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Lavie TimeTech Ltd. (hereinafter: "Lavie:) technical documentation and the product(s) described herein are 
protected by one or more copyrights, patents, foreign patents trademarks or pending applications. No part of 
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Notice of Proprietary Rights: 
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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.  
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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  
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and attendance factors and share them inside and outside the corporate 
firewall. 

• A view of the Overtime Analysis by department. 

Benefits of TimeKeeper Analytics 

• Accesses and displays data from multiple modules.  

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

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

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

• Helps to spot performance trends by using analysis of KPIs. 

• 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. 

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

• 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.  

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

• 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.   
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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 

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

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

• Comparison data reports between employees 

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

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

• Hours reports data over different professions/agreements 

TimeKeeper Analytics and Security 

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

• Authentication – TimeKeeper Analytics can be accessed only by authorized users. 
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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 
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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. 
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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.  

http://www.lavietimetech.com/�
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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 
Format  

Examples  Notes 

ScreenText • Expand Master File 
Maintenance. 

• Double-click the 
Vendors icon. 

• File > Save As… 

Refers to components in the Windows or 
LavieTimeTECH product interfaces, including menu 
options, window names, field labels, buttons, and 
tab names. Also used to denote keyboard and 
mouse actions. 

Italic Resting the mouse pointer over a 
button causes its name and 
function to appear in a QuickTip. 

Used to signify new words and key concepts. 

Code • C:\Program Files\ 
• ITEM_ID 
• App.exe/ <username> 

Indicates command-line commands (including 
parameters and variables), file directories and 
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 
Help for Price Review form 

The commas indicate that these keys are pressed 
and released in the designated sequence. 

Key+Key  Press Ctrl+G to display the 
Item Detail record. 

The plus sign indicates that the first key should be 
pressed and held while the second key is pressed, 
then both keys are released at the same time. 

mailto:DocSupport@lavietimetech.com
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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  

• TimeKeeper Analytics Quick Reference Guide  
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Installation 

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: 

• Installation Prerequisites 

• Description of Installation Components 

• Creating Analysis Groups 

• Installing TimeKeeper Analytics 

Installation Prerequisites 

Prior to installation, ensure the following: 

• Timekeeper has been upgraded to TimeKeeper SQL 2005 

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

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

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

• Flash Player Version is installed on each workstation slated for TimeKeeper 
Analytics 

Criteria Minimum Requirements Recommended Requirements 

Servers 
Architecture 

1 server, hosting both TimeKeeper and 
TimeKeeper Analytics 

2 servers: 

• One hosting existing  
TimeKeeper database 

• One hosting TimeKeeper 
Analytics application 

Operating 
System 

Windows Server 2003 + Service Pack 2 

Or 

Windows Server 2008 

Database Microsoft SQL Server 2005 Service Pack 2 or higher 

Or 

Microsoft SQL Server 2008 +  SQLXML4 + Microsoft ADOMD.NET 
 (SQLServer2005_ADOMD_x64.msi   OR   SQLServer2005_ADOMD.msi (x86) ) 
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Web IIS 6.0 or higher 

Environment .Net Framework 2.0 

IIS-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 
Components 

Server 2005 Analysis Services (SSAS) 
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. 

1. 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. 

2. 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. 

http://msdn.microsoft.com/en-us/library/ms141026.aspx�
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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. 

 

Installation Procedure 

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

• There is no writing to the Registry during installation. 

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

• The installation folder size is approximately 250 MB. 

Installed Database 

• The Data Warehouse that saves all TimeKeeper Analytics data. 

