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Introduction

ATS is a web based integrated Attendance Tracking System developed with the offshore community in mind.
Scaleable from the smallest of installations to whole companies tracking thousands of employees over multiple
locations. ATS can simplify the task of managing and planning shift rosters, visitors, bedding and personnel
movements.

ATS provides comprehensive tools to manage the calendars of base crew and visitors at each of your locations.
The system has been designed to allow you to manage any type of shift pattern, holidays, meetings, training, etc.
Tools are provided to automate the process of roster generation and the bulk updating of several people at the
same time. The system will track the skills of individuals and the bed requirements for each location.

ATS has an integrated visitor booking system to allow the recording of occasional visitors to a location (or multiple
locations).

Although the system is designed for the offshore community, it is equally able to deal with onshore locations.

ATS links closely with other optional modules, including NUI Planning and Competencies & Training, NUI Planning
records correct allocation of resources on a Normally Unattended Installation (NUI) Visit. NUI Planning can ensure
that the desired crew are available and have the required skills. It will also allow for planning of future visits and
record work history. The Competencies & Training module manages all aspects of Training, Course Management,
Training History and tracking of employee competencies. For more information on the NUI planning or
Competencies & Training modules please contact your sales representative or contact Riverside Computer
Services by email on sales@riversideweb.co.uk.

System Requirements

Server

ATS is based on Macromedia Coldfusion technology. In order to run the application, you will require a web server
and a copy of Macromedia Coldfusion version 4.5 or higher (for more information about Macromedia Coldfusion,
minimum system requirements and the web servers supported please see http://www.macromedia.com/). As ATS
is a database driven application you will also require Microsoft SQL 7 or higher (ATS will run on Microsoft Access
although this is not recommended for larger installations). For Installation of ATS please see the Installation Guide.

Client

The system has been designed to run on workstations running Microsoft Internet Explorer 6 or higher, Netscape
Navigator 6 or higher, Mozilla Firefox 1.0 or higher & Opera 8 or higher. All processing is done at the server so
workstations only need to be able to run the web browser. It is recommended that ATS is viewed at a resolution of
1024x768, 256 colours or higher due to the amount of data displayed. ATS will, however, work at lower resolutions
although you will need to scroll the display in order to see all of the information.
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Using ATS, First Steps

System configuration

Your ATS installation is licensed by locations. In order to use the system you must have an appropriate license for
the locations you wish to use ATS to manage. Your initial license will be configured with the locations and the initial
bed numbers, which you have specified. If you require additional locations please contact Riverside Computer
Services via sales@riversideweb.co.uk for pricing and licensing.

You will need to create tables containing trades, positions (job titles), companies and cost codes (optional). The
system is preconfigured with contract days (the number of days an individual should work throughout the year to
fulfil their contractual obligations, defaults are 182 for a 2 weeks on/2 weeks off shift rota and 168 for a 2 weeks
on/2 weeks off/2 weeks on/3 weeks off rota) and service days (defaults are 0 to 6). Please see the Advanced
Administrators Guide for more information.

Workflow

Now that you have ATS installed and configured, we will now take you through the workflow used to populate ATS.
Initially we will introduce the interface, taking you through some of the key areas used to navigate around the
system. We will then take you through the process of creating the employees details at locations you wish track.
Once these are in place you we will introduce the tools used to create and manipulate their calendars (rotas) for the
year. Finally we will introduce each of the reports available to view the inputted data.

This guide is designed for ATS administrators (individuals who maintain the employees and calendars); non-
administrators will find this guide equally useful. Although non-administrators will not be able to update information

in the system, this guide contains valuable information on the how the application works and the wide variety of
reports available.

User interface

The Menu Bar

When ATS is started, you will find a menu bar located at the top of the screen. This menu bar will present at all
times and will allow you to access the different sections within ATS.

— _ dther -Sifesrﬁ\pp.licé.tions 'vi

The menu bar is split into three sections:

Left. The Attendance Tracking logo. If you click on the logo, the system will give you details of the ATS
version, your license expiry date, serial number and registered licensee.

Centre. The main menu. This allows you to navigate around the mail areas of the application:

Report. Access to the various reports and views that the system provides.

Calendar. View and manipulate employee calendars and book visitors.

Employees. Manage employees based at each location and their skills.

Visitors. Book and maintain visitors.

Help. List of help documents, including this one.

System. Configuration tools to set up tables — e.g. companies, trades, service days. This
section is detailed in the Advanced Administrators Guide.

Logqin. Login to ATS as an administrator. (You must log in to update details). If are not
logged in and access areas, which are only for administrators, ATS will ask you to.

Logout. Log out of the system (return to read only).

Right. The quick navigation bar. This is a menu bar that allows you quick access to other web sites and
web applications. Your system administrator can configure the contents of this menu bar, for more
information please see the Advanced Administrators Guide.
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Location Selection

Below the menu bar you will initially see the ATS entry screen. This screen contains the Location Selection menu.

AT Ss

Attendance 'I‘raclnng System

Please Select Your Location

|SBU | Leman v|27A |v|

' Enter System

Copyright © 1999-2008 Riverside Computer Services Limited. All rights reserved.

All elements of ATS are managed by location; as a result of this you will see the location menu on virtually all
screens. Locations are broken down into three levels, the business unit level, the field level and the individual
locations. This allows you to set your level of focus. You can report on the various levels, an individual location, all
locations within a field or all fields within a business unit.

Each time you start ATS the application will remember the location you last used.
Tabs and Location Menu

Each of the data entry screens and object selection screens have a line of tab tops on the left hand side and a
location menu of the right hand side.

Maintain Employees Bulk Update Search Employee Report Skills Report Location : v v VI

The tabs allow you to quickly jump between related screens; the currently active tab is enlarged and highlighted
with white text while the inactive tabs are grey. Green tabs lead to data entry/selection screens. Grey tabs lead to
reports.

The location menu on the right is exactly the same as the one on the entry screen. This allows you to switch
between the locations when reporting or viewing detail.

When an administrator is logged into ATS, the business unit menu will be restricted to the business unit that the
administrator is responsible for. Security does not allow administrators to update details outside the business unit
they have been assigned to.

You may also find screens where the location menu has been disabled; if it is inappropriate for the location to be
changed, ATS will disable the menu bar (for example part way through an update operation).
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Pop Up Calendar

Next to each of the date fields you will notice a small calendar button:

Date : 27/05/2008 Calendar Button

This button allows you to display a pop up calendar. The calendar allows you can select the date by clicking on the
relevant day rather than typing in the appropriate date. The current date is highlighted in yellow. You can switch to
the next or previous month using the arrow buttons or jump to any month or year using the drop down menus. See
below:

12 |13 (14 |15 |16 |17 | 18
19 120 |21 122 |23 |24 | 25
26 |27 |28 129 |30 | 31

Report Title Bar

The report title bar has basically the same layout for all reports:

ey Je3 [200s ]R3 [Honth Rota v“ 27~ B3~ [2 Companies v | (Rl v [ Update

Arrow Buttons. At the far left and right you will see the arrow buttons. These will allow you to skip back and
forward to the previous and next period (period being day for daily reports, month for monthly reports, etc).

Export Icons. On the left, next to the left arrow button, you will see two or three icons. These can be used to export
you report. =] can be used to email your report, press the icon and you will be asked to enter the email address
and a message to send with the report. 5 can be used to view the report in a spreadsheet such as Microsoft Excel,
when clicked the system will ask you whether you would like to save the file or view it immediately in the
spreadsheet software. The I8 icon will only be displayed on some reports. This icon allows you to export the report
into a ‘comma separated variable’ file. This can be used to import the report into a report-writing package such as
Business Objects Crystal Reports or a spreadsheet, however all colour and formatting will be lost.

Date Ranges. This will change depending on the report type. For monthly reports you will see the month and year.
Daily reports will show the date and a calendar button. Reports over any period will show two dates and calendar
buttons, defining from and to dates.

Report Name. The selected report is the one that is shown, this pull down menu will allow you to quickly select a
report to view.

Location. The currently selected location is shown. Like the report name, you can quickly change locations to view.

Trade and Company Filters. Some of the reports will allow you to restrict or expand the companies and trades (or
visitors) shown.

Update Button. To apply any changes to the date, report, location, trade or company you must press the update
button.

Clock Spinner. Next to the right hand arrow button, you will see a clock ticking when ATS is busy calculating. This
will only appear when ATS is busy to let you know that the system is working, at all other times it will not be visible.
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Login Procedure

Although ATS can be read by anyone, in order to update details you must login as an administrator. Your System
Administrator must set you up as an administrator in order to be able to login. For more information please see the
Advanced Administrators Guide.

You can either login using the login button one the main menu bar or you can wait until you access a screen where
ATS requires you to login. Either way, you will be presented with the following screen:

S ——

42

¥You must he an authorised user to update the system

Business Unit : |5EILJ Enter your user narme and ;I
. - = password. You cannot
User Name : |Ella|r Paul —I Update the database without

Passwaord : | a correct password. =]

Copyright © 1999-2003 Riverside Computer Services Limited. All rights reserved.

e iiind

Select your user name from the pull down list, then enter your password (your password will not be displayed) and
press the ‘Login’ button. Please note that if you have selected a business unit, only the users who can update that
business will be shown. On the other hand, if a business unit is not selected, all users will be shown, however,
once you have logged in, the business unit will be set to that of your user. If you wish to change your password at
any time press the ‘Change your password’ button.

Note: You should change your password the first time you access ATS.
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Changing your Password

If you wish to change your password, you can do so at the login screen detailed in the previous section. When you
press the ‘change your password’ button you will be presented with the following screen:

=

User Name: _-_"|E||airF'aL|I =
Enter Old Password | .

‘Enter New Password : |

_'_Enter New Password ﬂga'in:l

Change Passwiord Reset Selection Cancel
| _cancel |

Copyright © 1999-2003 Riverside Computer Services Limited. All rights reserved.

Select your name from the list, enter your existing password and then the password you intend to use, enter then
new password again to confirm. When you press the ‘Change Password’ button and your password will be
changed. You will receive the following confirmation if your password change has been successful.

0 Your Password has been changed.

When you click ok, you will be logged into ATS and taken to the reporting section. If you have failed to change your
password, ATS will give you an error message and ask you to try again.
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Employees

Selecting or Adding Employees

In order to create a shift calendar for an employee, their profile must first be defined in this area. A login screen
secures the employee screens so that only authorised users can access/update the information. Once logged in
you are presented with the following screen:

Maintain Employees | Employee Bulk Update | Employee Report | Skills Report Location: 55U K| A

@ Update or add employees

& Update an existing employee

Aardvark. Andy - (GY)
Abhott Jamie - {234)
Abhott. Moel - (2TA)
Able. Alan - (274
Abran, Alin - (2TA)
Addison. Mike - (RM)
Aird. lan - (2TA)

Ailtken. lan - (27A)
Alexander. John - (RM)
Alexander. Mick - (2754
Allan. Craig - (CL)
Allan. Robett - (RM)
Allan. Steve - (CLy

Update Ernployee Reset Selection

Update employee will allow you to change, add or remove the details of the employee. To edit an existing
employee, select the name from the list. To add a new employee, enter the name into the boxes provided, you
must provide both first and last name. Ensure you check the button next to the option you wish to apply.

Tip: To quickly search the ‘update an existing employee’ list, type the last name of the person you want to
update in the ‘Add a new employee’ last name box. You will see the list will change to show the first person
with the same last name. Ensure you click on the name you want to update before pressing Update
Employee.

If you add the name of an employee which already exists in the system you will be asked whether you wish to edit
the existing employee or and a new one with the same name:

Maintain Employees | Employee Bulk Update | Employee Report | Skills Report Location : 58U B3| Leman B3 274 K2

@ Duplicate Employee Hame Found

The following emplovees have been found with this name, either select an existing employee to
modify or insert a new one.

Name ID No Position Company L ocation Action
Sean Hehden 23343 Clerk BpF 2TA Updste |
Sean Hebden 222732 Abs Elec A1 Safety training TA Upilste |

Add a new Sean Hebden

Tip: This can be used when you wish to move an employee from one location to another. Enter the name
of the employee, the system will tell you that the name is a duplicate, check ID number is correct and the
location is where they are moving from; if it is, select the update button and change the location to their
new location. The employee will be moved to the new location.
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Employee Bulk Update allows you to manipulate the information about several employees at once. The bulk update
option will be detailed later in this section.

Employee Details Report and Employee Skills Report list all people at the given location showing their details/skills,
you can use these reports to update employee details and view their current calendars, these reports at detailed
later in this section.

Employee Details

When you have selected an employee to add or update, you will be presented with the following screen:

Maintain Employees | Employee Bulk Update | Employee Report | Skills Report Location: =BU | Leman 2| 274 K3

@ Update employee details

Hame : |Sean |Hel:u:|en Contract Days:lwa "'I

ID No : |23343 Service Days : IE
HR No : IDDDDBBE Shift : IA

Position : |Clerk- (Supporf) j Cabhin : 206 =

Company : |EIP j Bed : IEI— =

Location : |Leman 2TA |- Adhoc Labour : ¥

Cost Code : A, - HUI Team : r

Flight : IW Require Hotel :

Survival : i Medical : i Coxswain : r HLO : r
OIM A : v 0IM B1 : r 0IM B2 : r OIMC: r
Medic : r First Aid : r Adv First &id: W Crane Driver: [C
Fire Team : r Fire Team Leader: [ Heli Fire : r Banksman: [

Training Notes :

Lipdate Employee Delete Employee Override Bed Reset Selection

I * Bed Overrides for the next 12 months
||Frum To Location Cabin Bed
jozi1s04 12411404 234 331 T

Each of the fields in the employee screen is detailed below:

Name. First name followed by last name. You cannot change the name when you create a new employee,
however when you go back to edit the employee you will be allowed to change their name, allowing for name
changes due to marriage etc.

ID No. The identification number used for the flight booking.

HR No. The Human Resources or Payroll number. If ATS is used to automatically paying employees, they must
have a Human Resources or Payroll number to identify them in the payroll system.

Position. The job description of the employee. You will see the position with the trade in brackets. System
administrators create and maintain the positions and trades, for more information please see the Advanced
Administrators Guide.

Company. The company employee works for, if the company name does not exist you will need to request it is
added, system administrators create and maintain the companies, for more information please see the Advanced
Administrators Guide.
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Location. This defines where the person works, for offshore employees it defines where the employee is spending
the night when they are on shift — this is referred to as their ‘Base Location’ or ‘Bed Location’, all movements and
flight lists will be calculated relative to this location. The locations are defined by your license. If the employee has
bed overrides (i.e. has been seconded to another location, this will be followed by an asterisk, further information
about bed overrides is detailed in a later section.

Cost Code. Optional, used in the costing reports to calculate how many days are charged to each cost code.
System administrators create and maintain the list of cost codes, for more information please see the Advanced
Administrators Guide.

Flight. Optional, defines which flight offshore employees use, this may be any 4-digit code, either a flight time (e.g.
0700), or a flight identifier (e.g. FA01, AM, Mon).

Contract Days. The number of days an employee should complete for their contract. This is used for the calendar
and summary screens to identify whether the person has fulfilled their contractual obligation. The defaults are 168
for 2 weeks on/2 weeks off/2 weeks on/3 weeks off shift and 182 for 2 weeks on/2 weeks off shift.

