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Introduction

Thank you for choosindlyWebWorkplace.net

MyWebWorkplace.nets an integrated suite adn-demand software modulesgachof whichtarget a
distinct business process to improve efficiency, accuracy, compliance & communitataghout your
organisation.

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

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

Purpose

This guide is intended for all usersMyWebWorkplace.net

Scope

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

Convention Key

This guide uses the follow conventions to describe particpéats of MyWebWorkplace.

Underline == Hyperlink (e.gCreate Leave Requést

Italic mm) Section title(e.g.My Current Leave Requepts
W{AYy3IfS ljdadel EAaSt R 60SPIDP WC2NBYyl YSQOU
[Square brackets] == Button (e.g. [Submit])

Bold

== Menu route with > betweenedections (e.gMy details > Group}s

HTTR// MWWP.ME Web address

—
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Describing MyWebWorkplace.net

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

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

Each business procedure is available as a standalone mudliién MyWebWorkplace.net that can be
adopted and laid across your organisation to help promote better teamwork, reduce errors and improve
communications in that particular area.

Additional modules can be switch on at any time to add greater and mordipahsupport to your

business. The related information in all adopted modules will automatically be shared across other
modules and work together to provide enhanced data capture and further reduce both double entry and
inaccuracies.
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Setting Up the system for the first time

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

1. Create your account by going totp:/mwwp.me/client new and following the instructions

Once setup, login and update the registered users employment stag People > user name >

edit)

Add LicencesAdmin > Licences

Setup the Calendars for the countries you operateAidriin >Settings >Calendar Sets > Add

Setup the Work Patterns that your employees folloddfnin >Settings 3Work Patterns > Adjl

Addyour GroupsGroups > Adyl

Add your AreasAreas > Adjl

Edit the Absence types available to your employees to request leave agadrsin >

Holiday/Leave > Absence Typgs

9. Edit the Absence Rulés suit your company policie®A\min > Holiday/Leave > Abser Rule¥

1009 RAG GKS !'yydzrf LYONBYSyida (2 adz i AéngndzNJ O2 Y LJ
Holiday/Leave > Annual Incremenys

11. Setup any Mandatory LeavAdmin > Settings > Calendar Seté&dd)*

12. Edit the Core defaults to suit the majority of your ployees Admin > Settings > Core Defaults

13. Add your Employeed’geople > Addr Admin >Files > Bulk User Template/Upload

14. Assign a Manager to each Grouproup > Group link > Edit

N

© NOoO Ok W

* Optional

Suggestion

When using the bulk upload feature it is recommended that you upload Employees that
the Core Default settings as these settings will be applied during the up(akbdpugh an
employee can be edited after they have been adde@nce one group of engyees have bee

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

—@—@ ViyWebWorkplace.net
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First-time Users

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

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

Email

Password

Remember me for a day Mo Auto Login / Pause

Password Reset Account Unlock Email Validation

The login page is located atTe// MWWP.ME/ LOGIN

Once logged inthe user can initiateK SA NJ f S S 08 0t S o6& SA(KS K NBI dzS
link inMy Current Leave Cych the top of the users Dashboard

sl TR L Wi HELEL LESVE REL

List of Leave Cycles
My Current Leave Cycle
Total Records: 1
Create GoTo
Cycle Starts Wed 01 Apr 2002 : Ends Wed 31 Mar 2010
Is Current Yes

. R Bazed on Working Day of 07:30hr
On Creationthe Leave Cycle will include any e ey

) Annual Leave
Mandatory Leave, Carry Over Entitlement and

) Carry Cver Days 0.00d

Annual Service Award days. Base Days ——
Adjustment Days 0.00d

Total Days 25.00d

Unused Days 22.00d

Approved Days 3.00d

Taken Days 0.00d

Ahzpnras Renuests

—@—@ ViyWebWorkplace.net
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Instructions for Annual Leave

