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Introduction

Introduction

Overview

This software is a powerful work force management tool
designed to store and bill clients, log employee details, schedule
employees, pay employees and interface to your accounting
system.

SAS

In addition to employee biographical details, PowerForce
records training, skills, required certificates, expiry dates and on
the job incidents. This information is married with the
specifications and requirements of the client producing a
schedule ensuring the selected person, is qualified, and best
suited to perform the task. Based on the generated schedule the
system handles the entire payroll, billing and receipting details.

Using its modular approach and with the ability to analyse
schedules using an award interpreter, PowerForce is the perfect
utility to manage any labour force, from those just starting to
the largest corporate sites.
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How to use this manual

Use this manual when learning about the PowerForce system
and later as a reference tool. As you are shown the various
sections of the system you will also be able to reference the
corresponding screens in this manual.

As you learn you can write additional information in the space
provided at the back of the manual or make notes in the left
hand margin.

Starting PowerForce
~
Double click the PowerForce icon.

Or

Click the windows “Start” button, select “Programs” and click
PowerForce.

Setting the User

The term “User” refers to the people who will operate the
PowerForce system. The user may also be an employee and
would have to be entered in the system as both an employee and
a user.

User Login

Once the application has loaded enter your personal “Login
Name” and “Password” then click the “Ok™ button to continue.

User Login |

Login Name: IF'ETER

Password: Im"l

| 0Ok || Cancel I

This login sets up the menu structure and parameters that will
be used during this session. Based upon your login a menu will
now be displayed with sufficient options to perform your
required tasks.
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If the system uses multiple companies you will be asked to
choose a company as the default for this session. To change the
company you must either change the user or refresh the user.

Changing the User
Once logged in you can change to another user by clicking the

“Login New User” button ﬂ‘ located in the toolbar at the top
right of the screen. The “User Login” window will then be
displayed.

Refreshing the User

If the setup for a user has been changed click the “Login New
User” button ﬂ to go through the “User Login” process again.

Field Navigation

There are two options for moving from field to field:

Point and Click - Point to the field with the mouse and then
click. Usually one click is adequate, but a second click may be
required if the window was not active.

Tabbing - To advance to the next field, press the “Tab” key. To
move to the previous field press the “Shift” and the “Tab”
simultaneously.

Note: The “Tab” key will have no effect if the window is not
active.

Active Window

Microsoft Windows® allows you to have several windows open
at a time, however only one window is active. The title bar of
the active window will be brighter and stand out more than the
dull grey of the inactive windows.

Navigator Window

To run the various components of PowerForce use the
“Navigator”. This is the window that appears once login has
completed. First click the desired system on the left and then
select from the available tasks on the right.

Note: The Task Management module requires you to select sub
modules.
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,.I" PowerForce Mavigator

GfowerForce S IEE

Personal Rates

Perzonal Details

Persannel Summary
[$] S cheduling Dperahonal Details

[&]service Biling L | Employee Skills Report
[#) T ask Management ] ]
Response License Fegister
Es)Forwarded Tasks Bioglaphicalﬂeports
[Elcurrent Tasks
[E]lCcreate Miscellaneous Tasks

Navigator can be re-launched by clicking the Navigator button

J._Iﬁ_j|, located at the top right of the screen, or by using the
Navigator menu.

Icons on the right indicate the type of process. IE indicates

data to be entered, data to be viewed or maintained, a
r
report, a process and indicates all other categories.

Buttons

Many windows will have buttons that you can click to perform
various functions such as saving data. Following is a list of
buttons used in the system and the function they perform.

Button Description
Add Add new information to the database
Assign Use this button to link one object to another, such as

assigning an employee to a schedule.

Available Displays a window indicating the availability of an
employee to work shifts.

Cancel Exit this window without saving the changes.
Clear Use this button to clear the data in the currently selected
item.
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Button

Edit

Exit
Gallery

No
OK

Save

Set Inactive

Status

Un Assign

Validate

View

Yes

Description

This button is used to open an edit window where the
currently displayed data may be edited.

Close and exit the window.
Open the Photo gallery to view and assign images.

Indicates a negative answer to the question asked

Used to acknowledge a message from the system. Never
click the “OK” button without reading the message.
Warning messages are there for a purpose!

Save the new or changed information to the database

Use this button to set the currently selected item to an
inactive state, stopping it from being used by the system,
but still allowing it to be displayed.

Show the status of an item.

Use this button to unlink one object from another, such as
un-assigning an employee from a schedule.

Test the integrity of data.

Use this button to look at extra information, such as in a
pay run you may view an employee’s details.

Indicates a positive answer to the question asked.

Window Tabs

Some windows use “Tabs” to display more information than
would normally fit in a window space. To change the selected
tab click the desired tab or press the “Alt” key code.

For example click the “Phone” tab to display phone

numbers.

The Underlined Character

In the Windows"™ environment you can jump quickly to a tab or
activate a button by using the “Alt” key and the character that is
underlined.

| Gallery I

For example if the “Gallery” button is displayed on a window
you may open the gallery by pressing both the “Alt” key and the
“G” key simultaneously.
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List Boxes

Many windows will contain list boxes. Click the down button
on the right to display a list of available values.

| -

Poszition Codes x|
Paozition Code | Description | larade | Haurly B ate - | ok I
1 ECCAD Lazual Clerk, 1 140400
2 | CPD Permanent Clerk 10.8625 Cancel I
3 | GCAD Caz/Guard 123474
4 |GCADY ic Caz Guard 1 120629
A IGCADT Caz/Guard Level 1 1 11.8600
B |GCAQS Caz/Guard Level 3 3 126200
7 _|GEMB [Marn wik) EM Guard 10,7368
g |GEND EN Guard 10,7368
9 |GENH [Faid Hall EM Guard 10,7368
GFCID Caz GODET CPNT Guard 123474 =

From the list, double click your selection and the value will be
placed in the list box.

Note: If the list box is used to find a record such as an employee
you will have to press the “Tab” key or click in another field to
display the data.

Searching

Some list boxes allow you to search for specific values. In the
following window selecting “Name Search” will allow you to
enter a search phrase.

Site Location Selection Options |

Ophion
Mame Search

Ok
Show All Sites | Cancel

When prompted type in part of the name and a list of matching
values will be returned. Double click the correct item to open
the record.
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Calendars

I - -

Single Calendar

This calendar will normally open in the current month. Change
the month by clicking the list box at the top left and the year by

clicking the list box to the right. Select the day by double

clicking the number in the main window of the calendar. Press
the “Escape” key to close the window without selecting a date.

Movember j”HEIEI j|

1

SM TwW T F| S
2 3 4 5 B
789310111213
1415 16/ 17 18 19 20
222 23024 28 282

28 23 N}

Twelve Month Calendar

Select the year from the list box in the top right hand corner

then double click on the desired day. Press the “Escape” key to
close the calendar without selecting a date.

January

February

b arch

il

310111213
16 17 18 13 20
23 24 B8 7
oA

14
21
25

S M T w T F &

=
2/ 3/ 45 6 7 8

15
22
29

S MT

1
E 7 B
12 14 15
200 22
2728

LA_'IEI'JLI:II\_'IE
—_
s e TS |

24

s
]
12
19
26

SIMT

5 6 7
1213 14
13 20 A
26 27 24

R
1
]

15
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—_
oo o=
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(s YR Ry |

P —
E |

S
Fl
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25

SMT

2l 2
3a1mm
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bd ay
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1 2
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Warning Messages

Adding New

Wizards

At various times warning messages will be displayed, please
read the message carefully and make an informed decision. If
you are in doubt first discuss it with your supervisor and if you
still cannot make an informed decision contact the PowerForce
support team.

Peter Smith is previously scheduled today |

Peter Smith haz not been briefed for
O Technology

Proceed with shift placement

| & || me |

Records

With a clear window enter the code for the data in the first field.
All data added after the code will be linked to that code. Press
the tab key and you will be moved to the next field. Complete
as many fields as possible and then click the “Save” or “Apply”
button and the information will be saved.

If a required field has not been completed you will be notified
by the system.

Wizards are a series of windows that prompt you to enter all the
data that is required for a record or to run a process.

Treat each field as a question and work through the window
answering each question. At the completion of each window
click the “Next” button. Keep doing this until the last window is
completed.
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Add Employee Wizard

e

|_[O]
Add Employes Wizard steps through the creation of a new employee

Specify the company or entity that will employes FF

thiz person

il

Indicate how you want o assign a number o this new person

anw0020

® Manually Azsign Mumber
) Ao Assign Mumber

M ew Mumber:

Enter the persons details ® Male O Female

First Mame |PETER |

Middle Name [JOHN |

Sumanme |SMITH |

Preftered Mame |PETE |

Title MR =]

Former Name | |

Previous Mame | |
[ ores | [ mer |

Report Output

Reports can be sent to various devices depending upon your
needs. When a report is run you will have the option to select

the “Output”.

Dutput

) Frinter
C) Scieen
® Email
) File Orly

“Printer” sends the report directly to the printer while “Screen”
allows you to view the report and then send it to the printer.

Selecting “Email” will enable the “Report Format™ selection
and prompt you for a location to store the file. The data will
then be automatically attached to an email allowing you to
select a recipient.

Note: The file created will not be deleted once the email is sent.

“File Only” will enable the “Report Format” selection and
prompt you for a location to store the file.

Note: Files will be overwritten if the same filename and
location is used.

Report Format

Report files can be generated in two formats. The desired
format can be selected when the report is created.
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Format

“HTML” is the format used on the Internet and is most likely to
be available on other computers. Many programs such as
Microsoft™ Word and Excel can also open “HTML” files.

“PDF” files are much smaller and faster to transmit but do
required a “PDF” file reader program such as Adobe™ Acrobat
Reader to display or print the report.

Contact Information

PowerForce

The current contact information is always available on our web
page www.powerforcesoftware.com

Email info@powerforcesoftware.com
Phone +61 2 9635 5922
Fax + 61 2 9635 5933

Support

Oryx Technology’s commitment to our customers is to provide
you with the highest level of service. Because of this we have a
dedicated Help Desk phone line. The number is

02 9635 8613

You are also welcome to send non-urgent questions via e-mail
to

support@oryx.com.au

General Steps

If you have a PowerForce question, call us on the number
above. The help desk will be your first point of contact for all
support calls.

They will ask you to provide a brief description of your problem
and may be able to answer your question immediately. However
more involved questions maybe referred to our technical staff.

Your issue will also be logged into our Customer Tracking
Module within PowerForce. We will track the progress and
ensure your questions are answered as quickly as possible.

Follow up calls will also take place to make sure you questions
have been answered.

10
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Installation

Installation Process

As a general guide a PowerForce Installer, from Oryx
Technology, does the installation.

Installation for some users involves working with their
PowerForce Installer to identify the data that is required for
PowerForce and then arranging to extract the data from their
current system.

Based on discussions with your organisation the Installer will
use the most appropriate method to upload the data into
PowerForce.

N\

da

Note: If you purchased PowerForce Lite you would be
responsible for the installation. However PowerForce
installation support is available and may be purchased as
needed.

11
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System requirements

The following information describes a system that has
successfully run PowerForce. However as a general rule a faster
processor and more memory will always make a difference
especially if other applications will be run simultaneously.

Note: Later operating system benefit from faster processors and
more memory, this intern will affect PowerForce. Choose your
configuration based on what will make the operating system
work well and this will generally be sufficient for PowerForce.

Workstation
Pentium 233 or higher

64 meg of memory

200 Meg of available disk space. This will grow with
use and should be considered as a starting point.
Discussed this with your Installer prior to
installation.

Windows 98 SE, Windows 2000 or later versions.
15 Monitor or larger.

Resolution of 800 x 600 or higher and 16 Bit colours or
more. Although it will work at this resolution we
recommend a resolution of 1024 x 768.

Mouse or similar pointing device.
CD-ROM Drive.
Laser quality printer for reporting.

Colour printer 720 Dpi or higher if colour ID Tags will
be printed from the system.

56k Modem and PCAnywhere® Ver 9.0 or higher for
remote support.

File Server

Pentium II or higher

NetWare 4, Windows NT 4.0 or later versions.
Mouse or similar pointing device

CD-ROM Drive.

12
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System Codes

Overview

System codes are the behind the scenes parameters that drive
the PowerForce application. Many of these codes are setup
during installation and may not need to be changed.

They can only be accessed if the user has been authorised to do
so by a system administrator. For more information see “User”
on page 67.

