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Introduction

About this Guide

This guide is intended to provide a quick guide and tutorial to the principal features of
TimeKeeper Analytics, enabling you to get the product "up and running". For more detailed
procedures and explanations, please refer to the TimeKeeper Analytics User Guide.

Lavie TimeTECH

Welcome to the Lavie TimeTECH family of software for Time and Attendance Management
Systems.

Lavie TimeTECH is one of the world’s leading suppliers of Time and Attendance
Management. Our package of advanced T&A solutions, installed at multiple sites around the
world, gives employers a key advantage. It helps them to standardize all manpower
operations while significantly increasing efficiency and responsiveness.

About TimeKeeper Analytics

TimeKeeper Analytics is a comprehensive business intelligence module that helps you
improve workforce performance. This Executive Information System (EIS) analyzes data from
Lavie's TimeKeeper's time and attendance and TimeCosting's labor/task allocation modules
and displays them in graphic form. You can filter, shape, drill down, and re-display the data
according to your organizational needs and receive answers to your questions regarding
your organization's performance. TimeKeeper Analytics helps you make decisions that
reduce costs, increase effectiveness, and improve employee satisfaction.

Intended Audience

This manual covers the functionality and use of the TimeKeeper Analytics module from the
TimeKeeper suite of products.

This guide is intended for managers, supervisors, and other authorized personnel who wish
to perform the actions listed above. Basic computer skills are assumed but no significant
technical knowledge is needed. Previous knowledge and experience with additional and
related Lavie modules is advantageous but not vital.

Installation

For installation and activation procedures, see the TimeKeeper Analytics User Guide.
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Getting Started

To read a brief overview of TimeKeeper Analytics, its functionality, usage, and
benefits, go to How TimeKeeper Analytics Works.

To learn about TimeKeeper Analytics' main interface, go to Main Screen.
To view and filter graphic representations of the daily attendance data accumulated
by the TimeKeeper module, go to Daily and Pay-Period Attendance.

To view and filter graphic representations of the period attendance data
accumulated by the TimeKeeper module, go to Daily and Pay-Period Attendance.

To view and filter graphic representations of the daily job allocation and labor
distribution data accumulated by the TimeCosting module, go to Daily and Pay-
Period Attendance and Daily and Pay-Period Jobs.

To view and filter graphic representations of the periodic job allocation and labor
distribution data accumulated by the TimeCosting module, go to Daily and Pay-
Period Attendance and Daily and Pay-Period Jobs.

To create custom reports for daily periods and pay period cycles for the attendance
and job allocation/labor distribution level, go to Creating User-Defined Analysis

Screens.
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How TimeKeeper Analytics Works

TimeKeeper Analytics is simple, easy, and intuitive to operate.

The main screen has two main investigative modules: Timekeeper (relating to time and
attendance, such as absences, overtime hours, daily attendance, pay categories, etc.) and
TimeCosting (relating to labor costs, task durations, rates, quantities, and active and non-
active tasks, etc). Each of these modules has two levels of sub-modules, daily and periodic.

e The daily level refers to date ranges of single days to multiples thereof and includes
calculations relating to daily entry and exit data analyses.

e The periodic level refers to an entire pay period or to several periods, but not to a
range of dates representing only part of the month. In addition, this level also takes
into consideration the end-of-period related calculations such as periodical overtime
thresholds.

Each of these levels offers a variety of sub-screens, each with a different focus of your
organization, such as Period Comparison, and My Top/Worst Performers.

Most screens require selecting dimensions, which are the organizational unit/s you are
analyzing (plant, site, department, employee), the period of time you are analyzing (the
selections differ depending on daily or period), and the task and then the metrics/criteria for
analysis, whose results you want to display. These criteria are referred to in the system as
measures or Key Performance Indicators, and can be attendance, absence, overtime, total
number of tasks towards a specific work goal, etc. Since these are displayed in hierarchical
form, all selections are carried out with drill down functionality, meaning you can search all
selections from the more general until you arrive at a more detailed and less-specific
selection; in other words, from a "parent" to a "child".

All dimensions and measures selections — in addition to selecting organizational units and
time period of investigation — are performed via intuitive, feature-abundant and industry-
standard dimension selection screens. All output graphs and charts are called reports. These
reports are generated instantaneously and (in the TimeKeeping module) can be saved for
further viewing and modification. All screens in TimeKeeper Analytics contain at least one
additional informative graph. In most screens, the selections made in the top part of the
screen affect the data in all graphs displayed on the same screen.

All results are available for filtering; you can re-generate the results by selecting different
dimensions, or add additional dimensions to your selections. In certain screens, filtering is
possible by directly clicking the bars and columns found in the graphs. If you want, you can
change the graph and chart types, for example, from a bar graph to a line graph or from a
pie chart to a pyramid chart.
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Main Screen

i offl Logout | 4 Back | & | [@ Refresh || aa Theme~

; 1

= Modules

=) [ Enterprise
& System Information

=) Public Reports ( 2 '

| [ TimeKeeper Module
] [ TimeCosting Module
+] [ User Defined Analysis

=) Custom Reports L:_))

] [ Absences, 2006
] 4 Overtime, 2006

TimeKeeper Module
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Daily Attendance Pay-Period
Attendance

TimeCosting Module O_
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Daily Jobs Period Jobs

User Defined Analysis, :

7 @

Daily Data Pay-Period Data
Analysis Analysis
Name Description
@ Shortcuts The Shortcut pane enables you to quickly view system information and navigate between modules.
To close the Shortcut pane, click E
@ Public Provides quick access and navigation between the different modules. Alternatively, for quick
Reports navigation purposes, use the Home pane.
@ Custom Enables you to save, organize, and view reports (screens with generated graphs/charts). NOTE: The
Reports Custom Reports shown here is for illustrative purposes only —in order for the heading to be shown,
you must firs define reports in the system.
@ TimeKeeper Analyzes and displays time and attendance data accumulated via TimeKeeper. Analyze by daily
Module records (Daily Attendance) or pay period (Pay-Period Attendance, i.e. based on the pay-periods that
are set in TimeKeeper. This can be either weekly, bi-weekly, semi-monthly or monthly).
( 5] TimeCosting Analyzes and displays job allocation and labor distribution data accumulated via TimeCosting. Analyze
Module by daily records (Daily Jobs) or pay period (Period Jobs, i.e. based on the pay-periods that are set in
TimeKeeper. This can be either weekly, bi-weekly, semi-monthly or monthly).
@ User-Defined | Enables you to create custom reports for daily data and pay period cycles for the attendance and job
Analysis allocation/labor distribution level by selecting the desired data and charts and inserting them into the
report, according to your desired structure/layout. Analyze by daily records (Daily Data Analysis) or
pay period (Pay-Period Analysis, i.e. based on the pay-periods that are set in TimeKeeper. This can be
either weekly, bi-weekly, semi-monthly or monthly).
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Toolbar Options

Button Name Description
E _] Save If screen/settings have already been saved as a report, this saves any
) additional changes
| d Save As Save any settings or generated graphs as a report (later accessible through the
Shortcut pane)
LzI:h Export Opens the Print dialog box, and enables printing the current screen.
Additionally, enables you to export to an .HTML page
iy Undo Erases the last change done to the screen, thus reverting it to an older state
i Redo Reverses the undo or advances the buffer to a more current state
.:.‘;' Get Link Displays the URL of the current screen
—EI Theme Changes the background color scheme for the screen
—EI Refresh Update the screen with any newly entered data
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Daily and Pay-Period Attendance

NOTE: The TimeKeeper and TimeCosting Daily Attendance and Pay-Period Attendance
screens are similar in function, layout, and terminology. This document uses Daily
Attendance as the primary example.

