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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

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 center column (3), you can call up the employees
assigned to you.

TimeTool at Adecco Group | Esther Fra: Frasconi Esther

|
/] Y - ) e /| T

= & TimeTools MName . planned
: g_pnmawwa - auser Maria
Scheduler —_—
BH = B8 Time & Attendance
‘week ith d: tod
== Message Centre Frasconi = B9 day absences ek | mon year | agenda 6 Mar 2017 — 12 Mar 2017 [-gj oday <« | »

= 10 Comp. Extra Work
E PlanGroup Hauser 3 33 Unpaid Leave Mon, March & Tue, March 7 Wed, March 8 Thu, March 9 Fri, March 10 Sat, March 11 Sun, March 12

[ shortabsences

% Balance overview

[T Define deputy Frascon
T Take over deputy

- or00
E Working plan Employe

[ Working plan Manager 0800
[T Period Report

[ Totals/Balance report 09:00

7 Usersettings

[T Documents 10:00 3}
5y
J

1100 —

1 | 12:00

1300
1400
Mo-Fr Mo-Fr Fr Mo-Fr Mo-Fr 099 Weekend (099 Weekend
1500
16:00
1700
16:00
@ Balance Actual 00100 0000 0000 0000 0000 0000 0000
© Rights/Balance Standard 0000 0000 0000 0000 0000 0000 0000
Balance 7520 7520 7520 7520 7520 7520 7520

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 PLANS

You can find the working plans of your direct reports in ,Working plan Manager"” (1).
Choose one of your reports (2) and the working plan (3) and its status will appear

If the Status is “request” please select from the drop-down list whether you would like to accept or
reject the working plan (4).

TimeTool at: Adecco Group | muster.ma : muster manager john
Hierarchy < ﬂ Working plan Manager [ I Waorking plan Manager
e

= 28 Primary Data — ]

= Scheduler

= Messoge Certre 2 Record Mumber D008

= PanGrous Mame  muster

7 Balanoe cverview Intitals  john

= Define deputy muster ma 3 Payroll Number 59999

= Take over deputy Stetus | request Be—_

= Working plan Employes Date 02032017 4

" Working pian Manager

== Period Report from to from o from o from o from to Total

= Totals/Balance report ma 0800 1200 W00 18:00 00:00 | 00:00 00:00 | | 00:00 00:00 0000 0200

= User settings W 0%00 1200 1300 1800 00:00 | 00:00 00:00 | | 00:00 0000 000 0500

= Documents we  10:00 | 13:00 400 1830 00:00 | 00:00 00:00 | | 00:00 00:00  00:00 7:30
th 0m00 1200 =00 1730 00:00 | 00:00 00:00 | | 00:00 00:00 000 0830
foo0800 1100 1200 1700 00:00 | 00:00 00:00 | | 00:00 00:00 0000 05:00
s 0000 0000 00:00  00:00 0000 | 00:00 00:00 | | 00:00 0000 000 00:00
s 0000 00:00 00:00  00:00 00:00 | 00:00 00:00 | | 00:00 00:00 0000 00:00

Part time percentage Weekly nominal  40:00 Totsl  40:00
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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:

Message Centre [ x]

Date ‘ Payroll Number | Name | Error ity Schedule Detail
El Hauser Maria ( 6 )

12-02-2017 20001531 Hauser Maria F8& Counter used 099 Weekend [T 01:01 n w1 hrsfweek>45 hinot auth.)

13-02-2017 \ 20001531 Hauser Maria F& Counter used 010 Standard Mo-Fr W 00:30y 61 Too early in (auth.)

16-02-2017 20001531 Hauser Maria F& Counter used 010 Standard Mo-Fr [ 02:00 n 60 Too early in (not auth.)

17-02-2017 20001531 Hauser Maria F8& Counter used 010 Standard Mo-Fr [T | 00:55 n 62 Late work (not auth.)

26-02-2017 —l 20001531 Hauser Maria F8 Counter used 099 Weekend M | 11:50 y w2 hrsfwesk>45 h(auth.)

27-02-2017 20001531 Hauser Maria F5 Missed badgings 010 Standard Mo-Fr

Error Daily Schedule | | Details
. A
1) All the emp|oyees a55|gned to you F8 Counter used 099 Weekend [ 01:01 nwi hrsfweek>45 h{nct auth.)
2) Missing postings F8 Counter used 010 Standard Mo-Fr W | 00:30 y 61 Too early in (auth.)
3) Overtime requiring approval F& Counter used 010 Standard Mo-Fr [Tl 02:00 n 60 Too early in {not auth.)
) Ab ts i ]t d | F8 Counter used 2 010 Standard Mo-Fr [ 00:55 n 62 Late work (not auth.)

4 sence requests in case or unpai eave F& Counter used 099 Weekend W | 11:50 y w2 hrsjweek>45 h{auth.)

F5 Misszd badainas 010 Standard Mo-Fr

F9 Abs=nce request to ap 900 Should=Is
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Reason

An odd number or a posting was forgotten.

F5 Missed badgings 200 Should=Is 07:00I* 12:000* 17001

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 Missed badgings 900 Should=Is 07:000* 12:000* 17:001

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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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:

| 02:00 n 60 Too early in {not auth.)
[ D055 n 62 Late work (not auth. é overtime

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.

TmeiooL

Manager User Manual

Page 8/10



A

THE ADECCO GROUP

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:

28-02-2017 20001531 | Hauser Maria | FO Close pericd (MA period closed) | 900 Should=Is [l | Close period 2017/02

12-02-2017 20001531  Hauser Maria ~ F8 Counter used 093 Weeksnd [0 | 03:01 nwi hrs; k=45 h{not auth.)
13-02-2017 20001531  Hauser Maria  F8 Counter used 010 Standard Mo-Fr | W | 00:30 y 61 Too early in (auth.)
16-02-2017 20001531  Hauser Maria = F8 Counter used 010 Standard Mo-Fr [ | 02:00 n 60 Too early in {not auth.)

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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DEPUTY

You can define a delegate to approve absence requests and extra work and do the
month-end closing by going to “Define Deputy” ().

Choose your Deputy in Column 2 and select a start and an end date (3). Both dates
are mandatory, it is not possible to have an open ending.

The Deputy will receive a notification via email.

TimeTool at: Adecco Group | muster.ma : muster manager john

Hierarchy 3 I Define deputy muster manage:li Define deputy muster manager john
B e

e —
= Scheduler
= Message Centre ez - Mame  Frasconi
== PlanGroup Tritiwls  Esther
™ Balance overview 2 Payroll Number 20000448

1 - e from | 01-03-2017 3
= Take over deputy to | 28042017
== Working plan Employee planning
B ‘Working plan Manager
" Period Report
== Totals/Balance report
= User settings
== Documents
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