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Disclaimer

Copyright © 2019 by ELF Productivity Limited. All rights reserved. No part of this document may be reprinted,
transmitted or transcribed in any screen, or by any means, without the written permission of ELF Productivity
Limited.

This document is provided for use by the licensed user only under the Terms and Conditions of a software license
and must not be used for the benefit of, or disclosed to, a third party.

Whilst every effort is made to ensure the accuracy of this document, ELF Productivity Limited does not accept
liability for any error or omission in this document and any figures quoted in this document do not screen part of any
contract or agreement.

This manual is to be used as an assistant to the training given by an ELF Productivity trained Installation Engineer.
Any new user of the system will need training by a competent user of the system or an ELF Productivity Installation
Engineer in the first instance.

The policy of ELF Productivity Limited is one of continuous research and development of its software and services,
and therefore the right is reserved to revise this publication and to make changes in the content hereof without
notice.
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END-USER LICENCE AGREEMENT

This End-User License Agreement ("EULA") is a legal agreement between you (either an individual or a single entity)
and ELF Productivity Ltd for the ELF Productivity Ltd software product(s) identified above which may include
associated software components, media, printed materials, and "online" or electronic documentation ("Ceequel E-
Manager"). By installing, copying, or otherwise using Ceequel E-Manager, you agree to be bound by the terms of this
EULA. This license agreement represents the entire agreement concerning the program between you and ELF
Productivity Ltd, (referred to as "licenser"), and it supersedes any prior proposal, representation, or understanding
between the parties. If you do not agree to the terms of this EULA, do not install or use Ceequel E-Manager.

Ceequel E-Manager is protected by copyright laws and international copyright treaties, as well as other intellectual
property laws and treaties. Ceequel E-Manager is licensed, not sold.

1. GRANT OF LICENCE

Ceequel E-Manager is licensed as follows:
{a) Installation and Use,

ELF Productivity Ltd grants you the right to install and use copies of Ceequel E-Manager on your computer
running a validly licensed copy of the operating system for which Ceequel E-Manager was designed (e.g.
Windows 2000, Windows Server 2003, Windows XP, Windows Vista, Windows Server 2008, Windows 7).

{b) Backup Copies.
You may also make copies of Ceequel E-Manager as may be necessary for backup and archival purposes.

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

fa) Maintenance of Copyright Notices.

You must not remove or alter any copyright notices on any and all copies of Ceequel E-Manager.
{b) Distribution.

You may not distribute registered copies of Ceequel E-Manager to third parties.
{c) Prahibition on Reverse Engineering, Decompilation, and Disassembly.

You may not reverse engineer, decompile, or disassemble Ceequel E-Manager, except and only to the extent
that such activity is expressly permitted by applicable law notwithstanding this limitation.

{d) Rental.
You may not rent, lease, or lend Ceequel E-Manager.
{e) Support Services.

ELF Productivity Ltd may provide you with support services related to Ceequel E-Manager ("Support
Services"). Any supplemental software code provided to you as part of the Support Services shall be
considered part of Ceequel E-Manager and subject to the terms and conditions of this EULA.
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(f) Compliance with Applicable Laws.

You must comply with all applicable laws regarding use of Ceequel E-Manager.

3. TERMINATION

Without prejudice to any other rights, ELF Productivity Ltd may terminate this EULA if you fail to comply with the
terms and conditions of this EULA. In such event, you must destroy all copies of Ceequel E-Manager in your
possession.

4. COPYRIGHT

All title, including but not limited to copyrights, in and to Ceeguel E-Manager and any copies thereof are owned by
ELF Productivity Ltd or its suppliers. All title and intellectual property rights in and to the content which may be
accessed through use of Ceequel E-Manager is the property of the respective content owner and may be protected
by applicable copyright or other intellectual property laws and treaties. This EULA grants you no rights to use such
content. All rights not expressly granted are reserved by ELF Productivity Ltd.

5. NO WARRANTIES

ELF Productivity Ltd expressly disclaims any warranty for Ceequel E-Manager. Ceequel E-Manager is provided on an
'as is' basis without any express or implied warranty of any kind, including but not limited to any warranties of
merchantability, non-infringement, or fitness of a particular purpose. ELF Productivity Ltd does not warrant or
assume responsibility for the accuracy or completeness of any information, text, graphics, links or other items
contained within Ceequel E-Manager or this manual, ELF Productivity Ltd makes no warranties respecting any harm
that may be caused by the transmission of a computer virus, worm, time bomb, logic bomb, or other such computer
program. ELF Productivity Ltd further expressly disclaims any warranty or representation to Authorized Users or to
any third party.