From the main screen, click the module you want to work with. The relevant screen appears.
NOTE: Daily Attendance, Pay-Period Attendance, Daily Jobs, and Period Jobs all open by
default to the View of sub-screen (differs per customer).

Organizational Structure 4| Date Al

Select KPls / Categories
O Select KPIs / Categories | Al |
Category Trends Categories By Type
16N
1.2M
200K
400K
All
( 2] Absences az| Attendance Standard vs. Actual
_ Standard Attendance \s. Actual Deviation From Daily Standard (%)
Absenteeism Indicators | Al L2y Absence Types |2l o
Absence Types Absences By Weskdays
272K
—

16N 204K
1.2M

136K
200K
400K 68K

All
z
All
— Total Attn. = Std, Attn

View of Screen (TimeKeeper)

The View of screen (default) provides a general, "quick-glance" overview of your selected
performance criteria (Key Performance Indicators, or KPIs) via clear, colorful graphs. These
include:

Description

@ Your selected corporate hierarchy's performance per selected KPls, such as absence,
attendance, expenses, etc. They can be filtered by date. You can view your entire
organization's records or only a sub-entry component, such as department or employee.
This data is shown concurrently as a line graph and as a bar graph.

@ Your selected corporate hierarchy's absence records, filtered by absenteeism indicators
(paid absences, unpaid, etc) and absence type (sickness, etc). Absence data is also
displayed by weekdays.




@ The actual attendance versus the standard (company-required) attendance, and the
deviation from that standard.

To generate your desired View of graphs, do as follows:

1. Click the View of tab. The View of screen appears.
2. Select an organizational unit by doing as follows:

a. In Organizational Hierarchy, click the Find button. The Dimensions Selection
screen appears.

b. Inthe left pane, click ALL, or drill down further (to site, department, or
employee) by clicking the plus sign to expand the hierarchy.

A Dimension Selection -- Webpage Dialog

Tree | Find Selection &7 Clear

Sort EIy:Nﬂme:‘ --------------------- V| E [v Higrarchize Selection Order By -

SE- P kg A ®
=1 '@ O amanc
+ '@ [ Ha
=@
= i@ O] CAPE TOWN
= '@ [ Electrical
@ O] SMITH JOHN
=1 '@ [ Management
' [JBURNS DAVE1005
@ [ BURNS DAVETTTT
= '@ Ha
= @ [ azzembly
= @ [ Electrical
£ @ [ Management
=) @ [ Painting
= @ [ qualty Assurance
= @ O Hew vork
= @ O Torento
) a1

 Apply k] Close

c. Select the organizational unit whose performance you want to measure.

NOTE: The All selection refers to all defined organizational units. If you are not
selecting this option, ensure that you clear its check box.

After selection, the organizational unit's name will appear in the Selection pane
on the right.
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/A Dimension Selection -- Webpage Dialog @
Orgamizational Structure T

Tree | Find Selection &7 Clear

Sort EIy:Hame:‘ --------------------- V| ﬂ |v Hisrarchize Selection Order By -

=) (: =L @
= '@ [ Amanc
= @ CHo
@ MLT
=) '@ O cape Town
= ‘@ [ Electrical
@ O] SMTH JOHN
=1 @ I Management
' [JBURNS DAWE1005
@ (] BURNS DAVETTT?
= '@ OHa
= @ ] Aszembly
ES| "' [J Electrical
£ @ [ Management
+1 @ [ Painting
= @ [ qualty Assurance
| ' [ New vork
= @ O Torento
) s -1

= Apply k] Close

To clear any unnecessary selections from the Selection pane, click the Clear

button on that selection's row.
For a hard-to-find name, click Find at the top, use the advanced search

functions, and then click the button.

To clear all selections from the Selection pane, click the Clear button |E|
To locate a selected unit's original placement in the hierarchy, in the Selection

pane, click the Locate button , and the placement in the hierarchy is
highlighted.

11
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/2 Dimension Selection -- Webpage Dialog [g|
rnil‘ll!ﬂl‘li !EEE

. Tree | Find Selection & Clear

Sort EI:.f:Name:‘ --------------------- V| ﬂ |v Hierarchize Selection Order By -

Sk e B ur o)
= '@ O amane
+ '@ [ H Loc
=& MO
= '@ O caPE TOWN
= @ [ Electrical
@ ] SMmH JoHN
= @ [ Management
‘@ ] BURNS DAVE1008
' [JBURNS DAVETTTT
= '@ [ Ha
£ i@ (] Azzembly
=1 '@ [ Electrical

h. Click Apply when done. To exit without saving, click Close.

NOTE: Do not make any "double selections" by selecting an entry in the hierarchy
and a sub-entry of that unit. This will distort the results.

Click Date. The Dimensions Selection screen for the Dates Hierarchy appears.
a. Select the period. The main selections are arranged per year. Drill down for
quarterly, monthly, and daily entries if needed.
b. Click Apply when done.
Click Pay Categories and find the desired KPI.
a. Drill down for specific KPI sub-entries if needed.
b. Click Apply when done.
c. Inthe following example, the top graph displays how many hours of
overtime the employees in the LTT organization worked per month in 2005.

Organizational Structure L77 Date |01/2008, 02/2008, ... &

Select KPls / Categories

Select KPIs { Categories OverTims

Category Trends Categories By Type

0172005 0zfzo0s 032005 04/2005 05/2005 0&f2005 07/2005 0g/2005 09/2005 1042005 11/z00

d. Optionally, do the following:
e Place your cursor over any of the yearly points on the line for an
informative tooltip.

12



10.

11.
12.

e C(lick the adjacent Categories by Type tab to view the same results in

column form (place your cursor directly on the column for the tooltip).

In the bottom left, in the Absence graph, click Absenteeism Indicators. The
Dimension Selection screen appears.
Select an Absenteeism Indicator and click Apply.

In the adjacent tab, click Absence Types. The Dimension Selection screen appears.

Select an Absence Type and click Apply.

NOTE: The Absences by Weekdays tab appears only in Daily Attendance.

r.

Absences
Absenteeism Indicators Abzence a Absence Types SICK PAID, VACAT.. S
Absence Types Absences By Weekdays

480

360

240

1z0

o )

017200 027200 037200 04200 Q&/Z00 07200 08/Z00 037200 117200
=3 3 3 3 =] 3 3 3 3

QK PAID = WACATION PAID |

e

In the Attendance Standard vs. Actual graph on the bottom right, the default
selected tab, Deviation from Daily Standard (%), displays the deviation from the
daily standard (the required attendance, in percentage) per period selected.
Click the adjacent Standard Attendance vs. Actual tab to view a graph displaying
standard attendance per year to actual (total) attendance per year.

Click any of the other tabs to continue your analysis.

To return to the main screen, from the main toolbar, click Home .

