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INTRODUCTION FOR BIDVEST PROTEA COIN
PURPOSE OF THIS DOCUMENT

This document has been created for Bidvest Protea Coin and provides detailed information on
all Workforce Management components. It explains how the WFM policies have been
implemented and applied. Any company’s systems and procedures are adjusted from time-to-
time to accommodate not only the needs of the policies but also to ensure that statutory and
other requirements are being met. It is much easier to update a document or pages of a
document and to distribute it, than to communicate these changes to an individual or a group
of individuals, one at a time.

Each individual that interacts directly with the WFM will receive a copy of this document and it
will be his/her responsibility to read through it and to stay up-to-date with any changes made
to it.

BASIC COMPANY INFORMATION FOR BIDVEST PROTEA COIN

The employees of this company are all monthly paid.

Company detail for Bidvest Protea Coin:
Payment Cycle: Monthly

Physical Address: 222 Witch Hazel Avenue
Highveld Techno Park
Centurion
0169

Tel: 012 — 665 8000

Website: http://www.proteacoin.co.za

SETA Information: SASETA (Safety & Security)

Workforce Manager link: https://calm.proteacoin.co.za/

General Information:

Chief Executive Officer : Mr. Costa Diavastos
Chief Operating Officer : Mr. Waal de Waal
Chief Financial Officer

Group Operational Payroll Manager :

Financial Manager — Payroll : Ms. Marthie Janse van Rensburg
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LOGGING IN

WFM link = [ https://calm.proteacoin.co.za/]

When clicking on the above link, the following screen/page will open up:

Oﬁ [ https://calm proteacoin.coza O~ @C || & RDWeb Access

File Edit View Favorites Tools Help

< Common Application Login Manager

CALM

Fill in your CALM account details to login

I Cannot log in to CALM?

Where do | find more user manuals?

How do | use CALM?

m What is the purpose of CALM?

=4 2
HELPDESK USER GUIDE Who do | contact if | have questions?

Helpaesk is a dedicated team of hardware and

Can | track my queries at helpdesk?

In the “Username” and “Password” fields, your Protea Coin domain or external username and
password need to be entered. A separate username and password will no longer be supplied
by Head Office as in the past.

Example:

Username pcg\koekemoerv

Password Benniel26

See below print screen:
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= )| https://calm.proteacoin.co.za P-ac [@RDWeb Access

File Edit View Favorites Tools Help

<& Common Application Login Manager

I Cannot log in to CALM?
CALM )

Fill in your CALM account details to login Where do I find more user manuals?

m What is the purpose of CALM?

How do | use CALM?

=Y ?
HELPDESK USER GUIDE Who do | contact if | have questions?

Helpdesk is & dedicated team of hardware and sofware professionals to nelp witn your IT related

Can | track my queries at helpdesk?

Once you have clicked on the “Log In” button, the following screen/page will appear, after
which you can click on “Workforce manager”. (All applications will appear that you have
access to.)

https://calm.proteacoin.co.za/default.php?acti O ~ @ © } {2 RD Web Access

File Edit View Favorites Tools Help

<« Common Application Login Manager

Applications

Choose the application you would like to enter

= I Bidvest

security excellence
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&« ﬁ | https://wim proteacoin.co.za:50005//default.pt O ~ @ © || 723 RD Web Access B Work Force Management

File Edit View Favorites Tools Help
»

What is Work Force Management?

« CTRL-F5

The “Menu Bar” is at the top of the screen/page — as soon as you move your mouse over the
menu options, the particular option will be hi-lighted. Should you not have access to a
particular menu option; the option will be “greyed out”.
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PERSONNEL

&« ﬁ | B https://wim proteacoin.co.za:S0005//defaultpl © ~ @ O [ {2 RD Web Access I Work Force Management
File Edit View Favorites Tools Help

»
L Work Force Management

Blueprint

What is Work Force Management?

= CTRL-F5

[ https://wfm.proteacoin.co.za:50005//default.phpZaction=Personnel }

When moving your mouse over the “Personnel” menu option the options appear as in the print
screen above.

You will have access to the “Personnel” sub-menu option and when clicking on the sub-menu
option the following screen/page will appear:

e e B —
‘;W https://wfm.proteacoin.co.za//WorkForceManagement/default.php?action=Personnel L - & & [l @ Work Force Management

v |*3 search ~ |- ¥ Share i + | More »

Peramnel

Grade Gender  Date Of BirthId Number

= I BidVest  mmmm—
<
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The above print screen does not show all the detail available on the provided print screen —
the following information will be available for your perusal:

Branch

Personnel Number

First Name

Surname

Grade

Gender

Date of Birth

Id Number

Passport Number

Telephone Number

PSIRA Number

Date Started (Engagement Date)
Date Terminated

Hourly Rate

Employee Status

VIP Company Number

Hours per Day (as originally appointed)
Annual Leave day Balance

Sick Leave day Balance

Active / Inactive

The detail on this screen/page can also be filtered — see below print screen. Should you have
access to more than one branch, click on the “drop down list” under “Branch” and select the
branch’s personnel you would like to see, and then click on the “Filter” button:
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- l — % _-. L~ W
)| Ml httpsi//whm.proteacoin.co.za//WorkForceManagement/default.php?action=Perzonnel £ - & C || ] Work Force Management

x  Google v |*9 Search ~ | 5§ Share B~ | More »

"
/ Work Force Manager

_ ' s B

)| B https://wim.proteacoin.co.za//WorkForceManager

x  Google P Search ~ | 3§ Share B ~ | More »

7
‘ Work Force Manager

01365632

== B Bidvest
£

This can be done for any menu option with a “drop down list”.
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Detail can also be sorted in either alphabetical or numerical order on this screen by clicking on
the applicable menu option you would like to sort it according to — see below print screen.

Should the data return a blank page, simply click on the “Filter” button again.

Note: The number of records to show/print per page as well as the number of pages

[E=RIE >
L - . -  —
=) |l https.//wih.proteacoin.co.za//WorkForceManagement/ flefault phpaction=Personnel#scrolife, © ~ @ C ll [l Work Force Management A AN

v -" Search ~ ﬁshave @1 v | More » Signln % ~

»
/ Work Force Manager

B BidVeSt ) memm—
<

Should you need to access the detail of a particular guard, simply click on the “clipboard” to
the far left hand side of the screen in line with a guard’s name — you will then be rerouted to

the following screen/page:
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hp?action=PersonnelDetail&objec 021 L-c I (2 TS Web Access @& Work Force Management ‘

Google v | *P search + | 2§ Share B+ | More » Signin % ~

» Petra Bester | Logout

Work Force Manager
L Orgs iy ver: 1.3.5 (2014-02-14)

Personnel

Personnel Detail:

Branch!
el Number
Name:

Surname

020 - GRD WITBANK
10088

NOLEEN

ALIPHON

Of Birth
Passport Number
Telephone Number:
A Number:
2009-04-06
2010-03-01
Hourly Rate:

Status:

tion=Pers tail&lobjectld 1 L~ GI@T;WehAue;s (& Work Force Management

Google + |29 Search - 5 Share B - | More»

»
" Work Force Manager

Selected Skill Name
Area Manager
Horse Rider

Dog Handler
Armed Guard
Driver

Controller
Supervisor

Site Manager
Day/Night Manager
Ops Manager
Project Manager
Instructor

National Keypoint
Armed Reaction Officer

Investigation Officer

EDDDDDDDDDDDDDD
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= S T2 "
fm.proteacoin.co.za:50005//defaultpl O ~ @ C || 723 RD Web Access [ Work Force Management

File Edit View Favorites Tools Help

»
L Work Force Management

= CTRL-F5

( https://wfm,proteacoin.co.2a:50005//default.phpZaction=Site |

When moving your mouse over the “Sites” menu option the options appear as in the print
screen above.
Should you click on the “Sites” sub-menu option, you will be re-routed to your particular

branch’s site list where you will have the same filter and sorting options as on the “Personnel”
sub-menu screen/page.
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[E=REN X
L - . - o  —
€)@l httpsi//wim.proteacoin.co.za//WorkForceManagement/ default.php?action=Site £ ~ @ & || ] work Force Management A AN

v -" Search ~ ﬁshave @1 v | More » Signln % ~

»
/ Work Force Manager

Shifts Per Day Site Group Cycle Start Day Active

™ ] ]

B 8

[ S o < R < R 3

R

B3O8 &

- = Bifyvest

security excellence

£

Note: The number of records to show/print per page as well as the number of pages

When on the “Sites” sub-menu screen/page and in heed to check the site detail — click on the
clipboard to the far left hand side of the screen/page in line with the particular site name — see
below print screen:
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N s -  —
| B https://wim.proteacoin.co.za//WorkForceManag default.phpZaction= £ - @ & || g Work Force Management

x  Google v |*9 Search ~ | 5§ Share B~ | More »

»
/ Work Force Manager

Shifts Per Day Site Group Cycle Start Day Active

]

[ R O < s O < R < R < R <

4]

B3 O@ @A

security excellence

This will take you to sub-pages where further detail pertaining to the particular site you have
selected can be viewed — note the different tabs below:

default.php?action=SiteD: -187612 L~-c I 2 TS Web Access (& Work Force Management

Google ~ |4 Search + - 5 Share B + | More
]

Work Force Manager

Sites

Site Detail:

Code: 12060450
Name: HITACHI CONSTRUCTION MACHINERY SOUTH AFRICA
Branch: 020 - GRD WITBANK

Shifts Per Day: 2

Cycle Start Day: 22

Project Code: 20E6 - HITACHI CONSTR

First Mame Surname Phone Number Cell Mumber Email Title Comment Is Default Active

Joy Scholtz 013 246 1550 =]

Edit o
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?action=SiteD: =187612 L~-c I 23 TS Web Access (& Work Force Management

Google ~ |4 Search + - 5 Share B + | More
]
o

Work Force Manager

Site Detail:
Code’ 060450
Name: HITACHI CONSTRUCTION MACHINERY SOUTH AFRICA
Branch: 020 - GRD WITBANK
Shifts Per Day: 2
Cycle Start Day: 22
20E6 - HITACHI CONSTR
4]