Dashboard My Current Leave CyckCreate Leave Reque®R

Actions > Holiday/Leave > Create Leave Request

U o IVIyWebWenkplacenet

Test | Absence Management

Ll B Holiday/Leave Sickness  Sickness Analysis

Create Leave Request

RequestFor L€ J Porter [ Mgmt -

Type Annual Leave  ~

From E
=

To

Reason/Motes

 dd Jf Ganoel |

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

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

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

SUTmLLEL Lrrlijus 1nss

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

Annlied

CHANGINGHE DAYS AND HOURS

Ene e LN The period of time that the leave request refers can be
Total Records: 12 8 L. . .
) e e [P changed prior to submitting it for approval in two
Date Start End Start End Hours Days Comment Type . . .
Mon 14 Jun 2010 0%9:00 12:30 13:30 17:30 07:30 100 Working Ways Elther Selec“mme)(t to the Duratlon Of
Tue 15 Jun 2010  05:00 12:30 13:30 17:30 07:30 100 Working the request Or by Cllcklng [Change Leave DayS] b6|OW
Wed 16 Jun 2010 09:00 12:30 13:30 17:30 07:30 100 Working
Thu171un 2010 08:00 1230 1330 1730 07:30 100 Waorking the Leave Request Dah}yeakdown.
Fri 18 Jun 2010 09:00 12:30 13:30 17:30 07:30 1,00 Working
Sat 19 Jun 2010  00:00 00:00 00:00 00:00 00:00 0.00 Day Off H H
Sun 20 Jun 2010 00:00 00:00 00:00 00:00 00:00  0.00 Day Off One perIOd Of a da@g the mornlng))r a Wh0|e day

Mon 21Jun 2010 02:00  12:30  13:30  17:30 0730 1.00 Warking can be removed by Changing the Start and End times to

Tue221un 2010 0900 1230  1%30 1730 0730 100 Working . . . . .

Wed 233un 2010 09:00 1230 1330 1730 07:30 1.00 Working 00:00 and CIICk [Smelt]The duraton IS recalculated
Thu 24 Jun 2010 09:00 12:30 13:30 17:30 07:30  1.00 Warking to reflect the changes

Fri25Jun 2010 09:00  12:30  13:30 1730  07:30 100 Working

—@—@ ViyWebWorkplace.net
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SENDING FORPPROVAL Create Leave Request
i ; b f
Once the details of the request have been reviewed, the request can| =" ™=
sent to the manager by changing the status to Send for Approval. By werkpattem Company Standard
. . . Type Annual Leave
selecting Withdraw cancels the request. An emaill ke sent to the ———
Manager, notifying them of the waiting leave request. From Mon 14 Jun 2010
To Fri 25 Jun 2010
; ) Duration 10.00d Change
Once the leave request has been made it can be fourMyirCurrent Working Day of o730hr
Leave Requests: the Dashboard and iMy details > Leave requests > E'e"“"f“test y E”ﬂ
urren atus ra
Current leave requestgin all statusesncluding draf). The detail of the S Draft B
leave request can be accessed by clicking on the corresporidisgnce | sunit=d Pr———r
Mandatory Rules Status
R_ef Warning Rules Status Pass
Could be Approved Yes
Applied
CANCELLI NG LEAVE . . Mandatory was Overridden Mo
A Leave request can be cancelled at any time during the approval Removed
- . ra - Updated : 08/12/09 14:31LIF
process by navigating to the specific request and selectintgdkawn i 08/ 12108 15151 L7
and clicking [Submit]. An email will be sent to the Manager informing [ submit |

them so long as it has been sent for approval.

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

The leave approval page is similar to the requesting leave pege manager can see the details of the
request including whether it has conflicted against any AbsendesRin addition the page has an
ApprovalDecisionTheApproval(spareaoffers futurecompatibility for multi-line approvals.

Suggestion

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

as key pesonnel being away at the same time or department levels falling below a critical threshol
(see Absence rules for more information).

