F’w’A
Lacation Reference Department Category

|EBD j |Centra| Business Diztric | | ﬂ

Address Other Review Date

25 PERTH ROAD 25 PERTH ROAD |B1H12H2UI33 ﬂ

FERTH PERTH

/A G000 sty G000 I NoBreaks Gallery
[~ Brief Required

Hotes

Q)

|/ Ludmin TSiﬁeContactTExclusionsT Histom Tlncidents \|[ Levels T Profile ]f Rates ]

I ame I Phote I Ext I Addrezs I

Save
M artin Drenovac 06 3635 5922 WA 25 Perth Road

Set Inactive
Insurance

Clear

Exit

Ml

Notes Button

Click B the ﬂ button to display a client notes entry

window.
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Client Diary <POW-WA > POWERFORCE WA10

Subject:

Motes:

Change of Keys - Eg‘fg“"e 01/05/2002

The fire stair keys will be temp. be changed for bwo weeks while new locks  Walid Tor  |15/05/2002 -
are set-up

Save Clear Exit

These notes will be automatically displayed as a warning in the
“Scheduling Workbench” if the client is referenced during date
range specified.

Insurance Button

Click B the m button to display the client’s

insurance contact information and details.

Contacts Tab

Contact details for the client's insurer.

Insurance Controls - POWERFORCE WA10

X

Inzurance Company: Reference:
|F'DWEH INSURANCE | |PDw|Ns |

f LContacts ] Ophions 1

Address: Contact:
20 Charles Street Alan Shore
Parramnatta MW 2124

Fhiohe:

02 96351248

| E mail Options

Email Addrezs: |alanx@pnwerinsurance.com.au

f* Automatic

tC |recnrds@powerimurance.cnm.au | " Manual

™ Mone

BCC: |

Save | Exit
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Options Tab

Displays locations and incident types referenced by the
“Incident Management” module.

Insurance Controls - POWERFORCE WA10

Inzurance Compary: Reference:
[l | |Aam
|/ LContacts |/ Options ]

Building Locations I Incident Types | Email I
Stairwell Fighting res
Foyer Accident res
Liftz Property damages res
Kitchen Perzonal [njury Ve
Laading Dack. I

Save Eut
Admin Tab

This is the contact information for the people who handle the

account. This may actually be another location or somebody at
the “Parent” client site.

Site Contact Tab

This is the contact information for the people at the client site.

Exclusions Tab

This window lists employee’s not to be used with this client.

Code | Perzon | From | Ta | Feazon
MO0 TOR HEGARTY 25/02/2001 MA07/2001  Insulted the awner
UMO000: GREGG EVAMS 1./02/2001 Did not performn all required checks
History Tab

The history tab logs all the employees who have worked for this

client.
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ALISOM STEVENS 12140772003 25/07/2003 40,00 [§IPS
DEBBIE ADAMS 04/02/2002 | 29/03/2002 320000 |
Pw/R-008 WILLIAM ADAMS 04/02/2002 | 29/03/2002 32000 —

PudR-013 AMTHONY LITHGOW 04/02/2002 29/03/2002 320.00
PwiR-01E WILLIAM LITHGOW 04/02/2002  29/03/2002 320.00
F/R-019 WwLLIAM LITHGOW 21/07/2003  25/07/2003 40.00
Fw/R-020 DEBBIE STEVENS 21/07/2003  25/07/2003 40.00
PwR-01 JOHW BROWN 02/06/2003 24/06/2003 3200 |-

First D ate

Lazt Date

Incidents Tab
The Report tab shows a summary of the “Incident Reports” for

this client. Click the ﬂ to open the “Incident Manager”.

Note: Not all versions of PowerForce include the “Incident
Manager”.

Levels Tab

The Levels tab describes the service provided to this client.

Provide 4pm to Sam coverage of the building (internal and external) including car park.

Profile
This tab specifies required attributes of the employee that will
be used at this site.

The Code and its Description are the attribute, Qual is the
qualifier and then the criteria is the desired value and Priority
indicates the minimum percentage.

This is used by the “Optimised Scheduler”.

Code

I Dezcription | Qual I Criteria | Friority |

LANG

Language EQ E nglish 5
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Site Allowances

Rates

This tab allows the classification of the employee, working this
site, to be overridden by the classification specified. The value
in the “Grade” field is used to link the employees current
classification to the new. In the following example a “Level 2”
guard at grade 2 would be upgraded to a “Level 17 guard.

Note: This does involve distinguishing grades when setting up
“Classification Codes”. See the “Administration Manual for
more information.

Any “On-costs” charges may be entered into the respective
“On-cost” fields.

Pemnanent AutoClazsification Omncost Casual AutoClassification Oncost (1230
Clazs I Diescriptian I Grade | Class | D ezcription | Grade |
1 Grade 1 F/Time. 2 1 Grade 1 F/Time. 2
10 EMTERFRISE GUA E2 10 EMTERPRISE GUA E2
10 EMTERFRISE GUA E2 10 EMTERPRISE GUA E2
I . | e e .

Client Site Allowances

To set allowances specific for site click “B e Alowances | This
will display the “Client Site Allowances” window.

Select the tab for the desired shift. Double click B the “Role”,
“Class” and “Allowance” fields to select the required values.
Press the “Tab” key to auto complete the “Description” and
“Unit” fields. Then enter in the “Amount” and if required
“Limit” values. Click B

Save

to finish.

Client: PO wia |

POWERFORCE “&10025 PERTH ROADSPERTH wa, 6000

[ Std Allowances ][ Am Allowances T Dray Allowances T Prm Allowances Tﬂight.&llowances]

Standard Site Allowances

Fiole | Clazs | Allowance | Description | Lnit | Arnovint | Lirnit |
=1 SITE-+ per hour allowance at gl Unite 3.0000
Save Cancel Exit
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Client History

This window is designed to show the financial relevance of the
selected client for the current company. This information is
invaluable for strategic planning and time should be taken to
review the data that will build up over a period of time.

Select the desired client and press the “Tab” key to generate the
data.

Note: It may take a period of time for the system to analyse all
of the data.

Note: The year must be the current financial year. If this is not
the case manual change the year and press the “Tab” key.
Additionally check the year values in “Administration /
Company Controls / Tax Tab”. This may have to be done by
someone with administrator access.

Client History

f . Year-To-Date Sales  Market Share
Client Code: : - -
ient Code |F'DW M, J |2DD2 J Repeilive 0%
POWERFORCE wiall Repetitive Revenue PA: Casual 591600 41.60%
ZAPERTH ROAD
| Rezponses: 00z
PERTH /4 B000 Tatal: RO1EO0  4160%
[ LConzolidation [ Tranzactions [ Scheduling T Responzes [ Stahistics 1
Catagary | |hvnices | Gross | Tax | et | Cost | b argin | b argin?
Repetitive .00 100.00
Cazual 1 E.507.E0 531.60 5.916.00 3.818.47 2.037.53 35.46
Response o 100.00
1 £.507.60 591.60 5.916.00 3.818.47 203753 35.46
Service Length :04/02/2002-07 /0872003 1%, BMths Clear Exit
Fields of Note
Repetitive This is the expected revenue for the year
Revenue PA: based on the rows displayed in the table on
the “Repetitive Rates” tab of the “Client
Contracts” window.
Consolidation This displays consolidates your income and
Tab margins for the 3 types of invoicing.
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Fields of Note

Transactions This shows a period-by-period overview of

Tab the client’s invoices. Double click L% to drill

down through the data.

Scheduling Tab | This shows a period-by-period overview of
the client’s hours, charges and margins.

Double click B to drill down through the
data.

Response Tab | This shows a period-by-period overview of
the client’s jobs, charges and margins.

Double click B to drill down through the

data.

Statistics This tab displays similar data to the
“Consolidation” tab except it is broken down
by period.

Copy Charge Rates

This window allows you to copy “Charge Rates” from one
client to one or more other clients.
Select “Source Client” (copy from) then click B _select Raes |

to select the “Rates” to copy and click B _Select Clents to pick
the clients.

Copy Charge Rates From <POWERFORCE WA10> (2] 0/[X]

Source Client: |PDW'W-‘1"- j Select Rates
Date Rate Effective: [11/04/2003 = Select Clients

Rate Code | Effe Date
PGRD 3 F 500000

Client I Mame |
1 _JPOw-CR CROWM

Copy Clear Exit

Client List Report

Lists a client’s contact details.
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Client Contact Details

Company: F/RTRAN

L]

Client: |POw-CR

L]

Clients created since: |

L+

o' Detall " Mame
™ Surmary f* Code

[ Include Inactive Beport Exit

Financial Report

This window creates a financial analysis or earnings report for
the selected company for the selected period.

