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TimeOut makes
the most of your time.

The following specific features can help deliver a dramatic

increase in efficiency to your business.

Simplified Implementation

Streamlined deployment makes the transition from pre-
existing systems to TimeOut easy. By setting up your
policies and deploying employee files for you, CWS
drastically reduces the time normally spent learning how
to configure and test accrual rules. CWS will also provide
extensive training on how to operate all aspects of the
TimeOut System.

Managing Multiple Accrual Policies

Because different employees earn time out of the office at
different rates, TimeOut does not place a cap on the amount
of accrual policies within a specific organization.

Multiple Time Entry Formats

TimeOut allows multiple time reporting intervals from whole
days, half days, hours or fractions of hours. Each day type
(vacation, sick, etc) can be configured differently.

Reporting

All TimeOut reports can be exported into Excel Worksheets.
Doing this allows for easier manipulation of data to meet
your specific needs. In addition to standard reports,
TimeOut also offers customizable reports to meet your
specific needs.

Complete Audit Trall

TimeOut provides a detailed recording of every transaction
made by either employer or employee to ensure the most
accurate records possible.

Delegation

TimeOut allows managers to delegate approval to others in the
event they will be away from work or prefer to have others review
and approve requests.

Granting Time
Authorized users have the ability to grant time out for whatever
reason, whenever they deem necessary.

Policy Changes for an Employee

When an employee is promoted or changes position with a
different accrual policy, TimeOut will easily enable the change
and properly maintain the accrual history.

Carryover Days

TimeOut allows you to define the number of days that can be
carried over from year-to-year according to specific accrual
category. It can also define expiration dates for carryover time as
well as adjust for special circumstances.

Anniversary Calculations
TimeOut accommodates accrual calculations based on calendar
year or on employment anniversary.



The following is a step-by-step process that describes
exactly how a TimeOut interaction might take place.

Summary Screen

This screen highlights an employee’s
current time out pay types as well as
their current balances. The information
in this screen can be configured
according to your needs. You can opt to
display:

o Annual Allotment

o Days Left in the Year
o Accrued So Far

o Current Balance

° And much more

Request Page

Requesting time out is easy. Employees
can now see a color coded matrix
displaying relevant holiday, vacation, or
personal days that have already been
requested. In addition, the employee
can enter comments concerning any
given day.

E-Mail Integration

After a request has been made, an
e-mail with a link to the approval page is
immediately sent to the appropriate
manager for consideration.

Approval Page

At the approval screen, the manager
can then either approve or deny the
entire

request or just specific days. The
manager is also alerted if the request
is for more time than the employee has
earned.

Calendar Page

On the calendar screen, a manager
can review the collective requests from
each and every employee in the office.
By rolling over a specific employee
name, a manager can see the category
of time out requested and whether or
not the request has been approved.

Confirmation E-Malil

After approval or rejection, the
employee receives a confirmation
e-mail detailing the outcome of the
request.

Looking Ahead

An employee can readily check their
accrual balances for any date both past
and future.

Time Out Detail

This page provides an accurate view of
each employee’s earned, used, or lost
vacation days.

Hosting Solutions
Flexible implementation design offers a choice
of implementation options.

CWS Hosted Solution

CWS will host the TimeOut system for
you on a secure server at our hosting
facility. By choosing this option, all you
will need is an internet connection,

a browser, and a user name and
password.

CWS Software 17 Broadway, 2nd Floor

In House

TimeOut can be installed on your

own in-house stand-alone or shared
application servers. We will work with
you to make set-up fast and easy.
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