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Getting Started with TimeKeeper Analytics

To read about Lavie TimeTECH and its family of workforce management products, go
to About Lavie TimeTech and Lavie Software Solutions.

To install TimeKeeper Analytics, go to Installation.
To read a brief overview of TimeKeeper Analytics, its functionality, usage, and
benefits, go to About TimeKeeper Analytics.

To learn about TimeKeeper Analytics' main interface, go to Understanding the Main

Interface.
To view and filter graphic representations of the daily attendance data accumulated
by the TimeKeeper module, go to Analyzing Data from the TimeKeeper Module.

To view and filter graphic representations of the period attendance data
accumulated by the TimeKeeper module, go to Analyzing Data from the TimeKeeper

Module.

To view and filter graphic representations of the daily job allocation and labor
distribution data accumulated by the TimeCosting module, go to Analyzing Data
from the TimeCosting Module.

To view and filter graphic representations of the periodic job allocation and labor
distribution data accumulated by the TimeCosting module, go to Analyzing Data
from the TimeCosting Module.

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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Introduction

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

About Lavie TimeTech

Lavie TimeTECH is one of the world’s leading suppliers of Time and Attendance
Management. Our package of advanced Time and Attendance 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.

Lavie TimeTECH specializes in the development and implementation of cutting-edge
software solutions for human capital management. The company's innovative human
resources life-cycle management solutions enable organizations to support employees
throughout their service with the company, from recruitment and integration within the
organization, through time and attendance data collection and analysis, and its export to the
payroll system.

Lavie software solutions and their unique interface are integrated with the organization's
systems such as payroll and ERP for over 5,500 clients worldwide, and are used by more
than 4,000,000 employees. Our solutions serve as management tools for organizations of
50-20,000 employees in a range of business segments, including government offices and
institutions, local authorities, hospitals and long-term care facilities, hotels, the
manufacturing and automotive industry, retail, financial institutions, high-tech and
electronics, outsourcing and recruitment agencies, and more.

Lavie Software Solutions

Lavie TimeTech's product suite provides a complete workforce solution that is equipped to
respond effectively to any HR challenge. Additional modules enhance labor monitoring,
carefully tracking time and cost elements:

TimeKeeper

TimeKeeper is a Time and attendance (T&A) software solution that continually collects
employee in/out time, analyzes it based on employment agreements, and automatically
exports it to the payroll system, ERP, or any other HR system. TimeKeeper provides error
and irregularity reports, as well as other T&A reports. The system has retroactive updating
capabilities of attendance/absence.

Based on a flexible rule-based architecture, TimeKeeper is easily customized to meet all
payroll and financial tracking tasks. With Lavie TimeTECH's customized time and attendance
solutions companies can save 1-3% of their annual payroll expenses, by reducing payroll
errors and processing time, decreasing unauthorized leave time, improving labour reporting
and more.
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TimeCosting

TimeCosting is an activity based costing module that collects, analyzes and monitors labor
distribution and job allocation information. It actively tracks both time and cost elements
associated with each aspect of activity. All relevant database information is commonly
shared by both TimeCosting and TimeKeeper. Time and Attendance pay-rules defined in
TimeKeeper can be automatically applied to labor costs analysis.

iBrowse

Web enabled solution, operates in Internet/intranet configurations, providing both
employees and supervisors with remote access to the T&A application, to
view/report/approve attendance/absence/activities information.

TimeScheduling

Time Scheduler makes it easy to plan employees scheduling and tasks for an employee,
department or customized group. Using simply mastered tools, you can quickly build
multiple schedules, rotate shifts and use templates to forecast overtime allocation.

Absence Planner

APM (Absence Planning Module) is a powerful planning tool that gives supervisors and
department heads a complete picture of employee absences. It helps them to evaluate how
personal entitlement to time off can be balanced against future operational needs.

Absence Request

This feature allows you to request absences, such as Vacation time, by means of our internet
/ intranet based module - the iBrowse. Supervisors automatically get notified with an email
that enables them to approve or decline the absences.

Overtime Equalization

Overtime Equalization (OTE) displays overtime offered, accepted, refused and hours actually
worked. OTE highlights the ‘next eligible’ employee in line for overtime allocation. It gives
department heads and supervisors a precise and objective way to allocate overtime hours.

Benefit Accruals

Benefit Accrual Module is an add-on to the TimeKeeper core system that provides an
automated "tool" for managing the accrual of absences such as vacation, sick leave etc. and
usage of employees benefit hours in accordance with your company’s benefit policies.

TimeBank

TimeBank manages stores and carries forward pay-period values “banked hours” from one
pay-period to the next. TimeBank can be regarded as a “savings account”, i.e. a stored
amount of hours that can be added to and/or deducted from, on a pay-period basis (similar
to a salary which is added to a bank account each pay-period) or as a one-time occurrence
(similar to a cash withdrawal/deposit).
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Access Control

Access Control is the Impro or Rosslare system that serves as an integral part of the
organization's security systems. Manages entrance/exit authorizations to the organization
and to specified locations to prevent the entry of unauthorized individuals. Fully integrated
with the T&A solution.

10
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About TimeKeeper Analytics

TimeKeeper Analytics is a comprehensive business intelligence module that helps you

improve workforce performance. It is an executive information system (EIS) that leverages

untapped data in the TimeKeeper and TimeCosting suite to help managers make decisions

that reduce costs, increase effectiveness, and improve employee satisfaction.

TimeKeeper Analytics allows organizations to:

Analyze data from multiple systems; including time and attendance and activity-
based costing to give managers previously unavailable analysis capability.
Manage with key performance indicators at a glance, allowing managers to
respond to lags with immediate corrective action.

Monitor results over time. See what works, view trends, compare workforce
effectiveness between locations, pinpoint problematic areas, and promote
accountability throughout the organization.

Key Features of TimeKeeper Analytics

Dashboards: Choose which performance metrics need to be accessible at a
glance with customizable views of key data, such as overtime, lateness etc.

Ad hoc queries: Modify views on the go using the slicer to capture the
information you need.

Export reports to multiple formats, including Microsoft ® Excel and HTML.
Business rules: Integrate data from Lavie TimeTECH's suite components, such as
TimeKeeper and TimeCosting to apply business rules and calculate metrics
through extract, transform, and load routines.

Provide enterprise-ready Time and Attendance business intelligence solutions
on top of Lavie TimeTECH's products platform.

Business intelligence technologies: Utilize the rich reporting and analytic
environment including relational- and multi-dimensional cubes (OLAP).
TimeKeeper Analytics takes advantage of the superior performance and
scalability of Microsoft ® SQL Server ® and Microsoft ® Office System to provide
integrated enterprise solutions for performance measurement, analysis and
reporting.

Choose data, charts and image objects and insert them into the report using
drag and drop placement.

Easy to use and intuitive user interface.

Advantages of TimeKeeper Analytics

Pay period comparison — Allows comparing two user-defined pay periods, in
order to identify irregularities.

Flexible and robust tools that allows any user to retrieve and easily display the
"Top 10" or the "Bottom 10" performers in any of the critical measured time

11
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and attendance factors and share them inside and outside the corporate
firewall.

e Aview of the Overtime Analysis by department.

Benefits of TimeKeeper Analytics

e Accesses and displays data from multiple modules.

e Allows users to view data and workforce management information in a way that
is useful for them.

e Facilitates communication and collaboration using public folders for
implementing a single version of the truth.

e Moves seamlessly from performance monitoring to analysis and reporting with a
single-click.

e Helps to spot performance trends by using analysis of KPlIs.

e Increases efficiency — Spend less time searching through vast amount of data to
find the "right" workforce management information you need to address a
specific business issue.

e Automatically uncovers hidden yet critical workforce management information
that impacts your decisions and your results using TimeKeeper Analytics'
proactive intelligence and logic.

e Improves focus — Access the right workforce management information to
improve the quality of your decisions and raise the probability of improved
results.

How TimeKeeper Analytics Works

TimeKeeper Analytics analyzes data stored in 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 immediate and accurate answers to questions regarding your organization's
performance.

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 and quantities, 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.

12
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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.

TimeKeeper Analytics is easy and intuitive. Most screens require selecting dimensions,
which are the corporate hierarchy 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 (see Dimensions Selection for details). 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 select additional dimensions and re-generate
the results. In certain screens, filtering is possible by directly clicking the bars and columns
found in the graphs. TimeKeeper Analytics enables you to 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. The
possibilities are endless!

Examples of Analysis Possibilities

e Presentation of work length trend (attendance/tasks) over a period of time
(day/month/quarter/year or defined pay periods)

e Comparison of report data (presence/tasks) between one organizational unit
and another

e Comparison data reports between employees

o Display of various indexes (criteria) such as: lateness, overtime etc.

e Data display according to employee history (reports by the same employee to
different depts.)

e Hours reports data over different professions/agreements

TimeKeeper Analytics and Security

TimeKeeper Analytics complies with market-standard security practices for authentication
and accessibility.

e Authentication — TimeKeeper Analytics can be accessed only by authorized users.

13
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Accessibility —TimeKeeper Analytics provides data restriction for each user by
displaying only data relevant to that user, based on the user credentials in the
TimeKeeper system

14
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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 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.

15



TimeTecH

Tech Support and Product Information

For information about LavieTimeTECH products and services, see the can be found on the
LavieTimeTECH website:

http://www.lavietimetech.com
Alternatively, contact your LavieTimeTECH account executive and contact point.

16
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Documentation Department

Lavie TimeTech takes customer satisfaction seriously. We have invested in our
documentation in order to ensure its clarity, accuracy, and ease-of-use. Any comments and
feedback regarding TimeKeeper Analytics product documentation, including corrections or
requests for clarification, should be directed to:

DocSupport@ lavietimetech.com

IMPORTANT: Your particular software version may contain updates and changes introduced
after this manual was published. Refer to your dealer if you encounter discrepancies of this
nature.

Documentation Standards

The following table lists the text styles used in this book and their meaning.

Text Examples Notes

Format

ScreenText e Expand Master File Refers to components in the Windows or
Maintenance. LavieTimeTECH product interfaces, including menu

e Double-click the
Vendors icon.

e File > Save As...

options, window names, field labels, buttons, and
tab names. Also used to denote keyboard and
mouse actions.

Italic Resting the mouse pointer over a | Used to signify new words and key concepts.
button causes its name and
function to appear in a QuickTip.

Code e C:\Program Files\ Indicates command-line commands (including
e ITEM_ID parameters and variables), file directories and
* App.exe/ <username> names, and database tables and fields.

Generally, our software manuals use industry-standard terminology and phrasing,
particularly when describing specific user actions with input devices such as keyboards and
mice. The following table provides brief examples:

Function Examples Notes

Key, Key Press F1, F1, F2 to edit the The commas indicate that these keys are pressed
Help for Price Review form and released in the designated sequence.

Key+Key Press Ctrl+G to display the The plus sign indicates that the first key should be
Item Detail record. pressed and held while the second key is pressed,
then both keys are released at the same time.

17
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Click right-click

Click OK.

Right-click the grid and choose the field you want
to display.

We assume a standard right-handed mouse
configuration. Use of the left (primary) mouse
button is specified as “click,” and use if the right
(secondary) mouse button is specified as “right-
click.”

click and drag

You can rearrange columns
in a grid by clicking and
dragging them into a new
position on the grid.

This is a mouse function that is used to move
objects on the screen. With the mouse pointer on
the object, press the left button down and hold it
while moving the item to the new location.

Related Documents

e TimeKeeper Analytics Quick Reference Guide

18
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This section is for IT managers and systems administrators responsible for maintaining,

installing, updating company hardware and software, and running systems jobs.

To install TimeKeeper Analytics, you must review and implement all the following sections:

e Installation Prerequisites

e Description of Installation Components

e Creating Analysis Groups

e Installing TimeKeeper Analytics

Installation Prerequisites

Prior to installation, ensure the following:

e Timekeeper has been upgraded to TimeKeeper SQL 2005

e The server is designated to TimeKeeper and TimeKeeper Analytics only, and not
host any other parallel working applications (recommendation)

e The server hosting TimeKeeper Analytics is configured to support access via the
internet

o The user who performs the installation is authorized to database administrator
privileges

e Flash Player Version is installed on each workstation slated for TimeKeeper

Analytics
Criteria Minimum Requirements Recommended Requirements
Servers 1 server, hosting both TimeKeeper and 2 servers:

Architecture

TimeKeeper Analytics

e One hosting existing
TimeKeeper database

e One hosting TimeKeeper
Analytics application

Operating Windows Server 2003 + Service Pack 2
System
Or
Windows Server 2008
Database Microsoft SQL Server 2005 Service Pack 2 or higher

Microsoft SQL Server 2008 +

Or

SQLXML4 + Microsoft ADOMD.NET

(SQLServer2005_ADOMD_x64.msi OR SQLServer2005_ADOMD.msi (x86) )

19
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Web

[IS 6.0 or higher

Environment

.Net Framework 2.0

[IS-ASP.NET version 2.0.50727

CPU 2 X Dual Core CPUs 2 X Quad Core CPUs

RAM 4GB 8GB

Storage Depends on customer TimeKeeper DB size and customer usage of modules. NOTE:
To be determined together with the Lavie implementer.

sQL Server 2005 Analysis Services (SSAS)

Components SQL Server Integration Services (SSIS)

Decide which categories for analysis your company needs in the system and how
you want these categories grouped. Your TimeKeeper Analytics dealer can aid in this
function

System Permissions/Authorization

Database administration on the TimeKeeper Analytics server with local_admin
permissions on the TimeKeeper server

Permission to run an SQL job on the TimeKeeper server which runs SSIS components
reading data from the TimeKeeper software

A user with permission to run DLL files on the TimeKeeper server

A user with permission to run services on the TimeKeeper server

Purchasing the Database without the Viewer

It is possible to purchase TimeKeeper Analytics without the Viewer, and as a result use the

OLAP cubes through a different tool. If so, note the limitations:

NOTE: Connecting to the OLAP cubes via different tools is solely the responsibility of the

customer.

There is no support for your predefined security authorizations (i.e. in which you
define for each user which employee's data he/she can view), and as a result users
will be able to see all other employees' data. See TimeKeeper Analytics and Security.

The application which includes the viewer checks a user's predefined language (as
defined in the TKSQL as the primary language) and automatically provides an
applicable interface. Without it, the language needs to be defined for each user in
order to provide that user with an applicable interface.

20
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3. The product will not support synonyms, for example, if the customer changes the
name of PLANT, the OLAP cube will not show the change.

4. Although there is no change in the installation process, without a license for the
Viewer, the customer will be unable to use it.

Windows 2008

There is currently support for 32- and 64- bit versions. The following component:

SQLServer2005_ADOMD_x64.msi or SQLServer2005_ADOMD.msi(x86) can be downloaded
from here.

Description of Installation Components

General

The Business Intelligence process is built on Microsoft components and querying
applications from the Viewer application. The system reads data from the database and
transfers them to the Data Warehouse on the server. Above the Data Warehouse there is an
OLAP cube database which analyzes data via Viewer application servers.

TimeKeeper Data Warehouse OLAP Cube Viewer
SQL Server 2005 5QL Server 2005

Installation Procedure

e The installation process creates three databases, a virtual library, and some DLL files.

e There is no writing to the Registry during installation.

e The installation process creates a folder containing all the SQL Server Integration
Services files.

e The installation folder size is approximately 250 MB.

Installed Database

e The Data Warehouse that saves all TimeKeeper Analytics data.

e The database that saves all the Viewer definitions (this is a web-querying tool that
queries OLAP cubes).

e The OLAP cube's database.

21
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Virtual Libraries

There are two installation possibilities:

o A default website on port 80 (recommended installation )
e A new website with a new port (currently not supported)

Memory Utilization

The process uses CPU resources in the following cases:

e Processing SQL jobs loading new data (usually a daily job scheduled to run at night)
e Processing the OLAP cube — at the end of the daily job
e Querying the OLAP cube

NOTE: It is possible to limit the number, according to need, of processors using SQL Server.

Backup

It is recommended that TimeKeeper Analytics undergo daily backup. The database is
approximately 10 MB.

Creating Analysis Groups

In TimeKeeper Analytics there are currently several criteria available for analysis (these differ
per customer) which by default are not grouped by category. For example, these include the
following:

e Various (attendance) overtime-related criteria such 100%, 125%, and 150%

e Pay categories such as vacations, sicknesses, shifts, etc.

This procedure enables you to create more effective analyses by grouping these and other
related criteria into relevant categories, and then sub-categories. For example, the overtime
criteria such as 100%, 125%, and 150%, can be defined to the Absences category. Then, you
can create a sub-category called Overtime, and define them to it.

To create these analysis groups, do as follows:

1. From the TimeKeeper menu bar, select Setup > Add/Edit Configuration Files. Verify
that a menu item called Bl Group Creation (or similar) exists.
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TimeTecH

itenance RSl Window  Help

dj ] AddjEdit Shared Set-Up Files 3

Add/Edit Timekeeper Set-Up Files
Add/Edit TimeCosting Set-Up Files
AddjEdit TSM (Scheduling Module) Set-Up Files

Add{Edit Absence Planning Set-Up Files

AddEdit Benefit Accrual Set-Up Files

Add{Edit Canteenkeeper Set-Up Files

Add/Edit Overtime Equalization {QTE) Set-Up Files

AddiEdit System Security Audit Trail Files

Add/Edi nfiguration Files Edit¥iew System Environment Definitions
Editfview System Environment Definitions
Editfview Emploves Screen Designer
Editjview Browser Configurations
Editiview Menu Configuration

Editview Emploves Master Conditional Processing
Editview Sort Profiler

Vigw Messages Doc, File
EditjView Messages
EditfYiew Synonyms
Editview Errors

Editjiew Report Image File

Editjview Report Parameters File
Editjview Report Select Configuration File
A j ports Configuration

BI Groups Creakion

EditfYiew Payroll Report Generator

o Ifit exists, skip to step 6.

e If it does not exist, follow this procedure in order and continue with the next
step.

From the TimeKeeper menu bar, select Setup > Add/Edit Configuration Files >

Edit/View Menu Configuration. The Menu Setup Program window is displayed.
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kY Menu Setup Program

General Menu Structure T Beports e Structurs T

T ool eru

itiez

Poll Clocks

Fooen, Head Backup Punch Table [TRAMSTESTC]
Foeen Read Backup Punch File [TE. Farmat)

Fooen, Read Backup Punch File [Clock Format]
roiewEdit Invalid Punches

kenu Mame |.ﬂ-.|:ti'-.fities
Program Mame | Program Parameter 1
Frogram Type |F'r|:|g|ram ﬂ
Menu Attibutes I+ Enahled v isible
Lewvel Flacement
| ] 1] ¢ = &

||

L -
s......Enter TimeCard Data - |
? v e

3. Click the General Menu Structure tab, if it isn't already selected.

4. Scroll to the bottom and add a group called Bl Groups Creation

, as follows:

k¥ Menu Setup Program

General Menu Structure T Beports Menu Structure T

T oolk er

kenu Mame |EI Groups Creation

Frogram Mame |dal:usu:atg Frogram Parameter

Program Type | Pragram Ra
benu Attibutes v Enabled [v “isible

Lewvel Flacement

o] 2] EH&

—

Foeeeen E ditMiew Synonmmz
Foeeeeens EditMiesw Errars

P E ditMiew Report Image File

P Edit/\fiews Report Parameters File
P E ditiew Report Select Configuration File
P .-“-‘-.utumatlc Fiecurts Configuration

J JJ |
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10.

Close and then re-enter (via login) TimeKeeper.
From the TimeKeeper menu bar, select Setup > Add/Edit Configuration Files > Bl
Group Creation.

« Bl Group Creation

K

File Edit ©Options Help

'@ Groups Tree Show Selected Records Only [

f ‘

From the menubar, select Edit > Add Group. The Add Group Window is displayed.
In Group Name, enter an appropriate naame for the group, such as Vacation.
In Group Type, select Pay Categories or Absence.

NOTE: Pay Categories and Absence are default and cannot be modified or deleted.

& add Group E3

Create a Group and Group Type

Graup :OverTime

Group Mame |I:IverTime

Group Type |F'ay Categories j

Ok CaMCEL

Click OK. Note that after creating a Bl group, the group is displayed in the left pane
of the Groups Tree, as shown here:
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o Bl Group Creation @

File Edit Options Help
=[w o] "

'@ Groups Tree Show Selected Recards Only [

11. From the left pane, double-click that group to open the categories (comes from
Table A in TK-SQL).

12. From the checkbox on the right, select the correct components for the group that
you are creating. See the example:

x)

- Bl Group Creation

File Edit Options Help
=g B
'@ Groups Tree Group 1: DverTime Show Selected Records Only [

= QverTime

B vacation 0 | Exaixgiiegunes | r :
1 REG HRS lf
2 047 @150% ~
3 STAT HOL oo
4 Unpaid 0T .
5 WEEK END n
E Eve Prem N
7 Might Prem r
g 0/T @200 ~
3 Hazard Pay r
10 B-Haur Prem r
11 Banked 0T r -
4 3

13. Click Save when done.
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File Edit Options Help

Save Group Data

i ® Groups Tree
= OverTime
=1 Wacation

Gr

au

—_

14. Re-do the procedure to creat additional groups.
15. At a later stage, after installation, verify the groups and categories by viewing them
from inside TimeKeeper Analytics. The example created in this procedure should

look like this:

¢ Dimension Selection -- Webpage Dialog

Tree Find

Selection

3
“mm“_

&7 Clear

Sort By: Hame:

|v Higrarchize Selection

COrder By

-

=1 v Al

BN N

] @ [ others

= @ [ sickness
' [[1Perzcnal Leave

=] & [ 'vacation
@ [ 12 vacation Day
@ [ Unapproved vacation
@ ['vacation Day

&gl Al

©

& Apply

E Close
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Installing TimeKeeper Analytics

NOTE: Before you perform the actual installation, ensure that you have reviewed all
guidelines and procedures in the previous section

To install TimeKeeper Analytics, do as follows on the relevant server:

1. Download the installation file or enter an installation CD.
From the TimeKeeper Analytics installation file, click BI_SET.exe. The Setup Type

wizard appears.
3. Inthe BI-SET —Installation Wizard, in the first screen that is displayed (the

"Welcome" screen), click Next.

