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Employee

Work hours and absences

Recording work hours and corrections
via a terminal, mobile app or web solution.

Requests for absence can also be recorded via a
uTerminal, mobile app or the web solution.

Requests for absence will be sent to the
manager automatically by e-mail.

As soon as the request has been processed,
the employee's new status will be displayed.

. requested . refused . approved

Monthly overview

The employee will finalise the month after any
outstanding errors have been corrected.
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Manager

Work hours and absences

Recording work hours and corrections
via a terminal, mobile app or web solution.

Processing employees' requests for absence and
short periods of absence via a web solution or
mobile app.

The employee will be notified of the current
status of the request automatically by e-mail and
the status will be updated in the system.

. requested . refused . approved

Monthly overview
The manager will check the monthly overview

for his employees, make any necessary
corrections and finalise the month.
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ENABLE LOGIN ACCESS

Open TimeTool by entering www.ttcloud.ch in your web browser.

EN|DE|FR
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Onthelogin page, enter the login information

received (username and password) and click on
Login.

Do you need help? Documentations

You have the option of logging in with your email address instead of a username. Click on the
button «Register with emails.

EN|DE|FR

liMEIoOL

it's your time
Onthelogin page, enter the login information
received (Email address and password) and click

on Login.

Do you need help? Documentations

The first time you do this, click on «Password forgotten» and enter your user ID.
Then click on «Password forgotten». A temporary password will be sent to you by e-mail.

After you have received your temporary password, click on the arrow next to «Change
password». Enter your user |D as well as the temporary password under «Password».

Then choose a new password and click on «Change Password» to confirm.

You will now be able to login using your user ID and your new password.

If you have any queries regarding the login process, please contact the HR department.
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STRUCTURE:

In the left-hand column (1), you will see the functions assigned to you. If you choose one of
these (e.g. “Scheduler”), the corresponding program will open in the main window (2) on the
right. In the centre column (3), you can call up one of the employees assigned to you (manager).

TimeTool AG
CE— =l )
L]
& % TimeTools BS Refresh ] Structure | Geplant
= 28 Basisdaten AAATEST TEST s —
= e — & T e 24 Nov 2014 — 30 Nov 2014 < >
- = &9 3 | Woche | Monat | Jahr | | My Agenda ov - 30 Nov Avscht | | Drucken Heute
‘Schedler’ ARATEST. &[] Tagesabsenzen
[E) 01 Ferien
) 12 krankhelt Won,Noventer 26 Di, Navember 25 i Novermber 25 Don, November 27 Fre, November 26 Som, Novermber 29 Son, November 30
[ 13 Krankhelt Familie - =
5 14 unfall NBU -
5] 15 Unfall B

(] 16 Mutterschaftsurtaub
) 17 Militar/Zivils/Feuerw/18S

[B) 18 Kurs/Weiterb./Schul./Sem. i
B 19 Schule Lehriing
(£ 20 Kundenbesuch extern
) 21 Lieferantenbesuch extern
5] 22 Geschiftsreise -
(] 23 Geschaftstermin extern 1000
[£] 24 Arbeiten zu Hause

[5) 25 Gleitzeit Kompensation )
5] 26 Unbezahiter Urlaub .

B 37 Hochzit eigene

[£] 38 Hochzeit Familie 1200

[E1 39 Geburt eigenes kind

[ 40 Todesfall Eheg. kind Elt. -
| [B) 41 Todesfall Geschw. Schwieg 1

[ 42 Todesdall Gr.£.,0nk. Tant
[E) 43 Wohungswechsel/Umzug 1400

oz mzat | w000 | 0000 | w000 | 0000 | o000 | 0000 | |
® Soizan | 0000 | 0000 | 0000 | 0000 | 0000 | 0000 | o000 |
oz | 2286 | a2s0 | w000 | 00 | 000 | 00 | om0 |

You have the facility to hide individual columns if necessary.

You can do this by clicking on the small arrovv (4) inthe top right-hand corner of the
column that you want to hide.
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EMPLOYEE: OVERVIEW (SCHEDULER)

The «Scheduler» enables you to view your holiday and time quotas at any time (1) and track the
progress of your absence requests ( /approved/rejected) (2). You can open the
overview in various display formats (day, week, month, etc.) (3).