ReportfBuild Financial Details

Compary FwRTRN |
Perniod |ED|33[|? ﬂ

[ Summary Repart

Cutput Farrnat Feport

™ Printer

O SiEEEm (s (o Analysis
& Bl ™ " Eamings
" File Only

Sales

i+ Met
" Gross [Inc. Tax]

Frrirt E =it

Client Master Charge Report

This window creates client “Rates” or “Contact Details” report.
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Client Master Reports

Selection Options
Compary:  [FW/RTAN ~|
Client |p|:|w'_|:|:| ﬂ

[ Include Inactive Clients

Fiepart Dutput Farrnat
" Printer
: "
~

™ File Only

Report Selection
" Client Rates

f+ Client Contacts - Detail
" Client Contactz - Summary

Sort Order
o Client Code " Clent Mame

Bun Report Exit

]
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Scheduling

Overview

The Scheduling system is used to create and maintain the
schedules (rosters) by combining the client information and the
employee details.

Schedule Design Overview

A schedule consists in basic term of a task to perform and
people to do the task.

In PowerForce we define the task by creating a client, the
person who requires the task. Then we can define the tasks
required in the “Services” tab of the “Client Contracts” window.
These tasks are then available to be assigned in “Maintain
Standard Schedules”, “Scheduling Workbench” and “Optimised
Scheduling”.

Client

[Std. Schedulej[Work Benchj(Op’r. Schedule]

You will also need people to do these tasks. Employees are
selected based on the details in the “Operational Details”
window from the “Biographical” menu.

Creating Schedules

Schedules can be created in differently based on your needs and
work processes.

Workbench

Use the “Scheduling Workbench” to create schedules based on
client details or to define client details from scratch.
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Maintain Standard Schedules

This can be used to create a schedule template by assigning
people to shifts set in the “Client Work Schedules” on page 48.

The schedule can then be repeated over and over again by using
the “Generate Schedule” window on page 88.

This feature is ideal for maintaining low maintenance repeating
schedules.

Optimised Scheduling

Not available in PowerForce Lite.

This module is used once you have defined your client’s service
requirements and your employee’s specifications.

The system can then generate a schedule for the specified time
period based on your priorities to fill the requirements.

Note: This is a more advanced tool and all requirements must
be completely defined to use “Optimised Scheduling”

effectively.

Time Scheduling Workbench

The scheduling workbench is used to create schedules from
scratch by adding employees and assigning times or by building
from supplied schedule information. This data comes from the
“Client Work Schedules” window on page 48.

The workbench may also be used to edit schedules that have
already been created. This is the only method of confirming
shifts or making changes such as sick leave for an employee.

Work Bench
Assign by
Hand

Employees Clients

Single Shift
Rotation
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Workbench Window Layout

Scheduling Workbench <Site Location>

[ALL ~| Perind: [7Days

j Vi |

Rotation Stat T End T Comment

L@ | |Lithgow wiliam -

[P0 A P,
25 PERTH ROAD

PERTH it G000

Ogen Motes

Book  [on:00 [2353  [available

Past  [ama0 Z5E (I -

W/End [17/02/2002 -
Book 240,00

| [P/R-019] LITHGOW, WILL |-

Cancel | Book | Edit | Replace| add |

':‘--' ovste [
A . Find

T Site .. )

r Employes
FEE2002 | Montl | Tuelz [ wed13a [ Thutd | Fi1ts [ satte [ sum17 |
Ph/F-004 TELC-BR-0F  IE80-0008 TEOPR8F 18000008 TE-8R-O0 00 -
FR-006 b I i i G A R R |
FwWR-013 FESOLE R TEO80 P07 TEGOOR8F 18000007  TE-80-0000 e
PwH-016 BEOO-IEOE CEOO-TESE OEOO-TEON OEORIE00 OEOOIEO0
Pwh-203 BEOO-IEOE CEOOTESE OEOO-TEON O8OR-IE00 OEOOIEO0
Dulrn 204 HF-HT FICCHT A0 (HF ST DI T PO - SO bl
4 »
Resources/Hours: [6/48.00 £/48.00 £/48.00 £/48.00 £/48.00 |
Legend Baoked Time: 240.00 Standard Hours:  |240.00  Casual Hours: |.00
[ Moming [T Aftenoon [ Mocharge . _
Chargeable Time: 240.00 Booked Std Hours: [240.00 Paid Maormal:  [240.00
T Day [T Might W Huliiple Times

Mon Chargeable Time: |00 Orver Standard: - Paid O /time: -

Action Buttons

These buttons allow you perform task with the schedules. Move
the mouse over the button and stop to display its function.

AN ISISVISIENTE)(5]

Date Range Selection

Use the drop down list box to select the range of days to be
available to view.

Pericd: |7 Days -

Shift Display

Use this list box to select a different emphasis in the colour
coding of shifts.

Wiew: | Shift Spans -

Client Details

This part of the window contains the client details. Clicking the
M button to display the “Client Site Details” window or

the _ Notes | button to display client notes.
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Powerforce 'wall ﬂ
[P 0] P
25 PERTH ROAD
PERTH “w, BO00
Open Motes
Booking Details

This part of the window displays details about the shift you
have assigned to an employee and provides access to the
booking details.

Rotation Stat T End T Comment

Book |uc|:nn |23:59 |Available

Post [oooo  [2358 [N -

| [PwR-004] AD4MS, DEB |

Cancel | Book | Edt | Replace| add |

Employee Selector

These fields show a picture of the employee if available and the
employee name (last name then first name). Under the
Employee you can select the shifts you wish to view by setting
the “W/End” (week ending) date.

@  |Lithgow Wiliam |
WiEnd [17/02/2002 ~

8T Bok  aom
g owstd |
r .@I Find |

Resource Allocation

Shift allocations are displayed in this window. Use the legend to
identify the meaning of the colour assigned to the shift. The
current shift is always in purple.

Note: Un-allocated shifts will only be displayed if the
preference has been set to show un-allocated shifis. Click the

¢ 2] Preferences

“Preference” button in the toolbar to display

the settings.
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sPR2002 | Mon0l | Tuem2 [ wedos [ Thuod [ mios | satoe | sunor
DAYS/S6-1-1 08:00-16:00 | 0B.00600 | 0G00-16:00 | O@00-16:00 | 08:00-16:00 =
DAYS/S6-1-2 08:00-16:00 08001600 | 0%00-1600 | 08001600 | 08:00-16:00 =
AFT/SG-2-1 16:00-00:00 | 16:00-00:00 | 16000000 | 16:00-00:00 | 16:00-00:00 I
AFT/5G-2-2 16:00-00:00  16:00-00:00 | 16000000 | 1E:0000:00 | 16:00-00.00
NI/SG-31 00:00-05:00 | 00:00-08:00 | 00:00-08:00 | 00:00-08:00 | 00:00-08:00
bl :l'CtF‘ 22 Q0 OO 00 Q0 OO 00 Q0 OO 00 OO0 02 (0 OO0 02 (0 l
4 3
Resounces/Hours:
Display Type

These tabs located below the resource allocation fields change
the resource allocation display between employee and
site-based information. Click the tab to change from one view to
another or to refresh the information displayed.

f Employee T Site ]

Once a tab has been selected the active value will reflected in
the title bar for the window.

Scheduling Workbench, =5ite Location®

Note: Clicking the Display Type tab is a handy way to refresh
the screen.

Legend

Different shifts will appear in different colours in the resource
allocation display. These colours will change based on the
settings in the shift display.

Use the legend to identify colour coding as different
information is displayed.

Legend
[~ Maming [ Aftemoon [ Macharge
F Day [T Might W Multiple Times

“ Note: Legend colours change as the view is changed.

Costing Details

This part of the window displays summary information about
the schedules.

Bocked Time: .0a Standard Hours:  [240000  Casual Hours: |.00
Chargeable Time: .0a Booked Std Howrs: |00 Paid Mormal: {00

Mon Chargeable Time: |00 Ower Standard: - Paid O Mime:

Creating Schedules from Scratch

Casual schedules may be created using this window. These
entries are then used to pay an employee through the payroll
system.
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First click the “Site” tab to set your display type. Then select
your client. At this point if there are any shifts defined for the
client they will appear.

Click the & button from the booking details section of the
window and select an employee. The name of the employee will
appear at the bottom of the list in the resource allocation.

MR 2002

Fi/R-006
FwR-013
Fw/R-016
FuR-203

N =

Once you have a name you can create and assign shifts to that
employee. In line with the name double click under the desired
day. The “Booking” window will be displayed. Complete the
booking details and the shift will be saved. See “Booking
Window” on page 80.

Allocating to an Existing Schedule

To assign employees to an existing schedule click the desired

“Shift” and then click the M button in the “Booking
Details” section of the window. Or to search for a suitable

employee click the End_ button in the “Employee Selector”

section of the window.

Click the site tab to refresh the data in resource allocation. The
shift will be moved from un-allocated to the assigned employee.

In the following image the shift has moved from “AFT/SG-2-1”
to “Adams, Quince”.

