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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 8, B, @ or EIW. 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 e®.

For example:
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 "<>e".

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 S>e View <e Monthly Overview
Example 3: e Help

Example 4: <+ Ok

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

Example: See section B 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:

i
-
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.



Time Card - Additional documentation

Screenshot explanations
The screenshots will be explained using numbers (0 (@ (3 and arrows = marked.

Screenshot highlights will be marked with orange frames.

Invoices B
From Tupe Qm | Company | Standard v
Tao Status <Al e
Kepword 9 17| Feminder Status v
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 115 2000 £0.00 Open [ BigProject Payment Plan 000 f v
| Totals Duantit 17 Total 0 Totalincl Tax £86,193.71
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.

"



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 <> Tools S>e Settings

2. < Functions tab
Select Time Card Analysis

© options

General Active Program Modules
Invsicing

Program Modules
Purchase Order

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
Invaicing Sales Items
Ownership Management
\workshoy
" 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. e 0k

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:

easyjob Menu e Tools <« Manage Users
S>e Select a User

e Edit

S>e Rights tab

S Time Recording

Assign the desired rights

£, User settings - O 'Y

o v hA W =

User  AccessRights  Usergroups  Rights Resub  Reminders  CRAM  Reports € < 3

Right Global A~

CRM

]

= Time Recording
Wiew Time Cards
Edit Time Cards
Edit Recordings
Edit own Recordings
Edit qualifications
Edit own qualifications
Wiew calendar
Wiew work time overview
Wigw Statistics
Wiew owr calendar
Wiew own work overview
Wiew My Statistics
Edit Master Data
Edit Travel Expenses
whork time adjustments
Oivan work time adjustment
Month-end closing
Edit work time
Edit my waork time
Start and end work times
Start and end recarding
View qualications

Approve qualifications

HEREEDRRE-RRRRDERRREQ-RFES-”R K

Approve work time

=

Work time recording of Project participants v

Save [ OK || Concel

7. <o Save
8. <. 0k

13

© protonic software GmbH



Time Card - Configuration and settings

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 <>« Tools S>e Settings
2. e Time Recording
Modify the desired Settings

© options - O 'Y

Resouices General

Changing the Recording after min
Invaicing
Refuzal Recordings smaller min

Workshop Continue work, time when easyjob is restarted within min

Automatic work time recordin [
Furchase Order N
Autormatic sctivity type recording
rentalmarket. biz Stop Recording if User i min inactive.
Automatic qualification recording O
Contraling Center
Force teiminal logan with RFID only (]
Freelancer Faice work time recording with terminal only O
Deactivate qualification on terminal
‘wheb shop 9 ]
Hide user list on the terminal O

Mohile Scanner

Calendar

Start work. 08:00 AM | Time
Dulty ssurance work time end | 05:00 PM | Time

‘Webspp

Manufactuing ‘Wacation calculation base
CRM (@) Average weekly work time O On a daiy basiz
Time Recording  jsctual hou calculation
Rounding
L
SRS @ fuatter hour O Half hour - O Whale hour

Room plarning ®) Mathematic O Round dawn O Round up
-
-

4. e 0k

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 <« Tools <>e Manage Users

2. Select a User

3. S Edit

£, User Settings - O 'Y

User | AccessRights lsergroups Rights Result Reminders CRM  Reports Statistics

General
Last Hame |Casagri Brighton |
First Name [Brad |
Initials |BC ‘
Department [Project Managemert |
Manager ~
Address 1000156.00 | [ Da
Genius Events UK ~
m 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 | English ~
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
. Add an address or create a new address dataset
5. <eSave

15



Time Card - Configuration and settings

WebApp

You can find a description of how to launch the easyjob WebApp component in the B 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

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. < Start at Windows logon

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. e Select an easyjob user
. Hold the RFID card in front of the reader.
4. Selnitialize

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
() Trace ’% Project actual costs

$ g L

F Working time (Arrival/ Departure) Vr»‘l‘:r];:mse work 1:00PM - 3:30PM @ 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

%8 Viork time regulations a Purchase Invoice control for freelancers
(2 Qualification

Wnrkmg time 2/1/2018: 6,0 hours
2,0 hours Project A
1.5 hours Invoice B
2,5 hour Wiarehouse wurk

Through the qualification,

the actual activities are
assigned Your advantage:

uoiediyijenb ay|

How is the information recorded?

3380 2y} Wolj S)ynsad

@ viaweb
|i| Via App
@ Via easyjob terminals

E\ Via easyjoh

@ 1. Quick, simple and flexible!
@ 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



Time Card - Time Card

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 (2
can be Temporary (e.g. for student help), Permanent (e.g. for reqular employees working full or
part time) or Deactivated. Further work conditions (e.qg. weekly hours, salary, etc.) can also be
stored only for the Permanent assignment type. You can also define if Approval (3 is required
by another user (e.g. supervisor) for the recorded work time and the qualification of activities.
See also B Approving work times and qualifications. You can define the corresponding right in
the B User Settings. Enter all employee master data under Working conditions (). See also &
Working conditions. Furthermore, you can record the Company affiliation (®), notes and the
site.

® 1000156.00 Genius Events UK Brad Casagni el =
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
Permanent
Requires approval
Working conditions
Validity date 0
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 30 30 30

Vacation days per year

Edit
°Companyaiﬁlianon 01052018 v| To [(J31.052018 v

Notes

Invoice using site Brighton v

Creator: sys admin (19.01.2013 16:22) Last Edited: Brad Casagni Brighton (07.05.2018 16:31) \LD

Activating an employee's time card

easyjob Menu e Master Data <> Addresses
S>e Select the Address

e Edit

S>e Time card

Enter the social security number.

<>« Define the type of assignment

S>e Activate Requires approval if necessary
e Save

© N Uk WS -

18
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Working conditions
The working conditions are divided into General (@, Cost calculation (2 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.

g Yo -
alicity date [ros2018 |

alary interval Month v

alary 2500.00 £
/acation days per year I 25)
Work time Minutes

T
2
®
g
=
3
i

Mo. [ 48] B [ 30
Th [e0] [ g BED
w [® [ [=
Th 240| 1 [0
Fr. 240 4 [0
« [§ [ [9
s [ o [9 0
Per week 1920 2 E)
Avarage 384 06.4 0

Brad Casagni Brighton (31.05.2018 08:01) i)

Defining the working conditions of an employee

easyjob Menu e Master Data <>e Addresses
S>e Select the Address

e Edit

S>e Time card

e Edit

Modify the desired Settings

e Save

No Uk W =

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 (2). 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 (.

(%) Working conditions X
General Costcalculation Rules
Projection
Year [2017
Vork days [260
Public Holidays o
Staff Vacation Days D
Sick leave lo
Average work days per Month :21,‘5‘-7
Caleulation factor
Awverage wiork days per Month 9 12 @
Save oK Cancel
Brad Casagni Brighton (31.05.2018 08:01) G)

Creating the cost calculation

S Cost calculation tab
Modify the desired Settings
e Save

1. easyjob Menu <« Master Data <o Addresses
2. < Select the Address

3. S Edit

4. e Time card

5. <. Edit

6.

7.

8.

20
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Rules

Individual break and overtime rules can be entered under Rules (. By default, break rules (@,
the maximum overtime rule (3 per month and the overtime included rule per week () 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

Break rules

Aufomatic break entty depending on the length of the Work fime.

From Hours  Break in minutes

-
C 3 [
9 [

Maximum overtime rule
Alf ovestime above the maximum value wil be deducied monifrend closing

Maximum overtime per month 15!

Overtime included rule
Ovestine within the included value /s deducted ai the end of the week.

Overtime included per week |

© 0

Save Cancel

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

Entering rules for an employee

easyjob Menu e Master Data <>e Addresses
S>e Select the Address

e Edit

S>e Time card

e Edit

Se Rules tab

Modify the desired Settings

e Save

G N A W =

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.

o [O6 52018 v|Te [0 6 52018 v|

Keyword | ‘

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

Independence Day 7MiM 75208

Event

Mame

Type
Start
End

Calor

Deseription

gAdd [ E& | el |

Entering public holidays

easyjob Menu <>« Master Data e Events

S Add ®

Enter the Name (2) and the Type (® of Public Holiday
Specify the Date ) and if necessary a Color (®

e 0k ®

EANEEE i

The Public holidays @ defined in this manner will be taken into account in the Work time
overview (2 and are not included when calculating the Target time total 3.

Work Time Overview | Statistics  Approval

| o [ 35 5] vt
e bt [ | Ut OMindes ® Hous

0 Abdullah Aaron

v Dale Day  Employes Targetfine  Tagetbreak ‘Workinglime Vacalion Sick leave Other  Public Holidap ~
@ | 2aminisrator S/2B/AMA Sat  Brasd Cassgri nm nm om [ &) O
5/27/201% Sun  Brad Casagri 0.00 0.00 [ | ] ]
- 5/28/2018 Mon  Brad Casagni 0.00 050 ooo [ O ] M
o Da'D‘DET” 5/30/2018 ‘Wed Brad Casagni 200 050 a0 [ O O [m]
_\3 on o ner 5/3/2018  Thu Brad Casagni 200 050 as0 [ O O O
@ DavcElan 5/4/2M8  Fi  Brad Casagni B0 nsa BEl [ 0 0 0
5/3/2018  ‘wed Brad Casagni 3.00 050 880 [ O O O
5/10/218 Thu  Brad Casagni a00 050 850 [ O O (]
5/11/218 Fri  Brad Casagni a00 050 850 [ ] O ] L
5/7/2018  Mon  Brad Casagni 3.00 050 gm0 [ O O O v
[ Month complsted [ Update Calendar Calendar Add \ Editadiistment | | DEEE Srlistinent
Totaks
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 E

Holiday account Cany ver 1667 Curent 1567
Wtk time account Gy cove | 0 Cument | B4 Monthend | 54

Open the work time overview:

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

See also & 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 & 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 e Time recording e Calendar
2. Select an Employee (@ and the corresponding Date @)
3. ©eAdd®
4. Select Sick leave (@), for example, and enter the Dates (&)
5. ©e0k®
I M.n;pﬁf e 5| [Dsivien ] [ Weekview | | Monithy view |
27 93031 1 2
6783
O Aodich e 1718192021 22 2
administrator
O Mnivues #zzz2253|({) (3) Tuesday, June 5, 2018
o i::f:?::m 8:00 AM l [ g
1 Dan Dolinger ‘ &, Status X
S00AM @ Simple O Series
1000 AM stat [ &/ 52018 +][1200 AM ] Time
rd W/ c2015 | [1200 M e
| 11:00 AM Status Sick leave v
! Notes
| 12:00PM
| TorPm Q1 o |
200 PM e I @
; Calendar  List ‘ Control  List  Travel Expenses
Edit Delete | Templte || Ak || Edi Delete
Target Work time | :::::; Actual work time 0 Recorded 0 Difference | 0 Travel Expenses £0.00
Template [ Log View [ Close
Vacation
Sick Ieave°

In the calendar, Yacabon 0 Sickleave .. 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

easyjob Menu <« Time recording <> Work time overview
Select an employee and the corresponding date

Se Add

Select vacation, for example, and enter the dates

Se Ok

AN

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 S>e Work time overview

2. Select the name and the corresponding date.

3. <. Add

4. Select Vacation adjustment or Work time adjustment and enter the dates
() Vacation adjustment X | | Work time adjustment 3
Time Card | Brad Casagni o || Trscad [FadCamgn 7

wokdy [ 6122008 | Wokdy |5 62018 v

P st [ R

Hotes only haff day

Notes Customer care

Corcs =

5. .0k

See also B 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 B User Manual in the Staff and transportation planning chapter under
Managing absences.

() Work Time Overview Lo @ ]
Use Pemanent w work Time Overview  Statistics  Appraval
Name [ Dats [ Jne 2018 [Ev] Work Type -
Name Pause Keword | | uit OMines ® Hous
Abdullahdaron [ Date Day Employee  TargelWorktme  TaigetPawse  Actual work tme  Vacation  Sick leave | Other | Public Holiday ~
i d 6/%/2018 Sat  Brad Casagni 0.00 0.00 [ O
e saR | BAN/20TE Sun  Brad Cassari om om [ O
e .é. £/11/2018 Mon  Erad Casagni 0.00 050 o O O [m]
D“”“’D ';”E g 6M12/2018 Tue Brad Casagni 0.00 050 oo [ ] ]
Da“ Eﬂl_‘”ﬂa’ o §/13/2018 Wed Brad Casagni 000 050 wo [OJ | O
st Sl 6/14/2018 Thu  Brad Casagni 400 0.00 oo [ | ] ]
Aot Undate Calendar Add

Log'iew Close

Defining resource status as work time

1. easyjob Menu <« Master Data <o Resource Status
2. Select the desired status

3. S Edit

4. Check the work time box

&, Resource Status X

Name [Training
Type Staft

Colo [ |e

[woktine [
==

5. .0k
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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

S>e Select the Address

e Edit

S>e Time card

Check the Requires approval box

ik N -

easyjob Menu e Master Data <> Addresses

1 100015600 Genius Events UK Brad Casagni = -2- e

MainDats Contacts Activies Advanced AddiessTypes Communication Invoicng Jobs

SalesTrends llem Resource CustomFields Attachments DigiFleel Iime Card

Social secuy number 6533787984

Use Permanent “

Warking canditions

Validity date

Salary interval Morth

Saay £2.500.00

Mo Th we Th Fr  Sa  Su  Housperwesk

Wtk time in hours g 8] 8] 0 2

Breaks per day in minutes 30

Vazalion days per year

Edit
Save Cancel

Creator sys admin [1/19/2013 4:22 PM) Last Edited: Brad Casagi Brighton (6/5/2018 202PM) (1)

6. <o Save

You need a special user right to approve work times
tings.

and/or qualifications. See also & User Set-

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

edit work times and qualifications.

© Work time X © Work time X
Start 6/ 4/2018 ~[08:00 AM \ Time Start 6/ 4/2018 ||08:00 AM | Time
End 6/ 4/2018 |(05:00 PM | Time End 6/ 4/2018 ||05:00 PM | Time
Approve Approve
by by Brad Casagni Brighton
on on 6/5/2018 2:13:32 PM
W Approval
Cancel OK Cancel
@ Brad Casagni Brighton (6/5/2018 2:13 PM) @

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.

(%) Work Time Overview

Work Time Overview  Statistics  Approval

K‘Start‘ 5/ 172018 ~| End[&] 5302018 | [AWork times 7] Qualifications

Approved

[ HR =)

Mot approved

A Tuee Start End Duration  Appioved by Approved on
work e 5/7/20181251 PM 5/7/2018 10:21 PM 95 spsadmin B/5/2018 223 PM
Work e 5/8/2018 953 4M  B/8/2018 623 FM 85 sysadmin  B/B/2018 223 FM
[0 ‘woikctime 5/13/201811:53PM  5/13/2018 11:59 PM 0
[0 ‘Woktme 5/5/201810:31 AW 5A5/2018 7:00 PM L
[0 ‘woktime 5/27/201811:53PM 5/27/2018 1159 PM 0 Edit W/ork time
[0 ‘worktime 5/27/201811:59PM  5/27/2016 1159 PM 0 |

Log View

Cloze

1.
2.
3.

Select a name
S>e Approval
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Work Time Overview

With the work time overview, you can see the monthly time and activity type recording for each
employee at a glance. You can define multiple criteria @ when selecting the employee. With
Assignment you can filter according to the employee assignment type (e.g. permanent), in the
Name search filter you will find a pre-selection of the available name list. The green mark
indicates that the employee's work time has started and that the employee is present. If it is
red, the work time on this day has already ended. Gray means that the employee has not yet
started his work time. If an employee has started his work time, ended it and started it again,
the Break box is checked. The Work time overview (2 displays the data for the selected
employee ®

Additional display criteria in the work time overview can be limited using the presettings ().
You can use the date to select the desired month and the Work Type (e.g. Project
management). In the totals view, you can see how many hours were recorded (® and qualified
() in total for this month for this work type. You can make a further limitation using the search
filter @, you can search for a special activity from the work type (e.g. Project name) and read
under Recording ® and Qualified (& how much work time the selected employee, for example
in the area of project management, has invested in this specific project. Use Unit (® to define if
the information should be displayed in minutes or hours.

() Work Time Overview Q‘ Q Q @ o=
Use | Pemanent || Wok Time Dverview | Stafistics  Approval
| Name [ [||Date [ May 2018 G+ Work Tupe g ol
Name. ‘ause. Keyword it O Minutes @ Hours
ictlah o Day Employes  Tagetline Taetbresk Wokinglime Diffeience A- Recoided Gualfied Diference ] Resource Vacalion Sickleave Other Public Holiday  Work tme adivstment
adinstor 5/1/2018  Tue  Brad Casagri 0o 050 O ] O
5/2/2018 W i 800 050 000 200 833 a3 33 o [ O [m| | 000
5/21/2018 Mo 800 050 000 200 800 am a0 o O O [m| | 000
5/24/2018 Thu i 800 050 000 200 000 om 0m o O ] [m] | 000
5/25/2018 Fi  Brad Casagri 800 050 000 00 000 o .00 w0 O [m] ] 000
5/29/2018 Tue 800 050 000 &0 000 o .00 wo O ] | | [l
5/31/2018 Thu 8.00 050 350 450 000 o000 350 oo O ] O O 0.00
B/5/2018  Sat  Br 0.00 0.00 0.00 000 000 o000 0.00 oo [ (] O O 0.00
6/6/2018  Sum  Brad Casagni 0.00 0.00 0.00 000 000 o000 0.00 0o [ m] O O 000 v
< 12 @ Q @ >
qD Manth completed @D Update Calsndsr | Calendar Add Edk adustment Delete adustment
Totaks
Target ine 120 Wik fime 71 Adustment 5 Difterence A 44 Diference 334
I Q 301 Quaified Q 376
Fiest [T 11 Vacatin 2 Adustment 1 Sick leave 2 Public Holidays 1 Other 3
Holiday account Cany aver 1883 Curert 1733
Finolze: Q ‘“wark lime accourt Cany over 5765 Curert 1365 bonth end 1365
g LogWiew Close

By checking the Month completed (9 box, the subsequent editing of previous months is
blocked. Under Finalize @ it is possible to finalize one or multiple months for multiple
employees at the same time. With Update calendar @), the calendar view is displayed each
time a day is selected and if you position the Work time overview window and Calendar next to
each other, you can see everything at a glance. By pressing Calendar @2 you can switch to the
calendar view, which will always display the day that is currently marked in the work time
overview. With Add @3 you can enter absences (vacation, sickness) and correct work times and
vacation if necessary. Corrections can also be edited @ or deleted @s). With the Log view
you can keep track of entries, changes and corrections. Statistics @) see B Statistics/Reports.
Under Approval you can see an overview of the & Approving work times and qualifications.
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The names of the column headings (@ in the work time overview are mainly self-explanatory.
You can display or hide the column headings as usual and sort by column headings. You can
find a summary of the displayed values in the Totals section 2.