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

Group Name>Holiday/Leave S -

APPROVING LEAVE

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

——@ ViyWebWorlkplace. net
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The leave cyclemanages the entitlement and the period in which it is valid. Bhse Leave entitlement

for an employee is configured People >employee name> Hlit underEdit Employee Detaillhis amount
renewsfor eachconsecutiveLeave period. The leave period is also sé&eonple >employee name> Hlit

Fd W[ SFE@S ailINla 2yQo ¢ KS f SI @ SoredbhNeng@ogee Ol Yy K @8

Leave period

Company Cycle Yearly

Personal Cycle from date entered

PersonalCycle from Start date

Personal Cycle from month of start date'(1
Personal Cycle from Month after start date’j1
Personal Cycle from 3 months on from start dat&)(1

When adding an employee the leave cycle configuration is taken &dmin >Settings >Core Defaults

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

CARRY OVER ENTITLEME

Carry over can be anaged by selecting a maximum numbereotitlement days allowed to automatically
carry over to the next leave period ldmin >Settings >Core Defaultsat Wlax Carry Fwd Leated LF
employee hagewer days than the maximum allowed, then thiswaunt is carried over instead.

Furthermore an absence rule availableat Admin > Hdiday/Leave > Absence Rule@gT Carry Ovanust
be used within N Days of Cycle Sjaotensure thatcarried over entitlementis used within a set time (e.g.
90 days after the start of the leave cycle).

MANDATORY LEAVE
Mandatory Leavesl LILJt ASR G2 GKS [ SI @S Oeé Of SNER SILIStyNIdpieIa @ yA
Employee name Edit

The application of théMandatory leave cabe applied automaticallyvhen the leave cycle is first created
or manually by going tédmin > Holiday/Leave > Leave CycleBuk Process Adjustmentsio ensure
Mandatory Leave is applied automatically goAalmin > Holiday/Leave > Absence Rukesd ensure the
NJziM&ndatory Leave auto appliéél sdt g beused.

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

Settings> Calendar sets Add An existing Mandatory Leave Calendar set is already preconfigured called
W5 ST defdal aR26a y2i O2yidl Ay Fyé alyRIFEG2NE SIS R
on thePeriod Namdor the year the new Mandatory Leavdates fall in.

Fou years are automatically addedhen adding a new Calendar set. To adidlitionalyearson the end
of the calendar years already availab®K I y3S WbdzY t SNA2RAQ FTNRY n (2

—@—@ ViyWebWorkplace.net
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way any number of additionglears can be added and the Mandatory dates that fall in each year should
also be added.

¢CKS WwWadl NI FNRYQ 2 hpréfdré&dydaiy tyslyiRusedwhich bendSitg thelzZNS a
administrator adding the mandatory LeavehelWorking days are takenhen adding a new Calendar set
to give you more information when applying the Mandatory Leave dafBise Mandatory Leave added to
the Calendar effects each employee depending on his or her own Work Pattern.

ANNUAL SERVICE AWARBNAGEMENT
Annual Serviceawrdg Af f 0SS Fdzi2YlF GAOFf €& LXK ASR (nualKS [ ¢
Increment®) Ay tES@dydfe SamB Edit.

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

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

The Annual Service Award is managed by goirddimin > Holiday/Leave > Annual Incrementan

Lyydzrf {SNBYWAOS ! 6 NR A& | fNBIFRe& L3NBO# SeitehdaNdScan O
be edited by clicking o€ompany StandardTheAnnual Increment sés shown which allows for each

service year to be configured for the correct amount of additional days to be added to the entitlement up
to 50 years. Thefir&§ S NJ oWLY . SINJ nQ0 NBFSNAE (2 (0KS SYLX 28

days added here would be immediately added to the employees entitlement on their first days at work.

MANUAL ENTITLEMENDJAJSTMENTS

A manual adjustment to an employees él@ment can be made by going féeople >employee name>

leave cyclesFrom there select the Cycle start date for the leave cycle the adjustment falls in. This then
shows the current adjustments already added for that leave cyclefddiEdit Leave Cychedjustment
section to manually add an adjustment.