Post

Type MName © Suburb City Province Country Active

Is
Code Default

HITACHI CONSTRUCTION MACHINERY SOUTH AFRICA 5 CELSS South
Physical ]
Phyical St,MIDDELBURG,,, 1050 Africa

BTy =)
hpaction=SiteD -187612 0~ & || 275 Web Access (& Work Force Management AR

Google + |29 Search - 5 Share B - | More» Signln 9, -
» a Bester | Logout
Work Force Manager
—r 9 14- )

Site Detail:
Code: 12060450
Name: HITACHI CONSTRUCTION MACHINERY SOUTH AFRICA
Branch: 020 - GRD WITBANK
Shifts Per Day: 2
Cycle Start Day
Project Code: ACHI CONSTR

Active;

First Mame Surname Phone Number Cell Number Email Title Comment Is Default Active

Joy Scholtz 013 246 1550 ]

[m]
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oin.co.za/WorkForceManagement/default.php?action=SiteDetail&objectld=187612 L~ I (2 TS Web Access @& Work Force Management ‘

Google v | *P search + | 2§ Share B+ | More » Signin % ~
7] T —
Work Force Manager EetiaBeiter] Lagout
ver: 1.3.5 (2014-02-14)

Site Detail:
12060450
e: HITACHI CONSTRUCTION MACHINERY SOUTH AFRICA
020 - GRD WITBANK
er Day’
Cycle Start Day: 2

Project Code: 20E6 - HITACHI COI

Contract Start " Client ” — Permanent or
e Date Client Name Hismtser Amount Period Finalised B

13-09- HITACHI NSTRUCTION MACHINERY TH
. 12060450 fg F02 AFRIEA CONSTRUCTIO CHINERY:SOU) RO0.00 Weekly 4] Permanent

BTy =)
hpaction=SiteD -187612 0~ & || 275 Web Access (& Work Force Management AR

x Google + |29 Search - 5 Share B - | More» Signln 9, -
2 a ter | Logout

" Work Force Manager W

Site Detail:
Code: 12060450
Name: HITACHI CONSTRUCTION MACHINERY SOUTH AFRICA
Branch: 020 - GRD WITBANK

Shifts Per Day: 2
Cycle Start Day: 22
Project Code: 20E6 - HITACHI CONSTR

Active: B

Name Area Is Primary Active

HITACHI CONSTRUCTION MACHINERY SOUTH AFRICA - Prim C %] ]
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p://wim.proteacoin.co.za/WorkForc default.phpZaction=SiteDetail&objectid=187612 L~ I 23 TS Web Access (& Work Force Management

~ |4 Search + - 5 Share B + | More
2

. Work Force Manager

e: 20E6 - HITACHI CONSTR
Active: B

T (G =

Contract: | 12060450 - HITACHI CONSTRUCTION MACHINERY SOUTH AFRICA |~

Unpaid Sick Leave
n on 6 [v|- 6 [v]: ofve M oMe M oV o0
off E E 0 [v] 18[v]: 0 [v] 18[v]: 0 [v] 18[v]: 0 [v]

Family Related Leave
0 [v] 6 [v]:0[v]
0 [v] 18]V 0 [v]

oMoy oy

Unlike the previous Online Roster software, with WFM each different shift option’s “Hours &

Times” can be defined per site. This is done according to contract/client specifications by the
Head Office Roster Co-ordinators — Michelle Janse van Rensburg, Anne-Marie Nauschutz or
Wimpie Stone. Should you not agree with the shift hours, please contact either Michelle or
Anne-Marie ASAP — all shift options are listed at the end of this document.
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Q\ )| & httpy//wim.proteacoin.co.za/WorkForceManagemer phpaction=SiteDetail&objectid=187612 L~ I (2 TS Web Access & Work Force Management

x Google v | *P search + | 2§ Share B+ | More » Signin % ~
» Petra Bester | Logout

A Work Force Manager
e ver: 1.3.5 (2014-02-14)

Version 3.5

Site Detail:
Code: 12060450
Name: HITACHI CONSTRUCTION MACHINERY SOUTH AFRICA

Branch: 020 - GRD WITBANK

20E6 - HITACHI CONSTR

ctive: &

Onk
Person Incident Type Date From Date To _ )  Active
Warning

info@proteacoin.coza
v

>

<

As previously, a guard may be excluded from being booked on a particular site — this is done

here.
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AREAS

Adding a new Area

[ Work Force Management

File Edit View Favorites JTools Help

»
y. WorkForce Management

Create Casual Contract Waard

Requirements- Persognel
Stes
Home Page e
Site Graups

What is Work Force Management?

you feel unsure about

Schedule Overview pags to append Location Name when thers is more than one

[ https://wim.proteacein.co.2a:50005//default.phpaction=LocationGroup |

To add a new area to your branch, follow the links as shown above. The screen/page as
shown in the print screen below will appear:
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(=& [
. N . - o i
= )|l https://wfm.proteacoin.co.za//WorkForceManagement/default phpZaction=LocationGroup. 2 = @ C ll [l Work Force Management AR

v -", Search ~ ﬁshave @J v | More » Signln % ~

Location 4’/ﬂy7.f

i

O0OO0O0O0OO0OO0OD0DOO0OO0OO~Q O

security excellence

_— \

2
= © || @ Work Force Management

Home - CALM - Common A...| - Home - CALM - Common A...|

2§ search - | ¥ Share & ~ | More »

Petra Bester | Logout
ver: 1.3.5 (2014-02-14)

Select the branch group the area should fall under, the name of the new are and “tick” the
“Active” box, then click on “Save”.
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Editing an existing Area

Should an existing area be edited, click on the edit button next to the particular, existing area’s

. - -
- v 1
It. php?action=LocationGro o-¢f @ Work Force Management Home - CALM - Common A, Home - CALM - Common A...|

v | *9 Search ~ | 5§ Share T + | More »

2 Petra Bester | Logout
Work Force Manager ver: 1.3.5 (2014-02-14)

£ B S S R S S R S S O 8|

BMW

i3]

BP

B ®

BRAAMPARK

&

BUSINESS CONNEXTION

Edit the name and click on “Save” — don’t unnecessarily create a new area.
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5 % T 1l T
ion=LocationGroupEdit&objectld=: D~ cf & Work Force Management Home - CALM - Common A, Home - CALM - Common A

v | *9 Search ~ | 5§ Share B + | More »
Petra Bester | Logout
ver: 1.3.5 (2014-02-14)

Linking a Site to an Area

To link a particular site to a particular area, simply follow these print screens:

Click on the “Sites” sub-menu option and reroute to the Site List/Sites screen/page. Once
there, select the particular site you need to link to an area and click on the “clipboard” next to
this site which is on the far left hand side of the screen/page:
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) | nttps://wim proteacoin.co.za:50005//default.pl O ~ @ @ || 3 RD Web Access I Work Force Management

File Edit View Favorites Tools Help

»
4. Work Force Management

21l Contrac Wiard

ef.lve oo
Site Groups

- CTRL-FS

WorkForceManagement/default.php?action=Site L-ac IHka Force Management l ‘

x  Google v | *9 Search ~ | ¥ Share B ~ | More »
»
o

Work Force Manager

Shifts Per Day Site Group

g & &

B3

8 a0

< J o B c R < R <]

9]

—-— = Bidvest

security excellence

£

Once rerouted to the particular site’s sub-pages, click on the “Locations” tab where you will be
able to either link the site to a new area or change an existing area to another:
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p-c H @ Work Force Management

Home - CALM - Common A... |

Home - CALM - Common A...|

Google *3 Search ~| 5 Share & ~ | More»

»

/ Work Force Manager

Srtzs

Site Detail:

Code: 12075483
Name: UTi SOUTH AFRICA (Pty) LTD - w
Branch: 020 - GRD WITBANK
Shifts Per Day: 2
Cycle Start Day: 22
Project Code: 20E7 - UTI SUN COURIER

12075483 2013-09-18 UTi SOUTH AFRICA (Pty) LTD - witbank R0.00 Weekly

Contract Number Start Date End Date Client Name Client Number Amount Period Finalised Permanent or Casual Is Primary Active

Permanent

4]

Signin % ~
Petra Bester | Logout
ver: 1.3.5 (2014-02-14)

eﬁ @ htp WorkForceManage ult.php?action=SiteDetailobje 7755 o~ c!‘gwmrmewmgemem

Home - CALM - Common A... |

Home - CALM - Common A...|

Google v | *P search + | 2§ Share B+ | More »
»

/ Work Force Manager

Srtzs

Site Detail:

12075483
UTi SOUTH AFRICA (Pty) LTD - w
Branch: 020 - GRD WITBANK
ts Per Day.
Cycle Start Day: 2

Project Code:

Name Area Is Primary Active

i SOUTH AFRICA (Pty) LTD - witbank - Primary A =] %

Signln % ~
Petra Bester | Logout
ver: 1.3.5 (2014-02-14)
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The “Area” option will have a “drop down list” from which you will be able to select any area
linked to your branch.

.
Toane O ~ & || @ Work Force Management Home - CALM - Common A...| - Home - CALM - Common A...|

v | *9 Search ~ | 5§ Share B + | More »
Petra Bester | Logout
ver: 1.3.5 (2014-02-14)

Srtzs

Site Detail:

Code: 12075483
UTi SOUTH AFRICA (Pty) LTD - witbank

020 - GRD WITBANK

20E7 - UTI SUN COURIER

tive: M

Jicaes ] ]

Name UTi SOUTH AFRICA (Pty) LTD - witbank

Area Witbank Branches - A
Is Primary M]*

Active *

Select the particular area the site must be linked to and click on “Save”.