() Waork Time Overview (= = =
Use Pemanent ~ | Work Time Overview  Statistics  Approval
Name [ Date | May 2018 [+ | work Tupe <
Name Pause Kepward Unit O Minutes @) Hours
Abdullsh Aaon [ Date Dy Employes Tagettime  Taget biesk  ‘Working time. Diterence 4. Recorded Qualfied  Differsnce d  Resource Vacation | &
ad_m‘”‘s‘“*‘”’ 0 5/1/2018  Tue Brad Casagni 8.00 050 0.00 600 750 7.50 750 0.00 O
LR | 5/2/2018 Wed Brad Casagni 800 050 000 200 83 83 83 w0 O
B sani | M| 5/21/2018 Mon  Brad Casagni 800 050 0.00 -8.00 8.00 800 8.00 0.00 O
il g 5/24/2018 Thu  Brad Casagni 200 050 0.00 800 0.00 0.00 0.00 0.00 ]
Dan Dolinger 0 5/25/2018 Fri  Brad Casagni a00 050 oo 8m oo 000 oo 000 O
Dave Eliart 0l 5/23/2018 Tue  Brad Casagni 200 050 0.00 800 0.00 0.00 0.00 0.00 ]
5/31/2018 Thu  Brad Casani 00 asn 350 450 om0 0o 350 om0
5/5/2018 Sal  Brad Casagni 0.0 000 000 000 000 0o 000 00 O
5/6/2018  Sun  Brad Casagni 0.00 0.0 000 000 000 0o 000 o0 O v
< >
[ Month completed Updats Calendar Add Edit adiustment Delete adjustment
otals
Target time b 120 woktme R 71 Ad|uslment6’ 5 Difference A 6 44 Difference @ qﬁfﬁ.-l
Fecording 3801 Qualiied 36
Resource 11 Vacation 2 aduetmerd PR 1 Sickleave @ i Pubh:Hulidays}Q' 1 Other Qf 3
Haliday account Cairy over | 1883 Cument | 17.83
Finalize otk time account Cairy over | SFES Cument | 1365 Monthend | wassi
Log View Close
Field Formula/definition
Total target time ® = Time card hours total
— Vacation total @)
— Sick leave total @)
— Public holidays total (%
— Other total ®
Difference A total (& = Total work time (®)

— Target time total ®
+/- Adjustment total (®

Difference Q total @ = Qualified total (®
— Work time total ()

Resource The time a worker was working as a resource
(e.g. AV technician) for a project.

Holiday account Vacation carry over from previous month*
— Vacation current month @

+/- Adjustment total @

= Current vacation

Work time account @) Hour carry over from the previous month
+/- Difference A total (&)
= Current hours

Work hours that must still be worked as of to-
day in order to reach the target time for the
current month.

Month end

*Vacation days from the time card
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Resource

In the work time overview, the work hours an employee worked as a resource for a job are
shown in a separate column.

(©) Work Time Overview o] - ]
ke [Fommen ~| Wk Time Ovenvien | Statistics  Approval
Name | Daie | May 2018 [ | Wk Type B
Name Pause Keyword | Ut O Mirutes @ Hours
Abdulshzion ] Date Day Employss  Taigetline Tagetbiesk ‘Workinglme  Diferenced  Recorded Qusliisd Difersnce 0 Resource ~
administrator 0 5/8/2018 Tue Brad Casagni a00 050 800 0.00 377 377 423 B.00
Akin Abvarez L] 5/7/2018  Mon Brad Casagri 800 050 900 10 1018 1000 100 400
L E /92018 Wed Biad Casaani 800 050 850 050 00n 000 8850 1.00
=] /2018 Tue BradCasan 00 050 000 a0 7s0 750 750 [
DanDolinger [ 5/2/2013 Wed Brad Casagni 600 050 0.00 B0 B3 333 83 00
Dave Elian ] 5/3/2018 Thy Brad Casagni o0 050 50 LE oo 000 850 0o
SM/018 Fi BradCasagn 800 050 850 050 00n 000 £50 00
S/5/2018 Sat  Brad Casagn 000 000 000 o oo 000 00 00
S/6/2018 Sun Brad Casagni 000 000 000 0 o0 000 00 00 v
< >
[ Morth completad Update Calendar Add
Totals
Terget tine 120 Worktime 71 Adustment 5 Difference A 41 Difieence a4
Fiecording BT Quslfied 36
Fiesautce 1] vacaton 2 adustwent 1 Sick leavs 2 Publio Helidays T Ot 3
Holiday account Compover | 1883 Curent 1783
Finalze Wark time account Camover | 5TES Curent 1365 Barth end 1388
LogView Close

Activity filter example

If you specify Project management (@ for example for the activity, only the hours (») that the
employee used this month for Project management will be added in the total view (Recording
(@ and Qualified ®).

() Work Time Overview = e
Uss | Pemanent ~| Wk Time Overvien  Siattios  Agpraval 0
Name | Date | May 2018 [~ | workType | Project Management v
Name Fause Kepword | Unt O Minutes @ Hours
ate 2 mplopes arget time: arget brea ‘arking tirhe: ifference ecordes ualifies ifference esource ‘acation  Sick A
AbckiAzen 1| T [} Doy Engh T Tagel bieak Wk Diflerence & | Recorded Qualfied | Diference @ V. Sick
adniltetor o 5172018 Tue  Brad Casagni .00 050 850 050 750 ]
Acmikase LT 5/2/2018 Wed Brad Casagni 800 050 850 o050 W 833 am) a7 om0
Lu 5/9/2018 Thu  Brad Casagni 800 050 850 050 om0 000 a0 om0
[ 54/2018 Fi  Brad Casagni 800 050 350 050 om0 0o a0 om0
DanDolinger [ 5502018 Sat  Brad Casagni 000 0.0 00 000 om0 oon 000 0w [
Dewe Eln O 5/6/2018 Sun  Brad Casagni 000 0.00 000 000 oo 0w 0.00 o0 [
5/7/2018  Mon  Brad Casagni 8.00 0.50 3.00 1.00 0o 0.00 -3.00 400 O
5/8/2018  Tue Brad Casagni 8.00 0.50 0.00 -800 0o 0.00 0o B0 O
6/9/2018  Wed Brad Casagni 8.00 0.50 B850 050 oo 0.00 -850 1.00 [m] v
< >
[ Morth completed Update Calendar Add Edit adiustment Delete adjustment
Tatals
Target tine 120 ok time B0 Adustment 4 Diffsrance & 3 Ditsinced 5817
Recording Q 1887 Qualfied Q 128
Resource T Vacation 2 adustent 1 Sickleave 2 Public Holdsys 1 Oter 3
Haliday account Cany over 18.83  Curment 1783
Finalize Wtk tine ascount Conyover | 5765 Cunent 2165 Monh end 2165
LogView Close

Search filter example
If you enter a project name (@, e.g. Festival Open Doors in the search filter, only the hours the
employee used this month for this project will be added to the total view (Recording @) and

Qualified ®).

%) Work Time Overview o |[-5- 5]
e, [Famammn o Work Time Dvevien | Statstis  Approval
Name | Date [ May 2018 @+ | WokTipe v
Name Faue Keyword [Project Future (G0 Uit O Minutes ® Hous
Abdulsh Asron [ Date Doy Emplopee  Torgelfme Togelbesk Working e  Difference & Recoided Quafied  Diferencel  Fesowee Vacaion
adisralor ] /12018 Tue  Brad Casagri a0 050 850 050 750 7.50 1.00 o O
stin bz [ 5/2/2018 ‘Wed Brad Cassgri 800 050 850 050 oo 0w 850 0o O
OEEETE 5/3/2018 Thu Brad Casagri 800 050 850 050 0w 0w 850 o O
Carol Crane [ B/M/2018 Fi  Brad Casagni 200 050 850 050 000 0.00 850 o [
DanDolirger O 5/5/2018 Sat  Brad Casagni 0m 0.00 0w 0.00 0 om 0 o O
Dave Elian 0 /62018 Sun  Brad Casagri 00 000 00 000 0 0o o0 e O
5/7/2018 Mon Brad Casagri 800 050 300 1.00 0m 0w 300 oo O
5/8/2018 Tue BradCasaani 8.0 050 000 8.00 0w om 00 w O
5/3/2018 ‘Wed Brad Casagri 800 050 850 050 oo 0w 850 o O
< >
[T Month completed [ Update Calendar Add Edit adjustrent Delste adiustment
Totals
Target time 120 work time 80 Adustment 4 Differsnce A -3 Difference 725
Recadng [0 75 ouied | (@) 75
Resouse 0 Veoaton | 2 Adustment 1 Sick leave 2 Public Holdays| 1 Other
Holiday acoount Cany over 1882 Currert 1782
Finalizo Work fine assount Cany over 5165 Current 2165 Monthend 268
LogVien Close

The search filter searches in descriptions from projects, jobs, invoices, workshop activities,
purchase orders, sales orders, purchase invoices and manufacturing orders.
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Finalizing the month

After all time recording entries are complete, you can finalize the month, 'freezing' the status.
Finalized months must then no longer be calculated live by easyjob, which improves
performance (processing speed). You can only finalize a month if the previous months have
been finalized. To simplify the process, you will receive a request.

Finalize month

All past months will also be completed. Continue?

Yes Mo

Subsequent changes are no longer possible in the finalized month. Unless you uncheck the box
for the Month completed status. There is a specific user right for this function. See also B User
Settings.

() Work Time Overview = | ]
Use Pemanent ~ ok Time Overview  Statisics  Approval
Mame | Date | Apil 2018 [+ ] ‘Work Type v
Mame Pause Keyward Urit O Minutes @) Hours
Abdullsh Aaron 0 Date Day  Employes Targettime  Targetbreak  ‘workingtime  Difference 4 Recorded  Qualfied  Difference . Resource  Wacation A
A t 441/2018  Sun  Brad Casagni 000 0.00 0.00 0.00 0.00 0.00 04a0 o0 [
u| 4/2/2018  Mon  Brad Casagri 2.00 0.50 7.50 -0.50 0.0o E00 1E0 o [
| W 4/3/2018 Tue  Brad Casagri 800 0.50 000 -8.00 0.00 00d 00g 0 [
! d 442018 Wed Brad Casagni 2.00 0.50 0.0d -8.00 0.00 00 000 wm [
DanDolinger [ 4/5/2018  Thu  Brad Casagni 800 050 0m 800 000 oo oo m [0
Dave Ean H] 4/6/2018  Fii  Brad Casagri 300 0.50 000 -8.00 0.00 it} 000 wn [
4/7/2018  Sat  Brad Casagri 0.00 0.0o 800 8.00 010 00 |00 oo [
4/3/2018 Sun  Brad Casagri 0.00 0.00 000 000 0.00 00d 00g 0 [
4/3/2018  Mon  Brad Casagri 2.00 0.50 a00 1.00 008 00 a0 om0 v
< >
__ [4] Month completed ] Update Calendar Add
Totals
Taiget time 1E8 Work time EEEE  Adjustment 159 Difference A 5765 Difference -BB.ES
Recording 145 Qualiied [}
Resource 0 Yacation 0 Adjustment 087 Sick lsave 0 Public Holidays: [ Other
Holiday aceaunt Caiy over 195 Curent 18.83
Finalize Woark time account Carry aver 0 Current 5765 Month end 57.E5
Log View Clase
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Calendar
See chapter B Qualitative recording.