Service Days. Number of service days the individual is allowed to take, either in time or pay.

Shift. Optional and information, up to 10 characters, this is used as a sort field on many of the reports, may be
anything you wish A,B,C... Red, Green, Blue etc.

Cabin and Bed. Optional, cabin number & bed. Up to 10 characters each. If the employee has bed overrides, an
asterisk will follow these fields.

Ad hoc Labour. This is used to highlight people who are not part of the base crew but may be at that location for a
long period of time so therefore require a shift calendar. These individuals will be highlighted in light blue.

NUI Team. This is used to highlight people who work as part of the NUI (Normally Unattended Installation) Team at
that location. These individuals will be highlighted in light yellow.

Require Hotel. This identifies people who will require a hotel before they visit the location. This is used in the
movements report, flight list and hotel bookings reports.

Training Profile. Used to ensure that people are sent to a location with the correct skills and ensure that minimum
skill levels are onboard. Check the boxes for the skills that the individual has. All crew working offshore should hold
Survival and Medical certificates. The OIM codes are as follows:

OIM A OIM of a Manned Installation.

OIM B1 OIM of a Normally Unattended Installation.

OIM B2 Deputy OIM of a Manned Installation.

omcC Stand in for a Normally Unattended Installation OIM.

If there are training codes you wish to record or additional information about the training you can enter the details in
the ‘training notes’ box. An additional Training and Competencies module will soon be available to record full
details of training courses and details of certification expiry.

‘Update’ or ‘Add’ will save changes to the employee. ‘Delete Employee’ will remove the employee and their
calendar from view. They can be retrieved by system administrators or by typing in their name at the ‘add
employee’ prompt. In the second case you will be presented the following:

Maintain Employees | Employee Bulk Update | Employee Report | Skills Report Location : 58U B3| Leman B3 27 K2

@ Duplicate Employee Hame Found

The following employees have been found with this name, either select an existing employee to
modify or insert a new one.

Name IDMo  |Position Company Location lAction

FPaul Bowden GPE BF _ Upclate |
Add a new Paul Bowden
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You can either restore the employee by selecting update or add a new person with the same name.

Overrides Bed allows you to transfer an employee to a new location temporarily. The actual process will be
discussed later, however, when an override is in place, an asterisk (*) will appear next to the location, cabin and
bed to show they are not always there. A list of the bed overrides will appear below the employee details screen.

Once the employee profile has been created their calendar can then be created in the Calendar Screens. You also
have the option to add the employee and create their calendar at the same time.

Employee Bulk Update

This screen allows you to change multiple employees in one screen. For example, this can be useful if a group of
employees change company. It is a very powerful option and should be used with caution.

Maintain Employees | Employee Bulk Update | Employee Report | Skills Report Location : ’E:E"—'u 27

@ Make bulk changes to one or more employees
Action : |Rep|ace the value of one field with another j|_
Field to Change :| Company j Ahbott. Moel - (B shift) -
Change From : |A1 Safety training j iglri.néflzixc?{gggnh?%m} j

Change To : |A1 Safety training j i:trl?éfrl]a-nﬁ-q(sahisﬂrziﬂj

Alexander. Mick

Allen. Fred

Amiss. Andy

Ant. Adam

Appleton. James - (ARAV] shift
Aronsaon. Aaron

Arrindell. Oscar- oA shift
Ascough. John

Ashhy. Trevar - (B shifh
Ashdown. Terry - (A4 shiff)
Bahinagton. David - (H shift
Barratt. Lee

| Update Employee(s) I Reset Selection | Cancel | Baxter. Tany - (B shifh ;l

The bulk update screen performs four main actions, for each of the actions you may select one or more employees.
The actions are as follows :

Set one field to a new value. This option allows you to select a field to change and a new value to
change it to. ATS will change the value of the selected field for all of the selected employees. For
example, field to change is location and new value is ‘Aberdeen’, all selected employees will have
their location changed to ‘Aberdeen’.

Replace the value of one field with another. This allows you to select a field to change and then set a
value to change it from and a value to change it to. ATS will change all selected employees who
have the given original value to the destination value. For example, field to change is company,
change from is ‘ABC’ change to is ‘DEF’, only selected employees who are employed by ‘ABC’
will be changed to ‘DEF’.

Create a new employee from an existing employee. This option allows you to effectively use one
employee to create another. This gives you the ability to copy one employee to another or use
one as a template. Along with copying the employee details you also have the option to copy the
source employees current calendar. In this option you will need to enter the new employees
name and select which employee to use as the source from the list on the right.

Delete one or more employees. This option allows you to select one or more employees from the list to
be deleted. The employee details will then be flagged as deleted and hidden from the system.
The employee details will not be removed completely unless they are purged in the system
administration option (see the Advanced Administrators Guide.
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Employee Details Report

This report shows all of the employees registered at that location with information about each. It is NOT a list of
Personnel On Board (POB). This is a quick way to check that all employee details are correct, and, if necessary
change them. To modify an employees details or remove an employee, click on the employees name, you will then
be taken to the employee update screen. The report can be sorted by almost any field, to sort, click on the column
heading. The column by which the report is sorted is highlighted in dark grey.

| DN
oot to R Rl il LSS i ; -
\Able_Alan ETE 43243 |Abs Elec I81 Gafelyfraining | 274 168 0 d o
Bhion. Ahin 432 12133 |Abs Elec BP 27A 168 0 =]
2ird, lan 4315 516  Fabric Mice [Cape 1A | A D930 182 n |anza| B ]2
Altien_lan 0987321 | 873222 |Flect Tech Knemer 2in_| 8 |06as w2 | 0 [aweaf B b
Alexander iick 24398 0833132 |Fipefiter \Amec [ 274 1400 168 0 o
llen Frad 4328 4325 |Crane Tech Armac | 274 0700 182 i =11
Amiss, Andy 213887 | 218732 AbsElec [Akstom [ 27a 168 i 1=
|Ant, Adam [TTH] 213147 |Abs Elec BF | 27A [ Dann 168 il [ v b
Appleton. James 87634 21923 [Steward \Aramark 74 [ARAMI| 1130 182 ] |coe | & R E
ArOnson, Aaron 2 Eloc A1 Safaty raining 27A 168 ] =1

On the right of the screen you will see 2 icons. Pressing the B icon will allow you to edit the details of the employee
(same as clicking the employee name). Pressing the B& icon will allow you to look at/create the current years
calendar for that employee.

Employee Skills Report

This report shows the skill matrix of the employees registered at that location. It is NOT a list of POB. Like the
employee details report, this is a quick way to check that all employee skills are correct, and, if necessary change
them. You can click on the employees name and you will be taken to the update screen where you can modify their
details. You can also click on the column headings to sort by that heading (except for location and notes). The
column by which the report is sorted is highlighted in dark grey.

Ermploves Skills
B e

ii osEfugic hwtg ‘
Mame Position Company  Loc  Shift 51!!55:355555! Hotes Action
b e T e VT T T T T T T TT Tesi AR
|Able. Alan [4hs Elec A1 Safefyiraining| 27A u HIENN [ A
\ABron AN lans Eler BP 2TA | 1 |1 ] | o
\ird_lan [Fabric Mtce Cape ITA | A W] | [ v W A EE
Aitken, lan Elect Tech Kyaemer 2 | B W T T | | e
GRS i st e AR NSNS RN - A
Allen, Fred “rane Tech Amec 2TA W | | o [ |
\Amilss Andy s Eler: \Alstorm | 2Ta | o
|Ant. Adam Abs Elec BP | z7A A EE
[Appleton James |Steward Aramark 27A i)
\Aronson, Aaron \ahs Eler Al Safetyraining | 2TA o
\Amindell. Dscar [Elect Tech laemer ITA S
Aztough Jonn OPC BpP [ 27n o |

On the right of the screen you will see 2 icons. Pressing the B icon will allow you to edit the details of the employee
(same as clicking the employee name). Pressing the B icon will allow you to look at/create the current years
calendar for that employee.
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Calendar

This section allows you to define and view a calendar for each employee. If no calendar exists for the year you
wish to view, the system will help you to create one (provided you are an administrator). This section also contains
details of the tools used to manipulate one or more calendars and introduces the visitors booking system. The top
of each of the input screens contains a list of tabs allowing you to quickly jump to the various tools available to
manipulate employee calendars and visitors. Each of these will now be detailed.

Selecting Calendars to View or Edit

When the calendar option is selected from the main menu, you will be presented with the following screen:

Calendar | Bulk Createpdate | Copy Calendars | Book Visitor || Visitor Report Location :

Year|2IZII33 --I personal calendars

Select employees calendar to view or edit

Abbott. Moel
Ahle. Alan
Abron. Alvin
Aird. lan
Ajtken. lan
Alexander. Mick

Allen. Fred

Amiss, Andy

Ant. Adam

Appleton. James
Aronsaon. Aaron

Arrindell. Oscar

Ascough. John hd

View Calendar Edit Calendar

At the top of the screen is the currently selected year, by default, this is the current year, you can change this to
view or edit calendars for other years. You will then see a list of the employees registered at the currently selected
location. If you have selected ‘All fields or ‘All’ locations in a field, the name will be followed by the name of their
base location in brackets.

If you select ‘View Calendar’ you will see a colour read only view of the calendar, selecting ‘Edit Calendar’ will allow
administrators to edit the contents of a calendar. If no calendar exists for the selected individual, the system will
offer to create one.

Tip: When you are initially creating calendars you will find that many people will have very similar
calendars. Create a calendar for one individual and then copy it to other individuals who have the same
shift pattern using ‘Copy Calendars’.

Tip: If you have several people who are on a course or have changes to their shift pattern, use ‘bulk
create/update’.
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New Calendars

If an employee does not have a calendar for the year you have selected to view or edit, the system will allow you to
generate one using the following screen:

Calendar | Bulk Create/Update | Copy Calendars | Book Visitor || Visitor Report Location : s5U B

@ Generate a new calendar (no existing calendar for this year)
Name : [Jares Appleton | Year: [ 2003 |
Start Date : |D1ID1J‘2IZII33 End Date : |31J‘1 22003 B

Location : |Leman 2TA

On
MNo. Days : I I

Note {if
applicahle) :

=
[

Populate Calendar Reset Selection

On this screen you can select a start date for the pattern, this should be the first day of the first full shift pattern that
year. The end date is the last day of the shift pattern in the year; this is usually the last day of the year unless the
individual is leaving before the year is complete.

Location is where the individual is working, most of the time this will be the same as the bed location defined in the
employee screen. This may also be set to office day or office assignment. There may be cases where the bed
location is not the location specified on this screen, for example if you have people working at one location and
sleeping at another so they will day trip from their bed location to their work location.

Fill pattern allows you to specify the type of shift pattern to implement. A 2 part shift pattern allows you to specify a
single on and off period for example 14 days on and 14 days off. A 4 part shift pattern allows you to specify two
different on and off periods for example 14 days on, 14 days off, 14 days on and 21 days off. ATS will allow you to
create up to an 8 part shift pattern. Select the desired pattern and then fill in the number of days for each period.

You have the option to insert a note on the first day of the shift pattern in the year; this may be used to record
details of new starts.

When you press ‘Populate Calendar’ the system will populate a calendar in accordance to the shift pattern you
have entered and present you with the Edit Calendar screen.
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Edit Calendar

If you are authorised this screen gives an editable view of the calendar. The title section of the screen contains the
employee name and the year being viewed. You can click on the employee name to edit the employee details. Use
the year drop down menu to select different years to edit (if a calendar for the year does not exist, you will be asked
to create a new calendar. To the right of this is basic information about the employee. On the right hand side is a
button to switch to the report view of the calendar.

Sean Hebdan Position: | Clerk Shift : A Hotel : v
Compary: | BF Cabin: 206 Athoc : v
E«it ] Calendar Location:  Leman 274 Bed: B HUI Team : |
month] 1 |2 3| e s e | 7| 8| a)rola |12 3| sa]15 |16 |17 | i8] 19| 20| 2 |22 23| 24| 25| 26| 27| 28| 29 | 30| a1
1 (274 230 (236 238 234 234 234 [23h (134 234 |27A [27A [2TA 275 DO ' A 278 (278
2 [27A [27A [T7A [aTA [27A [27A [27R [27A [27A [27A [27A [5K 0 ROK [0
3 \2TA iETI'.A Hy... [Hy.. [Hy. [27A |27A (278 |ITA lE."'ﬁ. 'ETA. 27A |2TA IFATTU | } | |
4 23 (278 (378 27A | 27A (274 278 (178 27A |27A [27A [27A 278 274 ' K00t
5 % TN | [27A [27A [27A |23A 235 [23A [27A [27A |27A |27A [27A [2TA [27A [Z7TA
i} | \\ETF. :ET.A 27 (ITA (2TA [ITA |2TA (2TA |ITA lE?ﬁ. lETA 27 |2TA |ITA |27A D.A OA [QA [OA (DA |OA [OA |OA lDﬁ. lDA O [HH
7 0A |0A |O& TR O (08 |08 |0A 04 0A (08 (04 |OA DA 0A (DA (08 [O8  OA 274|278 |ZTA 2TA (I7A |2TA|ZTA |ITA ITA T
o TJ [TU [Tu 23C |23C [23C [27A [17A |27A [27A |2TA [ITA |23A 238 [2am A [2TA [2TA
a IBCH SCHISCH CHI iBCH SCH|SCH|SCHISCH|SCH .SCH. | l?'}C 3. | | | O
10 SCH 2TA [ITA 2TA (I7A |2VA|2TA 2TAITA |2TA|ZTA|ITA 2TA 2TA |ZVA ITA
1 - ITA [27A [27A |27A [27A [ZTA |27A [27A 275 |2TA [ZTA [27A [27A |2TA e
12 ITA|2TA ??A ]?ﬂ _2."'_)9. (2TA[2TA ??ﬁ ﬂ?ﬂ _2?)-'{ | 2TA '_2'.".“1 ??ﬂu i?ﬂ_

Lipfate Calendar Cancel{ Finished I Delete Calendar | Bulk Lipdate InseﬁNuteE Cnrerride Bed

Predicted Days ('Qualifrfor 154 days atendance allowance pro rata on 168 cantract) m

Showeful key Total Days Qualifying for Gainful Emplmanent 174

Total Days Worket | 189

___[ofshoreDayspry’ 167 ™ Tanng(aidpa) | 0 ™ [Tenng(oedapa)’ | 6| 0% [oficeassigniOnshorecontiact | 30
00 |Onshare/Officel(add. pay) nj ou |OnshorefOffice (no exra Py’ 0| 00 |Onshare Delay Day : 0| 02 |Offshore Delay DayiCall Back 1
T_Paﬂlal'omhu Drzlay —ﬂi?[éui'n'passinnalé Leawe 1 0] sk |Sick* ; | 1| = |Suspension l_ll
Er |Employee Rey (add. pay) 0 eu [Emploves Rep {no axdra pay) * 0| He [Holiday (Gontractor Gnhj | 0| 9o |Jury Day | o
b HarrlagaiPatafnw ﬂ[ WP MaternityParental 0| #7 |Public Dutles 0 50 |Serdce Day il * i]
5E  |Serdce Day Epcashment o sr |Gafaty Rep (add. pay) 0| su |Safety Rep {no exira pay) 0] v |Unpald Laava/Career Braak 1]

Note ‘Action
10307 ’ | Buriva| refresher | o8

||

|

| Bafety fif
10e10iz003s |

[Location
020102 10/01/02 [23a
050802 | 070802 |23c
14108/02 | 1§02 |23
01/0&03 N 202 |scH

Next is a matrix containing the shift pattern for the year. This will have been populated with
the basic shift pattern created when you generate a new calendar. If you wish to change a

5[ day, click on the cell you wish to change and enter the new code. This should either be a

27e | 274 | 27 location code, a system code or blank for field break. Use the ‘Show full Key’ button for a list
of all the valid location and system codes; a list of the system codes follows in Appendix A.