- 1 Workforce M
Bidvest ) ko Mg

Version 3.5

=

default.phpZaction=SiteDetail&objectld= scrol ToAnc O ~ OH & Work Force Management Home - CALM - Common A, Home - CALM - Common A ‘ |

Google ~ |4 Search + - 5 Share B + | More Signln 9, ~

* Work Force Manager

Sites

Site Detail:

CdPretoria Branches - MICHAEL - 1

Pretoria Branches - MICHAEL - 2

?|Pretoria Branches - SARS 1

BrafF retoria Branches - SARS 10

Pretoria Branches - SARS 11

Shifts Per [Pretoria Branches - SARS 13

Pretoria Branches - SARS 14

Cycle Start Qpretoria Branches - SARS 15

Project C Pretoria Branches - SARS 2

Pretoria Branches - SARS 3

Aci|Pretoria Branches - SARS 4

Pretoria Branches - SARS 5

- Pretoria Branches - SARS 6
Pretoria Branches - SARS 7

Pretaria Branches - SARS 8

Pretoria Branches - SARS 9

Pretoria Branches - TOM - 1

Pretoria Branches - TOM - 2

Pretoria Branches - TOM - 3 - MAYVILLE

Pretoria Branches - TOM ADHOCS

Area Pretaria Branches - VODACOM

Witbank Branches - B

Is Primary (Witbank Branches - C

Witbank Branches - D

Witbank Branches - E

Active Witbank Branches - F

Witbank Branches - G

Witbank Branches - H

\Vitbank Branches - |
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ROSTERING

Rostering can be done from two (2) different places/screens/pages in WFM — it depends
which route/option you feel more comfortable with. Find the one that makes the most sense to
you however, one thing has not changed. You have to schedule/plan your sites after which
you have to attend your sites.

SCHEDULING = PLANNING FOR THE FOLLOWING MONTH
(You ALWAYS PLAN to post according to 100% of the site’s requirements)

REMEMBER: Scheduling needs to be done for all fixed term contracts and for all contracts
created as casuals because the fixed term invoice has not been loaded yet or in order to load
subdivisions as the client gets recurring invoices.

REMEMBER: Scheduling will not allow you to over post OR to short post — requirements
need to be met 100%.

REMEMBER: Once Scheduling is done and all requirements have been met, exceptions need
to be done on Attendance on a daily basis.

REMEMBER: Attendance will allow you to short post BUT will NOT allow you to over post.

REMEMBER: Once Scheduling and Attendance have been done for a site and you go back
into Scheduling to make changes for whatever reason, your Attendance will be DELETED and
you will have to REDO the Attendance for the particular site.

REMEMBER: True casual contracts do NOT have to be Scheduled BUT ONLY Attended —
keep in mind however, that Attendance will have to be redone every month for each individual
on the particular site. The pattern will not “roll over” into the following month.
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REMEMBER: All individuals / guards on the roster MUST have a shift routine. When a guard
works no particular routine and a routine is manually selected every single month, a shift
routine of “0” and a start position of “1” WILL be selected.

Scheduling

e 1 2 = e 1 1
o& | I https://wim.proteacoin.co.za:50005//default.pt O ~ @ © || 723 RD Web Access [ Work Force Management

File Edit View Favorites Tools Help

»
L Work Force Management

Sch

What is Work Force Management?

« CTRL-F5

The first route to follow in order to Schedule a site is to move your mouse over the “Rostering”
menu option after which several sub-menu option will be available. Click on the first sub-menu
option, “Schedule Overview” — see above print screen.

Once you have clicked on this sub-menu option, you will be rerouted to the following
screen/page:
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»
P Work Force Manager

Schedle Overviesw

s: 2015-08-22 -> 201509-21

Site Selector Roster Progres
sane ikt | e Site Name A Progress Scheduling Attendance
Al
car Mont :. :-ﬂ

- = Bidvest

security excellence

You will now have make selections from the “drop down lists” for the following:

e Branch
e Area
e Year/ Month

Once you have made your selections, click on the “Search” button — the screen/page should
now look like this (see below print screen), listing whether you sites have been Scheduled and

| Attended.

You will be able to access any of your sites’ Scheduling or Attendance screens/pages from
here.
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& ﬁ @ http://whr.proteacoin.co.za/WorkForceManagement/default. php?actior e IToAnchor £ ~ ¢ || @ Work Force Management

x  Google Y Search ~ | 5 Share B + | More » Signin & ~

¢ Petra Bester | Logout

Work Force Manager
[ - g ver: 1.3.5 (2014-02-14)

#
Schednle Overview

Site Selector
VEST RAND &
Area

Year Month: | 2014-03 March |~

Roster Progress: 2014-02-22 -> 2014-03-21
Site Code Site Name A Progress Scheduling ~ Attendance

Al

Scheduling In Progress Do Scheduling
ance In Progress Do Attendance
Do Attendance
A- CONTROLROOM (Day&Night) ndance In Progress Do Attendance
ANAGER dance In Progress Do Attendance
A B- Branch Supervisors (Day and Night ance In Progress Do Attendance
- AREA MANAGER Attendance In Progress Do Attendance
- Branch Supervisors (Day and Night Attendance In Progress Do Attendance

A D- Branch Supervisor (Day) Scheduling In Progress Do Scheduling
AARD MINING EQUIPMENT (Day&nNight) Attendance In Progress Do Attendance

AARD MINING EQUIPMENT (Pty) LTD ng In Progress Do Scheduling

Another route to follow in order to Schedule a site is to click on “Rostering” on the menu bar.
Once the sub-menu options have appeared, click on “Scheduling” — see print screen below:

&« ﬁ )| https://wim proteacoin.co.za:50005//default.pl O ~ @ & [ (2 RD Web Access B Work Force Management

File Edit View Favorites Tools Help
»
13 Work Force Management

What is Work Force Management?

« CTRL-F5

https://wfm.proteacoin.co.za:50005//default.php?action=Scheduling }
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Once this has been done, you will be rerouted to the following screen/page:

=) @l nttps://wim.proteacoin.co.za//WorkForc nt/default.php?action=Scheduling L-ac IWka Force Management I -

v | *9 Search ~ | ¥ Share B ~ | More »

Site:| C - AD26-B - ADMIN SITE - MIDDELBURG SUPERVISOR

Location Name Area

- = Bidvest

security excellence

The following selections now have to be made in order for data to reflect:

Branch

Site

Schedule Month
Location

Once the above selections have been made, you will be rerouted to the following
screen/page:
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Google ~ | * search - |- 5§ Share & ~ | More»

»
‘ Work Force Manager

a time table for

SM;«A%

[v] sits:| SHIELA RADEBE - 121308704 - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESF

Location Hame Area
BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPO SHIELA RADEBE

Signln 9 -
u

- S B
> Bidvest

security excellence
+27 12 665 8000 | = helpdesk@proteacoin.co.za | Woerk Force Management Version

Should the site need additional guards in order for you to complete the Scheduling and meet
the requirements, you can follow one of two (2) different routes to add a guard to the site. You
can either type in the guard’s number in the available space next to “Add”, should you know

the guard’s personnel number that you would like to add — see below print screen:

| sn - —
)| nitps:/ /. proteacoin.co.za/ WorkForceManagement /defeult phplaction=Scheduling £ - @ & | B work Force Management

~ | * search - |- 5§ Share & ~ | More»

[v] sits:| SHIELA RADEBE - 121308704 - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESF

Location Hame Area
BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPO SHIELA RADEBE

- S B
> Bidvest

security excellence
+27 12 665 8000 | = helpdesk@proteacoin.co.za | Woerk Force Management Version
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Once you have inserted the guard’s personnel number, click on the “Search” button — the
guard will automatically be added to the site with no “shift pattern”.

| sn - —
)| nitps:/ /. proteacoin.co.za/ WorkForceManagement /defeult phplaction=Scheduling £ - @ & | B work Force Management

~ | * search - |- 5§ Share & ~ | More»

Site:| SHIELA RADEBE - 12130670-A - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESF.

Area

- W B
Bt

security excellence
+27 12 665 8000 | = helpdesk@proteacoin.co.za | Woerk Force Management Version

A “shift pattern” can be allocated by clicking on the “start position” field of the newly added
guard.

| sn - —
)| nitps:/ /. proteacoin.co.za/ WorkForceManagement /defeult phplaction=Scheduling £ - @ & | B work Force Management

Google ~ | * search - |- 5§ Share & ~ | More»

ARMED RESP

SM;«A%

[v]  sits:| SHIELA RADEBE - 121308704 - BARDAGE INVESTMENTS - LEVENBERG S MR

Area

- W B
Bt

security excellence
+27 12 665 8000 | = helpdesk@proteacoin.co.za | Woerk Force Management Version
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A drop down box will appear with the different “shift routines” and a “start position drop down”
selection next to each. Make your particular selection and click on the “Submit” button.

e ea B —
- ‘\W https://wfm.proteacoin.co.za//WorkForceManagement/default.php?action=Scheduling £ - @ & || g Work Force Management B

v -'l Search ~ ::-a Share 51 v | More »

x  Google
»
. Work Force Manager

security excellence
5 8000 | 2 helpdesk@proteacoin.co.za | Work Force Management Version

The guard will now have a shift pattern with a start position.