6. LIMITATION OF LIABILITY

In no event shall ELF Productivity Ltd be liable for any damages (including, without limitation, lost profits, business
interruption, or lost information) rising out of 'Authorized Users' use of or inability to use Ceequel E-Manager, even if
ELF Productivity Ltd has been advised of the possibility of such damages. In no event will ELF Productivity Ltd be
liable for loss of data or for indirect, special, incidental, consequential [including lost profit), or other damages based
in contract, tort or otherwise. ELF Productivity Ltd shall have no liability with respect to the content of Ceequel E-
Manager or any part thereof, including but not limited to errors or omissions contained therein, libel, infringements
of rights of publicity, privacy, trademark rights, business interruption, personal injury, loss of privacy, moral rights or
the disclosure of confidential information.
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INTRODUCTION

Ceequel E-Manager is a web based solution providing managers with access to their teams’ records, either by their
own PC, central kiosk, or touch screen terminal.

These can be linked via an existing LAN, WAN, Intranet or via the internet (using VPN technology) to your managers’
home computer. Each manager has their own unique ID and password, ensuring data security.

The Ceequel E-Manager module allows managers access to their teams’ clock-ins, holidays requested, taken and
booked, all absence details, access control swipes, flexi balances, shift rosters and employee information where
applicable.

This access can be set per individual supervisor, and all screens in E-Manager can be viewed as read only, editable or
not accessible, thus giving certain supervisors the ability to make changes or to have a very limited view or
capability.

E-Manager is a templated web solution, the design possibilities of it are endless. ELF Productivity provides the
default template, which can be edited if desired to change images, text, element position and much more. However,
any templates that deviate from the default template provided are unsupported by ELF Productivity and if changes
are required after an upgrade causes problems not experienced in the default template, then remedial action will
need to be undertaken by the client.

Supported browsers are listed below, ELF Productivity cannot be held responsible for any problems that appear if
you are not using one of our recommended browsers. As a rough guide-line, any modern, standards-compliant
browser will usually be adequate for E-Manager,

e s

Google Chrome 32+ Mozillo Firefox 3+ Internet Explorer 9+
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CONFIGURATION

USER CONFIGURATION

MANAGER / SUPERVISOR SETUP

Manager and Supervisor access levels are set up in TAUser2, using the same process as other client applications,
within the User Setup screen from within TAUser2.
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SECURITY ACCESS

Managers/Supervisors will require permission to log in to Ceequel E-Manager, granted by ticking the appropriate

module under the “Client Module Access” on the Security tab.
Chent Module Access:

Al KE

CEAQUSWEDMANADET . B,

v TAllser, exe

| ThBar exs

| TASuper. exe

v TAPollexe

| TATrack. exe

v Taexport.exe

| PManager 2. exe

v TAllser 2.exe
TA_MIS.exe

v| CesquelR.exe

v CeequelBadges.exe

v Ceaqueliccess exe

v CeequelEnrollexe

¥ ceaquehwabmanager.exe

|| CeequelAdmin.exe
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PERMISSIONS

E-Manager users are given to access to screens on an individual basis, permissions fall into the following categories:

Setbngs for Lser:  Admin
Settings | Privieges | Secunity | Locations | Permissions  Web |lucneu

No Access Screen does not appear. ™ 2nd Ine Supervsor (can view al ther T8A employees in E-Manager)

Papes |P¢rmm|

Screen appears, but employee can onl
Read Only . PP Pioy Y Homa Isupervaor =l
View. Mo Access
Read Orl
Cloddngs Full ENEL
Full A Full functionality, employee can view, Excentions Supervisor -
ull Access .
edit save and delete. — v =
_ ) Same as Full Access, but sometimes can R [Supervior =l
Supervisor L.
access additional features. Employee |supervisor |
Rosters |51.pe1".-1mr zl

EMPLOYEES

By default, a user has access to any employees who report directly to them in E-Manager, even if they have access to

no employees using the Locations [/ List options (see, below).

However, if a user does not have any employees who report directly to them, they can be set up as a 2™ Line
Supervisor and assigned employees using the Locations / List and Permissions options, as per TAUser2 permissions.

2™ Line Supervisors also have access to accept / decline holiday requests for employees they are given access to, in
the absence of their regular supervisor.
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SUPERVISOR SETUP

When a user logs in to Ceequel E-Manager, they are provided with access to a list of employees that have been
assigned to them. The Manager/Supervisor is configured on the “Main” tab of the “View Employee” screen and tells
the system who the employee reports into.
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The supervisor field is a list of currently available users that have been set up using the steps described in Manager /
Supervisor Setup

To ensure ease of use, this list is ordered alphabetically by the Supervisor's full name, as configured in the “User
Setup” screen, whilst also displaying the user’s login username.
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GLOBAL CONFIGURATION

Ceequel E-Manager has numerous configuration options. These options can be accessed and changed in Ceequel
Admin by a Super User, under the "Servers” menu, selecting the “Web Manager Config” option.

