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The instructions in this manual are for informational purposes only and are subject to change.
Protonic Software GmbH assumes no liability. The software described in this manual requires a
license.

The individual functions are described using screenshots. Depending on your easyjob license,
operating system or Office version, the functions and screenshots you have in your environment
may differ from this manual or may only be available in later versions.

This manual or any portions thereof may not be copied or digitally reproduced without the written
permission of protonic software GmbH.This manual or any portions thereof may not be copied or
digitally reproduced without the written permission of protonic software GmbH.

protonic and easyjob are registered trademarks of protonic software GmbH in Germany and other
countries.

Microsoft Windows, SQL and Office are registered trademarks of Microsoft Corp. in the USA and
other countries, List & Label is a registered trademark of Combit Software GmbH.

Manual Version August 2018

Documentation based on easyjob® Version 6.8.2.87

Copyright © 2018
protonic® software GmbH
Frankfurter Landstr. 52
63452 Hanau
Germany

www.protonic-software.com

https://www.protonic-software.com/en/home/
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Information about the structure
and content of this document can
be found here.

INTRODUCTION
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Important notice
This manual will help you get started with the easyjob 6 rental software Time Card module.

The development of the easyjob rental software as well as the documentation has been done
with great care. The individual program functions are constantly checked through our Quality
Assurance Process. However, errors can still occur.

Main Office
protonic software GmbH
Frankfurter Landstr. 52
63452 Hanau
Germany

http://www.protonic-software.com

Support
You can find more information about the support options on-line at http://www.protonic-
software.com/en/easyjob/corporate/support/.

In addition, there is a support forum where you can exchange information with other users. The
support forum can be found at http://forum.protonic-software.com

Training
We offer customized training programs for the following extensive topics.

To learn more, please visit our website at

http://www.protonic-software.com/en/service/training/ or contact our sales office at

sales@protonic-software.com.

About this manual
The individual functions are described using screenshots of easyjob license 6. Depending on
your easyjob license, the forms you have in your environment may differ from the screenshots
shown in the manual.

http://www.protonic-software.com/en/home/overview/
http://www.protonic-software.com/en/easyjob/corporate/support/
http://www.protonic-software.com/en/easyjob/corporate/support/
http://forum.protonic-software.com/
http://www.protonic-software.com/en/service/training/
mailto:sales@protonic-software.com
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How to use this manual
This document uses the following standards

Functions that require a license
Individual program functions are made available in your easyjob environment based on your
license. This may concern individual program functions or entire modules.

Functions that are only available in individual modules are marked with minimum-edition
symbols s, m, l or x. Some functions are limited in easyjob S. There is no indication of
this. You can find the limitations in the version comparison matrix on our website.

Functions that are only available by subscription are marked with the symbol \.

For example:

l The function is only available in easyjob L
and easyjob XL

l\ The function is only available in easyjob L
and XL with a current subscription.

easyjob-specific terms
In order to make a description better understood, in some cases easyjob-specific terms are
highlighted with a color.

For example: with the Project and Job groups, you also have the possibility to select a
Template.

Work steps, buttons, actions and menu paths
Individual work steps, actions, menu paths or clicks are separated from each other or initiated
by the symbol "p".

Buttons, menus, tabs, etc.  used in context are highlighted in color.

Example 1: Check the box in the Activating the List Editor field.

Example 2: easyjob Menu p View p Monthly Overview

Example 3: p Help

Example 4: p Ok

Reference to other chapters
References to other chapters and sections are underlined and displayed in color.

Example: See section f Important information.
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Important information
Important information is highlighted in orange and presented with a light bulb.

Example:

This information is important. This information is important. This information is important. This
information is important. This information is important. This information is important. This
information is important. This information is important. This information is important. This
information is important. This information is important. This information is important. This
information is important.

Special keys
Special keys are represented with the following symbols:

Windows key

Tabulator key

Arrow keys

Return key

Context Menu key

Escape key

Function key 1

 + A Control key. Keep the control key pressed down and press the A button.

+ H Alt key. Keep the Alt key pressed down and also press the H button

Delete key

Phrasing
In this manual and in the easyjob examples, terms such as employee, assistant, technician or
carpenter are used both for men and for women.
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Screenshot explanations
The screenshots will be explained using numbers ! " § and arrows  marked.