Welcome to the InstallShield Wizard for BI_SET

The Ingtallshield® Wizard will install BI_SET on your
computer. To continue, click Mest.

< Back Mt » ][ Cancel

BILSET - InstallShield Wizard [E|
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4. Inthe Select Features area, select all the features you want to install, and click Next.

BI_SET - InstallShield Wizard

Select Features

Select the features zetup will install,

Select the features you want ta install, and deselect the features you do nat want o ingtall.

Diezcription

D atabaze DhwH
D atabaze OLAP
[w]*/eb Site

32,63 MB of zpace required on the C drive
9383514 MBE of space available on the C dive

< Back " Mest > l[ Cancel

5. In the Start Copying Files screen, verify the current settings, and click Next.

BI_SET - InstallShield Wizard

Start Copying Files

Feview settings before copying files.

Setup has enough information to start copying the program files. |F pou want to review or
change any settings, click Back. |f pou are satisfied with the zettingz, click Nest to begin
copying files.

Current Settings:

Selected features for inztallation:

D atabaze TE. Size: 9K

D atabaze DWH Size:  12270K.
D atabaze Intellizys Size: B328K

D atabaze OLAP Size: 956,
ETL Sizer 34B17K

Wieb Site Size: 24436k

¢ Back " MHeut = l[ Cancel

6. Inthe Setup Status screen, you can watch the installation's progress.
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BI_SET - InstallShield Wizard

Setup Status

The InzstallShield® Wizard iz instaling BI_SET

|nztalling

C:hSsLaviehBINwiebh M TELLISY S \bin0AD . D ata AnalysisServices. dil

Cancel

7. When finished, the Bl Installation screen is displayed. Select the path of the
directory where the BI files will be installed, and click Next.

BI_SET (ver. 1.5) E]':IEY

Bl Installation

Fath cATE_EI | Browse

[ I et ] [ Cancel

8. Inthe ETL Installation screen, select the path of the directory where the BI ETL files
will be installed, and click Next.
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BI_SET (ver. 1.5)
ETL Installation

Fath chTE_BINETL

Finizh ] [ Back ] [ Mext l [ Cancel

9. Inthe Database TK screen, do the following:
a. InSQL Server Name, select the correct SQL server
b. In Database, select a TKSQL database to run this installation on
c. Click Next.

NOTE: The information displayed is for example purposes.

BI_SET (ver. 1.5)

Database TK
SAL ServerName (| TTST0S v|[
S0L Authentication |Winu:|u:uws Authentication v |

SAL User Mame | |

SOL Password | |

Databaze |J|:5[ I |

Back ] [ Mext l [ Cancel

10. In the Database DWH, in SQL Server Name, select the SQL server, and click Next.
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BI_SET (ver. 1.5)
Database DWH

Databaze does MOT exist

SOL Server Mame |NET.-’-¥.-L"~5|]LED|:|5

SHL Avuthentication |Windu:uws Authentication

SOL User Wame |

SOL Paszword |

Database

DE Files Location |.3;\TK_BI

| [ Sqgl Location ] [_]

[ Back

J

et H Cancel ]

11. In the Databases Intellisys screen, in SQL Server Name, select the SQL server, and

click Next.

BI_SET (ver. 1.5)

Database Intellisys

D atabaze does MOT exist

SOL Server Mame | META-L\S QL2005

SHL Authentication |Winu:|u:uws ALthentication

SOL Uszer Mame |

SOL Password |

D atabaze

DB Files Location |.3;'-\TK_EI

Back

J

Mext H Cancel ]

| [ Sql Location ] [_]

12. In the Databases OLAP screen, select the OLAP server name, and click Next.
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BI_SET (ver. 1.5)

Database OLAP

D atabaze does MOT exist

OLAF Server Mame | META-LNSOL2005

OLAP Authentication

[ atabaze

[ Back

I

Mext

l [ Cancel

13. In the IS Server Installation screen, select Selected User, enter an administrator

user name and password, and click Next (leave all other settings as is).

NOTE: The information displayed is for example purposes.

BI_SET (ver. 1.5)

IS Server Installation

%) New |nstallation () Existing Instal ation

Select made |"-.-’irtua| Directory in existing Web Site

wieh Site Default web Site

Wirtual Directory Marne TIMEKEEF’EH_ﬂ.N.-‘-‘-.LYTIE| Path

Application Mame | T|MEKEEPER_AMALYTICS

() Default [USR_Maching] (#) Selected User

User Mame |Lavie_D arnainMeta

| Browse

Pazsword

xxxxx:T

Back

J |

[ ext l [ Cancel
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14. In the Installation Information screen, click Next.

BI_SET (ver. 1.5)
Installation Information

SOL Server Mame: META-LASEL2005
S0L Authentication: Windows Authentication
Database: TIMEKEEPER_a&MALYTICS

[

D atabaze OLAR Install
OLAP Server Mame: META-LASGL2005
Databaze: TimekesperBl_UIDKM

ETL Install
ETL Directary : c:hTE_BINETL

Web Site [nstall
Yirtual Directony: TIMEKEEPER_AMALYTICE
Exizting “web Site:  Default ‘\web Site
Selected Uzer: Lavie_DamainMeta

[

Back ] [ Mt l [ Cancel

15. When the Installation screen is displayed, wait a few moments while all the

components are being installed.

BI_SET {ver. 1.5) H=1E3
Installation

Restore database TIMEKEEPER_AMALYTICS

Elapze Time 004

Cancel

16. When done, the Installation Wizard Complete screen is displayed. Click Finish.
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The InztallShield \wizard has successiully installed BI_SET.
Click Firish to exit the wizard.

< Back Caricel

17. Verify that were TimeKeeperBI_Dwh and TimeKeeper_analytics databases and the
Timekeeperapps and Timekeeperbi_dwh jobs were created.

a. Open Microsoft SQL Server Management Studio.

b. Inthe Object Explorer tree on the left, select <BI SQL Server_Name> -
Databases. The server name refers to your SQL server where the databases
are installed (in this example, the server name is LAVIE-IBROWSE1\sql05).

c. Verify the installed databases in the list.
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File Edit ‘Wiew Tools ‘Window  Community

icrosoft SOL Server Management Studio

-0 X

Help

Quewouery | BEER SHwdd PIRES,

=il Object Explorer Details - X
Conmect~ & = 7 (2] =) E 2T
Bl | LAVIE-IBROWSE 1\sql05 {SQL Server 9.0.3042 |
ISR RO atahases |
|l System Databases D Data bases
[ Database Snapshats Iy LAVIE-IBROWSE 1450105\ Databases & Ttem(s)
[J ReportServer§SQLOS
[J ReportServer§SQLOSTempDE
| ) TIMEKEEPER_AMALYTICS Mame |
| ) Tmekeeper BI | System Diatabases
lJ TimekeeperBl_Dwh |_J Diatabase Snapshots
w Ti!-neKeeper-Demo lJ ReportSeryerdSQLOS
L0 Seeurity . [J ReportServer$SOLOSTempDE
(3 Server Objects |l TIMEKEEPER_ANALYTICS
| Replication =
| Management l-J TfmeKeeper_BI
[ Maotification Services | TimeKeeperBI_Dwh
=l [ 50L Server fgent 1 Timekzeper-Dema
= [ Jobs
@ TimeKeeperaPP
@ TimeKeeperBI_Duwih
€f] Job Activity Manitar
| Alerts -
J | of
Reeady 4

d. Inthe same directory, select SQL Server Agent > Jobs, and verify the

installed jobs.

18. To verify that the cube was created, do as follows:

a. Connect to Analysis Services from the Object Explorer tree by clicking the

Connect button.

b. Select Analysis Services from the list.

| Database Engine...
@ Analysis Services, .,
:_‘l Intenktion Services...

Reporting Services. ..

0L Server Compact Edition, ..

9.0.3042 4|

|| Timekeeper BI

| ) TimekeeperBI_Dwh

| TimeKeeper-Dema
| Securiby
| Server Objects
|1 Replication
|4 Managernent
[ Motification Services
E=l |_% 0L Server Agent

= 4 Jobs

@ TimeKeeperaPP

] Job Activity Moritor
[ Alerts

1 |

28] TimekeeperEI_Dwh

b
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c. Inthe Object Explorer tree, select <Bl SQL Server_Name> — Databases.
The server name refers to your SQL server where the databases are installed
(in this example, the server name is LAVIE-IBROWSE1\sql05).

d. Inthe databases folder, verify that TimeKeeperBI_UDM appears.

Object Explorer
Connect~ | ¥ = T [ |
® | J| Timekesper Bl ;I

# | || TimeKeeperBl_Dwh
# | ) TimeKesper-Demo
] [ Securiky
] [ Server Objects
) [ Replication
) [ Managernent
) [ Motification Services
1 [ SOL Server Agent
= L Jobs
5] TimeKeeper APP
2] TimeKeeperBl_Dwh
g Job Activity Moniter
+ L Alerts
& [ Operakors
# L Proxies
& | Error Logs

+ (% 0+ [5 +

19. Run jobs according to the following order:
e TimeKeeperBl_DWH
e TimeKeeperapps
e TimeKeeper_Update_New_Users. NOTE: If you have changed the password
of an existing TKSQL user, or if you added a new TKSQL user, run this job
manually instead of waiting for the nightly run process. The details will be
updated automatically in the TimeKeeper Analytics system.

To run these jobs, do as follows:

a. Open Microsoft SQL Server Management Studio.
In the Object Explorer tree on the left, select SQL Server Agent > Jobs.

c. Right-click TimeKeeperBI_DWH, and select Start Job at Step...The Start Job
screen appears.
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TirmeTeCH

[ ] TE_TARA

4] | Security

[+ [ Server Objects

[+ [ Replication

[+ || Management

[+ [ Motification Services

=1 I_% L Server Agent
= [ Jobs

E=|

[ Alerts
1 Operators
|1 Proxies
|1 Error Logs

E Timekeeper_Lpdat
E Timekeeper PP
TimekeeperBI_Cnwh
4] Job Activity Mornitor

| 1 TimekeeperBI_Dwh
| || TimekeeperBI_Dwh_Dev

Mew Job. ..

Skart Job ak Step. .,

Stop Job

Script Job as
Yiew History
Enable
Disable
Repaorks

Renarme

Delete

Refresh

ady

Properties

d. Inthe Job Name field, ensure that TimeKeeperBI_DWH appears, and click

Start.

E Start Job on ‘LAVIE-IBEROWSEL " sgl05'

Job name:

Timek.eeperBl_Dwh

Start execution at step:

Step 1D | Step Mame | Step Type -
1 Plka_Dwh_Dim_asdmin_Sys...  SOL Server Integration S,

2 Pka_Dwh_Dim_admin_Tconf  SCOL Server Integration Servi:

3 Plg_Dwh_Dir_édrin_Sype.. SOL Server Integration Servi.

| Plg_Dwh_Dir_édrin_Users  SOL Server Integration Servi.

4] Plg_Dhwh_Dirn_dbe SOL Server Integration Sermi.

B Flg_Dhwh_Dirn_B atches SOL Server Integration Sermi.

7 F'kh_Dim_Eats SOL Server Integration Sermi.
a F'kg_ h_Dim_Contracts SAL Server Integration Serv.
9 Flg_[wh_Dim_CostCenter

r
—

SOL Server Integration Ser_viill
| B

Start

Cancel | Help Lﬁ

20. Right-click the job and click View History. If the @ sign is visible, the job is running.
The @I and icons designate problems or problem-free usage.

38



{8 Log File Yiewer - LAVIE-TIBROWSE1',sql05

Select logs

[ D atabase Mail
=[] Job History
O Timek eepertPF
Timek.eeperBl_Dwh
O 56L Agent

Last Refresh:
28/04/2003 03:33:53

Filter: Mone

T Wiew filer setings
Dane (1 recaords).
@

|Fload Log (¢E| Export #|Refresh F Filker ... % Search... % Delste ... L‘jHeIp

Log file summary: Mo filter applied
Date I Step 1D I Server I Job Hame I Step Mame I Motifications I Message
E[a:D 28/04/2009 03,3353 TimekKeepeBl_Dwh In progrez
v 2842009093322 13 L&V TimeKeeperBl_Dwh  Fha D Enecute.
w o 28/04/2009 093320 12 L&l TimekeepeBl_Dwh  Plg D Execute. .
v 28042009 0333:18 N LAVl TimekeeperBl_Dwh  Plkg Dw. . Execute. ..
w o 28/04/2009 093317 10 L&l TimekeepeBl_Dwh  Plg_ D Execute. .
v 284042009 09:3215 9 LAavl..  TimeKeeperBl_Dwh  Plkg Dw.. Execute...
v 28/04/20090333712 8 Lavl..  TimekeepeBl_Dwh  Plg_ D . Execute. .
v 28/04/200908,3309 7 LAl TimekeeperBl_Dwh  Plg_ D, Execute...
v 28/04/2009033305 B Lavl..  TimekeepeBl_Dwh  Plg_ D . Execute. .
v 28/04/2008 083302 B L&l TimekeeperBl_Dwh  Plg D . Execute. .
v 28/04/2009 033300 4 LAVl TimekeepeBl_Dwh  Plkg Dw. . Execute. ..
v 28/04/2009 033253 3 L&l TimekeepeBl_Dwh  Plg D Execute. .
v 284042009 093281 2 LAVl TimekeeperBl_Dwh  Plkg Dw. . Execute. ..
v 28/04/2009 053238 1 L&l TimekeepeBl_Dwh  Plg D Execute. .
%
< »
Selected row details:
D ate 28/04,/2009 09:33:53 a
Log Job History [TimekeeperBl_Civwh) _
ob Mame TimeKeeperBl_Dwh —
Duration 00;01:15. 7930000
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Logging In to TimeKeeper Analytics for the First Time

1. Afterinstallation, ensure you have the URL for TimeKeeper Analytics as installed on
your server. This should be as follows:

http://{the server where TimeKeeper Analytics is installed}/timekeeper_analytics/
Add this link to the "Favorites" list in your web browser.

2. Inyour web browser's address bar, enter TimeKeeper Analytics' URL, and press
Enter on your keyboard. The login screen appears.

s
ﬁh
P
x

User Login

User Name: H

Password: |

3. Enter your user name and password, and click Login. The main screen appears.
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i =l Logout | 4a Back | ) | [ Refresh |[[T] Shortcuts]| B3 Theme~

= Modules

F AUTE

LMFIL

TermerecH

(=] 1 Enterprise _
& system information TimeKeeper Module

= Public Reports

o =
[+l 3 TimeKeeper Module @ @
[#] 3 TimeCosting Module

[#] [] User Defined Analysis Daily Attendance Pay-Period
Attendance

TimeCosting Module

€ [3
Daily Jobs Period Jobs

User Defined Analysis

Daily Data Pay-Period Data
Analysis Analysis

Viewing System Information

To note your version of TimeKeeper Analytics for future reference, do as follows:

1. Loginto TimeKeeper Analytics. The main screen appears.
In the Shortcuts pane, on the left side of the screen, expand the plus sign to the left
of the word Modules. The Modules hierarchy appears.

3. Expand the plus sign to the left of the Enterprise folder. The Enterprise hierarchy
appears.

=] Modules

=] [ Enterprise

(=) Sy=tem Information

=] Public Reports

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

4. Click System Information. The About screen appears.
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About

# Version - General

Code 1.8.0.0 LastUpdate 03 - Feb - 2008

Intellisys Activation

0x010000007c5317eck8el898able
06ccllaal4fa®224d3cb33T76bi66c
calff07e24fb72ff20045ceTcaecT —
5c5bad49d229ccTde3709d26dE31EE ¢
Send kev to Intellisys: support@intellisys-bi.com

|

Registration Key:

Activation Key: | Browse..

Activate l

The Version General area displays the code and last update. For any questions,
consult your Lavie TimeTECH dealer.



Activating TimeKeeper Analytics

After installation, TimeKeeper Analytics will work for several days, and then must be
officially activated via an activation key in order to keep working.

To receive an activation key, do as follows:

1.

Log in to TimeKeeper Analytics and access the About screen, as described in Viewing
System Information.

From the Intellisys Activation area, click the link. A registration email addressed to
Lavie TimeTech containing the registration key in the email body opens in your email
application. If it does not contain the key, simply copy and paste it from the screen.
Click Send. Within a number of days, you will receive an activation key from in the
form of a .lic file. Save to your computer.

From the Activation Key field, click Browse to find the activation key on your
computer.

Click Activate. A confirmation message appears. You are ready to begin working with

TimeKeeper Analytics.

NOTE: If any problems or errors occur, refer to your TimeKeeper Analytics dealer.
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Understanding the Main Interface

Main Screen

Use the main screen to select your desired work modules.

To access the main screen, do as follows:

1. Loginto TimeKeeper Analytics using your user name and password. The login

screen appears.

2. Enter your user name and password, and click Login. The main screen appears.

= Modules

avie Time Te do ernet Explore
: ol Logout | 4m Back | @i | [3] Refresh |[[T] Shortcuts]| 55 Theme~

=) [ Enterprise
' System Information

=) Public Reports

TimeKeeper Module

#] [ TimeKeeper Module
'+ [ TimeCosting Module
#l [ User Defined Analysis

& I [ 3
Daily Attendance Pay-Period

Attendance

TimeCosting Module

Daily Jobs Period Jobs

User Defined Analysis

Daily Data Pay-Period Data
Analysis Analysis

Toolbar and Navigation Conventions

Button Name Description
Logout Log off from TimeKeeper Analytics
Back Takes you to the previous screen, only if you have gone forward at least
one screen in that workflow
Home Transfers you to the default main screen
Refresh Enables you to update the screen with any newly entered data
Shortcuts This button is selected by default and enables you to view the Shortcut
pane on the left side of the main screen. To close the Shortcut pane,
click .

44




Shortcut Pane

The Shortcut pane

is divided into three parts and enables you to quickly view system

information and navigate between modules. Expand the plus signs to view the subentries.

=] Modules

= [ Enterprise
= SystemIn

formaticn

=l Public Reports

4l [ TimeCostin
4l [ User Define

+l 3 TimeKeeper Module

g Module
d Analysis

=l Custom Reports

+l [ General
Name Description
Modules Enables you to activate and view information regarding your current version of

TimeKeeper Analytics.

Public Reports

Provides quick access and navigation between the different modules.
Alternatively, for quick navigation purposes, use the Home pane.

Custom
Reports

Enables you to save, organize, and view reports (screens with generated
graphs/charts). See Custom Reports.

NOTE: The Custom Reports heading shown here in this screenshot is purely for
illustrative purposes. This heading appears only after a report is defined.
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Home Pane

The Home pane enables you to select the relevant modules for analysis.

TimeKeeper Module

Daily Attendance Pay-Period
Attendance

TimeCosting Module

Daily Jobs Period Jobs
User Defined Analysis
Daily Data Pay-Period Data

Analysis Analysis




TimetecH

TimeKeeper Module

Analyzes and displays time and attendance data
accumulated via TimeKeeper.

Daily Attendance

Analyzes time and attendance data per daily
records.

Pay-Period
Attendance

Analyzes time and attendance data per pay-
period records (i.e. based on the pay-periods that
are set in TimeKeeper. This can be either weekly,
bi-weekly, semi-monthly or monthly)

TimeCosting Module

Analyzes and displays job allocation and labor
distribution data accumulated via TimeCosting.

Daily Jobs

Analyzes job allocation and labor distribution
data per daily records.

Period Jobs

Analyzes job allocation and labor distribution
data per pay-period records (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 Analysis

Enables you to create custom reports for daily
data and pay period cycles for the attendance
and job allocation/labor distribution level by
selecting the desired data and charts and
inserting them into the report, according to your
desired layout.

Daily Data Analysis

Create custom reports for the daily data

Pay-Period
Analysis

Create custom reports for the and pay period
cycles
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Dimensions Selection

Selecting criteria for generating and filtering analysis graphs is done via the Dimensions
Selection screen, enabling easy, intuitive usage. All available selections are in accordance
with the category.

The Dimension Selection screen is accessed by clicking the Find icon next to any KPI or
selection criteria, for example:

View Of | Monitor KPls  Period Comparison My TopMWorst Peformers . Custom Repors «

I save |4 savess. |2 < GetLink | B3 Lavie 2+ | @

Organizational Structure 2 3 Date | 2008, 2007, 2008, — !

Select KPls | Categories

Select KPls / Categories |4l D

To use the Dimension Selection screens:

1. From the Organizational Structure, Date, or Select KPIs/Categories list boxes, the

Find button. The relevant Dimension Selection screen appears (this example
uses Organizational Structure).

/2 Dimension Selection -- Wehbpage Dialog El

F ennrle: rnups

Tree | Find Selection £ Clear

SurtEI';:Nﬂme: ﬂ [v Hisrarchize Selection Order By

-

=) @ [ sbsence = Total Attn.
= @ [ Ab=zence - Period

| ' [ attendance

=) @ [ Expenzes

) i@ [ Late And Early Entries

) @ [ On Call and &P Call

= @ [ On Call and 5P Call - Period
= ' [ athers

=l ¥ [ others - Period

= @ [ 0wer Time - Period

) @ [ Premiums - Period

=) i@ [] 3hiftz Meazures - Period
= ' [l standards

£ i@ [ Standards - pericd

= ' [ Pay catsgories

@

& Apply fe] Close
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In the Tree pane on the left, click the plus sign next to All to expand the hierarchy,

and drill down further (to site, department, or employee).

2 Dimension Selection -- Webpage Dialog

Tree | Find

Isl .

& Clear

Sort By Hame: | - e

=
=) @ O amano
=@ Oxo
= @ O ecancal
@ [ PaRRa LUSA
= @O
=) @ O] caPe TOWN
=) @ [ Eectrical
W ] SMITH JOHN
= @ [ tanagement
= Imk
= @[] assemany
=] @ [ Ereciricai
] ’ ] Management
2 @ [ Panting
=) @ (] Quakty Assurance
2 W Crew vore
& @ O Toronto
S Ona-
£ " M --1

'; Hizrarchize Selection

(2
|

Order By -

@

* Apply k] Closa

3. Select the entity that you want to measure, or the filtering criteria.

NOTE: The All selection refers to all defined hierarchies and selections in the Tree

pane. If you only want a specific selection/s, ensure that you clear the All check box.