A user can choose to "Save” their changes and close the screen when done, or select "Discard” to roll back any
configuration that has been changed since the last time the configuration options were opened and close the screen.

B, ek Manager Optons e
I Lopgrg & Hex; Mobicabon;
- Logsa Sand el a3 [Uly cualied address: | itonal Emas
i ebbanacer Setf. ok com
Chzar ciown kggng alder than:
14 . | days
Per page nations

Coreetory | Log | Selecsor | sk Card | Hobddse | 5ht ks | cverien

¥ show Sradford Facor

Telzphore bak: ':-.: AF Pradactisty - 01257 258000

Copyrighl name: ".LI' Productuty Lbd

LOGGING & MISC

Logging can be enabled using the “Log SQL" checkboy, along with various options for clearing down the log entries of
a certain age. All logging is performed to the database and is only visible to ELF engineers. We therefore recommend
that this setting is only changed by ELF engineers.

MOTIFICATION

The “Motification™ section allows Super Users to edit options relating to emails sent by E-Manager.

“Send email as” will specify the email address reported when emails are sent, this email must be a fully qualified
email address, including any relevant domains.

“Additional Emails” will enable / disable the generation of additional emails when standard emails are sent out,
These additional emails are sent to any of the addresses listed in the box below. New email addresses can be
specified, or existing email addresses removed, by right-clicking in this box and choosing the required option.
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PER-PAGE OPTIONS

COMMON

Per-page aptions
------------

{Commen || Logn | selector | Clodk Card | Holdays | shift Rota | overview

I Show Bradford Factor

Tekphare texl: |I:~‘g,I ELF Productivity - 01257 256000

Copyright name: |ELF Productivity Ltd

e Sae | Diccard |

"Show Bradford Factor” will show the instances of absence and the number of working days of an employee,
automatically calculated over the previous 12 months, within the Employee Details section of E-Manager, as well as
the Bradford Factor score for all employees on the Dashboard.

"Telephone text” is displayed on the About screen, to provide a telephone number to the users, in the occasional
event that product support is required.

"Copyright name" allows the copyright text displayed in the bottom left of all the E-Manager pages to be
personalised.

SELECTOR

[~ Perpage options

Comeon | Login Sel2ct | Clock Card | Halidays | Shift Rata | werview

F# show Holiday Stats
F# show sbsences

F# show sbsence by Day
¥ Shaw Latenass by Day

‘ Wimw Same | Discard |
“Show Holiday Stats” enables / disables the display of the holiday year's balance breakdown and graph on the
Dashboard.
“Show Absences” enables / disables the display of upcoming absences on the Dashboard.

“"Show Absence by Day” enables / disables the display of the percentage of absence by day of week for current
holiday year on the Dashboard.

“Show Lateness by Day” enables / disables the display of the percentage lateness by day of week for current holiday
year on the Dashboard.
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CLOCK CARD

~ Per-page options

Commen | Logn | Sefector  Cladk Card | Holdays | shiftRots | cverview |

[ Only dlow weekly sslo-ups with the same group a5 weekly Defaull

Cladkings: |8

Y

ACCEsg: [12

v |

The value in “Clockings” defines the maximum number of clockings displayed to thE-Manager.

The value in “Access” defines the maximum number of access control swipes displayed to thE-Manager

HOLIDAYS

Per-page oplions

Cammon | Lagih | Selector | Clockcard  Holidays | shift Rota | Overview

I+ Alow Direct Planning of Absences
¢ Check if code requested deducts from flex

“Allow Direct Planning of Absence” allows absences to be booked in to the system manually. If this is not checked,
then users will only be able to plan absences that have been requested by employees.

“Check if code requested deducts from flex” enables / disables the checking of Flexi-time balances, when an

appropriate absence code is selected. Note: This will not prevent an employee’s Flexi-time balance becoming
negative. This setting will do nothing on systems without the Flexi-time module.

© Copyright: ELF Productivity Ltd 2019 Page 12 of 27



ELF Productivity
7"\ CEE®RUEL®::;

USER MANUAL

SHIFT ROTA

| Per-page pplions

Camman | Login | Ssiector | Clack Card | Holdays  ShiftRat | duerview |

T Indude Boaked & Contracted Hours

Default Roster Dates from:

|Live Cay |

Diccard

“Include Booked & Contracted Hours” shows the contracted hours and the hours rostered against each employee
against the selected week, providing the employee’s Contracted Hours have been configured.

“Default Roster Dates from” shows the rosters from the “Start of the Current Live week”, the “Live Day” or the “Day
after the current Live Day”. Note that shifts rostered on the Live Day or in the past cannot be modified using this
screen.

