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THE ADECCO GROUP

ENABLE LOGIN ACCESS

Click on the TimeTool icon on your desktop (if applicable) or open TimeTool by entering
in your web browser.

Login A

User

Password

Change password

Password forgotten

The first time you do this, click on «Change Password» and enter your user ID.
Then enter under Password «start»
Then enter your «new password» according to password policy below

Password policies:
The password has to be 6-10 characters long and contain at least 3 out of the 4 following
categories of characters: lower case letters/upper case letters/numbers/special characters
- The password will expire after 120 days and you will have to choose a new one
+ Should you try to log in with a wrong password 5 times in a row, the Login will be locked and

you have to click on password forgotten in order to receive a new one by email
The last 20 passwords cannot be reused

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 Ops department:
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STRUCTURE

THE ADECCO GROUP

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.

TimeTool at Adecco Group | Esther Fra: Frasconi Esther

|
Name

= & TimeTools

Hauser Maria

o o L

planned

ZAL=

[ [Seheduier _—
- = [ Time & Atiendance _ ['g‘]
I Message Centre Frasconi ~ B day absences week | month | year | agenda 6 Mar 2017 — 12 Mar 2017 today < »
m 1 10 Cq Extra Work
= Batance overven o shoramataes .
I Define deputy Frascon o500
7 Take over deputy
- o700
77 Working plan Employe
F2 Working plan Manager o
[ Period Report
[T7, Totals/Balance report 09:00
[ User settings.
= Documents 1000
:I \ o
Mo-Fr Mo-Fr |010 Standard Mo-Fr |010 Standard Mo-Fr |010 Standard Mo-Fr 098 Weekend |09 Weekend
1500
16:00
1700
18:00
@ Balance Actual 00:00 00:00 00:00 00:00 00:00 00:00 00:00
o Standard 00:00 00:00 00:00 00:00 00:00 00:00 00:00
Balance -75:20 -75:20 -75:20 -75:20 -75:20 -75:20 -75:20
You have the facility to hide individual columns if necessary.
You can do this by clicking on the small arrow (4) in the top right-hand corner of the column
that you want to hide.
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WORKING PLAN

THE ADECCO GROUP

For all of you a pre-defined working plan has been entered. Your regular working hours have been evenly
distributed from Monday to Friday. You can easily change them:

To define your working plan go to “Working plan Employee” (1).

Choose the date, when the working plan should take effect (2) and insert your times in the working plan (3).

After you saved (4) the new working plan, a notification will go to your manager for approval.

Hierarchy ¢ ! Working plan Employee

= % TimeTools

= =8 Primary Data

—

4 By Save | FX Close

| Scheduler
7 Message Centre Record Mumber 00023
1 : Working plan Employee Name Isenring
7 Documents Inititals Mara
o Payroll Number 20001670
Status request -
Date 01-03-2017 2
from to from to from to from to from to Total
mo  00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00  00:00
o 00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00  00:00
we  00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00  00:00
th  00:00  00:00 00:00  00:00 00:00  00:00 00:00 00:00 00:00  00:00  00:00 3
fr 00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00  00:00
| | 2 00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00  00:00
so 00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00 00:00  00:00  00:00
Part time percentage 100.00 Weekly nominal 40:00 Total 00:00
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THE ADECCO GROUP

OVERVIEW (SCHEDULER)

5] Tinerootat Adecco Group | mananaus: Hauser Mana

Name Janned a
Hauser Maria . -y
[r—
= [ Twme & Atiendance o - . _ » .
= i, day abocnces wosk  month  ye: oenda 20 Feb 2017 — 26 Feb 2017 -Eh _&‘ totay 4 »

1 10 Camp. Extra Work
1 33 Unpaid Leave
B shortabsences

Tue, February 21 s, Feoru T, Fetruary 23 P, Feprusey 24 St February 26 Sun, February 26

07:00-12:00
SRl reqistations.

3:00 - 17:00
Gl regisiratons.