. PowerForce - POWERFORCE

File Edit Mavigator | Syskem Cnde& Email Administration Tools  indow  Help

Bed L i S T e Y

3
Service k
Incident Management  #
3
k

Debtors
General Ledger
Conkack Tvpes
Batch Murmbers
Scheduled Tasks
Bsb Codes

Time Scheduling Menu

This menu contains a sub menu of the items listed in the
following picture.

- PowerForce - POWERFORLCE

File Edit Mavigator | System Codes Emaill  Administration  Tools  Window  Help

u Calendar
alz m <
E'_Elil Bayroll Award Codes

»
Service k Award Inkerpreter
Incident Management  # Scheduling Codes
Debtors 2 scheduling Group Codes
General Ledager 3 Certificates/Licenses
Contact Types SkilljEducation Codes
Batch Murnbers Team Codes
Scheduled Tasks Role Type

Bsb Codes Profile Codes
Tirme Zones
Operations Monikor

Histary
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Calendar

This window is used to specify days with special meaning in the
calendar year. It may include but is not limited to public
holidays. Click the “Date” list box to set a date in the calendar;
this will display a twelve-month calendar.

Note: Previously selected dates are shown in red with the
current date in black.

ﬂ[alendar Maintenance _ D]
Date: pTUANZ00T  +| % Public Holiday
Descrption: IHew Years day
Applied states; ALL = E:t;:: I—I
| Add State «| Penalty Factar: I—

| Apply | Clear Delete | Exit

Select the “Public Holiday” checkbox if this is a public holiday
and penalty rates will automatically be paid in the nominated
states. To set the holiday only for specific states use the

Add State | button.

Enter values into the “Start Time” and “End Time” to set when
penalty rates apply. Entering a value in the “Penalty Factor”
field will override the penalty value with the one specified in
the field.

Award Codes

This window allows the user to create or modify “Award Link
Codes”. The data is used to define codes to the system that will
be used in the “Award Rule Band” of the “Award Interpreter”.

Note: Easily understood codes and descriptions will make your
work simpler when you return to modify the Award Interpreter.
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ﬂnward Link Codes h M=l B3

rLink Code

Code: ||JD j|

Description: I._II_IFW DuUTY

Save

Exit

If a code is to be used it must have a relationship setup in the
“Classification Codes” window on page 47.

In the following each allowance is linked to an “Award Link

Code” on the right.

.ﬁ.lluwancel Dezcription | It I Apnourt | Link. lLink Descriptinnl

FHL Public Hol Loac | Loading
SAT Saturday Loadit | Loading
SUM Sunday Loading | Loading

150.0000 PHL
50.0000 5L
100.0000 SHL

FUBLICHOL LOf
SATURDAY LOA
SUMDAY LOADIE

The exceptions to this rule are the codes:

Code | Description Relate to:
N Normal Normal

T Time Overtime 1
D Double Overtime 2
0) Other Overtime 3
P (Not always used) Overtime 4

These may be seen on the rates tab in “Classification Codes”

window.

Code Dezcription

Marmal l'rj INI:I[ITIEII Haurs N

Owertime Baze Rate:

Qwertime 1: |1EI'I j Time 1/2

i

Overtime & (103 » ([Double T

ime

Overtime 3 |iEIT-" - [|Double T

ime 1/2

Qwvertime 4 |iIIIB w |[[ Treble Time

Award Interpreter

ol o|o| -

This window is used to define the pay type, loadings and
allowances an employee will receive for a given shift type.
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Enward Interpreter Parameters !E
Code:; Dezcription:
|,-’.‘-,WS4 j| |Permanenl Patralz Scheduls |
Band | Sun [ Mon [ Tue | wed | Thu | Fri [ sa |  PHa |
00:00:00  MSMLU MESHU NSHU MESHU MSHU MSHU MSLLU N PHLU
235359
Dwertime 1 ||3 | |2 | |2 | |2 | |2 | |2 | |2 | | |
Ovettime 2 [10 | [1o | [0 | [1o0 | [io | [io | [1o | | |
Ovetime 3 | | | | | | | | | | | | | | |
fverime 4 | | | | | | | | || | | | | |
Sunday Manday Tuesday Wiednesday Thursday Friday Saturday Puklic Hal
o | [ | [ | [ | I | I | | [ |
Owerrides [ [ r [ [ r r r

Owertime 2

Marmal Hours Limit — |40.0000 Overtime 1 [1.0000

Rate Code

—

Fate Code | Save || Cancel || Exit I

These first two fields are used to identify and provide a simple
description of the award. You may create additional award
codes as required.

Note: Easily understood codes and descriptions will make your
work easier when you use awards in other windows.

Code: Description:
|,.’.'.,W54 j| |Permanent Patrolz Schedule
Award Rule Band

This part of the window uses time bands across and day types
down. Where they meet “Award Codes” are used to define the
award for that situation.

In the following example the one row represents the time period
from 00:00 through to 23:59:59 or 24 hours.

Note: Overtime is controlled by other settings in the window.

N
Band Sun Mo | Tus | wed | Thu | Fri [ Sat [ PHa |
00:00:00 N SHL U NSHU MSHU MSHU MEHU MEHU MSLU NMFHLU
235959

N’

On Sunday the award codes “N”, “SNL”, “U” are used if we
look these up in the “Awards Codes” window we find “Normal”
pay, “Sunday Loading” and “Uniform”.
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Code I D ezcription | -

9 M HORMAL
10 IM5H MGHT SHFT MROT 303
11 IM5H T SHFT ROT 17.5%
120 OTH
13 |FHL 0L LOADIMG
14 | Pk MOOM 15%
15 |5H HIFT ALLOWAMCE _I
16 5L SATURDAY LOADIMG
17 |5HL SUMDAY LOADIMG

T TIME -

This means that an employee covered by an award that you
have called “AWS4” will get, on a Sunday, normal pay plus
Sunday loading and a uniform allowance.

Additional time bands can be added by changing the time
ranges. For example 06:00:00, 18:00:00, 06:00:00 would create
2 bands, six in the morning to six at night and then six at night
till six in the morning.

Overtime Layout

The next part of the window defines how long each overtime
type lasts. In the following example the second column
(Monday) will pay “Overtime 1” (normally time and a half) for
the first 2 hours exceeding the defined normal day and then pay
“Overtime 2” for the next 10 hours. For information on a
normal day see “Classification Codes” on page 47.

P
Overtime 1|0 | 2 | 2 | =2 | |2 | |2 | 2 | | |
Ovettime 2 [10 | [0 | [0 | [io | [io | [io | [0 | | |
Ovetime 3. | | | | | | | | | || | | | | |
Fvetime 4 | | | | | | | | | | | | | | | |
N
Overtime Override
Checking the box for the corresponding “Day Type” and
entering the appropriate award code will override the overtime
layout. For example if the Sunday override box was checked the
employee would receive double time for the time worked in
excess of normal hours.
Sunday konday Tuesday Wednesday Thurzday Friday S aturday Public Hol
B | I | I | I | | [ | [ | [ |
Overides r r r r r r r r

Cumulative Time

In addition to overtime paid on a shift, overtime may also be
paid based on cumulative hours exceeding the normal hour
limit. To configure cumulative overtime set the “Normal Hours
Limit” and the duration for each overtime type.

In the following example the normal limit is 40 hours per week.
Overtime 1 is set at 1 hour, so for the first hour of overtime (41
hour) the employee will be paid at the “Overtime 1” rate of time
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and 5. Any remaining hours will be paid at the “Overtime 2”
rate, which is set at double time.

Maormnal Hours Limit (40,0000 Overtime 11,0000 Overtime 2 100.0000
Rate Code Rate Code EI

Un-worked Public Holiday Rules

This window is used to define the shift the employee will be
paid for if they do not work on a public holiday. For example if
the employee did not work on a public holiday that occurred on
a Monday they will paid as though they had worked an 8 hour
day from nine till five.

Note: The Un-worked Public Holiday Shift must be rostered in
the schedule.

@Un'ﬂurked Public Holiday Rules

Rule: |FEIWHE|L j Description: IF'I:I'W'SEI: public holiday pay

~Fule
bonday  Tueday ‘Wiednesday Thursday  Friday Saturday  Sunday

Seth Tz |na:nu |na:nu |na:nn |na:nn |na:nn IEIEI:EIEI |na:nn

End Time |1?:nu |1?:nu |1?:nn |1?:nn |1?:nn |1?:nn |1?:nn

Haours |e.nn |e.nn |s.un |s.un |e.nn IE.IIIIZI |e.nn

| Save | LCancel | Eit

This window is linked to the employee “Classification” by the
code set in the “Un-worked Public Holiday Rule” field. For
more information see “Penalties Tab” on page 49

Scheduling Codes

The system uses various codes to define the shift. For example
“N” for a “Normal” shift. This window then defines what type
of pay the employee would receive for the defined shift.

In the following example we have selected code “T” for
training. The indicators show that an employee working a shift
classed as a “T”, would be paid for normal hours, the award
would be applied and the briefing indicator for the client’s sight
would be updated.
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ﬂSchEduling Code Contols [_ [O] x|
Code: |j Categony: IJ X &pply fward

— [T OnCharge
Crezcriptian: ITralnlng g
i [ Include in PandL

rIndicatar % Update Biief

[ Pay Mormal Hour [T Pay Sick Leave e el

[T Payleave [T PayLong Service Save

[T Pay Leave Loading [T ZemoPay [

[T Bostered day off [T Pay Standard Position ’T

Exi

Note: The “Pay Standard Position” is used for “Enterprise
Agreements” and is discussed in “Classification Codes” on
page 47.

Schedule Group Codes

A company may have different working agreements with casual
employees verses permanent or enterprise employees. These
agreements may make it financially more desirable to have a
certain type of employee at a site.

“Schedule Groups” allow you to group employees on the same
type of working agreement and make them a preference when
running the optimised scheduler.

ﬂScheduling Groups M= E3

Group Code; [CG j

Dreseription: |tasua| Guards |

| Save || Cancel I | Exit I

Certificates/Licences

To work in some industries the employee must have specific
certificates. Often they have to be renewed on a regular basis.
This window allows you to create codes for the industry-
required certificates. These codes are used to provide warnings
to the operators and the employee that a certificate renewal is
approaching. By selecting “Stop” in the “Action” list box an
employee can be prevented from being “Rostered On”.
“Warning” will provide a warning but still allow the person to
work.

In the example 14 days before the drivers licence expires a
message will be displayed. As this is a “Warning” the employee
will still be allowed to work once the licences has expired. For
more information see the "Task Manager" in the User manual.
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Flcertificate Codes [_ | O]
Certificate code: oL j
Description: Drrivers Licensze
Auctior: W aring ﬂ
[rays YWarning: 14
| Save | Cancel | Exit

SkilllEducation Codes

These are similar to certificates, except they are desired skills
and not required.

ﬂEducatiun Codes =]
Code: |WF" j|
Dezcription: |W'|:|r|:| Processing |
@ Skl

1 Attained Education

| Save Clear Exit

Team Codes

In some situations you may wish to keep the same team of
people working together. To do this, create a “Team Code” and
then assign the same “Team code” to each employee in the
team. Select “Biographical/Operation details/Preferences
Button” in the Navigator to assign codes to an employee.

ﬂTeam Codes =1

Team Code: |EIF|-.-’-¥. jl
Dezcription: |Elry:-: Building Team A4 |
| Save | LCancel | E xit
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Role Type Codes

Some employees perform different roles, for example some
employees may be supervisors while others may be managers.
This window allows you to define the different “Role Types”
that are required in your business. These “Role Types” can be
used in the scheduling system to assist you in planning the right
people for the right job.

ﬂﬂﬂlE Type Codes [_ |

Fiole code: | =N j|

Dezcription: |5upervisnr |

Fole Allowance

Allowance I Dezcription I Fate I
1 SUP Supervizor Allowanc R.¥0
2 __JIMIF Iriform 250
| Save | Cancel | Exit
Fields of Note

Allowance | A list of allowances paid for this “Role Type”.
Double click the field to display a list of available
options.

Rate This is a per hour rate.

Profile Codes

Some jobs may require employees with special characteristics.
For example someone who works in a clothing store may need
to have a high dress standard.

This window allows you to define a profile that can be graded
in the employee record and used by the “Optimised Scheduler”.

ﬂPruﬁlE Codes M=l E3

~Prafile Categon

Description: |Dress Standard

Apply | Clear | Delete Exit
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Time Zones

To pay different rates for night and day shift you must define
when each shift type starts and ends.