27 Calendar System Codes. The ‘XXX’ denotes days that are invalid (e.g. 31% April). When you
have made all the changes you require press the ‘Update Calendar’ button to record the changes or
‘Cancel/Finished’ to ignore them. When you have finished making changes to the calendar use ‘Cancel/Finished’ to
return to the main calendar screen where you can select another employee to edit.

The Asterisk (*)

By default a code entered into the calendar represents a 24-hour period, if you wish to reduce the time spent on a
given code you can use the asterisk (*). The asterisk (*) is a very simple but powerful tool when used in the
calendars. It is used to advance the time of the flight and can be used in the following ways:

e Anindividual is flying out the night before they are due out normally. The asterisk (on its own) is placed
in the day they are due to fly; the following day has their normal location code (e.g. | *|27A|).

e Anindividual is flying out after an onshore engagement (e.g. training). The asterisk is appended to the
onshore code; the following day has their normal location code (e.g. |TR*|27A]).
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e Anindividual is flying in the night before they are normally due to fly in. The asterisk is appended to
their normal location code on the night they are due to fly in (e.g. [27A%| ).

¢ Anindividual is delayed offshore on a partial delay where they are not staying onboard overnight. The
asterisk is appended to the delay code (e.g. |27A|DO*| ).

e Anindividual is day tripping to a given location and is staying onshore rather than offshore. The
asterisk is appended to the location code for each day they are day tripping (e.g. |27A*|27A*|27A*| ).

‘Delete Calendar’ will delete the whole calendar for the year.

If there are many changes to be made, for example the shift cycle changes or blocks of office assignments, or
changes are to be made to multiple calendars you can use the Bulk Update option; this is detailed in a later
section. You can also attach notes or override beds using the buttons on this screen, these are also detailed in the
following sections.

Summary Information

The bottom section of the screen displays summary information about the calendar. This details the number of
days for each code; if you place your mouse over the description of the code you will see further details about the
code (Use the ‘Show full Key’ button for a list of all the valid location and system codes, a list of the system codes
follows in Appendix A. Calendar System Codes). There are presets for service days, office days and sickness to
flag up excess of either, yellow for warning and red for review, these are:

Office Days. If an employee has office days exceeding 105, the office days will be highlighted in yellow, if
they exceed 125 days they will be highlighted in red.

Sick Days. If an employee has sick days exceeding 45, the sick days will be highlighted in yellow, if they
exceed 60 days they will be highlighted in red.

Service Days. If an employee has service days in excess of the service days set up in the employee
screen they will be highlighted in red.

You will also see the Predicted Days; this is the total days that count towards the contract days (these codes are
denoted with a " in the summary below). The number of predicted days will be shown as ‘ok’ in green if it is
between the contract days and the contract days+7 otherwise it will be shown in red. If the Office Assignment (OA)
code is used the system will reduce the number of contract days to pro rata days. Below this is the Total days
qualifying for gainful employment; this is the predicted days plus any Marriage/Paternity and Public Duties.
Total Days Worked follows this; this is the total predicted days plus the total paid days.

Tip: If you place the cursor over the name of the system code, you will get a more detailed description.

Below this you will see a list of the notes for the individual for the displayed year. To edit an existing note, click on
the note date and you will be taken to the notes screen to edit or remove the note. The quick icons on the right
allow you to edit the note (M) or delete the note ().

Next is an entry section to allow you to quickly add a note. Select the date on which the note should be recorded,
enter the details of the note and press it add note icon ().

The final section contains a list of any bed overrides that have been applied. Click on the start date to edit the bed
override.

Notes

Notes are linked to a given date so that information related to the date and event can be stored and seen. This is
useful for recoding meeting and training details. Select the employee, the date on which you wish the note to
appear and enter the details of the note. Notes are useful to record information about training, authorisations or
anomalies on the individuals shift rota. See screen below:
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Location : =5U K4 m

Calendar || Bylk Create/Update | Copy Calendars || Book Visitor | Visitor Report

@ Calendar notes

Date : I'IEIH 02003 BB Employee :IHebden. Sean 'I
Hote : 2 day Fire fighting course at Petans. Authorised by Phil Woods ;l

Reset Selection

Update Mote I

| Delete Hote | Cancell

If a date is underlined in a report (view calendar or view month rota), a note is attached and can be accessed by
clicking on the date. Notes also appear at the bottom of the calendar and rota reports.

Bed Overrides

Bed overrides allow individuals to change their default location for a given period of time. By default all movements
are between onshore, the work location as recorded in the calendar and the base location as defined in the
employee screen. If an individual is temporarily relocated to another location then bed overrides can be used to
move their bed location ensuring that they are booked on flights to the correct location.

For example if individual has their location in their calendar set to the same location as bed location, they will be
recorded as going to that location on the first day of their shift and returning on the last day. If however the location
recorded in the calendar is different from the bed location, the individual will be recorded as day tripping from one
location to the other each day of the shift. This may be required when individuals are part of a NUI team who day
trip from their base/bed location to other unmanned installations or individuals sleep on a temporary hotel structure
and shuttle to their working location. In most cases this is not the desired outcome, an individual may be shared
between two locations or be seconded to a new location, in this case a bed override moves their bed to the new
location avoiding the problem of day tripping back and forth.

Bed overrides can also be used to manage cabins and beds; an individual may not change base location but move
into a new cabin and/or bed. Bed overrides can record this so that the POB screen shows the correct cabin & bed.

Bulk Create/Update | Copy Calendars | Book visitor || Visitor Report 27 M

Location : | SBU B

Calendar

@ Override normal hed location
Employee : [ Sean Hebden | Normal Location :| 27
Normal Cahin : 206
Hormal Bed : B

From : |1|:|.|'1 02003 To: |1 0 or2o03 B
New Bed Location :|Inde 234 ~| Mew Cabhin: I
Hew Bed : I

Sync Calendar with Bed : ¥

Lipdate Reset Selection

| Detete | cancel |

The top section displays the name of the individual and their normal base/bed location. Below this you see the
details of the bed override. The date range of the bed override, this must be at least one day. The new bed location
is where the individual is being relocated to and, optionally, their cabin and bed details.

‘Sync Calendar with Bed’ allows the calendar to be automatically changed to reflect the new bed location. All dates
in the date range, which are currently set to the original base/bed location, will be changed to the new bed location.
This works both when you create a bed override and also when you delete one. When you delete a bed override,
this option will reset calendar days set to the new bed location back to the original base/bed location.

Select ‘Update’ to create/update the bed override or ‘Delete’ to remove it.
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View Calendar

Once a calendar has been created, this screen shows a full colour report view of the calendar for the whole year:

Sean Hebden Position: | Clerk Shift : A Hotel: v
Standard Calend = Company: |BP Cabin: 206 Adhoc : v Edit Calendar
{2002 2] Location: | Leman Z7A Bed: NN Toam3

l_l_l_l_l_l [ |‘1n|11|12|13|1¢|15|m|1? 1gfia a0 [ [2z[2a[2e (25 [ze (27 [2a 20 [20 [
Jan -- | TA WA A
B I_I_I_I
far
Agr
May | - |
Jun | oa o0s | oA oa [ oa
EE

o IWIWl_I_I_I_I_IFIWIWIT [on oa on
B (B [1a TA T

Total Days Worked

Ofshore Days Only * [ 167| ™ [Training (add. pay) ul—ﬁainrng (no exdra pav) ﬂl— Office assign/onshore coniract
00 OnshorefOffice (add. pay) o ou |0nshnre:0mna no exdra pay) * |0nehnre Delay Day * |Ol’ﬁshnre Delay DawiCall Back 1
Fartial Ofishore Delay o B8l Compassionate Leave * [sick " 1 Suspension 0
i[Emplwee Rep (add. pay) o| EU |Errbpbo1ree Rep (no extra pay) * 0| HO Holiday (Canfractor Qb 0] o Loy Day* 0
Mo [Hal:lage.l‘?aiemlrf o| we |!.|aiem|tf.|'F'arenlal 0| PP Public Duties 0| 50 |Service Day ) * 0
5E [Semlea [ray Encashment b| s& |Eal‘a|',l Rep (add. pay) 0| U Safety Rep (no exira pay) * ﬁi UL |Unpaid Leave/Career Break [i]

Note

19003702 Surdval rafresher
2007102 |Sataty T
Bed Overrides
Ime ﬁn Location Cabin End
02001402 |10/01/02 236
DSIDEI0Z lo7rognz 73C

Like the edit calendar screen, the title section details the individuals name, the year being viewed, type of view,
basic details of the individual and a button to toggle you between the Edit Calendar and view calendar screens.
The year pull down menu allows you to switch between each calendar year. The menu will only contain year for
which the individual has calendars. You can view the calendar in one of three ways, the ‘standard calendar’ which
is shown above, this view shows each of the days of the month from the first day on the left to the last day on the
right. Alternatively you can view it in the ‘planner style view’, shown below, which displays the calendar in a year
planner style with the days of the week across the top.

Wo [ Tu W | Th | Fr | Sa | Su |[Wo | Tu [We [ Th | Fr |23 | Su (Mo Tu [wWe Tu W EE [ T [wie
16

=
-
]
=
oy
=
m
=
=
=
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The third view is the ‘Calendar with Statistics’ view:

o Tu e [Th [ Fr 5a | S [Wo [T [we [Th CFe | Sa |50 (b [T e [T | Fr 54 |50 [Wo [ Tu [we | Th [ Fr |5a |5u
mzan|m|m|mmmmmmmamﬂawa-'* I? =E o ERERRERE P
wra [xra da e de 2 [ara i ae oe wa [ 5 |_|_|_=' E B
CF P | |z7a|27A HYDERYDEWYDE 2iA 1A tm|:m.|!m|r.m L TR I S
I D A D D A T D i 0 Gl ol
[ay TR R AR R e FR AR OO O PO
[Jun I N N N N L G G L S S T T T A
Jul | oA | oA | o6 | 9a | oA 04| DA | 06 LERETRETY A 1A A A|!?A|!?A|ﬂA|z}A
2 .

Ma | Tu [woe | Th [ Fr |53 |5u (Mo Tu |

Show full key

Tolal Days th e 1o amrshone squivalind faes)

[ [onshore Days * 167 (BB 4% Figld Break | 176 (4B.2% ofyear)
TR | Tralning (add, pay) o E Ernployes Rep ino exra pay) " [}
Tu [ Tralning (no exra pay) * 6 (3.2%) I8 Satety Rep (add. pay) o
"0 [Office assigniOnshora contract | 30 (15.6%, contract days raduced by 14) B0 Safety Fep (no exia gayl ¢ o
00 [ Onsharefdffice (add. pav) [] i |Holiday ]
ou |OnsharelOffce (o edrapay)© | 0 [ 20 [Jury Dy S i | 1
B Conshare Dalay Dy ! [ ue | Maniage/Patemity [ o
[ Oftshore Detay DayiCall Back 1 (05%) W | MatemibdFarental ]
JB8| Fariizl Ofshore Delay o FP | PUbllc Dubies o
B :ompazsionste Leave o &0 | Serdca Day () " o
B zictonass 1 (0.5%) 36 |Senice Day Encashment ]
B Suspension 0 HL |Mnpaid LeaveiCaraarBraak | 00
Bl EmplyeeRepadd pay | 0

This view gives a planner style view of the calendar with the ability to highlight which days are Contract Days or
Additional Paid Days using the ‘radio’ buttons in summary section above ‘show full key’. For example, when
Contract Days button is selected, all days except those which represent contract days will be hidden:

[o |70 [wie [T [Fr | 5a | 50 w0 | T |We | Th | Fi | Sa | Su (Mo | Tu |We | Th| Fr | Sa | S0 | Wa)| 70 [We | Th | Fr | Sa | Su | Mo | Tu [We | Th| Fr | Sa | 50| Ma 1o

e ana 2 v 2 S O O G = 7= =
G

WA 2FA 28 IR
HEYOEHYDEHYDE 274
WA A
230, 230
wa 1A

TN 3T
ECNEENEE N T ] ECET

. L]
N O O G G -+ =7 e e a2 Im ot [z 20 m 2 2 Im -n--

The summary information shown below the plan is different from the other two views. This view shows the
summary information with a graph for the number of days for each code along with the percentage of the total
number of days.

To toggle between the three using the menu next to the year, ATS will remember your preferred view for future
visits.

For all of the calendar views, each day in the calendar is shown filled with the appropriate codes (see Appendix A.
Calendar System Codes). If a note is attached to a day, then the day will be underlined, you can view the note by
clicking on the underlined day or putting your mouse over the day. Bed overrides are denoted by italic blue text
rather than standard black text. A detailed explanation of the summary information follows.
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Summary Information

The bottom section of the screen displays summary information about the calendar. This details the number of
days for each code; if you place your mouse over the description of the code you will see further details about the
code (Use the ‘Show full Key’ button for a list of all the valid location and system codes, a list of the system codes
follows in Appendix A. Calendar System Codes). There are presets for service days, office days and sickness to
flag up excess of either, yellow for warning and red for review, these are:

Office Days. If an employee has office days exceeding 105, the office days will be highlighted in yellow, if
they exceed 125 days they will be highlighted in red.

Sick Days. If an employee has sick days exceeding 45, the sick days will be highlighted in yellow, if they
exceed 60 days they will be highlighted in red.

Service Days. If an employee has service days in excess of the service days set up in the employee
screen they will be highlighted in red.

You will also see the Predicted Days; this is the total days that count towards the contract days (these codes are
denoted with a " in the summary below). The number of predicted days will be shown as ‘ok’ in green if it is
between the contract days and the contract days+7 otherwise it will be shown in red. If the Office Assignment (OA)
code is used the system will reduce the number of contract days to pro rata days. Below this is the Total days
qualifying for gainful employment; this is the predicted days plus any Marriage/Paternity and Public Duties.
Total Days Worked follows this; this is the total predicted days plus the total paid days.

The ‘Show full Key’ button (below summary), will display a pop up window containing a list of all the system codes
along with a list of all valid locations.

Tip: If you place the cursor over the name of the system code, you will get a more detailed description.

Below the calendar and key you will see a list of the Notes and Bed Overrides for that individual.

Note: If you are logged into the system as an administrator you will see all details of an individuals
calendar. If, however, you are not logged into the system then Sick, Compassionate and Suspension
information will be hidden from view.