Another option to add a guard to a site, should you not be familiar with his/her personnel
number, is to click on the “Search” button at the bottom of the page:




idvest > Workforce Manager
TSl W WwalS (1)) Blueprint — 2018 / 2019

Version 3.5

- s - —
)| https://wim proteacoin.co.za//WerkForceManagement/default pheTaction=Scheduling £ - @ & | B work Force Management

% Google ~ | * search - |- 5§ Share & ~ | More»

»
! Work Force Manager

SM;«A%

- Branch: o A [v] sits:| SHIELA RADEBE - 121308704 - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESP_. [ |  Schedule Month:

select Location Hame Area
@ BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPO SHIELA RADEBE

Grade Correct, Amount Correct ‘Grade Correct, Amount Less. Grade Comrect,
(o[ [ o [t [ -] - |
" popoon

Cannot Copy Fram Last Manth bex = aiready pecple Scheduled this manth

il 12130670-A - BARDAGE IMVESTMENTS - LEVENBERG S MR - ARMED RESPOINCE OFFICER (Permanent]

- S B
bl Bidvest

security excellence

+27 12 665 8000 | < helpdesk@proteacoin.co.za | Work

You will be rerouted to the following screen/page:

| .= - —
m https://wim proteacoin.co.za//WorkF orcehlanagement; default.phplaction=Scheduling £ ~ @ & | Bl work Force Management

~ | * search - | 5§ share T+ | More

ey

‘ Work Force Manager

nnel Search

. Select the Year and Month
o show personnel:

Available Personnel BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPONCE OFFICER

Branch Pers No First Hame Surname Gender  Scheduled
)23 - GRD MIDRAN

B anager 0 RO o v v
[ Horse Rider Rows: 40
O Dog Handler _

select 023 - GRD MIDRAND 9933609 WIMBONISENI MUDAU
O Armed Guard
O Driver select 023 - GRD MIDRAND 9933392 TSHEPO MOHLALA
DI Controller select 023 - GRD MIDRAND 9933607 DONALD MASWANGANY
O Supervisor
[ Site Monoger select 023 - GRD MIDRAND 9933340 ANTHONY HLONGWANE
O Day/Night Manager select 023 - GRD MIDRAND 9933339 SETEMERE MAFOT.JA
O Ops Manager
O Project Manager
O Instructor select 023 - GRD MIDRAND 9933341 GUMANI LURULI
D National keypoint select 023 - GAD MIDRAND 9933342 PHAKGILE RASEBECHELA

O Armed Reaction Officer
[0 Investigotion Officer  Sslect 023 GRD MIDRAND 2933395 SABELO SITHOLE

I NKP Training select 023 - GRD MIDRAND 9933337 GODFREY NGWENYA

select 023 - GRD MIDRAND 9933397 VELLY MASHALE

o6 r 0000000

= B Bidvest
S FROTEA COT
security excellence

+27 1216658000 | 2 helpdesk@proteacoin.co.za | Wark F

Here you can search according to any of the options available on the screen/page by
selecting from the “drop down lists” and clicking on the “Search” button after which the data
will be displayed:
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% Google ~ | * search - |- 5§ Share & ~ | More»

»
‘ Work Force Manager

Petra Bester | L
ver.

SM#A%

{
Personnel Search

Select the Year and Month

Click to show personnel _

Sl i Available Personnel BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPONCE OFFICER

ills filter

n Branch Pers No First Name Surname Scheduled
)23 - GRD MIDRAN

O Area Manager 023-GR o [

O Horse Rider Rows: 40

O Dog Handler

O Armed Guard

O Driver select 023 - GAD MIDRAND 9933392 TSHEPO MOHLALA

[0 Controller select 023 - GAD MIDRAND 9933607 DONALD MASWANGANY

O Supervisor

O Site Manager select 023 - GAD MIDRAND 9933340 ANTHONY HLONGWANE

O Day/Might Manager select 023 - GRD MIDRAND 2933339 SETEMERE MAFOTJA

O Ops Manager

O Project Manager

O Instructor select 023 - GRD MIDRAND 9933341 GUMANI LURULI

[ National Keypoint 023 - GRD MIDRAND 9933342 PHAKGILE RASEBECHELA
O Armed Reaction Offic
[ Investigation Officer 023 - GRD MIDRAND 9933395 SABELO SITHOLE

[ NKP Training 023 - GRD MIDRAND 9933337 GODFREY NGWENYA

select 023 - GRD MIDRAND 9933609 MMBONISENI MUDAU

select 023 - GRD MIDRAND 9933397 VELLY MASHALE

- WS By
= Bidvest

security excellence

helpdesk@proteacoin.co.za | Work F

A guard can now be selected by clicking on the “select” option next to the particular guard as
shown above.

The selected guard will be moved to the “Scheduling” screen/page and can immediately be
linked to a “shift routine” and “start position” by simply moving your mouse over the “start
position” field.
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h: 023 - GAD MIDRAND [v]  sits:| sHIELA RADEBE - 12130670-A - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESP_.. [+ | Schadule Month: 2015 |

Location Hame Area Select the Year and Month
@ BAADAGE INVESTMENTS - LEVENBERG S MR - AAMED RESPO SHIELA RADEBE

Grade Corect, Amount Corect

- S B
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security excellence
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Note though, that after a “shift pattern” and “start position” have been selected and submitted,
the guard still needs to be added to the site by clicking on the “Add” button as seen in the print

screen below:

! - ea - —
m hitps://wfm.proteacoin.co.za//WorkForceManagement/default.phplaction=Scheduling# £ ~ & & || i work Force Management

~ | * search - | 5§ share T+ | More

s
‘ Work Force Manager

Saéikélg

Person

_ Branc: DAAND [w] site:| SHIELA RADEBE - 12130670-A - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESP... [+ | Schedule Month: 2

select Location Name Area

® BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPO SHIELA RADEBE

Signln 9 -

+27 121665 8000 | 2 helpdesk@proteacoin.co.za | Wark Force Management Version
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~ | * search - |- 5§ Share & ~ | More»

[v] sits:| SHIELA RADEBE - 121308704 - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESF

Location Hame Area
GE INVESTMENTS - LEVENBERG S MR - ARMED RESPO SHIELA

= B Bidvest
security excellence

+27 12 665 8000 | = helpdesk@proteacoin.co.za | Work Force Management Version

Continue adding enough guards to the site until all the requirements are met.

)|l https://whm.proteacoin.coza//WorkForcelanagement/ default phplaction=Scheduling# £ ~ & & || i work Force Management

~ | * search - | 5§ share T+ | More

s
‘ Work Force Manager

[w] site:| SHIELA RADEBE - 12130670-A - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESP..

Location Name Area

GE INVESTMENTS - LEVENBERG S MR - ARMED RESPO SHIELA RADEBE

- S B
> Bidvest

security excellence
+27 12 665 3000 | = helpdesk@proteacoin.co.za | Work Force Management Version

Once all requirements have been met and you are happy with the site’s “Scheduling”, you can
click on the “Scheduling Complete” button, next to the “Save” button at the top of the
screen/page.
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How to calculate the Start Position of a Shift Routine:

2 |3 |4
D [N |N

\_

/

REMEMBER: Scheduling will not allow you to over post OR to short post — requirements

need to be met 100%.

REMEMBER: Once Scheduling is done and all requirements have been met and you have

clicked on the “Scheduling Complete” button, any exceptions will have to be done on
Attendance on a day-to-day basis as the Scheduling screen/page will be “locked”.
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security excellence
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Once you have clicked on the “Scheduling Complete” button, the particular site will be “locked”
for any further input and / changes which will now have to be done on the site’s “Attendance”
screen/page.

REMEMBER: If you would like to allocate a shift routine that is not available on WFM, mail us
with the routine and we will add it for you

Attendance

As with Scheduling there is more than one that can be followed in order to do the Attendance
for a site. As in the print screen below when moving your mouse over the “Rostering” menu
option, click on “Scheduling Overview”:
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ﬁ )| @ https://wim proteacoin.co.za:50005//defaultpl O ~ @ & [ 72 RD Web Access & Work Force Management

File Edit View Favorites Tools Help

»
13 Work Force Management

What is Work Force Management?

« CTRL-F5

ns and Uniform Issue

( https://wfm.proteacoin.co.za:50005//default.php?action=ScheduleOverview |

Once you have clicked on this sub-menu option, you will be rerouted to the following
screen/page:

| B https://wim.proteacoin.co.za//WorkForceManagement/default.phpaction=ScheduleOy L-ac IWWOY'( Force Management l ‘

x  Google v | *9 Search ~ | ¥ Share B ~ | More » Signin % ~
»
oy —

Work Force Manager

Schedle Overview

Site Selector Roster Progress: 2015-09-22 -> 2015-10-21

Site Name A Progress Scheduling Attendance

Al

security excellence

2 helpdesk@proteacoin.co.za | Work
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You will now have make selections from the “drop down lists” for the following:

e Branch
e Area
e Year/ Month

Once you have made your selections, click on the “Search” button — the screen/page should
now look like this (see below print screen), listing whether your sites have been Scheduled
and / Attended.

You will be able to access any of your sites’ Scheduling or Attendance screens/pages from
here.

<) | https://wém.proteacoin.coza//WorkF orceManagement/default.phpaction=ScheduleOverviews O ~ @ & l| J] work Force Management

Google ~ | * search - | 5§ share T+ | More Signin 9 -

>
‘ Work Force Manager

Schhaslle Overviesw

Site Selector Roster Progress: 2015-08-22 -> 20150321

Site Name & Scheduling  Attendance

Do Attendance

Do Attendance

Do Attendance

AL PHILLIPS - D & T TRUST [PTY) LTD A Do Attendance
AL FHILLIFS - D & T TRUST [FTY) LTD Do Attendance
AL FHILLIFS - D & T TRUST [FTY) LTD Do Attendance
Do Scheduiing Do Attendance

Do Scheduiing Do Attendance

Do Attendance

Do Attendance

Do Scheduiing Do Attendance

Do Attendance

Do Attendance

Do Scheduiing Do Attendance

Do Attendance

Do Scheduiing Do Attendance

Do Scheduling Do Attendance

Do Attendance

Do Scheduiing Do Attendance

Do Scheduling Do Attendance

Do Attendance

Another route to follow in order to Attend a site is to click on “Rostering” on the menu bar.
Once the sub-menu options have appeared, click on “Attendance” — see print screen below:
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ﬁ | B nttps://wim proteacoin.co.za:50005//default.pl © ~ @ C || 72 RD Web Access

File Edit View Favorites Tools Help
»
13 Work Force Management

Rostering

Schedule Overview

What is Work Force Management?