You can view your weekly and monthly summary under «Print» (according to your chosen
display format in each case) and print it out if required.
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You can move a period of absence to the corresponding day (1) using your mouse (drag and
drop). The period of absence will be displayed in (requested). You can make changes (3)
by clicking on the absence request twice (2). Click on «Save» to confirm the changes (4).
Your manager will notify you by e-mail regarding your absence request. You can, of course, also
plan any period of absence in the monthly overview by means of drag and drop.
m_
AMATEST TEST ..—,_,—
B "_1: ) Trg  Whe et e Wy g T
4 ::Hiir [l Visare (I "h—'
1L Mty ek .
e . 1
5§ i:mm......”"“
Triroumptoy
frtoriapiniem
1] A% Tidwadti Uy v AR
L] A1 Todealat Gavitew., Silweag
m. ‘:I) dandiell G5 1 Ork_Tark
AAATEST TEST 5 : z
& § zeiterfassung Tog | Woche = Monat  Jahr | | My Agends 17 Nov 2014 — 23 Nov 2014 Absel
 Tagesabsenzen
Hﬁl Man, November 17 Duar; November 18 ML November 19 Don, Novernber 20 Fre, Novemt
[ 13 Krankheit Familie — —>  (Oifeen
[7] 14 unfall N8U
[] 15 unfall BU 0e:00 2 00000008 01 Feren
_] 16 Mutterschaftsuriaub .
1] 17 Miitar/Zivils/ Feuerw/ 185 o700 EROw 18 i Yoy . ?
I._'I 18 Kurs/Weiterb./Schul. /Sem, * m o
._] 19 Schule Lehriing T Nactes
1] 20 Kundenbesuch extem mon Eingate WMo FuFo i Faude
{5 S P A A Ry
2 Fun sy a0 |38 | [hovtter ][] - (o0t ]9 ] [ornber [0 ]
Be—— 4 .
Your manager will be notified by e-mail regarding any planned absence.
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EMPLOYEE: CORRECTION OF MISSING POSTINGS/
CLOSURE

You should check the Scheduler for missing postings on a daily basis: if there are any, they will
be indicated in yellow under the relevant day:

) TimeTool | E,

| scheduler 3

@’. e E E
Refresh (5] Structure TEST MATEST Gt = Abschl MA Absc PD

Tag | Woche = Monat | Jahr

My Agenda

27 Okt 2014 - 2 Nov 2014 Abschl. Drucken Heute <

06:00-11:26

[ osontnas |
b Suchungen

B3 b Ant

3 33 Abw. in Schwangerschaft
B 39 Uz f.Jahr

[5) 40 BU ganztags

Click on an empty field under the relevant day to access the details and you will then be able to
enter the missing posting:

6 Okt 2014 — 12 Okt 2014 Abschl. Dru
Mit, Oktober 8 Don, Cktober 9 Fre, Oktober 10
Fehlende Buchungen
B loschen  Bfw Engabe By Speichem % Abbrechen
[T scheduler
07:00 - 12:00 e
Buchungen
2zt 00:00 | O
‘ ‘ Kommt/Geht O
Zeitmarke
Kommt
Geht.
12:00 - 17:00 Pause
Buchungen Zear -]
Tagesnotiz
3 -
13:00 - 18+ Tagesplan 100 Normal Mo-Fr [- ]
Buchungen
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Enter missing posting
Zot | 14:07 [t

1) Select the desired time using this button.

2) Click on «Enter» to confirm the time selected.

3) The posting will be displayed and can be completed by clicking on «Saven».

ATTENTION:
Make sure that you click to confirm the
hours and minutes (even xx:00
TimaTools otherwise the time will not be entered
= i Basisdaten
e correctly.
Scheduler ) 00:00 ®
Panagren 2 00 : 00
Buchird ?2553 :s:‘;—?t-: 2 :; 13
13180 Fomme | s nBa
10 2
‘ 21 9 ‘ 3 45
8 4
L - ) S 1 ® 745
19 & 17
Kommt/Geht
Zeitmarke
Kommt 00:00 (o]
Geht
Pause
b o 10 : 00
Tagesnotiz
Tagesplan 100 Normal Mo-Fr -] 55 00 05
50 10
45 . 15
40 20
35 10 25

Month-end closing (previous month)

As soon as your manager has corrected all the Missing Postings from the previous month, you
can select the Finish button in the Scheduler in order to confirm that you agree with the time
statement.