13



TimeTecH

Monitor KPIs

Key Performance Indicators (KPIs) are the metrics that you use to evaluate how successful
your organization is and determine the progress made towards your organizational goals.
The Monitor KPls screen enables you to view at a glance up to three selected KPIs per
period and organizational hierarchy in standard "dashboard" format. Each KPI is analyzed by
three numeric ranges of acceptability — colorfully displayed by default as red (unacceptable),
yellow (borderline), and green (acceptable), although you can define different colors per
range. Within each numeric range, you define the maximum threshold. You can re-arrange
the color codes to suit your analysis; that is, on some dashboards a very low number can be
acceptable (such as overtime or absences), resulting in a green (acceptable) yellow
(borderline) red (unacceptable) configuration. On other dashboards, a high number can be
the acceptable, such as attendance, resulting in a red (unacceptable) yellow (borderline)
green (acceptable) configuration:

Select KPis / Categories ~tendance a Select KPls / Categories Aosence €y
1] 936.88k 0 26.37I
Jal Jal
936.88K 26.37K
The highest numerical The highest numerical
range is the range is the
acceptable amount unacceptable amount

Each individual dashboard is accompanied for further analysis by two additional charts, both
containing complete drill down functionality:

e A numeric chart displaying an analysis of the KPI per organizational unit and period
e A graphic column representation of that numeric chart

To work with the Monitor KPlIs, do as follows:

1. Click the Monitor KPIs tab. The Monitor KPIs screen appears, configured to the
default settings:

14
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= Daily Attendance m} 1%771€TECH
P 1
View Of  Monitor KPIs | Period Comparisen | My Tep/Worst Performers | Custom Reports = E 4k
| save | dsaveAs. | | D GetLink | B Lavie2 - | @ |
[ Organizational Structure &I Date Al o 1
Select KPIs | Categories Al o) Select KPls / Categories Al o) Select KPIs | Categories Al o,
-1.51M 100 -1.51M 100 -1.51M 100
value value Value
1514220.61- 1514220.61- 1514220.61-
Objectives Fulfillment
Detailed Organizational Structure Over Time Detailed Organizational Structure Over Time Detailed Organizational Structure Over Time
All
QAN 1,518,220
All
-1.28M -360K -640K -320K

2. In Organizational Hierarchy, select the organizational unit that you want to analyze.
NOTE: Initial selections may already impact the remaining KPI dashboard settings.
3. In Date, select the period you want to analyze.

4. Inthe dashboard on the far left, in Select KPls/Categories, click the Find button.
The Dimension Selection screen appears.

a. Select the criteria you want to display. If necessary, drill down by expanding
the hierarchy.

b. Click Apply. The dashboard should be populated with values although no
ranges have yet been set. The value at the bottom displays the total amount
of that KPI according to the period and organizational unit you selected.

5. Click once on the dashboard. The Ranges Editor screen appears.

e | Ranges Editor -- Webpage Dialog
Column Editor
Ranges
[Cplhhx Value |Namu ]::dur|
73 0 m|
o 1000 O
o 8 5000 8]

15
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In the Minimum and Maximum entry boxes at the top, set the overall range of

values.

NOTE: It is recommended to enter a maximum value slightly larger than the

actual value that you are analyzing.

a. Inthe green row, in Max Value, place your cursor, and enter the value.

Optionally, in Name, enter a brief description or name of this range.

c. To change from green to a different color, click the green square, and select the

desired color.
d. Repeat for the yellow and red ranges, if needed.

e. Click Options in any row to re-structure the color ranges if needed. The

diamond icon displays the row currently selected for modification. The
options are Move Up, Move Down, Move First, and Move Last.

f. Click Save when done. The following example displays total attendance (note

the reversal of colors):

Organizational Structure | & L+ Date &

f Select KFis | Categories Fad A o, x Select KPls | Categories 0o Tew Y

35y BH6 6T

Value Valee

\ 304.09K 16.72K
/ Obgectives Fullidiment
Detailed Organizational Struciure cver tame Detaies Orpancatonal SEucturs gver ime

Pae ams

Qe 04001

=)

Eelect KPis | Categories Pad Loa

valpe
B.BTK

Deinied Organgabensl Sinuctuse over ime

- :

In the Objectives Fulfillment area at the bottom of the screen, ensure that the

Detailed Organizational Structure over time tab directly under the KPI dashboard is

selected.

To drill down per organizational unit, click the All column on the bottom far left.
Note that this impacts both the chart and the graph on the right (alternatively, place

your cursor on the column in the bar graph and click once).

16
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Paid Attn, IJ

 Oetailed Organizational Structure over time

| | Detailed Qrganizational Strucheg over time | Desaiied Organizatonal Siructure over ime

A Paid Attn

Damano 1455270

QUIT | 265,250.81
ONA - -1 9.50

60K 120K 180K 240K

Amano *LTT " NA - -1

The graph will display the KPI per organizational structure over the selected time
period.

9. Click the columns in the bar graph or the columns on the far left to drill down further
if needed.

10. Optionally, repeat for the remaining KPI dashboards.
11. Click any of the other tabs to continue your analysis.

12. To return to the main screen, from the main toolbar, click Home .

17
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Period Comparison

This screen enables you to compare selected criteria of two separate periods of an
organizational hierarchy. Use Period Comparison to compare total attendance in two
separate years for the entire organization, lateness in two consecutive quarters for a specific
department, absences in two months for a specific employee, etc.

To use the Period Comparison screen, do as follows:

1. Click the Period Comparison tab. The Period Comparison screen appears.

2. In Organizational Structure, click the Find button. The Dimension Selection
screen appears.
a. Select the organizational unit/s you want to display. Expand the hierarchy to
drill down, if necessary.
b. Click Apply when done.

3. Inthe Pay Periods Comparison area, in Select KPls/Categories, click the Find
button. The Dimension Selection screen appears.
a. Select the criteria for display. Expand the hierarchy to drill down, if
necessary.
b. Click Apply when done.

4. In Base Period and Comparison Period, click the Find button. The Dimension
Selection screen appears.
a. In Base Period, select the main period - the period you are analyzing and
want to drill down from later - and in Comparison Period, select a
comparison period to display. Expand the hierarchy to drill down, if
necessary.
b. Click Apply when done.

Defining the dates generates the comparison graph, accompanied by a value
representing the difference between the two selected periods:

| Organizational Structure |All 2N

| Pay-Periods Comparison

Select KPls | Categories ~bzence a, Base Period z002 a, Comparison Period Z00Z

Fase e _
.

Cormpatison Dsrlnd‘

o 248 496 F44 992

The KPI Analysis by Organizational Structure area at the bottom of the screen
displays the following:

18



KPI Analysis By Organizational Structure

©,2004
@, Absence
Al 1,233.50 1,04K

2004 . Absence

On the left side, the graph displays the KPI/s of the main period in numeric form

On the right side, the graph displays KPI/s of the main period in graphic form

Continue to the following procedures:

5. Todrill down, click any of the icons on the bottom left to select a KPI
(alternatively, click the columns on the far right). For example, click ALL on the far
left to display an analysis by organizational unit. Note that this process also impacts
the bar graph:

KPI Analysis By Organizational Structure

@©,2004

€ Absence
@, Amano 24.00 1.04K,
T 1,208.50

= —
2004 , Absence

Armano mLTT

19
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My Top/Worst Performers

This screen enables you to display the employees with the highest or lowest performance in

selected criteria, via actual placement order or percentile from the highest or the lowest (for

example, the bottom ten or top five).

To use the My Top/Worst Performers screen, do as follows:

1.