OVERVIEW

Per-page oplions
Common | Logn | Selector | Slock Card | Holidays | ShiftRota  Dvervew

Close Textz J\'JDEE

Discard

v |

“Close Text” defines the text that is displayed for the link that takes the employee back to the Dashboard, displayed
above the navigation.
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CREATING AN APPLICATION SHORTCUT

SHORTCUT SETUP

To create a shortcut to Ceequel E-Manager, right click on the desktop and hover over “New”, then select “Shortcut”
from the new menu that appears.

When the screen below appears, type in the location of the item, which is in the following format:

http://<ServerlP>:<PortNumber>

bt
¢ Create Shorcut
What itemn would you like to create a shortout for?
This wizard helps you to create shortcuts to local or network programs, files, folders, computers ar
Internet addresses.
Type the location of the tem:
| Browse..,
Click Mext to continue.
Mext Cancel

Select "Next” and type a name for the shortcut, in this case Ceequel E-Manager and press "Finish, a new shortcut
should now be visible on the desktop, which can be used in the future to access Ceequel E-Manager.

© Copyright: ELF Productivity Ltd 2019 Page 14 of 27



ELF Productivity
r\ CEE-UEL® ..

USER MANUAL

AUTHENTICATING

LOGIN CREDENTIALS

Upon accessing the system, a user will be prompted to enter their username and password - these are the
credentials that have been set up for them in the User Setup stage. Where WinAD is being utilitised, these
credentials will be the same as the user’'s Windows username and password.

$iiii CEEQUEL® CEEQUEL®
nlﬁ Erepzgmn M armgarsar Sckums Ermployes Managerant Schumrs
D\ A I |

< ﬁ'—.___ o Pazzwuad;
i

14‘ ]__a- 17 Sungusl s anagur baswed on Buabikap 5@ 2018

CL Precuctiviey Lid 2017 oo w10 4002 ¢ bl w3000

PASSWORD RESET

If Ceequel Authentication is being utilised and an incorrect password has been entered, exceeding the allowed
number of attempts, the user will be locked out of the system. If the lockout duration has been configured in User
Setup then the allotted time will need to pass before anymore attempts to login will be acknowledged. The user can
contact a local Super User and request for either a “Clear Lockout” or a “Password Reset” if they have forgotten their
login details, both of which can be found at the bottom of the User Setup screen.

Allowed login attempts before lock out:

Ak Ak

Lockout duration (minutes, 0 = disabled):

User &5 not locked out i+ Lok Reset Password
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DASHBOARD & NAVIGATION

OVERVIEW

Once logged into E-Manager the Manager / Supervisor will be presented with the below dashboard, providing an
overview of various statistics for each employee assigned to them. These statistics are dependent on the permissions
applied in the Global configuration options.

CEEQUEL*
o= e —

..... [ e [y, Totays i . [re- ke by
Sl | i LT AR L= - o

e i (e iy e 14 Bl ke . ——
BTG F R #e e - -

Soor 1 2 - A
Spubs

[N L [ e i

The holiday stats / holiday requests / percentage absence and percentage lateness refer to the selected employee
displayed in the navigation bar to the left of the dashboard. To change the employee use the drop down box located
above the dashboard or select an employee’s name in the Selector.

The employee selected using this page, or the drop down box, will be the default employee loaded when visiting
each page of Ceequel E-Manager, and can be changed at any point.

Ticking the “Out of Office” box will tell the system to provide the user's employee permissions to their 5tand In User,
as set up in User Setup, when they next log in to any Ceequel module. Holiday Request emails and other associated
information will also be directed to the Stand In User for this period.
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NAVIGATION BAR

The navigation bar located to the |eft of the dashboard, gives a snapshot of the selected employees current details.

Below the employee details are links to the pages each manager has been assigned permission to
and where the relevant configuration is enabled for that page. Clicking a link that is not active will
load the page, clicking a link that is already active will refresh the data on that page.
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CLOCKCARD

CLOCKINGS

The clocking's page defaults to the live week, displaying clocking times for the selected employee and the shift
pattern applied to each day. You can select a specific week by using the week selector drop down menu or by using
the Previous / Next links to cycle through each week.

Employee Clock Card

£ P FRIGHIE TO0E Y et B

o kCard

m [} ni Onl 3 [} Ol 3 wi Onat A Pamein Y [T
———
Urseormie

ra

p——

-
-
Y
£
"
w (n |u w w e

To the right of the clock card you can choose to view the three available types of clockings:

Adjusted Adjusted to the rules of the shift pattern, used for premium calculation |
Edited Edits made by a system user (default: Actual)

Actual Actual time of raw clock data

Where generated, exceptions can be authorised and shift patterns changed for each day. When changes are made,
the "Save” button will be highlighted, which is located to the top right of the screen - clicking this will commit the
changes to the database.

