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1 TellMe Employee Message Functions

This document contains details relating to the TellMe functionality within
PeopleHours for Administrators to send and receive message responses.

1.1 TellMe Description

The TellMe service allows employees to access PeopleHours schedule data with
optional pay rates included in addition to allowing managers to issue messages to
staff or locations to be viewed by employees using internet enabled devices such as
lap-top’s, mobile phones, PDA’s and Smart Phones.

TelMe by Gallinet
[ New Messages I [ With Rates ]

| Previous Month | |  NextMonth |

Monday 07/06/2010 08:30 - 17:00
ATraining (SIN = 0543)
Training

Tuesday 08/06/2010 08:30 - 17:00
ATraining (SIN = 0543)
Training

Wednesday 09/06/2010 08:30 - 17:00
ATraining (SIN = 0543)
Training
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1.2 Message Controls

The TellMe management message controls are accessed within either the Employee
or Location Data view by selecting the TellMe tab from the options at the top of the
screen.

(See screenshot a)

Screenshot a

1.3 Creating a New Message to A Single Employee

A new message to be delivered to an individual employee is created by selecting the
employees data record from within the Employee Data view and accessing the
TellMe tab.

pel|op e t" Detal\sl Service ] HR I Hcmday] Slckness] Termsl Qualifications ] Local\cms] Tax Codes [ anatel TelMe _
ours - kA H

New:  ave | Dekele = = Message Title Title of the message (1.1)
Organisational Unit Messages Message Message content is -
Schedule Data Branch = Title ETROECEAGE ente;ed here and will
- be displayed on
. Location 1
Location Data - employes message
collection. (1.2)

Employee Data
LIS LI Employece Yes/No Answer (1.3)

Smith1033, ]

ExpiryDate 16/06/2010 v (1.4)

Active Only

Smith
Smith1013, ]
Smith1020, ]

Smith1028, 1 Message Issued  rcs-support at 07/06/2010 11:01:00  (1.5)
Smith1038, ] [ Employee |  Firstviewed | Answer | Answer Date |
Smith1060, J |smith1033, 3 | | | |
Smith1062. J

Screenshot b
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The message is created by clicking NEW, entering a message title (Screenshot b
1.1) and the message details in the text box below (Screenshot b 1.2).

The Yes/No tick box option (Screenshot b 1.3) can be set If you require a yes/no
response from the message recipient when the message is viewed.

The expiry date (Screenshot b 1.4) can be set to prevent old messages being
displayed to new employees or if messages would have no relevance after a certain
date.

Clicking SAVE will create and place the message in the employee’s inbox ready to
be viewed.

A record of sent messages is displayed (Screenshot b 1.5) and will update to include
the date the message was viewed by the employee. If the message required a
Yes/No response from the employee the date and the response will be displayed
here also.

1.4 Creating a New Message to a Single Location

A new message to be delivered to all officers who are scheduled to a single location
is created by selecting the Location data record (location name) from within
PeopleHours and following the instructions as detailed in section 1.3

When a message is created for a single location the system will include all
employees who have been scheduled to work on the location during the past and
next six months.*

(*Default database setting that can be adjusted to different values on request).
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Screenshot ¢

When creating a message for a single location by default all the qualifying
employees are automatically selected, you can however display the names of all the
employees that will be selected to receive the message by un-ticking the All In Org
Unit option. (Screenshot ¢ 1.1)

The system will then display all the employees and individual employees can be
selected by Ctrl-Clicking to select or unselect as required.

Clicking SAVE will create and place the message in the employee’s inbox ready to
be viewed and will add a message status record to the screen to display which
employees have viewed messages and when in addition to any responses received
if the Yes/No option was selected at message creation.

1.5 Creating a New Message for all employees in a Bran  ch

A new message to be delivered to all officers within a single branch can be created
by clicking the Branch option in the Organisational Unit field.

This option will automatically select all employees within the branch, you can
however select individual employees by ticking All in Org Unit (Screenshot ¢ 1.1) and
the system will display all employees within the branch allowing the user to Ctrl-Click
individual employees to be included as required.

Clicking the SAVE icon will send the message.
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1.6 Viewing and Deleting Sent Messages

Sent messages can be viewed for either locations or employees via the TellMe tab
on either Employee or Location Data accordingly.

Once the Employee or Location has been selected a list of all current messages will
be displayed. (Screenshot d 1.1) Past or expired messages are not displayed by
default but can be shown in the list by selecting Expired button. (Screenshot d 1.2)

You can select a specific message from the message list by clicking on its title and
the message content will be shown along with the message issue details and any
response details resulting from employees viewing the message. (Screenshot d 1.3)

A selected message can be deleted by clicking the delete icon at the top left of the
screen. Note that deleted messages cannot be recovered.

Screenshot d
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2 TellMe Administration Options

Customers can enable or disable TellMe functionality by branch and choose to have
pay rates displayed within the employee schedule or not.

2.1 TellMe Activation by Branch

Once enabled by Gallinet customers may activate or deactivate TellMe functions by
branch from within the PeopleHours main administration menu and the Branches
tab.

Once the specific branch has been selected from the list on the left the option TellMe
Active (Screenshot e) can be ticked or un-ticked as required.

2.2 TellMe Show Pay Rates by Branch

By default employees accessing their duty schedules via TellMe will only see their
past for forthcoming duties. By ticking the Show Pay Rates option (Screenshot e)
employees will also see any pay rates that the working duty would attract.

Note that by turning this option on all employees within the branch in question will be
affected.

Screenshot e
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2.3 TellMe Employee Portal Access

In all cases employees’ usernames and passwords to access the TellMe functions
are their short names and PIN numbers as entered within the PeopleHours system.

NOTE: - The short-name will have to be entered exactly as it appears within
PeopleHours including any spaces or special characters such as dashes or full
stops. Clients are therefore strongly suggested to adopt a common format for all
employee names so that clear log-on information can be easily communicated to
staff. Should an employee’s short-name be changed without communicating the
detail to him/her further access to the TellMe function would be unavailable as a
result.

Access to the TellMe log on menu is via a URL provided by Gallinet, usually in the
form of: http://www.gallinetphOX.com/company-name/EPM/logon.aspx. Customers
are advised to place a direct link to the provided address on their own company web
sites for the ease of access for their employees.

3 TellMe Reports

The PeopleHours reporting system includes two reports relating to the TellMe
functionality and can be accessed from the Reporting Suite by placing the mouse
over the PeopleHours logo at the top left of the screen clicking on Reports from the
pop-up menu displayed.

3.1 TellMe Activity Report

This report details all employees’ access to the TellMe function during the date range
selected.

Information captured is detailed by Branch with the User Name, User Password
(PIN), Logon time and date, if the logon was successful and the IP address from
where access originated.
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3.2 TellMe Usage Statistics by Branch

This report provides a summary of employee TellMe usage with the number of
employees logging on during the date range selected.
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