Click the My Top/Worst Performers tab. The My Top/Worst Performers screen

appears

In the entry box in the top middle, select the mode by which to analyze the

organizational units:

o Top Count — displays the number of employees with the highest performance in
a selected criteria

e Bottom Count — displays the number of employees with the lowest performance
in a selected criteria

e Top Percent — displays the employees in the highest percentile in a selected
criteria

e Bottom Percent - displays the number of employees in the lowest percentile in
a selected criteria

Enter the number of the top or bottom count or the percentile group. For example,

entering "10" together with "Top Percent" results in all the units in the top ten

percent.

In Select KPIs/Categories, click the icon. The Dimensions Selection screen
appears.

In the Tree pane on the left, select the criteria by which you want to analyze the
organizational unit. Expand any of the options to drill down if necessary.

In Absence Types, click the Find |™ icon only if you have selected attendance in
Select KPls/Categories. From the Dimensions Selection screen, select an absence
reason. (If you have not selected attendance in Select KPls/Categories, leave the
selection at ALL.)

In Base Period, click the Find [™* icon. The Dimensions Selection screen appears.

In the Tree pane on the left, expand All to select the year. If necessary, drill down for
quarterly, monthly, or daily analysis.

Click Apply to generate the report. To change any values in the entry boxes, modify

GO

as needed, and click the Go button

This example displays the top five overtime performers for 2005. The generated
report displays two analyses:

e The primary analysis, on the left, displays the top five overtime performers
by corporate hierarchy (i.e. Plant, Site or Department) for 2005

20



e The secondary analysis, on the right, relates to the single top organizational

performer from the primary analysis display. It displays the top five

employees with the most overtime in that organization.

Primary Secondary
Analysis Analysis
v v
Top Count V| | 5 |
Select KPls | Categories Over Time Absence Types Al 24 Base Period 2005 Q
Plant Site Department Employses. [H Employees

o ﬁ o
Arnano 5246.07

MA - -100

SMITH CHRIS

MONROE JANICE

BURNS DAVELODE

PARRA LUTSA

DOUGLAS BOGDAN

~321.17

289.64

246.07

411,64

Optionally, do any of the following:

e C(lick the tabs in the bottom left graph to view the results by site, department, and

employee.

¢ Note that after selecting the additional tabs, the Employees graph does not

change. This is because the Employees graph is updated only by drilling down from
one of the columns in the primary analysis. For example, in the Department tab, to
view a list of the top five employees with the overtime hours in a certain
department, click any department (in this example, Quality Assurance). Note the

update in the secondary analysis:

Plant Site Department

Employees

Quality Azzurance
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Top Count

# |

5 |[e0]

Select KPIs / Categories Cver Time @,

Plant Site Department Employses

Eledtrical

Assembly 526.53

Absence Types A

o Base Period 2005 o

-

Employees ]

T _ -
ROCCA LUISA E 1335
MASTERS STEVE 71
B

FAZ10 MERCEDES &0.5

e For additional options, click the icon, and do any of the following:
= To refresh the contents of the screen, click Refresh.
= To change the chart's structure and appearance (but not the information)

click Chart Type.

= To select additional chart options, click Chart Options.
= To shift the axes and aggregate the data, click Pivot.

= To transfer to a pivot table format, click Zoom to Report.
= To print or export to an .HTML page, click Print.

e To expand the graph to full-screen size, click .
e From the View of screen tabs, click any of the other tabs to continue your analysis.

e To return to the main screen, from the main toolbar, click Home .
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Custom Reports

All generated data and graphs can be saved per screen as a Custom Report for later viewing
and additional modification. You can create a collection of related reports - a Report Group -
and later assign each report to a group.

Saving Reports
This example demonstrates how to save a report of top attendance employees.
1. From the toolbar, click Save As . The Save Report screen appears.

2. Click New Folder. The Private Report Group screen appears.
3. Enter a name and a brief description of your report group.

e | PrivateReporiGroup -- Webpage Dialog

General Details
# General - General
Name Abzences, 2008
Des=cription L11 absences
L save bkl Close ||7
4. Click Save.

5. A confirmation message appears. Click OK. The Report Group is displayed in the
Save Report screen.

6. In Save Report screen, in the Report Name field, enter a name for the specific
report/settings/screen results you want to save.

7. Click Save. The new Report Group folder (Best Performers) and individual report
appear in the Custom Report area in the Shortcut pane. Individual reports are

designated by the symbol.
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=l Modules

=l [ Enterprise
2 System Information

=1 Public Reports

=+l [ TimeKeeper Module
=+l (3 TimeCosting Module
#l [ User Defined Analysis

=l Custom Reports

=l [ Absences, 2006
&% Ab=zences, Montreal office

1. To add another report to this group, do as follows:

e If there is only one defined report group, click Save As, enter the report's name,
and click Save. By default, the report is saved in that group, and will appear as a
sub-entry in the Shortcut pane.

= Modules

= [ Enterprise
2 System Information

=1 Public Reports

=+l [ TimeKeeper Module
=+l (3 TimeCosting Module
+l [ User Defined Analysis

=] Custom Reports

=l [ Absences, 2006
&3 Absences, Montreal office
&3 Abzences, Cape Town

e If there are multiple defined report groups, click Save As, highlight the desired
report group, enter the report's name, and click Save. The report is saved in
that group, and will appear as a sub-entry in the Shortcut pane.

Viewing Saved Reports

1. From the Shortcut pane, in Custom Reports, expand the plus sign in the folder

where your report is found, and click the desired report. The report will open in the
Home pane.

2. To modify the report, simply make any necessary changes, re-generate the reports,
and click Save.

24



TimetecH

3. To delete a report group:

a. Find the desired report in that report group.

b. Click Save As. The Save Report screen appears.

c. Highlight the desired report group and click Delete.

d. Click OK to confirm, and then in the Save Report screen, click Save.
4. To delete a report from a report group:

a. Find the desired report in that report group.

b. Click Save As. The Save Report screen appears.

c. Highlight the desired report group and click Delete.

d. Click OK to confirm, and then in the Save Report screen, click Save.
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Daily and Pay-Period Jobs

Overview

The TimeCosting Module screens — Daily Jobs and Pay-Period Jobs - are similar to the
TimeKeeper module screens in layout, functionality, and interface terminology, with the
main difference being the emphasis on labor distribution and task allocation instead of
attendance-related issues. This section focuses on screens that contain significant
differences as compared to the TimeKeeper modules.

View of

The View of screen (default) in the TimeCosting module is comprised of four subscreens and
displays a general, initial, "quick-glance" numeric overview of your active and non-active
tasks, in a stripped-down chart form for easy visual chunking. You can filter by date and
organizational unit. Key Performance Indicators (KPIs) are:

e Cost

e Duration

e Rates

e Quantities

e Pay Categories

Each of these KPIs contains further drill down options.

~ Daily Jobs

View Of Monitor KPIs  Period Comparison || Profit Analysis - Billing Vs. Cost KMy TopAWorst Performers 4r
I Save | Savehs. |D o GetLink | §g Default-| @

Organizational Structure By Jobs (Summary) | | grganizational Structurs By Jobs (Detailed) Jobs By Organizational Structure (Summary) Jobs By Organizational Structure (Detailed )

Select KPIs / Categories All Date |Al a
. EHHMon Active
[ Active Tasks Taske

EIChromasource  577,501,080.85 -

Hinactive T2,044710.59 200

BN - -1 207,443,570.98 83572

See the following page for an explanation.
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Organizational Structure by This screen displays all tasks per organizational unit in order to

Jobs (Summary) provide the manager/supervisor a quick-overview, at a glance, of
all the jobs/tasks performed by his/her team. You can filter by
KPI or date.

