Company Name: ___________________________________________________

Person being trained ________________ Phone ____________ Fax __________

TRAINING CHECKLIST.

                                      Turbo Time, Time & Attendance System.                   Page One
Tick either the Yes or No tick box.                  Yes | No 
        NOTES

	Have you read the 62 page manual?
	· 
	· 
	

	Where will you find your “Desk Top” menu?
	· 
	· 
	

	Do you have a T&A “Folder” on your desktop?
	· 
	· 
	

	How do you “Log In” to TurboTime?
	· 
	· 
	

	What happens if you push F1? 
	· 
	· 
	

	What happens if you push F2?
	· 
	· 
	

	What happens if you push F3?
	· 
	· 
	

	Do you know how to import the Clockings?
	
	
	

	Master Records
	
	
	

	 Can you “Add” an employee? 
	· 
	· 
	

	 Will you enter the [First] [Last] name first?
	· 
	· 
	

	 Could you copy an existing employee & why?
	· 
	· 
	

	How do you allocate employees to different:-
	· 
	· 
	

	     Departments. 
	· 
	· 
	

	     Cost centres. 
	· 
	· 
	

	     Report Centres. 
	· 
	· 
	

	     Work Cycles.
	· 
	· 
	

	Why would you do this?
	· 
	· 
	

	Can you place an employee on leave, in advance?
	· 
	· 
	

	Why Suspend or Cancel an employee?
	· 
	· 
	

	When should you “Delete” an employee?
	· 
	· 
	

	How do you re-issue an existing card number? 
	· 
	· 
	

	Why change the “Card Number” to 0000? 
	· 
	· 
	NB: You may not use duplicate employee, 

Payroll or card numbers

	Print an employee list by: -
	
	
	

	     Department. 
	· 
	· 
	

	     Cost centre. 
	· 
	· 
	

	     Report centre. 
	· 
	· 
	

	     Work Cycle.
	· 
	· 
	

	Show how you can sort by: - 
	
	
	

	Pay Rate, Payroll number, Active.
	· 
	· 
	

	Edit Clocking – Do you know how to:-
	
	
	

	 Sort by Employee Number.
	· 
	· 
	

	 Sort by Employee Name.
	· 
	· 
	

	 How can you filter by a “Date” period?
	· 
	· 
	

	 Can you view by Exception only?
	· 
	· 
	

	 When / should you run recalculate clockings.
	· 
	· 
	


        TRAINING CHECKLIST.                           Page Two   

Tick either the Yes or No tick box.                  Yes | No 
        NOTES     

	Edit Clocking – Continued:-
	
	
	

	Can you see the “hours worked” for a day?
	· 
	· 
	

	Insert a “Missing In Clocking.”
	· 
	· 
	

	Insert a “Missing OUT Clocking.”
	· 
	· 
	

	Change an Absentee code to “Sick note.” 
	· 
	· 
	

	Change an "In" to an "Out" and visa versa.
	· 
	· 
	

	Edit Times shown on any particular day.
	· 
	· 
	

	Show how you can delete 17 minutes easily.
	· 
	· 
	

	Add / Change an “Absentee” code.
	· 
	· 
	

	Deleting any clocking, then fix it again.
	· 
	· 
	

	Add four hours overtime to any day.
	· 
	· 
	

	Can you override tardiness (late/ left early?)
	· 
	· 
	

	Authorise “Early” Overtime.
	· 
	· 
	

	Authorise “Lunch” Overtime.
	· 
	· 
	

	Authorise “Late” Overtime.
	· 
	· 
	

	Cancel a mistaken “Authorised” overtime.
	· 
	· 
	

	Calculate a single day on screen. 
	· 
	· 
	

	Locking a shift in the edit file. 
	· 
	· 
	

	Change from one “Work Cycle” to another* 
	· 
	· 
	*****

	Show how to recalculating the "In" & "Out's. 
	· 
	· 
	

	Cancel an odd clocking (2 In’s and one Out.)
	· 
	· 
	

	Lookup the shift parameters of any day. 
	· 
	· 
	

	View the current Working Week.
	· 
	· 
	

	View the calculation in minutes / Dec minutes.
	· 
	· 
	

	Lookup and view the absenteeism codes. 
	· 
	· 
	

	Print pre-set clockings shown on screen.
	· 
	· 
	

	Did you read the setting up the “Shifts” doc. 
	· 
	· 
	

	Show how you can “jump” to the next by 

Name and / or by employee Number.
	· 
	· 
	

	Can “Auto” clock all employees In /Out/Both?
	