Mev 2003 | Mon0s | Tueos | wedo? |

AFT/SG-2-1 16:00-0000 | 16.00-00:00

AFT/SG-2-2 16:00-0000 | 1E:00-00:00 | 16:00-00:00
NI/SE-31 O0:00-0800 | O0:00-05:00 | 00:00-08:00
NI/SG-3-2 O0:00-0800 | O0:00-05:00 | 00:00-08:00
Adarmz Guince Ay Ay

<
Employee Tab

Use the employee tab to view all sites and shifts allocated to an
employee. This allows a quick check of where else the
employee maybe working during the schedule.

My 2003 | Mon0s | Tueos | wedor |
= TE:00-00:00

Note: The name of the employee is replace with the name of the
client utilising the employee.
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Deleting a Schedule / Shift Button

Click a shift in line with the desired employee to select the shift.
Then click the “Delete Schedule” button at the top left of the
window.

You will first be asked to confirm deletion. Then you will be
shown a list of shifts in the schedule, select the ones to delete
and click the “Save” button.

In the booking window shifts can be defined as “Tentative”, if
so each of these shifts must be confirmed in the booking
window. “Confirm Times” confirms that the employee has been
notified of the shift.

Click B the “Confirm times” button to display all allocated
shifts, select each desired shift then click save to confirm.

The same button can be used to remove confirmation.

B Confirm Start Times

(] 04/03/2002 00:00 08:00 POWERFORCE Wall
[ 04/03/2002 08:00 16:00 POWERFORCE Wall
] 04/03/2002 00:00 02:00 POWERFORCE Wall
[104/03/2002 16:00 00:00 POWERFORCE Wall

Confirm shifts Button

This button works in a similar fashion to the “Confirm Times”
except that you are confirming that the employee worked the
shift. If shifts are flagged as Tentative an employee will only be
paid for shifts that are confirmed.

Confirmed shifts are changed to Bold Italic.

Note: Remember to refresh the resource allocation display by
clicking the “Site” tab.

Time Scheduling Reports Button

Click this button to display the “Scheduling Reports” window.
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Generating a Standard Schedule Button

Ql

This button will load the “Generate Standard Schedule”
window.

Maintain Standard Schedule Button

This button opens the “Maintain Standard Schedule” window.

Booking Window

This window is called from the “Scheduling Workbench” and is
primarily used to assign hours to a shift and attach other
relevant details.

Editing Booking for WILLIAM ADAMS At POWERFORCE WA10

[ Times Tgcumments Pay [ temao [ Order [ Cozts [gllnwance3|/ Tazks

] Marmal Diay -

Book Start: ||j5,-'|33,-'2E||:|2

! - * Da
BookEnd [o5/03/2002 | |[16:00 W Tentative [ Splt Shit y

- [o=00 (™ Charge on booktime & M
J | {* Charge on Post Time Y

" Afternoon

PostStatt: |0g/03/2002  ~| |ne:nu  Quewe 0T uthorsed - gt
PostEnd:  [05/03/2002  ~| |“31UE' [ CloseShit [ EstendBase ¢ Ratating
08:00-16:00 DAYS DAY'S ~| |56 ~|
Standard 5hifts Fols Types Ok Cancal

Link to Client

Note: This is the bottom of the window and does not change as
different Tabs are selected.

The list boxes allows the shift to be linked to the “Client Site
Schedule”. The drop down boxes will display shift details from
the un-allocated shifts in the resource allocation. When saved
the shift will appear for the employee and be removed from the
un-allocated shifts.

[5.00-T6:00 DAYS DAYS ~| G |

Times Tab

The time tab allows hours to be “Booked” and “Posted” for the
shift. Booked hours are for scheduling the employee onto a
shift. Posted are the hours the employee worked.
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Perzon

&+ Mormal

" Cvertime 1
" Cvertime 2
" Owertime 3
" Owertime 4

Book Start | I5/0372002 v | ||JS:DD
Book End: 0570372002 j |1E:DU
Fost St [J5/03/2002  ~ | |ua:nn
PostEnd:  |[I6/0372002 v | [16:00

Fields of Note

Tentative | Checked indicates the shift has not been confirmed
and no pay will be processed and an invoice will
not be produced.

Un-checked indicates the shift has been confirmed
or it was not a tentative shift. Pay and invoicing
will be processed.

Queue Checked indicates the shift will be queued on the
“Operations Monitor” if the operations module has
been included in your options.

Close This person will work until “Closing Time” as
Shift specified by the site manager.

Comments Tab

You may add comments about the shift if desired. These are
general information.

Pay Tab

The pay details from the “Client Site Schedule”. These will be
blank if you are creating the shift from scratch. You may also
overwrite these details on a shift-by-shift basis.

Rate fm - [ Credit Adjustment

Classifization: |ENTEHF'FHSE GUARD L1 [~ PayBreak

Shift Length:  |8.00 Time of Break: él Break Length:

Fee Clazs: |p1 ﬂ |'W'eek Day Fate [ Oweride Charge
Memo Tab

This is used to record operational incidents that occurred during
the shift.

Orders

Use “Client Instruction” to record special instruction from the
client such as a one off request.
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Note: This field is also used to contain the billing address in
one off miscellaneous invoices. For more information see “Add
Client Wizard” on page 43.

“Internal Instructions” are given to the employee at the
beginning of a shift.

Client Instructions Internal Instructions Reference Mo | B-4354

The lock on Level 4 has & phone
been replaced ~ Fax

" Response
" Email

Costs

Use this window review costs associated with this shift.

Tasks

Use this window to define specific task that will occur or did
occur during the shift. This information is used as a time
management tool for the employee.

, Comment [HT2]: A lot of pic’s in this
, | section need updating

This window is used to create an employee schedule template
structure that is used to generate employee schedules over and
over rather than assigning employees to schedules every week.
Once a “Standard Schedule” template has been created use

E “Generate Schedule” on page 88 to create as many schedule
cycles as needed.
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Maintain
Standard
Schedules

Generate
Schedules

IFlstandard Schedule <POWER SECURITY SERVICES™

Clisnt Code: [POwsSEC

|

Schedule Type: I REGLILAR j Wig: I d

Last Riotation Week. @ Single Rotation
Ending D ate: m ) Multiple Rotation
O Pattern Rotation Hours Required : Resources Required : 14
Summary | Allocation | Hours Allocated : 41 Resources Allocated: 5 —
Emplopee [ baw [ e | Mon [ Twue [ wed | Thu | Fi [ Sat [ Sun [ shittHrs[=

Jones, Davey 420 | 41.3 |2345-0800 2345-0800 23450800 2345-0800 2345-0800 aff aff 5413
DM AGeneral Security 245 23451200 23451200 | 2/24.5
MM /G eneral Security 245 1145-0000 1145-0000 | 2/24.5
AFT/General Security 41.3 | 15450000 1545-0000 15450000 1545-0000 15450000 5/41.3

7
2
3
F)
5
B
Fi
g
E]
a
1
2
3
F)
@ ﬂ Riotation 1 of 1

| Aszzign ” Uﬂ-AssignI | FErrint I | Save ” Lancel ” Exit I

Note: When the window is opened shift definitions are
displayed; these are not part of the template. It is only when
employees are assigned shifts that a template is constructed.

Fields to Note
Schedule This refers to the type of day the schedule affects,
Type “All” — Every day of the year. “Regular” — all days,
except public holidays. “Phols” shifts for public
holidays only.
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Fields to Note

View

Determine wether a shift is shown as “Times”,
“Hours”, ’Shift Code” or “Role”.

Rotation

These fields allow shifts to be based on “Single
Rotation” (single week), “Multiple Rotations”
(changing rotations over multiple weeks) or
“Pattern Rotation” (multiples weeks based on a
defined rotation pattern).

® Single Rotation
1 Multiple Riatation
) Pattern R otation

When “Multiple Rotation” is checked the following
additional options are displayed in the top right of
the window.

D ays/Ruotation: I? j Last Rotated Cycle: I'l—j
FiotationsCocle: I‘l—::l

Selecting “Pattern Rotation” adds the “Rotation
Pattern” list box. This allows you to select from the
rotation patterns you have designed.

Drayz/Ratation: I'_"' ﬂ Last Rotated Cycle; I'I ﬂ
FotationzCuocle: |1 ::I
Ratation Pattern: I J

Click this button to remove all employee
information from the schedule thus removing the
schedule template. You can still open the window
again and see the shift definitions as these are not
the template but data read straight from the client
files.

Summary Tab

This display is divided into 3 related sections.

Employee Section

This shows the employees used in this template and the shifts
still to be allocated.
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Employes | [GER | Allc
1 |Jores, Davey 4.0 | 4.3
MOR /General Security 41.3
3 | 490
4 | MWN/General Security 49.0
5 |AFT/General Security 8245
B
Fi
g
=)
10
11
12
13
14
Fields to Note

Max The maximum hours available for this employee
over all the rotations defined.