Organizational Structure by This screen expands on the previous screen by providing a

Jobs (Detailed) reverse approach in a greater detail. It displays all tasks per

organizational unit so you can see how many hours are
contributed by each corporate unit to a specific job or group of

jobs.
You only need to filter by date.
Jobs by Organizational Both this screen and the following screen are actually the reverse
Structure (Summary) of the first two screens. It displays all organizational units per
active and non-active tasks. You can filter by KPI or date.
Jobs by Organizational This screen expands on the previous screen by providing a more
Structure (Detailed) detail-based approach. It displays all organizational units per

active and non-active tasks - together with all KPIs and drill down
options - therefore eliminating the need to open the Dimensions
selection screen for KPI selection. You only need to filter by date.

Monitor KPIs

NOTE: This feature is enabled only for customers who utilize the planned hours and planned
guantities feature.

The Monitor KPIs screen in the TimeCosting module enables you to view at a glance up to
two KPIs per date and organizational hierarchy in dashboard format. These KPIs are:

e Actual vs. Planned Hours
e Actual vs. Planned Units

See Monitor KPIs for a detailed explanation. Note that unlike attendance KPIs, these KPIs are
the default and cannot be changed.
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Creating User-Defined Analysis Screens

Overview

The User-Defined Analysis screens enable you to create custom reports for daily periods and
pay period report tables for the attendance and job allocation/labor distribution levels.
These screens function as data summarization and analysis tools where you select not only
the fields for screen display, but also the fields' location by simply dragging and dropping
KPIs into the screen, and alternatively, removing them. Re-arrange the fields and headings to
either shift the focus or create a different report entirely; the results are custom reports
displayed "on the fly."

Using the User-Defined Analysis screens, you can do the following:

e Create "pivot table"-style reports utilizing easy drag-and-drop functionality

e View numeric-based charts or colorful graphs — you choose the display

e Save any reports for further reference

e Mark all exceptional values in a range of colors by utilizing Boolean logic techniques
e Export all reports to an .HTML page or an Excel spreadsheet

Main Interface

REMINDER: The default screens shown in this chapter are for illustrative purposes only and
can differ per customer.

To work with the Daily Data Analysis or Pay-Period Data Analysis screens, do as follows:

1. Access the Home pane.
2. From the User-Defined Analysis area, click Daily Data Analysis or Pay-Period Data
Analysis. The appropriate screen appears, set by default to the TimeKeeper Module.

The main grid displays only years and the organizational units.
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Timei(osper Module  Temelosing Uoduls  Stefts Dots snatynes  Orpancaton Sraciurs ([tated)

TirrieTecH |

o Seer (A Seman | D50 | on [[Dmpewr] o Dstome | | mgrigens P G
[T 4 Bxee BXn B BN BN BN Bl BT @G Lok ]
reafar = ||[@ imans
1 On Coamns | e
' B
' 1 ' L Dwses mrarciey 2
an O Bowarn = O
L Conporatw Marsrchy
.L:.ill(ﬂ'l
[ Meeaes
L Pry Coegories Grouga
[
.L.:‘. R G Cn
L CONTRACT (Amn & Abmance Bul
L Duy Types
1L trery
'-__: Eant
1L PROF & [Professon Codes Shares
.L.':. Vieek Dy
£ vieain
(1 ] Designer Pane
(2] Main Grid
Main Toolbar
Button Name Description
= Save If screen/settings have already been saved as a report, this saves any
additional changes
Save As Enables you to save the current report and access it at a later time via a
shortcut
E Export Exports the current screen data to an .HTML file or an Excel

spreadsheet

Criteria Selection

Opens another (movable) instance of the Designer pane

] ¥l

Undo Erases the last change done to the screen, thus reverting it to an older
state
Redo Reverses the undo or advances the buffer to a more current state
Designer Opens and closes the Designer pane. Alternatively, to close the

Designer pane, click at the top right.
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Options

Enables you to re-arrange the axes of the current settings

Highlights

Enables you to highlight any exceptional values via selected colors

Clear Highlights

Removes any highlights you have defined

= § £ &

Find

Enables you quickly to find a word or number in the grid
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Designer Pane

Name Description
Criteria Editor Enables you to view which filtering criteria from the Designer
pane are currently used on the columns and rows in the grid
On Columns | Enables you to view which filtering criteria from the Designer
pane are currently used on the columns in the grid
On Rows Enables you to view which filtering criteria from the Designer
pane are currently used on rows in the grid
Dates Enables period selection for filtering purposes
Hierarchy
Slicers Displays all dimensions selected for the current report
Measures Select The categories available for your analysis, such as overtime
KPIs/Pay and attendance
Categories
Dimensions Criteria used for filtering purposes
Absence All the absence codes defined in your system, arranged by
Groups groups- sickness, reserve duty, vacation, etc.
Contracts All the agreements defined in the system
Day Types All defined days in the company's year — holidays, weekends,
work days, etc.
Entry Entry times according to defined shifts
Exit Exit times according to defined shifts
Profs All defined professions in the system, according to tenure
Week Day All days of the week
Weeks All weeks of the year
Organizational How your corporate hierarchy is structured according to its
Structure levels
Corporate All currently active corporate hierarchies
Hierarchy
Corporate All past (and non-active) corporate hierarchies
Hierarchy
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(History)

Sites All the sites defined in your system

Plants All the plants defined in your system
Department | All the departments defined in your system
Employees | All employees currently active in your system
Employee All past (and non-active) employees

History

Sorts

Sorts is an extension to the Organizational Structure (see
above). Sorts are customer defined and differ per company;
these are additional fields that enable categorizing
employees. Common sorts are team, province, area and other

factors that enable you to aggregate data.

Daily and Pay-Period Data Analysis

The Daily Data Analysis screen enables you to create custom reports for daily periods for

the attendance and job allocation/labor distribution levels.

NOTE: The Daily Data Analysis and Pay-Period Data Analysis screens are similar in function,
layout, and terminology. This section uses Daily Data Analysis as the primary example. If you

follow the instructions and become familiar with the standard usage, you should not have a

problem in the remaining modules. Any differences between the modules will be

emphasized.

The basic functionality is as follows:

@)

®)

©

©

®)

®)

Select Daily or
Pay Period

Select
TimeKeeper or
TimeCosting
tabs

Select criteria
for analysis

Generate report

Select filters

Perform
additional
options

To work with the Daily Data Analysis screen do as follows:

1. Follow the instructions in Main Interface to access the Daily Data Analysis screen, ,

set by default to the TimeKeeper Module.
The main grid displays years (columns) and the organizational units (rows).

NOTE: The Pay-Period Data Analysis screens display period as weekly, bi-weekly,

monthly, and semi-monthly.
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From the Measures section in the Designer pane, click Pay Categories Groups. The

Dimension Selection screen appears.

In the Tree pane, expand the Measures hierarchy, select how you want to analyze

your corporate hierarchy:

e Measures are standard for every corporate hierarchy

e Pay Categories are flexible and differ per corporate hierarchy. The content in
Pay Categories is customer-specific.

Click Apply.