After selection (and clearing All), the selection's name appears in the Selection pane

on the right, for example:
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& Clear

Sort By HAME: | -wreeeeerceneeeeen 2| [ Order By -

ET 128 & o @
:g:ﬂf%hman-a <.

=04
(= @ O Electraca
& [FaRRA LUSA
@~
=) W CJcare TOWN
=] '@ I Elecirca
B (] sumH JoHN
3 ¥ C1 Management
= i@ Ora
| " L] sssembly
=@ Ceectrzal
# '@ Ol Wanagement
3 '@ Cramting
# @ (] Qualty Assurance
A O new York
2 @ O Toronto
=1 T s - -1
AP Ona-

+ Apply ] Close

4. 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:

5.

imension Selection, -- Webpage Dialog

Tree | Find Selection

& Clear
Level |F"|E|nt V| ¥ Hierarchize Selection Order By -
Property | Name v/l A (0]
Method | Starts With v

| & Acply || &J Close |

a.

In Level, select Plant, Site, Department, or Employee.
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e.

letter, etc.

In Property, select Name, and select the correct method in Method.
In Method, select Equal, Starts With, Ends With, or Contains.
In the entry box under Method, enter the selected method, such as the first/last

Click the button. The selection/s appears in the Tree pane.

To clear all selections from the Selection pane (on the right), click the Clear button

i)

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.

2 Dimension Selection -- Webpage Dialog

E (N[

g | [ —— - F Hierarchize Selection
=) W LT
=1 @ [ amano
= @ CTxa
=) @ [ Electrical
@ D PanRaLUsA
Jevim
=) ¥ [ care TowN

[] Electrical
@ ] =0mH Jon
] @ [ 1anagement
BN Wil
=) W O hew Yok
= @ ] azsemsly
@ [ 0oUGLAS BOGDAN
2] ¥ ] Toronto

SF

2@ Ona-

% Apply . k] Close

IMPORTANT: Regardless of the Dimension Selection screen that you are working in,
when making selections, 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! See the

following for an example:

51



Incorrect...

2 Dimension Selection -- Webpage Dialog

Tree | Find

|| Selection

Sort By HAME! | seereeressrmnseeeees % :5

W Higrarchize Selection

=F ImEy
=@ O amane
= @ ClHa
[=] 4@ [ Eectrical

=@V
=) W 1 CaRE TOWN
-] @ ¥ Elecirical
T TSMITH JOHN
= @ [ Management
) @ (I Ha
=) @ I ew vork
=@ [ assembly
@ (] DoUGLAS BOGDAN
& @ [ Toronto
E@Ona--1
H@INe -

i ﬂ LT

B capeTown
1" Elecirical

Correct!

A Dimension Selection -- Webpage Dialog

- T
Tree | Find

|| Selection

& Clear

Sort BI_.I: Hame: | sssssssssssassssasass iy E

| @ Hierarchize Selection

Crder By =

= @A
=@ [ amane
=l @ I Ha
=) @ [ Electrical

@ (] PaRRa LUSA
:! !i EPE TOWN

= @ [l electrical
@ =nms ok
(2] @ [ managemsnt
@ =
=) @ I new vork
=) @ [ assemaly
@ ] DOUGLAS BOGDAN
& @ O Teronta
Sl s -1
e -

.,j LTT
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8. Repeat the procedure for Dates and Select KPIs/Categories, if needed - these work
the same way as Organizational Structure.
9. Click Apply when done. To exit without saving, click Close.

Tooltips

Tooltips are used throughout the application in order to provide detailed information and
easy, quick identification of the particular graphic component.

See the following examples:

104K

FEK 2005 , Atkendance | all | 122,125.86

T2

o —
2005 , Absence 2005 , Attendance

Fariod, 3,23k

] 1.6K 32K

Period

Compare with Period
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| Plant | Site || Department | [Employess

Electrical |

Assambly

Painting

Cuality Assnrvanrce SEk

Additionally, tooltips are useful for displaying hidden information, such as selections in an
entry box where only a few are displayed:

Date | 2000, 2001, 2002, ...

000, 2001, 2002, 2003, 2005, 2006, 2007, 2008, 2009,

2004
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Additional Chart Options

e Toview a full screen representation of a report, click the icon. To return the
screen to its original size, click .

View Of | MonitorKPls Period Comparison | Profit Analysis - Billing vs. Cost | My TopA!
L Save LdSavess. | O 0 (| DGetiink | 35 Lavie2~| @ |

Organizational Structure &l a, Tasks Li

o Analysis Of Actual Vs. Planned Hours Qg‘
—

4. 89M 1

* I L
¥

33M

0 9.78M

view Ot Monfor KPls | Panod C Prol Analysis - Billng ve. Cost| | My TopWorst Paro
| b Sw el Smmia | L5 on | D Oeien | D] Levie 2= B

5 Mame Ansbesis OF Actieal Ve, Planesed Hours

4.89M
1

. . ‘
] G.7EM ]

e |n many places in the application, TimeKeeper Analytics enables you to change the

current screen graph, chart, and summary display to that of another of your choice.

Simply click the icon, and select from the menu.
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DOUGLAY BOGDAN

CARTIER SHI|

JORDAN ANI|

I @ mefesh

Chart Oplions E
£7 ot
#° Zoom to Report

& Pt

Chart Type q

.
| CARTIER SHIRLEY
SMITH €|

JORDAN ANDREW
BURNS DAVE|

SMITH CHRIS

2E0K F20K TEOK 1.04M
Button Name Description
Refresh Refreshes the contents of the current page
Chart Type Enables you to select a different chart type, such as bar, column, etc.
See Chart Types and Options.
Chart Options Enables you to select a different chart type. See Chart Types and
Options.
£ Pivot Shifts the bar graph's axes and aggregates the displayed data

Zoom to Report

Enables you to view and manipulate the data in pivot table form. See
Creating Custom-Designed Analysis Screens

Print

Enables you to print the contents of the current screen or export to an
HTML page

e The TimeCosting module offers the following options:
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8= Analysis Of Actual Vs. Planned Hours =
4.89M
v | 0
i i JI
; t——pis Of Actual Vs. Planned Hours ]
Refresh - B
1 4.89M
Chart Type * U
Dizable Live Resize . F P
S print , 46 ’33M
] Q. 7am
Button Name Description
Refresh Refreshes the contents of the current screen
Chart Type Enables you to select a different chart type, such as bar, column, etc.

See Chart Types and Options.

Disable Live Disables the full screen representation functionality.
Resize
I@I Print Enables you to print the contents of the current screen or export to an
.HTML page
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Chart Types and Options
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The following displays a brief sample of some of the chart types and chart options that are
available. It is recommended to independently explore the selections and find the ones that

are suitable for you.

Area
I 14,59K 14.F5
15.p9K 15.37K
14.33K
12.8K
2.6K
64K
3.2K
= w = o«
z E z 8 2
o T z 3 =
2 z & 3 4
] (=] @ = ¥
=t g g £ S
g = 4 o
=] Z =
=1 =
.
Pie Chart (3D)

BURMNS DAVELIDODE, 15.37K

WATSON BEEMDAMN, 14.93K —=

f

!
PARRA LUISA, 14.59K

o DoOUGLAS BOGDAM, 15.59K

CLARE ARTHUR, 14,35k

Stacked Bar (3D)

DOUGLAS BOGDAN

BURMS DAVELODOE

WATSOMN BREMDAN

PARFA LUISA

CLARK ARTHUR

Pyramid Chart (2D)

DOUGLAS BOSDAM, 15.59K

BURMS DAVELDOE, 15.37K

WATSOMN BREMDAM, 14,93K

PARRA LUIZA, 14.59K

CLARK ARTHUR, 14,35k
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Donut (3D)

BURMS DAVELODE, 15.37K

YATSOMN BREMDAM, 14,93

PARREA LUISA, 14.539K —

Grid

CLARKE ARTHUR, 14.55K

CoUGLAS BOSDAN, 15.59K

DOUGLAS BOGDAN 15.59K
B BURMS DAVELOODS 15,237k
W WATSON BRENDAN 14,93k
PARRA LUISA 14,59k
B CLARK ARTHUR 14.55K

Bar Column (3D)

DoUGLAS BOGDAN

BURME DAVELOOE

WATSON BREMDAN

PARRA LUISA

CLARE ARTHUR

Spline Area

15,

128K

CLARK ARTHUR, 14,551.06

PARRA LUISA, 14,532.70

OM BREMD AN, 1

AYE1O0A,

DOUGLAS BOGDAM, 15,593.19

DOUGLAS BOGDAN

Fak

BURNS DAVE1D06

WATSON BRENDAN
PARRA LUISA

Scroll Stacked Column (3D)

12.8K

DOUGLAS BOGDAN

w
=]
o
-
e
=]
n
=
=
p=
m

WATSOMN BRENDAN
PARRA LUISA
CLARK ARTHUR
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Additional Navigation Shortcuts

Click the page icon on the right side of the screen to access a menu that easily enables

you to browse between tabs.

S[i=][E

F A1FrEe=

EMAFES
- -ﬁmerecl-l
serformers =

[ ] [co]

View OF

ControlMaonitor KPIs

Period Comparison

Profit Analysis - Billing vs. Cost

® My top/worst performers

se Period |2l 2l

Employees

HiELAs BOGDAN ‘

Color Schemes

TimeKeeper Analytics provides a number of color backgrounds to choose from. Here are

some samples:

Aque
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Before You Begin

Before you begin working in TimeKeeper Analytics, please note the following:

o TimeKeeper Analytics is a product that amasses and generates tremendous
amounts of information. It is only natural that such a product offers, in return, a
tremendous number of options. This guide presents the most basic options.

e Since the TimeKeeper Analytics user interface can be customized to suit individual
clients’ needs, the graphics and procedures in this manual reflect usage of the
system as it ships from the factory, and do not account for differences in custom
installations. Since default settings differ per customer, all references to "default"
settings with accompanying screenshots are for illustrative purposes only.
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Analyzing Data from the TimeKeeper Module

Overview

This section describes how to view and filter graphic representations of the time and
attendance data accumulated by the TimeKeeper module.

NOTE: The Daily Attendance and Pay-Period Attendance screens are similar in function,
layout, and terminology. This section uses Daily Attendance as the primary example. Any
differences between the two will be emphasized.

Daily and Pay-Period Attendance

This screen enables you to analyze time and attendance data per daily records, with daily
referring to date ranges of single days to multiples thereof.

To access the Daily Attendance screen, from the main screen, in the TimeKeeper Module
area, click Daily Attendance. The Daily Attendance screen appears.

Select KPls | Categories

0

Absence Types Absences By Weekdays
88
24K ee
18K, 44
12K
— 22

Select KPls ! Categories |Total Attn. o
Category Trends Categories By Type
40K
20k
20K
10k
2000 2001 o0z 2003 2004 2005 2006 2007 2008 oo
Absences Attendance Standard vs. Actual
) ) Standard Attendance Vs, Actual Deviation From Daity Standard (%)
Absenteeism Indicators Al Absence Types |JURY DUTY PAID, ..

5

2000 2001 2002 ooz 2004 2005 2006 pdulul=) zoog

2000
2001
2002
2003
2004
200

2006
200

JURY DUTY PAID = SICK PAID = VACATION PAID |

® Duration

2008

-~ - -y

2008
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Button Name Description
Save If screen/settings have already been saved as a report, this saves any
additional changes
Save As Save any settings or generated graphs as a report (later accessible through the
Shortcut pane)
E Export Opens the Print dialog box, and enables printing the current screen.
Additionally, enables you to export to an .HTML page
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
= Get Link Displays the URL of the current screen
—li_:| Theme Changes the background color scheme for the screen
—@l Refresh Update the screen with any newly entered data

The Daily Attendance screen is comprised of four possible subscreens. Each subscreen is
accessed by selecting the appropriate tab. A description of each subscreen follows. Choose
the screen which suits your organizational needs.

NOTE: Navigating between tabs causes the screens to revert to the default settings. To save
any settings or results, see Custom Reports.

View of Screen

The View of screen (default) provides a general, initial, "quick-glance" overview of your
selected criteria via clear, colorful graphs. The screen is divided into three sections:

e Your selected corporate hierarchy's performance per selected criteria. These are

called Key Performance Indicators and can be absence, attendance, expenses, etc.

They can be filtered by date. You can view your entire corporate hierarchy'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 (see 1 in the following screen).

e Your selected corporate hierarchy's absence record, filtered by absenteeism

indicators (paid absences, unpaid, etc) and absence type (sickness, etc). Absence
data is also displayed by weekdays (see 2 in the following screen).

e The actual attendance versus the standard (company-required) attendance, and the
deviation from that standard (see 3 in the following screen).
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Select KPls / Categories
Select KPIs | Categories Total Attn. o,
Category Trends Categories By Type
—
(1 ) 40K
30K
20K
10K
2000 2001 2002 200% 2004 2005 2006 2007 2008 2009
Total Attn,
Absences Attendance Standard vs. Actual
Standard Attendance Vs. Actual Deviation From Daily Standard (%}
Absenteeism Indicators |4l €, Absence Types |JURY DUTY PAD, .. €4
Absence Types Absences By Weekdays
(2] S
24K e
18K 44
1zK
—— 2z
Bk —
o
= o
4 ~ o -~y
= = o ™ + i 0 = @ @
2000 2001 2002 2003 2004 2005 2006 2008 2009 g g =) 8 =) S 8 S =3 =]
& & o o o A o A A &
JURY DUTY PAID = SICK PAID = WVACATION PAID |
= Duratian |

To generate your desired View of graphs, do as follows:
1. Click the View of tab. The View of screen appears.
2. Select a corporate hierarchy by doing as follows:

a. In Organizational Structure, click the Find |=* button. The Dimensions Selection
screen appears (refer to Dimensions Selection for an overview of the

Dimensions functionality).

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

c. Select the corporate hierarchy whose performance you want to measure.

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

After selection, the corporate hierarchy's name appears in the Selection pane on
the right side of the Dimensions Selection screen.

-
& Dimension Selection -- Webpage Dialog

rgamizataona u re

Tree | Find Selection A7 Clear
Sort By: Hame: v Higrarchize Selection Order By ~
@O < e LT @
=) @ O amano I
=@ CHo
(=] @ O Electrical
@ O rarRa LUSA
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d. Click Apply when done. To exit without saving, click Close.

REMINDER: Regardless of the Dimension Selection screen that you are working in,
when making selections, 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.

3. 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.

2 Dimension Selection -- Webpage Dialog E]
M
Tree | Find Selection &F Clear
Sort EI:.f:Name:‘ --------------------- V| ﬂ |v Hierarchize Selection Order By -
@200 Al 01/2005 @ &
ﬂ:gjggq = 02/2005 @43
=) '@ 2008 kel 02/2005 @il
= @ ] z00s/a1 = 04/2005 @43
£ @ 0172008 = 0512005 @i
£ § ¥l 022005 g 0572005 @43
2] i@ [l 032005 -
=) '@ [ 200502 ke 0772005 @i+
=l @ vl 04iz008 =] 08/2005 @i
=) @ ¥ 0si2005 = s @i
=1 @ vl 0sizo0s B 1012005 @
= @ ] 200503 e
=) @ Wl 07i2005 kel 1172008 @ i
= '@ W oaz00s
] @ ¥ 082008
=] '@ [ 2005/04
] @ ] 10/2008
=] '@ ] 11/2008
= @ [ zo0e
+] @ [ 2007
= @ (2008 Ld
+] @ [ z008
= @ [ Current ear w
= Apply k] Close

NOTE: The period selections in Pay-Period Attendance are weekly, bi-weekly,
monthly, and bi-monthly.

b. Click Apply when done.
4. Click Select KPIs/ Categories and find the desired KPI.
a. Drill down for specific KPI sub-entries if needed.
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-] cgories

Selection

&7 Clear

Sort By: Hame:‘ ---------------------

[v Higrarchize Selection

Order By -

Sk APy
Iﬂil:‘ lMeasurss
[+] @ [ ~b=ence
[ ' [ attendance
= ' [ attendance (Calculated)
[+] @ [ Calculated Meazures
]' [JExpenzes
[ On Call and SP Call
[ Others
: W] Over Time
£ ' [ Profit (calculated)
[+ ' (] Quantities (Calculated)
[+ " [[] standards
[+] @ [] Pay Categories

+) [+ [+

+

EINEIN eIy
ﬂ'ﬁﬂ

+ [+

+

ﬁ Over Time

@

= Apply k] Close

NOTE: The selections in Pay-Period Attendance contain the word "period" instead of

"daily".

b. Click Apply when done.

In the following example, the top graph displays how many hours of overtime the
employees in the LTT corporate hierarchy worked per month in 2005.

Organizational Structure L77

o Date | 01/2005, 0Z/Z008, ...

(o

Select KPls / Categories

Select KPls ! Categories OuerTime 24

Category Trends

Categories By Type

0172005 02/2005 03/z005 04/ 2005

05/2005

06/200%5

07/ 2005

08/2005 0sfzo0s 10/2005

1i/200

Place your cursor over any of the yearly points on the line for an informative tooltip:
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Select KPls | Categories

Select KPls | Categories |QverTime L2}
Category Trends Categories By Type
480
360
240 [p&/2005 | overTime | 179.70]
120
L
01/2005 02/2005 03/2005 04/2005 05/2005 06/2005 07/2005 08/2005 0%/2005 1042005 117200
6. Click the adjacent Categories by Type tab to view the same results in column form.
Select KPls | Categories
Select KPIs | Categories |CverTimes a
Category Trends Categories By Type
420
360 _— —
240 T
S —we—| A Aml
| )| ] |- )
01/z005 0z/2z005 03/2005 04/2005 05/2005 062005 07/2005 08/2005 0%/2005 10/2005 11/2005

7. Place your cursor directly on the column for the tooltip:

Select KPls | Categories
Select KPls / Categories | CverTims

Category Trends. Categories By Type

120 . F

[ 1| |- ) (=

260 —_— —_—
240 05/2005 | GverTime | 186,82 ‘—] ‘ ’ ‘ ‘

|

01/2005 022005 032005 04/2005 05/2005 062005 07/2005 08/20035 09/2005 10/2005 11/200%5

8. Inthe bottom left, in the Absence graph, click Absenteeism Indicators. The
Dimension Selection screen appears.
a. Select an Absenteeism Indicator and click Apply.
b. Inthe adjacent tab, click Absence Types. The Dimension Selection screen
appears.
c. Select an Absence Type and click Apply. Note that the absence types are
displayed at the bottom of the screen.
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Absences

Absenteeism Indicators | ~bzence =, Absence Types |SICK PAID, WACAT... €y

Absence Types Absences By Weekdays

-

017200 02/200 03/200 047200 O&/200 OF/200 O8/200 097200 117200
=] =] =] =] =] =] =] =] =]

GCK PaIl = WACATION PAID I

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

9. Click the adjacent Absences by Weekdays tab. The screen displays absences by the
weekdays by which they occurred (Sunday, Monday, etc.)

-
Absences
Absenteeism Indicators Absence @ Absence Types |VACATION PAID, .. 5y
Abzence Typss Absences By Weekdays
=
Wednesday -
100 200 300 400
= SICK PAID BACATION PAID I

10. 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.
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| Standard Attendance Vs, Actual " Deviation From Daily Standard (%)

—— — k

i I a

i |
|

o,

-1z

-18
|

-24

3 =3 =3 i b 8
o i ] i ] o o o
(=] [ [= [= = [=]
x ™ ™ ™ ™ ™
T g T T S T
-l ™ ™ o u Tonj
o (] o ] (=] (=]

8 Standard WS Actual - Daily |

11. Click the adjacent Standard Attendance vs. Actual tab to view a graph displaying
standard attendance per year to actual (total) attendance per year.

F

[[E Attendance Standard vs. Actual

[ Standard Aftendance Vs, Actual Deviation From Daily Standard (%)

] ] 0 0 ] ]
o o o o o o
& & & & =] =]
™~ ™~ o I ~ ~
— " by b e -
amf ™ ' i i
o o o o o o
= Total Attn, " Std, Attn

12. Click any of the other tabs to continue your analysis.

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

Key Performance Indicators (KPIs) are the metrics that you use to evaluate how successful
your corporate hierarchy 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 corporate hierarchy in standard "dashboard" format. Each KPl 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, as the following demonstrates:

Select KPIs | Categories Absence 31

13.181

.78k The highest numerical
< I range is the
unacceptable amount

wal
26.37TK

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 Attendance o

The highest numerical
< | range is the
acceptable amount

0 936.88K

val
936.88K

Choose the color and structure that is appropriate for your KPls.

Additionally, each individual dashboard is accompanied for further analysis by two additional
charts, both containing complete drill down functionality:
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e A numeric chart displaying an analysis of the KPI per corporate hierarchy and period
e Agraphic column representation of that numeric chart

To work with Monitor KPlIs, do as follows:

1. Click the Monitor KPIs tab. The Monitor KPIs screen appears, configured to the
default settings (NOTE: differ per installation):

= Daily Attendance a 1i772€TECH
[ 1
View Of  Monitor KPIs  Feriod Comparison | | My Top/AVorst Performers  Custom Reports = E4p
I save |d Save ds. |5 D Getlink | Bg Lavie 2 - | @
| Organizational Structure Al Date |All |
Select KPIs / Categories 2| Select KPls / Categories 2| Ly Select KPls / Categories = o)
-1.51M 100 -1.51M 100 -1.51M 100
Value value Value
1514220.61- 1514220.61- 1514220.61-

Objectives Fulfilment

Detailed Organizational Structure Over Time Detailed Organizational Structure Over Time Detailed Organizational Structure Over Time

Al
DAl 1,514,220,

All

-1.28M -F60K -640K -3Z20K

2. In Organizational Structure, select the corporate hierarchy 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.
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= egories

Tree | Find Selection & Clear
Sort By: Hame:‘ --------------------- w | |v Hisrarchize Selection COrder By -
=)

[ "' [ Measures
[+] @ (] Pay Categories

| % Apply || k] Close ‘

NOTE: The selections in Pay-Period Attendance contain the word "period" instead of

"daily".