ﬂTil‘l‘lE Zone Maintenance

Z0nE: Wd

_[ Times T Breaks ]

Dezcription:

Standard Award Zones

~Time Band
barning shift start: IDE;DD,&,M Marming shift end: IDE;DDPM
Diay shift start: IDE;DD,.-:-.,M Dray shift end: IDE;DDPM

Afternoon shift start: IIJE:EIEIF'M

Afternoon shift end: |1 1:59PH

Might zhift start: IUE;DUPM Might zhift end: |1 2 O0PM
~Time Span
R Span loadings Code I Stark I End I Cloze I
1 D 06: 00k 06: 00Pk
2 M 06:00Pk 06004k 12:004H
| Save LCancel Exit
Times Tab

The system provides 2 methods for defining shifts. If “Span
Loading” is checked then “Time Spans” are used. If it is not
checked then “Time Bands” are used.

Time Bands

The system will determine the shift by stepping through the
shift start and end times. This means the following questions are
asked in sequence. If the shift meets the requirements of the
question then no further questions are asked.

1. [If the shift starts between the “Morning Shift Start”
and the “Day Shift Start” then it is morning shift.

2. If the shift starts and ends between “Day Shift Start”
and “Day Shift End” then it is a day shift.

3. If the shift is not a day shift and it starts after “Day
Shift Start” then it is an afternoon shift.

4. If the shift is not any of the above then it is a night
shift.

Time Spans

If using “Time Spans” the employee is paid based on the hours
worked in each shift. In the following example if they work
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from 14:00 to 22:00 they would be paid for 4 hours of day and 4
hours of night.

Time Span:
I Span loadings Code | Start I End | Cloze |
1 D 06:00 18:00
2 M 1800 0E:00 00.00
3
Breaks Tab

This tab allows you to define when during the shift the payroll
system will process the meal break.

~teal Break Time Calculation Setting

Default 0 Start OF Shift

® Middle Of Shiff € End OF Shift

~Spill Ower Setting
tonday  -» Tuesday

Tuesday  -» Wednesday
YWednesday -> Thursday
Thurzday  -» Friday
Friday -+ Saturday
Saturday - Sunday

Sunday > Monday

(® Before Midnight T After Midnight
(® Eefore Midnight T After Midnight
® Before Midnight O After Midnight
® Eefore Midnight O After Midnight
(® Before Midnight T After Midnight
(® Eefore Midnight T After Midnight
® Before Midnight O After Midnight

Fields of Note

Spill Over
Settings

If a shift continues past midnight you can choose
if the break is before or after midnight. This
affects the payment of the break
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Roster Pattern Codes

This window allows you to define a “Roster Pattern” code to be
used in the “Scheduling” system.

Flroster Pattern Codes M =]

Pattern code:  |f+-12H j|

D escription: I!f-".fterncu:un 12 Hours

Start; I1 200PM  End: I'I 200k

Time Spar
{D Moming O Day @ Afternoon ) Might

]

| Save | Cancel | Exit

Fields of Note

Start / End | The default start and end times of the specified
shift.

Time Check the option corresponding to the type of
Span shift.

Legend

This window is displayed when the “Legend” list box is clicked.
A colour may be selected to represent this shift in the schedule.

Color

Bazic caolars:

TN
C_ U g
TN ..

EEEEEEEN
NN .

Custom colors:

| Define Custom Colors »» Il

l ] 8 I| Cancel I
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ﬂﬂperatiuns Monitor Controls !EI

b critar Status IHUﬂﬂiﬂg [T Request Shutdown

Operations Monitor

Note: If the “Operations” module has not been purchased this
window will have no effect.

This window provides control setting for the operations module.

“Operations” is an automated reminder and alarm monitoring
system.

General Tab

This sets the general parameters for the Operations system.

General->

Alerkz-

Commizzion D ate |1 2/01,/1997 Commizzion Time |1 2:00 [¥ Ring Bell
Refresh Rate-> Monitor Eveny: IEIEI:EIEI:EEI Gueue Eveny: IEI1 :00:00

Dizplay Lines: |1 5 Log Drays: |1 1]

Save | Exit

Fields of Note

Commission Date | Set a starting point for the operations
and Time module. This prevents prior alarms from
being activated.

Ring Bell The master bell on/off control switch.

Refresh Rate How often the display will update.

Queue Every Read in the list of activities for the next
day at the time indicated.

Log Days Number of day to keep data in master log.

Call Q Tab

This window sets the defaults display and alarm times for
queued shifts.

For example if a shift has “Queued” checked on the “Times” tab
in the “Booking” window located in the “Scheduling
Workbench” the following will occur.
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ﬂﬂperatiuns Monitor Controls

1 hour before the shift starts a log entry will appear
on the operations monitor indicating a call is
expected from the employee on that shift.

If the employee does not call to say they are on their
way to work within 10 minute an alarm will sound.

15 minutes before the start of the shift a log entry
will appear on the operations monitor indicating a
call is expected from the employee to say they are on
site.

If within 10 minutes the employee has not phoned an
alarm will sound.

konitar Statuzs IH Lnning

[T Request Shutdown

Callln-> [ Pall Time Schedule [ Call Bel

Cueue > Pre Call Start: IEI'I:I:IEI:EIEI Fre Call Onsite: II:IEI:15:I:IEI
Alerts > Pre Call lert: IEID:'IEI:EIEI Pre Onsite Alert; II:IEI:1EI:I:IEI

Save E xit

Fields of Note

Poll Time
Schedule

Switches time polling on or off.

Call Bell

Switches the bell on or off for time
polling.
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Operations Tab

This window sets the defaults display and alarm times for
security escorts and security alarm response.

=] B3

ﬂﬂperatiuns Monitor Controls

Muritar Status IHunnir‘lg [T Request Shutdown

Jobs > [ Poll Responses

Ezcotz-> [~ Poll Ezcortz [ Ezcort Bell

Queue ->  Pre Ezcort Start: IEIEI:1 500
Blerts -x Fre Ezcort Alert: IEIEI:EIE:EIEI

[T Responze Bel
Hueue -> [ OpenJobs

Job Activiby:

Alerts > Post Despatch: I

Save | Exit
Fields of Note

Poll Escort | Check to enable escort polling.
Escort Bell | Enable bell when polling.
Pre Escort The time prior to the escort that the reminder
Start will be enabled.
Pre Escort The time prior to the escort that the alarm will be
Alert enabled.
Poll Poll for manual or automated alarms that enter
Responses the system
Response Check this box to switch the bell on for alarm
Bell responses.
Post How long after a job should the alarm sound to
Dispatches | indicate a patrol has not rung in after a response

to a job.
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Routine Tab

This tab allows you to set recurring reminders for patrols.
Patrols codes are set in “Setup Code/Services/Patrols” window.
See “Patrols” on page 56.

ﬂﬂperatiuns Monitor Controls

konitor Statusz IH Linming

=] E3

[T Request Shutdown

Routines -» [ Poll Routine Call: [~ Routine Bel
Fuoll patralz | Patral Marme | Frequency |
MO India 1 01:00:00
IND2 India 2 01:00:00
IND3 India 3 01:00:00
Save Exit
Fields of Note
Poll Routine Check to enable polling for routine patrols.
Calls
Routine Bell Enable bell for routine pools.
Frequency Enter how often the patrol is to report in to
the operations room.

28




System Codes

Automated Tasks

These options control the archiving of history data and the
automation of schedule generation.

EHistnrr Purge Controls !lil E
~Time Schedule Operation ~Schedule Generation
Reetention D aps: IE‘U Fetention Days: IE":I Generate Cycles: |1
Purge Frequency: IFDrtnightIy j Purge_Frequency: IMDnthI_I.J j Frequency: wheekly j
Dedicated Day: {5y j Dedicated Daw: |5y j Dedicated Day: | THU ﬂ
Last Purged: ID4r"U1 41333 Last Purged: IUda"l:l'l /1993 Laszt Generated: ID3!DB.-’2DEID
Mext Due: I'IB#'D'I 1998 Mext Due: ID'I 0241998 et Due; I1D!DE¥.-‘2DDD
[T Purge Active [T Purge sctive [™ Auto Generation Active
X Regenerate Cycles

J [ e |

| Save

Time Schedules

This example archives schedules that are older than 90 days
every fortnight on a Sunday. Check the “Purge Active” check
box to enable the archive.

Operations

This example archives the operations log records that are older
than 90 days every month on a Sunday. Check the “Purge
Active” check box to enable the archive.

Schedule Generation

By checking “Auto Generation Active” in the example the
system will automatically generate schedules for 1 cycle every
week on a Thursday. If “Regenerate Cycles™ is checked existing
cycles will be regenerated accepting any new data.

Payroll Menu

This menu contains a sub menu of the items listed in the
following picture.

1. PowerForce - UNIYERSAL SECURITY PTY LTD

File Edit Mavigator | Syster Codes Emal  Administration  Tools  Window  Help

;i% |Ii?' H I sl Time Scheduling 3 i-9|

M Wiarkers Compensation
Service b

Superannuation
Incident Management ¥ Auward Register
Debtors 3 Earning Code r
General Ledger 3 Parameters r
Reference Files r Tools r

Classification Codes
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Workers Compensation

Use this window to store details about the workers
compensation insurance policy.

ﬂw:-rkers Compensation ControlFile =]
-Inzurer Detailz
Inzurer Code ﬁw j
-Incluzsions
Insurer Name — JhdMI INSURANCE
Policy Number [/ 330006203 ™ Parol Tax
Account Murmber |H£2922EI1 2 242604420
Contribution 2 |5_|:||:|
Earn Code F j
GL Account (i j| | Apply Delete Exit
Fields of Note

Contribution % | This value will be stated on your policy.

Earning Code | Select the earning code that has been setup to
define Workers Compensation. For more
information see “Earning Codes (Window)”
on page 33.

GL Account Select the General Ledger account for
payment to the workers compensation insurer.

Payroll Tax To have payments to an employee receiving
workers compensation included when payroll
tax is calculated select “Payroll Tax”.
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Superannuation

Use this window to input the details about the various
Superannuation Funds used by your company and your
employees.

Information supplied in this window will be used by the payroll
system.

ﬂSuperannuatinn Fund Control File

rSuperannuation Control File

rDetails ~Superannuation Parameters GL Accounts
Fund: Wﬂ E arnings threshold: |450_[||j Company il j
Finimum age: I— Ermpl -
Pulicy: e 0 15 mplopee  |BOTT J

rd axirnurm age:

T

Pravider name: I,&MF‘ -5GL Component
PEr AT Contribution cap: ISESDD_DD Fiate I—B.EIEI
Ifiz\;.?lgg — Distribution method: [ gpg j Date I—j

Diztribution code: Wj Previous Rates
Suburh: IP&HH&ML\TT»& Account Detais: | e eIy T T
State: INSW Pogt code:; Im [

| Apply I | Lelete I | Enit I

Fields of Note

Earning Minimum earning before superannuation is

Threshold paid.

Contribution Once earnings reach this level no additional

Cap funds are deducted.

Distribution Select the method of moving the payments to

Method the fund.

Distribution Select the “EPS” payee code for the fund.

Code

Company Enter the General Ledger account code for all
required company “Superannuation”
payments.

Employee Enter the General Ledger account code for all
additional employee “Superannuation”
contributions.

Rate Enter the “Superannuation” contribution rate
and date of change then click .
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Award Register

Enter a “Code” and a “Tittle” for the different awards used by
your company. This is informational and primarily used in

reports.

ﬂnward Register I ]

Code: | FED

=

Award Type: I Federal &uwward

=l

Aaard T ithe: IFed Security Sward |

| Save |

Cancel | Exit

Award Overtime Rules

This window set the rules governing overtime.

ﬂnward Overtime Rules

=100

Fiule: | 76HRFT

|

D escription; |?E o Fartnight

"Wheeks in Roster Cycle:

[T Usze Employment Type

[T Cast Owvertime D aily

Baze Hours

[ Zemo Overtime where hours are less than base

Owertime 1 Hours:
Owertime 2 Hourg:

Base Hours per Roster Cycle |76.00

[ Include Non-Chargeable Houwrs in Base
[ Include Specific Owvertime

[ Allow Overtime to be cast on WeekEnd Shifts

Overtime 3 Howrs:
Overtime 4 Howrs: I:l

Save | LCancel | Exit
Fields of Note
Cast Overtime Allow overtime on a day-by-day basis.
Daily

Zero Overtime
when hours are
less than base.