Screenshot highlights will be marked with orange frames.

Additional documentation
In order to make it easier to become acquainted with and consult the easyjob documentation,
we have divided it into multiple sections.

You can find an overview of all documentation on the following website.

http://www.protonic-software.com/en/service/downloads/

http://www.protonic-software.com/en/service/downloads/
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The easyjob Time Card module
offers all possibilities for time
recording and for assigning
activities to easyjob processes.

TIME CARD
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With the easyjob Time Card Analysis (TCA) module, easyjob is expanded with a time recording
functionality for in-house staff as well as for freelancers. This makes it possible to record the work
times of your employees and freelancers and carry out a qualification (which employee carried
out a certain activity for how long, e.g. for a project). In addition to recording vacation and sick
days, you can also implement individual break rules and work time modules. An automatic,
interactive recording (easyjob creates a proposed list), expense recording and various analyses
also also provided for optimal project control.
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Installation and activation
Go to the easyjob program settings to activate the easyjob Time Card module: A separate
installation is not required.

Activating the Time Card module:

1. easyjob Menu p Tools p Settings
2. p Functions tab
3. Select Time Card Analysis

4. p Ok

easyjob must be restarted to activate the settings.
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Configuration and settings

User Settings
Various user rights are available for the Time Card module.

Assigning the user rights for Time Card:

1. easyjob Menu p Tools p Manage Users
2. p Select a User
3. p Edit
4. p Rights tab
5. p Time Recording
6. Assign the desired rights

7. p Save
8. p Ok
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General settings
You can define additional parameters in the easyjob program settings. This includes the period
from which Recordings should be started and continued. You can also define if there should be
the automatic work time and/or activity recording, as well as various terminal settings.

With the work time start and end entry you can define the time frame of the presetting for the
calendar view. Furthermore, you can set the basis for Vacation calculation as well as the
rounding for the Actual hour calculation.

1. easyjob Menu p Tools p Settings
2. p Time Recording
3. Modify the desired Settings

4. p Ok

easyjob must be restarted to activate the settings.
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Assigning addresses to employees
A basis for employee work time recording is assigning an address to the respective employee.
Assigning an address

1. easyjob Menu p Tools p Manage Users
2. Select a User
3. p Edit

4. Add an address or create a new address dataset
5. p Save
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WebApp
You can find a description of how to launch the easyjob WebApp component in the f easyjob
WebApp Handbuch.easyjob WebApp manual.

Time Card Terminal
The Time Card Terminal application is installed with the easyjob setup packet. An executable
WebApp is also required.

Installing the Time Card application

1. Install the easyjob Software in workstation mode
2. Connect easyjob with your server database
3. Start the Time Card application

(protonic.easyjob.TimeCard.Client.exe from the easyjob program directory)
4. Select … to enter the WebApp-URL

In order to limit access to the Time Card application, the application is started in full screen
mode.

In order to automatically start the Time Card application if the computer is restarted, we
recommend configuring autostart.

Configuring the Time Card terminal for autostart

1. Start the Time Card application
(protonic.easyjob.TimeCard.Client.exe from the easyjob program directory)

2. p Start at Windows logon
3. Configure the Windows auto-login

The user can be authorized at the terminal using an easyjob password or an RFID card.

To readout the RFID cards, easyjob assigns the card serial number to the user. No data is
written on the card. In this way it is also possible to use other RFID objects such as alarm
device dongles with the NXP Mifare standard.

Card readers as well as custom printed RFID cards are available at our webshop or contact us
at sales@protonic-software.com

Assigning an easyjob user to RFID

1. Start the Time Card application
(protonic.easyjob.TimeCard.Client.exe from the easyjob program directory)

2. p Select an easyjob user
3. Hold the RFID card in front of the reader.
4. p Initialize

http://www.protonic-software.com/en/service/downloads/
http://www.protonic-software.com/en/service/downloads/
mailto:sales@protonic-software.com
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Work Time Recording

Concept
The conceptual idea behind the easyjob Time Card Module is to provide users with support in
assigning their activities to projects, jobs, workshop activities, warehouse work, addresses or in
sales based on automatic and/or manual work time recordings (Quantitative Recording). This
assignment is called Qualification. At the end in Controlling the recorded data can also be used
for the optimal assignment of costs to projects or for evaluating work times and costs of your
own employees and freelancers.