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.

5. Click once on the dashboard, as shown here.

Select KPls / Categories 2l

-1.51M 100

value
1514220.61-

6. The Ranges Editor screen appears. In the Minimum and Maximum entry boxes at

the top, set the overall range of values.
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e | Ranges Editor -- Webpage Dialog E

Column Editor

W—_ Maximum
‘\..__'___
e

Ranges =5
|Op...|r-.ﬂa>< Value |Name |Cu:u||:ur‘
e 30
z 0
& £ 100 .

Ll Save k] Close [T

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):
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a Ranges Editor, -- Webpage Dialog

Column Editor

Winurmurm Maxirmum

Ranges
|Op...|r-.-1ax Walue |Name |C|:|I|:|r|

AR

200000 Unacceptable .
300000 Borderine |:|
A00000 : Acceptable .

B I

= Save E Close 7

Organizational Streciure & n Date = o

fr -\ G Tem o, Pad AE: =

Sedect KPis | Categonias Fac 2on 21 Select KPIs | Categories C.e & Sebect HPfs | Calegories Pad &bs

1 SHO0K

Wales Wales Valss
304.09K 16.72K B.B7K

he P

| Obpectives Fulliiment |

Detailed Organizational Structure cver tme Doetaabsy QIpHT BI0NS SITUCIUNG vl 1T Ditaied Qroangabaam SUuCiarg Oviv [ing

Pad ams

Qa1 e

NOTE: The word "value at" the bottom of the dashboard displays the total amount
of that KPI according to the period and corporate hierarchy you selected

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 corporate hierarchy, 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).
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| Detailed Organizational Structure over time

80K 180K 240K 320K

| iled Organizational Structure over time

|| Detaiea or teve
_*_ |Paid ttn. o
Qamans 1455270
QT | 28945081
Qna--1 9.50
Paid Attn,

BOK 120K 180K 240K

I-hmano =LTT -M..ll

The graph displays the KPI per organizational structure over the selected time

period.

if needed.

Click the columns in the bar graph or the columns on the far left to drill down further

L odesesFuilment

Detailed Organizational Structure over time

Detailed Or: i Structure over time Detailed Or: i Structure over time
Paid Attn

G CAPETOWN  27,705.58

DHO 232,539.36

D New York 15,229.83

Qoreno 140tsse T ——

Paid Attn,

B0k 120K 1s0K 240K
CAPE TOWN =HQ = Hew Yark Toronto I

10. Optionally, repeat for the remaining KPIl 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 @
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Period Comparison

This screen enables you to compare selected criteria of two separate periods of a corporate
hierarchy.

By using Period Comparison, you can create and view comparisons such as the following:

e Compare total attendance in two separate years for the entire corporate hierarchy
e Compare lateness in two consecutive quarters for a specific department
e Compare absences in two months for a specific employee

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 Dimension Selection -- Webpage Dialog

Tree | Find Selection &7 Clear
Sort By: Nﬂme:‘ --------------------- V| & [v Higrarchize Selection Order By -
=1 @ bl Al @
= '@ [ Amanc
= @O
) a1

* Apply k] Close

a. Select the corporate hierarchy/hierarchies 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.
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/A Dimension Selection -- Webpage Dialog

s egories
Tree | Find Selection &7 Clear
Sort By: Hame ‘ --------------------- V| |v Hisrarchize Selection Order By -
=) &l Abzence ®
= "' [ Measures
[+ '@ #] 2bzen
[ ' O At '=I'I:|E|I'ICE

[+] W [ attendance (Calculated)
[+] @ [ Calculated Meazures
[+] ' (] Expenzes

[+] @ ] On Call and 5P Call
[+] i@ [ Others

[+ ' [ over Time

[+) '@ [ Profit (calculated)

[+ ' (] Quantities (Calculated)
|_-|E' [[] standards

[=) '@ (] Pay Categories

[+] '@ [ others

[+ ' [ overTime

[+ '@ [ regular

+

+

+

+

+

+

+

+

+

+

| = Apply || k] Close ‘

NOTE: The selections in Pay-Period Attendance contain the word "period" instead of
"daily".

b. Click Apply when done.

4. In Base Period and Compare with 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 Compare with 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 |2l @ 1

Pay-Periods Comparison

Select KPls / Categories Absence @ Base Period 2002 Q, Comparison Period 2002 Q

pase penad _
Eermpaisan Baied] #

a 248 435 F44 992 1.24K
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The KPI Analysis by Organizational Structure area at the bottom of the screen
displays the following:

KPI Analysis By Organizational Structure

£,2004
i Absencs
Qal 123350 1,04k

2004 , Absence

e Onthe left side, the graph displays the KPI/s of the main period in numeric form
e Onthe 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 corporate hierarchy. Note that this process also impacts
the bar graph:

KPI Analysis By Organizational Structure

©,2004

@), Absence
T Amanc 24.00 1.04K
QLT 1,209.50

—_—
2004 , Absence

Armano =LTT

6. To view a further analysis by organization, click either of the corporate hierarchies.
For example, click LTT to view an analysis by site:

78




TinnerTecH

is By O

©,2004

o, Absenct
O,CAPE TOWN 79.00
aHQ 1,106.50
D Toronto 24.00

260

1 .

—

2004 , Absence

| CAPE TO M

" Toronto

= HG

7. Toview a further analysis of 2004 by quarterly periods, click 2004:

KPI lysis By O
0,2004/Q1 ©,2004/02 ©,2004/03 ©,2004/04
O, Absence © Absence €, Absence O, Absence
DLCAPE TOWN 16.00 43.00 15.00 - 320
OHa 336.000  283.00 372.00 110.50
@ Toronto 16.00 = = 3.00 240
180
30 | I
(I Y s ——

2004/Q1 , Absence

2004/QZ , Absence

00403 , Absence 200404, Absence

CAPE TOwWw N

® Toronto I

= HG

8. To analyze a corporate hierarchy particular by departments, click any of the

organizational units, and the analysis appears (this example displays the results of

clicking Cape Town):

EL2004/01 ©,2004/02 C2004/03 ©,2004/04

© Absence © Absence © Absence © Absence
C\Electrical —
16.00

16.00 15.00 -

T\ Management 32.00 - -

32

24

16

2004/G1 , Abzence

2004/02 , Abzence

2004703, Absence 2004/ G4 , Absence

Electrical

= Management

9. Continue to drill down as needed.
10. Click any of the other tabs to continue your analysis.

11. To return to the main screen, from the main toolbar, click Home .
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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 or 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 is
displayed, set to the default (NOTE: this differs per customer).

~ Daily Attendance

=l {ZVETECH

| ,
View Of | Monitor KPls  Period Comparison | My Top\Worst Performers  Custom Reports ~ E14r

| save L Savess.. |2} o GetLink | Bg Mac 3 +| @

‘ |Tap Count

~[[ 5 ||eo

Select KPIs | Categories Al o

Plant Site

Department Employees

I:’—r_
Arnano B 91,15k

MA - -1 163

380K FEOK 1.14M 1.52M

Absence Types Al 2%

Base Period Al Y

[a: Employees. E )

T ﬁ
POUGLAS BOSDAN ﬁ

SMITH CHRIS

91.81K

WATSOM BREMDAN 91.36K

PARRA LUISA

91.15KJ

TTEK

194K 388K 58,2k

2. Inthe entry box in the top middle, select the mode by which to analyze the

corporate hierarchies:

e 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

3. Inthe adjacent entry box, 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.

4. In Select KPls/Categories, click the Find icon. The Dimensions Selection screen

appears.
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In the Tree pane on the left, select the criteria by which you want to analyze the

corporate hierarchy. Expand any of the options to drill down if necessary.

2 Dimension Selection -- Webpage Dialog

= egories

Selection

& Clear

Sort By: Name:‘ --------------------- v| ﬂ

|v Hierarchize

Selection

Order By -

=) A
% D.“ﬁllll (Children)
=1 '@ [ Measures
= [ Msssures (Children)
=+ i@ [ Abzsnce
= @ [ attendance
+) i@ [ Attendance (Calculated)
= @ [ calculated Meazures
= @ [ Expenses
+) '@ (] On Calland 5P Call
= @ [ Others
= @ ] Over Time
= '@ [ Profit (calculated)
= @ [ Quantities (Calculated)
= '@ [ standards
= '@ [ Pay Categories

+

+

+

+

+

+

+

+

+

il Over Time

@

& Apply

ﬁ Close

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.)
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/A Dimension Selection -- Webpage Dialog
Tbmence Groups

Tree | Find Selection &7 Clear

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

(=1 ' O =0
% [ Alt (Children)

[+] @ [ others

[=) ' [ sickness
E= [ Sicknsss (Childrsn)
@ (I =ick PAD
@ (] 51K UNPAID

[=) '@ [ vacation
Bz [ Vacation (Children)
' [ wACATION NO PREPAY
@ [IVACATION PAID
@ [1'VACATION PREPAID
@ ] VACATION UNPAID

| % Apply || k] Close ‘

NOTE: Absence Groups are found only in theTimeKeeper Module.

7. In Base Period, click the Find icon. The Dimensions Selection screen appears.

/2 Dimension Selection -- Webpage Dialog

Tree | Find Selection &7 Clear
Sort By: Nﬂme: v Hierarchize Selection Order By -
E) 1o kil Al @

| % Apply | & Close |

8. Inthe Tree pane on the left, expand All to select the year. If necessary, drill down for
quarterly, monthly, or daily analysis.
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Tree | Find Selection & Clear

% [ Hisrarchize Selection Order By -

@A B 2005 @
E D.v-':llllI |’Ch|:|'ﬁl"9|".'.i
=1 @ [ 2000
=1 @ (=00
= @ [ 2002
+] @ (2003
= '@ [ 2004
+] @ 2005
= @ (2008
=1 @ (12007
= @ (2008
+] @ (2009
£ W@ [ Current vear
=] @ [ Current Quarter
(=) '@ O current Month

Sort By Hame:

4 Aoply k] Close

NOTE: The period selections in Pay-Period Attendance are weekly, bi-weekly,
monthly, and bi-monthly.

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.

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 corporate hierarchy.
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Primary Secondary
Analysis Analysis
A 4 l
Top Count V‘ | 5 ‘
Select KPIs | Categories | Over Time oy Absence Types &l Base Period | 2005 @,
Plant | [stte || Department | | Employees - Employees

A ﬁ o

BURMS DAVELODS 289.64
PARRA LUISA 246,07
e BOGDANEZZBISS
ioo 200 300 400

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.
Select KPls | Categories Cver Time @, Absence Types Al 2y Base Period 2005 @,
Plant | [site ( Department -)I_ Employees L5 Elnioiees

. ﬁ
o = 1

Electrical 528,57
Assembly 526,53
Management 348.14
140 za0 4z0 560

e ﬁ e
o LUISAE o
—

71

MASTERS STEWE

FAZIC MERCEDES

e 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
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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 Azsurance

Top Count

# |

Select KPls /| Categories Over Time a

Flant Site Department Employses

D _

522,57

Elactrical

Aszembly 526,53

Mansgemant

Absence Types &l

2 Base Period 2005 @

=

Employees

e _ -
ROCCA LUISA E 1225
MASTERS STEVE
_—
FAZIC MERCEDES

71

&0.5

4. For additional options, click the IE' 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.

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

7. 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.
2.
3.

4.
5.

6.

From the toolbar, click Save As . The Save Report screen appears.
Click New Folder. The Private Report Group screen appears.
Enter a name and a brief description of your report group.

be: | PrivateReportGroup -- Webpage Dialog

General Details
M General - General
Hame * Absences, 2008
Description L1l zbsences
= save k1 Close ||i7
Click Save.

A confirmation message appears. Click OK. The Report Group is displayed and

highlighted in the Save Report screen.

A save Report -- Webpage Dialog,

[ Edit k] Delete
W Absences, 2006

Save Under: Absences, 2006

Report Hame: = Save

In the Report Name field, enter a name for the specific report/settings/screen
results you want to save.
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A Save Report -- Webpage Dialog E

[Z] Mew Folder | [J] Edit k7 Delete
M Absences, 2006

Zave Under: Absences, 2006

Report @'ﬂ:iences. Maontreal ufﬁc_eLD = save

7. Click Save. The new Report Group folder (Absences, 2006) and the individual report
that it contains appear in the Custom Report area in the Shortcut pane. Individual

reports are designated by the symbol.

= Modules

=] [ Enterprise
(= System Information

= Public Reports

+l [ TimeKeeper Module
+l [ TimeCosting Module
#l [ User Defined Analysis

=l Custom Reports

=l [ Absences, 2006
&% Abszences, Montreal office

8. To add another report to this group, do as follows:
= [f there is only one defined report group in your system, click Save As, enter
the report's name, and click Save. By default, the report is saved in that
group, and appears as a sub-entry in the Shortcut pane.
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= Modules

=) [ Enterprise

2 System Information

=1 Public Reports

[#l [ TimeKeeper Module
[#] [ TimeCosting Module
[#] (] User Defined Analysis

=] Custom Reports

=] [ Absences, 2006
&% Ab=zences, Montreal office
& Apzences, Caps Town

If there are multiple defined report groups, click Save As, highlight the desired

report group, enter the report's name, and click Save.

2 Save Report -- Webpage Dialog,

"] New Folder | [ Edit L Delete

[ (] Absences, 2006

ES Wl Overtime, 2006

Save Under. Owvertime, 2006

Report Hame: |Dvertime. Montreal office

L Save

=] Modules

=) [ Enterprise

2 System Information

=] Public Reports

[+l [ TimeKeeper Module
[+l [ TimeCosting Module
[+l [ User Defined Analysis

=] Custom Reports

[+l [ Absences, 2006
(=] [ Overtime, 2006
%% Qvertime, Montreal office

10. The report is saved in that group, and appears as a sub-entry in the Shortcut pane.
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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.

=] Modules

=) [ Enterprise

2 System Information

=] Public Reports

[+l [ TimeKeeper Module
[+l [ TimeCosting Module
[+l [ User Defined Analysis

=] Custom Reports

=] [ Absences, 2006
&% Absences, Montreal office
%% Abzences, Cape Town
(=] [ Overtime, 2006
&3 Qvertime, Montreal office

2. Alternatively, click the arrow on the right side of the Saved Reports tab, and the
names of the any folders/saved reports appear.

~ Daily Attendance

¥ ]
View Of Monitor KPIs = Period Comparison | WMy TopiWorst Performers | Custom Reports +

L) save | Save As... |[E]| 7y i | =0 Get Link | =. Lavie 2 -| @ | W Absences, 2006 :l#  Absences, Montreal office
3 Overtime, 2006 »| (53 Absences, Cape Town
Organizational Structure |4l 3% Date | 200, 2007, 2008, ...

3. Regardless of the means, the report opens in the Home pane. The name of the
report appears as the screen name.

/= Lavie Time Tech - Windows Internet Explorer

: o Logout | 4 Back | @& | [ Refresh ||[T] Shortcuts|

Shortcuts ¥+ Absences, Montreal office

= Modules L) save |dsavess. | D) ) iw| D Getlink| Bg Lavie2 - | @ |

Modifying Saved Reports

1. To modify the report, do as follows:
a. Follow the steps in_Viewing Saved Reports to find the report.

b. Make any necessary changes to KPls, dates, categories, corporate
hierarchies, etc,
c. Re-generate the graphs.
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d. Click Save.
2. To edit a report's description or move the report to a different group, do as
follows:
a. Follow the steps in Viewing Saved Reports to find the report.
b. From the open report, click Save As.
c. From the Save Report screen, expand the hierarchy to find the report.
d. Select the report and click Edit. The Private Report screen appears.

be: | PrivateReport -- Webpage Dialog,

null

Pl

Name .-_-.heercee.I'crtrealcffice[ | Code 1

Dezcripticn

Group Abzences, 2008 -

Tvpe Data Source General

I save fe] Close ||l

e. Change the name or description as desired.
f. To move the report to a different report group, in the Group drop-down list,
select the desired group.
g. Click Save, and then click Save again from the Save Report screen.
3. To edit a report group's description, do as follows:
a. Follow the steps in Viewing Saved Reports to find any report in that report

group.
b. Click Save As. The Save Report screen appears.
c. Highlight the desired report group and click Edit. The Save Report Group
screen appears.
d. Modify the name or description as desired, and click Save.
4. To delete a report group, do as follows:
a. Follow the steps in Viewing Saved Reports to find any 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.
5. To delete a report from a report group, do as follows:

NOTE: You can delete a report from a report group only if there are multiple reports
in that group. If the report is the single report in that group, you must delete the
entire report group.
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Follow the steps in_Viewing Saved Reports to find any report in that report

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

Highlight the desired report group and click Delete.

Click OK to confirm, and then in the Save Report screen, click Save.
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Analyzing Data from the TimeCosting Module
Overview

This section describes how to view graphic representations of the job allocation and labour
distribution data accumulated by the TimeCosting module.

NOTE: As was the case with the Daily Attendance and Pay-Period Attendance screens for
the TimeKeeping Module, the Daily Jobs and Pay Period Jobs screens are similar in function,
layout, and terminology. This section uses Daily Jobs as the primary example. Any
differences between the two will be emphasized.

Daily and Pay Period Jobs

This screen enables you to analyze job allocation and labor distribution data per daily
records, with daily referring to date ranges of single days to multiples thereof.

To access the Daily Jobs screen, from the main screen, in the TimeCosting Module area, click
Period Jobs. The Daily Jobs screen appears.

+ Daily Jobs Ia) I77ETECH
View Of | Monitor KPIs | | Period Comparison | | Profit Analysis - Billing Vs. Cost| | My Topivorst Performers 4
I Save | SaveAs. |5 0 Get Link | B3 Default - | @
Organizational Structure By Jobs (Summary) | Organizational Structure By Jobs (Detailed) Jobs By Organizational Structure (Summary) Jobs By Organizational Structure (Detailed )
Select KPls / Categories Al Date &l @

Nen Active
Taszks

EChromasource.  577,501,080.95 =

Active Tasks

Hinactive 7Z,044710.5% 200
BEnA -1 207,443 570.98 83572
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Button Name Description
Save If screen/settings have already been saved as a report, this saves any
additional changes
Save As Save any settings or generated graphs as a report (later accessible through the
Shortcut pane)
E Export Opens the Print dialog box, and enables printing the current screen.
Additionally, enables you to export to an .HTML page
Undo Erases the last change done to the screen, thus reverting it to an older state
i Redo Reverses the undo
—li_:| Theme Changes the background color scheme for the screen
—@l Refresh Update the screen with any newly entered data

The Daily Jobs screen is comprised of five possible subscreens: View of, Monitor KPls,
Period Comparison, Profit Analysis — Billing vs. Cost, and My Top Worst/Performers. Each
subscreen is accessed by selecting the appropriate tab. A description of each subscreen

follows. Choose the screen/s which suit your organizational needs and can represent your

organizational goals.

View of Screen

The View of screen (default) 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 corporate hierarchy. 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.

NOTE: In each screen, you must define KPIs/Categories or Date, or both.