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

Leave rules are powerful conditisrthat can be set to prenanage the leave requests prior to them being
displayed to the manager. Leave Rules look for situations that the manager would be routinely mindful of
and mark the conflict against the rule and summarise against the request it§hl§ is visible to both the
employee requesting the leave and the manager looking to authoriséntAbsenceule can be set to the
following strengths:

—@—@ ViyWebWorkplace.net
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Rule strength Chance of approval

Mandatory Cannot be approved by the Manager

Mandatory withoverride Can be approved by the Manager in exceptional circumstances
Warning Can be approved by the Manager

MyWebWorkplace comes pre configured with the available rule&danhin > Holiday/Leave > Absence
Rules

Some of the rules can be duplicated toosl for managing multiple Groups, Areas or Users by clicking
Copy

All rules can be edited by clicking tA@sence Rulétle. Each rule has standard settings such as strength
and whether it applies to full and/or patime employees. The specific rule control is towards the bottom
of the screen and includes either a number or two date boxes, which setup the limitge ofikh At the
bottom of the page are selections for who the rule applies to (i.e. which group, area or employee) and
which employees are excluded from the rule.

Suggestion

By using the employee exclusion option a rule can be set to restrict one esglmygroup but not a
particular employee.

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

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

The rules available include the following:

Rule Notes Recommend
Strength
Requested dates are not within an existing approved reque Leave requests will not overlap M
Enough entitlement left for request Entitlement overspend M with O
Max days duration of leave request 2 weeks max leave M with O
Min days notice required 2 weeks notice M with O
Max days requested within a 30 days margin Total leave in any 6Z5 day period W
Max number of Company employees away together *Max off work W
Max number of Group employees away together *Max off work W
Max number of Area employees away together *Max off work w
Employees not to be away at the same time W
Company restriction on leave between these dates No leave between 2 dates W
Group restriction on leave between these dates No leave between 2 dates W
Area restriction on leave between these dates No leave between 2 dates W

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

Carry Over must be used within N Days of Cycle Start

Mandatory Leave auto applied

Max Compassionate days per Cycle

FT Carry Over mube used within N Days of Cycle Start

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

Max Duvet days per Cycle

I

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

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

the Type IntheEdit Absence TygeS OG A2y GA Ol kdzyGA Ol GKS WOyl otSQ

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

This wil calculateall adjustments such as annual incremermarry forward all untakerelave fromthe
previousleavecycle(based on settings iAdmin > Settings > Core Defaultsnd deduct all mandatory
f SIS FNRY OeldOftSa olFlaSR 2y G2RIFe&Qa RIGS
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Instructions for Sickness Absence

Any employee can record sickness for another-o-onrc-t e
employee by going téctions > Sickness >
Report in Sick Complete the form with as
much information as possible arjddd] it to

the sickness register. Alis point the record is
only available to Administratorghe sick

S Y LJ 2 Bosé& graup manager and the sick
employeethemselves to update as necessary

Thestandardpath of the sickness follows this
route:

Initial sickness Judel Sidtisee Add sick notes
notification Moo Return to work ESelf Certification

Fadd sick notes prior to PDoctors certificate
return to work Emedical certificate

Return to work interview

&
pufi
w»
c

In addition to the standard path, the sickagd Ol y 06S | yIf &@aSR A gicknessN
Require Revie@ A&nfin > Settings > Core defaults

Sickness Analysis
¥ Pay and discipline

Sick Note Anaysis

 Sick note review & approval

The sickness record can be updatéthe details of the sickness absence changelevtiie employee is still
absent Details such as expected return datext contact dateand the specificeasonsfor the absence
canbe updated.

—@—@ ViyWebWorkplace.net
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MyWebWorkplace.net should be notified once the employee has returned to work. This closes the
sickness stais against the employee and expects information required to finish the sickness record such a:

sick notes and interviews.

A sick note can be added at any time during or after the sickness period. The sick note can be in the form
ofad St F OSNIATFTAOIFIGAZ2YE I R200G2NN& y23S 2N I YSRAC
working days of the sickness period before the sick note request is closed.

A return to work interview can be between the Mager and the Employee or just between the

management. In either case MyWebWorkplace return to work interview provides a simple questionnaire
G2 AYLINROGS (KS SyYLX 2885048 1 64aSyO0S NI iGS o6& SEF YAy
place and the solutions that can be implemented to remove these praide The management review
examines whether the changes implemented from the interview have been successful and if the sickness
absence for the employee has improved.