Terminology
Work time

The work time is the actual presence of the employee. Employee presence can be recorded
using easyjob, the easyjob WebApp or using the Time Card terminal. Break and overtime rules
can be defined accordingly.

Recording

Recording (trace) is used to determine at which time point a worker carried out which activity.
In an optimal case, the recording is automatically recorded using the easyjob IntelliTraceTM

function. The recording provides support when qualifying the activities.

Qualification

Qualification is the final definition of the cost in hours of the corresponding activity. Through
qualification, the corresponding cost as well as the type of activity is assigned to the
corresponding easyjob process. Qualifying the activities of a work day must take place within
the respective work time.
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Time Card
The Time card ! is used to manage employee master data, such as weekly work time, work
time rules, yearly vacation entitlement, monthly costs, etc. The type of employee assignment "
can be Temporary (e.g. for student help), Permanent (e.g. for regular employees working full or
part time) or Deactivated. Further work conditions (e.g. weekly hours, salary, etc.) can also be
stored only for the Permanent assignment type. You can also define if Approval § is required
by another user (e.g. supervisor) for the recorded work time and the qualification of activities.
See also f Approving work times and qualifications. You can define the corresponding right in
the f User Settings. Enter all employee master data under Working conditions $. See also f
Working conditions. Furthermore, you can record the Company affiliation %, notes and the
site.

Activating an employee's time card

1. easyjob Menu p Master Data p Addresses
2. p Select the Address
3. p Edit
4. p Time card
5. Enter the social security number.
6. p Define the type of assignment
7. p Activate Requires approval if necessary
8. p Save
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Working conditions
The working conditions are divided into General !, Cost calculation " and Rules §. In
addition to the Validity date $ (in this way, for example, you can change work time modules
during an employment period), you can define the Salary interval % (month, hour, day or
week) and the Salary &. Earnings are the monthly costs and income. This means that all
ancillary expenses must be calculated in this value. Enter the Vacation days per year / and the
individual work time model (. The automatically calculated Average ) will be directly
displayed, and this is used for calculating the monthly time recording.

Defining the working conditions of an employee

1. easyjob Menu p Master Data p Addresses
2. p Select the Address
3. p Edit
4. p Time card
5. p Edit
6. Modify the desired Settings
7. p Save

Vacation days are always calculated on a daily basis in the time recording. In program settings
you can define if the vacation calculation basis should be done based on the average weekly
work time or on a daily basis.

For example, an employee works 38 hours a week. 8 hours Monday to Thursday and 6 hours
on Friday. The daily average is 7.6 hours.

If the vacation calculation basis is Daily and the employee only takes a holiday on Friday, the
target work time for this week will be Monday to Thursday, 8 hours each = 32 hours.

If the vacation calculation is Average week work time and the employee takes a vacation day
on Friday, the average of 7.6 hours x 4 days = 30.4 hours will be calculated as the target work
time for this week.
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Cost calculation
The average calculation factor for the costs of this employee (e.g. for a project assignment) is
determined under Cost calculation !. For the projection, first define the Year ". Based on the
time card information (e.g. Mon-Fri 8 hours each), the Work days § are calculated based on
the assumption of 52 weeks. For a more accurate calculation, you can adjust this value accord-
ingly. Public holidays $ that were already defined for this year, Vacation days % from the
time card and Sick leave & that was already taken will also be taken into consideration. This
results in the average work days for this employee per month /.

Formula: (work days – public holidays – vacation days – sick leave) / 12 months

You can freely edit ( the average workdays per month or apply the calculated value ).

Creating the cost calculation

1. easyjob Menu p Master Data p Addresses
2. p Select the Address
3. p Edit
4. p Time card
5. p Edit
6. p Cost calculation tab
7. Modify the desired Settings
8. p Save
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Rules
Individual break and overtime rules can be entered under Rules !. By default, break rules ",
the maximum overtime rule § per month and the overtime included rule per week $ are im-
plemented. If you require a special rule, please contact our support team.