Tip: If you are printing the calendar, you may find that the coloured cells are not printed. In order to print
the colours you must print background colours. To enable this in Microsoft Internet Explorer you must
select Tools, Internet Options, Advanced and check the box that says ‘Print background colours and
images’.
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Bulk Create/Update

Calendar | Bulk CreatelUpdate | Copy Calendars | Book Visitor || Visitor Report Location : E:E"-'H

® Make bulk changes to one or more calendars

Start Date : |1 91172003 BB
End Date : I19I11J‘2EI|33 B

Abbott Moel - (B shif

Code to Insert : |Oﬁsh0rel0nshure Location j Able. Alan
Abran. Alvin
Location Code : IQI-'A "I Aird. 1an - (A shif

Preserve Training : [ Aitken. lan - (B shifty
Alexander. Mick
Hote (if applicable) : Allen. Fred

Amiss. Andy

Ant. Adam

Appletan. James - (ARAY] shifty
Aronsan. Aaran

IR i

Ashhy. Trevor - (B shif
Ashdown. Terry - (& shif)
Bahingtan. David - (H shift)
Barratt. Lee

Llpdate Calandar Feset Selection Baxter. Tony - (B shifth j

Bulk Create/Update allows you to make bulk changes to the calendars of one or more employees, for example, you
can create a 3 day training course for 5 individuals on the same dates with a note for each person or change shift
patterns for one or more employees.

This option allows you to specify the date range that you wish to apply the changes to. You can then specify the
code you wish to use, if you specify an offshore or onshore location, you must select the location code. Note: if you
specify a code other than ‘Offshore/Onshore Location’, the Location Code box will not be displayed.

You have the option to preserve training codes. This is useful if you are changing a shift pattern and training has
already been booked into the system, in this case training codes will not be overwritten.

If required, you can automatically inset a note on the first day of the change.
You must now specify the fill pattern:

e Fill all days in date range. This is the default and will fill each date in the selected date range with the
specified code.

o Replace one code with another. This option allows you to replaces all occurrences of one code with
another in the specified date range. Selecting this option will display a new box, which allows you to select
which code you wish to replace, this can be their base location, a system code or a location code. This
option is useful if a person moves to a new location or is off long term sick.

e 2,4, 6 or 8 part shift pattern. This option allows you to generate a new shift pattern. As in the create
calendar option, you can create a 2 part shift pattern (e.g. 14 on, 14 off), 4 part shift pattern (e.g. 14 on, 14
off, 14 on, 21 off), or 6 or 8 part shift patterns. Boxes will appear for you to enter the number of days for
each part of the shift pattern depending on which pattern you select.

You can then select one or more employees to apply the changes to, to select more than one person hold down
the ‘ctrl’ key and use the mouse to select each require employee. If this option is selected from the ‘Edit Calendar’
screen, the employee name will already be selected.

This option can also be used to create multiple calendars from scratch, rather than using the option to create new
calendar.
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Copy Calendars

Often many individuals are on the same shift pattern; this screen allows you to use the calendar of one employee
as a template to copy to others. This is ideal at the beginning of the year when you are first creating the rotas;
create one as a template that can be copied to all other employees who are on the same shift pattern.

Bulk Create/lpdate || Copy Calendars | gook Visitor | Visitor Report Location

Copy year|2003 vl calendars from one individual to others

Abbott. Moel - (B shiff)
Ahron. Alvin

Aird. lan - (A& shift

Allen. Fred

Amiss, Andy

Ant. Adam

Aronsan. Aaron

Barratt. Lee E:’
Bayliss. Peter- (& shif)
Clarke . Ray - (H shift)
Cowlarm. Gill - (B shif)
Hebden. Sean - (4 shift)
Hill. David - (B shiff
Cgden. Jack - (H shif
Sikley. Mark - (B shiffy
ZZ

Abbott. Moel - (B shiff)
Able. Alan

Abraon. Alvin

Aird. lan - (A shift)
Aitken. lan - (B shift)
Alexander. Mick
Allen. Fred

Amiss. Andy

Ant. Adam

Appleton. James - (ARAYI shift
Aronsan. Agron

Artindell. Qscar- (4 shift
Ascough. John

Ashby, Trevor - (B =hiff)

Ashdown. Terry - (& shift)
Bahinaton. David - (H shift) Ll

Copy Calandars Reset Selection

Select the year you wish to copy. Select one employee as the ‘Source Calendar’ (Note: only employees with
calendars will be shown in this list), next select as many as you like in the ‘destination calendars’ list. Hold down
the Shift or Ctrl keys while clicking to select multiple individuals. Press ‘Copy Calendars’ to copy the source
calendar to the destination employees.

Riverside Computer Services Ltd Page 21 27/05/2008



Attendance Tracking System — Administrators Guide Visitors

Visitors

Visitor booking is a subsystem within the calendar section. It allows you to record information about individuals
visiting a location who do not have a shift rota/calendar. This allows them to be factored into planning beds, POB
numbers and scheduled for work in the NUI Planning System. Visitor booking should be used when an individual
visits a location so rarely that it would not justify creating a calendar for them, for example an annual inspection or a
two week secondment.

When you select Book Visitors you are presented with the following screen:

Bulk Create/Update | Copy Calendars | BOoKMISHOr | visitor Report Location : 56U K| Leman 3| 27

@ Book a visitor to this location

& lse an existing visitor

= Unknown Visitor =

Adams. Rohbert - (Alstom)
Adamsan. P - (Sparrmis)
Adamsaon. Phil - (Sparrows)
Adderley. 5 - (Amec)

Alexander. Martin - (Amec)

Allan. Michalag - (Muir Matheszon)
Alvarez. Jesus - (BF)

Gray. Tim - (Cape)

Hay. A- (Tyco)

Hehden. Sean - (Amec)

Mazaon. Steve - (Cape)

Thynne. lan - {Cape) ;l

ListVizits for Selected Visitar

Hote: Use **Unknown Visitor ** where a visitors name has NOT been supplied (you can change the
name later)

Book One Stop Visit Book Multi Leg Visit Reset Selection

This allows you to either select a visitor who has visited before (the list shows visitors who have visited in the last 6
months) or enter a new visitor. If you do not have the name of the visitor you can book them under **Unknown
Visitor**’ and change their name at a later date, you now can record information about each unknown visitor (e.g.
company, position and cost code). If you type in the name or ID number of an existing visitor or the system will find
them and tie the flights to them.

The ‘List Visits for Selected Visitor’ option will show a visit history for that visitor, see below.

The visitor bookings are split into One Stop Visits and Multi Leg Visits. A One Stop Visit is a quick way of booking
an individual on a return trip to a single location. A Multi Leg Visit allows you to specify each leg of an individuals
round trip, this is useful if you have an individual who is visiting several different locations in a single visit.
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List Visits for Selected Visitor/List All Visits

This is a list of all of the visits made by the selected individual

Visit List for Harley Allman | Do |
O |Compary: UkFie |
Erom Io Sowrce |Visiting Reguestor Hotes Require Bed |Bed Location | Cabin =~ Bed
PM 100603 PMIAD6D3| oY | 23C | ¥ 23C =
090505 090503 GY | 27a |
0700020503 1600030503 ov | 1688 | v 230
AWM 260303  PM2BO303| oY | 276G |D.Hambly UK Fire Edinguisher Maint |
0700050303 1800050303 23c | 304 | ' |
1800040303 0700050303 o | 2ac [ FELE
A 220203 P 220203 GY 271 |D Hambly Completion of UK Fire Fighting Equipt Maint |
A 200203  PM200203| GY | 27 |DHambly UK Fire Exlinguisher Maint. |
A 140203 FMAS0D203 Gr | 274 |DHambly Finish Fire Extinguisher Maint. [ v 27A
AM 130203  PM130203| Gv | 27F D Hambly Fire Extinguishar W | [ [

The visits are shown in reverse order with the newest at the top, oldest at the bottom. The visits which yet to occur
are highlighted at the top of the list in yellow. You can sort the report by any of the column headings which are
underlines, click the heading to sort by that column. If you wish to edit or view more details about the visit, click on
the ‘from date’ of the appropriate row.
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One Stop Visits

A One Stop Visit is a basic visit from one location to another and then back again. When the option is selected you
will be presented with the following screen:

Bulk Create/Update | Copy Calendars | BOOK VASHOr | visitor Report Location :  SBU H |~ |

@ Book one stop visit
Name : [ Migel Hall [ change vistor | Listai visis
ID No : [paszrr
Position : |Bafethdviser- Suppord j
Company : |Uk Fire j
Cost Code : INiA -

HUI SkKills {if applicahle)
om HLo T cox [ First aid [ Heli Fire [

Visit Time : IDBDD Visit Date : |1 QINEF2003

Travelling From : |3Y - Visiting : IESC 'I
Return Time : IF'M Return Date : |1 4062003

Requested hy : |Sean Hebden
Notes : Fire Safety Inspection ﬂ

Require Bed : ¥ Bed Location :|23C "I Cahin ;IQDE Bed :IE'

Update Visit Change to Multi Leg visit Delete Visit Reset Selection

This screen lists all of the details required to book a visitor on a one stop visit to a given location.

Name. This is the name entered or selected from the previous screen.

Change Visitor. If you wish to keep the current visit details but wish to change the name of the visitor, press this
button to be taken to the following screen. This is useful if you have selected **unknown visitor** and now have the
name of the visitor. Select or enter the name and press ‘Change Name’ otherwise ‘Cancel’ to return.

Bulk Createllpdate | Copy Calendars | Book Visitor ation : 55U | Leman [~ [~

@ Change the visitors name

_ CAddanewvisior |

¥ Use an existing visitor

= Unknown Visitor =

Adams. Robert - (Alstarm)
Adamsaon. P - (Sparraws)
Adamson. Phil - (Sparrows)
Adderley. 5 - (Amec)

Alexander. Martin - (dmec)

Allan. Michalas - (Muir Mathesan)
Alvarez. Jesus - (BF

Gray. Tirm - {Cape)
Hay A - (Tyca)
Hehden. Sean - (Amec)
Mason. Steve - (Cape)
Thynne. lan - {Cape) ;l

ListVisits for Selected Wisitor

Hote: Use **Unknown Visitor** where a visitors name has NOT been supplied {you can change the
name later)

Change Mame Reset Selection Cancel
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List All Visits. This button takes you to the ‘List Visits for Selected Visitor/List All Visits’ report as detailed in the
previous subsection.

ID No. The identification number used for the flight booking.

Position. The individuals job description. You will see the position with the trade in brackets. If not required or
unknown, select ‘N/A’. System administrators create and maintain the positions and trades, for more information
please see the Advanced Administrators Guide.

Company. The company individual works for, if the company name does not exist you can use ‘N/A or Unknown’.
System administrators create and maintain the companies, for more information please see the Advanced
Administrators Guide.

Cost Code. Optional, used in the costing reports to calculate how many days are charged to each cost code. If not
required, use ‘N/A’. System administrators create and maintain the list of cost codes, for more information please
see the Advanced Administrators Guide.

Number of Visitors. This option is only available when adding a new “*Unknown Visitor**'. It allows you to create
between 1 and 20 visitors in one go. This can be used if you have a team or group of people visiting a location,
they can be entered in one hit to reserve beds.

NUI Skills. This section contains check boxes for each of the visitors skills which can be recorded. This is primarily
used by the NUI planning system to ensure that platforms are manned with the correct skills levels. Place a tick in
each box that is relevant.

Visit Time. This is the time the visitor is expected to arrive at the location to be visited.

Visit Date. This is the date on which the visitor is expected to arrive at the visit location.

Travelling From. This is used to identify where the individual is travelling from, for offshore visits this will specify a
list if onshore locations, usually heliport locations. If not required you can select ‘N/A’, (usually used when a visitor
is visiting an onshore location).

Visiting. This is the location that the visitor is intending to visit.

Return Time. This is the time that the visitor is due to leave the visit location.

Return Date. This is the date that the visitor is due to leave the visit location.

Requested By. This is used to record who has requested the visit (optional, information only).

Notes. Any notes you wish to add about the visit, for example a description of the visit (optional, information only).
Require bed. If the visitor is visiting a location over a period of several days, they may require a bed at that
location. If they require a bed then the ‘Bed Location’, ‘Cabin’ and ‘Bed’ boxes will be displayed. Note: If a visitor is
visiting a location over a period of several days but does not have a bed, the system will assume that they are day
tripping to the location each day, therefore in movements report/flight list you will see then on each day of the visit.
However, if they have a bed, you will only see then in the movements report/flight list on the first day of the visit and

the last day of the visit.

Bed Location. This option is only available if Require Bed is checked. This is the location where the visitor is
spending the night.

Cabin and Bed. This option is only available if Require Bed is checked. This is the visitors allocated cabin and bed
(optional).

At the bottom of the screen you will see a button to Add (or Update) the visit, change the visit into a multi leg visit
(see below) or delete the visit.

Note: When you Add or Update a visit which requires a visitor to have a bed, ATS will check the availability
of beds for the duration of the visit. If there are no beds available on a given date, ATS will warn you. ATS
will, however, still add the visit so that you can prioritise your bedding requirements.
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Multi Leg Visits

The Multi Leg Visit planner is a powerful tool to allow you to select each leg of a visit when a visitor is visiting
multiple locations. Although more complicated than the one stop visit screen, the principles are the same. When
the option is selected you will be presented with the following screen:

Bulk Createlpdate | Copy Calendars | BODKMISHOT | visitor Report Location : 55U K3 eI ~ |

@ Book multi leq visit

Name : |Nige| Hall || Change ‘isitor | Requested by :

ID No : |E352TT List all ists | Notes ; =
Position : |BafewAdviser— (Support j

Company : |Uk Fire j ;l
Cost Code :INIA—;I

HUI Skills {if applicable) :

oml Hol cox[  Firstaid [ HeliFire [

Leg Time Date From To Require Bed? Bed Location| Cabin Bed Action

1 | |osoo | J1@ossz003 ~ [274 =] |[208 B Delets |

2 ||osoo ||2o08s2003 ~ [23c =] [[113 fa Delete |
3 ||osoo  ||22/08s2003 r Delete |
4 ||t7o0  ||22/08/2003

Time Date From To Require Bed?ﬁed Location| Cabin Bed Action
| [tai1z003 [ [278 =] r insert |

Update Delete visit Reset Selection

The top section contains information about the visitor. These details are the same as the one stop visitor screen,
see previous section for detailed descriptions.

Below this is the ‘Visit Plan’. This section contains details of each leg that has been inserted into the visit plan,
when you start a new multi leg visit plan this section will be empty. At the bottom (in yellow) is the ‘New Leg’ input
bar where each new leg is inserted into the visit plan.

Inserting the first leg.

The first leg of the visit will require you to insert the time and date of the visit, where the visitor is travelling from
(use N/A if not applicable — e.g. when visiting an onshore location) and where they are visiting. If the visitor requires
a bed, check the box and enter the location of the bed and then cabin (optional) and bed (optional). When complete
press ‘Insert’. For example:

InsertMewleg
Time Date From To Equire Bed? Eed Location, Cabin Bed Action

o |Joaoo |[eozon: @ |Jaez =] (il =] | @ [ fmii =] ez | | nsert |

This line will then be added to the visit plan as the following:

Leg Time Date To ﬁquire EEd?EEd Location| Cahin Bed Action
1 |[oson |[reorzo03 e = & | mi=] [z |F Delete |
2 || [18110/2002 ABZ
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Inserting additional legs.