Geplant Reslsiert

TEST MATEST

=8 Tag | Woche Monat | Jahr | MyAgenda 17 Nov 2014 — 23 Nov 2014 Abschl. Drucken Heute < >
1] Tagesabsenzen

[E] 10 Ferien

) 20 Miitar / Zivlschutz Mon, November 17 Die, Noverber 18 M Noverber 19 Do, November 20 Fre, November 21 Sam, November 22

0 21 nspktoFevervetriars ‘

29 Mutterschaftsurlaub 06:00-11:26 | 06:00-11:24 -

30 Krankheit ganztags Bl 5.chungen Buchungen
32 bez. Arzt

33 abw. in Schwangerschaft
39 0 Jahr

40 BU ganztags

[ 41 NBU ganztags

[] 43 8U Unfalltherapie

7] 45 NBU Unfalltherapie

50 Bezahite private Absenz
52 Geschaftsabsenz

53 Geschaftsabsenz Stdw.
54 Kurs / Ausbildung

55 Kurs/Ausbildung Stdw.
[5] 57 Schule / Ausb. Lebrlinge

11:55 -15:11 5 |

You will then be unable to make any further corrections in the month closed.
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5 MANAGER: E-MAIL WORKFLOW

You will be sent the absence requests made by the employees assigned to you by e-mail on a
daily basis:

0| stan | senden Ordner  Ansicht

B b X a Q8

chen | Antworten  Allen  Welte
antworten

£/ “TimeTools approvement required”

e iach ot | time-registration@timetool.ch
wenn Probleme mit der Darstellungsweise dieser Nachricht bestehen, kicken Sie hier, um sie im Webbrowser anzuzeigen.
Heute
Di02122014 1701
~ time. i i il l.ch

Ordner

Dear manager, some of your employees have made >y
an absence request for you to approve or reject.

Could you have a look and handle the request? o S,
Just hit the link below to go onto the system =
114730 TEST MA TEST on 04-12:2014 = 10 SO

bifolgung (67) B Ungelesene Nachrichten (1) (£ Posteingang (1]

Click onthe link in the e-mail to access the planograph directly where you can process the
absence request.
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MANAGER: APPROVAL/REJECTION OF ABSENCE

REQUESTS

You will find all the employees under your supervision under «Planning». All open absence
.You can process these by double-clicking on the orange field:

requests are displayed in

it's your time

T3] TimeTool at TimeTool AG

Hierarchy < = Planen
= & TimeTools St
= & Basiscaten ® e
Stheier © 8 zeterassung
7T, Message Centre & (3 Tagesabsenzen

S I"B) 10Ferien
[ 20 Mitar/Zwischutz
[ 21 inspektionFeuerwenriurs
] 28 Muterschafisuraud
) 30 Krankheitganziags
3 32bez At
[ 33 Abw.in Schwangerschat

I 438U Unfaitnerapie
[ 45 NBU Unfaiiherapie
B 4 Pauschatabsen:

] 50 Bezate private Absenz
I 52 Geschafsabsenz
[ 52 Geschafsabsenz Stiw.
) 54 Kurs/Ausbildung

5] 55 Kurs/Ausbildung Stdw.
5] 57 Schule / Ausb. Lehrlinge.
[5] 62 GLZ Komp. nur SBB & WOI
) 84 Weterbidung bez.
I - 85 Weieritdung bez. Stew.

5 90 Auswrismontage

D Kurzabsenzen

1 Woche

TestMAT4

TestMAg

Testma2

4 Wochen 8 Wochen 12 Wochen 13 Apr 2015 - 10 Mai 2015 Heute « >

Woche 16 Vioche 17 Woche 18 Woche 18

00:00-23:59 10 Ferien

Details Mttwoch 22 Apr 2015 - Dienstag 26 Aprd 2015
Testmalo
Absenzanfrage ® Beuiigen

Aebnen

Nachricht an
Mitarbeiter:

e

Your employees will be notified by e-mail regarding any changes. You also have the facility to
add an individual message to the e-mail which will be sent to the employee after processing by
inputting your text in the appropriate field.