Dashboard

The time recording Dashboard makes it easier to enter Work times and Qualifications due to its
intuitive user interface. Similar to the WebApp, you can carry out all important time recording
functions here. You can start and end your work time using the in/out button . All recordings
for the day (© are listed under Recordings (. The Recording (3 without an end time is still in
progress. You can end it @ and directly add a new one (. You can delete (™ or edit
previous recordings. Recording templates are displayed in gray (® . You can add @9 the
suggested recordings to your work time or start directly from the template @. Recording
templates can also be edited @.

(%) Tire Card - Dashboard =
£ Thursday, 7. June 2018 >

End work time
Started at 6/7/18 4:30 PM -
Current Recording:

Working time Q

200AM  1230PM o
1:00 PM 5:00 PM D é','
Recordings Q
Target 20 Hrs
@ I Common office work Current 2.0 Hrs.
it Difference 0.0 Min.
17-0007 Material World Tour Purchase Order Qualifications @
6/7/18 1:00 PM - 6/7/18 3:00 PM
18-0006 Big Festival Project Management Target 80 Hrs.
6/7/18 10:00 AM - 6/7/18 12:30 PM Girront 50.0 Min.
18-0001.06 Come Together Load/Unload Difference -7.0 Hrs.
6/7/18 8:00 AM - 6/7/18 10:00 A6/7/18 4:30 PM -
Total el
Working time 0.3 Hours
@ Check Resources Project Management Vacation carried over 17.8 Days
@o Permanent inventory Inventory activity Outstanding qualifications @

Thursday, 7. June 2018 @
Qualifications Q
@17—0021 Project Future Resource Scheduling
60.0 Min.

ﬁ XL-Project conference call Project Management
30.0 Min.
15

> Monthly coordination Resource Scheduling
a 30,0 Min.

All activities are listed under Qualifications @ that were already qualified for this day @.
Qualification templates are displayed in gray ). You can edit ¢ qualification templates or add
@ anew one. It is also possible to qualify all available recordings on this day at once @9.

The already documented working time @ for this day can be deleted or edited. The target
working time, the current working time and the difference are displayed as information. The
current status of the qualifications (target — current — difference) @ and the Total @ with
working time and vacation carried over are shown accordingly.

Outstanding qualifications @ are displayed and can be directly edited @ by clicking them.

You require a user right to start and end recordings. See also B User Settings.
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Work time recording

With the time recording you can document the start and end of your daily work time. You can
do this manually, using the automatic time recording or using the interactive terminal. A Web
Interface makes it possible to record the activities and the work times for your own employees
and freelancers also outside of the company.

Manual time recording in the calendar
Your work time can be documented in the time recording calendar.

1. easyjob Menu e Time recording <« Calendar
2. Select the name @

3. S©eAdd®

4. e Work time ®

T Jwe208 | [ Dabpview | | Weekpview | | Monthpview |
SMTWTFS
2728233031 1 2
3456783
O Abduleh Aaion 1011 1213141516
s wzza323 | (3) Friday, June 8, 2018
Al 1234567 y- )
8:00 AM [
an Dollinger }
ave Elian 1
900 AM s
14
1000 AM 7
12
11:00 AM
1
10
1200 PM |
@
100PM [ 3
e -
I
200 PM | 8
[
3:00 PM K
[
400 PM [
o
Calendar | List Qualfication  List  Travel Expenses
g | o | [ S
— e Woyk(lmqu — e —
Target time | 8 Break| 05 Wor Recording d| 0 Qualfied | 0 Difference | 0 Travel Expenses £0.00
Template [ LogView || Cowe |
Vacation

Sick leave
5. Enter the corresponding data

@ Working time x
st [ 42078 ] [0500 AW ] ine

| ed |
@

6. <0k

You can use the mouse to change the work time window in the calendar view. In addition,
there a list view is available for the entries. If necessary, you can also delete entries in the
calendar view. Select the entries to delete in the calendar view and click Delete. You can also

edit the calendar by right clicking the Time Card Icon & on the status bar and Open calendar.
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Manual time recording on the Dashboard
You can easily document your work time using the Dashboard.

1. easyjob Menu <> Time recording S>e Dashboard
2. Click the in (or out) icon

([ ine Coa- Dashbomrd ===
< Friday, 8. June 2018 > ~

Start work time Working time
\ Target 80 Hrs
Current 0.0 Min.
Recordings \ Edit Templates J || Add (& Differance -8.0 Hrs.

Qualifications
Check R oraiact . Target 0.0 Min.
@ ieck Resources Proje anagemen Civiond 0.0 Min.
Difference 0.0 Min.
Permanent inventoiy Inventory activity
Total
Working time 03 Hours
Qualifications Vacation carried over 17.8 Days

@ XL-Project conference call Project Management Oulstanding qualifications

30.0 Min.

@ Monthly coordination Resource Scheduling Thursday, 7. June 2018

30.0 Min,

Time recording via the WebApp

You can document your work time when on the road using the easyjob WebApp.

1. Opening the easyjob WebApp
2. e Time recording
3. Click the in (or out) icon

= { Friday,8.lune2018 »  Time Recording @

Start work time

Recordings Add
® Check Resources Project Management [, start @
Qualifications Qualfy 0oy () (s
XL-Project conference call Project Management Add
30.0 Min.
Menthly coordination Resource Scheduling Add
30.0 Min.
Working time
Target 8.0 Hrs.
Current 0.0 Min.
Difference -8.0 Hrs.

Qualifications

Target 0.0 Min.
Current 0.0 Min.
Difference 0.0 Min.
Total

Working time 0.3 Hours
Vacation carried over 17.8 Days

QOutstanding qualifications

Thursday, 7. June 2018

With the Web Interface, you can enter activities and carry out qualifications for your own
employees and freelancers without easyjob as well as from outside your company. The
Webinterface is based on the easyjob WebApp technology. More information about setting up
the WebApp can be found in & easyjob WebApp User Manual.
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Automatic work time recording
Activate the work time recording in the easyjob program settings.

1. easyjob Menu <> Tools S>e Settings
2. e Time recording tab
3. Check the Automatic work time recording box

© options - O 'Y
‘workshop General ~
Changing the Recarding after min
Purchase Order
Risfusal Resardings smaller i
rentalmarket. iz Continue work time when easyiob is restated within min
Coriroling Conter | | 2uiomaic wark lime recarding
Automatic activity type recording
Freslancer Stap Recording if User is min inactive,
Automatic qualification recording
weh shop U
Farce terminal logon with AFID anly O
Mobile Scanner Foice work time recording with tesminal only O
Dieactivate qualification aon teminal
‘Webdpp 9 ]
Hide user list on the terminal O
Quality Assurance
Manufactui Calendar
anufacturing
Start work. 08:00 AM | Time
Chl Work tme end [05:00 PM | Time
Time Recording Wacation calculation base
@ fverage weekly wark time (O On a daily basis
-
- v

4. e 0k

After the necessary restart, the logon window will appear for ten seconds and will suggest the
current time as the work start time. Confirm the suggested time with Yes. With Advanced you
can change the work start and stop time. If you ignore the logon window, the work start will
be booked as suggested.

@ Logon
The start of work was booked at 12:52 A6,

_—
Yes Advanced

In addition to entering the work end as described for Manual time recording, you can also right
click the Time Card icon & on the status bar to end your work time.

End work

ENG 1249 AM

US  6/8/2018
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Work time recording with the Time Card Terminal
With the easyjob Time Card Terminal, the work time is entered also without a local computer.
For this, the easyjob password or an RFID card is necessary. Additional information about

installing the terminal as well as about programming the chip cards can be found in & Time
Card Terminal.

Use of the terminal interface is almost identical to using the WebApp.
Logging on to the terminal using the easyjob password

1. Select the easyjob user from the user list
2. Enter the password using the numerical touch interface
3. Select in/out and enter the qualification if necessary

Log onto the terminal using the RFID card

1. Position the RFID card in front of the card reader
2. Select in/out and enter the qualification if necessary

34



Time Card - Work time calculations

Work time calculations

Calculating holidays

The holidays in the current month will be deducted from the target work time of the respective
day according to the time card presettings. If - as in the example of a public holiday on Monday
- 8 hours (W will be deducted from the target work time. If the public holiday is on a
Wednesday, accordingly 4 hours @ or if it is on a Friday then 6 hours (3 are deducted from
the target work time.

1 1000156.00 Genius Events UK Brad Casagni [ ]
MainData Contacts Activites Advanced AddressTypes L icati Invoick Jobs Sales Trends

Item Resource Custom Fields A h DigiFleel Time Card TimeR: dir Ratings hiz

Social security number ‘5533757534

Use Pemanent il

Fiequires appraval

“working conditions

Walidity date

Salary interval Month

Salary £2,500.00

Mo Th We Th Fr Sa Su Hours per week
wiork time in hours Q 8 e < e 6 0 0 34
Breaks per day in minutes 30 30| 30 30 0 0
Save 0K Cancel

Creator: sys admin (1/19/2013 422 PM) Last Edited: Brad Cazagni Brighton [6/7/2018 10:53 PM) f;_)

The quantity of public holidays per month is displayed in the &

Work Time Overview.

Calculating sick days and other absences

The absences can be entered as half 0.5 or whole 1.0 days. The basis of calculation is the work
time defined in the time card presettings. If the target work time, for example on a Monday, is
8 hours and the employee uses 4 hours to take part in a training course (other) (® he must still
work an additional 4 hours (2.