Organizational Structure by Jobs (Summary)

This screen displays all tasks per corporate hierarchy. You can filter by KPI or date in order to

provide the manager/supervisor a quick-overview, at a glance, of all the jobs/tasks
performed by his/her team.
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Organizational Structure By Jobs (Summary) | grganizatienal Structurs By Jobs (Detailsd) Jobs By Qrganizati
Select KPls / Categories | Al @ Date | Al
. MNon Active
Active Tasks =
Tasks
EHAmane 1,164,623.29 -
HLTT 23,062,855.58 3,820.41
Drill down for a close-up picture.
Organizational Structure By Jobs (Summary) | | grganizational Structurs By Jobs (Detailed) Jobs By Organizational Structure (Summary} Jobs By Organizational Structure (Detailed)
Select KPIs / Categories Al 2y Date | Al a
TERENEES ABSENCES (Non- |ALTIMAA-  |ALTMAB-  |ALTMAC-  ALTMAD-  ALTIMAE- . APORIZER ST
(Billable Hours} Billable Hours) Type Type Type Type Type ELusEaity [EUNEERLD |[EMEEliy |2HuElEEe
EAmano 12,965.04 3078784, 98258513 5759.91 11,310.13 4,581.80 11,889.31 665679 1051444 1328589  10,145.89 8,57
ELTT 382,413.21 64816166, 1029597466  442,106.94. 3589,972.300  B49,716.44. 1,186,861.81. 463,426.29. 487,125.07. 46433435  482506.00 352,08
Organizational Structure By Jobs (Summary) | grganizational Structure By Jobs (Detailed) Jobs By Organizational Structure (Summary)
Select KPls / Categories Al 2} Date | Al o,
[ Active Tasks
ABSENCES ABSENCES (Mon-  ALTIMA A- ALTIMA B- ALTIMA C- ALTIMA D- ALTIMA E- ELITE
(Billable Hours} Billable Hours ) Type Type Type Type Type
FHAmane 12,965.04 30,787.84 8982 685.13 §,759.91 11,310.13 4 581.80 11,888.31
EILTY HCAPE TOWN 18,881.65 £7.219.07. 1,676,473.68 30,823.67 27,335.82 23,825.58 22 472.80 2
HHD 321,943.18 523,93421. 8&,571693.23 370,885.33. 3,521,350.87 784,093.81. 1,126495.16 38
HANew York 28,948 98 40 879.28 34,525.38 25 082.04 2459321 25,519.35 23,700.80 2
HATeronte 12,541.40 2612812 13,282.40 11,235.80 16,354.60 16,277.60 14,183.25 1

Organizational Structure by Jobs (Detailed)

This screen expands on the previous screen by providing a reverse approach in greater
detail. It displays all per corporate hierarchy - so you can see how many hours are
contributed by each corporate unit to a specific job or group of jobs.
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Organizational Structure By Jobs (Summary}

Organizational Structure By Jobs (Detailed)

Date Al[+]
Active Tasks 2;; Active
Hamane  ElCalculated Meazures 1.00 -
ozt 909 525.73 -
EHDuration 12,507 .87 -
EProfit (calculated) — —
EHCuantities 25,158.00 -
EHQuantitiez (Calculated) - -
HRatzs 114,715.85 -
FHPav Categorizs 12,715.88 -
EHLTT [HCalculated Meazures 2200 4.00
HCoztz 15,3584 820.33 277841
EHDuration 243 442 06 112.00
FHProfit (calculated ) - -
[HQuantitiez 413,625.00 247.00
EQuantitiez (Calculated) — —
[HRatez 2,760 302.90 362.50
[FPav Categoriss 245 551.55 122.50
EIMa FENA EProfit (calculated) - -
-1 -1 Bguantiies (Calculated) - ~

Drill down for a close-up picture.
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Organizational Structure By Jobs (Summary}

EActive Tasks
HaAmano  HCalculated Meazures 1.00
FHCoztz 999,525.73
HDuration 12 50787
[HProfit (calculated) -
ElQuantitiez Oty Bad 743.00
Oty Good 24 41500
EQuantitiez (Calculated) -
HRatez 114, 715.85
[#Pay Catsgorisz 12,715.85
EHLTT EHCalculated Meazures 22.00
HCozts 19,394 320.33
EHDuration 248 442 08
EHProfit (calculated) -
ElQuanttiez Oty Bad 14,442.00
Qty Good 359 187.00
HQuantities (Calculated) —
[HRatez 2,760 302.50
[FlPay Categorisz 245 881,68
BElna ENa HProfit (calculated) -
_ 4 |-

Quantitiez (Calculated)

Mon Active

Tazks

4.00
2, 778.41
112.00

7.00
240.00

362.50

122.50

Organizational Structure By Jobs (Detailed)

Date

Alll+]

Organizatienal Structure By Jobs (Summary}

[l Active Tasks

LETEMN

(Billable Hours}

HEAmano  [ECalculated Measures 1.00
[HCoztz 11,144.02
[EDuration 158.95
[HProfit (calculated) —
[FlQuantities  Qty Bad 5.00
Qty Good 340.00
[HQuantitiez (Calculated) =
[FRatez 1,184.20
[HPay Categories 188.77
FHLTT FHCalculated Measurss 22.00
FECosiz 319,212.51
[Duration 4.808.47
EProfit (calculated ) -
ElQuantities Qty Bad 342.00
Qty Good 8,715.00
HQuantities (Calculated) -
[ERatez 44 74830
[HPav Categorics 458593
EIMA FHNA FHProfit (calculated ) -

-4 -

FlQuantities (Calculated)

Organizational Structure By Jobs (Detailed)

Date |Al[+] L)
ABSEMCES (Non- ALTIMA A- ALTIMA B- ALTIMA C-
Billable Hours) Type Type Type

1.00 1.00 1.00 1.00
2g228.82 24254527 5,737.08 9,805.02
37475 10,473.73 81.42 117.69
27.00 §35.00 §.00 .00
720.00 20,482.00 165.00 220.00
3,0585.50 87,888.40 T00.20 1,038.70
381.97 10,670.63 7022 122.72
zz.oa 2z2.00 22.00 2z2.00
53789783, 8 736987.26 371,010.41 2983 317.51
8,052.60 108,754.87 458882 3871420
455.00 5,716.00 328.00 2.271.00
12,807.00 161,184.00 5,085.00 51,408.00
81,.217.80 1,172,128.30 52,094.50 465 480.40
7,680.38 110,204.24 454041 36,782.08

ALTIMA D-
Type
1.00
431440

51.07

3.00

73.00
4ET.20
53.13
2200
58144279
317218
531.00
11,185.00
140,455.60
7.915.80

Jobs By Organizational Structure (Summary)

ALTIMA E-
Type
1.00
10,257.44

125.80

on

.00
.00

w

e
1,155.00
M7.07
22.00
1,005,702.24
11,573.65
503.00
13,792.00
14384250
11,348.42
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Jobs by Organizational Structure (Summary)

Both this screen, and the following screen, are actually the reverse of the first two screens.
It displays all corporate hierarchies per active and non-active tasks. You can filter by KPI or
date.

Organizational Structurs By Jobs (Summary) Organizational Structure By Jobs (Detailsd) Jobs By Organizational Structure {Summary)
Select KPls [ Categories Al o, Date | Al @,

EAmano  FELTT

[Hactive Tasks 1,164,623.2 23,062,855.98
[HMon Active Tazks - 252041

Drill down for a close-up picture.

Organizational Structure By Jobz (Summary} Organizational Structure By Jobz (Detailed) Jobs By Organizational Structure (Summary)
Select KPls | Categories | Al o, Date | Al ),
HAmans  FELTT
ElActive| ABSENCES (Billable Hourz) 12,965.04 38241321
Tasks |4 BENCES (Non-Bilable Hours)| 20,737,384 848,161,686
ALTIMA A-Type 982,685.13 10,2%5,974.66
ALTIMA B-Type 6,759.91 44210854
ALTIMA C-Type 11,310.13 3,569,973.30
ALTIMA D-Type 4531.80 £45,716.44
ALTIMA E-Type 11,889.31 1,186,861.81
ELITE E 2000 §,656.79 453 42825
ELITE E 3000 10,514.44 487 125.07
ELITE E 4000 13,285.88
ELITE E 5000 10,145.89 432,506.00
VAPORIZER SD 7300 8572.07 352,082.80
WVAPORIZER SE 7400 8,457.56 383,363.54
WAPORIZER SV 7200 7,602.83 291,652,186
WENUS E 5000 8,792 87 1,065,606.87
WENUS E 6000 11,230.99 1,284,374.88
WVENUS E 7000 19,983.82 413,176.24
EHMNon Active Tasks — 28204
Organizational Structure By Jobzs (Summary) Organizational Structure By Jobz (Detailed) Jobs By Organizational Structure (Summary)
Select KPls | Categories Al 1 Date |2l 2}
ECED,
Amﬁn HHQ P::w HToronto
HActive ABSENCES (Billable Hours) 12,965.04 18,8681.65, 321,943.18. 2894698 12,641.40
TaskS  ABSENCES (Non-Bilable Hours) 20787.8¢ S7.219.07 52393621 4087925 26,1282
ALTIMA A-Type 982,685.13. 1,676,473.68 8571,693.2 3452536 13,282.40
ALTIMA B-Type 5,759.91 30,923.67 370,88533 20,082.04 11,235.50
ALTIMA C-Type 11,310.13 2733582, 3,521 3508 24932.01. 16,354.60
ALTIMA D-Type 4 581.80 23,825.588 784,093.81, 2551835 18,277.50
ALTIMA E-Type 11,889.31 22 472.80.1,126495.1 2370060, 14193.25
ELITE E 2000 6,656.79 25,834.59 38390807 2583433 17,845.20
ELITE E 3000 10,514.44 25,101.45. 417 82931, 26 556.01. 17,638.30
ELITE E 4000 13,285.85 36,142,286 384,952.896. 29550.11. 13,885.01
ELITE E 5000 10,145.89 23,892.33 40643819 31,041.59. 21,133.89
VAPORIZER 5D 7300 8,573.07 2211450, 291,902.50. 275875.80. 10,085.70
VAPORIZER SE 7400 8,457.56 21,985.86  325914.03. 22 850.80. 12,572.85
WVAPORIZER SV 7200 7,602.83 18,022.50 241, 882.38. 1787117 1577510
WVENUS E 5000 6,792.87 23,374.18 278,854.58 2225049 74112761
WENUS E 6000 11,230.99 25584.03 355 258.41. B850 84254 13,545.88
WVENUS E 7000 19,583.82 21,572,958 35583521, 1985005, 15918.00
FMon Active Tasks - 2,835.41 451.00 - 254.00
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Jobs by Organizational Structure (Detailed)

This screen expands on the previous screen by providing a more detail-based approach. It
displays all corporate hierarchies per active and non-active tasks - together with all KPls and
drill down options - therefore eliminating the need to open the Dimensions selection screen
for KPI selection. You only need to filter by date.

Orgenaatenal Sructure By Jobs (Summany | Qrganzaiens Structure Sy Jobe (Delnkes) Jobs By Orgencatensl Sruciure (Summarny) Jobs By Organizanonal Sorusiurs |Detaled)

Date & &
| Eamang  @LTT
| Bacive Bteans $09.529.71 15,254 820 20
| [Taetas [Eilurntien 12807 87
Efuanttes 515800
Eaaces A4 TIE AL

Erwy Categorws: 12718 58

| iEhion  Etests
| Actve Biuration -
| Tasks
EQuanites = 24700
El0ates = W20
EBrfay Categores - ekt
HAmane LT
Bactive ECosts 89552573 19,394,320.23
Tasks  mpyration 12,507.87 248,442.06
[#Quaniities 25.158.00 412.629.00
BRates 114,715.85 2,760,302.90
Pay Categories 12 715.85 245,661.69
Ehon [Costs e 2,776.4
Active
Traln EDuration = 112.00
E Quantities - 247.00
[FRates = 382.50
Eray Categories o 122.50

Drill down for a close-up picture.
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EHAmans  [FLTT
HActive HCoatz 000 52573 19,394 820.33
Task2  Epyration 12,507.87 245,442.06
EHQuantitiez Oty Bad 743.00 1444200
Qty Good| 24 415.00 399 187.00
[HAatez 114, 715.85 2,760 302.50
[#Pay Categoriss 12,715.85 245 661.69
Hion [HCoztz = 2776.41
?ﬂ":: EDuration -~ 112.00
EHuantitiez Oty Bad = 7.00
Qty Goog - 240.00
[HAatez = 362.50
[HPay Categories - 122.50
EE &f;dPE FHHD r:;w F Toronto
[Hactive FHCostz 999 52573, 1,779531.69. 15,679 130. 1,097 811.00 838 347 24
Taskz [HDuration 12,507.87 23,213.10.200,028.95 126059.28. 12550.72
HCuantitiez Oty Bad 743.00 1,531.00. 11,401.00 743.00 7e7.00
Qty Good| 24 415.00 43513.00. 307 838.00, 22388200 2455500
[HRatez 11471585, 232052.85.2282 7481 14536690 10013505
[HPay Categories 12,715.85 23,015.61.197 067.99, 1291629, 128651.81
HHen [HCosts - 2,135.41 400.00 - 240.00
?ﬂ:; @ Duration - 85.00 16.00 -~ 2.00
EQuantitiez Qty Bad - 6.00 1.00 - -
Oty Good - 224.00 2.00 - 8.00
[HRatez - 282.50 50.00 - 30.00
[HPay Categories - 98.50 16.00 - &.00
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Monitor KPIs

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

Key Performance Indicators (KPIs) are metrics that you use to evaluate how successful your
corporate hierarchy is and determine the progress made towards your organizational goals.

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

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

Unlike attendance KPIs defined in the previous sections (see Monitor KPlIs for TimeKeeping),
these KPIs are the default and cannot be changed. Each KPI separates its data into 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.

Additionally, 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 corporate hierarchy and period
e A graphic column representation of that numeric chart
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To work with the Monitor KPls, do as follows:

1. Click the Monitor KPIs tab. The Monitor KPIs screen appears, configured to the
default settings (NOTE: these differ per customer):

~ Daily Jobs 1i7716TECH

View Of [ Monitor KPls 1 Period Comparison  Profit Analysis - Billing Ve, Cost | Wy Top/Worst Performers [F14p
| |- save | Saveas. | () < Getlink | g Lavie 2 +| @
Organizational Structure Al a, Tasks List | Al a, Date Al a |
Analysis Of Actual Vs. Planned Hours i = Analysis of Actual Vs. Planned Units | ]
4.89M 1,500mM
v T " " 1 G
2.44] J33M 730 250M
a 9.78M u] 3,000
Analysis Of Actual Vs. Planned Hours (Summary) Analysis of Actual Vs. Planned Units (Summary}
Duration
QA 261,061.93
Al
60K 120K 180K 240K
Actual vs. Both this dashboard, and its accompanying graph, contrast the allocated hours

Planned Hours | per project to the actual number of hours used for the task's implementation.
(Summary)

Actual vs. Both this dashboard, and its accompanying graph, contrast the allocated units
Planned Units | per project to the actual number of units used. These units can differ per
(Summary) company; for example, they can refer to resources, manpower, or amount of
produced merchandise.

2. In Organizational Structure, select the corporate hierarchy whose task allocation
you want to analyze. NOTE: Initial selections may already impact the remaining KPI
dashboard settings.
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4.

Tree | Find Selection & Clear

Sort By: Hame:‘ --------------------- w | |v Hisrarchize Selection Order By -
= O ol LT @
[+ '@ [ Amanc
[+] @ I LT
[ @ I na -

G roply || & Close |

In Tasks List, select the tasks. The main selections are active, non-active, and
unknown. Drill down to specific tasks if necessary.

A Dimension Selection -- Webpage Dialog

Tree | Find Selection &P Clear
Sort By: Name:‘ --------------------- V| [w Hierarchize Selection Order By -
=) kil VENUSETO000 ® =

%Dﬁ'-‘" iChildren) k] WAPORIZER SV 7200 (o

(=) @ L] Active Tasks k& VENUSE 5000 @i
% Drﬁl:‘ ive Tasks |"CI"‘|:|'UI"‘="|"‘i R )
@ [ ABSENCES (Bilable Hours) kl  VENUSE 6000 @id
@ (] ABSENCES (Nen-Billable Hours) kel WAPORIZER SE 7400 ® i 3
@ ¥ ALTIMA A-Type i VAPORIZER SD 7300 @i
' [#] ALTIMA B-Type ﬁ ELTTE E 5000 G P
W@ A ALTIMA C-Type ) _
@ ¥ ALTINA D-Type k] ELTEE <000 @i
@ o ALTIMA E-Type k& ELITE E 3000 @ i 0
@ MIELTE E 2000 & ELTEE 2000 @il
::E::::E : QEEE Kl ALTIMA E-Type ® i3
@ VI ELTE E 5000 k] ALTMAD-Type @43
@ ¥ VAPORIZER SD 7300 Kl ALTIMA C-Type @+ 3
@ ¥ VAPORIZER SE 7400 i ALTIMA B-Type @+
@ ¥ VAPORIZER 5V 7200 .
- ALTIMA A-Type
@ ¥ wENUS E S000 il e @ #
@ ¥ WENUS E 8000
@ W VENUS E 7000

[+] @ [ Non Active Tasks

[+ '@ O unknown

% Aeply || & Close |

In Date, select the date for your analysis.
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/A Dimension Selection -- Webpage Dialog
Dates Mierarchy

Tree | Find Selection &7 Clear

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

=) 1o kel Al @
% I:‘ All |zCh|:|'ﬂl'"El".‘_i
(=] '@ 2000
[+ @ [ z0m
(=] '@ [ zo02
@ z002
12004

[

B 3 e

| & Apply || k] Close ‘

NOTE: The period selections in Pay-Period Attendance are weekly, bi-weekly,
monthly, and bi-monthly.

5. Click once on any dashboard, as shown here.

m= Analysis Of Actual Vs. Planned Hours -
4.59M

9.78M

.

6. The Ranges Editor screen appears. In the Minimum and Maximum entry boxes at
the top, set the overall range, for example, 0-10,000,000. Whether you select hours
or units, the value you enter in Maximum should realistically represent the planned
amount of hours/units.

103



e | Ranges Editor -- Webpage Dialog

Column Editor

F'.ﬂnges_____ —55
|Op...|r-.-1a>< Walue |Name |Cu:u||:ur‘
ﬁ 3000 .
£ 60000 |:|
& ﬁ 57770 .

& Save k] Close [T

NOTE: It is recommended to enter a maximum value slightly higher than the real
standard determined by the corporate hierarchy.

In the green row, in Max Value, place your cursor, and enter the value.
Optionally, in Name, enter a brief description or name of this range.

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

Repeat for the yellow and red ranges.

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.

Click Save when done.

The following shows the total hours of selected active projects in the LTT
corporate hierarchy. The Actual vs. Planned Hours (Detailed) area at the
bottom of the screen displays the total duration of all selected projects in both
numeric form (on the left) and in graphic form (on the right).
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Ranges Editor -- Webpage Dialog

Column Editor

Minurum | Maximum
Ranges
|Op...‘r-.l1ax Walue |Name |Cu:u||:ur|
E 3000000 Short Projects .
= £000000 ! Average Projects |:|
o B §777000 Long Projects] [ |

= Save | ‘ E Close |
| )
Wiew Of  Monitor KPls  Period Comparison  Profit Analysis - Billing vs. Gost . My Topivorst Performers [ER 12
I save L4 Savess... | ()| iy o | D Getlink | 35 Lavie2 - | @ |
Organizational Structure 77 a Tasks List ALTIMA &-Typs W €4 Date &l
[H Analysis Of Actual Vs. Planned Hours Ol == Analysis of Actual Vs. Planned Units ]
4.89M 1,500mM
v T " T 1 "
. ’ .
2.44 33M 750 250M
o 9.78M o 3,000
Analysis Of Actual 's. Planned Hours (Summary) Analysis of Actual Va. Planned Units (Summary}
Duration
ALTIMA A-Type [ il
ALTIMA AT, s A
DS (100:754.87) = ALTIMA B-Type 55
ALTHAB Type 2 LTI Ty ey
ALTIMA C-Type 36,714.30 ALTIMA D-Type |
ALTIMA D-Type 817212 ALTIMA E-Type R
ALTIMA E-Type 1157285 ELITE E 2000 /@9
s 27365 ELITE E 3000 0
ELITE E 2000 4,971.98 ELITE E 4000 [
ELITE E 3000 £,196.05 ELITE E 5000 (5
ELITE E 4000 495658 VAPGRIZER 2D 7300 [
= WAPGRIZER SE 7400 59
ELITE E 5000 5,007.52 VAPORIZER S 7200 55
VAPORIZER S0 7300 441015 WENUS E 5000 )
VAPORIZER SE 7400 433767 M WENUS E 6000 [
WEMUS E 7000
VAPORIZER SV 7200 4218.48 =
22K ddk 11 g2k
VENUS E 5000 14,780.14 v

g. Todrill down per task/project, click any that task from the far left. This also
impacts the bottom graph on the right.
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“Analysis Of Actual Vs. Planned Hours (Summary) | Anayais of Actusl Vs Panned Lnds (Summary)
Duration | &
A ALTIMA A-Type
ALTIMA B-Type B
.
ALTMAC-Tye |
ALTMAD-Type 3 éﬁ
2000
ALTRAE Type ELITE E 3000
ELITE 22000 ELITE £ 4000 =
sure oo ELITE E 3000
ELITE 000 i 1
A
ELITE 8200 vl
VAPORTER S0 T200
WAPORZER SE 7400 =
e el VENUS E 7000 9
venuge €000 v - e g a
Analygis Of Actual Vs, Planned Hours {Summary) \ Analyss of Actual Vs, Plannaa Unts (Summary )
\ 4 Duraton
ALTMA A-Type 103.752 87

ALTIMA A-Type

22K 44K BEK BaK

Dimension Selection -- Webpage Dialog

Task Structure
Tree | Find Selection &7 Clear

Sort By: Hame:‘ --------------------- b | [¥ Hizrarchize Selection Order By -

= g Al [0)
All {Children)

@ [ active Tazks
@ [ ton Active Tasks
@ [ Unknown

AN ARy

3 woply || D Close
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Organizational Structure |LTT 2% Tasks List Al 24 Date | Al 2%
as Analysis Of Actual Vs. Planned Hours - a3 Analysis of Actual Vs. Planned Units
4.89M 1,500M
P T
2.44 \33M 730 230M
o 9.78M u] 33,0000

| Analysis Of Actual Vs. Planned Hours (Summary)

Analysis of Actual Vs, Planned Units (Summary)

Duratien

Al 24855406

All

&0k 120K 120K 240K

i. Click All to access an analysis of active tasks vs. non-active tasks.

| Analysis Of Actual Vs, Planned Hours [ Summary)

o

Duration
pr
( LA 248,554,058

‘ Analysis Of Actual Vs, Planned Hours (Summary)

Analysis of Actual Ws. Planned Units (Summary}

Duration
D Active Tasks 24844206
C\Non Active Tasks 112.00

Active Tasks

Mon Active Tasks

0k 120K 180K

240K

j. Select either for a further drill down analysis.
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Analysis Of Actual Vs. Planned Hours {Summary)

-

©, Mon Active Tasks

Duration

245 44208
112.00

Analysis Of Actual Vs, Planned Hours [Summary)

Analygis of Actual V. Planned Unitz (Summary)

Duration
ABSENCES (Billable Hours) 4,808.47
ABSENCES (Non-Billable Hours) 8,052.60
ALTIMA A-Type 109,754.87
ALTIMA B-Type 484882
ALTIMA C-Type 36,714.30
ALTIMA D-Type 817215
ALTIMA E-Type 11,573.65
ELITE E 2000 4,871,968
ELITE E 3000 5,196.05
ELITE E 4000 4,956.66
ELITE E 5000 5,007.52
WAPORIZER SD 7300 441018
VAPORIZER SE 7400 4,337.67

| *

|<

ABSENCES (Billable Hours) £
ABSENCES (Mon-Billable Hours) B9

ALTIMA A-Type

ALTIMA B-Type |
ALTIMA C-Type
ALTIMA D-Type %
ALTIMA E-Type
ELITE E 2000
ELITE E 2000 59
ELITE E 4000 =)
ELITE E 5000 59
VAPORIZER SD 7300 %
WAPGRIZER SE 7400
WAPGRIZER SV 7200 5
VENUS E 5000
WENUS E 6000 |
VENUS E 7000 59

6. Optionally, repeat entire procedure for the other KPI dashboard.
7. Click any of the other tabs to continue your analysis.

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

This screen enables you to compare daily tasks and labor allocation data from two separate
periods according to costs, duration, quantities, rates, and pay categories.