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

• The OLAP cube's database. 

http://www.microsoft.com/downloads/details.aspx?FamilyID=d09c1d60-a13c-4479-9b91-9e8b9d835cdc&displaylang=en#filelist�
http://msdn.microsoft.com/en-us/library/ms141026.aspx�
http://msdn.microsoft.com/en-us/library/ms141026.aspx�
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Virtual Libraries 

There are two installation possibilities: 

• A default website  on port 80 (recommended installation ) 

• A new website with a new port (currently not supported) 

Memory Utilization 

The process uses CPU resources in the following cases: 

• Processing SQL jobs loading new data (usually a daily job scheduled to run at night) 

• Processing the OLAP cube – at the end of the daily job 

• 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: 

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

• 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 BI Group Creation (or similar) exists. 
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• If it exists, skip to step 6. 

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

2. 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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3. Click the General Menu Structure tab, if it isn't already selected. 
4. Scroll to the bottom and add a group called BI Groups Creation, as follows: 
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5. Close and then re-enter (via login) TimeKeeper. 
6. From the TimeKeeper menu bar, select Setup > Add/Edit Configuration Files > BI 

Group Creation. 

 

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

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

 

10. Click OK. Note that after creating a BI group, the group is displayed in the left pane 
of the Groups Tree, as shown here: 
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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: 

 

13. Click Save when done. 
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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: 
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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.   
2. From the TimeKeeper Analytics installation file, click BI_SET.exe. The Setup Type 

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

"Welcome" screen), click Next. 
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4. In the Select Features area, select all the features you want to install, and click Next. 

 

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

 

6. In the Setup Status screen, you can watch the installation's progress.  
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7. When finished, the BI Installation screen is displayed. Select the path of the 
directory where the BI files will be installed, and click Next. 

 

8. In the ETL Installation screen, select the path of the directory where the BI ETL files 
will be installed, and click Next. 
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9. In the Database TK screen, do the following: 
a. In SQL 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. 

 

10. In the Database DWH, in SQL Server Name, select the SQL server, and click Next. 
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11. In the Databases Intellisys screen, in SQL Server Name, select the SQL server, and 
click Next. 

 

12. In the Databases OLAP screen, select the OLAP server name, and click Next. 
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13. In the IIS 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. 
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14. In the Installation Information screen, click Next. 

 

15. When the Installation screen is displayed, wait a few moments while all the 
components are being installed. 

 

16. When done, the Installation Wizard Complete screen is displayed. Click Finish. 
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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. In the 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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d. In the 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. 
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c. In the Object Explorer tree, 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). 

d. In the databases folder, verify that  TimeKeeperBI_UDM appears. 

 

19. Run jobs according to the following order: 

• TimeKeeperBI_DWH 

• TimeKeeperapps 

• 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. 
b. 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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d. In the Job Name field, ensure that TimeKeeperBI_DWH appears, and click 
Start. 

 

20. Right-click the job and click View History. If the  sign is visible, the job is running. 

The  and  icons designate problems or problem-free usage. 
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Logging In to TimeKeeper Analytics for the First Time 

1. After installation, 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. In your web browser's address bar, enter TimeKeeper Analytics' URL, and press 
Enter on your keyboard. The login screen appears. 

 

3. Enter your user name and password, and click Login. The main screen appears. 
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Viewing System Information 

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

1. Log in to TimeKeeper Analytics. The main screen appears. 
2. 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.  

 

4. Click System Information.  The About screen appears. 
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The Version General area displays the code and last update. For any questions, 
consult your Lavie TimeTECH dealer. 
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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. 

2. 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. 

3. 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. 

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

5. 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. Log in to 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. 

 

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 . 
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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. 

 

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. 
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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: 

 

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). 
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2. 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). 

 

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

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

 
a. In Level, select Plant, Site, Department, or Employee. 
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b. In Property, select Name, and select the correct method in Method. 
c. In Method, select Equal, Starts With, Ends With, or Contains. 
d. In the entry box under Method, enter the selected method, such as the first/last 

letter, etc. 

e. Click the button. The selection/s appears in the Tree pane. 
6. To clear all selections from the Selection pane (on the right), click the Clear button 

. 
7. 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. 

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

• To view a full screen representation of a report, click the  icon. To return the 

screen to its original size, click . 