() Work Time Overview [ra|=
Use Permanent ~ | Work Time Overview  Stalistics  Approval
Name [ Date | e 2018 [+ | ok Tupe )
Narne Pause Kewword \—I Uit O Minutes @ Howrs
Abdullsh aron [ Date Dsp Employes  Tagetfine  Targetbresk Wokingtme  Diffsrenced  Recorded Qualfied Diference  Rescurce Vacation  Sick leave Other A
adninshialor g EA/2018 Fri Carol Crane a0n 00 0.00 -a00 00 0.00 0.00 oo [ a m|
Akim Alvarez g £/2/2018 Sat  Carol Ciane 000 000 000 000 000 000 000 o [ O O
Brad Casagni ] /3/2018 Sun Carol Ciane 000 000 000 000 000 000 000 oo [ 0 O
I 6442018 Man Carol Crane 800 000 o 800 000 000 oo om0 o O
D Dalingér [ 6/5/2018 Tue CarolCrane 800 000 000 00 000 0.00 0.00 v O O O
Dave Elir 0 6/6/2018  Wed Carol Crane 800 000 000 00 000 0.00 0.00 oo O O O
6/7/2018  Thu  Carcl Crane 800 000 0o 800 000 000 0o wn O o O
B/8/2018 i Carol Crane 800 000 oo 800 000 000 oo om [ o O
B/3/2018  Sal  Carol Crane o0 000 oo 000 000 00D oo om [ o O
6102018 Sun  Carol Crane 000 000 oo 000 000 000 oon o [ gl [E]
671172018 Mon  Carol Crane Q 400 0.0 000 400 000 000 000 o O O v
< >
[] Update Calendsr fdd
Totaks
Target tine B4 warking b 0 adustmert 0 Tosl 84 Diference 1
Recording 0 Qualiied 0
Resouice 0 Wacation 0 Adustrnert 0 Sick leave 0 Public Holidays 0 Other e 05
Holiday account Carry over 15 Cunent 15
Finalize ‘whork time account Carry over 344 Curnent -392 Monthend 508
Log Vs Close

Depending on the difference to the work time defined in the time card presettings for this day,
the daily target work time will be recalculated.
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Underlying calculation format in hours:

Field Formula
Remaining target work time/day @ Time requirement (time card/day)
— Absence time (other-sick/day)
Other total ® Absence time (other-sick/day)
/ Time requirement (time card/day)

Sample calculation

Time card on Absence in hours Remaining target | Total
this day in (Other/Sick) work time on this | Other/sick
hours day
8 3 5.0 0.36
8 4 4.0 0.5
8 5.5 3.5 0.69
8 6 2.0 0.75
6 3 3.0 0.5
4 4 0.0 1

1
4 6 0.0

Excess or non-recorded extra hours will be corrected using the time correction.. In this way, for
an employee with a target work time of 4 hours, who had an appointment outside of the
company that lasted 7 hours, you can credit the 3 hour difference to his work time account.

Calculating vacation

Vacation days are calculated similarly to the other absences/sick leave based on the Average
work week time or on a Daily basis. Vacation days are always calculated on a daily basis in the
time recording. A half vacation day is therefore 0.5. You can define the calculation basis in the
easyjob program settings.

1

2.
3.
4

easyjob Menu e Tools e Settings
S>e Time recording tab
Select the desired Vacation calculation basis

Se Ok
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Vacation calculation on an average week time basis

With this type of calculation, easyjob uses the Average week work time as the basis for the
vacation calculation total. With a 5 day week with an average of 38 hours, that is 7.6 hours per
day. In this case, the 7.6 hours would be deducted for each vacation day. For example, from
Monday to Thursday 8 hours and Fridays 6 hours. On Fridays 6 hours will be deducted from the
target work time and 0.79 vacation days.

®WorkT\me Overview E@
‘work Time Overview  Statistics  Approval
Date Wwhark Type ~
Keyword l:l Unit O Mirutes @ Hours
Date Day  Employee Taigettime Targetbieak ‘workingtime Difference &  Recorded Qualified Difference 0 Resouice  Vacation  Sickleave Other  »
E/B/2018  Fi Finn George 0.00 0o 0.00 0.00 0.0 0.00 0o 0.0 [ 1 ] @
< >
¢ [] Update Calendar Add
Totaks
Target time 162 wiork time 0 Adjustment 0 Difference A 152 Difference O 0
Recording 0 Qualiied ,D
Resaurce 0 [Vacaton | 073] Adustment | 0 Sickleave 0 Public Holidays 0 Other 0
Holiday account Carry over 1167 Current 11.67
‘work time account Carry aver .El Current -38  Month end -152
Log Wiew Cloze
Underlying calculation format in hours
Field Formula
Remaining target work time/day Time card on the vacation day
— Vacation time taken*
Vacation total Time card on the vacation day
/ Average week work time
* maximum is the time card hours for this day
Example table
Average week | Time card on | Vacation time | Remaining Vacation
work time the vacation | taken on this | target work total
day in hours day time on this
day
8 8 8 0.00 1.00
7.6 6 6 0.00 0.79
7.6 8 4 4.00 0.53
7.6 8 8 0.00 1.05
7.6 8 10 0.00 1.05
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Daily vacation calculation

In the case of daily calculations, exactly the number of hours of the day of absence will be
taken into account, which is previously defined in the time card. That is, from Monday to
Thursday 8 hours and Fridays 6 hours, corresponding Fridays to a deduction of 6 hours from the
target-work time and 1 vacation day.

® Work Time Overview

(== |k

‘work Time Overview  Statistics  Approval

Date Wwhark Type ~

Keyword l:l Unit O Mirutes @ Hours

Date Day  Employee Taigettime Targetbieak ‘workingtime Difference &  Recorded Qualified Difference 0 Resouice  Vacation  Sickleave Other  »
E/3/2012  Fi Finn Geoige 0.00 00 0.00 0.00 000 0.00 000 0.00 [ 1 1
< >

¢ [] Update Calendar Add

“Totals

Target time 162 wiork time 0 Adjustmer 0 Difference A 152 Differenc 0

Recording 0 Qualiied a

T 0 [Wacaion | 1.00] Adiustment | i sipleme 0 Public Holidays 0 Other 0

Haoliday account -i:‘;rry.nv'el i 11 ET‘ Current 11.67

‘work time account Carry aver .El Current -38  Month end -152

Log Wiew Cloze
Underlying calculation format in hours

Field Formula

Remaining target work time/day

Vacation total

* maximum is the time card hours for this day

Example table

Time card on the vacation day
— Vacation time taken*

Time card on the vacation day
/ vacation time taken*

Time card on | Vacation time Remaining target Vacation total
the vacation taken on this day | work time on this

day day

8 8 0.00 1.00

8 4 4.00 0.50

6 2 4.00 0.33

6 7 0.00 1.00

4 8 0.00 1.00
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Activity recording

With activity recording, you can use recordings to document which worker carried out which
activity and for how long. That can be done either Manually or Automatically using the
IntelliTrace™ function. Finally, you can qualify these assignments by assigning a certain activity
(e.g. a project) to the assignment.

Activity types
easyjob Time Card includes a predefined set of activities types that you can expand as needed
in the master data.

Creating
1.

vk W

an activity type

easyjob Menu <>« Master Data S>e Activity type
<. Add

Enter a name

Select a color

<. Ok

Assignment type
Koo [

Assignment Type

Driver card analyzis
General office work
Inventory activity
Irvvoicing

Itern Scheduling
Laad/Unlaad
Manufacturing
Project Management
Purchase Invoice
Purchase Order

Put the warehouse in order

Reanange work station
Resource

Resource 5cheduling
Sales
Workshop

]|

With \ you can create additional activity levels

Edit Assignment Type x

Azsignment Type | [EIERE

Create wark time

Color
® Qualification =
Time Card I&ad Casagni = |
Assignment Tope
Activity Type -~ Driver card analyzis ~
. -~ General office work o
vy g |
Duration - Invoicing
Description
Relzased by
Released on

release

O

e
@
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Manual activity recording
All activities carried out will be documented through automatic recording. Multiple options are

available to manually add recordings.

Adding recordings via the status bar.

S>e Add recordings
Select an Assignment type

Assign the respective Activity
Define a Start and End time.

e Ok

NouA WwWwN =

Select the Activity type (This selection is optional)

Right click on the Time Card icon & on the status bar

© Recording X
Activity Type Project v
Activity [18-0008 ITC Show |E[X
Start 6/19/2018 ~[[11:40 AM |
Time
Description ‘
OK Cancel
i D

144 AM

N
£ ~QOBAB®L \J 5y B

Using the arrow icons, you can have the next possible free time frame for a recording be
suggested. The recording will be saved in the calendar.

(%) Calendar

B D Daily wiew

5 M Fs

278
34

2NN osEY

won

17 1613

24252%
3

12 567

Cart 700 AM
Dan Dollinger
Dave Elian

Finn Gearge

800 AM | 500 4K
S0 AM 180008 1T Show
10:00 AM
1100 AM
12:00 PM | 1220F
100 PM | 1:00 Pt
2:00 PM
3:00 PM
400 PM
500PM
B00PM | 530y
700 PM

Calendar  List

Target time: 8 Break 0 work time

Weekly view

Project Management 8:00 AM

Add Edit

9.83 Recorded 45

Morthly view

®w

© & Tuesday, June 19, 2018

El

1

Qualfication ~ List  Travel 3 Template Add Edit

Qualfied

= [E=R =

Delete

0 Difference 953 Travel Expenses £0.00

LogView Close
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Adding a recording via the Time recording calendar:

easyjob Menu -> Time recording -> Calendar
Select the name

e Add

Select the activity

Enter the corresponding data

e Ok

SRR A

After selecting them, you can Edit and Delete existing recordings.

In addition, the Split (W function is available in the calendar. Right click the recording that you
want to split to open the context menu. Splitting creates two recordings with half the time.