PREMIUMS

Premiums for the selected week are broken down on a daily basis, manual adjustments and amendments to
Flexitime / TOIL premiums can be made using “Adjust” row, or the Premium’s input box (highlighted in yellow). Once
changes are made, they can be committed using the “Save” button, located to the top right of the screen.

Premums Absence ACCESS Fay Elememns Commenls Fire Histooy

Total Basic Peldis 100 ={.50 L] CE 1.5 CXazm Coalract Huliday Unpsdiles Flea Fles'Bal Bank Bark Edil CrvlTarlal

Men (111} 0730 nFpell] ar3u

Tue (121 07.31 o730 o730

Wed (131 1100 o730 0130 o130 00:g o730

Thal {14H1] 10045 QB45 QF15 aB:45 115
Fri{iG)

Hat | 1E}

Sun (1741

Adjust

Tkl andn F116 n1-3o C44h nn-an 3114 o115
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The absence tab displays absences generated by the system, where permissions allow, these can be edited by users

via the drop down box located above the absence times or the planned AM / PM cells.

Pramiume

Réoin (191
Tus (12M]
waad (131
Thu (141
Fr1 {151
Aat 6]

Sun (171}

ACCESS

Ahsance

Absanca 1

A3 Abseni
0755 0210 0118

ACCABS

L3

Pay Elmants

Ahsanca 7

ARDEARCE 1

Commants

Fira History

Absancs 4

Ahsance 5

ADSARCH 0

Plannad AM  Plannad PM

L

L

v

v

The Access tab shows Access Control data from the employee, showing when the employee swiped for access at all
doors configured in the system. This data cannot be edited and is displayed for informational purposes only.

Swipe times displayed on a green background have been successful and the employee has been granted access.

Swipe times displayed on a red background have been unsuccessful and the employee has been denied access.

Pramiums Alsence
Swips 1 Swips 2
Men (1111} 08:55 o210
Tue (121}  DAG2 850
Waad (130 na-nz =R ]
Thea {1441} Da:58 o

Fri {15¢1)
Sat[161}

Sun (17415

For information on which door the swipe was accepted or denied at, hover the cursor above a swipe.

Acpeas

Swipe 1
0EA%
0513
ngAs

0508

Pay Clements

Swipa 4
[ ] ]
0245
(=i ]

a4
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Swipa § Swips T
10:32 1040
1345 1705
1109 1255
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Swipa B
12:02
17:15
14:02

10:01

Swips 8

1245

Swips 10

1315

1602
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PAY ELEMENTS

The Pay Elements tab allows users to apply additional premiums to each day for employees. Each Pay Element is
configured with either a duration or an amount. Selecting the pay element to be applied on the required day, will
allow you to enter the duration, or populate the amount column,

Framiums Absance ACCAES Pay Elmants Comments Fira History
Element 1 Duration 1 Amount 1 Element 2 Duration 2 Amount2 Elkment 3 Duration 3 Amount 3
KMaom (111) 001: Team Leadar Steg 0500 — Mo Selaction — ¥ — Mo Selaction — ¥
Tue (1201 002 First Aider T £25 Mo Sefeclion L Mo Selection ¥
Welaed (130} - Mo Selachon — L — Ma Selachon — v — Mo Selechon - L
Thw {141 - Mo Selachon - v - Mo Sefachon — b — Mo Selachon - bl
Fri (151] - Mo Selachion — T — Mo Sefaction — T — Mo Selaction — ¥
Sat{16M} - Mo Selection — hd — Mo Sedaction — T — Mo Selaction — hd
Sun (1714 - Mo Selaction — T — Mo Sefaclion — T — M Selaclion — ¥
COMMENTS

The comments tab allows predefined or free-type comments to be entered to an employees’ clock card via a drop
down list, or input box. For reporting purpose, free text is not advisable. Comments added by an employee via
Ceequel Self Service will appear also appear in the comments tab, in the far-right column.

Pramiums ADEBANCE ACCASE Pay Elsmants commants Fira History
Usger Comirenl Cormmented by User Ermnploy=e Comenent
Men [111) Lost Card Loags Card il Syeiam Manager
Tue (12H1} Dad Trafie: Bad TrafMic l Syeiam Manager
Wed (131 —Hi Selection—-  *
Thiu [(141) — Mo Selection — T
Fri {151} —Hi Selection—-  *
Sati16i) —Hi Selection—-  *
SumiiTh ) — Mo Selection — il

FIRE HISTORY

The Fire History tab displays the employees current fire register status, the employees’ Fire Register swipes over the
selected week and the terminals the employee clocked at. Rows highlighted in red depict transactions that caused
the employee to be removed from the fire register, rows highlighted in green depict transactions that caused them
to be added to the fire register.