Attention: Employees who are shaded in grey on the Planning screen have their own login and
are therefore able to schedule their periods of absence themselves. Therefore you will only be
able to approve or reject the periods of absence planned by the employee here.

In the case of employees who are displayed in black, you can enter periods of absence directly
on the Planning screen simply by using the drag and drop facility:

B B

) 30 Krankneitganztags
0 s2bez At

) 33 Abw.in Schwangerschatt
B 390z 1tuanr

) 408U ganztags

) 41NBU ganztags

) 438U Untainerapie

] 45NBU Unfaltheragie

) 49 Pauschalabsen:

) 50 Bezatite privte Absenz
) 52 Geschatsabsen:

B

1Woche

TestMag

B TimeTool at TimeTool AG

B

4 Wochen & Wochen 12 Wochen 13 Apr 2015 - 10 Mai 2015 Heute < >

Vioshe 15 Ve 17 oche 18 Woehe 19
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The planned period of absence can then be extended or reduced by dragging it to the desired

number of days:
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® TimeLine
© FerienGrid

(2 Zeiterfassung

& [ Tagesabsenzen
10 Ferien
8] 20 Militar/ Zwilschutz
21 Inspektion/Feuerwehrkurs TestMaRR
[5 29 Mutterschaftsuriaus
[ 30 Kranknheit ganztags
32 bez. Azt
33 Abw. in Sehwangerschaft
[ 39 Uz f.Jahr
40 BU ganztags

1Woche

41 NBU ganztags TestMAg
43 BU Unfalltherapie

[E] 45 NBU Unfaltherapie

49 Pauschalabsenz

50 Bezahlte private Absenz

[5] 52 Geschaftsabsenz

[ 53 Geschafisabsenz Stew.

54 Kurs | Ausbildung TestMA2
58 Kurs/Ausbildung Stdw.

&7 Schule / Ausb. Lehrlinge

4 Wochen

8 Wochen 12 Wochen

Woche 16

i 10 Ferien

62 GLZ Komp. nur SBB & WO!

13 Apr 2015 — 10 Mai 2015

i 20 Militar / Zivilschutz

Overview:

e Periods of absence still to be processed =

e Periods of absence planned and already approved = Predefined colour

e Rejected periods of absence = Will not be displayed on the Planning screen but can be

viewed in the Scheduler

Note: You will then no longer automatically receive a monthly overview as you can view the
periods of absence/time quotas of your employees at any time. Also, if any of your employees
are missing from your overview, please report this to the Human Resources department.
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MANAGER: PROCESS ERROR LOG
(MESSAGE CENTRE)

All periods of absence must be entered and all errors corrected in order to close a month.

Select the menu option «Message Centre» in order to make corrections:

You will now see the following on the right-hand side of the screen:

.’s_mr-m = AMATEST TEST ( 12) A
‘“"""""" BIOL BARTEST TEST ¥4 Zitart arvocivt 100 Nl Mt 80307 50 Cownet it
e I AMATEST TEST 3 Feriarde Buchurgen. 400 Pl Mo BT 00C R0 1700
T — 3182004 RAKTEST TEST 8 Zoat arvschve 500 Nl o Fr 7 o422 m 12 oarktet
o on \ e A e
by priibi 8 v g usirinsd
o 4 e e e e
7102004 ARATEST TEST 3 Zacat aTeCVR l:m:‘ﬂ w :::T:rl‘ﬂw
20302014 AMATESY TEST B3 Feterde Buchurgun 100 Noral Mo-Fr
Fehler Tagesplan Details
) FB8 Zeitart emechnet 5 100 Normal Mo-Fr I 03:30 n 50 Uberaelt nicht bewiligt
1) Allthe employees assigned to you :%ﬁ“:ﬁ@(_ 2 o et s B D
2) Missing postings F5 Fehlonds Buchungen 100 Normal MoFr HK
. T F9 Absanzanfrage zu bawdlligen 100 Narmal Mo-Fr . R
3) Overtime requiring approval F5 Fehlnde Buchungen 100 ormal M e S,
4)  Absence requests such as e.g. holiday i 4 i ™ 01:30 150 Oberzet ncht bewitit
5) Brief periods of absence e _ o e ‘7% B RS
_ H H F5 Fahlande Buchungen 00 Nocmal Mo-Fr
(e.g. clock-out postings with the = o et s
reason “lliness”)
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Reasons for missing postings:
There are two possible reasons for missing postings:

Reason 1:
An odd number of terminal postings or a posting was forgotten.

TiMnelool
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F5 Fehlende Buchungen 100 MNormal Mo-Fr 07:00K* 12:00G™ 17:00K*

Reason 2:
Absence requests which have not been processed such as e.g. retrospectively posted days off
duetoillness.

14-10-2014 AANTEST TEST F5 Fehlende Buchungen
14-10-2014 AMATEST TEST F3 absenzanfrage zu bewilligen
15-10-2014 AAATEST TEST F5 Fehlende Buchungen
16-10-2014 AAATEST TEST F5 Fehlende Buchungen

E.g:From 14.10.2014 to 16.10.2014, the employee has entered absence due to «lliness»
which still needs to be approved or rejected by the manager.

As that approval has not been granted yet, these 3 days are displayed as «missing postings».

a) Correction of “missing posting”
Click on the line containing the error to be corrected in the Message Centre to access the
Scheduler which will display the corresponding week.

F5 Fehlende Buchungen 100 Mormal Mo-Fr 07:00K* 12:00G* 17:00K*

You can then correct the missing posting as described in section no. 4. Once corrected, the
message will disappear from the Message Centre.
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100 Normal Mo-Fr
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b) Correction of “missing posting” by approving open absence requests

Until an absence request has been processed, “missing postings” will be displayed in the
system.

See the example relating to retrospectively posted days off due to illness:

14-10-2014 AMATEST TEST F5 Fehlende Buchungen
14-10-2014 AMATEST TEST F5 Absenzanfrage zu bewilligen
15-10-2014 AMATEST TEST F5 Fehlende Buchungen
16-10-2014 AAATEST TEST F5 Fehlende Buchungen

Click on the absence request requiring approval to return to the
«Planning screen» where you can approve or reject periods of absence (see Section 6):

Technical Documentation time with posting
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100 Normal Mo-Fr
100 Normal Mo-Fr
100 Normal Mo-Fr
100 Normal Mo-Fr
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MANAGER: APPROVE OVERTIME AND BRIEF
PERIODS OF ABSENCE

After correction, this error will also no longer be displayed in the error log.
Times and brief periods of absence which need to be approved will also be displayed in the
Message Centre:

1| 04:22 n.12 Krankheit > | brief period of absence
[ 01:30 n 50 UZ Mergen nicht bewilligt
[ 01:00 n 54 UZ Abend nicht bewilligt > overtime

Brief periods of absence:

These periods of absence arise if one of your employees enters a terminal posting of “Clock-
out posting with reason”.

For example, he goes to the doctor at 15:30 hours and selects the terminal posting “Clock-out
posting with the reason “Doctor™”. As the time type “Doctor” is defined in such a way that your
approval is required, the posting will now be displayed in your Message Centre where you can

approve it (or if necessary reject it).
Overtime:

You can approve these times by setting the Approval flag. If you don’t want to approve a time,
then leave the line in question as it is.
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MANAGER: CLOSURE

As soon as the necessary corrections have been made and errors have been corrected for all
your employees, the option “Close period” will appear in the Message Centre for the
corresponding employee:

s (Mitarbeiter hat richt sbgesch

Click on the box to close the month. (Make sure that you process all overtime and brief
periods of absence beforehand!)

You will now be unable to make any further postings or corrections in the month closed. If
necessary, only the Human Resources department will be able to release the employee again.

IMPORTANT:

Closure cannot be carried out for employees until the end of the current month (period), i.e.
on the first day of the following month.
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