8:00 AM

o Workshop 830 AM

17-0004 Service from Loading/Unloading process
9:00 AM

10:00 AM

8:00 AM

& Workshop 8:30AM

17-0004 Service from Loading/Unloading process
9:00 AM

o Workshop $:30 AM

17-0004 Service from Loading/Unloading process
10:00 AM

By selecting a splitted process, holding down the left mouse key and dragging it on the
recording with which it should be joined, you can put the parts back together. The context
menu can also be used to directly access the respective process.  You can open the selected
activity with Edit activity (.
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Automatic recording with IntelliTrace™
With the IntelliTrace™ function, times and activities are automatically recorded based
@ on the easyjob activities. Activities from the Project, Job, Bill of Items, Resource
Planning, Invoicing, Purchase Order, Sales Order, Workshop, Purchase Invoice
Management, CRM and Manufacturing Controller areas are recorded.

You will receive an activity proposal list on the basis of IntelliTraces. Depending on the user
rights, you can make manual changes to the activity list.

Go to the easyjob program settings to activate automatic activity recording:

1. easyjob Menu <> Tools S>e Settings

2. e Time recording tab

3. Check the Automatic activity recording box
4, <. 0k

After the required restart and after opening a project, the recording window will appear for ten
seconds and will suggest the change to the recording.

Changing the current recording
‘Work now an Project "18-0008 ITC Show' ?

Yes Igrore Advanced

Yes confirms that you are working on the displayed project. Ignore stops the suggested
recording. With Advanced you can change the recording start, the assignment type, the activity
type, the activity and also the end. If you ignore the recording window, the recording will be
booked as suggested.
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Recording templates
To create the recordings quicker, you can create templates for frequently repeating processes.

Creating recording templates

Right click on the Time Card icon & on the status bar
S>e Recording templates

S>e Edit templates

S>e Add recording

Enter a name, such as Special project

() Recording Pt

ik N -

MName ‘Specia\ Project |
Activity Type Project v
Achivity [17-0021 Project Future | ES[ES

Description

aK. Cancel

Select an Assignment type
Enter an Activity type

Assign the respective Activity
e Ok

L e N o

You can use the recording template by opening the Time Card icon & on the Status bar or via
the Calendar.

Opening the recording template via the status bar:

1. Right click on the Time Card icon & on the status bar
2. e Recording templates
Click the desired template, e.g. Special project

Add Recordings

AddQualification Edit Templates
C
Recording Templates » Ch

Qualification Template  » ’
Baibonrd Special Project
Edit Calendar

End work

12:04 PM
L AQOR @D NS

Us 6/19/2018 E3

4. Define the Start and End
(¥ Recording b

Assignment Type | Project Management -
Activiy Type  Project -
Activity [17-0021 Project Future IEN[ES

Start 6/19/2018 ~ [[11:38 AM

Time

Description

aK Cancel

5. ©. 0k
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Using recording templates in the calendar:

easyjob Menu -> Time recording -> Calendar

Select a name

e Add

Select From template

Select the desired template

<. Ok

(The assignment type, activity type and activity will be pre-filled according to the
template)

7. Define the Start and End

<. Ok

o vk W =

Resource time recording

When assigning an address (@) as a Resource (O to a Job, an entry is automatically created in
the time recording calendar 3.

MainData Overview Add Appoi 1 Activities Planning R Job Costs Attachments CostPlannes PostCalculation Fields

Puichase Invoices Workflow Rating Web access References Time Recording Actualhours Rooms ReportParameter OBUs
Enter Project Costs here.

[ Project [ ITC Show - Mainltems [ 1TC Show - Location B [ ITC Show - Location C (| Sub-hire Speedrental MyPartner

Sat, B/2/2018 [Gun, 67372078 Mon, 67472018 [Tue, /52018 Wed, 6/6/2018
ﬂkﬂ *Tour Manager &Tﬂ *Tour Manager

€ >

Overview  List [] Display Times ] Shows Appointments | Edt || Deele || AddStef | AddVehick | AddGeneic

||Slalus |F|eelancer5lalus |E!uant\ly ‘Hesuurce everﬂ\u’ehmle ‘HEsuurceAss\gnmenLFleldj |HesuurceAsslgnmenLFle\dﬁZ
Confirmed 1 Brad Casagni

Display Addresses of qualified staff by Resource Twpe [

Travel || Sub-Rental || Overview || To Outlook || Resources || terns || Cloze |

Creator: Brad Cazagni Brighton (641242018 5:24 PM) Last Edited: Brad Casagni Brighton [B/12/2018 5:24 Ph) (5 @

7] Jone 2078 7| [ Daiyview | | weeklyview | | Monthl view
SMTWTFS
Zwana 1M

Name
0 Abdulah daron
0 administrator

Lt X ,,5535' QDO Saturday, June 2, 2018

) 00 AM 13
) Dan Dolinger
) Dave Elan 53
3.00AM
) Finn Geerge 12
T 10:00AM | 10:00 44
1eA0AM 2, Resource 100 AM n
18-0008.071 I TC Shaw -
1100 AM Q Mainlisms 1 # Tour 10
Manager Brad Casagni
1Z00PM | ]
 T00PM | g
Z00PM | 7
3.00PM E B
400PM 5
500 Pt ]
6:00PM 3
700PM B
B:00 PM
8.00PM

Calendar  List Qualfication | List  Travel Expenses

[ aa ][RR e [ Tempate || add || Ed [ Delew

Target time: 0 Break 0 Work tine 10 Recorded i} Qualified 0 Difference 10 Travel Expenses £0.00

i | e
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Qualitative recording

By transmitting the recorded activities from the calendar to the qualification, the activity cost
will be calculated in minutes, the corresponding easyjob processes are qualified and the
respective real costs are assigned.

[o o e
Dily view Weekly view | | Morihly view
10111293 14 15 18
1718092021 2223 | o P
uxszasn|({)(S)
c2uxs21(<) () Thursday, June 7, 2018
.00 AM 12
900 AM =
000 AM |10:00
Z) CRM10:00AM 1
Scundcheck nspeciion)
1100 AM ]
Q Project Management 11:30AM
1Z00PM | 170013 Summer Fievival Festival
8 £ Load/Urkoad 1.5Hous
170013 Summer Revival Festiva
1:00PM
7
' Load/Unkoad 1:30PM
200PM 17:0013 Surmes Revival Festival % ltemScheduling 15Hous
§ 1B000B.021TC Shew - Location B
BEEM Q ProjectManagement 300 PM i 5
17013 Summer Fevival Festival 2 CRM1.5Houws
Soundcheok (nspection)
400PM
4
500 PM ;
+ ItomS chedulng 500PH @ Project Managemenk 3.5 Hous
o 1 e Slasdior® 3 17-0013 Summer Revival Festival
6:00PM
30, 5
FOOPM
1
e[a\endsv List
Add Edt Delste oﬂuahhcaunn List  Travel Expenses Template Add Edt Delete
ot @ ooeiime 8 Break 0 Woktine| 85 Recoded 8 Qoaies 8 Diftvence | 05 Travel Expenses £0.00
Log View Clase

The left side of the calendar shows the created recordings and the right side shows the
qualified activities. In the calendar, first select the Name @ of the employee for whom the
qualification should be carried out. Set the date using the Calendar view (2. On the calendar
page (® you will see the recordings for this day. By activating the transfer button (®), the
activities are sorted by duration and shown in the Qualification view (®). You can also use the
Work time transfer button (&) to create a work time from the duration of all available
qualifications. The Footer (@ provides additional information about the target work time, the
actual work time and the recorded work time. It will also show how many hours have been
qualified (® and how large the difference is between the recorded and qualified hours. If a
project is worked on with a break, e.g. first from 11:30 am to 1:00 pm Project management (9
and then from 3:10 to 5:00 pm @), both of these activities will be summarized after
qualification with a duration @) of 3.5 hours. The list view displays the exact times:

= |12
June: 2018 Daif view Weeklpsiew | | Monthly view
SMITWTFS
EEEE RN
34567839
wuﬁwula\s
1wisNg 02 2223 |
DD\
mumamnn | () (D)
wxxaazsn)\ (<) () Thursday, June 7, 2018
10:00 AM | Time  -[06:30 PM | ok time h ~ Projsct Management 17-0013 Summer Rievival Festival
10:00 AM | Time  -[11:30 AM | CAM Soundcheck Inspectior h v CRM Soundcheck (Inspection)
1130 AM | Time  -[07:00 PM | Project Management 17-0012 Summer Revival b~ ltemScheduiing 18.0008.02 ITC Show - Location B
01:30 PV Time -[03:00 PM | LoadUniosd 17-0013 Summer Revival Festivl @ 15][n | Load/Unload 17-0013 Summer Fievival Festival
03,00 PM | Time  -[05:00 PM | Proiect Management 17-0013 5 @
05:00 PV | Time  -[06:30 P | Item Scheduling 18:0008.02 ITC Show
Einal Target time 8 Break 0 Work tine 85 Recorded 8 Qualfied 8 Difererce 05 Travel Expenses 000
LogWiew Close
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The work time overview also shows the entries from the calendar in a list.

In addition to the user's personal calendar, you can globally view and administer the work
times, qualifications, etc. using the work time overview.