Allc This is the number of hours allocated to the
employee or the shift.

Double This allows the user to:

Click ¥ “Add an Employee” — an employee is added to the
display allowing shifts to be allocated to that
person.

“Select all shifts” — all shifts of the highlighted
shift type will be selected preparing them to be
allocated to an employee.

“Split Shiftline” — the highlighted employee will be
duplicated allowing multiple shifts or split shifts to
be assigned on the same day.

Days

This display correlates the day of the shift to the “Shift Type” or
the “Employee”.

ton |

Tue | wed [ Thu | Fi [ Sa | Sun

2345-0800 23450800 2345-0800 23450800 2345-0800 aff Off

1545-0000 1545-0000 1545-0000 15450000 1545-0000

23451200 23451200
1145-0000  17145-0000
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General Information

This display correlates details to an employee or shift. Use the
scroll bar at the bottom to display the various information types.

Shift/Hrs | =
5/41.3

24245
24245
5/41.3

-
o |

Fields to Note

Shift/Hrs | The number of shifts / total hours allocated for the
employee or the shift type in currently displayed
rotation.

Rotation | As for “Shift/Hrs” except for all rotations of the
schedule cycle.

Average | As for “Shift/Hrs” except averaged over the cycle.

ﬂw 1
Note: If the “Rotation Selection” buttons I—'lill are used
the “General Information” display resets to “Shift/Hrs”.

Allocation Tab

This view shows all the shifts allocated to the person
highlighted in the “Summary Tab” and allows multiple shifts to
be assigned based on a “Roster Pattern”.

Note: Allocated shifts are shown as time ranges eg
“1545-0000”, unallocated shifts are shown as descriptions.

- - P A P B aze wiork 1 =
J @ Assign Shifts () Unsdssign Shifts Pattern Riotatior: I j

L1 5 A5 D000 AFT AFTH

Rotation |T pel tonda: |Tuesda |Wednesda|Thur5da | Frids |Sa’rurda I Sunda: I

1 1646-0000 1545-0000 1645-0000 1646-0000 16450000  Off off
2 ights 8 Hot ights 8 Hot lights 8 Hou ights & Hol ights 8 Hou O Off
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Fields to Note

Shift Select a “Shift” from the list box and then double
click the desired day and that shift will be applied
or if already applied it will be cleared.

Assign Click to assign a shift pattern, selected in “Shift”
Shifts field, and starting on the rotation week selected in
the “Base Work Pattern Rotation” field.

Rotation | This is the week within the rotation.

Assigning a shift

Select the “Summary Tab” and double click the “Employee”
field to add an employee.

Emploves I LE I Allc
1 lJones, Davey 4.0
2 _|MOR/General Security 825
3| DwM/General Security 49.0
4 | MNwMN/General Security 49.0
5 |AFT AGeneral Securnty 825

Note: The employee appears above the shift descriptions and
has zero allocated hours.

Choose the shifts by single clicking on each desired shift for the
employee. In the following 1545-0000 for Mon through Fri has
been selected.

Employee IMaHI .-’-'«IIcl kon I Tue I Wed | Thu | Fri I

1 lJones. Davey 84.0 (f ]} ]} ]} [l
2 __IMOR/General Security 825 | 2345-0800 23450800 2345-0800 2345-0800 2345-0800
3| DWwWN/General Securty 43.0
4 | MwN/General Securnty 43.0
B |AFT/General Security 825 |1545-0000 1545-0000 1545-0000 1545-0000 1545-0000
Next click the employees name and then the button.
The shifts will disappear from the shift description(s) and
appear in line with the employee.
Employes tax | Al tan | Tue | Wed | Thu | Fri |
1 1545-0000 1545-0000 1545-0000 15450000 1545-0000
2 __IMOR/General Security 825 | 23450800 2345-0800 2345-0800 23450800 23450200
3 | DWwWN/General Security 49.0
4 | MWW/ General Security 49.0
5 |AFT/General Security 41.3

Un-assign a Shift

Single click the desired shift(s) and then click the

button. The shifts will disappear from the employee and
reappear with the shift description.
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In the following example the Mon and Tue shifts have been un-

assigned.

Employee | b & I Allc tdon I Tue I Wed | Thu | Fri |
1_JJones, Dawey 240 248 i} i} 1545-0000 1545-0000 1545-0000
2__|MOR/General Secunty 825 |2345-0800 23450800 2345-0800 2345-0800 2345-0800
3 DM iGeneral Security 45.0
4 | MwMNGeneral Security 49.0
5 |AFT /General Security 57.8 | 1545-0000 15450000

Generate Schedule

This window is used to generate weeks of a “Standard
Schedule” created in the “Maintain Standard Schedules”
window.

Schedule Generation

Cormpary: |F’WF|TF|N ﬂ Start Date: |28/07/2003 =
Wieeks o generate: D Add Standard Scheduling Sites: »| [~ Re Generate
Site I ame Lazt Cycle Lazt Date Howrs |
il -
5 L=
3 fo]
4
3
B
7
b
g
10
11
12 =
Generate Clear Exit
Fields to Note

Add Standard Use this list box to select the sites to be
Scheduling Sites | added to the table.

Re Generate Check this box to cause existing shifts to be
regenerated. If not checked only additional
shifts will be generated.

De-allocate Employee Shifts

Use this window to remove employees from a schedule. First
select the employee and then the date range and parameters.
Click the “De-Allocate” button to complete the process.
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DeAllocate Employees

Emplopee Code:  |Pi/R-036 | [wiLLiEM J ADaMS
456 Yictoria Road

Dedllocation Dates GLADESWILLE MSWw 2111

De Allocation Dates

Frarn D ate: 28/07/2003 = | [T Mark Emplaves as Inactive
ToDate: 3/08/2003 *| | [ Remove Employee if no prior wark is found

Degllocate | LClear Euit

Scheduling Module Reports

These reports allow you to select criteria for reporting, report
type and output device.

Scheduling Reports

Scheduling Report Parameters :| |E|[Z|
Wwieek Ending D ate: 7072003 = Output Farmnat
" Prirter o
FACEE lﬁ' f¢ Screen -
" Email

£ File Only [~ Shading

Locatior: POW i, - Repart Optiors
Locatian

Location/TimeZpan
Location/Shift
Employes
Employes/TimeSpan
[ Sart By Comment Location/Signon
Location/Scheduled

chedule

[ Inchude Role Types

| Break Page Code | Name |
[ Split Casual Work PO W, Powerforce Wall
[ Post Analysis

Frinter Setup | Bun | LCancel ‘
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Job Coverage

Job Coverage
Job Coverage Report Far a Date Repart Dutput
™ Printer
{* Screen
Date: - .
ale je7/07/2003 ~ Emai
" File Only
FReport Options Format
¢ Mo Page Break Between Sites o
(™ Page Ereak Between Sitex ™
(¥ Detail For Each Site
" Summary Far Each Site
Bun Report ‘

General Scheduling / Rostering Reports

Scheduling Reporis ['._||E|r$__(|
Selections Avallable Reports
" Daily/ weekly Site Roster [PDF)
Company F/RTRN - £ Availability Drly
; " Rogter and Availability
Period Start 1/08/2003 - ' Daily Sign On Sheets
; " Scheduling Cost Esceptions
Period End 1/08/2003 - [~ Timesheet Costings
_ " Unallocated Shifts
Client PO W, - i Employes Rosters
Hists :‘v Report Output Format
Empl =i _ +
MRGEE " Prnter ~
oty ¢ i
~
™ File Dﬂl_',-' BL,II"I HEDDIt
Sign On Sheet f+" Format 1
Faimat ™ Farmat 2 Canicel
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Extended Scheduling Reports

Extended Scheduling Reports

Chooze the Report Type

Service Lenagth
Late And E arly Report
Shifts Required

Service Length Report Can be Produced By
Employee HNumber OR Company OR Date

{*
~
~
™ Tatal Hours
i i " Total Hours Per'Week
Carmpary: |F+#RTRN ﬂ [ Active Employess " Shifts By Site
. " Client Contact Details
B0 3 |PWH'DDE ﬂ ™ Call Log Report
From Date: |01./02/2002 |
~
ToDate: |30/0E/72002 = r
|| J Ermployes Hours Report by |
| =l
I [~] 1
Clutput Farmat
" Prnter =~ r
(s Su:re_en ~ |— Beport ‘ Exit |
{ E.mall = Delal
™ File Only  Summeary

Sales Analysis Report

Sales Analysis |'Z| |§| El

Campary: [PWHRTRMN - Feriod Start: 01/02/2002 -

) Format
Area - Period End:  |30,/06/2002 - p
; e (s Sales i
v ReCreate Sales Statistics  Hours & Actual Orcost

[ Include only active clients ¢ Hours/Sales  © Standard Oncost

Sort Order Source Type Shyle Output
o' Client/Contract " Revenue Contracts o Summary ff:grlnter
. . -
(™ Descending Margin i~ DOwverhead Cost Centres ™ Levels ~ Ecrelnlan
" Aszcending Margin f* Conzolidated Cost Centres " Spanz mal
" File Only
Printer Setup | Heading Setup Print Exit
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Payroll

Overview

The Payroll system is used to produce pay advices, create EFT
transfer, group certificates and tax reports.