« CTRL-F5

( https://wfm.proteacoin.co.za:50005//default.php?action=Attendance

Once this has been done, you will be rerouted to the following screen/page:

- ™ sw - e i
| B8 httpsi//wim.proteacoin.co.za//WorkForceManagement/ default;phplaction=Attendance £ - @ & || g Work Force Management

x  Google v |*9 Search ~ | 5§ Share B~ | More »

>
P Work Force Manager

Location Name

- = Bidvest

security excellence
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The following selections now have to be made in order for data to reflect:

Branch

Site

Attendance Month
Location

Once the above selections have been made, you will be rerouted to the following screen/page:

sl
<) Jd nttps//wim.proteacain.co.za//WorkForceManagement/default phpaction= Attendance £ ~ @ © || [l work Force Management i} T3 i2
P

v | * search + | 3 Share i - | More» Signin & +

Google
" Work Force Manager

Abfendpnce

Attendance data loaded from database
Branch: 023 - GAD MIDRAND [v] Site:| SKIELA RADEBE - 12130670-A - BARDAGE INVESTMENTS - LEVENBERS S MR - ARMED RESF.

select Location Name Area
® BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPO SHIELA RADEBE

Grade Cormect, Amaunt Correct Grade Carrect, Amount Less.

2|z2|z|z]z2]z]z2]:z F

ololelafofe]o ] o oo 0 oo

oalo]o|ofo]le]a o olo]o o|a
Ooo0oo0o0o0OooDoo0o0O0oooooooDooao

i 12130670.A - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESFONCE OFFICER (Fermanent)

- I B
= Bidvest

security excellence
+27 12 665 8000 | 2 helpdesk@proteacain.co.za | Work Force Management Version

You can now start with your daily exceptions, by either clicking on the particular day and shift,
after which the “shift pattern” will change. The alternative is to “right click” on the day and shift,
after which small sub-screen will “pop up” with the detail for that particular day’s shift — see

below print screen

This detail can now be altered either by:

Shift type

Start hours (time)

End hours (time)

A comment can be inserted that will reflect on the individual’s “Personnel Timesheet”

report.

[ REMEMBER: To save the detail you have changed on this pop-up screen ]
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»
[ Work Force Manager

-Mangani - AD28=G - AREA B- Braggh Supervisors (Day, and Night)
gl e

Attendance Month: | 2014-03 March | »

select Location Name Area

@  AREA B- Branch Supervisors (Day and Night) - Prim B-Mangani

Grade Correct, Amount Correct ‘Grade Correct. Amount Less Grade Incorrect. Amount Correct

2 [z (P2 [ = 2 e

Nothingpalﬁzl-l-\: ances 21121 %2 2z | V2| B2 [z | 2 e 2 |52
olofo]o

0 0 o|lo|o

Day Shift Requirements
ofofo[o]ofofo

olo]o

Jight Shift Requirements
AD25-G - AREA B- Branch Supervisors (Day and Night) (Permanent)
Fri Sat Sun Mon Tu

at Sun Mon Tue Sat Sun Mon Tue Wed Thu

/2 01/3 02/3 03/3 04/3 05/3 06/3 07/3 08/3 09/3 10/3 11/3 12/3 13/3

JOHN BALOYI

DANIEL MANYAGE ZZ 19 6

MENO PAIA

Individuals can also be removed and added to a site — exactly the same way as in

“Scheduling”.

\

7

REMEMBER: Any changes made on a site’s Scheduling or Attendance screen, save
automatically however, changes made in terms of shift routines and hours in a pop-up on a
Scheduling or Attendance screen will only save if you click on the pop-up screen’s save button

first.
\_ )

REMEMBER: Attendance will allow you to short post BUT will NOT allow you to over post.
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Data loaded from datat
Branch: 011-GRD WEST RAND [V] site:| B-Mangani - AD25-G - AREA B- Branch Supervisors (Day and Night)

dance Month: | 2014-03 March |«

select Location Name Area

® AREA B-Branc e rs (Day and Night) - Prim B-Mangan

Select a Location to view it Grade Correct. Amount Less. Grade Correct. Amount More Grade Incorrect. Amount Correct

Nothinng'ﬁzlm ances 201224152 A [ | B2 |2 (s P (] F) (B3] 72

ofo ololo]o|o]|o olo]o

olo]Jo|lo]Jo]o]o|J]o]o|o|o|o|o]o

25-G - AREA B- Branch Supervisors (Day and Night) (Permanent)
Ned Thu

3 05/3 06/3 07/3 0

Below is a print screen of what an Attendance page will look like if a guard is booked on more

than one site. The particular shift will be hi-lighted in Biflk and marked as “-“. As soon as you
hover over the shift, you will be able to view details of the alternate site, the shift type and shift

hours. You will also be able to book the guard — see additional print screen.

ttps://wfm.proteacoin.co.za//WorkForceManagement/default.php?action=Attendance N-ac |me Force Management | (22 TS Web Access

~ | * search - | 5§ share T+ | More

Google
»

L Work Force Manager

Attendance data loaded from database
ST RAND ﬂ Site:| C-Natref - 16865 - NATREF - VISITORS PARKING (OCT 2014)

Branch: 011 - GRD Attendance Mo

2014-11 November [¥]
select Location Name Area

®  NATREF - VISITORS PARKING (OCT 2014) - Primary C-Natref

‘Grade Correct. Amount Correct Grade Correct. Amount Less Grade Correct. Amount More Grade Incorrect. Amount Correct

Hothing -~ - 0 o o o T . 0 o

o [} o o « 0 o o « o o 0

(Site) Day Shift Requirements

(Site) Night Shift Requirements o [} (1] ( [} o 1] « o ] o

Site 16865 - NATREF - VISITORS PARKING (OCT 2014) (Casual)

Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue
Pers No 0 23/10 24/10 25/10 26/10 27/10 28/10 29/10 30/10 31/10 01/11 02/11 03/11 04/11 1 .07/11 08/11 09/11 10111 11/11

MONGILE DUKA D D - - ] o D x X

GEELBOOI| MALIND! -
Actual N Night shift at NATREF - LAPA

(OCT 2014) - Primary (16866)
18:00 -> 06:00 (12:00)
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When clicking on the particular shift where a guard is working on another location, a pop-up
will appear where you can either exchange the shift to the current location or add an additional

shift to the his/her attendance — a list of shift options will be listed:

QL‘ [ https://wm.proteacoin.co.za//WorkForceManagement/default.phpZaction=Attendance L-ac |Hw°rk Force Management | 2 TS Web Access

v | *9 Search ~ | ¥ Share B ~ | More »

Signln & ~

> Petra Bester | Logout
ver: 1.4.4

/ Work Force Manager

i
Attendamce
Attendance data loaded from database
ﬂ Site:| C-Natref - 16865 - NATREF - VISITORS PARKING (OCT 2014)

- S Person working at another Location
Location
NATREF - VISITORS PARKI Do you want to exchange N - Night shift to the current Iocatxon’
Add an additional shift to the attendance;
Grade Correct. Amount Co D - Day shift
T - Training

Nothing Partial M R - Hearing
L - Leave

(Site) Day Shift Requ
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SITE GROUPS

Version 3.5

This functionality is where the different sites’ specifications / requirements are allocated to the
group that these sites “belong” / have been linked to and not to the individual sites as in a
“normal” situation.

This was designed specifically for our Mining Division, for larger sites with multiple posts or
where guards are regularly reshuffled from one post to another — keeping in mind that the
cost code should be the same between the different posts within the group.

When making use of Site Groups, the different sites belonging to the particular group may be
over — and / short scheduled keeping in mind that the total Site Group’s requirements are NOT
over scheduled. The requirements may however, be short scheduled.

The actual daily attendance rules apply to Site Groups as in a “normal” situation — NO over
posting allowed however, short postings may be done.

_— T
fm.proteacoin.co.za:50005//default.pl O ~ @ C || 3 RD Web Access [ work Force Management

File Edit View Favorites Tools Help

»
13 Work Force Management

O

What is Work Force Management?

= CTRL-F5

- 10408

( https://wfm,proteacoin.co.2a:50005//default.phpZaction=Site |

From the “Home” page, when clicking on “Sites”, select the sub-menu “Sites”. You will be
rerouted to the following page/screen:
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Version 3.5

P e —— P E@‘ﬂi

&) |l https://wfm.proteacoin.co.za//WorkFo g d scroliToAncho 2 ~ @ C || /= RD Web Access & Work Force Management U S

Google v | * search ~ |- ¥ Share B + | More » Signin 9% ~

» Petra Bester | Logout
Work Force Manager = = >
L g ver: 1.4.7a

Branch Shifts Per D @ Cycle Start Day Active

6 - ANGLO THERMAL COAL [V V| [v]
\L4
6 - ANGLO THERMAL COAL
6 - ANGLO THERMAL - 2 ANGLO THERMAL COAL - SERVICES
-ANGLO Ti DA 2 ANGLO THERMAL COAL - ADMIN

ANGLO THERMAL COAL - ADMIN
ANGLO THERMAL COA A.M.E WATE
ANGLO THERMAL COAL - SERVICES

ED SERVICES FOOT PATROL 385456 - ANGLO T COA 2 ANGLO THERMAL COA! ERVICES

S S S S S B CS 9

VICES SHARED SERVICES DOG HANDLER  385-456 - ANGLO T COA ANGLO THERMAL COAL - SERVICES

&

VICES VILLAGE MAIN GATE SUPERVISOR 385-456 - ANGLO THERMAL - ANGLO THERMAL COAL - SERVICES

VICES VILLAGE MAIN GATE 385456 - ANGLO T DA ANGLO THERMAL COAL - SER'

ANGLO THERMAL C

ANGLO THERMAL COAL -

ACHH FOOT PATROL 3 56 - ANG ANGLO THERMAL COA

CES ACHH DOG HANDLER - ANG A 2 ANGLO THERMAL COAL - SERVICES

[ S S R S R 8

As seen above there is a column where you can view to which Site Group a site/contract has
been linked to/belong to. The personnel requirements for the particular site will be added to
the group.

Site Groups can be used in conjunction with Areas.
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ALLOWANCES

Dog Allowance

As the Dog Allowance amount has not been standardised across all the PCG Divisions yet,
this allowance cannot be processed on WFM — for now branches will have to continue
processing this particular allowance as per Head Office’s Payroll Department’s specifications.