Opening a user's work time overview:

1. easyjob Menu e Time recording e Work Time Overview
2. Select the name

=SEEE
Work Tims Overview  Statistics  Appraval
| Dae [ May 2018 O+| AssgmentTwee | [V
keod [ ] umt OMindes @ Houns
9 Abdullah Aaron Drate Day  Emplayes Targsttime  Target break  ‘Work time  Difference 4 Recorded  Qualfied  Differsnce @ Res A
@ | o atie 5/1/2018 Tue Brad Casagni 800 050 850 050 750 750 .00
@ | kialvatez 5/2/2018 ‘wed Brad Casagni 800 050 850 050 833 83 017
. 20Dt §/3/2018  Thu  Brad Casagni &.00 050 850 050 0.00 000 -850
@ ool Ciane 5/4/2018 i Brad Casagni 800 050 850 050 000 oo 250
@, 2 Dolinger 5/5/2018  Sat  Brad Casagni 000 0.00 000 000 000 00 000
@ | DaveElan 5/6/2018  Sun  Brad Casagni 0m 0m 0m 0o 000 oo oo
©_Finn George 5/7/2018  Mon  Brad Casagni 600 050 a0 1.00 1018 1000 1.00
5/9/2018  Tue Brad Casagni .00 050 .00 800 0.00 000 o e
€ >
] Morth completed [l Update Colendar [ Calendar || od | Ediaiie et s iment:
Totaks
Tagettime | 120 werk tive | B0 Adiustment | 4 Difference & | 3 Differenced | 4817
Recording 324 Qualfied 383
Resource | 11 Wacation | 2 Adijustment | 1 Sick leave ‘ 2 Public Hohdays‘ 1
Holiday acrount Cany over 1883 Cunent 17.83
“wiork time account Cany aver | 0 Curent | -38  Month end ‘ -36

Within the project, you will receive detailed information about the qualified project activities.
Qualifications can also be processed within the project.

Adding qualifications to the project mask

easyjob Menu <> Projects <> Edit projects
Select the desired project

Se Ok

Click the Time recording tab

<. Add

AR

; E==E=R
MainData Overview Addiesses Appointments Resources Activibies P]anningﬂgsom Job Costs Attachments Cost E. lannes
Post Calculation Fields Purchase Invoices Workflow Rating Webaccess References Time Recording Actualhours Rooms
D.'isp1'afl,_‘s ali::prdiect'qual.if.iaaﬁofr's

Qualfications  Siatistics

Drate Duration  Employee Azsighment Type Description
B/7/2018 15 CaolCrane ltem Scheduling -
E/7/2018 1.5 Brad Cazagni  Item Scheduling

E/7/208 5 DanDollinger  Item Scheduling

E/7/2018 1.5 Brad Cazagni  Load/Unload

B/7/2018 1.5 Caral Crane Load/Unload

B/7/208 3 Brad Cazagni  Project Management

B/7/208 35 Carol Crane

Froject Management

Ouaified 175 | 284458 TravelEwperses Costs | Cresteresowse || Add || Edt || Delete
| Travel | | Sub-Rental | | Orverview | | To Outlook | | Resources | | Itemsz | | Close
Creator: Brad Caszagni Brighton [B/12/2018 5:24 PM) Last Edited: Brad Cazagni Brighton [6/15/2018 12:47 AM]
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Actual hour calculation in the project

With the Actual Hour Calculation function, the actual hours worked by a resource is stored in
the Job based on what is recorded in the Time Card. To do so, you must first create the rate for

the actual hours and assign it to a resource.
Creating a rate for actual hours

1. easyjob Menu <>« Master Data <>+ Rates
2. SeAdd

Enter a name, e.g. actual hours

@b, Rate x

Mame: [Actual hours |

Actual hours

4. e 0k

Assigning the actual hour rate to a resource

1. easyjob Menu <>« Master Data <>e Resources
2. Select a resource
3. <. Edit
4. Ratestab
5. e Add
6. Select the actual hours rate
7. S0k
8. Enter the billing rate and the own cost
&, Resource x
Main Data Rates OBU Report
Prices relsvant for the calculation,
Rates Add Delete
Standard [EUR)  Overtime [ELR)
Biling Rate Dn Cost,
Daily 0.00 £€0.00
Houlp | €25.00] | £2000]
Distance | e0.00] | £0.00]
Save Cancel
Creatar. Last Edited: Clark Cafer Stockhalm [2/22/2017 10:44 AM) ’:D
9. .0k

Book in the project under resource with this rate in the Job.

easyjob Menu e Projects S>e Edit projects
Select the desired project

e Ok

Click the Resource tab

S>e New staff

Enter the dates and select the Actual hours rate
Assign an address

No AW =
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] 18-0008 ITC Show = MR =)
MainData Overview Add A i B Activibes Planning Resources Job Costs A h CostPlannes PostC. ion Fields Purchase Invoices Workflow
Raling Web access References TimeRecording Actualhours Rooms BeportParameler 0BUs
Yo ean manage Project Resaurees here
&, Resource Booking X
Project ITC Show - Main Items ITC Show - Location B ITC|
Resource Typs AV Engineer ~
Mo, 7/30/2018 Tue. 73172018
iy 1178 Eninest Quantity 1| @ Simpls () Series
Start __7/3[)/2[)1 8 - a
End 7/30/2018  [|04:00 PM | Time
Rate omcnua\ haurs -
Biling Rate Own Cost
Total hours @ Hrs [ £25.00 £25.00] | €20.00][ £20.00]
Distance @ okm [ €0.00]| €0.00] [ €000 €0.00]
% Total I €25.00| [ €20.00] 5
Overvisw  List [] Display Times  [] Shows Appoint Add Cancel Add Generic
Status Freelancer Status | Ouartity | Resource Diivt Creator: Last Edited @
Cofimed || Conlimed 1 Dan Dalinger
Display Addiesses of qualfied stalf by Fesource Type [ | Assign Delets
Travel Sub-Rental Ovwerview To Outlook. Resources Items Close
Creator; Brad Casagni Brihton (E/28/2018 235 PH) LastEdied (6]

As soon as you have selected a rate with actual hours (O, a new tab with the title Actual hours
(@ will be created in the project. The resource was booked with 8 hours (®, but only 6.13

hours («) were qualified.

[7] 18-0008 ITC Show =8 a8 5

MainData Overview Add Appoi il Activites Planning R Job Casts Attach CostPlanner PostCalculation Fields
Puichase Invoices Workflow Rating Web access Ri Time Recordng Actualhours Rooms Report Parametes DBUs

“You can manage Project Resources here.

Qualifications  Statistics

Date - Duration Employee Assignment Type Description

BA7/2018 1.5 Carol Crane Itern Scheduling

B/7/2018 3 Brad Casagni  Project Management

B/7/2018 3.5 Carol Crane Project Management

E/4/2018 E13 Brad Casagni  Resource finished at an earlier time

Qualified 2363 £4.05003 Travel Evpenses  Costs £1,163.00 Create resouice Add Edit Delete
Travel Sub-Rental Overview To Outlook Resources Iterms Close

Creator: Brad Casagni Brighton (6/12/2018 5:24 PM) Last Edited: Brad Casagni Brighton [6/12/2018 5:24 Ph) (¢7) [;)

On the Actual hours tab (® you can apply the hours that were actually worked for invoicing the

customer with a right click (.

[ 18-0008 ITC Show [ ]2 ]

MainData Overview Add Appoi il Activites Planning R Job Casts Attach CostPlanner PostCalculation Fields
Puichase Invoices Workflw Rating Webaccess Ri Time R ding Aciualhows Rooms Report Parametes DBUs

Zeigt alle Qualfizisrungen 2u Rlessourcen

Project [ ITC Show - Main ltems © 1TC Show - Location B ITC Show - Lacation ITC Show - Lacation sfter show S ub-hire S peedrental MyPartner

Type Name Start Ut Hours  Actual hours |
-1 Resource 1AV Engineer  6/4/201810:00 AM  6/4/2018 B:00 P E13 e b
Time Card Qualiication  Brad Casagni 613 BENEeEA A o
Recording Brad Casagni  6/4/201910:00AM  6/4/2018 4.08 PM s.13|
Travel Sub-Rental DOverview Ta Oullook Resaurces ltems Close
Creator, Brad Casagni Brighton (6/12/2018 5:24 PM) Last Edited: Brad Casagri Brighton [6/12/2018 5:24 PM) @ @D

After selecting the rounding type, the number of hours (@ is calculated.

[ 18-0008 ITC Show [ ]2 ]

MainData Overview Add Appoi R Activities Planning R Job Costs Attach CostPlanner PostC ion Fields

F pces Workflow Rating Webaccess R Time R ding Actualhours Rooms ReportParameter DBUs
Zeigh alle Qualfizierungen zu Ressourcen

Project [ ITC Show - Main ltems = 1TC Show - Location B ITC Show - Location C ITC Show - Location after show S ubrhire S peedrental MyPartnes

Type Name Start Until Hours Actual hours
Resource 1sdY Enginesr  6/4/201810:00 AW 6/4/2018 6:00 PM E. 613
= Time Card Qualification  Brad Casagni E13
Recording Brad Casagni B/4/201810:00 AW B/4/2018 4:08 PM 613
Travel Sub-Fental Overview To Outlook Resources Items Close
Creator: Brad Casagni Brighton (6/12/2018 5:24 PM) Last Edited: Brad Casagni Brighton [6/12/2018 5:24 PM] @ @

Rounding is set to a Quarter hour and Mathematic, the time is rounded from 6.13 to 6
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Time Card - Qualitative recording

You can define the rounding base in the easyjob program settings.

1. easyjob Menu <> Tools S>e Settings

2. e Time recording tab

© options
Wworkshop
Purchase Order
rentalmarket. biz
Contralling Center
Freslancer
‘weh shop
Mobile Scanner
Wwebdpp
Quality Assurance
Manufacturing
CRM
Time Recording
Languages
Room planning

Travel planner

General

Changing the Recording after min
Refuzal Recordings smaller min

Cantinug wark time when easyjob is restarted within
Automatic work time recording

Autamatic activity type recording

Stop Aecording it User i min inactive,

Automatic qualification recording

Force teiminal logan with RFID only

Force work time recording with terminal only
Deactivate qualification on terminal

Hide user list on the terminal

Calendar
Start work
wiork time end  [05:00 FM | Time

Wacation calculation base

Time

@ Average weskly wark tine (O On a daily basis

Oooood II!
3

Actual hour calculation
Rounding
@ Quarter hour (O Half hour (O ‘whole hour
@ Mathematic () Round down (O Round up

3. Select the desired Rounding for the Actual hour calculation

4. e 0k

easyjob must be restarted to activate the settings.
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Time Card - Qualitative recording

Adding a qualification
In addition to transforming recordings into qualifications, you can also generate an additional

qualification using the Time Card icon ( on the Status bar, on the Dashboard, in the Time
recording calendar or in the Project on the time recording tab.