If base hours have not been achieved
overtime will not be paid on a day-by-day
basis.

Allow overtime
to be cast on
Week End Shifts

Check to allow overtime to be paid on
weekends at weekend rates. If not checked
overtime is said to occur on the week day
hours and paid accordingly.
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Earning Codes (Menu)

This menu contains a sub menu of the items listed in the
following picture.

- UNI¥YERSAL SECURITY PTY LTD

gator | System Codes Email  Administration  Tools  ‘Window  Help
Time Scheduling » |-1-|»|
Workers Compensation I

W

Service
Incident Management
Debtors

General Ledger
Reference Files

Superannuakion
Award Reqgister

Earning Codes
Allowance Codes

Earning Code

Parameters k

. A . .

Tools 3 Sick Leave Codes

Classification Codes

Holiday Leave Codes

Long Setvice Codes
R Codes

Earning Codes (Window)

Earning codes are the pay types an employee would earn such
as normal, time and a half, double time etc. They are used in the
Classification Codes (Position Codes) window to specify the
types of pay for an employee position.

{[FlEarning Codes Maintenance [_ O]
E arhing code: ||1 el j| rInclusions
[T Superannuation
HE IJ X “workers Compenzation
Diescription IDDuI::Ie Time [ Rostered Daps OF
[ Loadings
Factar: |2_|:||:||:||:|
Group certificate box: I Gross Eamnings jJ
&pply Exit
Gereral Ledger Account |E|:|1 1 j|
Fields of Note
Method The method allows you to select how the earning

code factor is applied. For example with a
method of “Rate” and a “Factor” of 2.0 the
employee would be paid twice-normal hourly
pay. Other methods may be added at a later stage.

Group This field define the location on the Group
Certificate | Certificate where this value will be reported.
Box
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Fields of Note

Inclusions

Select which additional items will be included
with this “Earning” code. In this example when
the employee is paid at double time no
“Superannuation” is accumulated, “Workers
Compensation” is, “Rostered Days Off” and
“Loadings” are not.

Allowance Codes

This window is used to create allowances or deductions codes.
Set an allowance or deduction for an employee in
“Biographical/Personal Rates/Deductions Tab/Edit Button”.

Once set the payroll module will make a pay adjustment for the
allowance or deduction.

ﬂnllnwance Codes Maintenance

P =]

Allowance Code:

AllowancedDeduction pe: I

[326

5|

A ddition Befare T ax

jJ [T Pay Adjustment Deduction

Dezcription; IM:::tu:ur Wehicle
rInclusions
b ethod: & ! =
I dl J [T Superannuation
AELT Selie: I-I 8.9700 [ workers Compenzation
Group certificate bow: I.ﬁ.llnwances J [ Loadings
Pay Code Equivalent: I J ™" Factor to Hours
[ Fostered Days Off
General Ledaer Account "1 5000 j|
General Ledger Cost ) Apportion | - I
Centre ) Employee | Apply | Exit
) Compary
Fields of Note
Method You can select to have a fixed amount
every pay or a per hour rate.

Pay Code This box contains a list of methodologies

Equivalent for applying the allowance.

Pay Adjustment | This is only checked to make a deduction

Deduction from an over paid employee gross pay.

Group Certificate | This field define the location on the Group

Box Certificate where this value will be

reported.
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ﬂﬁick Leaye Codes

Fields of Note

Inclusions

Select which functions will include this
allowance in their calculation.

Sick Leave

Various methods for handling Sick Leave can be setup for
different types of employees.

=10 ]

Sick leave code:
Dezcrption:
Accrual method:

ProR ata B ate:

First year accrual;

Accrued hours per penod:

b amimuim entitlermemnt:

Anniverzan rule;

General Ledger Account

Fr

|| rIncluzions
-

||5t-:| Sick

[T Superannuation

I Grant on anniverzany

J [ “workers Compensation

|3a.nn

Aoorue after: I ::I tonths Service
Entitled after: I ﬂ bonths Service

|F"E.IIIIII

I.-’-‘-.u:u:rue Leave.

[Fean

Apply | LClear | Delete Exit
Fields of Note
Accrual Method Sick leave can be accrued per day or
granted in a lump sum on the anniversary
date.
Pro Rata Rate Percentage for every hour worked.

First Year Accrual

This allows for different amounts of sick
leave in the first year.

Accrual Hours Per
Period

This is the hours accrued in a normal year.

Maximum
Entitlement

The maximum sick leave that can be
accrued.

Anniversary Rule

Select how you want to process accrued
sick leave at the completion of every year
of service.

Superannuation

Check this box to have the value included
in superannuation calculations.
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Fields of Note
Workers Check this box to have the value included
Compensation. in Workers Compensation calculations.
Holiday Leave

Use this window to define the different types of leave such as
holiday, study etc.

ﬂHulidar Leave Code Maintenance

=10 ]

-Calculation R ates

Leave Code:

[t

1E0.00

[Iritz Per &nmunm:

Dezcription:

IS taff Leave

Prao rata entitlement;

Accrual methiod: I

Accrue on days

b amirmum entitlenmnent

Hour pay pe;

I Marmal

Leave Loading: 17.5000

115

[rit Type: I

Azcrue after: I ﬂ tonths Service

Haoliday Loading Pay Code: |i‘”:”-D

Entitled after: I ﬂ tonths Service

Group Certificate Box I

-Incluzions

[ Superannuation

GL A EH B25 -
coount Mo F_ J| [ “workers Compensation
| Apply | Clear | Delete Exit
Fields of Note

Accrual Percentage - refers to a percentage of the

Method working year for example if the employee has
worked 9 month that is 75% of the year they
would receive 75% of the “Units Per Annum”.
Actual - bases the calculation on the hours
worked.

Hour Pay Select the desired pay type (rate) from the list,

Type usually “Normal”.

Unit Type Select whether leave is calculated on days or
hours.

Holiday Select the “Allowance / Deduction” code to be

Loading Pay used with this “Leave” code.

Code

Pro Rata Percentage earned per day or hour (based on

Entitlement unit type).

Inclusions Include leave in the calculations for the
checked values.

36




System Codes

Long Service

Fulltime and Part-time employees earn long service leave at
varying rates. Use this window to define the different rates. This
value is used in the “Setup Codes/Payroll/Classification
Codes/Entitlements Tab”. For more information see
“Entitlements Tab” on page 48.

ﬂlung Service Leave Codes !IEI E
Long Service Leave Code |i_51 j| Inclusions
L X Superanruation
Drescription: ||5td Long Service
[X ‘workers Compensation
Accrual Method: I Grart on anniversany jJ

Pro-R ata R ate: I Acciue after: |3 j Monthz Service
Days per annunm; |4.333EI :I Entitled after: IEEI :I tonths Service

Group Certificate B ox I Gross Earnings J

GL Account Fagﬂ j|

| Apply | Clear Delete Exit
Fields of Note
Pro-Rata Enter a percentage if “Pro-Rata” has been
Rate selected as the accrual method.
Days per Enter the value here if “Grant on Anniversary”
annum is selected.
Inclusions Include leave in the calculations for the checked
values.
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RDO
This window sets up codes for the processing of Rostered Days
Off.
MrDO Codes Maintenance M=l
Incluzsions
Code: |F|D1 j|
- X Superannuation
Description: |5td Guard RDO
[ “workers Compenszation
b ethod: (® ProFata of Hour
! Hours per week
Achon: (® Acciue
) Beset
Factar: |5.|:||:||:||:|
Fdo Bank: IHDE
GL Account |F|:||:|-| j|
| Apply | Clear | Delete Exit
Fields of Note
RDO This is an internal system pointer and should
Bank always be RDB.
Inclusions | Include leave in the calculations for the checked
values.

Payroll Parameters (Menu)

These menu options control the way the payroll functions

I¥ERSAL SECURITY PTY LTD
Swstern Codes  Email  Administration  Tools  ‘Window  Help

Service

Incident Management

Time Scheduling » I-pl
B Wi'orkers Compensation
Superannuation
funard Reqgister
Earning Code

Debtars
General Ledger
Reference Files

Parameters

v v v w v

Tools
Classification Codes

EPS Controls

EPS Payee

Tax Tables
Employment Types
Pay Cycle Codes
Termination Codes
Pay Advice Messages
Tax Periods
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EPS Controls

Use this window to setup the account information and the
parameters for the Electronic Payment System.

ﬂElectrunic Payment System Control File =]
-EPS Parameter
Setup code: FEIM— j
Izer name: IPDWEHFDHEE Abbrewv bank name: IEB,.-_\ BAME
Rernitter narme: |PDWEHFDHEE PavROLL Entry description; |PAYH|:|LL ACCOUNT
Bank account name: |EDMMDNWEALTH BAME, OF AUSTRALIA Pathname: ||::
Bank account number: |?395543 Transfer name: IEDMP,&Y_,-:-.,E,&
Eft number: |2342‘| 3
Bzb number: II:IE2-3SI:I
Apply Clear Delete Exit
Fields of Note
User Name The name of the company setup in PowerForce.
Remitter The name of the person / company on the bank
Name account.
Entry The description for this transaction.
Description
Pathname The directory containing the file to be
transferred to the bank. The system will place a
“\” at the end of the Pathname.
Transfer The name of the file to be transferred.
Name
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H

Click the LEMESMEEE | 4itton to edit the parameters for the
Electronic Payment System. The values entered in this window
should be supplied in the documentation received from the
bank.

EEPS Parameters !EI

Control Code;

Header record type:

EFT

L

Dretail record type: Block marker: 1310
Trailer record type: Block size: 120
Tranzaction code: 3 Block fill character:

Settlernent ransaction code: |13 End of file [EQF] character:

I

Save Cancel Exit

EPS Payee

This window contains the details about the organisation that
will be paid through the Electronic Payment System as part of a
pay run. The values used in this window should be obtained
from that organisation.

EEPS Payee Account Control File [_ O] x|

‘EPS Payee Codes

Code: Fj Bank Code I

Account N ame: BSE Mo Account Number:
|F|ESEFWE BAME OF AUSTRALIA |nzn-111 |12?532
‘ Apply ‘ Clear ‘ Delete ‘ Exit
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Tax Tables

This window contains the information issued by the Tax Office
for calculating tax. Every employee is linked to a tax table
enabling the payroll system to calculate and deduct the correct
tax from the employees pay.

ﬂTaH Tables M= B3
rTax Schedules
@ General Exemption [02)
mmP Tax Table nz 4 IGeneraI Exemption
@ General Exemption [02TM) i .
@ Higher Ed. Cont Scheme [F || Effective Date r 7072000 j rTax Linear Co-Efficients
@ Mo Exemption [07TH) | | |
@ Mo Exernption [01] f Earning Levels Coeff A Coetf B
@ No Tas File Number (NTFN || MEdiears Levs | ; 1100000 oo T
el [IE) ol 2 261.0000 1728 13,0400
@ PHESEH[BED PﬁYMENT | Leave Lnadlng Lirnit 3 282 0000 3760 721194
@ Student Financial Suppleme: i 378 0000 820 19.0311
Type 5 955.0000 800 BR.0957
@ Gioup Tax E 1147.0000 4350 1817418
Ol Frescribed Payment 7 95993539.0000 43500 2391265
O HECS :
10
11
Apply I | Delete I | Exit I
Selecting a Table

Double click on the desired table description and then double
click on the desired release date.

Table data

The values for the remainder of the window should come from
your tax table documentation.
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Employment Types

By creating different employee types a variety of payroll,
loading, tax and leave accrual scenarios can be developed
allowing you to define the appropriate situation for each type of
employee.

ﬂEmpluyment Types !El
|

Employment type: ||EMF'LEIYEE

fumard Fule: ||FED j| I

Dl ks |?EHF|FT j| |?5 hawr fortright |
Dezcription: HoursMweek Haours P Fte:
Permanent ||38.5EI | |2uan.nn | |1 0 |

inimumm Hovrs

b asirnum Hours

[ ]

Shart Wweek Days On
Short 'feek Hourz On

Ratating S hift ki

] Long ‘week Days On

Superannuation

L

Lonhg Week Hours On

Haours

[ ]
[ ]
[ ]

-Calculate

X Tax
[X Payrall Tax
X “wWorkers Comp

X Superannuation
[ Limit Super Hours

[ Sick Leave

X Annual Leave

[ Long Service Leave
X autopay Hours

[% Frint Group Certificate

¥ Limit Hours
[T Owerflow Work
X autoScheduls

| Save
| LCancel

¥ Loadings [ Rostersd Daps O | Euit
Fields of Note

Overtime This allows you to select an overtime rule for the

Rule system to follow for this employee type. For more
information see “Award Overtime Rules” on page
32.