Night Shift Allowance

Night Shift Allowance is a “given” on WFM and an individual working a night shift will
automatically receive this allowance.

Night Shift Allowance is paid at a rate of R5.50 per night shift.

Special Allowances
There are five (5) special allowances that can be processed on WFM:

National Key Point Allowance
Armed Reaction Officer's Allowance
Armed Security Officer’s Allowance
Control Centre Operator Allowance
Mobile supervisor’'s Allowance

All of the above mentioned allowances are paid out at a rate of R8.50 per shift however a
maximum of only two (2) allowances per individual per shift are allowed.

Before a Special Allowance can be allocated to an individual on a site, the “Allowance
Requirements” for a site first need to be specified. This is done as follows:
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Version 3.5

Bidvest ¢

& Work Force Management

File Edit View Favorites Tools Help

»
13 Work Force Management

What is Work Force Management?

( ttps://wfm.proteacoin.co.za:50005//default. php?action=RequirementsAllowances |

When moving your mouse over the “Rostering” menu option, then clicking on the
“Requirements — Allowances” sub-menu option.

£ ~ & | & Work Force Management

fim.proteacoin.co.za/WorkForceManagement/default. php?action=RequirementsAllowances (2 TS Web Access

i)
ATA T

~| S share B+ | More»

v |9 search

* Work Force Manager

)?5741/'/2/“3146'- - ﬂ//phmhé.r

Pleas: ta Contract

Requirements Planning

* | Location

Signln &, ~

Petra Bester | Logout
ver: 1.3.5 (2014-02-14)

info@proteacoin.co.za

You will be rerouted to the screen/page as in the print screen above.
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The following selections need to be made in order for the Special Allowances for the particular
selection criteria to show:

Version 3.5

Branch
Site
Location
Contract

Anche © ~ @ || @ Work Force Management (2 TS Web Access

v | 2§ search ~ | 5 Share B + | More » Signln &, ~
Petra Bester | Logout
ver: 1.3.5 (2014-02-14)

owance Mon Tue Wed Thu Fri Sat Sun PPH

Totals

Br Site Location: Contract

011 - GRD WEST RAND | ~ A-Coenie - AD25-D - AREA A- Branch Supervisor (Day&nNight) | v AREA A- Branch Supervisor (Day&Night) - Prima | v AD25-D - AREA A- Branch Supervisor (Day&nNight) | »

<

The Allowance Requirements can either be changed or completed, should there be no
requirements after which the “Submit weekly requirements” button must be clicked in order for
the requirements to save.

Now only can an allowance be allocated to an individual on a site. This is done on a site’s
“Attendance” screen/page:
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Version 3.5

P ™ = [l
& ﬁ @ http://wfm.proteacoin.co.za/WorkForceManagement/default.php?action=Attend £ ~ ¢ || @ Work Force Management

x  Google v | *3 search | ¥ Share & ~ | More » Signin & ~
»

l Work Force Manager

Petra Bester | Logout
ver: 1.3.5 (2014-02-14)

i from database

Branch: 011 - GRD WEST RAND [V] site:| B-Mangani - AD25-G - AREA B- Branch Supervisors (Day and Night)

Attendance Month: | 2014-03 March

select Location Name Area

@®  AREA B- Branch Supervisors (Day and Night) - Prim B-Mangani

Select a Location to view it Grade Correct. Amount Less. Grade Correct. Amount More Grade Incorrect. Amount Correct

Nothing Puﬁzl- 2 20 201 20 |2 ]2 | 2] 2 2

Day Shift Requirements 0 olo|o|o]o]o]|o 0

nift Requirements olo|Jo|lo|Jo|lo|lo|lofo|o]|o]o]o 0

AD25-G - AREA B- Branch Supervisors (Day and Night) (Permanent)
Sat Sun Mon Tue We

3.09/3 10/3 1113

As soon as you move your mouse over the “Allowances” on a specific date, a small sub-
screen will “pop up” — see below print screen:

)| @ hitps://wim.proteacoin.cozal/WerkForceManagement/ default.php?action=Attendance £ - & & || g Work Force Management

~ | * search - |- 5§ Share & ~ | More»

Location Name Area
STMENTS - LEVENBERG S MR - ARMED RESPO SHIELA

2|z

olofe

o]lo|e
Oo0Oooooao

AMED RESFONCE OFFICER [Permanent)

- 5
I Bidvest

security excellence

+27 12 665 8000 | 2 helpdesk@proteacoin co.za | Work Forc gement Version
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|m hitps://wfm.proteacoin.co.za//WorkForceManagement/ default.php?action=Attendance £ - & & || g Work Force Management

% Google ~ | * search - |- 5§ Share & ~ | More»

Version 3.5

»
! Work Force Manager

Abtbenshnce

\tiendance data loaded from database

Branch: 023 - GAD MIDAAND [v] sit=:| sHiIELA RADEBE - 12130670-A - BARDAGE INVESTMENTS - LEVENBERG S MR- ARMED RESP... |+ |  Attsndance Month: 201510 October

select Location Name Area
® BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPO SHIELA RADEBE

- ==
-SEEEEEEEE B EEEE

2z
[ 0

2z
ol e
[

ale]e

z
o
o
O o oo o a

MED RESFONCE OFFICER (Permanent]

- 5
I Bidvest

security excellence
+27 12 665 8000 | = helpdesk@proteacoin.co.za | Woerk Force Management Version

When clicking on the “drop down list” next to one of the Special Allowances in the sub-screen,
only the individuals on a working shift will be available for allocation. You then have to select
the individual the allowance must be allocated to after which you must click on the “Submit”
button. This needs to be repeated for each Special Allowance that needs to be allocated for
the particular day until all individuals have been allocated their Special Allowances.

REMEMBER: Special Allowances are ALWAYS to be allocated AFTER shift exceptions have
been done.
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Version 3.5

ATTENDANCE EXCEPTIONS

On a Site’s “Attendance” page the “Attendance Exceptions” check boxes need to be checked
as the Site’s daily exceptions and allowance allocations have been completed — this in order
for Top Management to track how far a branch is with their exceptions during the course of the
month. Note that once these check boxes have marked, the exceptions for a particular day /
period will be locked however, should exceptions need to be changed or comments be added,
the check box for this day can simply be checked again. This day will be “unlocked”, the
exception can be changed or the comment added and the “Attendance Exception” box then
rechecked.

See below print screen.

‘ F &1 - —
3 |m hitps://wfm.proteacoin.co.za//WorkForceManagement/ default.php?action=Attendance £ - & & || g Work Force Management

Google ~ | * search - |- 5§ Share & ~ | More» Signln % -

2 Petra Bester | Logout
Work Force Manager o
—t J

ver:1.47a

Abtbenshnce

\tiendance data loaded from database
2AD MIDAAND [v] sits:| SHIELA RADEBE - 12130870-A - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESF.

select Location Name Are
® BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPO SHIELA RADEBE

ances | 2 z|z]|z|z|z2]z|z2|z2]|z|z]z]2=

oflojolo]a oflojelole]lofe]oalo|ao|e|e

]
oefe olejelo]elofe]ofle]loalo|a]|e]|so
M EEEE Oooooooooaooaooaoan

il 12130670-A - AGE INVESTMENTS - LEVENBERG S MR - ARMED RESPONCE OFFICER [Permanent]

- I B
- Bidvest

security excellence

+27 12 665 8000 | < helpdesk@proteacoin.co.za | Work Force Mana
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Version 3.5
ABSENTEEISM SHIFTS & CAPTURING THEREOF

It is IMPERATIVE that branches and / mines capture ALL absenteeism shifts correctly and as
accurately as possible. Bidvest Protea Coin’s HR Department will be checking this data
monthly and branches will be penalised should:

1. The captured data not correspond with their paperwork
2. The data not be captured correctly and / accurately on WFM
3. The absenteeism processes not be followed as prescribed by the HR Department

For every “Absent” shift type a comment should be added on WFM stating as to either the
reason for the particular shift, the process being followed or the outcome of the process.

REMEMBER: A guard is ONLY absent should he / she not be at work — NOT if he or she is
working on another site at the same branch
A guard cannot be booked an “Off” shift if he or she is in fact absent

)| Ml hittpsif/wim proteacoin.coza//WorkF orcehanagement/defsult phpaction=/Attendance L-ac IWWW Force Management ‘ - o T i

~ | * search - | 5§ share T+ | More Signin 9 -
.I‘ Work Force Manager R
L] m B A =] P s -]
Affensanze

Branch: 023 - GRD MIDAAND [w] site:| SHIELA RADEBE - 12130670-A - BARDAGE INVESTMENTS - LEVENBERG S MR- ARMED RESP... [+ | Atten 0 October [

select Location Name Area
@ BAADAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPO SHIELA RADEBE

Grade Corect, Amount Corect Grade Correct, Amount Less

2 2 2
v |efelafolo]ofefofe]o]e
oflololaojofele]o]a]o]e

2
o
o
ooooooo oo oo [m]

il 12130670-A - BARDAGE INVESTMENTS - LEVENBERG S MR - ARMED RESPONCE OFFICER [P

2
o
o
m]

- = Bidvest

security excellence
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REPORTS

= )| i https://wim.proteacoin.co.za:50005//default.pl O ~ @ & [ 72 RD Web Access

[ Work Force Management

File Edit View Favorites Tools Help

»
L Work Force Management

=

What is Work Force Management?