 

• In 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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This menu displays additional options, as detailed below: 

 

 

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 

 

• The TimeCosting module offers the following options: 
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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 
Resize 

Disables the full screen representation functionality. 

 
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 

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 

 

 

 

 

Stacked Bar (3D) 

 

Pie Chart (3D) 

 

Pyramid Chart (2D) 
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Donut (3D) 

 

Funnel 

 

Grid 

 

Spline Area 

 

Bar Column (3D) 

 

Scroll Stacked Column (3D) 
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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. 

 

Color Schemes 

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

Aque 

 
 

Pastel 

 

Mac1 

 
 

Lavie1 

 

Mac2 

 

Mac3 
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Before You Begin 

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

• 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.  

• 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. 
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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) 

 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  

 Theme Changes the background color scheme for the screen 

 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: 

• 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). 

• 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). 

• 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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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. In the 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.  
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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. 

 

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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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.   

 

5. Place your cursor over any of the yearly points on the line for an informative tooltip: 
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6. Click the adjacent Categories by Type tab to view the same results in column form. 

 

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

 

8. In the bottom left, in the Absence graph, click Absenteeism Indicators.  The 
Dimension Selection screen appears.  

a. Select an Absenteeism Indicator and click Apply.  
b. In the 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. 



 
 
 

 

68 
 

 

 

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.) 

 

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

 

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 KPIs screen enables you to view at a glance up to three selected KPIs per 
period and corporate hierarchy in standard "dashboard" format.  Each KPI is analyzed by 
three numeric ranges of acceptability – colorfully displayed by default as red (unacceptable), 
yellow (borderline), and green (acceptable), although you can define different colors per 
range.  Within each numeric range, you define the maximum threshold. You can re-arrange 
the color codes to suit your analysis; that is, on some dashboards a very low number can be 
acceptable (such as overtime or absences), resulting in a green (acceptable) yellow 
(borderline) red (unacceptable) configuration, as the following demonstrates: 

 

On other dashboards, a high number can be the acceptable, such as attendance, resulting in 
a red (unacceptable) yellow (borderline) green (acceptable) configuration: 

 

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

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

• A graphic column representation of that numeric chart  

To work with Monitor KPIs, do as follows: 

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

 

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. In the dashboard on the far left, in Select KPIs/Categories, click the Find  button. 
The Dimension Selection screen appears.  
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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.  

 

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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NOTE: It is recommended to enter a maximum value slightly larger than the 
actual value that you are analyzing.  

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

7. 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.   

8. 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). 



 
 
 

 

75 
 

 

 

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

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

 

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

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

  



 
 
 

 

76 
 

 

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: 

• Compare total attendance in two separate years for the entire corporate hierarchy  

• Compare lateness in two consecutive quarters for a specific department 

• 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. Select the corporate hierarchy/hierarchies you want to display. Expand the 
hierarchy to drill down, if necessary. 

b. Click Apply when done.  

3. In the Pay-Periods Comparison area, in Select KPIs/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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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: 
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The KPI Analysis by Organizational Structure area at the bottom of the screen 
displays the following: 

 

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

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

Continue to the following procedures: 

5. To drill 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: 

 

6. To view a further analysis by organization, click either of the corporate hierarchies. 
For example, click LTT to view an analysis by site: 
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7. To view a further analysis of 2004 by quarterly periods, click 2004: 

 

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): 

 

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). 

 

2. In the entry box in the top middle, select the mode by which to analyze the 
corporate hierarchies: 

• Top Count – displays the number of employees with the highest performance in 
a selected criteria 

• Bottom Count – displays the number of employees with the lowest performance 
in a selected criteria 

• Top Percent – displays the employees in the highest percentile in a selected 
criteria 

• Bottom Percent  – displays the number of employees in the lowest percentile in 
a selected criteria 

3. In the 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 KPIs/Categories, click the Find  icon. The Dimensions Selection screen 
appears. 
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5. 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. 

