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INTRODUCTION

Information about the structure
and content of this document can
be found here.




Time Card - Important notice

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

Time Card - How to use this manual

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 =, m, B or ><. 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:
i The function is only available in easyjob L
and easyjob XL
B\ 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 ">

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 o View > Monthly Overview
Example 3: @ Help

Example 4: p Ok

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

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

Example:

Special keys

Special keys are represented with the following symbols:

.
" |
A
- H
=

Phrasing

Windows key
Tabulator key

Arrow keys

Return key

Context Menu key

Escape key

Function key 1

Control key. Keep the control key pressed down and press the A button.
Alt key. Keep the Alt key pressed down and also press the H button

Delete key

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.

Invoices B
From 15/01/2117 . Tupe am | Company | Standard ~
Tao Status <Al e
Keypword 1197|  Reminder Status -
Custamer All | Site
Mumber  Name Invoice Date  Total Totalincl Tax- Mamel Status Paid  Tems of Payment Open A
13-0006  Big Show 27/04/2015  £36,00000 £36,000.00 Big Events Inc. Open []  BigPraject Pagment Plan £36,000.00
13-0008  Downtown At Exhibition 27/04/2M5  £16,65000 £17.833 50 Open [] BigFroject Fagment Flan £17.833.50
12-0007  Big Opening Shopping Mall b 14/04/2016 £7.150.00 £7.865.00 Open [ BigProject Payment Plan £7.865.00
12-0004  Bia Opening Shopping Mall 2 1470472016 £7.150.00 £7.865.00 Open [ Big Project Pagment Plan £7.865.00
12-0006  Big Opening Shopping Mall 1a - 14/04/206 £7.160.00 £7.858.00 Open [] BigFroject Fagment Flan £7.858.00
12-0002  Big Opening Shopping Mall e 14/04/20M6 £6,300.00 £7.043.00 Open [  Remit within 30 days £7.043.00
12-0001  Repair 23/03/2016 £1.160.10 £1.170.21 Open [0 Pre-paid by credit card €1.170.21
02-0001  Sample Project 261172012 £4532.00 £432.00 Max Sample Customer  Exported [ Femi within 30 days £452.00
10-0001 21/04/2015 £1.00 £1.00 Open [ BigProject Payment Plan €1.00
13-0009 27/04/2M8 £0.00 £0.00 Open [ Big Praject Payment Plan £0.00
13-0007 CATS Revue 27/04/2015 £0.00 €0.00 Open []  BigProject Pagment Plan £0.00
130005 Big Show 27/04/2015 £0.00 £0.00 Open []  EigProject Payment Plan €0.00| v
| Totals Duantity 17 Total €82.053.10  Totalincl. Tax £86,199.71
Print Add Close

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/

TIME CARD

The easyjob Time Card module
offers all possibilities for time
recording and for assigning
activities to easyjob processes.




Time Card -

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.

11



Time Card - Installation and activation

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 o Tools o Settings

2. P Functions tab
3. Select Time Card Analysis

© options

Active Program Modules
Invsicing
Purchase Order

General

Program Modules

Integration Workshop
Ssles
Projects
P Ree
Jobs Planning Resources
[] ltem Packa
Bill of tems ol
Price Lists
ttem Days Used curve
e Py e
Groups price caleulation
Dlecanb Partial delivery
Imvaicing Sales tems
Ownership Management
\workshoy
o i rentalmarket. biz
Purchase Order Freelancer

Mabile Devices
GQuick Transfer
e Outside Broadeast Units

rentalmarket biz

/

CRM

Controlling Center

Driver Cards

Manufacturing

Quality Assurance
Advanced Test Process
On-site Test Documentation
Time Card Analyzis
Viebdpp

\nieb shop

Mulli currency

Base Currencies
Languages

Business Travel Planner
Room planning

Stock Location Management

\orkflow Engine

Cancel

4. P Ok

easyjob must be restarted to activate the settings.

12




Time Card - Configuration and settings

Configuration and settings

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

Assigning the user rights for Time Card:

1.

o oA W

easyjob Menu o> Tools @ Manage Users
[ Select a User

o Edit

I Rights tab

[ Time Recording

Assign the desired rights

o Save
2 Ok

13
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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 o> Tools > Settings
2. > Time Recording
3. Modify the desired Settings

4. P Ok

easyjob must be restarted to activate the settings.