= CTRL-F5

ed Schedule Overv

iform items and Uniform Issue

[ https://wfm.proteacoin.co.za:50005//default.phpZaction=AllReports }

Reports.
=]

i

4

Pay Summary

Reportz

When moving your mouse over the “Reports” menu option the options appear as in the print
screen above. When clicking on the “Reports” sub-menu option you will be rerouted to the
screen/page as in the print screen below:

=) @l nttps vim. proteacoin.co.za:50005//defaultpl O ~ @ € ‘ {2 RD Web Access

[ Work Force Management

File Edit View Favorites Tools Help

»
13 Work Force Management

ft i E Al

Internal

Personnel Most Frequent Site (ssrs)
Personnel Unallocated (ssrs)
Exceaded Site Hours (ssrs)
Personnel Leave (ssrs)
Personnel List {ssrs)

Site List (ssrs)

Site Timeshest (ssrs)
Duplicate Project Codes (ssrs)
Personnel Timesheet {ssrs)
Site Roster - Scheduled (ssrs)
Sita Roster - Actual {ssrs)
Personnel Exceptions (ssrs)
Casual Contracts fssrs)
Posting Status Summary ssrs)
Attendance Complk
Overlapping Attendance (ssrs)

Total Ordinary Hours Check (

All Reports L

External

Personnel Most Fraquent Site (pdf)
Personnel Unallocated (pdf)
Exceeded Site Hours (pdf)
Personnel Leave (pdf]
Personnel List pdf)

Site List (pdf)

Site Timesheet (pdf)
Duplicate Project Codes (pdf)
Personne! Timesheet (pdf)
Site Roster - Scheduled (pdf)
Site Roster - Actual (pdf)
Personnel Exceptions (pdf)
Casual Contracts {pdf)
Posting Status Summary (pdf)
Attendance Complete {pdf)
Overlapping Attandance (pdf)

Total Ordinary Hours Check (pdf)

— = Bidvest

security excellence

<
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Note that external users will NOT be able to print the “Internal — SSRS” version of the WFM
reports but only the “External — PDF” version.

List of Reports

Personnel Most Frequent Site
Site where a guard spent the majority of his/her time during the course of the selected period

Personnel Unallocated
List of all personnel not rostered yet

Exceeded Site Hours
List of personnel whose hours exceeds that of the sites’ default hours they are booked on

Personnel Leave
Lists all personnel on leave depending on which leave types and time period are selected

Personnel List
Lists either the “active” or “inactive” personnel in a branch with their detail as well as annual —
and sick leave balances

Site List
List of the branch’s loaded sites / contracts on WFM

Site Timesheet
Timesheet / Drop sheet / Posting sheet

Duplicate Project Codes
List of different sites / contracts with the same project code

Personnel Timesheet
“Mini” payslip

Site Roster — Scheduled
Sites’ planned rosters

Site Roster — Actual
Sites’ actual rosters after exceptions

Personnel Exceptions
List of selected exception types for a specific time period per individual

Casual Contracts
List of the branches’ CAS contracts as loaded on WFM

Posting Status Summary
Comparison per day between requirements, scheduled and actuals

59
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Version 3.5

Attendance Complete
Lists how far a branch is with their exceptions / daily attendance for selected period

Overlapping Attendance
This report will show a list of individuals whose shift end times and following shift start times

overlap in order for the Branch Administrators to correct these

Total Ordinary Hours Check
A list of individuals who were not scheduled for 208 hours (excluding Sundays and Public

Holidays)
This report will automatically exclude the following:
¢ New appointees
e Terminations
e Scheduled less than 208 but attended more than 208
e Scheduled less than 208 but absent on actuals

Exporting the Pay Summary

e\\i, Jd nttps://wm proteacoin.co.za:50005//defaultpl O ~ @ C || {2 RD Web Access [ work Force Management |

File Edit View Favorites Tools Help
»
13 Work Force Management
Reports

Il All Reports Regportz
| ssns II yor

Internal External

P
=]

Personnel Most Frequent Site (ssrs) Personnel Most Frequent Site (pdf)

Personne! Unallocated (pdf)

ject Codes (ssrs) Duplicate Project Codes (pdf)

srs) Personne! Timesheet (pdf)

Overiapping Attendanc: Overlapping Attendancs

Total Ordinary Hours Check (ssrs) Total Ordinary Hours Check (pdf)

- E® B
- § Bidvest

security excellence

1<

When moving your mouse over the “Reports” menu option the options appear as in the print
screen above. When clicking on the “Pay Summary” sub-menu option you will be rerouted to
the screen/page as in the print screen below:
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_ PN e B — .
=) |l https://wfm.proteacoin.co.za//WorkForceManagement/ default.php?action=ReportPaySumman £ ~ @ & |72 RD Web Access [ work Force Management

v | * search ~ |- ¥ Share B + | More » Signln & ~

Petra Bester | Logout

ver: 1.4.7a

- B
B Bldves(

security excellence

+27 12 665 8000 | =2 helpdesk@proteacoin.co.za | Work Force Management Version

£

The applicable branch and correct month or time period should be selected after which you
can click on “Export” — the following “pop-up” screen will appear:

Message from webpage ﬁ

| Do you really want to export the Pay Surnmary Csv file for all
@' Sites/Locations in the Branches:
020 - GRD WITBAMEK

Click on “OK”
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' B i d Ve St Workforce Manager

- ™ sw - e i
| Bl nttps//wim.proteacoin.co.za//WorkForceManagement/ default.phplaction=ReportPaySuriman O ~ @ & 7= RD Web Access [ work Force Management

v -'i Search ~ ﬁ Share S! v | More » Signln & ~

2 Petra Bester | Logout
Work Force Manager
L g ver: 1.4.7a

/?Lym‘: ?ﬂj Sh/n/nﬁ/j

Branches: || x 020 - GRD WITBANK P Company: All [V] Month: 2

Please wait...

B Bjdvest
= Qe J
security excellence

[ ttps://wim.proteacoin.co.za//WorkForceManagement/Reports/PaySummary Csv.phpZfirstBranchld=08 &branchldss... |

Then, click on “Get CSV”

[ Work Force Management

x Google
»

Work Force Manager Petra Bester | Logout
o 9

:?.gpm‘: ?)Aj Skmg

Branches: || x 020 - GRD WITBANK VIP Company: Al ﬂ Month: 2015

Please wait ]

- WS B
-‘B’dvesf — sy

security excellence

Do you want to apen or save PaySummaryCsv.csv (48.2 KB) from wfm.proteacoin.co.za? Open Save |v|| Cancel

You will be asked whether you want to open the file or whether you want to save it. If you save
the file, you will have to specify the destination however, if you open the file, you will see:
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Catibe

B 7y

PaySummanyay - Microson Exc

Normal 8ad

AR Tl checkcelr | mset Delete
Formating

(%]

by

Sota Find&  Strikethrough
Fitter~ Select=

1anr

HoursU ur

Is vlwlx\v[zlﬁlu\

Ml'

[621821"JAMES SKHOSANA"25283600000000021110° KUSILE CIVIL WORKS JOINT VENTURE (GUARDS)"20¢1
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19941514 THEMBA MADLAZI"2528360000000002100" ABSA - BELFAST*20H7

T

1578
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2

{Pty) LTD - steelpoort"20¢5

NATIONAL BANK - WITBANK 1°20H1

W4 v w| paySummaryCsv
Ready

ode

Count: 498

TR 0%

In order to get the data into the correct columns you must hi-light the first column and then

click on the optio

‘Text to Columns” which is available under the “Data” tab:
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verTimeH HoursSic HaurslPLHou eCountMastF;
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MDLULI"Z520600000000002100°LAFARGE MACHADO DORF - MPUMALANGA"20K3
EN MSIMANGO"24003600000000020200°F F E MINERALS BUFFALO[PTY)ITD  "2001
RATO CHAPOLE"276: /"ABSA - GRAND PALACE TRADING 5388 SECUNDA"20H7
NAS MTSWEN 4130 MCCARTHY VOLKSWAGEN "2011
AACK MKANSI*276323600000000023220°FIRST NATIONAL BANK - OGIES BRANCH"20H4

"2

(SOUTH AFRICA) (Pty} LTD - WITBANK"2003

DNEY NYAKANE"

PRICE ZWANE" 26420360000000002200°FNE

TUBULAR TECHNICAL CONSTRUCTION"2041
ADALA CHEGO"264B4500000000022220"FNE MIDDELBURG FALCON CRES  "2082

SHELL ULTRA CITY MIDDELBURG*208

BOGO MOROANE" 18001 THE RIDGE CASING"2045
USAWENKGS] LANDELO"3004448000000000251 70" THE SOUTH AFRICAN BREWERIES PROPRIETART LIMITED - witbank" 2064

UMAL

IRST NATIONAL BANK - OGIES BRANCH"20H4

NZO MBOKANE"22803600000000013150°F F E MINERALS BUFFALO[PTY)LTD  *2001
KOSINATHI NGUBANE" 36012000000000330" TUBULAR STRUCTURAL ENGENEERING "20A1

PHAMANDLA MASONDO'

THOBISI NDLOVU 710°TUBULAR STRUCTURAL ENGENEERING "2041
LLO NDLOVU*1200000000000100" OPTIPOWER PROJECTS - EMALAHLENI"20J3
" PBIOVEST MAGNUM - McCARTHY KUNENE WITBANK'2014

“TUBULAR STRUCTURAL ENGENEERING "Z0A1
HANNES MASEMOLA"24032000000000020120 THE RIDGE CASIND™20A5

OLLO NTSHANGA!

‘ABSA - SAVEWAYS CRESENT EMALAHLENI"20HT

IDE MBOMBI"

IKHATI NDIMANDE *22B03600000000019190°

Mot FGRI OPERATIONS L1d - Ogies"20F3
RGE - 22015
FILUAN MOKWENA" 2648430000000002200" BIDVEST MAGNUM - MGCARTHY KUNENE WITBANK"201

LAFARGE - 2'2015

MADLAZI"2525360000000002100"ABSA - BELFAST"20H7

A

HI 1107

ERWASTE20IS

\CXSON MNISI"25206000000000021 110" BARLOWORLD TOYOTA WITBANK™2064
US1 MAVUSD"2763235000000000231 10" SBV SERVICES"20K1

TOMBIFUTHI HLATSHWAYC"2280360000000001980 ' THE RIDGE CASING"20A5
IULANE NKDSI"2 FMEADOW BROOK PROPERTIES CC72062

NGULULU BULK CARRIERS (Pty] LTD - steelpoort"20F5

HEK] MOYANA*33461650000000002700°FIRST NATIONAL BANK - WITBANK 1°20H1

Count: 435

I CNEE 100% (=
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Convert Text to Columns Wizard - Step 1 of 3 @Iéj

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field.

Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

1 PersonnellNumberPersonnelHameTotalHoursOverTimeHoursSundayHou

1355"MANARE MAT.OBA"48012000000000400"BIDVEST M

I

Cancel Mext = ] | Einish

Click on “Next” and then “Next” again, then select the first and last columns as text — reason
that the personnel numbers or the project codes could possibly start with a zero — see below
print screen:
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Version 3.5

Convert Text to Columns Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format.
Column data format

General
'‘General’ converts numeric values to numbers, date values to

dates, and all remaining values to text.
YMD Advanced...

Do not import column (skip)

Destination: |[SAsS1

Lal

Fersonnellams= otalHours rerTimeHours
EMES SEHOSRNZ

RLES SIEBANDZ
VOSIMUZI HEOCSI

RRE MATLOEA

Click on “Finish”

@

Ganers i eutr Zasses Ap 0 ahe

7

. Sorts Find & Strikethrough
2 conr Fie

£ | MANARE MALOBA
[} 5 o E 0] N o P a n
1 PersonneiNumber PersonnelName TotalHours OverTimeHours. SundayHours HolidayHours IDDHours Absentours PLHours. SickHou rs MiHours UPLHours WorkedShifts Nightshifts AllowanceCount MostFrequentSiteName
2 ‘snen JAMES SKHOSANA = 8 6 0 0 0 [ 0 0 2 0 KUSILE CIVIL WORKS JOINT VENTURE [GUARDS)
3 's2a389 CHARLES SIBANDA 22 0 ADMIN SITE - KLARINET SUPERVISOR
4 9520475 VUSIMUZI NKOS| 19 0 0 THE RIDGE CASINO
S [51855 M RE MALOBA 4 0 0 BIDVEST MAGNUM - McCARTHY KUNENE WITBANK.
6 9525067 THEMBINKOSI MABIKA 21 0 THE RIDGE CASINO
7 ‘omisa3n SOLOMON MATHEBULA 0 ANDRU MINING DRIVER
8 936173 HASANI MALULEKE LUDC Al
5 5338260 INNOCENT MOHLANGA BARLOWORLD TOYOTA WITBANK
PENWEL MDLUL LAFARGE MACHADO DORP - MPUMALANGA
STEPHEN MSIMANGO F F EMINERALS BUFFALD{PTY)LTD
LERATO CHAPOLE 0 ABSA - GRAND PALACE TRADING 5888 SECUNDA
JONAS MTSWENI MCCARTHY VOLKSWAGEN
ISAACK MKANSI FIRST NATIONAL BANK - OGIES BRANCH
MAKHOSIN| BANDA VOLVO [SOUTH AFRICA) (Pty) LTD - WITBANK
RODNEY NYAKANE TUBULAR TECHNICAL CONSTRUCTION
MADALA CHEGO FNB MIDDELBURG FALCON CRES
SUPRICE ZWANE FNB SHELL ULTRA CITY MIDDELBURG
OGO MOROANE 0 THE RIDGE CASING
20 ‘940725 MUSAWENKOSI LANDELO THE SOUTH AFRICAN BREWERIES PROPRIETART LIMITED
21 820731 PRAISE-GOD KUMALO FIRST NATIONAL BANK - Of BRANCH
22 9sa1131 Z0 MBOKANE 0 F F EMINERALS BUFFALO{PTY)LTD
23 5941090 NKOSINATHI NGUBANE THE RIDGE CASING
21 3541058 SIPHAMANDLA MASONDO LAFARGE - 2
25 ‘941091 0 TUBULAR STRUCTURAL ENGENEERING
26 5941089 ER PROJECTS - EMALAHLENI
27 '3s41085 0 BIOVEST MAGNUM - McCARTHY KUNENE WITBANK
28 ‘9341097 0 VODACOM BSC WITBANK
29 "3941088 0 TUBULAR STRUCTURAL ENGENEERING
30 9341096 JOHANNES MASEMOLA 0 THE RIDGE CASINO
31 113z APOLLO NTSHANGASE 0 ABSA - SAVEWAYS CRESENT EMALAHLEN|
32 9821092 SIMON MANGANY! 0 AFGRI OPERATIONS Ltd - Ogies
33 9941093 PRIDE MBOMBI 0 LAFARGE - 2
34 9341179 LILLIAN MOXWENA 0 BIDVEST MAGNUM - McCARTHY KUNENE WITBANK
35 3541285 MIKHATI NDIMANDE 0 LAFARGE -2
36 9941514 THEMEA MADLAZI 0 ABSA - BELFAST
37 341578 ANDERSON GANGATHELA 0 INTERWASTE
35 '3ma1582 JACKSON MNISI 0 BARLOWORLD TOYOTA WITBANK
39 ‘ssa1583 VUSI MAVUSO 0 SBV SERVICES
40 5981600 NTOMBIFUTHI HLATSHWAYO 0 THE RIDGE CASING
41 9341601 THULANE NKOSI 0 MEADOW BROOK PROPER' cc
42 9941602 NEVERMIND NYATH! © NGULULL BULX CARRIERS (Pty) LTD - steslpoort
23 5933206 BHEKI MOYANA 0 FIRST NATIONAL BANK - WITBANK 1
Wo v n paysummarycsy
Resdy WO e

8.

- witha
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PAYMENT OF HOURS

The Payroll Department sends out monthly deadline dates for the export of the roster Pay
Summary files.

The hours get calculated and paid as follows:

Total hours = All Normal time hours + All Overtime hours + All Sunday time hours + All PPH
hours

Total hours are paid out @ 1 x Rate / hour
Overtime hours are paid out @ % x Rate / hour
Sunday hours are paid out @ %2 x Rate / hour
PPH hours are paid out @ 1 x Rate / hour

Annual Leave hours are paid out @ 1 x Rate / hour (should this be approved and authorized
and providing that the individual have enough leave days available)

Sick Leave hours are paid out @ 1 x Rate / hour (should a valid sick note be provided)
Compassionate Leave hours are paid out @ 1 x Rate / hour (should valid proof be provided)

Study Leave hours are paid out @ 1 x Rate / hour (should this leave be approved and
authorized)

Night Shift Allowance is paid out @ R6.00 per night shift

Special Allowances are paid out @ R8.50 per shift — an individual cannot qualify for more than
two allowances per shift

\

rA 12 hour guard should not be rostered for less than 17 shifts and not more than 21 shifts per
month. A minimum of 17 shifts per month will just cover a guard’s Basic Salary and minimum
number of hours of 208 whereas 21 shifts per month is the maximum number of shifts
allowed, including overtime, according to the Department of Labour — 252.

On a site the total number of shifts for the month should be averaged out between the number
of guards working on the site.

J
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PAY QUERIES

Forecasting's & Pay
Queries. pdf

@j

BPCG PAY QUERY
FORM.doc

]

FORECASTING
SHEET.xls
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DID YOU KNOW?

WFM needs to be run in the “Mozilla Firefox” web browser, NOT in “Windows
Explorer”.

The “Site Time Sheet” report’s data comes from a site’s “Scheduling” screen/page -
This is due the fact that Scheduling = Planning is supposed to be done as accurately
as possible, once a (1) month, in advance. Any changes/exceptions to a site need to
be done on the site’s “Attendance” screen/page.

Site Supervisors and / Area Managers should be educated by both Branch — and
Managers that guards should not be, as far as possible, moved back-and-forth
between sites.

Administrators have the option to “directly” exchange a guard from one site to another
— a small sub-screen pops up when trying to book a guard for a shift on a site when
he/she is already booked on another site for the same shift on that day. The
Administrator then has the option to either book the guard for the alternate shift or to
remove the guard from the other site and book him/her on the current site for the
original shift selected. The system will then automatically remove the guard from the
other site and book him/her on the site the Administrator is on.

The “Hearing” shift option defaults to four (4) hours as individuals were paid too much
in the past. You, as Administrator, do have the option to increase or decrease these
hours though.

The “three shift”, shift options will not be available for viewing or selection on a “two
shift” site.

It is possible to link WFM with a biometrics system.

Monthly deadline dates are mailed to ALL Roster Administrators, branch Admin
Managers as well as Branch — and General Managers. Be sure to keep to these dates
as no exceptions can be made.

Copies of new contracts (PERM & CAS), addendums and amendments should be
mailed to Michelle, Anne-Marie and Wimpie continuously during the course of the
month in order for these sites/contracts to be opened and / changed on WFM so that
your branch’s bookings can stay up-to-date.

Checking of hours and report analysis stays the responsibility of each individual branch
/ mine.
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Make sure that newly appointed individuals’ contracts and supporting documentation
are completed correctly and accurately according to HR and Payroll’s specifications. If
not, these individuals will NOT be loaded onto the payroll software, the effect of which
will be that the WFM system will not be able to “trace” these personnel and you will
NOT be able to book any hours for them on WFM.

Absolutely NO “Reliever”, “Standby” or “Extra” sites will be opened on WFM without
prior written approval from your Divisional Executive (not the Branch — or General

— or Regional General Manager).
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SHIFT OPTIONS AVAILABLE ON THE PCG ROSTER

NOON

UNPAID SICK

FAMILY RESPONSIBILITY

ABSENT

SICK / SICK LEAVE

NIGHT

INJURY ON DUTY

TRAINING (ON-SITE)

TERMINATED

SUSPENSION (paid)

LEAVE / ANNUAL LEAVE

MATERNITY LEAVE

HEARING

STUDY LEAVE

DAY

OFF

DOUBLE SHIFT (same site & two/three shift site)

TRIPPLE SHIFT (same site & three shift site)

NOON/NIGHT SHIFT (same site & three shift site)

DAY/NOON SHIFT (same site & three shift site)

INDUCTION (Mining Division)

MEDICAL (Mining Division)