FTE Fulltime Equivalent is used in reporting to
compare full time, part time casual and enterprise
employees.

Bitmaps The location for system icons, images etc.

Short and Short and Long Weeks are used by the optimised

Long Week | schedular to optimise minimum and maximum
shifts in a week. If the same hours are worked
every week just enter the Short Week values.
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Fields of Note

Rotating
Shift Mix

Employees working permanent night shift are
paid a higher loading than employees working
rotating night shift. Permanent night shift is based
on the percentage of your shifts worked on night
shift.

In the example an employee who worked more
than 33% of their shifts on nights would be
classed by the system as being on permanent
night shift.

The optimised scheduler minimises costs by

keeping night shifts below this threshold.

Pay Cycle Codes

This window defines differing pay cycle lengths. Factor is the
relationship to a weekly pay cycle. In this example a fortnight is

equivalent to

ﬂPay Cycle Controls M[=]

Fay Cpcle:

Description:

2 weekly pay cycles.

[FORTMIGHTLY = || E

LCancel

Factar: Fapz.pa:

|F-:urtnight|_l.l

||2.nunn | |25 | Exit

Termination Codes

These codes are recorded against the employee in
“Biographical/Operational Details”.

{FlTermination Codes [_ O]

Temmination code Reazon

|F|T

j| |HETHENEHED |

| Save

| Cancel Exit
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Pay Advice Messages

If the “Include on Pay Advice” box is checked the message will
be printed on all the pay advice slips issued by the company

indicated.

EPar Advice Messages

=1 E3

-Employee Pay Advice Meszage

Compaty

(Ea—

[ include on pay advices

THE COMTROL ROOM 9632 0304.

PLEASE WOTE THE MEW NUMBERS TO CALL ARE 3632 0000 FOR ALL -
SOMIMNISTRATION. ALL PAY EMQUIRIES ARE TO BE DIRECTED TOY0OUR
IMMEDIATE SUPERYISOR/MANAGERS |LE. RANDALL HOLLAND, BREMNT
HUTCHISOMN OR JOHM TvS0M. THE GUARD PHOME 1S 9892 8367

AL QUEENSLAND EMPLOYEES PLEASE BE ADYISED THAT ALL PAY'S
WwWILL BE PAID OM & WEDMESDAY. THIS 1S TO BRING INTO LIME THE
MSWw & QLD PAYS. THIS WILL BE EFFECTIVE FOR F/E 14412497

Apply Clear |

Exit

Tax Periods

Use this window to define the current FBT and Group tax years.

ETEH Periods

P B3

Tax Categary FFH:IUF' || Taxrear EEIEIEI j

-Pernods

Start D ate: ﬁwumggg »| EndDate: En;nsxznnn j

Group Certificates/E aming Summarny Format w0

EiewTa:-:TextI | Ok I | Cancel I | Exit I
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Tools (Menu)

Use this menu to select different tools available to the payroll
system.

I¥ERSAL SECURITY PTY LTD
Syskern Codes  Emaill  Administration  Tools  MWindow  Help
 Time Scheduling = |

Service » Superannuation

Incident Management ¥ Award Register

Debtors 3 Earning Code »

General Ledger 3 Parameters »

Reference Files 3 Cpening Balances

Classification Codes Calculate Entitlements
Zalculate ¥TD Earnings

Opening Balances

When transferring an employee from another system use this
window to setup their opening values for such things as
earnings, tax, long service etc.

EEmplu‘ree Opening Balances =]
Employes: [FFVA0000T =] [PAULJOHN SMITHE P Updated
TaxYear oo ﬂ Accrual Date: 5,/09,2000 j

-Opening amaunt

Gross Earnings $: |2?‘|:|55.45 Fda Balance [hours]: |1 6.00
Tax Deducted $: |4555_2|:| Sick Balance [hours): IEE.EIEI
Huliday Loading $: I Long Service Balance: I

Leave Balance [hours): |4EI. a0

Allowance ipti Deductions I Description | Aot I

Wehicle

Company Superd: |2389?, on Yoluntary Superd: I

Entered By | Save I | LCancel I | Exit I

Fields of Note

Updated Checked indicates the employee has been
updated. When saving the data you will be
asked if you wish to update the employee.

Allowance / Double click this field to display a list of
Deductions available allowances / deductions.
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ﬂ[alculate Entitlements
rdcomaal Details:

Calculate Entitlements

This window allows you to re-calculate and reset the
entitlements for an employee. This is commonly used as part of
the termination process. For more information see “Termination
Pay” in the “User Manual”.

II=] E3

Employes:  [ONOOO0ZT =]

IDAVID ERMEST JOMES Baze Date: ﬁBx’DEQDDD j

Classification: [0 j
Anniversary : IDB.-"DE.-"EDDEI

rOpening Accrualz az at:

IENTEHPHISE GUARD L1 Accrue To I 2,/10/2001 j
Last Accrue Date: 08102001

Leawve: I—

Sick: I Long Service: I

M ovement (hours): |2E|8_85
Leave Accrual [hours): |2E|8.85
Leawve Taken [hours]: I_DD

Leave Balance [hourg): |298.85

tavement [hours): I'I 14.00 Movement [days): E17

Sick Accrual (hours); |1 14.00 Lot Service Accmal [days): B17
Sick Taken [hours): |.|:||:| Long Service Taken [days]: I_DD

Sick Balance [hours]: |1 14.00 Long Service Balance [days): B17

Accial Days: 518

| Save I | LCancel I ‘ Exit I

Bulk &ccrual I

nalysis

Click| Calculate to calculate values. The @. button

is used to recalculate values for all emfIOfees in a company. To
view the accrual details click the L—2"¥¥%__| button.

Fields of Note

Base Date This is the date to be used as the “Start”
date for the calculations.

Opening Set base values for calculations.
Accruals as at:

Calculate YTD Earnings

This window is used to re-calculate and reset YTD earning
when loading existing employees.

ﬂ[alculate Ytd Earnings [_ O]

Compary: |L|N|SEI: j| Taxearn |2E|E|2 j|

) Rebuid Al

(® Select Employes Employee: |UNDDDDM j|

Q_k LCancel | Exit
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Classification Codes

This window allows you to assign rates, entitlements,
allowances and loadings to a staff position and set an apply
date.

ﬂ[lassiﬁcatiun Code Maintenance /Grade 1 F/Time Day. /Effective Date 12/12,1999

@Grade 1 F/Time Da.'r'-?jl > | Position: |'| Effective Date: |[T2/72/1333 j

. 2 T Description: i
@ Girade 2 F/Time Day <2> - D
@ Grade 3 F/Time Day <3 Awward Pule: -
@ Grade 4 F/Time Day, <4> HWS? J IF'ermanent Guards Schedule
@ Grade 5 F/Time Day <5 TimeZone: h . I—
@ Grade 1 Caszual Day <E> Tz J B, L
@ Grade 2 Cazual Day < 7> Calculati h - I
@ Grade 3 Casual Day <8 Mifhunz:lnn OURS J Baze Hours Per Day 2.0000
@ Grade 4 Cazual Day. <9
@ENTERPRISE GUARD L1 <10 Batez || Entitle |Penalies] Am Day Pm Might
@ENTERPRISE GUARD L2 <11> —[ = ][ = T = T = [ = T = T = ]
@EMTERFRISE GUARD L3 <12» Code Dezcription Fate GL Account
@ENTERPRISE GUARD L4 <13> .
@ Part Tirme/D ay <20 Nomak  [f00_ » [Normal Hours [11.6374  [FE0 =
@ Scott Cooke <70 . ) I_
@ Cuztomer Service <72 Overtime Base Rate: 118374

:E'::ikpﬁagf :???‘,3: Overtime 1: [l =[[Time 1.2 [175461 ||'$43|:|—J
@LELFDEaK OPERaTOR HELPDE | | Oeiime2 [T =lfooubie Tine [ —2
:gagg tgxg: :12 :IEEEzi Deaifiie 3 wn?‘—leouble Tirme 1/2 |29.2434 ||’5439—J E
@ Cuard Leve 3 (LI & Ovetine 4 [0 = || Treble Time [oooo " [FaEn =] l‘i

B Goard L ewal B LW RS

-
-
-
-
-

Exit

Classification Selection

First double click the desired description. The system will then
display a list of “Apply Dates” for various changes. Double
click the desired “Apply Date”.

Note: The grade for each classification is shown at the end of
the description in angle brackets < >.

New Classification Entry

Select a current entry as a base for your new entry. Change the
Position to a new code only if you are creating a new
classification. Select the new “Effective date” and tab to the
next field. You will now be asked if you wish to duplicate the
current record.

Message |

@ Diuplicate Entry
|| me ]

Click “Yes” to use values already set or “No” to create a blank
record. You may now change or set values as desired then save
the new record.
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Fields of Note

Award Rule | Select the “Award Rule” as defined in the
“Award Interpreter” on page 15.

Time Zone Select the time zone setting that will be used to
identify Morning, Day, Afternoon and Night for
this employee classification (position). See
“Time Zones” on page 22.

Grade The grade of the employee classification
(position).

Calculation | Defines how the Payroll System will use this

Method information, either “Hours” for employees paid
by the hour or “Wages” for employees paid by
the week.

Base Hours | Defines the normal hours worked in a day. This

Per day value is used in conjunction with the “Award
Interpreter” to define when overtime applies.

Rates Tab

This tab allows you to set the normal and overtime rates that
will be paid to this employee position.

For more information concerning the codes see “Earning Codes
(Menu)” on page 33 and for the length of overtime bands see
“Award Interpreter” on page 15.

Code

Description A ate GL Account

Farmal;

a0 j INDrmaI Haours

Owertime Basze Hate:

Overtime 1: (0T | ITimeUE

Cwertirme 2 IDDuI:uIe Time
Cwertime 3: IDDuI:uIe Time 142
Owertime 4: I—j I

|11.EE|?4 Fasn ~|

|1 16974
[17 5461 ann ~|

[23:3347 ann ~|
|29.2434 F#BD |
|oooo ) ~|

RDO;

Sick Leave:

Long Service: I_S‘I j ISh:I Long Service

Entitlements Tab

Select the codes that define the entitlements appropriately for
the selected employee position. For more information on the
codes see “Earning Codes (Menu)” on page 33.

Code

FO7__ ~[|[5td Guard ido @ 5.0000% of H [F480 -]
ET = IStu:I Sick
Annual Leave: Wﬂ IF'erm Leave 190L

Dezcription GL Account

[Fez0 |
Ca—

—

[X Fequired Break

[T PayEBreak

'L-Icuurs “wiorked | Break Length I -
1 E7Sy 0000
11.99 0020 -
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Fields of Note

Required | Check “Required Break™ to use breaks as they are
Break defined in the break table.

Pay Break | If you will be paying the employee while they are
on a break check the “Pay Break” box.

Break This table defines the break time allowed based on
Table the hours worked. In the example an employee who
works up to “7.99” hours has no break. Once they
have worked “8.00” hours up to “11.99” hours they
are entitled to a 30-minute break.

Penalties Tab

Use this tab to set penalties that do not relate to AM, Day, PM
or Nightshift.

Pay: [X Public Holiday [ Overtime ey || j|

Position:

L ked Publi - Overtime -
Hgi-;‘é‘:;yEHm; ‘ |I Jl Pozition: || J|

.-’-'-.Ilcuwancel D'ezcription I | ik I Aot I Lirk, ILink Descriptinnl

PHL Public Hol Loac | Loading 150.0000 | PHL PUBLIC HOL LOZ
SAT Saturday Loadir Loading 50,0000 | 5L SATURDAY LOA
SUM Sunday Loading Loading 1000000 | SHL SUMDAY LOADIR

Fields of Note

Standard The “Enterprise” employee will be paid at the
Position same rate as the “Award” position indicated in
this field.

Overtime The “Enterprise” employee will be paid at the
Position same overtime rate as the “Award” position
indicated in this field.

Allowance | Double click this field to display a list of values.

Link In the Link field set the bond between the
allowance and the “Award Code” by selecting the
values used in the “Award Rule Band”. See
“Award Interpreter” on page 15 to see when these
allowances will be paid.

Note: To use “Standard Position” check “Pay Standard
Position” in the “Scheduling Codes” window. See page 18 for
more information.