Premusms Absence ACCCSS Pay Elements Commeris Fire History
Priwasead A Clhecking Tarminal Fay Fira Artion Swipad Tnea Raqietar Sdata Feliad By Rssut
13012016 1515118 13 W @ 15158 alll] CheckZard Eait out Syetem Admindirator Frocasead K
130150016 153037 13 ed @ 153537 n St from loggle bubian 2] Eysem Admresiabor Frocessed OK
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EXCEPTIONS

The Exceptions screen reports on any potential data issues that may be generated for employees and should be used
regularly to help manage the workload of the system.

T i T i
Selecla dats; S10MAG Sy Cximpliorn

e

Qulstanding Cxceplang

GelsclAll | Unseleci Al vgg= A

Emplorysss Autn Excaptions  AuEh Cvartime  Mising Clockingls)  Aheant  Hours Under  Cwerfims  Plasesd Absence  HoHours  Underpakd  Lase Clockieg In  Staried Shift Eary
Andarann Thomas PG

Endarsan Trniby MAaH EH

Archinois, Richard Bk en

ATl i FET

Qunber, Lygis Bonren

gaila i i iy iy

Auarieon

Stanisy Bryan

REPORT OPTIONS

The exceptions report can be configured by each user to show only information that is relevant for them. Selecting
‘Show Exceptions’ will allow the user to configure which Exceptions are displayed to them for authorisation, this way
a user can streamline their authorisation process.

Once configured, the user can select a date and click “Go” to load the list of exceptions — this will default to the
previous day when the page is first loaded. On subsequent page loads, the date that was last selected will be

remembered.

AUTHORISING EXCEPTIONS
Only employees with an exception outstanding for them are displayed in this report and for more information on the

exception that has been generated, you can hover the cursor above the A

To authorise an exception, tick the box to the left-hand side and click the "Save” button which is located to the top
right of the screen. It is not possible to authorisation exceptions for Missing Clockings and Unknown ('u’) Absences
from this screen, instead you must click on the employee’s name to correct the data from their Clockcard before the
exception can be authorised — in some configurations this will automatically authorise the exception, once

completed.

icon.

© Copyright: ELF Productivity Ltd 2019 Page 21 of 27



ELF Productivity
V) CEEGUELY

USER MANUAL

HOLIDAYS

HOLIDAY YEAR SUMMARY

The Holiday Year Summary shows a breakdown of the employee’s holiday year (selected from the dropdown box)
including allowance, accrued to date (where configured), days taken, remaining, planned and unused.

Holday Year Suminany

Year Slart Dale End Date Aloaed Accieed Taken Reimairrg Plamned Unigged
2016 * 01012016 HHz2016 25.0 2.0 oo 25.0 135 115
Cammert

Langinh of Sarvlca & yaare. 5 manths and 10 daye

To the bottom of the summary screen, the employees Length of Service is displayed and any comments applied to
the employee’s holiday year.

ABSENCE REQUEST

Holidays requested through Ceequel Self Service appear in the Absence Requests box.

Multiple approve / decline requests can be processed at once and requests are automatically remaoved from the
outstanding list when actioned. Any requests with the default status are not actioned when clicking the “Save”
button.

Absence Requests

Show authorised absances as well Save
Raguasted At Emgiloyes ol Dates Haquastard Arcruad Status Commart & Reason
family hokday
Thu, 14 Jan 2016 @ 15.47 Thinty Andersan HP. Hulicay Paid From 26012018 e 26012018 Reguesied T LU 1

Possible statuses here are defined by the absence request type:

Requested Default Request to Book absence status
Approved Request to Book absence has been approved

Request to Book Declined Request to Book absence has been declined
Request to Book absence has been handled outside of the holiday
Handled approval system — for example, if it has manually booked in to the

employee’s holiday planner.
Withdrawn Default Request to Cancel absence status
Request to Cancel absence has been approved and the absence removed
Revoked .
Request to Cancel from the employee’s record.
Request to Cancel absence has been declined and the absence will remain
in the employee’s record,

Insist

Previous absence requests and associated details can be shown by ticking the “Show authorised absences as well”
box.
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ABSENCE AMNALYSIS & PLANNING ABSENCES

To see the Absence Analysis of the dates requested by an employee, input the requested start and end date in the
“Plan an Absence” section, select an absence code and click the Analyse button. By default, employees with the
same dates already planned will appear in the Absence Analysis section — you can show all employees that report to
you, by unticking the “Only Show Employee with Planned or Requested Absence” box.

Absence Aralyais

= Onlty Snow Employee wih Flanned or Requesked Aosence

[ maysnn [[TgnEeE || cfset | Eatssm [ Lawsnin [ P sen |[Timmesmf | sesanof || Reques X
Employes Kery SRl Waad 2001

Drad Folaten AmeldTeam Work E

Tudabs (1) 1M1
Plan an Ahsence
Start of Ahssnce Request: W, 20 Jan 2018 AW T
End of Ansence R ouest: Wed_ 20 Jan 216 | FH ¥
Absence Cods: JUL dary Seivce T = Add O Clear
Acrigad: [Unkneen]

snalysa | Hook

Once analysed, absences can then be booked in to the employee's planner (providing the Global configuration
allows this) by clicking on the “Book” button.