 

6. In Absence Types, click the Find  icon only if you have selected attendance in 
Select KPIs/Categories. From the Dimensions Selection screen, select an absence 
reason. (If you have not selected attendance in Select KPIs/Categories, leave the 
selection at ALL.) 
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NOTE: Absence Groups are found only in theTimeKeeper Module. 

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

 

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

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

as needed, and click the Go button . 

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

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

• 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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Optionally, do any of the following: 

• Click the tabs in the bottom left graph to view the results by site, department, and 
employee. 

 

• Note that after selecting the additional tabs, the Employees graph does not 
change. This is because the Employees graph is updated only by drilling down from 
one of the columns in the primary analysis. For example, in the Department tab, to 



 
 
 

 

85 
 

 

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: 

 

 

4. 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.  

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

 

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

highlighted in the Save Report screen. 

 

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

 

8. To add another report to this group, do as follows: 
 If 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. 



 
 
 

 

88 
 

 

 

9. If there are multiple defined report groups, click Save As, highlight the desired 
report group, enter the report's name, and click Save.   

 

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. 

 

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

 

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

 

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 KPIs, 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. 

 

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. 



 
 
 

 

91 
 

 

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. 
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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. 
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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) 

 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  

 Theme Changes the background color scheme for the screen 

 Refresh Update the screen with any newly entered data 

 

The Daily Jobs screen is comprised of five possible subscreens: View of, Monitor KPIs, 
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: 

• Cost 

• Duration 

• Rates 

• Quantities 

• 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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Drill down for a close-up picture. 

 

 

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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Drill down for a close-up picture. 
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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.  

 

Drill down for a close-up picture. 
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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 KPIs and 
drill down options - therefore eliminating the need to open the Dimensions selection screen 
for KPI selection. You only need to filter by date. 

 

Drill down for a close-up picture. 
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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 KPIs are: 

• Actual vs. Planned Hours 

• Actual vs. Planned Units 

Unlike attendance KPIs defined in the previous sections (see Monitor KPIs 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: 

• A numeric chart displaying an analysis of the KPI per corporate hierarchy and period 

• A graphic column representation of that numeric chart  
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To work with the Monitor KPIs, do as follows: 

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

 

Actual vs. 
Planned Hours 
(Summary) 

Both this dashboard, and its accompanying graph, contrast the allocated hours 
per project to the actual number of hours used for the task's implementation. 

Actual vs. 
Planned Units 
(Summary) 

Both this dashboard, and its accompanying graph, contrast the allocated units 
per project to the actual number of units used. These units can differ per 
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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3. In Tasks List, select the tasks. The main selections are active, non-active, and 
unknown.  Drill down to specific tasks if necessary. 

 

4. In Date, select the date for your analysis. 
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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. 

 

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

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

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 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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g. To drill 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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h. Alternatively, if you select all from Tasks List, it would appear as follows: 
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i. Click All to access an analysis of active tasks vs. non-active tasks.  

 

 

j. Select either for a further drill down analysis. 



 
 
 

 

108 
 

 

 

 

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: 

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

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

• 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. 

 

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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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. 

 

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: 

 

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

 

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

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

 

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 
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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. In the entry box in the top middle, select the mode by which to analyze the 
corporate hierarchies: 

• Top Count – displays the number of active tasks with the highest placement in a 
chosen criteria 

• Bottom Count – displays the number of active tasks with the lowest placement 
in a chosen criteria 

• Top Percent – displays the number of active tasks in the highest percentile in a 
chosen criteria  

• Bottom Percent  - displays the number of active tasks in the lowest percentile in 
a chosen criteria 

3. In the 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 KPIs/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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6. Click Apply. 

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

 

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

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

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: 

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

• 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. 