AM Shift Tab

Set allowances that specifically relate to the AM or morning
shift.
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Double click the allowance field to select an allowance code
then tab to “Amount” and enter the desired amount. In the Link
field set the bond between the allowance and the “Award Code”
by selecting the values used in the “Award Rule Band”. See
“Award Interpreter” on page 15 to see when these allowances
will be paid.

Link Dezcription
SHIFT ALLOW &

Diezcription
10% Moarn Shift

Allowance

Loading  [10.0000

Day Shift Tab
Set allowances that specifically relate to the Day shift.

Double click the allowance field to select an allowance code
then tab to “Amount” and enter the desired amount. In the Link
field set the bond between the allowance and the “Award Code”
by selecting the values used in the “Award Rule Band”. See
“Award Interpreter” on page 15 to see when these allowances
will be paid.

.ﬁ.lluwancel Dezcription | [t | Aot | Lirk. | Link D'escription |
IIMIF I rifarm Armount 3.2800 U IMIFORM
PM Shift tab

Set allowances that specifically relate to the PM or Afternoon
shift.

Double click the allowance field to select an allowance code
then tab to “Amount” and enter the desired amount. In the Link
field set the bond between the allowance and the “Award Code”
by selecting the values used in the “Award Rule Band”. See
“Award Interpreter” on page 15 to see when these allowances
will be paid.
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.ﬁ.lluwancel Dezcription I | riik I Aot I Lirk. I Lirk. Descriptiu:unl
Phd 15% Aftnoon St Loading 15.0000 SH SHIFT ALLOWAAR
Night Shift Tab

Set allowances that specifically relate to the Night shift.

Note: Night shift may be either Night Shift (Permanent) or
Rotating Night Shift see “Time Zones” on page 22.

Double click the allowance field to select an allowance code
then tab to “Amount” and enter the desired amount. In the Link
field set the bond between the allowance and the “Award Code”
by selecting the values used in the “Award Rule Band”. See
“Award Interpreter” on page 15 to see when these allowances
will be paid.

Mightzhift Allowances

.ﬁ.lluwancel Drezcription I [t I Amaoumnt I Lirk. ILink Descriptiu:unl
333 Mght Shit MRot | Loading 30,0000 5H SHIFT ALLOWA

Ratating Might Shift Allowances

.ﬁ.lluwancel Drezcription I [t I Amaoumnt I Lirk. ILink Descriptiu:unl
300 Mght Shit Rotat | Loading 21.7000 5H SHIFT ALLOWA
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Service

This menu contains a sub menu of the items listed in the
following picture.

I+ PowerForce - UNIYERSAL SECURITY PTY LTD

File Edit Mawigator | Syskem Codes Email  Administration  Tools  Window  Help

3 |Iﬁ: ] I 3' Tirme Scheduling 3 g

Payrall 3

5 r Client Class

Incident Managerment  * Reqion

Debtors k Service Tax Codes
General Ledger 3 Repetitive Charge Codes
Reference Files 3 Response Service Codes

Casual Charge Codes
Fee Inkterpreter
Patrols

Alarm Codes
Maniboting Companies
Sub-Cantrackars

Payment Advice Messages

Client Class/Category Codes

These codes are used in the “Clientele / Client Operation /
Category Field” and in the “Biographical / Operational Details /
Available Button / Scheduling Tab / Preference Category
Field”. When the “Optimised Schedular” runs a preference pass
it will marry up employees and clients based on these values.

ﬂ[lient Class Codes H=]
Code: Ep j

Class Description: Il:agual Patralz

Apply Clear Delete Enit
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Region

Regions are used to define the location of a client and also
specified as a preference by the employee. The “Optimised
Scheduler” will correlate the information when generating a

schedule.
ﬂREgiun Codes M= B3
Region Code:; Dezcription;
0z j |'r-.-\-"estern Suburbs |

| Save I | Clear I | Exit I

Service Tax Codes

Currently this is limited to the GST but new codes may be

added as needed.

ﬂﬁuuds and Services Tax Codes M= EY

Tax Code: ||35'|' jl

Description: |I3 oods & Services |

Save

Tax Rate: |1 0.0000 | Exit

Gl Account: | jl Cancel |

53



PowerForce Administration Manual

Repetitive Charge Codes

These charge codes are for work by an employee or functions
performed by an employee such as alarm monitoring.

ﬂﬂ.epetitive Charge Codes

=100 x]

=

j| IMDnitDring

Code: ||-'1'-.Lh-1 OM
Drezcription I.-i‘-.larm k anitaring
Client Clazz ||M

GlAccount [0510

=

Calculate Tax X

T ax Code: |||35T

@ Subcontractor Pavments

j| Save

Delete

Cancel

Exit

e

Fields of Note

Client Class

When the “Optimised Schedular” runs a
preference pass it will marry up employees
and clients based on these values. See “Client
Class/Category Codes” on page 52.

Calculate Tax

If applicable check “Calculate Tax” and the
tax indicated in the “Tax Code” field will be
applied to this charge.

Subcontractor
Payments

Check this box to bill a subcontractor who
will intern bill the client.
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Response Service Codes

These charge codes are for tasks performed as a response to a
situation. These codes are used in “Clientele / Client Contracts /
Responses Tab / Code Field”

ﬂﬂespunse Service Codes !EI E
~Service Code Details rAccounts
Code I LM j T axable x
Description: I!-'-‘-.Iarm Responze Tax Code FST—j

Default Responze Time

Save I | Delete I | Clear I | Exit I

Fields of Note

Default Response | This is the default time from the alarm till
Time arrival at the site.

Casual Service Codes

Casual charge codes are for tasks billed by the hour. These
codes are used in “Clientele / Client Contracts / Casual Tab /

Code Field”.
ﬂ[asual Service Codes M= E
Service Code Drescription:
w150 = || [ward Level 1 - Sunday | % Calculate Tax
Amaunt: |4?.nnnn |
| Save
RaeTs [ o |
Cancel
Factor: [1.0000 | '
| E =it
Gl-Account | j| '
Tax Code: |I35T j|
Fields of Note
Rate Type | This field indicates how the “Amount” field is
processed.
Factor For future development and should be set to
1.0000 .
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Fields of Note

Calculate | If applicable check Calculate Tax and the tax
Tax indicated in the “Tax Code” field will be applied
to this charge.

Fee Interpreter

This window allows you to link the “Casual Rate Codes” to
various day types such as Sunday, Monday, Public Holidays
etc. Clients are then automatically invoiced by the system based
on the day type.

A Classification (employee position) may also be linked to the
day type and the “Casual Rate Codes” allowing differing rates
based on employee “Classification”.

“Fee Schedules” are used in the “Clientele / Client Contracts™

window.
EFEE Schedule Parameters M= B
Code: Description:
|5TAND j| |Standard Schedule of Rates |

Classification | Sun | Mon | Tue | wed [ Thu | Fi | sa | PHa |
iE] o 01 o o 01 02 D4

a0 O O [ ol e | —

| Save I| LCancel ” Euit I

Patrols

Use this window to create “Security Patrols” and assign that
patrol to a “Zone”. Patrols are used in the operations module.

ﬂPatrul Code Maintenance [_ O]

Patral Code IC1 j
N ) &pply
Dezcription IMIET 0FR 1
Clear
X Active —
Delete
Zane Ma I 34 E xit
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Alarm Codes

Alarm codes define the various alarm types and are primarily

used in the Operations Module.

E Alarm Codes

=10 ]

Code ||,.-_~.'E

j| Save

Dezcription I!-'l'-,l.arm Or Ertry

X active

LCancel

[ Scheduling Code Exit

Monitoring Companies

This window defines the various alarm monitoring companies
to the system. Information in this window is used in the

Operations Module.

ﬂMunituring Company Maintenance

IS[=] E3

Compary Code FSEC j Short Code IF'EIWSEE
Mame IF"::nwer Security Monitaring
Address: IEI'I George Street
Suburh: |PAH RAMATTA,
State: I NSWj Postoode: |21 a4
Phone: ||32 9635 5922
Fau |n2 9635 5933
Cantact |LEII3HTEIN CROSS
Rate: |$25.5III
Termns: |3n DAYS
| Save Cancel Exit

Fields of Note

Rate | The monthly fee paid to the monitoring company. This
field is informational only and not used by the system.
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Fields of Note

Terms

system.

Billing Terms for payments the monitoring company.
This field is informational only and not used by the

Sub-Contractors

This window defines sub contractors to the system. This
information relates to the Operations Module.

ﬂﬁuhcuntracturs M= 3
Code: FSEE j
Compary: IPu:nwer Security
Contact: |Ky|e Amadio
X active
| Apply | Clear | Delete Exit

Incident Management

This menu contains the Incident Management codes.

1 PowerForce - POWERFORLCE

Eile Edit Mavigator | Systern Codes Email  Administration  Tools  Window  Help

2z 4@

Tirne Scheduling » &rﬂﬁ;‘”@ ’f’ﬁ|_||&; |&L

Payroll »

Locations

Service 4
Incident Management kh Locations
Debtars Offences

General Ledger k Police Stations
Contack Types
Batch Mumbers
Scheduled Tashs

Bshb Codes

Patrons

Generic location descriptions used in incidents reports to
identify where on the clients property the incident occurred.

R epor!
Click the button to print a list of values.
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E Incident Locations

Lacation Code: "FDYEH j|

Desciption: IMaln Public: Foywer

Format dnd Output
! Printer  (® Screen ) Email ) File Only

® HTML O FOF

rﬂ eport;

| Save | LCancel Exit

Offences

The type of incident that occurred is defined by a code to allow

Fieporl
categorisation in reporting. Click the button to print a list
of values.

E Offences M=

Offence Code: ||DND j|

Description: IDrunk & Disorderly

-Format And Output
C) Frinter @ Screen O Emal € File Only

@® HTML O POF
-Report;

| Save

Cancel | Exit

Police Stations

Police stations referenced in incident reports. Click the
button to print a list of values.

ﬂPulice Stations [_ |
Palice Station ||pg|:g = j|
MName IPﬁHHﬂMﬂTTﬁ.
Phone No |9535 7899

~Farmat &nd Clutput
C! Frinter @ Screen ) Emall ) File Only

@& HTML O POF

~Repor
| Save |Eancel | Exit
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Patrons

When an incident report is completed all offenders, victims and
witnesses are added automatically to the Patrons list.

ﬂPatruns !I:IE
Fatron Code: Title:
Sumame: CROSS Bl el 0941171963
Address: Suburb: State; Postocode:
94 Quesn road [EHESTERHILL | [wsw  =|/[2157 |
Phone Mumber: BEV72903
Save I ‘ LCancel I ‘ Exit I

Debtors

This menu contains the codes and messages used in the Debtors

(Accounts Receivable) module.

i PowerForce - POWERFORCE

~ Time Scheduling
gl = El -
m Payroll

Service

Contack Types
Batch Mumbers
Scheduled Tasks
Bsb Codes

3
3
3

Incident Management

General Ledger k Discount Codes

File Edit MNavigator | System Codes Email  Administration  Tools ‘Window Help

Rebate Codes
Rebate Messages
Credit Terms
Inwvoice Messages
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Billing Cycles

This window sets the parameters for a billing cycle.

ﬂﬂilling Cycle Controls

Billing Crcle: j|

Drezcription:

Factar: 30,0000 -Calculation Method
1 Midright to Midright

Billing Cycles PA&: 1 Date to Date

' Urlrvoiced Amrears
) Per Standard 5 cheduls
) 5td Schedule + Adjustrments

Rebate Type:

Forward [mvaicing

“mﬁ‘ji‘ﬁ?
!

Ma af Days
B ackwards
| Save | Cancel Exit
Fields of Note
Factor The number of days in the cycle.

Rebate Type “Rebate Type” allows for a rebate on
payment of invoice.

Forward By default invoices are for services already
Invoicing performed. Check this box to bill for events
that will occur during the next billing cycle.
Number of If forward billing, this is the number of days
Days to check backward for discrepancies with the
Backwards last set of forward billed invoices.

Discount Codes

“Discount Codes” is used in the Debtors (Accounts Receivable)
module. Rate is the percentage discount.

ﬂ[ﬁliscuunt Codes !Ii[ E

Code; Fiate: GlAcct
I e — =
| Save | LCancel | Exit
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Rebate Codes

“Rebate Codes” is used in the Debtors (Accounts Receivable)
module. Rate is the percentage discount.

ﬂﬂehate Codes M=l E3

Coode: Rate: Gl-Aect:
REL =] [5.0000 | | ~|
| Save | LCancel | Exit

Rebate Messages

This window contains the message that will appear on an
invoice if a rebate is available.