Note: For the payroll to work correctly the accounting periods
must be set up prior to a pay run. See “System Codes Menu /
General Ledger / Accounting periods.”

Using the Pay Run Wizard

To start the Wizard double click “Payroll” and then “Payroll
Workbench”.

|f§]PDWEHFDHEE |

Next double click the selected company to show the available
pay runs.

ERFORLCE

P ORLCI
' Mew Payrun
Payrun 20
Payrun 12
Payrun 10
Payn 8
Payrun 3

= |New P
To start the wizard double click s .

The first window of the wizard prompts you to enter the dates
for the pay run.
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Payroll Wizard

This section collects information to create a new payrun

Enter & description fer— [Payroll period 10/08/2003 |

thiz payroll
& Enter the week ending date to close for this |1 00820073 'I
pavroll

Y Enter the week processing date of this payrall |1 2408/2003 vl
/ \ Enter the accounting period vou wish to post I2|:|U4|:|2 .I

\ thiz payroll to

\ & Automatic
- Enter the type of payroll run you are  Manal

' ¥ erfarmin LR
/ b 3 " Temmination
Back I I et I Cahicel

Complete the fields and click the button to

continue completing the wizard.

Payroll Wizard

This section collects the pay cycles and ranges that you
wish to pay

Check the paycycles that you want to pay in this payrun

[] Fortrighthy
B 'weekly
B Maonthly

If wow require, enter the Commencing: ! ,,.i

pay penod date ranges to

limit payment for
V™1 Ending: I ,,.i

Back I I et I Cancel |
Complete the fields and click the button to

continue completing the wizard.
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Payroll Wizard

This zection collects the Employee pay types that you
wish to pay

i Check the earnings type that you wish W Time and Attendance
'J'I ta include in this payrall

W ‘Wane Earmers

| i Do youwant to choose the employess oy

thiz can alzo be done after the payiun

| 3 to pay & No
o ",'
i \ \ Do you want to override any  Yes
e L er!'nplo_l,lees pay parameters, Mote that Mo
A / is initialized

Back I Mext l Cancel
Complete the fields and click the button to

continue completing the wizard.

If you choose “Yes” to select employees you will be allowed to
select employees from the following window.

| Fist name |
ANTHONY
ANTHONY
ALISON

i1

\N'ILLIAM HUNTERS HILL Casual [H]2889 2583/ 10455 ''No  PWRTRN
ANT HD W'’ CHEHHYBH 00K Cazual [H]25839 1478/[M]0455 . No F‘W'F!T RN

You will be shown a window with all the selected employees.

Payroll Wizard

PR -023 - i Remove 1

Hold =
i .ADAMS B Suspend To 1_—3
' [ 205 wiLLiaM
g BROWN JOHN Pay Type:

BN / BF‘UWNMISDN Taw'weeks [1.0000
WAS Paywiesks: [1.0000

. ';- /".;/-- Update Changes I
Back I Mext l Cancel |
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Fields of Note

Hold Payment Do not process for this pay run.

Suspend Payment | Do not process until specified date.

Tax Weeks The number of weeks in a schedule cycle.

Pay Weeks The number of weeks in a schedule cycle.

Payroll Wizard

A All the required infarmation haz been caollected for a
payrall ko be extended.

A —
-t I Click. the Finish button to generate your payroll

\ Chooze back to change any details or Cancel to Abort

Back Cancel

Click the | button to complete the wizard.

Reportable Fringe Benefits

This window allows a Fringe Benefit Tax value to be created
for specific employees for specific tax years. This value will be
printed on the employee’s group certificate.

When opened a window asking if you wish to select all
employees for the current tax year will be displayed.

Employee FBT

3/- ‘Would you like to select ALL employees faor the Current Tax Year
-

“Yes” provides a list of employees to work through in the
window.

96



Payroll

Maintain Reportable FBT - <QBF Browse: 1 of 3= E|E|g|

L= 1 B s R R = = B

Enter in Reportable FET amounts

Employee Id |F\.v'F|-IZI18 j |JDHN LITHGOW

Tax Year lﬁ Optians

" Select Emplovees for Current Tax Year

Reportable FET {* iew List of Selected Employees

Next | LCancel | Eut |

If you answered “Yes” in the previous window use the

Mes button to save the data and move through the list or

use the toolbar buttons displayed at the top of the window.

L L P i e B S P B B )

A response of “No” allows employees to be selected
individually and replaces the “Next” button with a “Save”
button.

Pre Pay Run Manual Adjustments

This window allows you to make a pay adjustment that will
appear in the next pay run on or after the date specified.

Double click the code fields to select the adjustment. Once
nominated the actual dollar amount is decided by the user.
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Manual Pay Adjustmentis - Pre Payrun - <New Entry=

These MANUAL adjustments for an employee will be included in the next
Payrun Where the WEEK ENDING date iz on or after the date entered here

Employee: |FWRO24  v| [ALISON ADAMS

Date: (1440842003 j |ENTEF|F'F|ISE GUARD L1

Description

GL-EBA | General Leave EBA

Motes Wiew all Unprocessed

{o" Current Employee
™ All Employees

Delete ‘ Save Clear Exit

Termination Pay

Enter an employee and the “Termination Pay” wizard will start
automatically. Once you have answer all the questions you will
be returned to the Termination Pay window. If an employee has
already been terminated the window will display details of the
termination pay.

Note: Prior to a termination pay you must set the employee to
terminated see “Employment Tab” on page 30. Additionally
you must “calculate entitlements”, this is an administration task
and is described in the “Administration Manual”.
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Termination Pay E| El El

Employee PwR0Z  v|  |[ANTHONY ADAMS
Ermplayment Date (07 JAM 2002 Fayrun
Termination Daate |31 JUL 2003 |F|ESIGNED

|/ Earningz TETF‘Eamings[ Deductions f ETP ]

Caode | Dezcription | Hoaurs | Rate | Arnaunt | Taw# |Ty|:ue| Taxd ||

GLEBA General Leave EBA 2176 12.68 .29 H .00
100 Mormnal Hours 40.00 1268 S07.20 N.50/L 159,77
TUAL Termination - Unllg . 2896978 126800 H .00

_—w———-—gﬁ |

Gross Tax Deductions
Earmings |3445.a2 |1 59.77 |.nn

Met

ETP [418.44 [12.55
3286.15 LClear | Exit |

Save | Delete |

Fields of Note
Earnings Normal earnings calculated by the system every
Tab pay run. These rows may be deleted if not paid as
part of termination.
ETP Eligible Termination Payments — any special
Earnings payments associated with termination that are not
earning.

Deductions | Deductions based on current “Payroll” and
“Equipment Register” settings.

ETP ETP breakdown as based on the ATO Tax Guide.

Superannuation Processing

Note: This window contains the steps required to generate
superannuation payments and must be run before Payroll Tax

This purpose of this window is to create superannuation
payments and the reports associated with the process.
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Once the Company, Dates and Output have been selected
choose an item in “Process/Reports” section and then click

BunP . . . .
SIS | The items in the section should be processed in
sequence.
Superannuation Processing E|

Superannuation needs to be
’ﬁ completed before you run your
Lovipsin: w_ hd Payroll T ax for the same period
Date Fange
From Drate: i 1/07/2003 -
ToDate: 10772003 -

Processes/Reports Output Format
. " Pnl
* Print Pre Papment Feport Pty o
; fs Screen
" Create Superannuation Payments r Emal i
(" Recreate Superannuation Payments ~ F.Il-naID |
" Print SGL Payment Report e Unk
™ EPS Remittances to Funds
~

Monthly Beport to Funds
Bun Process

Fields of Note

Print SGL Select all of the desired funds from the
Payment “Super Funds” window before pressing
Record Bun Process ‘

Group Certificates

Use the window to produce group certificates and related
documentation. Select the desired values on the left, the desired

Process

process on the right and click the button.
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Process Group Certificates &l

Frinting Options

F il 1 Emy

Campany FWHTHN -
F'rin Certificate by Surmame
Tax ear 2003 hd Reconciliation Report - ¥ TD

Reconcilistion ¥ TD cf Pays
Reconciliation - Differences Only
Termination Pays in TaxYear
izsing Mandatory Data Feport
Create file for Tax Departrent

Selection Options

Employes Topes -

Fieprint Options

Fange Start -
Fange End -

Process

Cancel

Exit

i

Electronic Payment Systems

This window is primarily for the creation of the bank deposit
file to enable electronic payment of the payroll.