14
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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 o Tools @ Manage Users

2. Select a User

3. o Edit

£, User Settings - O 'Y

User | AccessRights lsergroups Rights Result Reminders CRM  Reports Statistics

General
Last Name |Casagni Brighton ‘
First Name [Brad |
Initials |BC ‘
Department [Project Managemert |
Manager ~
Address 1000156.00 Eat| [ D
Genius Events UK ~
!.ﬂ Brad Casagni
17 Cuddy Blvd
8260 Brighton
- Phone +44 1727115
Mobile Phone (390) 172 7474 e
Barcode @ad7385
Entry
Login Mame [Brad Casagri |
Password & |
Administrator
Deactivated O
‘\niebApp

VebApp license
Webloginlocked [

Default settings
User Language Engish o
OutputlLanguage | Base Language -
Site Brighton R
Owner Laasir\g_ Oi_Nne( A ~
Notes

swe |[OK_][ Coma

Creator: sys admin (01.09.2017 13:21) Last Edited: Brad Casagni Brighton (15.05.2018 11:35) (D

4. Add an address or create a new address dataset
5 po Save

15
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WebApp

You can find a description of how to launch the easyjob WebApp component in the ¥ 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. o 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. O Select an easyjob user
3. Hold the RFID card in front of the reader.
o Initialize

e

16
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Time Card - Work Time Recording

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.

1. Quantitative @ 2. Qualification 3. Controlling

recording

What is recorded? e
{7 Trace T% Project actual costs
e Project B0 AM — 10:00 AM
d il i I B 11:00AM - 1:30 PM .
W Working time (Arrival/ Departure) Warchause work | 100 P _ 3307 @ Global reporting
G‘.‘»’ Breaks The trace records @_g Employee time card, working time
activities and suggest and holiday account
Vacation what type of work was
performed on the day o,
© sickleave B, Release Workflow
%g Viork time regulations Purchase Invoice control for freelancers

(2 Qualification

Wﬂfkl\’\g time 2/1/2018: 6,0 hours
2,0 howrs ProjectA
1.5 hours Invoice B
2,5 hour Warehouse work

uoiediyijenb ay|

How is the information recorded?

3380 2y} Wolj S)ynsad

Through the qualification,

G Viaweh the actual activities are
|i| Via App assigned Your advantage:
@ Via sasyjob terminals @ 1. Quick, simple and flexible!
I;I Via easyjob @ 2. No chaos involved with time recording!
3. A better overview!
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 IntelliTrace™
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.

17
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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 $5. See also F
Working conditions. Furthermore, you can record the Company affiliation %o, notes and the
site.

® 1000156.00 Genius Events UK Brad Casagni ol o=
MainData Contacts Activies Advanced Address Types Communication Invoicing Jobs Sales Trends
ltem Resource Custom Fields DigiFleet TimeCard Time Ratings rentalmarket biz
Social security number 6533787984 ‘
Use Pemanent V)
Deactivated
Temporary
pon request
Pemanent
Requires approval
Working conditions
Validity date
Salary interval Month
Salary 0.00£
Mo Th We Th Fr Sa Su Hours per week
Work time in hours 8 8 8 8 8 0 0 40
Breaks per day in minutes
Vacation days per year
Edit
6 Company affiliation [0105 2018 To [D?‘?E 2018 v
Notes
Invoice using site Brighton N
Seve Cancel
Creator: sys admin (19.01.2013 16:22) Last Edited: Brad Casagni Brighton (07.05.2018 16:31) @

Activating an employee's time card

1. easyjob Menu o> Master Data g Addresses
[ Select the Address

o Edit

> Time card

Enter the social security number.

I Define the type of assignment

I Activate Requires approval if necessary

o> Save

N o ok~ wN

18
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Working conditions
The working conditions are divided into General ¥, Cost calculation ** and Rules &. In
addition to the Validity date b5 (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.