Interviews can be closedsanot required.

The sickness analysis allows the manager/administrator only to examine the details of the sickness and
make management decisions such as disciplifresjuency/pattern alertand pay, based on the previous
sickness, absee rates and thé&radford factor

ae2S022N] LI IFOSOYySiH dziAftAaasSa GKS Wait (B cdmbeddbh 3 U 7
factor calculation very closely except makes fair adjustmentpé#ot time workers so Ref Notes |
that their rates(and impact on business effectivenessg comparable to full time e
001015 SEOE
workers. ==
001016 Q00 3
In order to access the Sickness Analysis, click oSitiaess Réihk. 001007 002 L
The Sick Note analysis allows the manager the opportunity to confirm the completi@ih Sickness Sick
. . . . Ref Notes |
of the sick note and whether it was dome their satisfacton.
001022 001 F
In order to access the Sick Note Analysis click orSibk Notslink. e 201 e
001016 000 3
001007 002 L

Progress notes cape keptagainst any of the management sickness records.
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http://en.wikipedia.org/wiki/Bradford_Factor

Speak to aMyWebWorkplace specialist on

+44 (0) 844 736 1820 16 P

General Instructions

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

O o IVIVAWebWorkplaceinet: Pt et

Test | Absence Management

Licence Summary

Reseller System Site Site  Can Self Current Available Licenced Purchased Gratis
Name Type Name  Status Licence Users Licences Users Licences Licences
Ps Absence Management Test Site Live Yes 98 15 98 113 0
Add Licences Current Licences
Total Records: 4
Number Of Licences |10 El
Number of Monthly PA Cost Annual PA Cost
m Licences Cost Perlicence Cost Per Licence Added By Remove
50 9.17 2,20 100.00 2,00 30/11/09 17:33 ML (U) |

There may not be any licences to add if your

reseller does not allow you to add them 10 2.02 242 22.00 2.20 08/10/09 16:14 NL{U) [F]
If this is the case please contact your 50 9.17 2.20 100.00 2.00 23/11/09 16:49 LIP (U) =
reseller to request additional licences
3 0.00 0.00 0.00 0,00 18/09/09 19:27 NIL (U) |
[ Submit |

Removed Licences List of Available Licence Options

Total Records: 4 Total Records: 8

Number of Monthly

Licences Added By Removed By Mumber of Billing Monthly PA Cost Annual PA Cost

Licences Available Cost Per Licence Cost Per Licence
10 Yes 2.02 2.42 22.00 2.20

10 08/10/09 15:23 NL(U) 08/10/08 15:45 NL (U)
10 08/10/09 16:08 NL(U) 08/10/09 16:13 NL (U)
2,000 15/10/09 11:53 LIP {U) 15/10/09 11:53 LIP (U)

25 Yes 4.58 2.20 50.00 2.00

50 Yes 9.17 2,20 100.00 .00
25 02/12/09 11:32 MNL(J) 02/12/09 11:31 NL(U) — - 5 EROT Lo
250 Yes 44.00 2,11 480.00 192
500 Yes 86.17 2.07 5940.00 1.88 | 4
1,000 Yes 168.67 2.02 1,840.00 184
2,000 ‘Yes 330.00 1.98 3,600.00 1.80 ac

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

On the licence screen, licences are summarised irLtbence Summarshowing how many users requiring
licences are in the system, how many licences are available (i.eunantly being used) and how many
have been allocated to user

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

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

The List of Available Licence Optisnows the groups of user licences that are available to your account
and their monthly/yearly cost. To add one of these licence groups to your Current Licences simply select
0KS Wbdzyo SNJ 2 Add[Litedceshddcick [AddpzyHe SeMdlicence group will appear in the
Current Licences

Newly added licence groups will be invoiced to coincide with your accounts anniversary (i.e. the first time
you added a group of licences) so that the next time an invoice is sepbor anniversary date it will
include all licence groups on your account.
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