Booking absences will overwrite any existing absence codes in the employee’s holiday planner that are not configured
with the “Preserve when Authorising Absences” flag.

PLANNED & PAST ABSENCE

Absences both planned and past, are displayed for the current holiday year. This is an information section only and
cannot be interacted with.

Employee’s Planned & Past Ahsences

Start Daita = Fni Nain = Ahsanca Crda

2EN1ZIE 2812016 HF Holday Pald
25032016 25032016 BH Bank Holotay
2000272018 2000272018 DIl Bank Holday
14201 Timdi20ig HF. Holday Paig
252018 252018 BH Bank Holday
ANWARIIE ANWARIE EH Bank Holary
0407206 0TOTME HF: Halday Faid
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SHIFT ROTA

The shift rota displays a list of employees set up to work on Shift Rosters, employees not on Shift Rosters are not
displayed.

Shift Rostar Dptions

Fram: 1XM2016
Ta: 10112016
SalRct Cost Canira: [All Cost Cantres) v

From and To dates are available to customise the date range you view the working patterns, along with a cost centre
filter that restricts the visibility of employees to that cost centre only. When ran for All Cost Centres, employees will
be grouped by their costcentre, showing subtotals of workforce levels and absence for each day. Inside each
costcentre, employees are ordered by their Position Type's “Level”, then by their Full Name. Click the Refresh button
when finished to see the employees and dates selected.

Shift Roster Key

maysht | momspE || omsns || Esrysmr || LSk || Futrs shin
Snift Rostar
Emplcyes Rostered  Confracted  Varlance Wed, 13 Jan Thu, 14 Jan Fri, 15 Jan Sat, 16 Jan Sun, 17 Jan Mon, 16 Jan Tue, 18 Jan

D00A000 : Admin

Adran Andeisun 1128 37.50 625 015 o4 - ol 011 | [V 016 ¥ 0is.
000, Mo Pallerm| -
Erad Ralabon Arneid ESR 3780 202 o158 N1 Emargancy Covar Shk IS E T [ E T IR T

Dz Weskend CUT Shift
03 Might Shift [Mammaly
Jahn Andrees 31328 LR ] -G 2h 015 nos: ¥ 01k 7 [IRER

4 Froduchan Day Sl =ardy
D05 Vaakand Shift Promotion WE

shn fusshin 37 75 37 50 0325 015 00 Retail Cays Shin- Cary [RERR [T [RER
D07: Froducden Days Snit - Lates

Kaylay antil 24.58 37.50 1282 004 D02 Zaes Lale Shin Day [ [ 015"
DO9: Fromeden Might Shit

Lucy Modalife 2875 37.50 475 o1 090, Diay Shil Exlended His [ [ [
011: Hist Lay for Hosters

Paul CrBrien 2875 37.50 -&75 o1 D12 Drivers [ [l 010"
M3 Ereeciops Twalight Shit

Thamas Andeison 2875 37.50 275 o1 D94: 5ta® - J0hr [ [ 0o "

015 5ta® - Ganars

|I:|16 Karaman |

097 Hague

D1&: Foss

S Hoslsr Key

Where applicable, planned absence codes that are

. i . cayshn || Rgniznm ot shA gyt || Lamasr || Funmsar |
assigned to an employee are displayed to the right ! I N L
of the pattern selector. —
Ennfikodes A narad Conmracted  Varkines Wt 13 dan Thii, 14 Jdas Fr
Waorking patterns can be overridden for any future 0TI Admin L 312
days within the system, by clicking on the relevant fan st nE TS o E—
. Siad Folabon Smcld ELE-1 T a0 -EHE s [EE i
dropdown box for the employee / day and choosing I\
RETI R LT nas 170 -5 25 (LY :'-;l.'. ¥

a new pattern. The shift selected in the dropdown L —
will default to the shift they are working as per their standard shift roster, or existing override. To remove an
override, set the shift pattern to "000: No Pattern”. Once changes have been made, the "Save” button will commit
them to the database.
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MEXT OF KIN & EMERGENCY CONTACTS

The “Mext of Kin" tab and the “Emergency Contact” screen are edited the same way. To view, add or edit a "MNext of
Kin" or “Emergency Contact”, click on the “New Kin / Contact” button, input the details in the relevant boxes and
select the "Save” button, which is located to the top right of the screen.

To add another contact, select the “New Kin / Contact” button and follow the same procedure. Once done select
“Save” and the second contact will appear in the tab list.

To edit a Kin / Contact, select the tab with their name on it, amend the details and click “Save” when finished.