For example, by using Period Comparison, you can view the following:

e Compare project duration over two separate years for the entire corporate
hierarchy

e Compare task cost over two consecutive quarters for a specific department

e Compare quantities over two months for a specific employee

To use the Period Comparison screen, do as follows:

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

+ Daily Jobs |
view ot | [Manitor KP1s | ' Period Comparison ! [proft Analysis - Billing Vs. Cost My TopAVarst Perfarmers Ei4p
L) save [ dsavess . o GetLink | B3 Aque~| @
‘, Tasks List 2] @
PayPeriods Comparison
Select KPIs / Categories =/ ay Base Period 2008 Comparison Period 2007

Comparisan Period ‘

o 3 12K 13K 24K

The variance between two periods 100.00%

KPI Analysis By Organizational Structure

Al
aAl
Al 24,221,099

2. In Tasks List, click the Find button. The Dimension Selection screen appears.
a. Select the tasks you want to display. The selections are active, non-active,
and unknown. Expand the hierarchy to drill down, if necessary.
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Selection

&7 Clear

Sort By: Name:‘ --------------------- v| 3

[v Higrarchize Selection

Order By -

=1 @

% I:‘ All |XCI’T|:|"'...*I‘"El".‘_i
=] @ [ Active Tazks
+1 @ [ Non Active Ta
= @ O unknown

W

ks

ﬁ Active Tazks

@

= Apply

k] Close

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

3. In Base Period and Comparison Period, click the Find button. The Dimension

Selection screen appears.

a. In Base Period, select the main period —in other words, the period you want
to drill down from later (see below) — and in Comparison Period, select a
comparison period to display. Expand the hierarchy to drill down, if

necessary.

/A Dimension Selection -- Webpage Dialog
Dates fierarchy

Selection

3

&7 Clear

Sort By: Name:‘ --------------------- v| E

[v Higrarchize Selection

Order By -

=1 @ ]
% I:‘ Al {Childran)
+] @ [ z000
=] @ [ 2001
) @ [ z002

Current “ear

@l 2004

@

= Apply

E Close

NOTE: The period selections in Pay-Period Attendance are weekly, bi-weekly,

monthly, and bi-monthly.

b. Click Apply when done. To exit without saving, click Close.
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Defining the dates generates the comparison graph, accompanied by a value representing
the difference between the two defined periods:

‘ Tasks List Active Tasks a9

Pay-Periods Comparison

Select KPls | Categories |Duration Q) Base Period 2002 28 Comparison Period Z00Z

£
Cornparizan Periodl |

o 12K 24K 36K L3:1.9

The variance between two periods 30.03%

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

following:
| KPI Analysis By Organizational Structure
2004
@, Duration
48K
Pl Active Taske 50,208.70
ZEK
24K
12K
2004 , Duration

e On the left side, the graph displays active tasks' duration for the selected year in
numeric form

e On the right side, the graph displays active tasks' duration for the selected year
in graphic form

4. To drill down, click any of the Find icons on the bottom left to select a KPI
(alternatively, click the columns on the far right). For example, clicking 2004 on the
far left displays an analysis by quarterly periods. Note that this process also impacts
the bar graph:
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I

2004 , Duration

= Active Tasks

Q200401 Q200402 200403 0200404
\@Duration € Duration @ Duration @ Duration
QaciveTesks 1285816 1257323 1104285 137326

I

2004/GQ2 ,

= Active Tasks

2004/Q3 .
Durstian Durstisn

2004/Q4 .,
Durstion

5. Click Active Tasks to view a quarterly analysis by active tasks.

©,2004/01  ©,2004/02 ©,2004/03 ©,2004/04
@, Duration @ Duration @, Duration @, Duration

ABSENCES (Billable Hours) 514.00 479.25 4375 =
ABSENCES (Non-Billable Hours) 506.25 510.25 261.00 TZ.00
ALTIMA A-Type 3,719.46 3,536.59 6,353.98 885473
ALTIMA B-Type 43425 605.50 52.50 -
ALTIMA C-Type 81252 850.64 2,265.65 282072
ALTIMA D-Type 54450 569.75 305.12 30782
ALTIMA E-Type 514.00 831.75 516.00 61525
ELIE E 2000 569.25 L1778 2200 -

3]

§

I
I
Il I
(9 a ] -
2004/G2, 2004/G3 ,
Curation Duration

= ARSEMCES (Billable Hours)

= ALTIMA B-Type

" ALTIMA E-Type = ELITE E 2000
= ELITE E 5000
=VAPQRIZER W Fz00

=yAPORIZER 5D 7200
=WEMUS E 5000

" ARSEMCES [Mon-Billable Hours)

= ALTIMA C-Type
= ELITE E 3000
=yAPORIZER SE
=WEMUS E 6000

6. Continue to drill down if needed.

7. Click any of the other tabs in the Time Costing module to continue your analysis, if

needed.

8. To return to the main screen, from the main toolbar, click Home@.
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Profit Analysis — Billing vs. Cost

This screen enables you to view a comparison of daily intended resources per project vs.

actual resources utilized.

TBD

View Of  Monitor KPls  Period Comparison rPl'l:rﬁt.»\nﬂ;vsi-.i-Bﬁlg]\.\‘a(:t:ls'.‘l‘ My TopiWarst Performers

1i711€TECH

E4r

L] save I_;‘-_I]Savehs..l[all_’) -1‘_“|JGe‘lek‘=. Machl @ ‘

Organizational Structure & ) Tasks List &l y Date |Al y

Profit Analysis (Billing Vs. Cost Per Job)

Fixed Profit (Biling - Profit (Biling -
Costing) Costing)

Sl - _

s0

&0

40

20

All
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My Top/Worst Performers

This screen enables you to display the highest or lowest placement s of resource
expenditures for active tasks. This can be percentile or actual numeric (ordered) placement
per selected KPIs - cost, duration, quantities, rates, and pay categories. Additionally, as part
of analyzing the active tasks, you can drill down from those active tasks to more specific
units such as (in order) work order, batch, part, process.

To use the My Top/Worst Performers screen, do as follows:
NOTE: The Top/Worst Performers screen is found only in the Daily Jobs module.

1. Click the My Top/Worst Performers tab. The My Top/Worst Performers screen
appears.
2. Inthe entry box in the top middle, select the mode by which to analyze the
corporate hierarchies:
e Top Count — displays the number of active tasks with the highest placement in a
chosen criteria
e Bottom Count — displays the number of active tasks with the lowest placement
in a chosen criteria
o Top Percent — displays the number of active tasks in the highest percentile in a
chosen criteria
e Bottom Percent - displays the number of active tasks in the lowest percentile in
a chosen criteria
3. Inthe adjacent entry box, 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 per selected criteria.

4. In Select KPls/Categories, click the @ icon. The Dimensions Selection screen
appears.

5. Select the criteria by which you want to analyze the active tasks. You can drill down
further by expanding any of the options.
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2 Dimension Selection -- Webpage Dialog

Tree | Find Selection &P Clear
Sort By: Hame: ¥ Higrarchize Selection Order By -
=@ O & Costs @
% D Al |"CI’?|:|'EI"‘E|".'.i
[=] @ [ Measures

[+ @ [ calculated r1=ﬂ=ur&a
[+] '@ [¥] Costz
[E7] " [ Dwuration
[+) '@ O Profit (calculated)
[+) '@ [ Cwantties
[+) '@ [ Quantities (Calculated)
=) @ [ Rates
[E | ' [l Pay Categories

& Apply &) Close

Click Apply.

In Base Period, click the Find @ icon. The Dimensions Selection screen appears.
Select the period.

/2 Dimension Selection -- Webpage Dialog rﬁ'

M

Tree | Find Selection &P Clear

Zort B:.f:Name:‘ --------------------- V| ﬂ |v Hierarchize Selection Order By -

=) 2 kel Al @
% D Al |/Cf?|:|'ﬂl'"5|".‘_i
[+] '@ [ z000
(= '@ Ozom
d"‘DzDUz
[+] @ [ 2003
@ 2004
[Jzoos
2008
O zo07
2008
2009
|:| Current ¥ear
[ Current Quarter
(] current Month

O

HEEEE B R
100

* Apply k] Close

NOTE: The period selections in Pay-Period Attendance are weekly, bi-weekly,
monthly, and bi-monthly.

Click Apply to generate the report. To change any values in the entry boxes, modify
G0

as needed, and click the Go button
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This example displays the top five active tasks with the highest costs. The generated
report displays two analyses:

e The primary analysis, on the left, displays the top five active tasks with the
highest cost

e The secondary analysis, on the right, relates to the single top analysis from
the primary analysis display. It displays the top five employees with the most
work hours in that task.

Primary Secondary
Analysis Analysis
v Top Count \'| | [ | v
Select KPls | Categories Costs =} Base Period | &Il
Active Tasks Work Order Batch Part Process - Ebioices =

e ﬁ

T ﬁ
SwiTH cHRts _
|

Mon Active Tasks

BURNS DAVELOOE

CLARK ARTHUR

Unknown ‘

PARRA LUTSA

&M 1zmM izm 24mM 220K 440K AAEOK aa0K

Optionally, do any of the following:

a. Click the tabs in the primary analysis graph to view the results by work order, batch,
part, and process.
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Top Count V| | [ |

Select KPIs | Categories Costs 2y Base Period Al
Active Tasks | | Work Order | | Batch | Part w | =) Employees B

Des‘gnﬁ o BOGDANﬁ

Research & Developrmeant SMITH CHRIS

Manufacturing AAs BURNS DAVELOOS
_
—J

CLARK ARTHUR

Quality Azsurance

Manufacturing WT

F— LulsAﬁ

220K 440K EEOK 220K

2.2M 4,40 E.EM 8.2M

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 Process tab, to view a list of the top
five employees with the most work hours in a certain process, click any of the processes
(in this example, Research & Development). Note the update in the secondary analysis:

Select KPls | Categorie|

Active Tazks | | Work Order | | Batch | | Part

Design

Research & Developrment

Manufacturing AfA

Guality Assurance

Manufacturing WT
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Top Count V‘ | 5 ‘

Select KPls / Categories |Costs Base Period Al Q

Active Tasks Wiork Order Batch Part Process LH TR

o _ R
Research & Daveloprment E WATSON BRENDAN

Manufacturing Afa ‘ CARTIER SHIRLEY

I

Quality Assurance ‘ JORDAN ANDREW

Manufackuring WT SHEPPERL: MATFE

2.2M 4.4 & 6M 8.8M 150K 220K 420K E40K

b. Continue any further analysis if needed.

0 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.

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

O To return to the main screen, from the main toolbar, click Home .
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Creating User-Defined Analysis Screens

Overview

The User-Defined Analysis screens enable you to create custom reports for either daily or
pay period report types for the attendance level (as derived from the TimeKeeper module)
and job allocation/labor distribution level (as derived from the TimeCosting module). 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.

Being able to pivot and aggregate data in so many combinations provides a clear and
tremendous insight into your company; you can easily view totals across attendance, tasks,
projects, etc. The results are custom reports displayed "on the fly." The entire procedure
from concept to creation can take seconds. Each screen offers literally hundreds of
possibilities. The functionality resembles that of MS Excel's pivot table. Additionally, the
User-Defined Analysis screens add valuable functionality by enabling you to shape and
design your screens the way you want; for example, you can switch the X and Y axes.

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

e Drill down for a more detailed picture, or conversely, drill up for the "big picture"

Examples and Possibilities of the User-Defined Analysis Screens

e Display overtime data for a specific year per weekday, department and even

employee.
20058
[ OverTime
Al
Monday Tuezday  \Wednezdar Thursday Friday Saturday  Sunday
Electrical 16.17 18.17 16.17 18.17 1617
Management 22.24 25824 32.24 3524 4037
B Azzembly §0.00 67.50 60.00 67.50 §0.00
Elzctrical §0.00 §7.50 §0.00 87.50 §0.00
Management 1617 1817 16.17 18.17 1617
B Painting CARTIER SHIRLEY 20.00 Z2.50 20.00 2250 20.00
CLARK ARTHUR 1367 18.00 13.67 26.67 13.67 - 111.28
SEINFELD TED 3250 40.00 32.50 40.00 32.50
WWATSON BRENDAN 16.17 1817 1617 1817 16.17
Quality Assurance 5367 §3.00 53.67 7187 5367
[ Aszzembhy 33.50 43.00 32.50 40.00 32.50 41.00 110.00
Customer Service 17.87 22.00 17.67 39.67 1487 - 111.28
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e Display project hours for a specific year, divided by quarters, per

province/department.

B Al Alberta B All Azzembly

Elsctrical
Painting

Ontaric [ All Azzembly
Electrical
Management
Quality Az=zurance

Quebec [F All Electrical
Painting
Cluality Azzurance

Elz004

EH2004/01

ALTIMA A~
Type

4,108.14
48 858.23
52,318.88
G4, 78585
40,554.45
11,006.45
27 642.56
1488242

445571
30,356.27

[@2004/02 200403
ALTIMA A~ ALTIMA A-
Type Type
404611 1,524.90
4334818 35 612,90
4932735 40,095 87
ST.01511.  191675.39
3795077, 11431554
13,215.06 32,169.88
24326.34 47 503.30
2125024 3726274
5,315.10 1,013.60
45,978.97 37,179.80

H2004/02

ALTINA A
Type

44 38877
45 582.99
No414.14
189 045.93
g1,447.80
71,151.10
63,543.50

47.738.04

e Display the same data, but add a colorful pie chart for an additional representation.

200473, ALTIMA A-Type ——

Z004/02, ALTIMA &-Type

-2004/G4, ALTIMA A-Type

200471, ALTIMA A-Type

B2004
E2004a1
ALTIMA A~
Type
E Al Alberta ] All Azzembly 410814
Electrical 4865823
Painting 52313.23
Ontaric [E Al Azzembly §4788.85
Electrical 40,554 .45
lManagement 11,008.45
Quality Az=surance 27,642.56
Quebec B All Electrical 14,892.42
Painting 445571
CQiality A==urance 50,355.27

HZ004/02 H2004/03 E2004/04

ALTIMA A- ALTI

A A- ALTINA A-

Type Type Type
404511 1,534.90 -
48 84815 35,615.80 4432877
49 327.35 40,095.87 45 582.99
8701511 191,676.39 310,414.14
3795077 114,315,584 189,049.93
13,315.08 34,168.88 81,447.80
24326.34 47,503.30 71,151.10
2135024 3728274 63,543.50
5,315.10 1,013.60 -
45978.97 37179.80 47,728,048

e Add a column displaying column total, and highlight the column name in the

color/font of your choice.
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Ez00=

[H2004/01 H2004/02 H2004/03 H2004/04
ALTIMA &- ALTIMA A- ALTIMA A- ALTIMA A-
Type Type Type Type
Bl &l Alperta Bl Al Azsembly 4108.14 4,045 11 1,534.50 -
Electrical 4865823 48,848.15 35,615.90 44 288,77
Painting 52,318.88 49 327 35 40, 095.87 46 582.99
Ontaric B All Azzembly 64 7859.85 6701511 191 ,676.39 210,814.14
Electrical 40,554 46 37 950,77 114,315.54 188,049.53
Management 11,005.45 13,315.06 34,169.88 51,447 80
Quality Azsurance 2764256 24,326.34 47,503.30 71,151.10
Quebec E All Electrical 14,882,422 21,350.2¢4 37,283.74 63,543.50
Painting 4,459.71 5,315.10 1,013.80 -
Quality Azsurance 50,358.27 45,978.57 37,179.80 47,728.04

= Total
ALTIMA A~
Type
9,685,158
177,512.04
188,325.09
633,855 .49

381,870.70

10,786.41
182,254.08

e Display the same data with different dimensions. The following displays project
hours for a specific year, divided by quarters, per province/department.

Ez00s
E 200401 FHZ2004/02 HZ2004/02 FH 2004/
ALTIMA A- ALTINA A- ALTIMA A- ALTINA A-
Tvpe Type Tvpe Type
B Al Alberta Az=embhy 4108.14 4,045.11 1,534.90 -
Electrical 48 658 23 48 843 15 35,615.90 42 3BTV
Painting 52.318.58 49 327 .35 40, 09587 46 532.99
Ontario |Azzembly 54 785,85 a7,015.11 191 ,676.35 310,414.14
Electrical 40,554 45 37 95077 114 31554 189,045 .93
Management 11,006.45 13,315.06 34, 189.28 §1,447.20
Quality Azzurance 27 642 56 24 326.34 47 503.30 71,151.10
Quebec Electrical 14 852 42 21,350.24 27 25274 63,543.50
Painting 4 455,71 2,315.10 1,013.60 -
Cluality Az=urance 50,356 27 46 573.97 A7 17580 47 72504
e The following displays the same, but without any indication of province.
E2004
Ez2004/01
Ez00402 E2004/03 Ez004/04
E 012004 E02/2004 E 032004
ALTIMA A- ALTIMA A- ALTIMA A- ALTIMA A- ALTIMA A- ALTIMA A
Type Type Type Type Type Type
B Al Aszembly 26,203.91 19,£91.08 23,203.00 71,061.22 193,211.29 310,414.14
Electrical 3523517 32 43258 3543538 108,149.18 18719518, 286,883.20
Management 474510 2,957.74 2203681 13,315.06 34,169.88 61,447.80
Fainting 3874222 35,303.78 39,915.58 §5,271.49 £7,398.42 108,001.85
Quality Azsurance 2562521 27 606.76 24 765.86 71,305.31 B84,583.10 116,880.14
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Drilldown Functionality

The user-defined analysis screens enable you to turn any chart into a major source of

knowledge and information. You can widen your view of any chart by drilling down for a

more detailed picture, or conversely, by drilling up for the "big picture". Consider the

following examples, displaying project hours per pay period:

Bi-Weekhy onthhy semi-Monthy | [FWeekly
101,015.33

35734231

[ Amano
LTT

-15,239.710 2TITAT

Note what happens when drilling down per pay period (bi-weekly) — you receive a yearly

breakdown:
B Bi-Weeskhy .
HMonthly  FSemi-Montty  [HWeekly
FH2000 m2001 H2002 FH2003 FE200s H2005 @ 2008 FE 2007 F2008 H 2009
[H Amano | 17,569.34. 2037267 957993 1840055, 1398514, 1249625 -751.00 1,159.73 - - -
HLTT 45 08262 2991413, 36,00966, 44238215.250,713.85. 51,4023.12 43 82275 -3E1223 1525870 27377 -
Then, if you drill-down per year, you receive a monthly breakdown:
ElBi-Weekhy
[E12000
01/2000 02/2000 03/2000 04/2000 05/2000 06/2000 07/2000 08/2000 09/2000 1042
(27121995 - (10/01/2000 - (24/01/2000 - (07/02/2000 - (21/02/2000 - (06/03/2000 - (20/03/2000 - (0:3/04/2000 - (17/04/2000 - (014
08/01/2000) 23i01/2000) 06/02/2000) 20/02/2000) 05/03/2000) 18/03/2000) 02/04/2000) 16/04/2000) 30/04/2000) 140
H Amanc 393.59 77225 455.15 T95.67 788.52 781.19 -348.88 -24.00 808.48
LTT -1,283.35 287849 1,393.26 3,766.74 227818 -308.21 235723 2,24480 281454
Drill-down per plant for a breakdown per site:
ElBi-Weekhy
E12000
01,2000 02/2000 03/2000 04/2000 052000 08/2000 07/2000 08/2000 09/2000
(27121999 - (10/01/2000 - (24/01/2000 - (07/02/2000 - (21/02/2000 - (06/03/2000 - (20/03/2000 - (03/04/2000 - (17/04/2000
08/01/2000) 2301/2000) 08/02/2000) 20/02/2000) 05/03/2000) 15/03/2000) 02/04/2000) 16/04/2000) 30/04/2000)
H Amang 393.59 T12.25 456.15 79567 788.52 781.19 -343.88 -24.00
B LT CAPE TOWN 112.00 -255.83 193.83 426.00 283.39 183.50 481.37 148.86
HQ -1,290.35 1,488.30 -22.12 1,639.19 350.71 -2,147.33 23378 1,551.72 1
New “ork -314.50 420.33 210.33 42033 420.33 420.33 420.33 42033
[H Toronto 209.50 1,223.68 1,011.21 122121 1,221.74 1,223.68 122174 1,22368 1
Drill-down per site for a breakdown per department:
EI5-Weskly
E2000
01/2000 02/2000 03/2000 04/2000 05/2000 06/2000 07/2000 03/2000
(272115999 - (1040172000 - (24/01/2000 - (07/02/2000 - (21/02/2000 - (06/03/2000 - (20/03/2000 - (03/04/2000 -
09/01/2000}) 23/01/2000) 05/02/2000} 20/02/2000) 05/03/2000) 19/03/2000) 02/04/2000}) 16/04/2000)
[ Amanc 393.59 T72.25 45615 795.67 788.52 781.19 -348.88 -24.00
= LTT & CAPE Electrical — _ _ _ - — — —
c
TOWN | & 1anagement 112.00 25583 193.83 486.00 283.39 193.50 43137 148.86
HQ -1,280.35 1,488.20 -2212 1,639.19 350.71 -2,147.33 23378 1,551.72
New York -314.50 420.33 21033 420.33 420.33 420.33 420.33 420.33
[# Torento 209.50 1,223.68 1,011.21 1,221.21 1,221.74 1,223.68 1,221.74 1,223.68

And finally, per employee:
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E1Bi-Weekhy
E12000
01/2000 02/2000 0312000 04/2000 05/2000 06/2000 0712000
(27112/1999 - (10/01/2000 - (24/01/2000 - (07/02/2000 - (21/02/2000 - (06/03/2000 - (20/0312000 -
09/01/2000) 23/01/2000) 06/02/2000) 20/02/2000) 05/03/2000) 18/03/2000) 02/04/2000)
@ Amano 39258 772.25 45515 795.67 788.52 781.19 34388
E1LTT E CAPE [ Elecirical | SMITH JOHN ~ -
TOWN 5 Managemen| BURNS DAVE1006 112.00 25583 193.83 486.00 283.39 193.50 481.37
JONES RICK 7777 -
HO 129035 1,488.30 2212 1,639.19 350,71 214733 233.78
New York a5 2033 210.32 420.33 420.23 £20.23 420.33
[ Toronto 208.50 122388 101121 122121 1,221.74 122368 122174

User-Defined Screens 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 corporate hierarchies.
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Daily Data Analysis Screen

+ Dally Dats Anabysis

' Timettespar Module: | TimeCostng Module | Shifts Data Analysis | Orpanizabion Structurs (Detailed)

[ten Psees [S% (0 vu [Toewsrer] fostom |, wmen & ||

Al

Designes x 2000 @2
Croera Eater = || Bl Amano - -
|| EBLTT o 5

On Columns ™
Li BN - -1 - -

1 Dates irarchy
155 On Rowa ™
1-'-!‘.' Conporsie Hiararchy
1 Shioers:

1 Pay Categories Groups

1 sbsomce Groups

1 CONTRACT farn. & ADsence Rus
i By Types

1 Enary

1 Exit

& PROFS (Profession Codes!Shares

Yy
=

| Organization Sarucsure
L STES (Sive Codes/Shared)
1,|;[ PLANTS (Plant Codes/ Shared)

|5 DPARTMNT [Dept. Definitions- Sha

B |

E

v

Organization Structure
|1d SITES (Site CodesiShared)
;Ig"_ PLANTS {Plant CodesiShared)
E DPARTMNT (Dept. Definitions/Shared)
];g: Corporate Hierarchy (History)

2 EMPLOYEE (Employee Details/Shared)

| 2 EMPLOYEE (Employee Details/Shared)
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Pay Period Data Analysis Screen

~ Pay-Period Data Analysis

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

1imeTeECH

I save [ saveas.. [S)[8 | o [[] Designer| 7, options | Highignts &7 | o

Designer x EBi-Weekly Monthhy Semi-Montly | [ Weekly

Criteria Editor - Amane = = = —

LT - - - -
@ On Columns ™

HA - -1 = = = -

ng Periods £

[ on Rows ¥
ng Corporate Hierarchy £
V4 Slicers

Measures

Ll:_): Pay Categories Groups

lcf absence Groups
E CONTRACT (Attn. & Absen

I PROFS (Profession Codes:

[of First Sort

lcf service Eligibility

I FIFo
I Gil

[of Sort Code #5

Organizational Structure
LE_): PLANTS (Plant Codes/5har
Lt_ﬁ" SITES (Site Codes/Shared)
lcf DPARTMNT (Dept. Definitio

LE_T_ Corporate Hierarchy (Histc

EMPLOYEE (Employee Deta

2% EMPLOYEE (Employee Deta
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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 Opens another (movable) instance of the Designer pane
Selection
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.
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

NOTE: The Pay Period Data Analysis screen contains fewer selections in the Dimensions
area.