ﬂREhate Messages M= B3

Mezzage Code:

Due Parameter:

Mezzage:

o =

[ 7TH_MONTH |

Rebate applicable to papment received
within gerven days from the date of
ivoice. Pleaze deduct this rebate from
the total invoiced amount,

Save LCancel Exit

Fields of Note

Due
Parameter

This is the code the system uses to check against
payments “7TH_ MONTH” — must be in by the 7™
of the month.

Credit Terms

Use this window to define the various credit terms to the

system.
[Flcredit Term Codes [_ O]
Terms Code; D ezcription; Due D ays:
ER ~||[poDays |[20.0000 |
| Save | Cancel | Exit

62




System Codes

General Ledger

This menu item contains the General Ledger codes.

IYERSAL SECURITY PTY LTD
Systemn Codes  Emaill  Administration  Tools  Window

Time Scheduling »

Payrall

Service

Cebtaors

General Ledger

Accounting Periods
Account Numbers

]
[
Incident Management.  #
3
b
b

Reference Files

Accounting Periods

Use this window to create the “General Ledger” accounting
periods.

Note: If checked “First Day of New Month” has priority.

ﬂ Period Controls [_ [ =]

Comparny: ENlSEE j
Period Start; Perind End:

L 4 =l

~Mew Penod Oeour

X First Day of Mew Maonth

Eveny: [1st = | Cancel

Frequency: I taonday J ’7
Exit

Fields of Note

View | Click to see a list of dates corresponding to each period.
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General Ledger Codes

Use this window to create and define General Ledger account
codes to the system.

ﬂﬁeneral Ledger Accounts M= E3

Account Code E[u]'] j

Descriptian: IGuards - Repetitive Contracts

Thesze are the account codes that will be azsigned to various
spstem codes eq. earning codes, service codes, etc. for uze In
creating the full GL code.

| Delete Save Cancel Exit

Reference Files

|S*;.-'5I:em Codes Emaill  Administration  Tools  WWindo

Time Scheduling »
Payrall
Service

Incident Management
Debtors
General Ledger

L v v v v v

Contack Types
Batch Mumbers
Scheduled Tasks
Bsb Codes
Stake Codes

Contact Types

This window allows you to define the different contact types
available in the system. Select phone or email to enable the
system to automatically dial or construct an email message.

ﬂ[untact Types !IEI E
Code: EMAIL j i ® Email
D'escription: |Email tddress |
| Save Clear Exit
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Batch Numbers

Sequence number can be set for invoices, pay runs, employees,
clients etc. First select a category such as “Invoice” and then a

company.
\[FlBatch sequence Controls I_ |}
Categony Caompary
| INvOICE | [umiseC =]
Start Fange End Range Prefix Mext lzzue
o | [33933 | | [unooo1e
Relssues | X Zera Fil
UM0a015
MO0 E
| Save | Clear | Euit
Fields of Note

Start The number used for the first occurrence.

Range / Additionally once the count has reached the

End number specified in the “End Range” the counter

Range will reset to the number indicated in the “Start
Range”.

Prefix Use the “Prefix” to customise the look of your
number systems or to identify which company
created the item.

Entity To allow sequence numbers to be set for individual

Based clients check “Entity Bases Issue” and then set the

Issue values in “Clientele / Client Contracts/ Invoice
Button”.
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BSB Codes

The system contains a list of known BSB codes and their
associated details. This may be used to confirm “BSB” codes
prior to use.

\[FlBsh Codes M= B3
Bsh Code: 012006 =]
Bank: [tz |

Address: CMR KING AMD GEORGE STREETS

Suburb: |SYDNEY |

PoztCode; 2000

Bark/Branch: |qu SYDNEY |

| Save I | Cancel I | Exit I

State Codes

Use this window to setup state codes to be used in addresses.

[[Flstate Reference =]

State: |w,& j|

D ezcription: IWestern Australia |

Save | Cancel | Exit
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Administration

Overview

The Administration menu deals with options that control the
way the system responds.

Adminiskration Tools  Window  Help

[ Lsers
Caompanyy Cantrals
Interface Parameters

Swstem Defaulks
Company System Defaults
Setkings

Task Scheduling

Invoice Setup

User

The “User” window defines the “Login Ids” used to access the
system. Current users are displayed on the left.

ﬂUser Setup Form !El E
ALI - david @
= — : AVID A i : id | O
BILL Lser Mame: IE' Jl Email &ddress: I R Pl
DavID Link Emplopee: ||_|NE|EIEIDS1 jl Employee: IDA‘J’ID JOMES

@ DarIo]
DAYIDT

T Profiles H Tasks r;ompany]

DEIFCRE Password I ”””” [ Change Password On First Logan
= [ Password changes
EMMANUEL
= | zer level: Advanced j X Administration Sccess Enabled
GEOFF [X System Codes dccess
KELLY
User Group I Supervisor J % Tacls Access
KENN Foei [X Emai Tasks
0 Application )
k¥LE - Attach Paint: I Busingss Maodule ﬂJ
LEIGHTON Last Lagin: [1056:23 16 OCT 2001

MARK,
RICHARD ;I | Hew I | Delete I | Apply I | Exit I

Link Employee

Enter an “Employee Code” to link a user to an employee.
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User Tab

This tab controls the type of access the user has to the system.

Fields of Note

Password

Enter the password the user will initially
use to logon to PowerForce.

Change Password
On First Login

Check this option to prompt for a new
password next time this user logs in to
PowerForce.

Password Changes

Check this box to force the password to
be changed every 30 days.

User Level

Informational describing the users
experience with the system. Planned for
greater flexibility in the future.

User Group

User — This limits the user to seeing only
the clients of the currently active
company. Supervisor & Administrator
— see client from all companies.

Application Attach
Point

Normally “Business Module”, however if
the Operations module is installed the
user can be set bring up the “Operations
Workbench” in place of the “Navigator”
screen.

Administration /
System Codes /
Tools / Email

Check to enable user access to these
menus. It is important that at least one
user has “Administration” so that these
setting may be changed if needed.

Profiles Tab

This tab controls access to the “Navigator” items. Double click
the module on the left to display the sub items. Activate each
check box to gain access to the desired item or check “Select
All Options” to select all options in a module.

i Biographica
" Clientele

+ Equipment Register
+ General Ledger

" OHES

+ Operations

+ Optimized Scheduling

+ Customer Relations Managernent

b odule Optiar [T Select &)l Options
& Accounts Fecervable = (<] Personnel Summary -
+ Service Biling B Emplaves/Client Special B ates

B M aintain Personel Details
(<] Dperational Details

E<] Emplaves Availability

E<] Transfer Employes

B<] Perzonel Enguiny

(<] M aintain Dperational D etails
<] Emplavee Skilz Repart

(<] Personal Rates

B License Register

FAT e minmbor Crnmlaime

[
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Tasks Tab

Select the check box for each notification this user should

receive.

FReceive Tasks: [T Select &l Tazks
[IMew Emplovess [JFixed Rate Expiny
[JEmployee review [JMew Incidents
[JBirthdates (<] Scheduling E sceptions
[(JAmniversaries (<] Scheduling Requests
[JLicenzes (<] 5 cheduling Gerneration
[JLeave Requests [Jtdaster Shift E xpiry
[IMew Clients [(IHew Fesponse Sites
[IReviews E<] Cumrent Tasks
[JCancellations (€] Create Mizcellaneous Tasks
[JCantract Expiry [<]Update on T ask lzsued

Company Tab

Use this window to select the “Companies” that are available to
this user.

Acceszible Companies: [T Select &ll Companies

[0 Technology
[(J#be Security Pry Lid
B Universal Securiby Py
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Company Controls

This window contains the setup codes for each company.

ﬂl:ump::m:.r Parameters !lil E
Company . [THISEC x|l Company Name : ILINIVEHS&L SECURITY PTY LTD
J Dietailz T Accounting T Tax T Parameters ]
Trading [UNIVERSAL SECURITY PTY LTD Emal |
M arne:
Phone I

Address |1u1 FITT STREET

Subub  [SYDNEY Fae |

State M Post Cods - |2|:|[||:| Fesponze Time Charge From

(® Feceived Time C) Respanze Time
Courty IﬁUSTHﬂ«LIﬁ I Despatch Time ) Onsite Time

BSE Account Mo Account Mame

Bark:; NAE j |naz-225 |04??9515? ILINIVEFES;E\L SECURITY

| Apply I | LClear I | Delete I | Exit

Details Tab

This tab contains address, contact and bank details.

Fields of Note
Response In the Operations module responses are timed
Time based on the item checked.
Charge In the Operations module responses are charged
From based on the item checked.
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L Coy [MLF]

Cost Centre

Curr GL Period 200106

Accounting Tab

Set company and tax codes in the first row of fields then assign
account codes to the account centres of the company.

GL Cormpary: I_I—NISEE j Debtars Cantral FJDD j

Ijﬂg—j Group Tas

j| Faprall Clearing

[FoTa

=

j| FT ax Clearing ||4EI4EI

=

Bark GL Acct o j PTax Employee  [BO0S0 j
wWComp Papable [EOT0 j

Annual Leave lﬁ'
Sick Leave Iﬁ'
Long Service Iﬁl
GST |.3EIEIEI j
wittHolding Tax  [F050 ||
Creditors Contral lﬁ'

GL Software OB -
Expart Directon
[ | X Apply GST Std GST Rate (% |10.00
Fields of Note
GL Coy Used for unusual Company codes, check with
(NLP) support prior to use.

GL Software

The name of the software you are using for
your General Ledger.

Export The location for General Ledger export file.
Directory

PTax Payroll Tax Clearing GL code.

Clearing

PTax GL clearing account where any Payroll Tax
Employee Accrual would be posted.

Tax Tab

Set the tax years and tax values for use in the payroll system.
Many of the values used will be supplied by the ATO.

T ax vearn

0oz

[

FEBT “ear:

0oz

[

Periad: IEI'I A07/2007 - 30/06/2002

Period: |EI1 A04/2001 - 30/0342002

&uthorized persorn: IJ,&,EK JOHHSOM

Ao rnemonic:

&t Disk. Marne: EMPDUPE
Group tax number: | 234 837 99
ABM Humber: 24367
&BM Branch: 56432
withHolding Tax: 4350

FPaprall Tax B ate: IE. a0

Payrall Tax Threshald: |1 1538.0000

X Include Superannuation in Payrall T ax

Tax File Mo I??E‘- 345 322 675

ACH Mo |5I34 234 095
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Fields of Note
ATO This is being phased out by the ATO. If you
Mnemonic have not been issued one you don’t need it.

Parameters Tab

This window allows you to set Workers Compensation,
Superannuation, On-costs and setup electronic tax payments to
the Australian Tax office.

Pay Advices

State Payroll Base: NS/ j| Adriristration?: IW B Prirtt Entitlements
‘warkers Compensation: ||MMI j| Public: Liabilityiz: IW X Print Provision for Superannation
Superannuatior: [2RF || Permanent Oncost 3000 [ spjit Public Holiday Rates
Drefault Inoice Form:: ||FI:|F|M,£'-.T1 j| Cazual Oncost: IW [X Back Date Responzes
-Electromic Payments

B GroupTax  Code: Lodgement Ho:[589 963 458

B Payoll Tax  Code: Ladgement Mo: |3=39 953 455

[® Prirt Deposit Feports [® Frirt Lodgement Fieports

Fields of Note

Administration % | This value is one of several added to the
employee rate when producing costing
analysis.

Public Liability % | This value is one of several added to the
employee rate when producing costing

analysis.
Permanent This value is one of several added to the
Oncost % employee rate when producing costing

analysis. It is specifically used for
permanent employees.

Casual Oncost % This value is one of several added to the
employee rate when producing costing
analysis. It is specifically used for casual

employees.
Split Public Check this box to have only part of a shift
Holiday Rates paid at public holiday rates.
Back Date If responses are not entered as they occur
Responses but rather the next day or latter check this
box to allow dates to be set to a previous
day.
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Interface Parameters

This window is used to switch on components within the
system. These fields are set during installation or when a new
module is added.

ﬂﬁystem Interface Control =]
Comparny ||L|NISEE jl ILINI"JEFES.&-.L SECURITY PTY LTD
-Interfaces to Other Modules——— Accruals

[ ‘General Ledger Interface Active R Accne Workers Compensation

[ Debtors Interface Active ¥ Accue Superannuation

X
[® Post to Debtors Accounts & Acciue Pavioll Tax

[® Cach Book Interface Active

[X tdicroPay Interface éctive | Save Exit

Note: Do not change these settings without consultation with
your PowerForce Installer.