9.9 X

falidity date 01.052018

L-WSalary interval Month v
Hour
Day
Week
Salary 250000 €]
/acation days per year [ 25)i
- Bork time Minutes Hours  Break in minutes
mo. [ 430] g [
Th 480| [ 8 [ 30
e. [e0] [ o [
Th 240| 4 [ o
o [24] 4 [
Sz [J] 0 [0
s [ [o [0
Per week 1920 2 %0
Avarage 334 Qs.a 0
o ==
Brad Casagni Brighton (31.05.2018 08:01) D

Defining the working conditions of an employee

1. easyjob Menu > Master Data g Addresses
[ Select the Address

o Edit

> Time card

o Edit

Modify the desired Settings

o Save

Noak~wbd

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.

19
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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 5 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 .

(%) Working conditions X
General Costcalculation Rules
Projection 2
Year [2017 me v
Vork days [260 ED |
Public Helidays ] A
Staff Vacation Days [o 5%
Sick leave 0 6
Average work days per Month 2167 19.42 @
Caleulation factor
Awerage work days per Month 9 1942 @
Save oK Cancel
Brad Casagni Brighton (31.05.2018 08:01) G)

Creating the cost calculation

1. easyjob Menu > Master Data g Addresses
[ Select the Address

o Edit

> Time card

o Edit

I Cost calculation tab

Modify the desired Settings

o> Save

O N Ok wh

20
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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 5 are im-
plemented. If you require a special rule, please contact our support team.

(@ Working conditions X
| General  Cost calculation  Rules
ules Break rules, Maximum overtime rule, Overtime included rule
Settings
Q Break rules
Aufomatic break entty depending on the length of the Work fime.
From Hours  Break in minutes
6| 30
L9 [4
L d [ _4d

Maximum overtime rule
Al overtime above the maximum valve wil be deducted month-end closing

Maximum overtime per month \ 15!

Overtime included rule
Ovestime within the included value is deducied at the end of the week.

Overtime included per week |

©

Save Cancel

| Brad Casagni Brighton (6/1/2018 2:42 PM) @

Entering rules for an employee

1. easyjob Menu > Master Data g Addresses
[ Select the Address

o Edit

> Time card

o Edit

I Rules tab

Modify the desired Settings

o Save

N gk wN

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.

21
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Holidays
You can enter legal holidays in the master data.

w |06 5208 v| 1o [0 6 52018 ~|

Keyword | ‘

Number  Mame Start End Color Address
MewYear 112me 1/22me
Memorial Day s2/20ie /202018 [

Independence Day 7MiM 75208

Event

Mame 2 dependence Day

Type
Start
End

Calor

Deseription

< >

gAdd [ E& | el |

Entering public holidays

1. easyjob Menu > Master Data g Events

o2 Add ¥

Enter the Name " " and the Type & of Public Holiday
Specify the Date $5 and if necessary a Color %

P k&

ok~ w

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 &.

Work Time Overview | Statistics  Approval

| o [ 35 5] vt
kot [ U OMiues @ Houe

Date Day  Employee Taget time  Tagetbreak  Working time  Wacation  Sick leave  Other  Public Holiday
6/26/2018 Sat  Brad Casagni oon oon oon

0 Abdullah Aaron
0 administrator

O O O
o 5/27/201% Sun  Brad Casagni 0.00 0.00 om O O O O
5/26/2018 Mon  Brad Cassani 00 050 | | u M
o s H”E 5/30/201% Wed Brad Casagni 200 050 am [ O O [m]
@ DenDolinger 5/3/201% Thu Brad Casagni 200 050 a3 [ O O [m]
@ DavcElan 5/4/2018 Fri  Brad Casagni 800 050 850 [ O O O
5/5/201%  Wed Brad Casagni 200 050 250 [ O O |
5/10/2018 Thu Brad Cassani 800 050 asn [ O O O
5/11/2018 Fii  Brad Cassani 800 050 asn [ O O 0 L
5/7/201% Mon  Brad Casagni 200 050 am O O O O v
[ Month completed [ Update Calendar Add difacistiments | | SOEEE St
Totak
Taiget time 120 Work tine 71 Adustment| 5 Difference & | 54 Diference | 334
Fiecording B/OT Qualfied | 376
Resowce | 1M Vacaton | 2 Adjustment | 1 Sickleave | 2 Public Holidays| 1 Dther 3

Holiday sccount Canny over 1667 Current 1567
Finalize Wtk time account Cary over | 0 Curent | 54 Monthend | 54

Open the work time overview:

1. o easyjob Menu
2. P> Time recording
3. > Work time overview

See also F Calculating holidays.