/4 Dimension Selection -- Webpage Dialog b_<|

F enurle: ruups

Tree | Find Selection &P Clear

EurtBy:Name:| --------------------- v| ﬂ |w Hisrarchize Selection Order By -
=@ kel Total Attn. @

% 1Al (Children)
=1 @ [ Measures

[

i
n
i

|

a

]

i

=

a

=

[ Attendance (Children)
@ [ Paid Attn.
@ ¥ Total Attn.
" [ Total Wage
' [ attendance - Daily
"' [Jcalculated Measures
' [JCalculated Measures - TC
"' [Jcalculated Meazures - TK
@ [costs
"' [ Duratien
"' [ Expenzes
' [ Late And Earty Entries
@ [ on calland 5P Call

(E3) EXR AR AR Ea R Eag AR EARER

This example displays total attendance per year. The following should appear in the
grid:

[H2000 #2001 HZ002 H2002 #2004 HZ005 #2008 #2007 HZ008 #2009

Amane 216348 2,116.00 1,955.00 0 205848 182116 171535 189635 14825 0.00 62071
B LT 3240474 4547219 4738384 4351040 45555 3G ESZES. 4051135 321750 1415710 1097945
MA - -1 - - - - - — - 10.00 0.00 -

From the Designer pane, in the Dimensions section, use the filtering criteria to filter
by these filters:

e Contract (attendance and absence rules)

o Week days

e Daytypes

e Absence groups

o Weeks

e Professions
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e Exit and entry times

The following example filters the previous example - total attendance per year — by
showing attendance on Thursdays only.

Designer x HZ2000 H2001 HZ2002 HZ2002 HZ2004 HZ005 E 2008 2007

Criteria Editor -

[_ﬁ: Corporate Hierarchy

.I;, Slicers

Measure

1 Pay Categories & Clear

Selection

_Sort By: Name:; [v Hierarchize Selection Crder By -
'LE,T‘ absence Groups = ' Clan ﬁ Thursday G
% [ Al fChildren)
‘ng CONTRACT (Attny ﬂl [ Monday
@ [ Tussday
T,f_j'. Day Types ' [ wednesday
o )
1] Entry ‘ h.urzda}
& [ Friday
1o Exit @ [ saturday

T.:DSLII‘ICIE)‘

1 PROFS (Professi

ii Week Day
£ =

T,f_j'. k’eks

1ol First Sort

1@ service Eligibility
& FIFD
1 Gil

[ Alll 3456823 47,58819. 4433884 4557797 4774672 4126804 4240750 337375

15l sortCode#s

% ooy || B Cose |

Note the change in the grid:

Shifts Data Analysis | Organization Structure (Detailed)

lesigner | i Options | | Highlights ﬂ|| |@._||

[H2000 HZ001 HZ002 #2003 #2004 HZ005 HZ008 FHZ007 #2008 [HZ008

Amano 44234 432.00 418.00 433.71 453.85 3689.64 3889.50 26.25 0.00 103.10
LT 6,806.24. &911.00. 8952566, 914253, 1042059, 844855, 8&263.00 577.50 23250, 2,083.40

B Ha - -1 = = = = = — — — - -

NOTE: After a dimension or any other criterion is selected from the Designer

‘f!l

pane, a "thumbtack" icon appears adjacent to that selection.
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[l'_]'. absence Groups

1_0: CONTRACT (Attn. & Absence
],_r:i‘. Day Types

IJ’_]: Entry

1 Exit

E PROFS (Profession Codes/Sh

—
Week Day =]

]g Weeks

6. Drill down by expanding any of the plus signs in the grid, such as those representing
the organizational units, or the dates.

linieTecH

hifts Data Analysis | Organization Structure (Detailed) ER 1

pner gcmtiuns 4 Highlights 2

[H2000 HZ001 Fz002 [Fz002 HZ004 HZ2005 Fz008 FZz007 HZz008 FHZ
B Amane Bl HQ [ Electrical 44232 432.00 415.00 433.71 453.95 369.64 385.50 26.25 0.00
BT CAPE TOWN BI2.7% 788.82 833.85 24382 930.57 TS24 782.00 52.50 88.50
Bl HQ [ Azzembly 51150, 198550, 2016.00. 203525, 238250, 1876.00. 194750 131.25 0.00
Electrical 94500, 158408 15%866, 161500, 188661 151544, 1558.00 105.00 11.00
Management 412.50 403.58 352.00 3595.08 48125 366.00 389.50 26.25 0.00
Painting 165045, 1577.07. 1688925 183757, 190874 157754 140500 105.00 54.00
Quality Azzurance 141214 1,719.58 1608.00 167544, 186292 155555 1,558.00 105.00 0.00
New York 48275 38791 407.50 47875 4338.83 383.88 385.50 2625 48.00
E Toronto 48815 45248 401.40 45712 44817 386.79 236.50 26.25 30.00
HA - -1 - - - - - - - - -

NOTE: To revert the report to the form displayed previously, you can collapse the
minus signs in the grid, or use the Undo button to go back a step.

7. Whereas filtering streamlines and reduces the data displayed in the grid, you can
add to the data by dragging additional filter criteria from the Designer pane. For
example, to display attendance per individual employee, drag Employee from the
bottom of the Designer pane to the desired location in the grid.

35



+ Daily Data Analysis

r 1
TimeKeeper Module TimeCosting Module  Shifts Data Analysis | Organization Structure (Detailed)

L) Save L Savehs.. |[S[%7 | ||g0pﬁuns| , Highlights & | al
x

Designer E2000 [@2001 @002 2003 | [©2004  [@2005
Criteria Editor - 44234] 432000 41600 433710 45395 360
DT s ) o e
'[li_T_ Corporate Hierarchy MNA - 1 - - — — —
V2, Slicers
IE_ZE Pay Categories Groups P

IE_ZE absence Groups

T,E_): CONTRACT (Attn. & Abksence Rules/
IE_T. Day Types

1 Entry

1 Exit

T,E_): PROFS (Profession Codes/Shared)

& week Day P

1 weeks

1f First Sort

&' service Eligibility

1 FIFo
1 Gil

1 sortCode#s

Organization Structure
'[E_Zi" SITES (Site Codes/Shared)
T,gj PLANTS (Plant Codesi/Shared)
'[E_Zi" DPARTMNT (Dept. Definitions/Sharec
T,gj Corporate Hierarchy (History)

| == EMPLOYEE (Employee Details/Sharec

8% EMPLOYEE (Employee Details/Sharec

Release your finger and select an option from the pop-up menu.

H2000 EZ200 H2002 EZ2002 HZ2004 H2002 EZ008 H2007 EZ2008 E2008

Aman 71 453.95 36064 389.50 26.25 0.00 103.10
LTT Add Dimension Before 53 10,42959 8,446 55 2,263.00 577.50 23250 2,093.40
Add Dimension After - . it e S - e

[ HA - - — — - — — —
B MA Replace Dimension

Replace and move Amano to Slicers
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Option Explanation

Replace Replaces the most recent dimension with the new.

Dimension

Add Dimension Places the new dimension before the currently-existing selection in the

Before grid

Add Dimension Places the new dimension after the currently-existing selection in the grid
After

Replace and (Same as Replace Dimension)
Move to Slicers

This example displays the results of selecting Add Dimension Before.