Designer

Criteria Editor hd

|

B On Columns ¥

[r_): Dates Hirarchy

HH on Rows

[r_): Corporate Hierarchy

W2 Slicers
Meazures

[r_): Pay Categories Grou

absence Groups
CONTRACT [Attn. & £
Day Types

Entry

Exit

PROFS (Profession C

Week Day

R EEEERERE

Weeks

lof First Sort

lf service Eligibility
[ FIFO

I il

i SortCode #5

Organization Structure —
[r_): SITES | Site Codes/SF
[r_): PLANTS (Plant Codes:

[ DPARTMNT (Dept. De
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TIP: To collapse any section of the Designer pane, click that section's heading once (to revert
to expanded form, simply click the heading again).

ﬁ First 5o

1 Service Eligibility

1o FIFO

1 il

1l Sort Code #5

[1’_]: SITES [ Site Codes/Shared)

Organization Structure ==

Organization Structure
]Q: SITES [ Site Codes/Shared)
L[:]: PLANTS (Plant Codes/Shared)
If_i DPARTMHNT (Dept. Definitions/Share:
ﬁ Corporate Hierarchy (History)

s EMPLOYEE (Employee Details/Share

E EMPLOYEE (Employee Details/Share

T,l‘_)'_ PLANTS (Plant Codes/Shared)

You can click the Shortcut button on the top toolbar to close the Shortcut pane. This
provides you with more space to comfortably view and work with custom reports.

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,
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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
(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.
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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 can be summed up as follows (note that this chart is only a summary
and the following numbered procedure provides a detailed expansion):

@) ®) © © ®)

®

Select Daily or Select Select criteria Generate report Select filters
Pay Period TimeKeeper or for analysis
TimeCosting ™ ™ 1
tabs

Perform
additional
options

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

1. From the Home pane, from the User-Defined Analysis area, click Daily Data
Analysis. The Daily Data Analysis screen appears, set by default to the TimeKeeper
Module. The TimeKeeper Module screen in Daily Data Analysis enables you to
create custom reports for daily periods for the attendance level.

The main grid displays years (columns) and the corporate hierarchies (rows). Note
that the corporate hierarchy appears as rows and the dates appear as columns.

NOTE: The Pay-Period Data Analysis screens display period as weekly, bi-weekly,
monthly, and semi-monthly.
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TimneTEcH

+ Daily Data Analysis ] 1i1€E€TECH

f ,
TimeKeeper Module  TirmeCosting Module  Shifts Data Analysis | Organization Structure (Detailed) L

I save {dSaveas. |Ch| %2 [B &4 Options | | Highlights &7 @,

Designer x HE2000 Hz001 H2002 @002 M2004 E2005 2008 E2007 H2008 Hz2008
Criteria Editor ~ || Amane = = -
LT — — -
NA -1 = — —

>

[d oncolumns

LQ Dates Hirarchy

5 on Rows ¥

[g: Corporate Hierarchy

W5 Slicers
Measures

[Qj Pay Categories Groups

]g absence Groups

lg: CONTRACT (Attn. & Absenc
1o Day Types

]g Entry

15 Exit

]Lj" PROFS (Profession Codes/t
]g Week Day

17 weeks

]gj First Sort

1 service Eligibility
1 FiFo

1 il

1 sortcCode %5

Organization Structure
]gj SITES (Site Codes/Shared)
]g PLANTS (Plant Codes/Share

[Q: DPARTINT (Dept. Definition !

2. From the Measures section in the Designer pane, click Pay Categories Groups. The
Dimension Selection screen appears.

3. Inthe Tree pane, expand the Measures hierarchy, select how you want to analyze
your corporate hierarchy:

e Measures are standard in this application per for every corporate hierarchy, and
are not customer-specific

e Pay Categories are flexible and differ per corporate hierarchy. The content in
Pay Categories is customer-specific.
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a Dimension Selection -- Webpage Dialog E|
F ennrle: ruup:

Tree Find Selection F Clear

Sort By: Narne:| --------------------- V| 3 [w Higrarchize Selection Order By -

= A (| k2l Total Attn. @
% D Al |JLJF-\||:‘FE|"|

=1 @ (] Measurss

[1 Attendance (Children)
@ [ Paid Attn,
i@ [ Total Attn.
@ [ Total Wags
[ Attendance - Daily
[ Calculated Measures
[ Calculated Meazures - TC
[ Calculated Meazures - TK
[ Costs
(] Duration
[ Expenzes
[ Late And Early Entries
[ 0n Call and 5P Call
[ 0n Call and SF Call - Period
|:| Others
[ Others - Perind
) [] Over Time - Daily b

) ) ) & R R
SECHHGESOEENE

& Apply k] Close

4. Click Apply.

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

grid:

H2000 [©2001 [@2002 [©2003 [©2004 [@2005 [©2006 [©2007 [@2008 (2009
Amano 216248 271600 1955.00 205848 192116 171536 189625 14625 0.00  620.71
ELTT 3240474 2547219 2238384 2351949 2583556 3955283 4051125 321750 141571 10,979.28
ENA--1 - . — - - -~ 10.00 0000 -

5. 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
e Exit and entry times
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This example filters the previous example - total attendance per year — by showing

attendance on Thursdays only.

H2000 H2001 HZz002 HZ002 HZ004 HZ002 EH2006 EH2007
B Alll 3456823, 47,588.19. 4433864, 45577.97 47,746.72) 41268.04, 4240750 337375

Designer

Criteria Editor A

>

IQ: Corporate Hierarchy

@ Slicers
2} Dimension Selection -- Webpage Dialog

Measure

Pay Cati i
1 Pay Categories Find Selection & Clear

_Sort By: Name: [¥ Hierarchize Selection Order By -
IJ:_T. absence Groupsg B ' CTa ﬁ Thursday G
Bz [ 4l (Children)
1 CONTRACT (Attn @ [1Monday
@ [ Tussday
1L pay Types & O wednesday
TQ: Entry ' 'h.uredan,r
@ (Friday
1o Exit @ [ saturday
@ [ sunday

15l PROFS (Professi

dil Week Day
e —r ]

& weeks

& First Sort

1 Service Eligibility
1l FIFO
1@ Gi

1 SortCode#s

| 3 2oy || & Close |

Note the change in the grid:

Shifts Data Analysis = Qrganization Structure (Detailed)

@ s Options |, Highiights &7 | | [a]|
2000 [@2001 [E2002  @2003 @004 [@2005 (2006 [@2007 @200 [@2009
Amano|  44234) 432000 416000 43371 45385 36964  389.50 2625 0.000  103.10
LTT £395.2¢. 28911.00 BS25EE 914253 1042858 544655 528300  S7T.S0. 232500 2,083.4D
MA-1  — - - . . _ _ . _ -
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NOTE: After a dimension or any other criterion is selected from the Designer
&
£

pane, a "thumbtack" icon appears adjacent to that selection.

[r_): absence Groups

[Q CONTRACT [(Attn. & Absence
ﬁ Day Types

o Entry

lo Exit

[r_): PROFS (Profession CodesiSh

[r_): Weeks

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

linieTecH

hifts Data Analysis = Organization Structure (Detailed) 1

nner goptiuns , Highlights e

[HZ2000 HZ001 Fz2002 #2003 H2004 HZ005 Fz2008 FE2007 HZz008 H2
B Amane Bl HQ [ Electrical 442 34 432.00 415.00 43371 453.95 369.64 389.50 26.25 0.00
ELTT CAPE TOWN 63275 783.82 833.85 24282 950.57 TTE.24 783.00 52.50 89.50
B Ha B Assembly 51150, 198550, 2,016.00, 203525, 238250, 1876.00, 194750 131.25 0.00
Electrical 94500, 158409 15% 88 181800, 188881, 151544 155800 105.00 11.00
Management 412.50 405.58 352.00 395.08 491.25 366.00 385.50 26.25 0.00
Painting 165045, 1,577.07. 166925 183787, 1890874 157754 140500 105.00 54,00
Qualty Assurance 141214 1,719.58 1,608.00 167544 186292 155558 1,558.00 105.00 0.00
New York 45275 38791 407.50 47875 45383 393.98 385.50 26.25 48.00
Bl Toronto 458.15 452 .45 401.40 457.12 44317 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. At this point, there are two approaches to displaying and working with the data in
the grid.
e You can continue with the basic functionality by displaying a single X dimension
opposite a single Y dimension in the grid, while using one filter as a main criteria.

or

e You can use sub-dimensions by remaining with a single Y dimension, and adding
multiple X dimensions. For example of this, you can display attendance per
individual employee. Drag Employee from the bottom of the Designer pane to
the desired location in the grid.
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+ Daily Data Analysis

F 1
TimeKeeper Module TimeCosting Module  Shifts Data Analysis  Crganization Structure (Detailed)

I—Il] Save | Save As.. |[Eh | '\-’ |gner Highlightz ’ | _|
Designer EZ000 @E2001  E2002  @2003 2004 2005
Criteria Editer - 48234) 432000 416000 43371, 45395 369,
(BT IR s e ] 0SS S
Ig Corporate Hierarchy [ MA - 1 - - - - -
W3 Slicers
]g Pay Categories Groups =]

]g absence Groups

]g CONTRACT (Attn. & Absence Rules/l
& Day Types

& Entry

1o Exit

[L_): PROFS (Profession Codes/Shared)

18 wieek Day 1

]g Weeks

1 First Sort

1 Service Eligibility
& FIFO
1o Gil

1t sort Code #5

Organization Structure
[L_Zf SITES (Site CodesiShared)
]Q: PLANTS (Plant Codes/Shared)
]g CPARTMNT (Dept. Definitions/Sharec
]g Corporate Hierarchy (History)

| == EMPLOYEE (Employee Details/Sharec ]

25 EMPLOYEE (Employee Details/Sharec

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

EZ000 2001 2002 2003 2004 Hz2005 2008 Ez007 20028 2009

Arman 71 45385 350 .64 389.50 2625 0.00 103.10
LTT Add Dimension B=fore 3. 1042955 8 448 55 & 283.00 E77.50 23250 2,083 .40

Add Dimension After I e o T B - U
MNA - - = = = = = =

Replace Dimension
Replace and mave Amano to Slicers
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Option Explanation
Replace Replaces the most recent dimension with the new.
Dimension

Add Dimension
Before

Places the new dimension before the currently-existing selection in the
grid

Add Dimension
After

Places the new dimension after the currently-existing selection in the grid

Replace and
Move to Slicers

(Same as Replace Dimension)

This example displays the results of selecting Add Dimension Before.

all & Amano

2000 FZ001 2002 F2008
432.00 416.00 0.00
&,911.00 232.50

B LTT

B A - -1 —

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

Bl all BAIG SAIRA
BURNS DAVE1006
BURNS DAVETTTT
CARTIER SHIRLEY
CLARK ARTHUR
CURRAN NANCY
DOUGLAS BOGDAN
FAZIO MERCEDES
HILLMAN JAKE
HUSTON GRACE
JORDAN ANDREWW
MASTERS STEWVE
MONROE JANICE
WA - 222
PARRA LUISA
PERRICELLI JOANMNE
PUGLIESE NICHOLAS
ROCCA LUISA
SAMPAT ORLANDO
SEINFELD TED
SHEPPERD MATT
SMITH CHRIS
SMITH JOHN
SMITH JOSEPH
WATSOMN BRENDAN

Ez000 B0 H 2002 E2003 E 2004 HZ005 H 2008 Hz007 EZ2008
LT 170.75 403.50 408.00 404.00 380.00 389.50 26.25 ([
LTT L2228 32324 42588 423282 38324 393.50 26.25 8¢
LTT = = = = = = = - -
LT 316.50 403.50 410.78 385.50 (
LTT £57.45 396.22 408.00 389.50 [
LT 128.50 403.50 392.00 389.50 (
LTT 462.75 387.91 407.50 385.50 af
LTT 258.50 403.50 400.00 389.50 (
LT 125.50 354.00 416.00 389.50 (
LTT 74.00 380.50 408.00 389.50 (
LT 432.00 393.09 382 .66 389.50 11
LT £00.00 450.50 400.00 389.50 -
LTT 458.15 401.40 236.50 30
NA - -1 - - - - -
H Amanc 24734 432.00 415.00 389.50 [
LTT 384.50 400.00 389.50 (
LT 137.50 403.50 408.00 389.50 -
LTT 3450 403.50 408.00 389.50 (
LT 88.00 403.50 400.00 389.50 (
LT 23175 345.00 433.50 236.50 (
LTT 412.50 405.58 3592.00 389.50 [
LT £38.14 472.08 400.00 389.50 [
LTT 210.50 405.58 408.00 389.50 (
LT 298.50 403.50 400.00 389.5 (
LTT 22475 432.35 417.00 389.50 =

10. Right-click any dimension in the grid for more menu options.
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2':”:”:' mannd | rm Wl IT|"!|'||:|3 2':”:"‘- 2[
Bl all BAIG SARA LTT 171 04.00 £29.00
BURNS DAVE1008 LTT 424 Isolate 42,92 45937
BURNS DAVETTTT LTT _ Eliminate _ -
CARTEER SHIRLEY LTT 3g  ZoomTo " 1525 499.00
CLARK ARTHUR LTT 457 ¥ Dimension Selection, .. 49 22 244 57
A AMCY HLTT > . 45
CURRAN MANCY L 12% Display totals 12.00 50.00
DOUGLAS BOGDAN [ELTT 457 I79.75 493.83
FAZIO MERCEDES LTT p5g 43 Functions... * Ma00.  479.00
Mamed Set
HILLMAN JAKE LTT 128 fX| Named Sets 12.00 490.00
HUSTON GRACE LTT 74% 1 Descending 04.25 45175
Al .
JORDAN ANDREW LTT 433 21 Ascending L3200 455 51
MASTERS STEVE LTT 401 MemberDesian 23.00 450.00
MONROE JANICE LTT 488 I57.12 443 17
© Properties
M, - 222 M, - -1 - E P h -
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. See Adding a
Function to an Analysis.

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

(for employees) View details for each employee
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Additional Options

Adding a Function to an Analysis

1. From the grid, right-click any dimension, and select Functions > New from the drop-

down menu. The Functions Editor screen appears.

MASTERS STEVE B ITT AN 00 A5G0 50 AN 00
MONROE JANICE

hA - 222 Isolate

PARRA LUISA Eliminate

PERRICELLI JOAMI ZoomTo

PUGLIESE NICHOL o, Dimension Selection...

ROCCA LUISA Remove Dimension
SAMPAT ORLAND Set MASTERS STEVE as Filter
SEINFELD TED
Display totals
SHEPPERD MATT
SMTH cHRis Q] Functions.2)
o0 % Mamed Sets
SMIMH JOSEPH MemberDesign

1A
VWATSOM BRENDA EF Properties

2 Function Editor -- Webpage Dialog

unction or

4733 00

450 00

Name: | | Format:

Simple ‘ Advanced

Selve Qrder: I:I Dimenzicn: EMPLOYEE (Employee

& Clear

@ Operands
£l + (Plus)

: ‘B - (Minus)
=] / (Divisien}
=] * (Times)
% Literals
-5 String

te [ Mumber
1 Members
D all

% Apply

ﬁ Close [7]

e In Name, enter a name for this function.
e In Format, select #,#.

e In Members, expand the hierarchy to select the values or objects.

e |n Operands, select the mathematical operand involved.

To display a column combining the totals for 2004 and 2005, the Function Editor and its

output would look like this:
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2 Function Editor -- Webpage Dialog
P

Name; |D4+DE | 3 Format: - Solve Order: I:I Dimenzicn: Dates Hirarchy

J Simple ‘ Advanced
& Clear |

7 Ujpe"a”ds 2004 + 2005
: + (Plus)
£l - (Minug)
] { (Division)
e [2] = (Times)
;IQ Literals
[ String

i [Z] Number
'[j_j: Members

E|..’._‘E]'“"

All

[ 2000
-3 2001
&-[3-- 2002
&3 2003
E-[-- 2004
&-[3-- 2005
E-[T- 2008
&-[3-- 2007
&3 2008
H-[ -~ 2008
4. 08+09
4. Average per Year

| 3 oply || ) Cose [

EH2003 E2004 Hz00s E2008 2007 E2008 EH 2009 [F04+05 Total |
Bl all BAIG SARA LT 0 404.00 485.00 380.00 3859.50 2625 0.00 102.50 269, 3919385
BURNS DAVE1006 LTT |5 442,92 458.27 35224 393.50 26828 89.50 107.10 883, 4331.15
BURNS DAVETTTT LT = = - - - - 103.10 - 11341
CARTEER SHIRLEY LT 5 41528 455.00 384.00 385.50 2828 0.00 102.50 2883, 4082898
CLARK ARTHUR LT 0 44322 44457 391.80 389.50 2625 0.00 103.10 836, 420930
CURRAN NANCY LT 0 412.00 430.00 372.00 3859.50 2828 0.00 102.50 862, 3,850.598
DOUGLAS BOGDAN LT 0 47973 4538.83 393.98 385.50 26.25 48.00 108.50 893, 441278
FAZIO MERCEDES LT 0 414.00 475.00 384.00 385.50 2828 0.00 102.50 843, 396398
HILLMAN JAKE LT 0 412.00 450.00 372.00 389.50 2625 0.00 102.50 862, 3,866.93
HUSTON GRACE LT 0 40425 451.75 380.00 389.50 28,25 0.00 - 242 182842
JORDAN ANDREW LT & 383.00 45561 395.44 385.5 2625 11.00 103.10 851, 412537
MASTERS STEVE LT 0 423.00 450.00 3rLnn 385.50 2828 - - 824, 407258
MONROE JANICE LT 0 45712 44317 386.79 236.50 2625 30.00 126.10 835, 4171.18
NA-222 MA -1 - - - - — — - - -
PARRA LUISA Amano 0 433.71 453.95 369.54 3859.50 2625 0.00 103.10 824, 419673
PERRICELLI JOANNE LT 0 403.00 430.78 372.00 389.50 26828 0.00 102.50 853, 4108.83
PUGLIESE NICHOLAS M LTT 0 412.00 451.00 372.00 389.50 26.25 - - 833, 370373
ROCCA LUIZA LT 0 404.00 475.00 415.00 389.50 2828 0.00 102.50 284 21048
SAMPAT ORLANDO LT 0 413.00 451.00 376.00 389.50 2625 0.00 102.50 837, 376273
SEINFELD TED LT 0 330.00 433.83 360.00 236.50 26828 0.00 102.50 849, 3933.58
SHEPPERD MATT LTT 0 3835.08 481,25 366.00 389.50 26.25 0.00 103.10 857, 413664
SMITH CHRIS LT 0 434 22 45482 402.58 385.50 2828 0.00 107.10 257 L2407
SMITH JOHN LT 0 401.00 431.20 382.00 389.50 2625 0.00 103.10 863, 3951.04
SMITH JOSEPH LT 0 405.00 430.00 372.00 389.50 2828 0.00 102.50 852 &014.78
WATSON BRENDAN LTT 0 353.50 476,24 481,74 389.50 26.25 54.00 103.10 033, 445625
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To edit or delete a function, right-click the dimensions, and select that function, and select

Edit or Delete from the menu (see below).

|[F] Designer || s options |, Highlights & || &)
E2000 [E2001 2002 [E2003 [E2004  monne  moons  mzg07  @2008 H2009 0809 1
B all BAIG SARA LTT 17075 40350  403.00) 40400 4 26.25 0.000 10250 103
BURNS DAVE1006 LTT 43235 38224 42585 44292 solate 26.25 8.50° 10710 197
BURNS DAVETTTT LT - - - - Eiminatz - - 103.10 103
CARTIER SHIRLEY LTT Mz apazo etnrs aisee 4 o® | zsze 0.000 10250 103
CLARK ARTHUR LTT 45745 39622,  408.00, 44922  { ¥ Dimension Selection... 2828 0.000 10310 103
CURRAN NANCY LTT 128500 40350 392000 412000 4 Dieplay tatals 26.25 0.000 10250 102
DOUGLAS BOGDAN [ LTT 45275 38791 40750 47975 { v Display Total atEnd 26.25 48.00  109.50 158
FAZIO MERCEDES LTT 258500 403500 400000 414.00 FEE T & - 2.50 103
HILLMAN JAKE LTT 12950 38400 41800 #1200 4fERCCre N 2.50 102
HUSTON GRACE LTT 74000 390500 40800, 404250 4o _ 03+03 '
JORDAN ANDREW B LTT 43200 20208 38285 38800 :T Descending ST
MASTERS STEVE LTT 40000 45050 400.00 42200 4 24 ascending [ ed
MONROE JANICE @ LTT 48818 25245 20120 45742 4 MemberDesin 26.25 20.00 15_3'”0&'&“ L
NA - 222 NA-1 - - . ~ |E properties - - - _
PARRA LUISA Amano | 44234, 43200 41600 43371  453§S OE9Ed 39l 26.25 0.000 10340 103
PERRICELLIJOANNE [ LTT 39975 384500  400.000  403.000 48075  372.000  388.50 26.25 0.000 10250 103
PUGLIESE NICHOLAS [ LTT 137500 40350  408.00. 41200, 46100, 372.00.  389.50 628 - - -
ROCCA LUISA LTT 31450, 402.500 40200 40400 479.00. 415000 388.50 26.25 0.000 10250 103
SAMPAT ORLANDO [ LTT 88.00. 40350  400.00 413.00) 461.00, 376.00.  389.50 26.25 0.000 10250 103

To display average amount per year, see the following (the 10 refers to the number of years

defined in the system):

A Function Editor -- Webpage Dialog

uncaon or

Hame: |Average per Year

Simple | Advanced

Format: - - Solve Order: I:I Dimenzicn: Dates Hirarchy

& Clear |

@ Operands
3 + (Plus)
= - (Minus)
= / (Division)
L [F] * (Times)
% Literals
‘[0 string

fe [2] Mumber
[l‘_]: Members

i

9. 0808
4 0408

all o f

10

B aeply || 50 Qose |
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Hz008  [@2008 E’::rerﬂge — 04-05  [@Total
000, 10250 277 869 402235
8950,  107.10 315 883 452778
~ 103.10 T 216.51
000,  102.50 293 883 418548
0.00.  103.10 307 836  4,312.40
000,  102.50 272 862 3,953.48
4800  109.50 320 893 457028
0000  102.50 284 843 4,086.48
0.00.  102.50 273 862! 3,969.43
0000 - 253 842 3629.43
11000 103.10 298 851, 4239.47
_ - 298 824! 407258
30000 126.10 302 835, 432728
0.00.  103.10 307 824 429983
000,  102.50 296 853 420933
~ - 261 833 3,703.73
000,  102.50 294 894, 423298
000,  102.50 268 837 3,865.23
0000  102.50 280 843 4,036.08
0000  103.10 298 857 423974
0.000  107.10 308 857 434817
0.00.  103.10 281 863 4,054.14
0.00.  102.50 288 852, 411728
5400 103.10 320 938, 461335

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 Custom Reports.