 

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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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: 
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b. Continue any further analysis if needed. 

o 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 . 
o 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: 

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

• View numeric-based charts or colorful graphs – you choose the display 

• Save any reports for further reference  

• Mark all exceptional values in a range of colors by utilizing Boolean logic techniques  

• Export all reports to an .HTML page or an Excel spreadsheet 

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

Examples and Possibilities of the User-Defined Analysis Screens 

• Display overtime data for a specific year per weekday, department and even 
employee. 
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• Display project hours for a specific year, divided by quarters, per 
province/department. 

 

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

 

• Add a column displaying column total, and highlight the column name in the 
color/font of your choice. 
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• Display the same data with different dimensions. The following displays project 
hours for a specific year, divided by quarters, per province/department. 

 

• The following displays the same, but without any indication of province. 
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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: 

 

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

 

Then, if you drill-down per year, you receive a monthly breakdown: 

 

Drill-down per plant for a breakdown per site: 

 

Drill-down per site for a breakdown per department: 

 

And finally, per employee: 
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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 
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Pay Period Data Analysis Screen 
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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 

 Export Exports the current screen data to an .HTML file or an Excel 
spreadsheet. 

 Criteria 
Selection 

Opens another (movable) instance of the Designer pane 

 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. 
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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).  

 

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 
Hierarchy 

 Enables period selection for filtering purposes 

Slicers  Displays all dimensions selected for the current report 

Measures Select 
KPIs/Pay 
Categories  

The categories available for your analysis, such as overtime 
and attendance  

Dimensions  Criteria used for filtering purposes 

Absence 
Groups 

All the absence codes defined in your system, arranged by 
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 
Structure 

 How your corporate hierarchy is structured according to its 
levels 

Corporate 
Hierarchy 

All currently active corporate hierarchies 

Corporate 
Hierarchy 
(History) 

All past (and non-active) corporate hierarchies 

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 
History 

All past (and non-active) employees 

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): 

 

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

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

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

• Pay Categories are flexible and differ per corporate hierarchy. The content in 
Pay Categories is customer-specific. 
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4. Click Apply. 

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

 

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

• Contract (attendance and absence rules) 

• Week days 

• Day types 

• Absence groups 

• Weeks 

• Professions 

• Exit and entry times 
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This example filters the previous example - total attendance per year – by showing 
attendance on Thursdays only.  

 

Note the change in the grid: 
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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. 

 

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

 

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. 

• 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 

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

Replace 
Dimension 

Replaces the most recent dimension with the new. 

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. 

 

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

 

10. Right-click any dimension in the grid for more menu options. 
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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. 

 

 

• In Name, enter a name for this function. 

• In Format, select #,#. 

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

• In 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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To edit or delete a function, right-click the dimensions, and select that function, and select 
Edit or Delete from the menu (see below). 

 

To display average amount per year, see the following (the 10 refers to the number of years 
defined in the system): 
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Saving as a Report 
You can save any screen as a report, and access it later at any time to view or modify. For an 
overview and detailed procedures of all report functionality, see Custom Reports. 

NOTE: Shortcut icons used to represent custom screens  are different from those used to 
represent regular system reports. 
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Defining Highlights 
To highlight any exceptional values in your analyses for visual chunking, do as follows: 

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

 

2. In the 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: 

 

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. 

 

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

• If you select HTML, a page such as the following appears:  

 

Perform the following actions if needed:  

o Change the font     

o Add numbers or bullets    

o Change the text color    

o Change the background color   

o Change the font size     

o Print the page      

o Insert a page break into the text  

 

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

 

2. Drag anywhere 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:

 

After: 
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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. 

 

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. 
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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. 
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Zoom to 
Zoom to adjusts the grid display and enables you to view a different hierarchical component 
– a sub-entry - of that dimension or criteria. 

To use Zoom to, do as follows: 

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

year 2000: 
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Using Member Design 
The Member Design screen enables you to change the screen display for a dimension by 
defining headers, background, font colors and font size. 

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. 

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

• 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. 

• 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: 

 

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

 

2. Click Apply. A properties chart appears: 

 

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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