Electronic Payment Processing E| E| E|
Deposit Details Papments to Include
Company Bank Account Deposit Date Payrun Mumber  Current payrun
F«RTRH ~| |FOM ~| iz | | | & Dutstanding payments
|PDWEF|FDF|EE TRAIMING 127-345 137629 [ Add Super Papments
RefMa 1 |EATEMPRTRANFILE.TAT | I~ Add Paprall Tax Papments
Depasit Surmmary Frocess to Run
Source | Type I Reference | Entries | ArnaLint | Ihclude (" Recreate Deposit
1 |Pay DEP 11 1 113.36 Yes -
2 _|Pay DEP 13 2 1866.68 es | oid Fagments
3 |Pay DEP 14 1 400.00 Yes = " Wiew ALL Dutstanding
4 |P&Y CEP 15 1 I6B.85 Yes " Wiew Current Payrun Only
5 |PAY DEP 16 1 368.85 es " Rejected Deposits
B__|Pay DEP 17 1 80.00 Yes ™ Confirm Transmission
7 |Pay DEP 18 1 160.00 Yes
g JPay DEP 13 1 368.85 Yes
3_|PAY DEP B 1 202,40 Yes i LCreate Disk | Print Reports |

Complete Deposit Tatal 4539 45

Clzar | Exit |

Electronic Payment Window Layout

Deposit Details

This section of the window displays the account and data details
for the selected company.
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Select the company and the pay run number to complete the
fields in this section. The “Ref No” field will be completed by
the system once a run has been processed.

Note: This section must be completed to perform any electronic
payment process.

Depozit Details
Company Bank Account Deposit D ate Fayrun Humber

FwRTRN — ~| EOM ~| iz | | |

|F'DWEF|FDF|EE TRAINING 127-345 137629

RefMNo i [ TEMPATRANFILE. 12T =l

Payments to Include

This section allows you to choose between the current pay run
or select outstanding payments. In addition you may add super
and pay roll tax payments.

Note: Superannuation Processing and Group Payroll Tax must
be calculated if they are to be included as payments in the EFT
system.

Payments to Ihclude

" :ﬁutstanding ﬁé}lments
[ Add Super Payments

[ Add Payrall Tax Payments

Deposit Summary

This is a summary of the type of payment that will be included
in this bank deposit.

Depozit Summary

Source | Type | Reference | E ntries | Amount | Include
1 |Pay DEF 11 1 113.36 Yes -
2 |PaY DEFR 13 2 18EE.88 Yes I
3 |PaY DEP 14 1 400.00 Yes I
4 |PaY DEP 15 1 368.85 Yes
5 |PaY DEP 16 1 368.85 Yes
B |PaY DEF 17 1 20,00 res
7 |Pay DEF 14 1 160.00 Yes
g |Pay DEF 19 1 368.85 Yes
9 |Pay DEF B 1 202.40 Yes -

Complete Deposzit Taotal 4589 45

Process to Run
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Use this section to select the processes to run by selecting
different radio buttons.

Process to Bun

i~ Recreate Deposit

{» Generate Deposit

™~ “oid Payments

" Wiew ALL Dutztanding

" Wiew Current Paprun Only
" Rejected Deposits

™ Caonfitm Tranzmission

Creating a Diskette

After running a process such as “Generate Deposit” click the

Create Digk . .. .
M button to create a diskette containing the deposit

details for the bank.

Printing Reports

Click the M button to produce a listing of all deposits
in this run.

Group / Payroll Tax

Payroll Tax Processing

Campany

Date Range

From D ate:

TaoDate:

Use this window to produce payroll tax reports and then to
calculate the payroll tax to be paid for the previous month. The
payroll tax must be calculated prior to calculating a payroll tax
deposit.

Note: Superannuation payments must be processed before
payroll tax.

x]

Farmat
Have You Processed Your
FwHRTRN :" Superannuation? ((:
Froceszses/Reports Dutput

/772003 - (* Summary - wWeeks Only £ Printer

(" Detall - by Paprun/week fe" Screen

140772003 - " Calculation *work sheet . E.mail
" File Only

Bun Process

i

Selecting “Calculation Worksheet” will start a Wizard to do the
payroll tax calculations.
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Payroll Workbench

Payroll Workbench: - Payrun 20 Week Ending 13/07/2003 TEX
FOWERFORCE rS * 3
a2 RCIEINEIERST]
’. Hew Payrun [ Payrun Summary [ Employee Details ] = Q | J ‘d |£" @ m
. Payrun Mumber: week 2 Ending o)
Payrun 19 o -
g - Description: Proceszed date Accounting Period
apiuin
¥ |Payrall period 13/07/2003 [17/07/2003 ;
W Time and Attendance
Pay Cycles Stark: [ ‘Wage Earners
[ Fartrightly _ ’—_l v Salary Earners
] weekly B
I Manthly ~ v Use Selected Employee List
+
i
Employee Tupes Mumber Hourz Paid Grosz Allowances Deductions Tax MettWages
Casuial 1 12.00 176.00 .0o .00 11.50 164.50] =
Contractar 1 8.00 163.27 19.27 .oa i} 163.27
Perm Enterprize 1 a.00 101.44 0o 0o .00 101.44
o apen @Al IEPs ReLastGL | RebuidToth| Papollotes |  Est |

The payroll workbench centralises all payroll processing.

Use this window to generate / re-generate pay runs, pay advice
slips and various payroll reports.

Pay Run Selection

Double click B a company to show its associated pay runs
then double click B the pay run to display its details. Double
clicking B “New Pay run” will start the pay run wizard.

PDWEHFDHEE

Mew Payrun

Payrun 20
Payrun 13
Pay Run View

To view the pay runs you can select to show “Open” (not
confirmed), “All” or only “EPS” (Electronic Payment System).

(" Open = Al " EPS
Rebuild Totals

Click the Hebuid Totals button to force a re-calculation of the
totals.
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Payroll Workbench: - Payrun 20 Week Ending 13/07/2003 g@f@

Fayrun Humber;

Dezcription:

‘Week 2 Ending

Payroll Notes

Click M to display a notepad window.

Pay Run Summary Tab

The default tab shows general information for the selected pay

run.

e

Processed date Accounting Period

|F'a_l,lr0|| period 13072003

|1 7/07/2003

ZICOE

[v Time and Attendance

Pap Cycles Start: [v “Wage Earmers
[ Fartrightly i I—_| [v Salary Eamers
' eekly Sl
[ Marithily ~ [v Use Selected Employes List
{+
i
Employee Types Mumber Hours Paid Grogz Allowance: Deductions Tax Mett'Wages
Casual 1 12.00 176.00 .00 .00 11.50 164.50| a
Contractor 1 a.00 163.27 19.27 .00 julil TB3.27 [
Perm Enterprize 1 8.00 101.44 .00 .00 .00 107,44

Employee Details Tab

This view allows payroll details for a specific employee to be

displayed.

= i = NCIEEERST]
g« (| )BROWN ANTHONY [ Payun Summary | Employee Detals: |
C STEWEMS JOHM Employee Payrall Overnides Wages Breakdown
o]
E Pay Weeks: |1.0000  Suspend To: - [~ Hold Before Tax
F
G Tax'Weeks: |1.0000  Pay Type: Marmal - L 101.44
H

Allowances
: Edft Payral !
J Adjustmentz made after payrun
K. Deductions
L
4 Taxable Earnings
M
u] Taxable 101.44
P -

Adjustments made before payrun
Q
= Tax Amount [ 00
? After Tax
u Allowances
M Pay Summary Update EPS| Wiew EPS | Piint i
i Deductions
$ 13/07/2003 Mormal Howrs 12,6500 8.00 107,44 &
Tax 0[]
é!! SFoS T4 ool || MetPay 101.44
. ReCast GL | Febuid Tatals | Payroll Mates | B |

[ Display # Add Ewlo}lee|

105



PowerForce User Manual

Note: The “Employee Details” tab can only be clicked after a
pay run has already been selected.

Employee Selection

Double click an employee to display their details. For long lists
of employees click the ‘jﬂm EMPI2v22 | button to allow the

computer to search the list for you.
&]ADAMS JOHM
BROWHN aNTHOMNY

ﬂ STEVEMS JOHM|

Employee Payroll Overrides

This section allows you to override payroll setting for the
selected employee.

Employes Payrall Dverrides

Paywfecks: [1.0000  Suspend Ta: - [~ Hold
TaxWeeks: 1.0000  Pay Type: M armnal -

Fields of Note
Suspend | Check “Hold” and enter a date in this field to have

To: an employee’s pay processing suspended until the
date specified. Click ~Urdate | o update the
payroll.

Hold Check this box to suspend the processing of an

employee’s pay until the next pay run. Click
Update | 1o ypdate the payroll.