NOTE: Shortcut icons used to represent custom screens are different from those used to
represent regular system reports.
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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
&3 Abzences, Montreal office
&% Abzences, Cape Town
M Thursday Absences

2 [ Overtime, 2008

Defining Highlights

To highlight any exceptional values in your analyses for visual chunking, do as follows:

1. From the toolbar, click |_T_| The Highlights screen appears.

& Highlight -- Webpage Dialog

Highlight
Highlight vhen - f -1 | | | |
Imagsljl Hide Walue [~ Anernate\-‘alue| | _ooltip| |
Bold [~ | Underine [~ | talic [~ | Color III Backgreund ||:| Align | v| =
Highlights

Definition Enum Style
De...| | |Measure | | | | Image |Hide |A|ternate Value|T00nip Biold Under

£ >

= Save E Close [}

2. Inthe Highlight when row, enter the criteria that meets the highlight conditions, as
follows:
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Highlight when (quantity/value) *(equal/bigger/lesser/between) * {enter value}

For example:
Highlight
Highlight When * | Value v| |Eli§§5r v| 00.00 |

Imﬂg&ljl Hide Value [ Art&rnﬂte‘-.r’ﬂlusl:l _nnrtipl:l
Bold v | Underine [ | talic [ Enlanﬂc}:grnundEI Alignlzl [.E,

3. In Bold, Underline, Italic, Color, Background, and Align, optionally format the
displayed value.

4. When done, click the === 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.

[HZ2000 H2001 HZ2002 H2003 HZ2004 HZ2005 HZ2008 HZ2007 HZ2008 HZ2008

B all BAIG SAIRA LTT 1T0.75 403.50 408.00 404.00 439.00 380.00 389.50 26.25 0.00
BURNS DAVE1008 LT 422,25 383.24 425,85 442,92 469.37 393.24 393,50 26.25 88.50
BURNS DAVETTTT LT - - = = = = = = =
CARTIER SHIRLEY LT 316.50 403.50 410.75 415,25 488.00 364.00 389,60 0.00
CLARK ARTHUR LTT 457.45 396,22 408.00 449,22 444.67 391.80 389,50 000
CURRAN NANCY LT 128.50 403.50 392.00 412.00 480.00 372.00 389.50 2625 0.00
DOUGLAS BOGDAN LT 462.75 J87.91 407.50 479.75 4958.63 393.98 385.60 26.25 48.00
FAZIO MERCEDES LTT 258,50 403.50 400.00 414,00 479.00 364,00 389,50 26.25 000
HILLMAN JAKE LT 128.50 394.00 416.00 412.00 480.00 372.00 389,50 26.25 0.00
HUSTON GRACE LT 74.00 390.50 408.00 404.25 461.75 380,00 389,50 26.25 0.00
JORDAN AMDREWY LT 432.00 393.09 382.66 388.00 455.61 395.44 389.50 26.25 11.00
MASTERS STEVE LT 400.00 440,50 400.00 423.00 450.00 374.00 389,50 26.25 -
MOMROE JANICE LT 468.15 452,45 401.40 457.12 44517 386.79 236.50 2625 30.00
HA - 222 HA - -1 - - — — — - - - -
PARRA LUISA Amano 442,34 432.00 416.00 433.71 453.95 369.64 389,50 000
PERRICELLI JOANNE LT 399.75 384.50 400.00 403.00 480.75 372.00 389,50 0.00
PUGLIESE NICHOLAS B LTT 137.50 403.50 408.00 412.00 461.00 372.00 389.50 -
ROCCA LUISA LTT 314,50 403.50 408.00 404.00 479.00 415.00 389,50 000
SAMPAT ORLANDO LT 88.00 403.50 400.00 413.00 461.00 376.00 389,50 26.25 0.00
SEINFELD TED LT 431.75 345.00 433.50 380.00 486.63 360.00 236,50 26.25 0.00
SHEPPERD MATT LT 412.50 405,58 392.00 395.08 491.25 366.00 389.50 26.25 0.00
SMITH CHRIS LTT 430.14 422,08 400.00 434,44 454.92 402.56 389,50 26.25 o.00
SMITH JOHN LT 210.50 405.58 408.00 401.00 481.20 382.00 389.50 26.25 0.00
SMITH JOSEPH LT 296.50 403.50 400.00 405.00 480.00 372.00 389,60 26.25 0.00
VWATSOM BRENDAN LTT 444,75 432,35 417.00 393,60 476.24 461.74 389,50 26.25 S4.00

6. To clear the highlights, from the toolbar, click the Clear icon. EI

102.50
107.10
103.10
102.50
10310
102,50
108.50
102,50
102,50

103.10

126.10

10310
102,50

102,50
102,50
102,50
103.10
107.10
103.10
102.50
10310
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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, and select either HTML or Excel:
e If you select HTML, a page such as the following appears:

B & @0 B I U & % ox

TinneTecH

iEEF Ty (1 Gy O] | |EXEINN ~ || 1 v|| &= eage Break 2 select Al

On Columns

Dates Hirarchy Al

On Rows

EMPLOYEE (Employee DetailsiShared) al, al

Corporate Hierarchy All
Slicers

Measures Quantity
Modules Attendance
Date/Period Daily

Abs Dim Al

Vieeks Al

Pay Categories Groups Total Atin
Vieek Day Thursday

2000 2001 2002 2003 2004 2006 2006

Amano 432,00 43371 5

all LTT 6, 8,311.00 8,
NA - -1 -

BAIG SAIRA LTT

BURNS DAVE1008 LT

BURNS DAVETTTT LTT

0

2007 2008 2008

26.25/ 0.00, 103.10
0 577.50/232.50 2,083 40
0.00, 10250

10710
10310

Daily Data Analysis - Daily Attendance

et S e e L e L L e L L e L e Ll L b ]

CARTIER SHIRLEY  LTT 10250

CLARKARTHUR LT 10310

CURRANNANCY  LTT 10250

DOUGLAS BOGDAN LT 109.50

FAZIO MERCEDES  LTT 10250

HILLMAN JAKE LT 10250

HUSTON GRACE LT -

JORDAN ANDREW  LTT 10310

MASTERS STEVE  LTT -

MONROE JANICE LT 12810

A 222 HA -4 -

PARRA LUISA Amane 10310

PERRICELLI JOANNE LTT 10250

PUGLIESE HICHOLAS LTT —

ROCCA LUISA LTT 10250

SAMPAT ORLANDO LTT 10250 -
S Pint |7

Perform the following actions if needed:

0 Change the font

0 Add numbers or bullets
0 Change the text color

0 Change the background
0 Change the font size

0 Print the page

O Insert a page break into the text

e If you select Excel, the report opens in spreadsheet form:

color

d;h Print
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Eill On Rows
s
33 |Corporate Hierarch All

kLY Slicers

Measures Cuantity

Modules
Date/Period

Abs Dim All
Weeks All

Pay Categories Groups Total Attn.
Week Day Thursday

A2
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Opening a Moveable Instance of the Designer Pane
To open a moveable Designer pane that you can place in your desired location, do as
follows:

1. From the toolbar, click the icon. An additional Designer pane opens in the center
of the screen.

 Daily Data Analysis ] TZ?‘Hé’TE(H
_I TimeKeeper Module ‘ TimeCosting Module Shifts Data Analysis = Crganization Structure (Detailed) E14p

I save L saveAs. || % 2 Options |, Highiights & [
Designer > 2000 H2001 Bz002 Hz003 Hz2004 E2005 2008 Ez007 HE2008 Hz2008
Criteria Editor -
~
E On Columns ¥ —
1 Dates Hirarchy & Criteria Selection — Webpage Dialog
Criteria Editor -
[ on Rows ¥ —
[ on columns ¥ —
]Q" Corporate Hierarchy
]g‘ Dates Hirarchy
W2 Slicers
i on Rows ¥
]g Corporate Hierarchy
1] Pay Categories Gt
V& slicers
g abssnos Groups [ Measures ]
Pay Categories Groups
1 CONTRACT (Attn. 1
1o Entry 1 absence Groups
1o Exit 1 CONTRACT (Attn. & Absence RulesiTK)
1 PROFS (Professio 15 Day Types
1 week Day 15 Entry
1 weeks 12 Exit
]ﬁ PROFS (Profession Codes/Shared)
Sorts
Week Da
LLJ: First Sort lg‘ % b
Cube: Lavie BI DSV
1 Service Eligibility Eleriz Lotz
Last Processed: 14/07/2008 00:17
1 FIFO Last Updated: 12/07/2008 13:54
12 Gil k] Close
1 SortCode#s
Organization Structure
{if SITES (Site Codes
1 PLANTS (Plant Cor
1 DPARTMNT (Dept. v

2. Draganywhere you wish for an easier work mode. You can close the default
Designer pane on the left to provide more work space, if needed.
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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 EZ001 EZ002 @EZ003 @EIZ004 E2008 E2006 HI2007T  [H200E  [EHZ2009
all @ Amano 442 34 432.00 416.00 433.71 453.95 355.54 385.50 26.25 0.00 103.10
B LT 589624, 891100 892665 914253 1042959, B4455 263.00 5Y7.50 23250, 2,093.40
B NA - -1 - - - - — — — — — —
After:
all
FHAmano  [FLTT FEIMA - -1

2000 447 34

6,696.24 -

2001 432.00. 3511.00 -
2002 416.00. 3,926.66 -
H 2003 43371 514252 -

2004 453.95
2005 365964, 3844555 -
2006 389.50, 3,263.00 =

2007 26.25 S77.50 -
2008 0.00 232.50 =
H 2009 10310, 2,053.40 —
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Displaying Graphs

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

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

+ Daily Data Analysis ] Imé'TECH

_‘TlmKewerMie ‘ TimeCosting Module | Shifts Data Analysis = Organization Structure (Detailed)

F14p
] save [dsaveas | S)|87 (@ |‘|‘_‘|;.5?Uptlnns| , Highiights &2 | G
Designer x x
Criteria Editor - 2000 : E
ol 200 )
[§ oncolumns~ | 200z j
12 pates Hirarchy 2003 ] ]
2004 [ )
[ on Rows 2009 /)
2005 [ )
22 EMPLOYEE (Employee 2007 [
L
]gj Corporate Hierarchy 2008 =9
2009 E
g Slicers 2.ZK 4. 4K & EK 2.8k
= all, Amano =all, LTT =all, HA - -1
1o Pay Categories Gr /' H2000 @001 EH002 @003 @004 @005 @006 E2007 @008 E2008
all H Amano| 44234 43200 41600 43371 45395  360.64 389.50 26.25 D00 10310
[ Dimensions | LT 680624 591100 892666 914253. 10429.59) 844655 8263000 S7T7.500 23250 2,093.40
1 absence Groups M-t - - = = — — — _
1 coNTRACT (Attn. &
Tg Day Types
1o Entry
1P e

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

5. To change the chart types and options, click the button on the right side of the
graph.

4>

B.BK
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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.

ny

TiTneTecH

Bl all BAIG SAIRA LTT
BURNS DAWE1008 LTT
BURNS DAVETTTT LTT
CARTIER SHIRLEY LTT
CLARK ARTHUR LTT
CURRAMN NANCY LTT
DOUGLAS BOGDAN H LTT
FAZIO MERCEDES LTT
HILLWMAN JAKE LTT
HUSTON GRACE LTT
JORDAN ANDREW LTT
MASTERS STEWVE LTT
MOMNROE JANICE LTT
MNA - 222 MNa - -1
PARRA LUISA Amano

PSP S . B

2001

403.50

183.24

FH Total
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Zoom to

Timer

ECH

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:
FH 2000 AN A0z AZ003 H2004 B

Bl all BAIG SAIRA LTT 1 40400  489.00
BURNS DAVE1008 LTT Izolate 44292 48937
BURNS DAVET777  E LTT | Fliminate
CARTER SHIRLEY LTT 3 =L
CLARK ARTHUR ~ EILTT 4 ¥ Dimension Selection, ., @
CURRAN NANCY o 1w Display totals = Date o
DOUGLAS BOGDAN [ LTT 4 » Display Totel at End TS E9EE3
FAZIO MERCEDES LTT 2 414000 479.00
HILLMAN JAKE LT 1] P Functos... " s1z.00 490.00

[ Named sets
HUSTON GRACE LTT . : 40425 4817E
JORDAN ANDREW LTT 4 :T DESCE"'_C"”E' 388.00 455 61
MASTERS STEVE LTT {21 Ascending 423000 450.00
MOMROE JANICE LT 4 MemberDesign 45712 44817
N&-222 N - EF Properties - -
PARRA LUISA B Amane  dkzse— =szov—=owu— 43371 453.95
_—— —
2uunf02 E2000/02 zunu

H all BAIG SAIRA LTT — — Ry 675 170.75
BURNS DAVE1008 LTT 108.50 11500 98,50 9928 42225
BURNS DAVETTTT LTT - - -~ -~ -~
CARTIER SHIRLEY LTT 16.00 55.00 57.00 107.50 21850
CLARK ARTHUR LT 115.30 117.00 108.00 17.15 457 458
CURRAN NANCY LTT — - 24.00 105.50 128.50
DOUGLAS BOGDAN [ LTT 112.00 117.00 117.00 116.75 46275
FAZIO MERCEDES LT — §4.00 105.00 29.50 258.50
HILLMAN JAKE LTT - - 24.00 105.50 129.50
HUSTON GRACE LTT - - - 74.00 74.00
JORDAN ANDREW LT 108.00 110.50 102.50 112.00 432 00
MASTERS STEVE LTT 92.00 85.00 105.00 107.00 400.00
MONROE JANICE LTT 117.00 117.00 117.00 117.15 468.15
NA - 222 N - -1 - - -~ -~
PARRA LUISA E Amano 8730 128.33 110.50 115,71 442 34
PERRICELLIJOANNE [ LTT 9200 104.00 57.00 108,75 25378
PUGLIESE MICHOLAS [ LTT — - 32.00 105.50 12750
ROCCA LUISA LT - 104.00 105.00 105.50 314.50
SAMPAT ORLANDO [ LTT — - - 88.00 85.00
SEINFELD TED LTT 90.00 117.00 117.00 107.75 431.75
SHEPPERD MATT LTT 96.00 104.00 105.00 107.50 41250
SMITH CHRIS LTT 109.96 116.83 11230 9858 439 14
SMITH JOHN LTT - - 105.00 105.50 210.50
SMITH JOSEPH LT — 96.00 87.00 102,50 28850
WATSON BRENDAN  E LTT 112.00 108.00 108.00 116.75 444 75
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Using Member Design

Ti71eTECH

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

defining headers, background, font colors and font size.

To use the Member Design screen, do as follows:

1. 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.

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

2 Member Designer -- Webpage Dialog

Field Designer

M General Details

Name 2000 Caption 2000- Milzstona!
Column Width [7 |

# Header Design
Background ||:| BEEEEBE | Font Color E 0001AA |
Text Align | v| Fontsize [10 -]
Bold ~d talic: r

#, Data Design
Background ||:| CCCCCC | Font Color E 330059 |
Text Align | v| Fontsize [10 -]
Bold talic: I

& Clear L save E Close

3. Click Save and then Close. The changes to the grid appear immediately:
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Fl all BAIG SAIRA LTT
BURMS DAVE1006 (ELTT
BURNS DANETTTT LTT
CARTIER SHIRLEY LTT
CLARK ARTHUR LTT
CURRAN NANCY LTT
DOUGLAS BOGDAN LTT
FAZIO MERCEDES LTT
HILLMAN JAKE LTT
HUSTOMN GRACE LTT
JORDAM ANDREWY LTT
MASTERS STEVE LTT
MONROE JANICE LTT
WA - 222 MNA - -1
PARRA LUISA Armano
PERRICELLI JOANMNE LTT
PUGLIESE NICHOLAS LTT

ROCCA LUISA LTT
SAMPAT ORLANDO LTT
SEIMFELD TED LTT
SHEPPERD WATT LTT
SMITH CHRIS LTT
SMIMH JOHN LTT
SKMITH JOSEPH LTT

WATSON BREMDAN LTT

=2000-
Milestone!
170.75

422,25

431.75
412,50
439.14
210.50
296.50
444,75

H2001

403.50

405.58
403.50
432.35

FZ002

408.00
425,88
410.7%
408.00
352.00
407.50
400.00
415.00
408.00
382 66
400.00
401.40
415.00
400.00
408.00

FZ003

404.00

ra
=]
%]

415.2%
44872
412.00
479.75
414.00
412.00
40425
388.00
423.00

45712

H200

4. Repeat for other dimensions if needed.
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Shifts Data Analysis

The Shifts Data Analysis screen enables you to view and analyze data relating to shifts
defined in your corporate hierarchy.

TBD

Da Data Ana

TimneTEcH

E T
Timekeeper Module  TimeCosting Module  Shifts Data Analysis  Crganization Structure (Detailed)

EMETECH

I save I save as.. ||y | 2 o [[] Designer] [i options | | Highights & | |l

Designer

Criteria Editor

[ oncColumns~

1&f Dates Hirarchy £

[ on Rows ¥

[g" Corporate Hierarchy

.g‘., Slicers

[ Pay Categories Gt

[ﬁ_): absence Groups
[f CONTRACT (Attn.
[ Day Types

[ Entry

1ol Exit

Lol week Day

ng Vieeks

[l First Sort

[ service Eligibility

Ll sortCode #5

Organizational Structure
[l PLANTS (Plant Cos
[ SITES (Site Codes
[l DPARTIMNT (Dept.

ng Corporate Hierarc

x

-

A

2002 H2004 2005

2007

H2008

M=z008
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Organization Structure (Detailed)

The Organizational Structure (Detailed) displays details about employees.

1. From the Organizational Structure (Detailed) screen, click Organizational Hierarchy,

and drill down for a specific employee.

/8 Dimension Selection -- Webpage Dialog

orpnre |er|lr:

Tree | Find Selection & Clear
Sort By: Name: ¥ Hierarchize Selection Order By -
= @ Al %5 PARRA LUISA. (0]
B O 4 (Children)
=1 @ (] 2mano
B O Amezno (Children)
= '@ (Ha
B O Ha children)
=] @ [ Electrical
% O Blectrical (Children)
@ VI PARRA LUISA
= @O
] @ I -
& Apply k] Close
2. Click Apply. A properties chart appears:
organizational hierarchy PLRRA LUIZL o
[a- PARRA LUISA =P
Hame Value
WID_INIT
HIRE FROM 1101887
POSITION
STREET Unknown
Cimy" Unknown
STATE Unknown
P NA
PHONE1 Unknown
PHONE2 Unknown
EMAILL Unknown
Ste HO
Department Electrical
Plant Amano
HIRE TILL 12/31/2089
Sort3 1141
Sortd 0
SCD GROUP 0
SCO_GROUP_Security 0

3. To export the chart to an Excel file, do as follows:

a. Click the icon.
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b. From the menu, select Export > Excel.
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