	
	

	Reports
	
	
	

	Do you really understand the report layout?
	· 
	· 
	

	Why run an “Exceptions” report daily?
	· 
	· 
	

	Print a “Clock Times” report.
	· 
	· 
	

	Explain how the “Make up Time” works.
	· 
	· 
	

	Can you select various date ranges?
	· 
	· 
	

	Can you select one or more employee ranges?
	· 
	· 
	


Sign____________________________________________

TRAINING CHECKLIST                           page Three      

Tick either the Yes or No tick box.                 Yes | No 
        NOTES                                                              
	Have you printed the following :-
	
	
	

	Exception reports.
	· 
	· 
	

	Absentee report.
	· 
	· 
	

	Arrived Late.
	· 
	· 
	

	Left Early.
	· 
	· 
	

	Summary report. 
	· 
	· 
	

	Overtime report. 
	· 
	· 
	

	First and last report. 
	· 
	· 
	

	Make up time weekly. 
	· 
	· 
	

	Make up time pay slip advice. 
	· 
	· 
	

	Short time report & Daily short time. 
	· 
	· 
	

	Time slip report.
	· 
	· 
	

	Approaching Over Time report.
	· 
	· 
	

	Daily On Site report?
	· 
	· 
	

	Can you select by:-
	
	
	

	Department.
	· 
	· 
	

	Cost centre.
	· 
	· 
	

	Report centre.
	· 
	· 
	

	Absentee Code.
	· 
	· 
	

	
	· 
	· 
	

	(Optional) Export hours to the payroll. 
	
	
	

	Have you tried to export hours to the payroll? 
	· 
	· 
	

	Must you sort by Dept/Cost/ report centre.
	· 
	· 
	

	Do you know you must declare:-
	· 
	· 
	

	Payroll Type.
	· 
	· 
	

	Payroll name. (i,e. VIP_itf.ASC)
	· 
	· 
	

	Incorporate “Makeup Time.” Yes / No
	· 
	· 
	

	Should / Can you include Absentee codes?
	· 
	· 
	

	
	· 
	· 
	

	General
	
	
	

	Declare a Public Holiday & check if it worked.
	· 
	· 
	

	Add more absenteeism codes to your list.
	· 
	· 
	

	How does a shift calculate an answer?
	
	
	

	Do you understand how shifts calculate?
	· 
	· 
	

	How are “Working Weeks” set up?
	· 
	· 
	

	How do the “working weeks” change from one week to the next week all by themselves? (6-2, 2-10, 10-6)
	· 
	· 
	

	Do you understand how “Work Cycles" work?
	· 
	· 
	


Sign________________________________________

TRAINING CHECKLIST                           page four      

Tick either the Yes or No tick box.                  Yes | No 
        NOTES                                                                
	General – Continued.
	
	
	

	Did you add a shift called 8-5?
	· 
	· 
	

	Add a Working Week called 8-5 and add the 

8-5 shift for each day of the week (Mon - Fri.)
	· 
	· 
	

	Add a Work Cycle using the 8-5 working week.
	· 
	· 
	

	Add a Work Cycle with 3 working weeks.
	· 
	· 
	

	
	· 
	· 
	

	How do you get to use the “Explorer”?
	· 
	· 
	

	How can you do a backup?
	· 
	· 
	

	Set your monitor to 800 x 600 or higher.
	· 
	· 
	

	Can you Auto hide the Windows “Taskbar.”
	· 
	· 
	

	
	
	
	

	Back up & Restore. 
	
	
	

	Have you done a T&A backup yet?
	· 
	· 
	

	Have you done a Restore?  – Else do one.
	· 
	· 
	

	
	
	
	

	CD? – Have you signed for your CD.?
	· 
	· 
	

	Do you have a CD for the TurboTime?
	· 
	· 
	

	
	
	
	

	
	
	
	


Do you understand how our software support contract works?______YES / NO ________________

Co you want to take out the software support agreement? ____YES / No _____________________

If yes the monthly contribution is _____________________. This entitles you to Free upgrades for this 

version and you can phone as many times as you need for free software support. There is a 10% annual increase

to cover inflation and operational costs. See software support agreement.

There is free software support for 45 days from the day we install the software. If you do not wish to take out a support contract with us, kindly submit a letter stating that you do not want upgrades and telephonic software support. Thereafter please supply an order number so that your accounts department and our accounts department do not spend hours trying to resolve payment.

Advanced training is available once the operator has been working with the system for three months. 

Sign Off that the system is working and that the training is now complete. 

I, the customer, am fully satisfied that the Time attendance software as per this training module is fully functional and that the clocking are importing.  I/we are satisfied that the system is operational. 
Date
_____/______/_____ @__________________ by _________________________________

Special Notes:-

	If you do not do a back up – what will happen?

	

	

	

	

	How can you minimise all the programs on your screen?

	

	

	

	

	

	If your PC is stolen, and you have to run wages on the same day, what is your recover plan?  

	

	

	

	

	

	

	

	


Trained By: - _________________________    ______________________________

YES I have received my Turbo Time CD. Signed  ______________________________

Signed this day ___/___/2004  @ _______ By  _____________________________________________. 

Customers Fax number __________________________________________________________