System Defaults

This window defines the default location for specific graphic
images used in the system.

ﬂﬁlohal System Defaults Hi=] 3
Spztem Images OIPI Yerzion
Spash Screen AREYSOF T AOINSIGH T SEMPS WP SPLAGH BME j| @ Professional
' Standard
Bitmaps S REVSOFTLOINSIGHTSBMPS j|

| Save || Clear || Cancel I

Fields of Note
Splash The location of the image to be used as a splash
Screen screen during start-up of the application.
Bitmaps The location for system icons, images etc.
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changed.

Note: Once this window has been setup it should not be

Company System Defaults

This window defines the default location for specific graphic
images and work files used by the specified company. In
addition it sets default graphic images for reports, employee and

clients.

ﬂ[umpany Based System Defaults

IS[=] E3

Compaty

(|

Report Bitmap  [T\DINSIGHTWEMPS'P = |

Perzonel Gallen

k- oinzightiogalleny

~|| [PwRFORCE.IPG

=

~|| [PwRFORCE.IPG

=

Client Gallery ||t:"-.|:|ir‘|sight"-.|:gallerj,l
Client Yideo ||t:'xu:insight'xl:mps

=

Save

bl apz "

=

Cancel

Irvecice Email Directony ||t:'xu:insight'xl:mps

=

Exception Reportz |||3;".,tem|:|

Clear

dlil:

=

Simz Rezponze Direu:tu:ur_l,l"

=

Fields of Note

Report Bitmap

The bitmap (or JPG) file used in report
headings.

Personnel
Gallery

The location of the staff images. The field to
the right is the default image to use until an
image is assigned.

Client Gallery

The location of the client site images. The
field to the right is the default image to use
until an image is assigned.

Client Video

The location of the client site videos.

Maps

The location of the map images the user has
interfaced to the system.

Invoice Email
Directory

The location of the invoice files to be attached
to an email.

Sims Response
Directory

Location of the interface files between
PowerForce and the Sims alarm-monitoring
package.
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Settings

The default time and date formats are set using this window.

ﬂPref&rencE Settings =]

Time Format—————  Date Format———;
@AM /P ® dd/mm/ceyy
() 24:00 Clock O dd/mmdyy

) mamAdd/copy

) mamAdd Ay
Schedule/Payroll Ends [ SUN |

| Save | Exit

Task Scheduling

This window defines the tasks that will be performed every day
by the first workstation to login (not necessarily displayed).
Tasks may also be setup to be performed by the “Operations
Monitor” if one is running.

ﬂTask System Controls =]

Generate Tazks For:

[<]Mew Employess |-~ Generate From- .
[ Emploves review @) d/ork statior
(<] Birthdates ! Monitor

< Anniversanes

(<] Licenses
[<]Leave Requests Save .

(<] Mew Clients
] Reviews E sit
(<] Cancellations — !

<] Caortract Ex=piry

[<]Fixed Rate Expiry

[l Mew Incidents

[<] Scheduling E xceptions

(<] Scheduling Requests

(<] Scheduling Generation b

E<] Master Shift Expiry ;I

A m
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Invoice Setup

This window allows you to define the layout options for each of
the invoice formats available.
Select the company and then “tab” to move the cursor to the

third field across. Choose and invoice format and then “tab”
again. The fields on the tabs should be completed for each

invoice format used.

To view the current layout click i the @ button.

Note: Measurements used are all in inches.

M=

[INISEC | [UNMERSAL SECURITY FTY LTD FORMATT |

J’ General |/ Wwording ][ Graphics [ Cazual [ Fesponze ] Format [nfo ]

Header Depth - far

Print History |5— H_ow mary pntrips ta keep relating to whao and when Letterhead farmats
printed the invoice I?aUU—

Colowr for Heading _j Only applicable if the imvoice i NOT on letterhead

Account ‘Waording ISite MHo: Test ba Override the words Account Mo

Remittance Address—

@ Client Biling Address
) Cliert Site Address
[ Print ABM with Marne and Address ) Company Address

ﬂln\ruice Print Parameters

Company Name and Address
[¥ Include Contact Wame after Biling Address

X Frint Company Mame and Address in Heading
X Frint Page Totals

General Tab

Header Depth - for

Print History |5— How many entries to keep relating to who and when Letterhead formats
printed the invoice i
Calour far Heading Only applicable i the invoice iz MOT on letterhead I i

Account \Warding ISite Mo: Test ta Overmide the waords Account Mo

Aemittance Address—

@® Client Biling Address
) Client Site Address

[ Print ABM with Mame and Address ) Company Address

Company Mame and Address
[® Include Contact Mame after Billing Address

[¥ Frint Company Mame and Address in Heading
[® PFiint Page Totals
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-Image Location

Fields of Note

Print History Indicate the number of invoice prints where
the system will maintain a list of the users
who produced the run and the times and
dates.

Bitmaps Select the colour to be used in the heading.

Account Wording | Enter text to be used in place of “Account
No”.

Header Depth — This indicates how far down the page

for Letterhead printing should start to avoid overwriting

formats. your letterhead. Distance is in inches.

Note: Measurements used are in inches.

Graphics

This allows you to position a company logo graphic on the

invoice.

Image Path for Logo

Logo Graphic

||3:Rrevsnﬁ‘minsighﬂhmps

=l

||_|TELCIGD.EEMF'

Only applicable if printing a
Company Loga

rImage Pozition on Invoice

# Pogition

' Pogition

o
o

"Width I'I 8
Height |2.EI

[® Ignore Height and width

Fields of Note
Image Path for | Enter the path to the directory containing the
Logo company logo.
Logo Graphic Name of the logo.
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Casual

Check the desired option to appear on the “Casual” invoice.

Indicate which of the following to include in the Description on the CASUAL invoice
At least one of these MUST be chozen

[X Print Standard Cazual Description

Al B el Generally Timeband and Perod Dezcription would not be printed
together

% Print Period Diescription Thesze will be printed on the first line of the invoice description, as long

az it doez not exceed 40 characters, then it will be a zecond line

[® Frint Order Mo Order Murber will be printed on a separate line
B Fri Do e e Cuztomer ingtructions be printed on a zeparate line
Response

Check the desired option to appear on the “Response” invoice.

|ndizate which of the following ta include in the D escrption on the RESPOMSE invoice

X Prirt Resporse Commets Thiz text will be added in the order
az shown here after the bazic
deszcription of the rezponse.

[¥ Frint Besponse Action Taken

™ Print the Docket Murmber Currently only applicable to Format 4

Format Information

This window contains notes about each invoice format.

Letterhead iz used far thiz lagout -
Previouz balances are not printed

Ize of calar iz nat implemented

General uze iz for zplit invoice by zhift the zame az farmat 4.
Times are printed zeparately

Page totals can or cannot be printed

| These are notes regarding the use of thiz Invoice format.
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Tools

Overview

This menu contains tools that can be used by the administrator
to support the system.

Tools  Window  Help

i % List Current Users
Recast Timeschedule

Skakiskics

Rebuild Incident Stats
Rebuild Financial Details
Resel Tasks

List Current Users

This menu item lists users that are also logged into PowerForce.

CURRENT_LOGONS \
. Suzterny/U zer | Wwork ztation | Logged In | ok I
POWERFORCE DESKTOR-D0 a2 QLT 2000 1620
L2 |POWERFORCE DESKTOP-KELLY 22 OCT 2001 03.05 Caricel I
POWERFORCE LAPTOP_TONI 22 0CT 2001 15:51

Note: This only applies to networked versions of PowerForce
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Re-cost Time Schedules

This window allows timesheets for a given employee for a
given company to be recalculated for a specified time period.

Employee:
Company: PF j
Clazsification: [y j
Sthart D ate:
To Date:

| et

Statistics

This item shows statistics about the client and employee files
used in the system.

Note: This is primarily used by PowerForce support.

ﬂ[ummun Name Statistics !E[ E

Employess T Busineszs Mame T Generic Mame ]

| Employee Keys | | Emploves Mames | | Emplovee Humber/M ames |

Letter Mo Active |N|:|Ina|:tive| Size Achive | Size Inactive | Size Active | Size Inachive |
57 1] 97
G4 104

0 o200 | == o0 | e o | P —

—_

—_

o
N—CXE{CHU'JIID'EIDZEI_F"——IEI'HWDHUJP

EDDDDDDDDLHDDDDDDLHDDDDDDGG!:ILHLH
oOoOoooooooooooo oo oOo o o0
CDooooooooooooooooooooD oo DD oD
woOoOoooooo St oo oo oo oo oo
oOoOoooooooooooo oo oOo o o0

I
RJ\-JDDDDDDDDEDDDDDDEDDDDDDDDD

-
i -
=
=
Fa
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Rebuild Incident Statistics

If changes have been made to the setting for the incident
management system a “Clear” and “Rebuild” should be run.

ﬂﬂehuild,.-"[lear Statistics Summary [_ [E]

R ebuild Statiztics Clear Statistics
Summary T able Summary Table

Clear
Exit

Rebuild Financial Details

If changes have been made to any setting affecting financial
data then this option should be run.

Note: This menu item will not ask if you are sure it will just run
the rebuild.

Processing... E |

Loading |nvoices
Fleaze wait...

Message |

Financial Detalz Bebuild
Complete

Reset Tasks

This menu item clears the list of outstanding tasks in the task
file.

T ask Lizt Cleared
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Note: This menu item is immediate; selecting the menu item will
clear the list without further prompts.

Rebuild Scheduling Comments

This window is only used by PowerForce support.

ﬂﬁcheduling Comments [I=]

Rebuild 5cheduling Comments

[Thiz Proceszs may take some time]
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Glossary of Terms

Administrator
A User with access to system setting.
Aging

Accounting term referring the time a debt has been outstanding. To age a debt is to put
the debt in a 30-day, 60-day, 90-day etc category.

Anniversary date

The day of the year the person joined the company.

ATO
Australian Tax Office

BSB

“Bank Statement Branch” — used with the account number to uniquely identify a bank
account.

C: drive
The computer drive addressed by the letter "C".

Classification Code

A code designating a specific employment position such as a guard, manager etc. This
may also be called a “Position Code”.

Debtor

Accounting term for someone who pays you for a service or product.

DOS
Disk Operating System - an early text based operating system for personal computers.
Dpi

Dots per Inch - used to describe a printers ability to print fine detail. A higher “Dpi”
value generally indicates finer detail.

Effective date

Entries or changes may be created before they will be used. Use "Effective Date" to set
when the entry or the change will be active.
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EPS

“Electronic Payment System”.

Escorts

When a security guard accompanies, waits or observes while staff perform a task such
as a lockup.

Exclusions

Client sites where an employee has been banned from working.

FBT

“Fringe Benefit Tax”.

Group tax
This is “PAYG” (Pay as you go) tax formerly known as “PAYE” (Pay as you earn).

Installer

A PowerForce technician who will liase with you, prior to and during, the installation of
PowerForce.

Operations

In this system it refers to the process of performing the tasks required by the client.

Operations Module

Add-on module to handle the day-to-day management of special client tasks, guards,
patrols, monitoring etc.

Oryx Technology

PowerForce is an Oryx Technology product.

PCAnywhere

Computer Software used to communicate remotely between a PowerForce Installer and
your computer. It allows support and maintenance.

Period

An accounting term used to define duration of time, such as calendar month, that is used
to group transactions by time.

Position Code

A code designating a specific employment position such as a guard, manager etc. This
may also be called a “Classification Code”.

Rebate

A refund or payment discount if invoice payments are made on time or early.

Resolution

The number of pixels (dots of light) displayed horizontally and vertically on your
screen. Higher values will make items in the image smaller but more information will
be displayed in the same space.
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Response

Action taken by a security company when an alarm is received.

Root directory

This is the base directory in the computer’s directory tree structure.

Rotation

The period of time spent performing the same shift, usually one week.

Rotation Length

The number of days required to complete every unique shift. The rotation then starts
again.

Schedule Cycle

The period of time to complete all rotations. For example 3 one-week rotations through
days, afternoons and nights would have a cycle of 3 weeks.

Stagger

The process of moving a group of shifts forward or backwards one day at a time.

Tentative

A shift that requires confirmation, for the employee to be paid, or the invoice to be
created.

User

A person who works with the PowerForce application, they may also be an employee in
the PowerForce system.
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