2000 HZ2001 FZ2002 2003 [FH 2004 2005 (2006 FHZ2007 FZ20028

all [ Amano 44234 432.00 4156.00 433.71 453.95 359.64 389.50 26.25 0.00
LTT §,896.24. 8911.00, 852665 914253 1042959, 844855 &:263.00 277.50 232.50
MA - -1 = = = = = = = - —

9. Click All on the far left to see the employees names:

Hzo00 200 E2002 H20032 Hz2004 HZzo0s Hzo0s E2007 E2008
B all BAIG SARA LTT 170.75 403.50 408.00 404.00 485.00 380.00 385.50 26.25 (
BURNS DAWE1005 LT 42225 383.24 425858 22282 45537 38324 353.50 25.25 8t
BURNS DAVETTTY LTT = = = = = — — - -
CARTIER SHIRLEY LTT 316.50 403.50 410,78 41222 455.00 3564.00 389.5 26.25 (
CLARK ARTHUR LT 457.45 396.22 408.00 225322 L4287 351.80 385.50 2625 (
CURRAN NANCY LT 128.50 403.50 392.00 412.00 450.00 372.00 385.50 25.25 (
DOUGLAS BOGDAN LT 462.75 387.91 407.50 479.75 488,83 353.98 385.50 26.25 4f
FAZIO MERCEDES LT 258.50 403.50 400.00 41200 475.00 354.00 385.5 26.25 [
HILLMAMN JAKE LT 128.50 354.00 415.00 412.00 450.00 372.00 385.50 2625 (
HUSTON GRACE BT 74.00 380.50 408.00 40823 45175 3280.00 389.5 26.25 (
JORDAN ANDREW LT 432.00 393.09 382.66 388.00 455.61 3595.44 385.50 2625 11
MASTERS STEVE LT 400.00 450.50 400.00 423.00 450.00 374.00 385.50 25.25 -
MONROE JANICE LTT 488.15 45Z.45 401.40 45712 44817 386.79 236.50 26.25 30
MA - 222 MA -1 - - - - - - - - -
PARRA LUISA B Amano 432.00 415.00 433.71 453.95 365.64 385.50 2625 (
PERRICELLI JOANNE LT 384.50 400.00 403.00 480.75 37200 389.5 26.25 (
PUGLIESE NICHOLAS [ LTT 403.50 408.00 412.00 451.00 372.00 385.50 2625 -

10. Right-click any dimension in the grid for more menu options.
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E2000—moa0d _moans man)3 @200 @2
Bl all BAIG SAIRA LTT 1710 104.00 439.00

BURNS DAVE1006 LTT 474  Isolate 147 97 48937
BURNS DAVETTT7 LTT - Eliminate L .
CARTIER SHIRLEY LTT ag  LoomTo * Ms2s!  499.00
CLARK ARTHUR LTT 457 ¥ Dimension Selection, .. l4g 77 A44 BT
CURRAN NANCY LTT 122 iy totals 12.00 450.00
DOUGLAS BOGDAN H LTT 463 79.75 453 23
FAZIO MERCEDES LTT a5g | Functions... " 4000 479.00
HILLMAN JAKE LTT 1g 2] Mamed Sets " 112.00 450.00
HUSTON GRACE LTT 74 %1 Descending 104 25 451.75
JORDAN ANDREW LTT £33 2} Ascending 1200 45561
MASTERS STEVE LTT 400  MemberDesign £23.00 450.00
MONROE JANICE LTT 458 15712 44817
N - 222 N - -1 _ |BF_Properties I;k -

Isolate Displays only this entity

Eliminate Removes the selected value from the grid

Zoom to Enables you to adjust the display to reflect a different

hierarchical component

Dimension Selection

Enables you to select another dimension to add to your analysis

Remove Dimension

Removes the selected dimension from the grid

Display Totals Displays the aggregated data of all entities

Functions Enables you to add aggregate columns, display averages, etc as a
result of a mathematical or statistical calculation.

Descending Restructures all the values in a column in descending order

Ascending Restructures all the values in a column in ascending order

Named Sets (currently not available)

Member Design

Set header, background, and text colors for each dimension

Properties

View details for each employee
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Saving as a Report

You can save any screen as a report, and access it later at any time to view or modify. For an
overview and detailed procedures of all report functionality, see Private Reports.

NOTE: Shortcut icons used to represent custom screens are different from those used to
represent regular system reports.

=] Modules

=l [ Enterprise
2 System Information

=l Public Reports

| 3 TimeKeeper Module
| 3 TimeCosting Module
| [ User Defined Analysis

=l Custom Reports

=l 1 Absences, 2006
&3 Absences, Montreal office
& Apzences, Caps Town
W Thursday Absences
[ Overtime, 2006

Defining Highlights

To highlight any exceptional values, do as follows:

1. From the toolbar, click I_T_I The Highlights screen appears.

2. Inthe Highlight when row, enter the criteria that meets the highlight conditions, as
follows:

Highlight when (quantity/value) *(equal/bigger/lesser/between) * {enter value}

For example:

Highlight

Highlight Vhen

Value v| |Eli§§5r v|

-I.-.- oy
(TR

Imﬂg&ljl Hide Value [ Art&rnﬂte‘-.r’ﬂlusl:l _nnrtipl:l
Bold [« | Underine [~ | talic [ EulurBackgruundEl Alignlzl [.E.

3. In Bold, Underline, Italic, Color, Background, and Align, optionally format the
displayed value.
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4. When done, click the [i==i icon. The information is cleared from the entry boxes and
is displayed in the lower pane of the Highlights screen.
5. Click Save when exiting the screen. The highlights appear immediately.
Fz000 FHZz001 FHz002 FH2003 FHz004 FHZ005 HE 2006 2007 2002 H2008
[ all BAIG SAIRA LT 170.75 403.50 408.00 404.00 489.00 380.00 389.50 28.25 0.00 102.50
BURNS DAVE1006 LTT 422,25 383.24 425,65 44292 469,37 393.24 393.50 2625 89.50 107.10
BURNS DAVETTTY LTT = = = = = = = = = 103,10
CARTER SHIRLEY LT 316.50 403.50 410.75 415,25 499.00 364.00 389.50 28.25 0.00 102.50
CLARK ARTHUR LTT 457.45 396.22 408.00 449,22 444 67 391.80 389.50 2625 0.00 103.10
CURRAN NANCY LTT 129.50 403,50 392,00 412,00 490,00 37200 389.50 25.25 0.00 102,50
DOUGLAS BOGDAN [ LTT 462,75 38791 407.50 479.75 498.83 393.98 385.50 28.25 43.00 109.50
FAZIO MERCEDES LTT 258.50 403.50 400.00 414.00 479.00 364.00 389.50 2625 0.00 102.50
HILLMAN JAKE LTT 129.50 394,00 416,00 412.00 490,00 37200 389.50 26.25 0.00 102.50
HUSTON GRACE LT 74.00 390,50 408,00 404,25 461.75 380,00 388.50 2525 0.00 -
JORDAN ANDREW LT 432.00 393.09 382.66 385.00 455.61 395.44 389.50 28.25 11.00 103.10
WMASTERS STEVE LTT 400,00 490,50 400,00 423.00 450,00 3400 389.50 25,25 - -
MONROE JANICE LT 468.15 452,45 401.40 457,12 44817 386,79 236.50 28.25 30.00 126.10
MNA - 222 MNA& -1 — - - - - - - - — -
PARRA LUISA [ Amano 442,34 432.00 416.00 43311 453.95 369.64 389.50 2625 0.00 103.10
6. To clear the highlights, from the toolbar, click the Clear icon. .
Exporting to an HTML File or an Excel Spreadsheet
To export the current report to an HTML page or an Excel spreadsheet, do as follows:
1. From the toolbar, click the Export icon.
2. Select either HTML or Excel.
Re-arranging the Screen View
Use this option to move the dimensions' axes.
1. Click the Options button.
2. Select Switch Axes. The dimensions on the X axis move to the Y axis:
Before:
E2000 H©2001  @©2002 2003 H2004 2005 2006 H2007 2008 2009
all B Amano 432.00 415.00 433.71 453.95 359,64 389.50 2625 0.00 103.10
LTT 630624, 8911.00) 8092666 014253 1042950, 844655, B8263.00 ST7.50. 23250 2,093.40
NA - -1 - - - - - - - - - -
After:
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Timer

FHall
FHAmano  FLTT FMA - -1

[ zo00 44234, 6285524 =
[ zom 432.00. 89511.00 -
2002 416.00. 8592666 =
[ 2003 43371 814253 -

M zo02 45395, 104
[ zoos 35564, 844555 -
8

H 2006 38950 826300 -
& 2007 2625, 577500 —
& 2008 0.00. 232500 —
E2008 103400 209240 -
Displaying Graphs

Use this option to display graphic representations of the displayed data.