22
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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 > Time recording o Calendar

2. Select an Employee ¥ and the corresponding Date " *
3. PpASE
4. Select Sick leave 95, for example, and enter the Dates %
5 pPpOk&
@Calendar E
:se Pemanent v |4 < MJ"J[ne\ist - ’ Daily view Weekly view Monthly view
ame || 2293031 1 2
Name Pause m 67839
Aodsnsaen (] 171819202 22 23
administrator O
Nanvaes O wszzasn|({) () Tuesday, June 5, 2018
Brad Casagni O ——
Carol Crane O 800 AM ]
1 DanDolinger .‘31 &2, Status X
Dave El ;
> S00AM @ Simple O Series
10:00 AM Start 6/ 52018+ |[12:00 AM | Time
End 6/ 6/2018 ~|[12:00 AM | Time
11:00 AM Status Sick leave
Notes
12:00 PM
1:00 PM 6 Cancel
200 PM — . @
52
Calendar  List Control  List  Travel Expenses
3 Add Edit Delete Template Add Edit Delete
Finalize Target Work time ::{:I:‘T; Actual work time 0 Recorded 0 Difference 0 Travel Expenses £0.00
Template Log View Close
Vacation
Sick leave Q
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 g Time recording g 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.
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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 > Time recording > 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

(P vacation adjustment X || Work time adjustment X
Time Card  Brad Casagni “ || TimsCard  Brad Casagni -
Wokdsy | 6122018 | Wokdsy |5 62018 o
Conection Adustment | 4| Hours v
Notes oy haf day Notes Customer care
== ==
@ @

See also F Calculating vacation and ¥ 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.

() Work Time Overview [pn [0 )
Use Pemanent w work Time Overview  Statistics  Appraval
Name | Dats [ Jne 2018 [Ev] Work Type -
Name Pause Kepword Urit O Minutes  ® Hours
Abdulah Aaron [ Date Day Emplogee  TagelWorklme  TagetPause Actualwok me  Vacation Sickleave | ither | Public Holiday 7
admiehabos d 5/3/2018 Sat  Brad Casaani nm nm o O o |o|] O
e saR | AL Sun  Brad Cassgni oo oo oo [ o |o| O
. §/11/2018 Man  Brad Casagni oo 050 oo O o |=| O
EE’U'DC';‘”E E 5/12/2018 Tue Brad Cassari oo 050 | o |=| o
Da“ Eﬂl_‘”ga’ o 6M3/2018 Wed Brad Casagni 0.00 050 0o O O [J O
SV R 6/14/2018 Thu Brad Casagri 400 0.00 oo [ O &) O v
4 [] Update Calendar Add et

Log'iew Close

Defining resource status as work time

1. easyjob Menu > Master Data g Resource Status

2. Select the desired status
3. o Edit
4, Check the work time box
&%, Resource Status X
Name [Training
c:: f’“’i L=
[oicime 7]
Cancel
5 p Ok
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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 o> Master Data g Addresses
2. P Select the Address
3. pPo Edit
4. o> Time card
5. Check the Requires approval box
1 100015600 Genius Events UK Brad Casagni = -2- e
MainDatzs Contacts Activibes Advanced AddiessTypes Communication Invoicng Jobs
SalesTrends ltem Resource CustomFields Attachments DigiFleel Time Card
Social secuy number 6533787984
Use Permanent ~
[Fiires somovl |
working conditions
Walidity date
Salary interval Manth
Salay £2,500.00
Mo Th we Th Fr Sa Su _Hnulsperweek
“whork time in hours 8 8 8 4 4 0 0 R
Breaks per day in minutes 30 30
Wacation days per year
Edit
Save Cancel
Creator: sps admin [1/19/2013 4:22 PM)] Last Edted: Brad Casagri Brighton (5/5/2018 202PM) (1)
6. o Save

You need a special user right to approve work times and/or qualifications. See also ¥ 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 o> Time recording > Work time overview
2. Select a name

3. P> Approval
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