Entering rules for an employee

1. easyjob Menu p Master Data p Addresses
2. p Select the Address
3. p Edit
4. p Time card
5. p Edit
6. p Rules tab
7. Modify the desired Settings
8. p Save

You can decide individually if the employee ends the work time for the break and then restarts
(e.g. to exactly calculate the breaks and work time), or if the employee should remain logged in
the entire work time and the break should be automatically deducted according to the break
rules, regardless if the employee actually takes a break or how long it is.

If the break rule is activated – depending on the requirement – the break time is automatically
deducted after hour X. It will be deducted regardless if the employee took a break from work
(end and new start of the work time) or not.



©
 p

ro
to

ni
c s

of
tw

ar
e G

m
bH

Time Card - Time Card

22

Holidays
You can enter legal holidays in the master data.

Entering public holidays

1. easyjob Menu p Master Data p Events
2. p Add !
3. Enter the Name " and the Type § of Public Holiday
4. Specify the Date $ and if necessary a Color %
5. p Ok &

The Public holidays ! defined in this manner will be taken into account in the Work time
overview " and are not included when calculating the Target time total §.

Open the work time overview:

1. p easyjob Menu
2. p Time recording
3. p Work time overview

See also f Calculating holidays.
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Vacation and sick leave
Vacation and sick leave can be managed as usual with the Resource Status. More information
can be found in the easyjob 6 f User Manual in the Staff and transportation planning chapter
under Managing absences.

In addition, you can add and edit vacation and sick leave in the Time recording module using
the Calendar and the Work time overview. Your entries will automatically update all the data
related to the resources.

Enter the vacation and sick leave using the Calendar:

1. easyjob Menu p Time recording p Calendar
2. Select an Employee ! and the corresponding Date "
3. p Add §
4. Select Sick leave $, for example, and enter the Dates %
5. p Ok &

In the calendar, ,  and public holidays are shown with icons and
color coding for a better overview. You can remove entries by selecting and deleting them in
the calendar view.

Entering vacation and sick leave using the Work time overview

1. easyjob Menu p Time recording p Work time overview
2. Select an employee and the corresponding date
3. p Add
4. Select vacation, for example, and enter the dates
5. p Ok

In the Work time overview you can correct a vacation entry and enter it, for example, as a work
time correction instead of worked hours. You can make the work time or vacation correction for
the entire month also on the last day of the month.

http://www.protonic-software.com/en/service/downloads/


©
 p

ro
to

ni
c s

of
tw

ar
e G

m
bH

Time Card - Time Card

24

If the employee received, for example, two days of special vacation in a month, enter it using
the Vacation adjustment, and the employee's vacation days will be increased by two days. The
correction - for vacation or work time - can also be negative.

Vacation or work time adjustment

1. easyjob Menu p Time recording p Work time overview
2. Select the name and the corresponding date.
3. p Add
4. Select Vacation adjustment or Work time adjustment and enter the dates

5. p Ok

See also f Calculating vacation and f Calculating sick days and other absences.

Other absences
In addition to public holidays, vacation and sick leave, you can enter all other absences in the
time recording under Other. If training is entered for the Resource status of the employee and if
the Work time box is checked in resource status, this will appear in the Other column of the
work time overview. More information about the functionality of the resource status can be
found in the easyjob 6 f User Manual in the Staff and transportation planning chapter under
Managing absences.

Defining resource status as work time

1. easyjob Menu p Master Data p Resource Status
2. Select the desired status
3. p Edit
4. Check the work time box

5. p Ok

http://www.protonic-software.com/en/service/downloads/
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Approving work times and qualifications
You can define for each time card if the respective employee requires Approval for his work
times and qualifications or not.

Setting Requires approval in the time card

1. easyjob Menu p Master Data p Addresses
2. p Select the Address
3. p Edit
4. p Time card
5. Check the Requires approval box

6. p Save

You need a special user right to approve work times and/or qualifications. See also f User Set-
tings.

You can approve work times and qualifications in every area where it is possible to add and
edit work times and qualifications.

On the Work time overview, you can find the Approval tab, which displays all the work times
that were approved and not approved as well as the qualifications, and you can edit them if
necessary. By checking the box you can approve the work times directly in the list.

1. easyjob Menu p Time recording p Work time overview
2. Select a name
3. p Approval
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