1. Click the Options button.
2. Select Display Chart on Top. A graph appears on the top of the grid.

= Daily Data Analysis (] EZVNETECH

; .
TimeKeeper Module TimeCostinag Medule | Shifis Data Analysis  Organization Structure (Detailed) ER 1
I save |d savens. || 57 [ [ Options | Highiights & =4
Designer > = x
Criteria Editor - 2000 ) 54
| IECEE S )
[H oncolumns~ | 2002 5 i
1o Dates Hirarchy 2003 )
2004 [ )
[ on Rows 2009 )
2006 [ )
25 EMPLOYEE (Employee 2007 )
lg Corporate Hierarchy 2008 =)
2008 [ )
V4 Slicers 2.2K 4.4k &.EK &8k
=3l , Amane all, LT =all, ba--1
LLI Pay Categories Gr £ Ez000 Hz2001 Hz002 H2002 [H2Z2004 B2005 Hz2008 M2007 B2008 Hz008
all M Amane 44334 432.00 416.00 43371 453.95 360.64 389.50 26.25 0.00 103.10
[ Dimensions | LTT 589824 B911.00. B92688 914253 1022950 G44655  §263.000  STTE0. 23250 2,083.40
NA -1 — ~ — ~ ~ _ _ - _

1 absence Groups
1 CONTRACT (Attn. &
Tg Day Types

Lg: Entry

ted Euis

3. Alternatively, click Display Chart on Bottom, if you want.
4, To remove the chart, click Hide Chart.

Isolating a Dimension

To isolate a dimension in the grid and therefore temporarily remove all other dimensions
from the grid display, do as follows:

1. From the grid, right-click the dimension you want to isolate (this example uses
2001).
2. From the menu, select Isolate. All other dimensions are temporarily removed.
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TimneTEcH

Bl all BAIG SARA
BURNS DAVE1006
BURNS DAVETTTT
CARTIEER SHIRLEY
CLARK ARTHUR
CURRAMN NANCY
DOUGLAS BOGDA
FAZIO MERCEDES
HILLMAM JAKE

2001 FTotal
LTT 403.50 403.50
LTT 18224 38324
LTT = -
LTT 403.50 403.50
LTT 396.22 39622
LTT 403.50 403.50
M LT 387.91 38791
LTT 403.50 403.50
LTT 394.00 354.00

Zoom to

Zoom to adjusts the grid display and enables you to view a different hierarchical component

— a sub-entry - of that dimension or criteria.

To use Zoom to, do as follows:

1. Right-click any dimension or criteria on the grid that represents a hierarchy.
2. Select Zoom to from the menu, and select the sub entry. See the example for the

year 2000:

FHz00n 2001 FI2002 F2003 Ma00s

B

H all BAIG SARA LTT 1 40400  439.00
BURNS DAVE1006 LTT 4 Isclate 44787 489.37
BURNS DAVETTTT M LTT | FEliminate
CARTER SHRLEY LTT 3 =
CLARK ARTHUR LTT 4| & Dimension Selection...

ElRERL e £ 1w Display totals F Date o
DOUGLAS BOGDAN [ LTT 4 » Display Total at End 7975 EEEE3
FAZIO MERCEDES LTT 2 : 41400 479.00
HILLMAN JAKE LTT 1] % ;ua:::';;s _ 412.00 430.00
HUSTON GRACE LTT — 404325 48178

_..--""'"-—'—__ ___‘-_""‘-n..__

Bl all BAIG SARA

H200Wa1 2000002 @E2000003 EZ2000004 [EHTotal
LTT - = R T06. /S 17075

BURNS DAVE1006 LT 108.50 115.00 §8.50 89.25 47325
BURNS DAVETTTT LTT = = — - —

CARTIER SHIRLEY LT 16.00 85.00 §7.00 107.50 316.50
CLARK ARTHUR LT 115.30 117.00 108.00 117.15 457.45
CURRAN NANCY LTT - - Z4.00 105.50 12550
DOUGLAS BOGDAN LT 112.00 117.00 117.00 116.75 462.75
FAZIC MERCEDES LT - 54.00 105.00 89.50 258.50
HILLMAN JAKE LTT - - 24.00 105.50 125.50
HUSTOM GRACE LTT - - - 74.00 74.00

Using Member Design

The Member Design screen enables you to change the screen display for a dimension by

defining headers, background, font colors and font size.

1. To use the Member Design screen, do as follows:
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2. Right-click the dimension whose screen display you want to change. The Member

Designer screen appears.

e In General Details, in Column Width, enter your desired column size, and in
Caption, enter a new caption to replace the current one.

e In Header Design, enter any changes to the header cell in Background, Text
Align, Font Color, and Font Size. Select Bold and Italic if you want.

e In Data Design, enter any changes to the text in Background, Text Align, Font
Color, and Font Size. Select Bold and Italic if you want.

3. Click Clear if you want to clear the settings. See the example for the 2000 column:

2 Member Designer, -- Webpage Dialog @

Field Designer

# General Details

Hame 2000 Caption 2000- Mil=stone!

Column Vidth [5 |

# Header Design

Background ":l EEBBEBE | Font Color
Text Align | "l Font Size
Bold v ttalic

# Data Design

Background ||:| CCCcce | Font Color . 330059
Text Align | ~| Fontsize [10 -
Bold talic -
& Clear = Save @ Close 7

4. Click Save and then Close. The changes to the grid appear immediately.

ﬁg:tﬁ';ne! H 2001 E2002  [®EZ003  EZ200

H all BAIG SAIRA LTT 170.76 403.50 403.00 404.00 44
BURNS DAWE1006 LTT 422.25 383.24 425 85 24252 45
BURNS DAVETTTT LTT - - - - -
CARTIER SHIRLEY LTT 316.50 403.50 410.75 41525 28
CLARK ARTHUR LTT 457.45 396.22 408.00 445 77 iz
CURRAN NANCY LTT 129.50 403.50 292.00 £12.00 49
DOUGLAS BOGDAN B LTT 462,75 387.81 407.50 479.75 43
FAZIO MERCEDES LTT 268.50 403.50 400.00 £14.00 47
HILLMAN JAKE LTT 129.50 394.00 418.00 £12.00 49
HUSTON GRACE LTT 74.00 350.50 408.00 404.25 45
JORDAN ANDREW LTT 432.00 393.08 382 66 388.00 45
MASTERS STEVE LTT 400.00 480.50 400.00 423.00 45
MONROE JANICE LTT 468.15 452 45 401.40 457.12 iz
NA - 222 NA - -1 - - - - -

5. Repeat for other dimensions if needed.
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