Edit Payroll

Use this item to make adjustments to an employee’s pay. It is
only available if the pay has not been committed.

“ Note: This window is blank until an adjustment has been made. ‘l

B Adjustments made after payrun
Earnings Mormal Hours 13.0000 16.00 208.00

Tirme 1742 18.0000 4.00 7200
Less Tax General Exempl 29.45

Click the “Edit Payroll” button to display the “Edit Payroll”
window. This window allows you to examine each item in the
employees pay and edit if required.
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M Edit Pay - Payrun 20 for Week Ending 13/07/2003

Employee  |PwR-025  «|  [BNTHONY BROWN

Payrun Mo |2D |Eirac|e 1 Casual

Pay Overrides

Fay Weeks 1.0000 Taxweeks [1.0000 [ Owveride Tax

f Earnings Téllnwance&TDeductiun&T Tax TD:umment&]

Code | Dezcription | Howrs | Fate | Arnaunt | Type |
100 Marmal Hours 16.0000 13.0000 208.0000 EM -
101 Tire 1/2 4.0000 18.0000 720000 ET ]
« b
Earnings Allowances Grogs Deductions Tax I et
[280.00 |.qu |2E=c|.nn |.nn |29.45 |250.55
Beset Pay | Save | Delete | Cancel | Eut
Fields of Note
Override Check this box to allow tax values to be
tax manually overridden.
Fiesst Pay Click this button to reset values if you have saved
changes but have not exited the window.

View Adjustment Details

Click the “View Adjustments Detail” button to view
adjustments made prior to the pay run. “Pre Pay Run Manual
Adjustments” on page 97.

| Adjustments made before payrun

Pay Summary

This table shows a list of hours, allowances and deductions.

Pay Surmmary Update EPS|  View EPS Print

13/07/2003  Mormal Hours 13.0000 1E.00 208.00| &
Time 1/2 18.0000 4.00 7200
T 29451F
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The first column indicates the last week in this pay run. Next is
a description then the dollar value per unit, number of units in
this pay run and then the total dollar value for this pay run.

Fields of Note

Update | This button forces the system to update the EPS

EPS account information from the employee’s details into
the pay run. This is normally used if an employee
informs you of changed account details after the pay
run, but before it is confirmed.

View Click this button to show EPS payment and account
EPS details for this employee in this pay run.

Print Click this button to print a pay advice for this
employee.

Wages Breakdown

This section displays pay details for the employee.

Wages Ereakdown
Before Tax

20.00Hrs 280.00
Allowances

Deductions

11

Taxable Earnings

Taxable 280.00

Tax Amaunt |29 45

T

After Tax

Allowances

Deductions

il

Hett Fay 250,55

Creating a Pay Run

The pay run wizard can be started by double clicking the “New
Pay Run” button under the selected company or re-run by

clicking the wizard button. The wizard will then ask all
questions necessary to produce a pay run.

Re-running a Pay Run

If you need to re-process the selected pay run click the El re-
process button. You will be given the option to change
parameters or use the original values.
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Committing a Pay Run

Once you are satisfied with a pay run you must commit the run
to allow EFT. Click the - commit button.

Cancel a Pay Run

You can also cancel a pay run by using the E cancel pay run
button.

Electronic Payments Button

Once a pay run has been committed click the Electronic
Payments button to launch the Electronic Payments window.
For more information see “Electronic Payment Systems” on
page 101.

Note: This button is only available once a pay run has been
committed.

Pay Details

Click the “View Pay Run” button to display the details of
a pay run.

Pay Advice

Click the Print Pay Advice button to produce the Pay
Advice Slips.

Pay Run Reports

Click the : - “Pay-run Reports” button to display a selection
of reports.
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Payrun Reporis @

Output
" Printer

Deductions v Gereen
E arninigs &bove/Below Marmal ~ Email
E arnings Summary ~ Fi
Edited Pays re
Electronic Payments
Exceptions Report - Reprint Femmek
Gerneral Ledger P
General Ledager - Detalled/\Account ~

General Ledaer - Detalled/Employes
Hours Worked Vs Paid

Leave dccmals - Hours

Leave Accuals - Walue

tManual Adjustrments

Pay Code Type Summary

Pay Method Summary

Roster Timecard Comparizon
Service Summary Bun Report

Employee Rates

Use the button to open the Employee Rates window.

Print Batch Pay Advices

This window produces “Pay Advice Slips” for the specified
company and employee for the chosen date range.

Batch Pay Advice Print E||E|E|
Campany or Emplovee Selection Fay Advice Style
Fayrall Compary: FWFETFEN - " Print Surnmary Format - Laser Printer
(¥ Print Detailed Format - Lazer Printer
Employee: - " Print Summary Format - Dot b atris
[aroup Printing Criteria Selection Period
Group by Mest Location [ Payrun . -

Grouping Check Start; ] = Start Date:
Grouping Check End: I A0EA20073 - End D ate:

ak | Exit |

Grouping

This allows pays to be grouped together based on the location of
the employee. By specifying a future date range you can group
the pays by where the employee will be when they are sent out
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instead of where they were working when the pays were
created.

Payroll Reports

Select the desired report on the right and then comTIete any
Fun Report

required information on the left. Click to produce
the desired report.
Payroll Reports §|

Awailable Reports

Campary FRT RN Leave Accurals - Hours

Leave Accurals - Yalue

Leave Accurals - Employees
¥TD ¥alues by Employee

Date Range Tentative OLD Unpaid Rosters

Fram Diate: EE - Confirmed Unpaid Rosters

Workers Compensation - Accurals

Accrued vs Actual [Super and Ptax)
To Date: [31/07/2003 hd Payroll Codes

Electoric Payments
Eamings Report by Pay Type
YTD Reports Earnings Report By Employment
Paid Workers Compensation - YTD
Taxvear o4 -

Output Format

™ Printer o o
f Screen
™ Email

i Filz Only

eile]

Fiun Report Exit
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Service Billing

Overview

Once a payroll has been run, use “Service Billing” to generate

invoices for the clients.

Miscellaneous Invoice and Charges

This window is used to create single invoices for scheduled and
non-scheduled events or transactions.

Inveice Date [04702/2002  w| | RecastGL

Irwoice Ma: SE] -
Account: POw A -

Account Name

Charge to Account [POwSwWA -

:

|PDWEHFDHCE w10 o~ -
0/Balance Cash Revd Dizc/Rbt B/Fwd This lrrvaoice C/Balance
|.uu |_nu o0 |.nn £507.60 E507.60
|/ Arccount T Services T Details ]

Date Code Order D ezcription Hours R ate Amount Tax Cist
05/02/2002 01 ‘wieek Day Rate 48.00 2465 1183.20 118.32 VE3RT
0g/02/2002 D1 Week Day Rate 48.00 24.65 1183.20 118.32 VE3EI| T
Casual Irnvoice Totals: [ 240.00 A31E.00 531.60 3315.45]
Diate Code Order Hours Rate Amount Tax Cizt

b =] | [48.00  [2485 1183.20 118.32 |753.53
Diezcription \wWeek Day Rate L
Add Line | PitLog | Print | | | | et |

By default this window opens with “Invoice No:” set to “NEW”
ready to create a new invoice. You may also display previous
“Miscellaneous Invoices” by entering their invoice number.

Creating Invoices

Invoices are created by completing the “Account” (Client)
details and then click the &ddLine | button and complete the
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details at the bottom of the window. When complete click the
save Line | button, Repeat as needed.

When either form of invoice is complete click the Update
button to save, commit and print the invoice.

Fields of Note

Account The client code.

Forward The parent client that will be sent the
Account invoice.

Account Tab Displays the client address and account

details.

Services Tab

Displays each line of the invoice.

Details Tab Displays each shift billed.
Frint Log | Displays a log of when this invoice was
printed.
Pririt | Print a copy of the invoice.

Un-commit Invoice (Delete)

This window allows you to delete a committed invoice. To
delete the invoice select the invoice in the “Invoice No:” field

ok

and click the = button.

Delete Invoice

Irwoice Mo: |PDWUUU3 j

(e Commited  UnCommitted

Debtor: POW Wi,
D ate: 04,/02/2002 The Delete Invaice process will remaove
all reference of a committed invoize from
the syztem, the Rosters will be available
5916.00
G507 B0

Service Amount; far amendment [if not paid to the

emplayes] and the invoice can then be

) re-izsued.
|hviice Amount:

ok | Cerec] E:l

Fields of Note

Generation | The “Client Billing Workbench” generation
number associated with this invoice.
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Client Billing Workbench

Billing Workbench

[ﬁ] POWERFORCE

. New Generation

. Generatlon 25
. Generatlon 24
Generation 23

. Generation 13
. = | Generation 12
Generatlon 1
Generatlon 10

Generatlon g

&)
. Generatlon 3
. Generatlon 7

Generation &

Generation 5

&)
. = | Generation 4

# DOpenFunz " AllRuns

meﬁenerationhlo:[ﬁmﬁa ‘ﬂ |§|~ @ Q E)' |

Description;

The Client Billing workbench centralises all Billing processing.
Use this window to generate / re-generate billing runs, Invoices
and various billing reports.