You can now enter details of each additional leg. The date of each leg must follow the first leg, use times to identify
the order of the legs if several occur on one day. You will notice that there is no ‘from’ location on each of the other
legs, the ATS will determine this from the date order of each of the legs already entered into the system. For
example:

InsertMewleg
I_ Time Date From To Equire Bed?Eed Location| Cahin Bed Im
| |Jreoo |[aoniiz003 I I A - B | | nsert |

The visit plan will now show:

Leq Time Date Require Bed? Bed Location, Cahin Bed Action
1 ||ogoo  |[19r10s2003 I MLl =] |[as2 T | Delete |
2 |[|1so0  ||2001142003 i [t =] || | Deiete |
3 |[teo0 ||2om12003

Repeat this process for each leg you wish to insert.
Set final return time and date.

Once all of the legs have been inserted you will need to set the final return time. To do this simply change the time
and date of the final leg and press ‘update’. In the above example you may change leg 3 to 1400 on 21/11/2003.

Changes to flight plan.

At any time you can change the details of the flight plan by editing dates and times, locations and bedding
requirements, when you have made your changes press ‘Update’ to allow ATS to record the changes.

Deleting a leg.

If you wish to remove a leg, simply press ‘Delete’ on the corresponding row. Note: If you delete the first leg, all of
the following legs will shuffle up (second becoming first etc), however the ‘from’ location of the original first location
will remain. In the above example; if you delete the first leg, the new first leg will become ABZ to NWH at 1800 on
the 20/11/2003.

All Complete.
When the plan has been finalised, press ‘Finished’. This will allow ATS to check any bedding requirements and flag

up any days on which there are no free beds. ATS will then record the full visit plan and return you to the initial
visitor booking screen.

Note: To avoid confusion you should always use times when booking multi leg visits. This is the only way
that ATS can tell the order of the visits if you have several visits on one day.
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Visitors Report/View Visitors

This report lists all of the visitors booked to the selected location within the specified date range:

Yisflors Reapart n figr Laman ra I from |17A 12002 E {0 (17A12002

B - | (e I_Wﬁl—”’l_l_\‘“

\Anderson Datten | AMAGALD2|  AM17M102 1392?3‘! Mﬂnnur 274 [RHaydock  [AQ Crane Repair

7 ??ﬂ. |

Syslems | | |

\Ball_Andy | 1400131102 1400 271402 | 224148 hmie: & 278 p.Gamaner | f" 2?.& |

Davigscn Ewmn | 0500 131102 0300 241102 1334167 o | v | 27 [KTecker Pomad (v (A

|Drenby. Keith | AMAZM102| PM 1771102 29769 8IS &Y | CBM BTate \Crane Tech |
Dinnlnig, Alan 1400 131002 | 1400 27M102 | 1231352 Cape [ T4 PMincent | Ad-Hoc Insulator LN
|Fisher. Harmy [ AmtzA02|  AM2eMAD2| 38250 Amec oY | 2TA JGardener | EAE
Lamb. Richard AMAZHLO2|  PM 1710213860599 [paT [ er | cBm BTate Crane Tech |

By default this report shows the current day, however you can select a date range to show visitors over any period
of time.

The report shows the name of the individual, the time and date that they are due to arrive at the location along with
the time and date of their departure. The source shows where they are travelling from and visiting shows where
they intend to be located. The location they are visiting may be different from their bed location if, for example, they
are visiting a NUI location for the day and then returning to their bed location.

You can sort by any underlined column heading by pressing the column heading. By default the report is sorted by
the visitors last name and then by the ‘from’ date if the report spans multiple dates.

If you click on the visitors name you will be taken to a screen giving full details if the visit, if you are an administrator
you can then change any of the visit details.
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Reports

This section holds the bulk of the reports that can be executed by ATS. It is the first screen you are presented with
once you have selected your default location. The reports are divided into three groups. On the left you have
reports that require an exact date to run; in the centre are reports which are based on monthly information and on
the right are reports which either require only a year or no date at all.

= Lacation: 5 Bl v ]

® Shift rota reporting

All Companies - All Trades -

= :

Reports on the shift rota, month and day views, personnel movements, costing & skills

At the top of the screen you have the opportunity to specify individual companies or trades (or just visitors). This will
now down the selection of certain reports so that only the specified company and/or trade are shown. You can then
select the date on which you would like the report to be run (Note: changing one date will automatically change the
other dates). When you pass your cursor over the report title you will see a brief description of the report in the
white message bar at the bottom of the screen.

A brief description of each of the reports is detailed below, however a full description and examples are listed in the
following sub sections.

Report Descriptions

Day Reports

View POB. This report lists each of the personnel on board (at that location) on a given date. The report is broken
down by trade and details all base crew, temporary crew location, day trippers and visitors. The report also gives a
POB summary at the bottom (see POB totals below).

POB Totals. This is a summary of the Personnel on board, detailing the number of crew for each company and
each trade. The summary also lists the total visitors staying overnight and day tripping and the number of beds
used by base crew and visitors and how many beds are free. It also gives daytime and nighttime POB totals.

POB Skills. This report lists each of the personnel on board with their skill sets. If you are using the NUI Planning
module you will also see the skills of the crews manning each NUI location. This gives a quick view to ensure that
you have people onboard with the correct skills for emergency response etc.

View Visitors. This report lists all of the visitors at the specified location within a given date range (this may be a
single day or any date period). Full details of each visit are listed. This report is detailed in the Visitors section of
this document
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View Movements. This report will show who is arriving and departing from the chosen location within a given date
range (by default this is a single day but may be any date period). The report gives full details on who is moving
from where to where; both base crew and visitors are listed. If you are using the NUI planning module you will also
see each of the scheduled NUI visits listed.

Flight List. Like the View Movements report, this report lists who is arriving and departing from the chosen location
within a given date range (by default this is a single day but may be any date period). This report is a simplified
version of the Movements report in that is has just two columns, arrivals and departures; where individuals are
travelling from and to is not shown. If you are using the NUI planning module you will also see each of the
scheduled NUI visits listed.

Hotel Bookings. This report lists each of the individuals who require a hotel on the day prior to their first day at the
selected location. You can specify an individual date or a date range. This report has the facility to be emailed
direct to the hotel.

Find Person (Where is?). This report executes the ‘Where is?’ subsystem. The report allows you to find out where
an individual is located on a given date. You can list all personnel or search for a name.

NUI Day List. This report will only be available if you are using the NUI Planning module. This report shows what
NUI locations are being manned on the specified date, showing their crews and the crew remaining at the base
location. The report also gives a 7-day look ahead of what locations are to be manned.

Month Reports

View Month Rota. This report shows each persons calendar for the given month giving a view of the whole rota for
the month. Visitors are also listed on this report along with a bed summary showing beds used by core crew,
visitors and the number of beds free.

Edit Month Rota. Although not strictly a report, this can be a handy way of viewing and manipulating a whole
months worth of rotas. This report can only be accessed by administrators. You have the ability to scroll through all
personnel rotas for the month and make any changes you wish to.

View 3 Month Rota. This report gives you a larger overview of the shift rotas, displaying a 3 month period.
Although there is not as much detail as the month rota report you can drill down to individual months from this
report.

Month Summary. This report gives totals for each trade for each day of the selected month. The report gives a
total for the core crew and visitors for each day of the month as well as the number of beds free. This is a useful
planning screen, it can quickly tell you which trades are low on a given day or days when there are no beds free.

Movement Summary. Similar to the Month Summary, this report displays the total arrivals and departures for each
day of the month, broken down into base crew and visitors. POB for each day and the number of beds free is also
displayed. This report is useful for checking that there are not too many people arriving or departing each day if
there are restrictions on the number of seats.

Skills Summary. This is another summary report that lists the number of people onboard each day of the month
and the number of people with each of the tracked skills. This gives a quick overview to ensure that you have
people onboard with the correct skills for emergency response etc.

Month Totals. This is a simple report listing the total number of ‘man days’ for the month for each company,
broken into base crew and visitors.

Day Costing Report. This report gives a summary of the total number of days worked by each employee and
visitor for the selected period within each cost code. By default this is a month report, however you can specify
individual days.

Flight Costing Report. This report gives a summary of the total number of arrivals and departures for each
employee and visitor for the selected period within each cost code. By default this is a month report, however you
can specify individual days.
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Other Reports

View Year Rota. This report shows each persons calendar for the given year giving a view of the whole rota for the
year. The total visitors are detailed for each day along with a bed summary showing beds used by core crew,
visitors and the number of beds free.

Year Summary Report. This report gives the total number of days that each person will have worked throughout
the year. It gives a summary of the number of days in each of the main code groups, e.g. number of office days,
sick, training, etc. This is an ideal management tool to get an overview of each employee over the year. The report
highlights if an individual has done too many or too few days according to their contract days.

Detailed Year Summary Report. This report can only be accessed by administrators. This report is very similar to
the Year Summary Report however it details the number of days taken for each of the system codes. The report
also gives summary information showing the average number of offshore days, office days, sick days, etc.

Employee Details Report. This report shows the core details of each employee based at the selected location, the
report is not a POB report but shows every person registered at the location. This is useful for checking employee
details are correct, if you are an administrator, you can quickly change the details by selecting the appropriate
name. This report is detailed in the Employees section of this document.

Employee Skills Report. Like the Employee Details Report, this report is not a POB report but shows the skills
matrix of each person registered at the selected location. This is useful for checking employee skill details are
correct, if you are an administrator, you can quickly change the details by selecting the appropriate name. This
report is detailed in the Employees section of this document.
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View POB

This report shows a detailed POB for a given date. It lists who is at the selected location broken down by trade:

Letman I
BHrON_ AN 432  |Abs Elae ar
Ariss Andy 2138387 |Abs Elat Alstom 7A |
Ant_Adamn 0382 | Abs Elec El TA |
Aronson, Aaron Abs Eler Al Safetr iraining 7TA
27 Abs Elet Al Satety training 1A |
aitkan, lan 0387221 | Electi Tech Iraormer B [206a B 7A |
Blakey. Gary | 10302 |ElectTech |BF A |32 B | 2784 |
|

T T - S S N 7
BradyTony | GB2GIT (o (BF | A | 303 | B |
Sibley, Mark 108800 [ oI BP B 302 [ A A
Mechanical |
Bayligs Pefar | &4 [MechTL aF | & 200 B[ 278 |
Qoden, Jack | 91385 |[Mach TL |BP | H 200 [ B | 218 |

N R
|

Crew Day Trippers {in calencar)

23343 Clerk |BP A | 206 | B | 27A | Sleeping on 23A |
£a. A3 ik A1 Safety lraining 2TA | Day Tripper |

The title bar allows you to jump to the previous and next days using the arrow buttons. You can also change the
date and location (or select another report to view), if you change any of these details you must press ‘update’ for
them to take effect. You can sort this report by trade/position (default), name or company), to change the sort order
click on the column title. Note: The trade dividers will only appear when the report is sorted by trade.

The report shows all of the employees by trade, listing their ID, position, company and bed information. Members of
the NUI team will be highlighted in yellow and adhoc will be highlighted in blue (these flags are set in the employee
details screen).

The report shows the location base crew first, followed by any temporary crew locations (bed overrides) and crew
who are based at another location but their calendar says they are working at this location (crew day trippers).
Finally you will see each of the visitors visiting the location. Information about the visitors bed location or whether
they are day tripping will be shown in the bed information/notes column. If the asterisk has been used with a code,
you will see either ‘out tonight’ or ‘in tonight’ in the employees notes column.

If you click on the name of the individual, you will be taken to their calendar or visit details.

You have additional information about where the visitors bed is located and the type of visit. Clicking on a visitors
name will bring up the visitors screen showing their visit details.

At the very bottom of the report are the POB totals (detailed in the next section):

Base Crew Company Totals

Base Crew Trade Totals

|1 Satety training 2 ||Construction 5|
Alstam 1 || Electrical 2
BF 9 || Fabric Malntenance |
Cape 1 || Instrurnents 1
Kxaener 1 || Managarment 2
Total Base Crew 14 || Mechanical 2
Support 1
Total Base Crew 14
Crene Day Trpping Here (n calendar) 1| |Bads Onboard 20
Visitors Day Tripping 1 || Batls Used (Base Crow) 14
Qvernight Vigilors Laaving Today 0 || Bads Available 6
Owemight Wisilors a
Total Wisitors 1
TOTAL PERSONNEL DAY 16 II'O'IN. PERSONNEL OVERMIGHT | 14 |
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POB Totals

The POB totals report gives a summary of the individuals at the selected location:

: y ase Crew Trade Totals
a1 5
[Alsto 1 2
BF 9| Fabric Maintenance 1
Cape 1 | Instruments 1
Exaarner 1 Managemem 2
Total Base Crew 14 | Mechanical 2
Support 1
Total Base Crew 11
Visitor Totals Eed Info rrnatlo n
Crew Day Tripping Here {in calendar) 1 || Beds Onboard
wisitors Diay Tripping 1| Beds Used (Base Crew) 1d
wermight Visitors Leaving Today 0| Beds Available i}
Owemight Visitors ]
Tatal Visitors 1
| TOTAL PERSONNEL DAY | 16 ||| TOTAL PERSOMNEL OVERNIGHT 14 |

The title bar allows you to jump to the previous and next days using the arrow buttons. You can also change the
date and location (or select another report to view), if you change any of these details you must press ‘update’ for
them to take effect.

This report gives the number of crew on board for each company and also the number of crew on board for each
trade. These figures are the number of crew onboard for the day (this may be higher than the number on board
over night).

Below this you will see the number of visitors to the location. This will include any bed overrides and crew day
tripping. The visitors total is made up by the number of visitors day tripping to the location, those who have had a
bed but are leaving the location at some point today and those who are on board overnight.

Next is the Bed Information, this will show the number of beds available, the number used by base crew and the
number used by visitors. The total number of free beds is shown below this, if this number is negative, the beds
available will be highlighted in red.

At the very bottom of the screen is the total POB for the Day and the total POB for the night.

Note: If you have not specified a specific location (e.g. all fields or all locations in a field), you will not see
the bed information. Bed information is only available when you select a specific location.
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POB Skills

This report details the skills that each member of the crew has on the given date. This report is used to ensure that
the minimum safety requirements are met:

Chitvers, Richard Elect Tech 230 B
IPalme.r. Keith Elect Tech 130 A [V W Vv v G
'Parnharm. Shane Elect Tech 130 B [v v v | | W [
Fabric Maintenance -
Dunster, Jonn S sl der 23 W
Fabtic hilce B |8 ¥ F | Ve ¥
| Thnsless, Andray Seallaldar 230 A [ | | | |
Mathews. Rick Inst Tech 330 A E E w"f. I+ I
Nisbet Ken In=t Tech A | { { .
Management .
Laech, Jonathan MU 23 B W | ol [V
Batcliffe, Peter |00E < T 0 O O O I I o
acna d
Forbes. Angus Mech Tech 238 B[ | | v W
Davizon Jim Techilerk P A W v W
1S
, m=HARAL
gg QaEEugEEgEr_'E%
= === ]
Inde 23€ Totals mfgi‘aaaaig?igz-ﬁﬁm
131135 6o 21 /2o 6lof1|7 a8 6

The title bar allows you to jump to the previous and next days using the arrow buttons. You can also change the
date and location (or select another report to view), if you change any of these details you must press ‘update’ for
them to take effect.

The report shows each crewmember based at the specified location and a tick for each of the skills the have. The
OIM codes are defined as follows:

OIM A OIM of a Manned Installation.

OIM B1 OIM of a Normally Unattended Installation.

OIM B2 Deputy OIM of a Manned Installation.

(0]])' et Stand in for a Normally Unattended Installation OIM.