Adrign Ardersen ¥ Adrian Andenion b

h Save  Pafrash - Save | Refmsh
Mext of Kin Emergancy Contacts
Now B Adars Bran Mgew Coniaect B F faar 2.
Fatenarme Aam M tonubeg Brockaer o ] B
Sarnaire Sean AddrERe 1 1 Catharins Siret s Setvaren Addrann 1 110 Raddith Lars
L N Addrenn ¥ iamregan Ll iz Adress Manchesier
vt " Address 3 Induly C Addrann 1
CR— § T Fiscmn A Boria ]
Work Tel ¥ L EATON [« Lane iw
Wk Tel (1525 A2601 Gousty  Chashie ' fos s — | L
e Tl ATIER- T Ceaitey Frigland
Horme Te M1 %54 7200 Cosnry  Englasd
Prrsonal Poat Code Wi TR
Parsonsl 7945 19652 PostCode  WAS OLH Mards
Mabds

Next af Kins / Emergency Contacts can be added and edited in E-Manager, but cannot be deleted.
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EMPLOYEE

The Employee tab displays basic information regarding the employee, To view, add or edit details, select the
relevant tab (Main/Address/Photo) as shown in the screens below. Once all the relevant information that is
required has been updated, click the "Save” button, located to the top right of the screen, to commit the changes to
the database.

Saew | Rafresh Larve CHE

View Employee Details View Employes Detalls

war, A Pholn Mum A Shata
Fusrarm adddan et Dioe ONBAREE preey | 11 Fairtadd Lans: worrs Tol 01374 S
Suman Sderan Leawe one Badenna 2 e Vo Blaad Wk Mot ATTET 6L
[=ns 11T PaE GET Wembond 6T 51t = [T By Per Mot 4779 DNTIEET
Eaigeil} 17 L T dond ol . Bddrena d ‘Wecak Trrad
Caaicenme OIMBN. Adwin = Cmicitem | v County Mo Selettion s W Pern Frrai
Emp Tyt 2 Shaphiow . agr My Counmry Mo Babection —
Py Typs R B Lgmrem v [ o ] . Ponid Ceade BLNG EF ——
Farw Foint 2 Mt B B Emad R S————p—_— [R——

Using the Photo tab, a user can upload a photo of an employee for use within the system, which is then displayed
across all applications within the Ceequel suite, including Ceequel Self Service and can be printed on to employee
identity cards using Ceequel Badges.

To upload a photo, click on the "Choose File” button, navigate to the folder on your local PC where the image is
located, select it and click “Open”. When the screen has closed, click on the “Show” button to upload the image and
see 3 preview, If the user is happy with the preview, clicking “Save” will commit the new photo to the database.

Erpan i

Wiew Emploves Details

Man Ackdrann Paciz

Cheeaa File | Wo fis thass
e
|
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ABSENCE

The “Absence Report” screen provides the user with a report to monitor absence for employees assigned to them,

up to a maximum number of weeks defined in user set up.

AQSERCE CODES [ =]

i VTR ST e Salact Ahsan Codis
Weah B ITEARHE 800 * i . i . 1. Buminess Pawsal”
St ted Coden OF. DR, ML 0, WP L. U LA % Wodcal “Pasco
GRSt
Tl Maeren Abaence  Coniracied  Peecesinge Aw e e Aireance Pareniage %) o =
B4 Bamic
AR e bIRL! DE: Daatam 158 A 54 Skt Bark Hollday
aLl E
e - on . ) Buminges
3V Bereasement
- O g 24 B2 - Uarkist
Ansre o WP My P R E'"--'-"'-'
12: Barked Hours
F— 1" T vy 48 Hi Hiimna 11
+ 1T Tomis X315 0. Huspily
# [ ddlday Fald
aylay 4 ¥ o - Ties off In | i
- 0 sa 2 U dury S
® LA Labe
Liinl B M & Labs -
— _— P
Selea Code Cuncel

Start by selecting the range of weeks you wish to report on. Next, click the “Select Codes” button, which will pop up
a window allowing you to tick the absence codes you wish to report on. Click the “Select Code” button when
finished, which will close the window and display a list of selected absence codes underneath the button.

Once all the fields have been selected, click the “Run Report” button to calculate the employee’s absences. The user
will then be able to view the “Average and Total” for the particular “Absence code” based on the selected week(s).
The “Absence codes” are not just restricted to annual leave but encompass all staff absences.

The report on the left shows an absence breakdown on a per employee basis, with totals displayed at the bottom
(percentage is an average value). The employee(s) with the highest absence percentage are highlighted for clarity.

The report on the right shows an absence breakdown on a per absence code basis, with totals at the bottom. Codes
selected but not displayed means there is no absence for that code within the defined period.

© Copyright: ELF Productivity Ltd 2019 Page 27 of 27