EEX

Biling Campany: ‘week Ending:

{1 /072003 -

|Aut0matic

Process Biling Cycles

Fesponze Invaoices Biling period 13/07/2 IPW'F!TF!N

16/07/2003
16/07/2003

D ate [nvoices:

= 12 ShiE o Processed date:

174 Das [Jweekly/Std Schedule
OBidnnual weekly Amears Invoicing Accounting Period: 20040 ]
O annual (<30 Days
[ Quarterly [Iweekly Fonward Invaice Start Date j
L7 Days End Date:
Biling Categories  Clients |nvoices Gty Revenued Costd Marging Margini
Mizcellaneous 1 1 i} 20.00 .00 20.00 100.00
TOTALS 1 1 ui] 20.00 .00 20.00 100.00
Fecast GL ‘ Bebuild Tatals ‘ Frint Group LClear Exit

Workbench Features

Run Selection

Once you have selected the summary tab (default view) double

click B on the desired company button. Double click B the
desired run button to show summary details for that run. Double

clicking B the “New Generation” button will start the billing
run wizard.

New Generation

Generation 25
Generation 25
Generation 24
Generation 23
Generation 18
Generation 13

Run View

To make it easier to view the runs you can select to show
“Open” (not confirmed) or “All” billing runs.

f* OpenBRun:  AllRun:
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Tabs

By selecting the tabs at the top of the window you can select
summary information for a billing run or display and edit details
about a clients invoice.

Note: The Extended tab can only be selected once a billing run
has been selected.

( Surnmary |/ Estended 1

Client Selection
Double click a client to display their details.
@ Pawerforce Act

Client Extended
This section allows you to view individual clients in more
detail.

|Fvoice Mumber Client/D1ebbar Invnice Date

POw/0011 |PDW-F'AH |1 £/07/2003 Service Tatal: 2000

Billing Address POWERFORCE PARRAMATTA, Discount: 0n

, 91 GEORGE STREET
Invc_!!;:e Type Rebate; |.DU |

(v i FPARRAMATTA NSW 2150

¢ Hosters Tax: lmi
" Repetitive
F Invoice Total:  [22.00

Date | Code | Debtor | Service | Charge | Gty | Fate

1 f0BA06/2003 ALK POW-ACT ALM POMWERFORCE ACT 20.00 .00 -
5 L=
3 E—
4

3

E -

o 3
Contract Mumber Reference Mumber — Credit Terms [iue Diate
| |3EI 15/08/2003 Print | Pritt Lag
Buttons

MINQIW| QA @< §

Note: These buttons appear at the top right of the billing
workbench.

Re-create a Billing Run

Click to re-run the billing wizard.
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Re-process Billing

Click @ to re-process a run for a single invoice or all
invoices using the same parameters set in the wizard.

Cancel a Billing Run

Click to cancel a billing run for an individual invoice or
the all invoices.

Commiitting a Billing Run

Click to commit all invoices in the run.

Billing Details

Click button to view billing details for all invoices.

Print Invoice

Click to display a list of invoices available to print.

Invoice Run Reports

Click to display a selection of billing reports you may run.

Client Contract Details
Use the button to open the client contract details window.
Print Selected Invoice

Click w to print the invoice currently displayed.

mention this is on the extended
tab

Print Log

B {Comment [HT3]: Needs to

_PintLog |

Click
has been printed.

to display a log how and when this invoices

Editing Invoices

Double B a row in the details table to display the
“Miscellaneous Invoicing” window allowing you to edit an

invoice.
| Code | Debtar | Service | Charage | Gty | Rate
0BA06/2003 ALK POwW-ACT ALM POWERFORCE ACT 20.00 0o -

W P | P 0 f—
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Reports

This window defaults to the currently selected company and
selects the start and finish dates based on the current month.
Bun Report ‘

Select the desired report and click

Billing Reports
Exceptions Feport - Feprint Fieport Dutput
General eder " Printer
2 SLmmaAary {* Screen

Services Summary - by Date  Email
Services Summary - by Role Costings ~ File Orl
Services Summary - by Role Type = Y

Sart By Style Format

(¢ Irnvoice Order o Service +

(" Customer Order | | Activity i
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Task Manager

Overview

The Task Manager is an automated reminder system of regular
business management events. It allows tasks to be assigned to
specific users and for the forwarding of tasks from one user to
another.

User Setup

The Task tab on the User window contains a list of tasks that
the user will be reminded of as they login to the system. Once
opened these tasks can be forwarded on to other users.

Receive Tasks: [ Select Al Tasks

B Mew Emplopees [ Mew Incidents
B Employes review (€] Scheduling Exceptions

B4 Birthdates € Scheduling Requests

B Anniverzaries [l Scheduling Generation

[ Licenses (<] M aster Shift Expiry

[ Leave Requests []Mew Response Sites

[ Mew Clients [<] Current Tazks

(<] Reviews (€] Create Miscellaneous T asks

(<] Cancellations
<] Contract Expiny
(<] Fixed Rate Expin

Navigator

If “Task Manager” is double clicked the display will expand to
show tasks sections within Task Manager.
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OH&S s
Operations

Payrall

Cuatations

Scheduling

Service Biling

Subcontractors

Biographical

Clients

Forwarded Tasks

Response

Qi -

These sections may intern be double clicked to show the Task
Types. If a Task Type has outstanding tasks, the number of
outstanding tasks is displayed to the right of the name.

Quatations ”
Scheduling

Service Biling

Subcontractars

Binagraphical
Anniversaries (2
Birthdates [8]
Licenses [5)
Mew Emplapees (0
Employee review [20]
Leave Requests (0]
Clients -

™= Fonwardad Tasl»

Click the Task Type to display the tasks in the right hand side of
the Navigator window.
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Anniversaries [2)

Birthdates (2]

E Lice; 5

MNew Employess (0]
Employes review [20)
Leave Requests (0]
Clients

P 1 Emrmzrdad Taele

Task Editor

Guotations ~ PhfR-036 WILLIAM ADAMS ‘warning - Standard Security License
Scheduling Pw/R-021 JOHM BROWN Warning - Standard Security License
Service Biling Pw'R-018 JOHM LITHGOW Wwarning - Standard Security License
Subcontractors PwR-024 ALISON ADAMS “Warning - Standard Securnity License
Wizards PWR-029 JOHM ADAMS “Warning - Standard Securnity License
Tazk Nanagément

Biographical

%

Tasks will remain in the list until they have been finalised. To
finalise a task double click the task and the Task Editor will be

Finalized

displayed. From the Task Editor click

JOHN BROWN (PWR-021)

Forward Tazk to: |

rafarning - Standard Security License

Send | Finalized Update

Exit

Updating

Generally a task is a reminder to look at something or perform
an action. Once you have reacted to the task you may have to

update data in the system. Click ="

input window that is relevant to the task.

to display the

For example if it was a security license warning you would
check the persons new license and enter the new expiry date in
the "Biographical / Personal Details" window. Clicking

Updat . . .
=P will open this window for you.

Forwarding

Some tasks you may decide should be handled by someone else
to do this select the person in the "Forward Task To:" field and
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click ﬁ The task will now appear in the assigned
persons "Forwarded Tasks".

Note: The task will not disappear from the Task Type, as it is
still an outstanding task. It is just that information about the
task will be sent on to another user.

Subcuntractuls A
Wizard
i) Task Manageme

Biographical
.-’-'l.nni\-'ersaries 2
Birthdates [B]

Licenses (3]

Mew Employees (0]
Employes review [20]
Leave Requests (0

Clignts

Forwarded Tasks
Create Mizcellaneo sk
Current Tasks [0)

() Boenonea il

Adding Text

If you are forwarding a task to another user you can also add
additional information by clicking in the text display and
typing. Whatever you type in this field will be sent with the
task.

JOHN BROWN (PWR-021)

Fonward Tazk to: | j

Ww'arming - Standard Security License
Davwid,
Can you handle thiz, az | will be Interstate nest week.

Tharks
Leighton

Send Finalized Update Exit
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Task Sections

Biographical

New Employees
Employee Review
Birth Dates
Anniversaries
Licenses

Leave Requests

Clients

New Clients
Reviews
Cancellations
Contract Expiry
Fixed rate Expiry
New Incidents

Scheduling

e Scheduling Exceptions
e Scheduling Requests

e Scheduling Generation
e Master Shift Expiry

Response
e New Response Sites

Forwarded Tasks

Current Tasks

These are the tasks that have been forwarded to you.

Create Miscellaneous Tasks

Click this item to display the Task Editor. This will allow you to
create a task and forward it to another user.
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