If you click on the individuals name you will be taken to their calendar for the year.
Totals for each of the listed skills are displayed at the bottom of the report.
If you are using the NUI Planning module you will also see a list of the manned NUI locations and the crew skills

lists for each. Crewmembers who are on a NUI will be taken off the base location list and included in the NUI visit to
truly reflect the skills that remain at the parent location.
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View Movements

This report gives a detailed view of all of the crew and visitor movements to and from the chosen location on a
given day (or date range):

[ Hame | DNo  Flight Hotel Position | Company | Shift [Cabin[Bed |  Movement [  MNotes
Popple Sfeve SE485 (0930 Chief Opersfar BF A 315 | A |Move from 27410 Onshore

i 205737 (0930 tech Tech aP B | 31 | B Movefrom 274 to Onshone

Herilage. Michael | 52556 (0930 | [Operalr [BF B | 306 | A |Wove from 2TA T Onshore

Sibley, Mark 108800 (0930 Ol BF B | 302 | A |Movefrom 27Ato Onshore

Lovwery lain 200806 (0930 Operatar 21 | E | 305 | 8 [Movefrom 27410 Onshore

24005 |0920 Operator BP | F | 306 | A [Movefrom 274 0 Onghore

Stratford. Fraser 235142 1800 Ops Technician BF . .|Mnue from 274 10 Cnshore

[Ealeman David 181376 (0830 | |Oneraior [ .

\Colaim, Gill 135838 |0930 ol BF [ Move Ofshore to 278 |
Williams. Sleve 128044 0930 Operator BF _‘
vincelan | 173811 (0930 | omesir |8 [ G | 313 |8
[Lodge_ High GRATY |0930 [ChierOperatar  |BP [ Move Offshore tn 274 |

Davies. Jim 167444 (1630 O0E BF —‘
[Henden Sean 33343 [FADT v [Clerk BP Daytrip o 27A from SCH

ishtors

Thompsan. Lee 1385853 |AM I PM ) wnglian Hydraulic s | Daytrip 1o ITE (fram GY) |

i 1400467 P PM DY

btarin, Gary 1342342 AW 1 PM Cane ~ |Davtrip to 274 from GY)
Imadlar Mick 1385455 [N 1 Pi Cape |Deatripy 1o 274 (feor G

Movethett Sumhina

| Movement Swte@ry |
Total Arrivals @ 11 | Total Departures : 11 ‘ienw me Flight List

The title bar allows you to jump to the previous and next date periods using the arrow buttons. You can also
change the date and location (or select another report to view), if you change any of these details you must press
‘update’ for them to take effect.

This report gives you a list of each person arriving or departing the chosen location. Core crew are listed first
followed by any temporary crew locations (bed overrides), crew day trippers followed by visitors. You will see the
individuals name (if you click on the name you will be taken to the individuals calendar or visit details), ID number,
default flight time, whether they require a hotel or not, their position, company, shift and bed information. NUI team
members will be highlighted in yellow and Adhoc in blue.

The movement column gives information on where the individual is going from and to (moving off shift/onshore is
shown in white, on shift/offshore in green, transfers in green, day tripping in yellow).

The report can either be sorted by name or by movement (default is movement), to change the sort order click on
the column title.

A movement summary is displayed at the bottom of the report giving the total number of arrivals and departures.
Next to this is a button to quickly jump to a Flight List view of this report; this allows you to quickly toggle between
the two views of the personnel movements.

If you are using the NUI planning module you will see a list of each of the NUI visits at the bottom of the report:

e s

|Marme (From / Return To) ﬁ IDNe ||Name (Fram /Return To) D Mo
allen. Frad (Onshora T Onshore) |Crane Tech 4325 Dannison. Ray (Onshore § Onshore) |MBI’.‘h Tach | 208653
arrindell. Dscar (Onshore § Onshora) [Elect Tach G643 Eoxhiall. Mark {Onshore F Onshore) NUITL 40062
Darry. Richard (Onshore § Onshore) Elact Tach 216795 atthews. Phillip (Onshore § Ohshore) Ihst Tach |78010
Evans - Barmy, Mike (Onshone ) Cnshonay |Cnmms Tach 206101 ey son, Mark (27A 5 Onshore) Mech Tech E9188
Laitch, Gerry (Onshare § Onshore) MU TL 66842 Reed, Steve (Onshare [ Onshore) Elact Tech 199293
Mackillan, Peter (2047 Onshora) |Cnmms Tach 72158 ﬂam_&m[ {Onshore F Onshore) Elzct Tech 126008
T [221573
|Crane and maint. General PM 198450

[Grane and maint General P

The visit plan shows which NUI locations are to be manned and their crews. The crew names show where they will
be moving from and returning to (before and after the visit). Click on the NUI location for full details of the visit or on
the individuals name for their calendar/visit information.
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Flight List

This list is very similar to the View Movements screen except that it does not show the source and destination of
the flight arrivals and departures. This is a simple two column list of who is arriving and departing the chosen
location on the given date range:

als

Name 1D N
0930 |David Colernan | 181376 |BP | 0930 [len Pisset |205?3? BP
R e i a0 o
1330 [Hugh Lodge | 62477 [BP 0330 |M||:haeIHen1age | 53556 |BF
0330 [lan vince {17381 [BP 0330 lain Loveery ["208308 BP
0930 [Sleve Willisme | 128944 |BP D930 [Steve Popple | sgazs [EF
1630 [Jim Davies [1ar444 BP D930 |Matk Sibley [ 1osg00 [BP
FAD1 [SeanHehder® | 23343 BF v 1800 [Fraser Stratiord | 235142 [EF
A |Lee Thompson BH252 Angllan FAD1 |Sean Hebdan™ | 23343 PBP
{risiior) Hydraulics P |LemThompson 1386853 ngllan
|9_a_n.r_ulg|il_r|_&sm_} |134234? Cape (visitnry | Hydrzulics
i e .ﬁsﬂss i T
PM | Critaph {msllnﬂ [1400457 Doy [ PM  |MickMedlar fisiter)  |1335455 | Cape
11 arrivals {* 1 between platforms /10 onshore) 11 departures (* 1 hetween platforms | 10 onshore)

‘Wiensr mE Parsonnel Movamants I

The title bar allows you to jump to the previous and next date period using the arrow buttons. You can also change
the date and location (or select another report to view), if you change any of these details you must press ‘update’
for them to take effect.

The left column shows arrivals and the right column departures. You will see the default flight time, the individuals
name, ID number and any notes about the visit. The arrivals column also shows anyone who requires a hotel the
night before their arrival.

Anyone who is transferring between locations (rather than travelling to or from onshore) will be highlighted in green
with an asterisk after their name.

The report can be sorted by either the flight time or the individuals name by clicking on the appropriate column
heading.

At the bottom of each of the columns are the totals, shown as total number of arrivals/departures broken down into
how many are from/to offshore and how many are between locations. Under this is a button to quickly jump to the
View Movements report; this allows you to quickly toggle between the two views of the personnel movements.

If you are using the NUI planning module you will see a list of each of the NUI visits at the bottom of the report:

w0 o 000000000 |
Marma (From / Return To) Paosition DN [Narme (From / Return To) |Pasition ID No
e, Frad (Onshom Fonshore) \Crane Tech 4325 Ciannison. Bay (Onshore § Onshore) |MBL‘h Tech EEUBEEE
arrindell. Dscar (Onshore § Onshora) [Elect Tach 5643 Foxhall, Mark {Onshore f Onshore) HUITL 400632
Doty Richard (Onshore | Onshone Elect Tach MGTI5 tattiews. Phillip (Ohshone F Onshor) Inzt Tach |75010
Evans - Bary, Wika (Gnshore ! Gnshara) |Cumms Tach 206101 [Mawyson, Matk (274 fOnshare) Mech Tach B918E
m@nsnuremnsmm} MU TL 66042 Reed, Steve (Onshore J Onshore) Elaci Tech 189283
\Macklillan, Peter (2745 0Onshore) |Cumms Tach 72159 Ward, Paul (Onshore FOnshore) Elzct Tech 125008
Description F [ [221573
|Crane and maini, General P, 198450
(Crane and maint General PA

The visit plan shows which NUI locations are to be manned and their crews. The crew names show where they will
be moving from and returning to (before and after the visit). Click on the NUI location for full details of the visit or on
the individuals name for their calendar/visit information.
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Hotel Bookings

This report lists all of the individuals who require a hotel on the day before they visit the specified location. Each
employee who has had the ‘require hotel’ box checked in the employee screen will be listed in the report to allow
you book a hotel the night before they are due to arrive:

B tor scniensaon B| scH B3| from | 20012001 = to |1ORAZ2001

Wmsﬂy AT - " —— - — . 1 peredn
\Rober Gibson.

|Monday 26/11,2001 8 people
(Gary Aplin. Robert Black, Malcalm Carmeran. Meil Jones. Terry Laws, Dave Samways. Garelh Thomas. Clive Wall.

|Monday 034272001 & people
‘Diavid Barret!, Clint Blackbourn, Derek Clarke. Paul Gallacher. Rober! Hume. Calin Jacobson. Les Thomas. Braid Tullis,

[Manday 10/12:2001 10 people
|Joseph Bomhrone, David Ford, Bruce Oag. Robert Pounder. Micheal Quigley. Alun Rowdands. Stephen Smith. Alan Stoddart. John Thamson. John Walker,

[viilliam Batchelor. Gareth Gordon. Andrew haawell, Anthory Margan. Brian Pape Frank Shﬂll&'l' Paul Solati. AdHan YWells. Kenneth Wiseman,
Wiednesday 194 22001
Rober Gibson. Kevin Hampson.

The title bar allows you to jump to the previous and next period using the arrow buttons, the date range defines the
period, this could be a day, month or any specified range. You can also change the ‘from’ and ‘to’ date and location
(or select another report to view), if you change any of these details you must press ‘update’ for them to take effect.

The report lists the date for the hotel booking and the total number of people to be booked; this is followed by the
names of each of the individuals.

At the bottom of the report you have the option to email the report. Enter an email address to send this report to,
your email address and any note you wish to append to the message. This enables you to send this report directly
to the hotel for booking. When you are ready to send the report press the ‘Send’ button, you will then be given a
confirmation with the option to return to the report.

Note: The email address must be in a true email format, for example ‘john@hotel.com’, you cannot use a
name as you may see it in your address book, for example ‘smith, john’.
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Find Person (Where is?)

This is a link into the ‘Where is?’ subsystem, ‘Where is?’ is a tool used to locate a person or list all the people at a
given location:

Hame: Eif Locathon : (EEE10M | ==L El *||2ia =

Name ID No Shin |Easition Coiifeainy Current Location dnclude off shift I )

Aot Mg G5 B | \Wielters Mate Cape 278,

Abron. Alxin 437 | Aibe Elac BP ITA

Afkenlan 0m7IN (B [ElectTech Wemer A
Amiss, Andy 213887 | Abs Elac Alslom ITA

And. Adam 9Baz | &bz Elec BF I7A

Aronson, Aaron | Abs Elec Al Safety fraining 27A

Baylizz Pelar A4 A | Mech TL BP ITA

| Blakey, Gary 10309 A (ElectTech BF A

Brady, Tony GEE2T A | QI BF 274

Clarke  Ray 21721 H |LogCo BP ITA

Hebden Sean |EE [Clerk BP 27A

Dudan. Jack 91305 H [ Wech TL I3 |27A

Sibley. Mark 108800 |B [ BF ITA

Zr | Abz Elec Al Safety fraining 2T

|
|
I I
I [ I
1-14 of 14

To find a person, first you must select the location in which you wish to search. You can then enter the last name,
part of the last name or, first and last name of the person you are looking for; select the date on which to search
and press the ‘Search’ button. You will then see all matches for the specified name on that date. If you leave the
name blank and press search you will see a list of all individuals at the location. Pages are broken up into groups of
25, if you wish to list all in one page press the ‘List All' button.

You can sort the report either ascending or descending on each of the by clicking on any of the column title. You
will see the triangle (+ ) next to the current sort column flip depending on whether the sort is ascending or
descending.

By default, only individuals on shift will be shown, however you can check the ‘include off shift’ box to include both
on and off shift personnel.

If you click on the individuals name you will be taken to their current years calendar.

If you wish to quickly switch to another report, select the report from the list and press the ‘Go’ button.
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NUI Day List

The NUI day list is only available if you have the NUI Planning module. The report details the crews visiting each
NUI location on a given day and the crew remaining at the parent location. This is followed by a summary of the
visits for the next week:

Chapman. Steve
Danlels, :
Stephen Gunn, Hugh Sibley, Mark Cannon. Gary | |Larder. Paul Clarke . Ray
Faulkner. Gary [ _Bat . Slave ntosh. Keith viadey Phil | Mampole, Stoll hlapier. Andy
Ganty, James ! sy, Chils Shearar,
Goodmim, Poopl i |Ricky

i Stakell Paul |Stratiord.
Miheath, [Fragar
Alexantar

NUI Visits
_1_!_

Name (From { Return To) _ Pasition IDNe | Hame (From /Return To) Position
Alen. Fred (Onshare f Onshore) Crane Tech |4325 \Donnison. Ray (Onshere J Onghore) Mech Tech 2:18558
Arindell, Ogear (Onshor § Onshora) Elect Tech 5643 [Faxhall Wark (Onshore f Onshore) ML TL 40062
Demy, Richard (Onshors f Onshore) Elect Tech |2167a5 [htatihews Phillip (Onshors § Onshore) Inst Tech 75010
Evanc - Barry hlike (Cnshore f Onshaore) Camme Tech 208101 Newson. Mark (27541 Onshore) wech Tech |391 a8
Leilch, Garry (Onshaore | Onshore) LI TL |BED4T Reed. Sleve (Onshore § Onshore) Eloct Tach 3793
Machilian Pefar (274 FOnshora) Comms Tech 72159 tﬂ{am_ﬂa_ul {Dnshore f Onshore) Elect Tach 1125008
Descriplio [z21573
Crane and maint. General PM. [198-!50

IMon | 03062002
Tue | 040EZ00Z |
ﬁed OEMEZ002

Thu | DEMGZ002
i omosiz00 _| oWt lanned
soi | owowmna | @ | -NovieRPlmed-  -NoViitPlanned-

Do not remove or change this sheet \mthout notifying Field Coordinator or 27A OIM 11!

The title bar allows you to jump to the previous and next days using the arrow buttons. You can also change the
date and location (or select another report to view), if you change any of these details you must press ‘update’ for
them to take effect.

The top section lists each of the individuals remaining at the base location (NUI team are highlighted in yellow and
adhoc in blue, visitors have a (V) after their name and bed overrides onboard a (B)). Each column shows the
members of each trade. You can click on the employees name to see their calendar for the selected year.

Below this is a list of each of the NUI visits for the day. The visit details show which NUI locations are to be
manned, their crews and a description of the visit. In brackets next to the crew names, are details of where they will
be moving from to get to the visit and where they will return to. Click on the NUI location for full details of the visit or
on the individuals name for their calendar/visit information.