07:00 -13:00
07:30 -12:55 registations
registraions

@ Balance Achaal 0900 | 1025 | 08:00 0000 izdas | 0000 | o000 |
o suncar oo | w0 wsoe os00 | ouoa | ooa |
Batance E| 1006 | -1008 208 st | st | 51 |

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 orange (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

TimeTool at Adecco Group | mara.isenr: Isenring Mara

overview by means of drag and drop.

| | . planned
Isenring Mara —_——
Tsenring
= (B Time & Attendance week | month | year | agenda 3
=[5 day absences
M 10 Comp. Extra Work
9 33 Unpaid Leave Mon, March € Tue, March 7 ‘Wed, March £
& shortabsences
06:00 %
07:00 I
08:00
o 100 Shoukd=Is [00 Should=1s {900 Shouki=Is
10:00
100
12:00
13:00
14:00
Scheduler
. planned realised Close employee Close manager Close personnel
Isenring Mara PA
CL DO week | month | year | agenda 6 Mar 2017 — 12 Mar 2017 = & today <
= (B8 day absences
1 10 Comp. Extra Work
Men, March & Tue, March 7 Wed, March 8 Thu, March & Fri, March 10 Sat, March 11 Sun, March 12

[ snortabsences

é 10 Comp. Extra Work

Event: 10 Comp. Extra Work |
TP:900 Should=Ts

1500 Shouki=Is. 1900 Shoukd=Is

00:00 - 00:00 10 Comp. Extra Work
Add ® ok day

© morring
‘& afternoon
Add ) Monday ) Tuesday ) Wednesday W] Thurscay [ Friday ¥ Saturday # suncay

mt——v——4
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THE ADECCO GROUP

CORRECTION OF MISSING POSTINGS/CLOSURE

You should check the Scheduler for missing postings on a daily basis or at least before closing the

month: if there are any, they will be indicated in yellow under the relevant day:

F[E] TimeTool at Adecco Group | maraisenr: isenring Mara

NN -« B2
Name X planned realised
— Isenring Mara P PA
Tsenring
- & Time & e weok | month | year | agenda 20 Feb 2017 - 26 Feb 2017 = & >
10 Comp. Extra Work
| Do S en Fetruary 20 Tue Feoany 21 e, Feanaay 2 i Fetrny 26 st Feanny 5 S, Ferany 5
[ shortabsences @ m
-
v
mm
Doubleclick on an empty space in that particular day to access the details and you will be able to
enter the missing posting:
20 Feb 2017 - 26 Feb 2017 s
February 22 Thu, February 23 Fri, February 24
N = = B3 Delete | B New | BB, save | B Close
Record Number 00023
Name Isenring
Inititals Mara
Payroll Number 20001670
Date 23-02-2017
Badging  07:00 In * B
08:30 -12:15 12:00 Out *
- 17:00 In *
regisirations
Tme | go:0 @
In/Out
(Change
| n
‘ Out
Braak
12:45 _ counter [~ ]
registrations | Day note
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Enter missing posting

1) Select the desired time using this button.

THE ADECCO GROUP

Time 14:07 | ©

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

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

Add/delete badgings

Inititals

ayroll Number
Date
Badging

Time

In/Out
Changs
In

Out
Break

counter

Day note

ATTENTION: ¢
Make sure that you click to confirm the
hours and minutes (even xx:00
otherwise the time will not be entered
correctly.
00023
00:00 (o]
Isenring
Mara 3 00 : 00
20001670 T,
23-02-2017 » 1 1IZ 1,
27:33 In ** - 21 9 315
2t Cut
8 4
17:00 In * 0 5 1
19 . 17
00:00 [c]
00:00 Q| 1 10: 00
- 55 00 g5
50 10
45 15
40 20
n 35 20 25

Month-end closing (previous month)

Every month you need to do a month-end closing until the 5% of the following month. As soon as
you have 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.

Scheduler [x]
. planned
Isenring Mara o PA
= 22 Time & Attendance _
- & day absences week | month | year  agenda 27 Feb 2017 — 5 Mar 2017 Eg] é today < »
7 10 Comp. Extra Work
4 33 Unpaid Leave Mon, February 27 Tue, February 28 Wed, March 1 Thu, March 2 Fri, March 3 Sat, March 4 Sun, March 5
(&3 shortabsences -
07:00
08:00
Should=Is 900 Should=Is 900 Should=Is
09:00
10:00
You will be unable to make any further corrections when the month has been closed.
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