The 7 Day Plan shows which locations are to be manned in over the next 7 days. You can click on the visit location
on get full details of the planned visit.
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View Month Rota

This report gives a month view of the rota for all individuals at a given location. The report shows core crew and
visitors and well as bed information:

Show fll ke | ]_Elﬂl_l_l_l_l_ﬂl_l_l_l_l_m-lﬁl_l 20 IFIEEEIEI_I?I_ 9 ENEN
[biama |Position |shin [Fr EEIIET e [Tu [ve [Th [ Fr 21 [ET o [ Tu (wie [Th [ Fr ESIED] wo [T e [Th [Fr [E20 0 o [Tu [wel[Th [ Fr [EEIED
Abron A Al Elec | [zea ma|ama ma ana e 2a (2ra 20 A Ta|2a 2re (BB |
frmiss b = AhsElec | | [ EEEE
AnkA wnebee | GEEE | ERTEEETARREEmAEAEEERTECATAEE | | EEEm 00 | [
Aronson. & Abg Elac
Barratt L In=l Tech
ZZ Abz Elec
Bayliss P Mech TL A
Blakey G Elct Terh A
Brady T Ol A
Hehdan 5 M Clark A
Shbott Pl Vialders Male B
Aitkan_| Elact Tech B
Cowlamm, 3 (ul[f] 1]

Hill © Safety Adviser B
Sibley, ME [l ]
Clarke B Logo H

Mech TL H

SEII’EWMMSer i
ovmiomaton
Beds Cnboard i

13 Rk

Crevw Onboard Overnight 2 [13

VisHors Gnboard Ovemight

[_ﬂlil 00 0
Eets Availahle 2018 (18 1818 7 I_ ? 65|54 4[5 ITITIT 6 18|18 18 [18 [19 |20 |20 |20 [20 20 (19 19

Ofshare - Mote = &, Bed Ovarride = M, Flight sdvance =* Sl key |

Tralning (add. pay) : I_ alming (o extra pay) TU O assignionshore contract © IE‘ OnshoraiOmee add. pay) W
Onzhore/Cffice {no exira pav) | 00 |3nshore Delay Day - Offshare Delay DawCall Back Partial Offzhare Delay !
Compassionats Leave | [l =i |Suspensian - Emploves Rap (atd. pay) - ER
Employes Rep (no extra pan - EU |Hol|day (Contractor Cnly) HEO |..Iur5rDa'|=: Jo |HarﬂaﬂaﬁPalamlhf: ety
MaternityParental ; M |Pyblic Duties : PP |Senvice Day &0 |Senice Day Encashment 5E
| Earety Rep (add. pay) - 5 [Safaty Rep (no exra pay) : 5U Unpaid Leave/Career Break uL =

The title bar allows you to jump to the previous and next months using the arrow buttons. You can also change the
date, location (or select another report to view) and also use the companies and trades filters to refine the report
(Note: Trade also contains ‘Visitors’ if you wish to view only visitors), if you change any of these details you must
press ‘update’ for them to take effect.

The report shows the individuals name (NUI team are highlighted in yellow and adhoc in blue), position and shift
followed by a column for each day of the month. These columns contain the location or system codes which define
where or what the individual is doing on the appropriate date; use the ‘Show full Key’ button for a list of all the valid
location and system codes, a list of the system codes follows in Appendix A. Calendar System Codes. A key of the
system codes is also displayed at the bottom of the report.

You can sort the report by name, position or shift by clicking on the appropriate column heading.

At the bottom of the report is a section of summary information. This details the number of beds on board each day
with the number of beds taken by base crew, visitors, total overnight POB and the number of beds free.

Note: If you are not logged into the system, you will not see the codes for Sickness, Compassionate Leave
or Suspension. These codes will be hidden and replaced by ‘O’ - other. While these codes are hidden, you
will not be able to see any notes within the hidden date range.

Note: If you have not specified a specific location (e.g. all fields or all locations in a field), you will not see
the bed information. Bed information is only available when you select a specific location.
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Links, Notes and Bed Overrides

You can click on the individuals name to view their calendar for the selected year or, if they are a visitor, their visit
details. Some of the names may have symbols after them; the B symbol denotes that the employee has notes for
the current month; the & symbol denotes that the employee has bed overrides during the current month. You can

click on the symbols to display note/bed override details for the month.

Some of the cells within the month may also be underlined, if they are underlined, there is a note attached to that
day, click on the cell to view the note.

Notes are used to record information about any day, for example you may wish to record information about what
training course an employee is on, where it is and who authorised it.

Bed overrides are used to relocate an employee to another location for a temporary period. This is useful when a

member of crew is seconded to another location for period of time or one employee is shared between two
locations.

Some examples are shown below:

Show full key | (T REN 2 (5 (67 [ IEEEN 1 23 (e s EEAREA 12 19 [20
[ Mame | Position ghitt | Fr FEENE Mo [Tu wie [ Th [ Fe EENE Mo [ Tu [wie [ Th [ Fr EENEDD Mo [ Tu [we
Abron. A E Abs Ele IR (TR TR | [27A[27A 274 17A 17A [Z7A 27A 27A (17A 27A 2TA 27A 574 B
Amiss. A EH Abs Elec | TAJTA ITA DA 1A DPA 1A ITA 2 234 WA I7A A (O8]
Ara N TN Abs Elec O\ TATTA I7A 27A 1A DTA 1A TTA WA TR DA TR
Aronson. A\ P Elec N | RN
Display all notes Display all bed Display the note Bed override
for the month. overrides for for this day days in blue italic
the month.

When you click on a note or a bed override you will see a popup window like the following:

a Motes - Microsoft Internet Explorer provided by BP Group Digital Business H=]

MNotes for Alvin Abron - August 2003

Date Hote

014080033 days survival training at petans

Close Window |

[

To hide the window, press the ‘Close Window’ button.

Please see: Bed Overrides and Notes in the Edit Calendar section for further information.
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Edit Month Rota

This option is only available to ATS administrators. The Edit Month Rota screen is very similar to the View Month
Rota screen except that it allows you to modify one month from the calendars of multiple individuals at the same
time. This screen effectively allows you to modify the calendar of the whole crew at the same time, for example this
is a useful tool to update calendars when several people have been delayed. The screen displayed is as follows:

_ | All Compenies All Trades

Name | Forename | Position [ shin | 1 ] 2| 3] s s 6| 7| a] anlafsza]aa]qa]s]sa]ar]e]rafan]z]|z2]aa]a]:
Bbon|Ain |Ps Elec TR_R TR | EA @A @A WA QTAGIAGIA (A A DA IA A A D0 | _
Avisz | Fedy Rk Elee T 2a A WA 1A DA DA [FA A Zn NA (ZA (TA D0
At |Adam [Pl Bl | A OTA [TA [NTA Q1A TTA WA [fA TA 3TA 0IA [MA (A [IA |
s [Ba DA [B9A DA DA BA (DA (DA 1A DA [BA A DA
HO HO |HO [0TA 37A 21A @A [TA 1TA 91A A [T WA

e A [TTA (@A 2T GTA GTA WA [ITA JTA A WA 1A 9TA

| A N 1A (DA WA 2Ta DA @A (A [TA 2a ZA [TA [Ta A [
Bldey | Gary |Blewa Tech A T Aa A A A Na A (WA A TTA @A [sp sp sE
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The title bar allows you to jump to the previous and next months using the arrow buttons. You PET

can also change the date, location (or select another report to view) and also use the A TA [TTA S
companies and trades filters to refine the report, if you change any of these details you must AT

press ‘update’ for them to take effect.

The interface is the same as that of the Edit Calendar screen. You can scroll around the rota screen, click on the
cell reflecting the day and individual you wish to change and enter the relevant location or system code, (use the
‘Show full Key’ button for a list of all the valid location and system codes, a list of the system codes follows in
Appendix A. Calendar System Codes. A key of the system codes is also displayed at the bottom of the report).

You can repeat this process as many times as required before you press the ‘Update Shift Rota’ button to apply the
changes. The ATS will then commit the changes. The Cancel/Finished button will return you to the Report
Selection Screen. You also have Bulk Update and Insert Note buttons, these are discussed Edit Calendar Section.

Below the key you will see a list of all of the notes that apply to the crew on the selected month. If you wish to edit
or remove these notes you can do so by clicking on the employees name. Details about notes can be found in the
Notes section.
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Reports

View 3 Month Rota

This report gives you a high level view of the employee rotas over a three month period. Although there is less
detail than the View Month Rota report, this report is very useful for long term planning and gives the ability to drill

down to the month rota:
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The title bar allows you to jump to the previous and next three months using the arrow buttons. You can also
change the date, location (or select another report to view) and also use the companies and trades filters to refine
the report, if you change any of these details you must press ‘update’ for them to take effect.

At the top of the report you will see each of the three months, you can click on the month name to view the month
rota for the selected month. Below this you will see the individuals name (NUI team are highlighted in yellow and
adhoc in blue), position and shift for each member of the core crew. This is followed by a cell for each day in the
three month period. Clicking the individuals name will take you to their calendar for the selected year.

You can sort the report by name, position or shift by clicking on the appropriate column heading.

As space is a premium on this screen, location codes are displayed in green and there is an abbreviated key,
which is shown at the bottom of the report.

Note: If you are not logged into the system, you will not see the codes for Sickness, Compassionate Leave
or Suspension. These codes will be hidden and replaced by ‘O’ - other.
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Month Summary

This report shows summary matrix of the crew, beds and visitors at the specified location for the selected month.
This report is especially useful for bed and crew planning, ensuring that there are beds available over the month
and that there are enough people for each trade:
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The title bar allows you to jump to the previous and next months using the arrow buttons. You can also change the
date and location (or select another report to view), if you change any of these details you must press ‘update’ for
them to take effect.

The report is broken down into four key sections:

Base Crew. This section lists the number of crew at the selected location for each day grouped by trade with the
total base crew at the bottom. If you click on the Trade you will be taken to the View Month Rota screen, which will
display the month rota for each of the individuals in the selected trade. This section also contains the number of
crew temporarily relocated to this location by bed overrides and the number of crew day tripping here (this is
denoted by people who have a bed location elsewhere but this location is specified in their calendar).

Visitors. This section lists the number of Visitors who are Day Tripping (who do not require a bed), Overnight
Visitors (who require a bed) and Overnight visitors leaving today (who had a bed and are onboard but will not need
a bed tonight). The total visitors are listed below this. Visitors are detailed in their own section.

Bed Information. This section shows then number of beds onboard, the number of beds used by base crew (and
crew relocated to this location), the number of beds used by visitors and finally the number of beds free.

POB DAY and POB NIGHT. This section shows the total number of personnel (visitors and crew) on board each
day during the day and also overnight.

There is a row of magnifying glasses at the bottom of the report. If you click on a magnifier for a selected day you
will be taken to the View POB Report for that particular day. This gives you the ability to zoom in to get extra detail
for each day.

Note: If you have not specified a specific location (e.g. all fields or all locations in a field), you will not see
the bed information. Bed information is only available when you select a specific location.
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Movement Summary

This report shows the arrivals and departures for each day of a given month at a selected location. This report is
especially useful for flight planning to ensure that there are enough seats available for the movements taking place,
you also have a view of the bed availability for the month:
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The title bar allows you to jump to the previous and next months using the arrow buttons. You can also change the
date and location (or select another report to view), if you change any of these details you must press ‘update’ for
them to take effect.

The report is broken down into the number of arrivals and departures for each day. This is split into base crew (this
includes the core crew, temporary crew relocated and crew day tripping to the selected location), visitors and finally
the combined total.

The Bed Information shows then number of beds onboard, the number of beds used by base crew (and crew
relocated to this location), the number of beds used by visitors and finally the number of beds free.

There are two rows of magnifying glasses at the bottom of the report. If you click on a magnifier for a selected day
you will be taken to the View POB Report or the Flight List for that particular day (depending on which row you
select). This gives you the ability to zoom in to get extra detail for each day.

Note: If you have not specified a specific location (e.g. all fields or all locations in a field), you will not see
the bed information. Bed information is only available when you select a specific location.
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Skills Summary

This report shows summary skills matrix of the crew at the given location of each day of the selected month. The
report also shows a summary of the bed used and free for each day of the month. This report is especially useful
for crew planning, ensuring that there is the appropriate number of people at the location with the correct skills for
emergency response planning:
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The title bar allows you to jump to the previous and next months using the arrow buttons. You can also change the
date and location (or select another report to view), if you change any of these details you must press ‘update’ for
them to take effect.

The report shows each of the recorded skills and the number of people with the skills for each day of the selected
month. If you click on the skill you will be taken to the View Month Rota report, which will show you the detailed
month rota for each individual with the selected skill.

The total base crew for each day is shown, followed by the bed information for each day. The bed information
shows how many beds are at the location, how many are used by base crew and visitors and the number of beds
available.

POB day and POB night shows the total number of personnel (visitors and crew) on board each day during the day
and also overnight.

There is a row of magnifying glasses at the bottom of the report. If you click on a magnifier for a selected day you
will be taken to the POB Skills Report for that particular day. This gives you the ability to zoom in to get extra detail
for each day.

Note: If you have not specified a specific location (e.g. all fields or all locations in a field), you will not see
the bed information. Bed information is only available when you select a specific location.
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Reports

Month Totals

This report lists the number of man-days at the given location by company split into base crew and visitors. This

report can be used as a source for costing information and safety planning:
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The title bar allows you to jump to the previous and next months using the arrow buttons. You can also change the
date and location (or select another report to view), if you change any of these details you must press ‘update’ for

them to take effect.

You can click on the company name to view the Month Rota for the selected company on the given month
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Day Costing Report

This report shows the number of days at the selected location for base crew and visitors broken down by individual
and grouped by cost code:
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The title bar allows you to jump to the previous and next periods (this is defined by the date range and could be
day, month (default) or any range of dates) using the arrow buttons. You can also change the ‘from’ and ‘to’ dates
and location (or select another report to view), if you change any of these details you must press ‘update’ for them
to take effect.

The report shows a row for each employee and visitor grouped into cost codes. Cost codes are allocated to crew
and visitors when they are first added to the system; see the employee detail and visitor sections for more
information. If you click on the employee or visitor name you will be taken to their details.

The columns are defined as followed:

Employee Days is the number of days offshore for the month for each of the base crew at the given
location.

Visitors Days is the number of days offshore for the month for each of the visitors at the given location.
Other Paid Days, is other paid system codes that the base crew qualify for, e.g. training and office days.
For a full list of qualifying system codes, see Appendix A. Calendar System Codes.

Each column is totalled and the is the total number of days for each of the cost codes and a grand total.

Riverside Computer Services Ltd Page 48 27/05/2008



Attendance Tracking System — Administrators Guide Reports

Flight Costing Report

This report shows the number of arrivals and departures to the selected location for base crew and visitors broken
down by individual and grouped by cost code:
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The title bar allows you to jump to the previous and next periods (this is defined by the date range and could be
day, month (default) or any range of dates) using the arrow buttons. You can also change the ‘from’ and ‘to’ dates
and location (or select another report to view), if you change any of these details you must press ‘update’ for them
to take effect.

The report shows a row for each employee and visitor grouped into cost codes. Cost codes are allocated to crew
and visitors when they are first added to the system; see the employee detail and visitor sections for more
information. If you click on the employee or visitor name you will be taken to their details.

The report shows the number of arrivals and departures for each individual over the chosen period grouped into
cost code. The report also shows the total arrivals and departures for each cost code.
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View Year Rota

This report shows full rota for each individual for the year. The report is very similar to the View Month Rota report:
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The title bar allows you to jump to the previous and next years using the arrow buttons. You can also change the
year, location (or select another report to view) and also use the companies and trades filters to refine the report
(Note: Trade also contains ‘Visitors’ if you wish to view only visitors), if you change any of these details you must
press ‘update’ for them to take effect. You can also zoom into the month rota view by clicking on the month name.

The report shows the individuals name (NUI team are highlighted in yellow and adhoc in blue), position and shift
followed by a column for each day of the month. These columns contain the location or system codes which define
where or what the individual is doing on the appropriate date; use the ‘Show full Key’ button for a list of all the valid
location and system codes, a list of the system codes follows in Appendix A. Calendar System Codes. A key of the
system codes is also displayed at the bottom of the report.

You can move around the report by scrolling up and down and left and right to see the whole of the year. This
report holds a vast amount of data and may be slow to generate, please be patient while the report is created, it will
build in 10 row sections.

The summary section at the bottom of the report gives the total base crew, day and night visitors along with the
number of beds onboard and bed available.
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Year Summary Report

This report produces a summary of all employee calendars at the specified location. The report gives totals for the
number of days worked offshore, sick, training, etc and predicted days. This is an ideal management tool giving an
overview of how time is being spent and whether people are meeting or exceeding their contract days:
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The title bar allows you to jump to the previous and next years using the arrow buttons. You can also change the
year, location (or select another report to view) and also use the companies and trades filters to refine the report, if
you change any of these details you must press ‘update’ for them to take effect.

This report gives an instant view of the summary information for each employees calendar for the selected year.
The report shows the employee name, position and company then breaks down the number of days completed in
each category (office days, leave, training, etc). There are presets for service days, office days and sickness to flag
up excess of either, yellow for warning and red for review, these are:

Office Days. If an employee has office days exceeding 105, the office days will be highlighted in yellow, if
they exceed 125 days they will be highlighted in red.

Sick Days. If an employee has sick days exceeding 45, the sick days will be highlighted in yellow, if they
exceed 60 days they will be highlighted in red.

Service Days. If an employee has service days in excess of the service days set up in the employee
screen they will be highlighted in red.

Next is the number of nights spent offshore and contract days. Contract days is the number of days the employee
is contracted to have completed; if they have done a period of office assignment the there will be a pro rata figure
which reduces the number of days required on shift offshore (see Appendix A. Calendar System Codes for more
information about office assignment and pro rata days).

Predicted days shows how many days each person is expected to work for the year. If this number is green then
they have met their contract/pro rata days or completed up to 7 days extra. If the number is red you will see an up
or down arrow showing whether they have either completed too many days, or too few.

You can sort the report on name, position or company by clicking on the appropriate column title. If you click on the
employee name you will see the employees calendar for the currently viewed year.

The summary at the bottom of the report gives the total and average numbers of days for each column. It also
details the number of people below, equal to an over their contract days along with the number of people over 190
days offshore.
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Detailed Year Summary Report

This option is only available to ATS administrators. The detailed summary report shows the number of days worked
for each code within the attendance tracking system, as in the previous report it will also give the number of days
worked offshore, the contract days and predicted days. The report also highlights codes, which qualify for extra
pay; these are shown as the dark grey columns. This report also gives statistical information about each selected
location. This is an ideal management tool giving an overview of how time is being spent and whether people are
meeting or exceeding their contract days:
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The title bar allows you to jump to the previous and next years using the arrow buttons. You can also change the
year, location (or select another report to view) and also use the companies and trades filters to refine the report, if
you change any of these details you must press ‘update’ for them to take effect.

This report gives a year view of the totals for every code used in each employees calendar. The report shows the
employee name, position and company then number of days completed in on each code (see Appendix A.
Calendar System Codes details about each code or hover the cursor over the column heading for a brief
description).

Next is the number of nights spent offshore and contract days. Contract days is the number of days the employee
is contracted to have completed; if they have done a period of office assignment the there will be a pro rata figure
which reduces the number of days required on shift offshore (see Appendix A. Calendar System Codes for more
information about office assignment and pro rata days).

Predicted days shows how many days each person is expected to work for the year. If this number is green then
they have met their contract/pro rata days or completed up to 7 days extra. If the number is red you will see an up
or down arrow showing whether they have either completed too many days, or too few.

You can sort the report on name, position or company by clicking on the appropriate column title. If you click on the
employee name you will see the employees calendar for the currently viewed year.

The summary at the bottom of the report gives the total and average numbers of days for each column. It also
details the number of people below, equal to an over their contract days along with the number of people over 190
days offshore.
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Frequently Asked Questions

Why do | not see the coloured boxes when | print a shift rota or calendar?

You must switch on ‘print background colours and images’ in your web browser. In Internet Explorer select Tools,
Internet Options, Advanced, and check the box marked ‘print background colours and images’.

| have booked a visitor to my location but the system says that they are day tripping each day of their visit.

If the visitor is booked out a location, and is staying onboard they must be given a bed. Check the ‘require bed’ box
and specify the location on which the bed is located. See booking visitors for more information.

An employee has moved to another location, | have changed their calendar but the system says that they
are day tripping between their old location and the new location, why?

If an employee has moved to the new location permanently you will need to change the bed location as defined in
the employee screen. If they are on a temporary relocation you must use a bed override to move their bed location
to the new location for the period of the relocation, see bed overrides for more information.

I have to change the calendars of several people; do | have to change each one individually?

No you can use bulk create/update to change details of one or more calendars in one go. For example if you have
several people on the same course or if you have a group of people who have a new shift pattern, see bulk
create/update for more information.

I have used bulk update to change an individuals shift rota but every day has been filled with the new
location.

In order to create a shift pattern in bulk update you must select a shift pattern from the fill pattern’ selection box
and enter the new shift pattern; by default this is set to fill all days in date range’. See bulk create/update for more
information.

An individual has moved to a new location and | need to change their location in their calendar to the new
one without overwriting their other codes, can this be done?

Yes, in bulk create/update there is a facility to replace one code with another. Simply select date range, the new
location code and set the ‘fill pattern’ to ‘replace one code with another’, select the code you wish to replace and all
of the references to the old code will be changed to the new one (within the date range). See bulk create/update for
more information.

| have added a note but it does not appear where expected.

When you enter a note you should add it to the first date that the note applies to. By default ATS sets this to today’s
date, you should change the date to the correct date for the note. To find your old note look at the bottom of the
view or edit calendar screens, there you will see a list of all notes for the year.

When | print a report, the information is all squashed up.

Try changing the margin sizes in the page setup option of your web browser, if this does not help, try printing the
page in landscape instead of portrait.

Will the Tracker automatically work out what training/safety representation/employee representation/office
days should be paid or not paid, i.e. the code for unclaimed will automatically turn to claimed if the
employee goes over 168?

NO, it is the responsibility of the Administrator to input the correct code. They must input whether the day should
be claimed or not claimed. However, the Administrators should ONLY input CLAIMED Days after
AUTHORISATION from the OOE/OIM.
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If an employee is predicted to work over their contract days offshore for when will they get paid for it?

If you work an offshore delay day, i.e. offshore day in addition to your rota AND you are predicted to do 168 then
you can claim for that offshore delay day. If you work over 161 rota days you will only do this at the end of the year
and so those days over 161 should also be paid at the offshore delay day rate and the Administrator is required to
change the code from platform normal offshore day to offshore delay day to enable payment.

What if an employee does not want to get paid an offshore delay day(s) because they want time off later
on?

If the employee works an offshore delay day(s) in addition to their rota and wants to take that day later on, the
Administrator (with authorisation from the OOE/OIM) can insert a normal offshore day code and then take out
the code for an alternative day(s) from their normal rota later on and the individual will not work that day(s). The
OIM/OOE must check that this works operationally and logistically. The Tracker enables you to see how many
offshore days/office days employees have done, it is the OIM/OOE's responsibility to ensure that the employee has
claimed the right number for additional days payment.
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Appendix A. Default Calendar System Codes

Green

Working Locations, this can be both onshore and offshore installations, this will vary depending on your installation and
license. Please use ‘Show full key’ within the application to get a detailed list of the codes that are valid at your location. Any
code that is not recognised by the system will be classified as a working location and coloured in green.

Asterisk (*)

Denotes a flight advance, it can be used with on its own or appended to another code. If the person is onshore they will be
flying out that night rather than the next day. If they are offshore, they will be flying in that night rather than the next night. See
‘the asterisk’ for more information.

TR

Training Paid (outside rota), this will qualify for extra pay but does not count towards your contract days. Should only be used
after any unpaid training allowance (TU) has been used up.

TU

Training Unpaid (within rota), this will not qualify for extra pay but is considered to be part of your contract days. For a 168
(161+7) contract days, the first 7 days training should be TU.

OA

Office Assignment/Onshore Contract. This is used for days when a person is working onshore for an extended period of time.
The whole period of time should be included (including weekends). This will reduce the total number of days required to work
offshore giving a Pro Rata value (the pro-rata value is calculated using the following: (days in year-office assignment
days)*contract days/days in year). This should also be used for new starts that start part way through a year or those
leaving part way through a year to give a correct number of offshore days.

oD

Onshore/Office Days Paid (including Meetings). Days outside rota when contract days have (or are predicted to be)
completed. Qualify for additional pay but does not count towards contract days. For Office Assignments please refer to
offshore handbook, contact your HR Team.

ou

Onshore/Office Days Unpaid (including Meetings). This will not qualify for extra pay but is considered to be part of your
contract days. For Office Assignments please refer to offshore handbook, contact your HR Team.

Onshore Delay Day. Delayed onshore due to bad weather, etc. Counts towards contract days.

Offshore Delay Day/Callback. Person is asked to stay offshore beyond rota time or called back to offshore before rota time
commences. Requires overnight stay and is unplanned to qualify. Qualifies for extra pay but does not count towards contract
days.

Partial Offshore Delay. Delayed for over 6 hrs, qualifies for extra pay but does not count towards contract days. If the individual
is not delayed overnight, this code should be followed by an asterisk (*), this will tell ATS that the individual is leaving the
location that day, see ‘the asterisk’ for more information.

Compassionate Leave. Up to 5 days, management discretion, advice can be sought from HR. Counts towards contract days.

Sick in rota. Exult form is required if used. For long-term sickness contact HR/Occupational Health. Counts towards contract
days.

Suspension. Only considered after gross misconduct at Management decision.

Employee Representation Paid. Requires OIM Approval. Should only be used when not in Rota and after contract days have
been completed (or predicted to have been completed). This is paid and does not count towards contract days.

EU Employee Representation Unpaid. Requires OIM Approval. Employee Representation within rota so counts towards contract
days but does not qualify for extra pay.

HO Holiday. This should only be used for contract employees, where vacation has been taken within normal rota time. This should
not be used if the employee contract does not allow for special holiday. Does not qualify for pay or towards contract days.

JD Jury Day. Will count towards contract days.

MA Marriage/Paternity Leave. See your HR Leave Policy. Does not qualify for additional pay or towards contract days. Does count
towards days qualifying for gainful employment.

MP Maternity/Parental Leave. See your HR Leave Policy. Does not qualify for additional pay or towards contract days. Exult form
is required if used.

PP Public Duties/Voluntary Reserve Force. See your HR Leave Policy. Does not qualify for additional pay or towards contract
days. Does count towards days qualifying for gainful employment.

SD Service Day. Number of additional days leave the employee entitled to due to long service, please contact your HR
department for rules. Counts towards contract days but does not qualify for extra pay. Can be used in conjunction with SE to
mix paid and unpaid service days but the total must not exceed the number of service days allowed.

SE Service Day Encashed. Number of additional days leave the employee entitled to due to long service, please contact your HR
department for rules. Does not counts towards contract days but does qualify for extra pay. Use within normal field break time
to qualify for extra pay. Can be used in conjunction with SE to mix paid and unpaid service days but the total must not exceed
the number of service days allowed.

SR Safety Representation Paid. Requires OIM Approval. Should only be used when not in Rota and after contract days have been
completed or predicted to have been completed. This qualifies for additional payment and does not count towards contract
days.

SuU Safety Representation Unpaid. Requires OIM Approval. Safety Representation within rota so counts towards contract days but
does not qualify for extra pay.

UL Unpaid Leave/Career Break. Requires Exult form if used.

Italic Bed Override in place, crewmember has been temporarily relocated.

Underscore If a code is underlined a Note is attached to that day. Click on the day to display the contents of the note.
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Appendix B. Software License Agreement

License for Use

This License entitles the licensee to install and use one copy of the ATS Attendance Tracking System on a single server. This
license restricts the licensee to using the ATS Attendance Tracking System to manage the following locations:

LOCATIONS AGREED BETWEEN LICENSEE AND RIVERSIDE COMPUTER SERVICES LTD

The licensee will not use the ATS Attendance Tracking System to manage any other locations without the prior consent of
Riverside Computer Services Ltd.

The software and documentation are protected by the copyright laws of the United Kingdom and international treaty provisions.
There are severe penalties, both civil and criminal, for copyright infringement. The licensee may not modify or copy all or any
part of the software or related documentation, except to may make a reasonable number of copies of the software for backup or
archival purposes.

The licensee acknowledges and agrees that except for the rights granted in this agreement, all other rights, and the title of
interest in and to the ATS Attendance Tracking System and related documentation remain the sole and exclusive property of
Riverside Computer Services Ltd, including all patent, copyright or other proprietary rights. The licensee will not derive or assert
any title or interest in to such software. The licensee does not receive any rights to patents, copyright or other intellectual
property rights to the software or related documentation. The licensee may not alter, merge, adapt, modify, translate, decompile,
disassemble or reverse engineer any part ATS Attendance Tracking System or documentation.

Support

Riverside Computer Services Ltd will provide limited email and telephone support to the licensee for the ATS Attendance
Tracking System. Riverside will provide additional dial in support where the licensee grants access provision.

Support of the ATS Attendance Tracking System is limited to the Software and Database supplied to the licensee by Riverside
under the terms of the license for use, support will not be given for any hardware component or software on which ATS is
dependant.

Support is restricted to the hours of 9:30 to 17:00 Monday to Friday (excluding UK bank holidays). Riverside uses every
reasonable effort to respond to all calls and messages within 48 hours.

Warranty

Riverside Computer Services Ltd warrants the ATS Attendance Tracking System will be free from significant defects that
prevent the software from performing substantially in the manner described in the user guide for the term of this license.
Provided that any non-compliance to the above warranty is reported to Riverside within the term of the license, Riverside will
use reasonable efforts to correct significant defects in the system without charge.

Upgrades

The licensee may receive upgrades to the software and related documentation over the period of this license. The software and
related documentation are provided as an upgrade, patch or update to an earlier licensed release of the software. The licensee
must have a valid license to operate such earlier release of the same version of the software. All software being upgraded is
deemed to be part of the software and subject to this agreement.

Term and Termination

This license for the ATS Attendance Tracking System is granted to the under the terms that the licensee has agreed with
Riverside Computer Services Ltd. Riverside may terminate any license granted herein should the licensee fail to comply with the
terms of this agreement. Upon termination of the license for any reason, the licensee must promptly return to Riverside
Computer Services Ltd or destroy all copies of the software and related documentation covered by this license.

Limitations of Liability
In no case shall Riverside Computer Services Ltd be liable for any indirect, incidental, special, punitive, cover or consequential

damages or loss, including, without limitation, lost profits or the inability to use equipment or access data. In no case will
Riversides liability exceed the amount of the license fee paid by the licensee to Riverside.
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