Adding a qualification via the Windows status bar.

ui ke N =

Right click on the Time Card icon € on the status bar

S>e Add qualification

Select the Time card.

Enter the assignment type, activity type and activity, duration and description
e Ok

Adding a qualification via the Dashboard

vk N -

easyjob Menu e Time recording e Dashboard

Qualification section

e Add

Enter the assignment type, activity type and activity, duration and description
e Ok

Adding a qualification via the Calendar

6.
7.
8.
9.
10.

easyjob Menu e Time recording <>« Calendar

S+ Add on the qualification page.

Select the Time card.

Enter the assignment type, activity type and activity, duration and description
e Ok

Adding a qualification to the Project:

O N kWM =

easyjob Menu e Projects S>e Edit projects

Select the desired project

e Ok

Click the Time recording tab

e Add

Select the Time card.

Enter the assignment type, activity type and activity, duration and description
e Ok
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Qualification templates
You can create templates in order to enter qualifications faster for frequently repeating
processes.

Creating qualification templates

Right click on the Time Card icon & on the status bar
S« Qualification templates

S>e Edit templates

Se Add qualification

Enter a description such as XL-project conference call
(%) Template X

uihe N -

Name: [#LProject carference call |
Assignment Type
Activity Type Project “
Ackivity [17-0021 Project Future =%

Duration Hours v

Description

Ok Cancel

6. Select an Assignment type

7. Enter an Activity type

8. Assign the respective Activity

9. Enter the duration and a description, if necessary
10. S Ok

In order to use the qualification template, you can open it via the Time Card icon & on the
Status bar, on the Dashboard or in the time recording calendar.

Opening the qualification template via the Status bar

1. Right click on the Time Card icon & on the status bar
2. <. Qualification templates
Click the desired template, e.g. XL-project conference call

Recording Templates »
Qualification Template  » Edit Templates
Dashboar

XL-Project conference call

Monthly coordination

ENG 210PM

£ ~OOORRE®L I (4 B

. Select the Time card.
5. Adjust the proposed dates if necessary

() Qualification X
Time Card Brad Casagni -
Agsignment Type Project Managemert ~
Activity Typs Project -

Activity [17-0021 Project Future IEN[ES

Duration Hours v

Description Conference call conceming better workflows

0K Cancel

(=)

Brad Casagni Brighton [6/13/2018 219 PM)

6. S0k
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Using the qualification template in the Dashboard

5.
6.

easyjob Menu e Time recording e Dashboard
S>e Edit templates
Select the desired template

() Template - O 'Y

Type AssigrmentType Narme Reference Description
Gualfication  Resource Scheduling  Monthly coordination
Qualfication  Project Managsment  XL-Praject conference call  17-0021 Project Future

Fiecording Project Management  Check Resources 17-0013.02 Zumietung &Y Rental Depot
Recording Inventary activity Permanent inventary
Fiecording Project Management S pecial Project 17-0021 Project Future
Add qualification Add Recording Edit Delete

Close

e Edit

(The assignment type, activity type and activity will be pre-filled according to the
template)

Define the Duration

e Ok

Using the qualification template in the Calendar

7.
8.
9.

10.
11.

13.

easyjob Menu -> Time recording -> Calendar

Select the name

S>e From template

Select the desired template

e Ok

(The assignment type, activity type and activity will be pre-filled according to the
template)

. Define the Duration

() Qualification X
Time Card Br_ad Casagni e
Agsignment Type Resource Scheduling ~
Activity Type Job ~
Activity [17-0013.02 Zimietung AV Rertal Depot | =X
Duration Hours v
Description Weekly check up
Released by ' Brad Casagmi Brighton
Released on (B/A19/2018 2:22.54 PM
Create wark time O

0K Cancel
Brad Casagni Brighton [6/13/2018 2:22 PM] @

e Ok
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Time Card - Expenses

Expenses

With Time Card, you can assign project expenses to employees and freelancers. You can also
see these in the cost plan overview of the individual projects. Expense analyses are also
available. You can edit the expense type in the master data and also pre-fill it with costs if

necessary.
Editing the expense type:

1. easyjob Menu <« Master Data S>e Expenses types
2. SeAdd
Enter a name (e.qg. airport taxi)

(%) Travel ExpensesType x
e

Bastreest

Cancel

. You can pre-fill the costs if necessary
5. <. 0k

Adding travel expenses

easyjob Menu -> Time recording -> Calendar
Select the name and the corresponding date.
S>e Travel expenses tab

e Add

DA

necessary

(%) Travel Expenses Pt
Project 18-0008 ITC Show ~
Costs 6/14/2018
Description

6. S0k

Project expenses

Select the desired expense type, define the project, the costs and add a description if

In the project, you can view the expenses in the time recording and in the cost planner.

Travel expenses in the Time recording project view

[} 17-0013 Summer Revival Festival [ -E ]
MainData Dverview Add Appoi R Activities Planning Resources Job Costs Attachments CostPlannes Post Calculation
PaymentPlan Fields Purch Rating Web access Ri Time R ding A lh Rooms ReportParameles OBUs
“ou can manage Project Resources here

Qualifications  Statistios

Date Duration Employee Agsignment Type Description

472/2M8 B Brad Casagri Campaign

4/5/2M8 55 Dan Dolinger Load/Unload

5/2/2018 833 Brad Casagni Project Management

BA1.2Mme 18 Brad Casagni Resource Scheduling

BA2/.2m8 25 Brad Casagni Load/Unload

6A19/.2m8 05 Brad Casagni Fiesource Scheduling ‘weekly check up

7172018 0 Dan Dalingsr Resource

74172018 8 Dan Dolinger FRiesource

Qualfied | £33 Costs | £93362 | Travel Ex.| 53200 Create resource d Edi Bioin

| i
Travel Sub-Hental Overview To Outlaok Resources Items Cloze

Creator: Clark Cafer Stockholm [2/16/2017 10:05 AM) Last Edited: Brad Casagni Brighton (6/12/2018 5:25 Ph) [;)
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Travel expenses in the Project cost planner.

MainData Overview Add

A R Activities Planning R Job Costs Attachments CostPlannes PostCalculation PaymentPlan Fields Purchase Invoi
Workflow Raling Web access References TimeRecording Actualhours Rooms ReportParameler DBUs

Important addresses can be assigned to the project

{1 Project 1 Summer Revival Festival [ Zumistung AY Frental Depot

Proposed Confimed A A a
Income  Espenses Fraiit Income  Expenses Profit A [0 17-0013.01 Summer Rewival Festival

BBt ‘ s000 | o000 [ 0% [e23%6.68320) (140504925 [ W 17-0013.02 Zumietung & Rental Depal
[+ Resources I £0.00] | €000/ [ 0% | e456000 | €3.940.00]

0BUs | £0.00] | €000 [ 0z | €0.00 | €000 [ 0%

Rooms

Job Costs [ £0.00] | €000 [ 0z | €0.00 | €000 [ 0%

Sublota I €0.00] [ €000 [ 0% [£2341.24320] [£1.406.989 25 [ a0%]
 Tow

ez
¥/ nsutence v

Jobs  Maingioups  Groups  Categories  Rooms  Staff  Vehicles  Generic Resowce  Owner  JobCosts  Costs  Manufacturing Controller

Foreign curency  OBUs

Expenses

Tiavel || SubRemal | Ovewisw || ToDulook | Resowces | Mems || Cose |

Creator: Clark Cafer Stockholm [2/16/2017 10:05 AM) Last Edited: Brad Casagni Brighton [6/12/2018 5:25 PM) @
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Time Card - Statistics/Reports

Statistics/Reports

Multiple analyses are available for the processed data. These include:

- Time and personnel costs per project
- Time per customer

- Target/actual time analysis

- Work time analysis per employee

- Activity analysis per employee

- Started activities

- Expense list

The analyses are generated based on the context from the address, work time overview, project
and globally via the Business Information Center.

{4 easyjob Business Information Center ==
- . T T T T T T T T T T T T T T T T T T T T T T
Time Recording H 2017 L 2018 213 I :
08 Desember 2078
Start Januay 2018 =] Sl L o
Erd December2018 12 | Time Recording ®
Timecard Assignment Type (al Travel Expense Type (a
Ml Project Management [l Hotel expenses
Resource Hotel
W Campaign [ Ticket airplane
[l Resource Scheduling Shuttle airport
Load/Unload
B ttem Scheduling
CRM
§» personal
@ Company Overview
{2, controtling
E Customers
[_m;j Projects . R . = N -
= Ti Top 10 Employees based on Work Time A Timecard Top 10 Employees based on Overtime @
£ ttem
Employee Work Time (h) Employee Overtime ()
&y stait
ini 343 Addim Alvarez [
@ Vehicles Brad Casagni 201 Finn George 240
&l Generic Resources Abdullah Aaron 27 Abdullah Aaron 285
@ - Dan Dollinger 25 XY Event Productions 280
Invoicing
Carol Crane 17 Brad Casagni 47
46 Workshop
Akim Alvarez 0 Carcl Crane 030
) Purchase Order Finn George 0 Dave Elian 110
S user XY Event Productions 0 administrator 614
D} Manufacturing Controller | Deve Elian 0 Dan Dollinger 680
24 crm
it More Dashboard.
o~
\E Foreign currency [Work Time/Travel Expenses | [ Qualification | [ Timecard Variations between Resources
@ Time Recording
»

Time recording in the Business Information Center
Opening the project related analysis

1. easyjob Menu S Statistics e Business Information Center
2. <. Time recording tab

Details about using the B Business Information Center can be found in the related manual.
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Time Card - Statistics/Reports

Opening the project related analysis

3. easyjob Menu s Projects e Edit projects
4. Select the desired project

5. <. 0k

6. <. Time recording tab

7. S Statistics tab

[} 18-0008 ITC Show

MainData Overview Add Appoi ] Activities Plar A

F sces Workflow Rating Webaccess R Time R di

Actualhours Rooms ReportParameter OBUs
Displays al project qualiications

Qualifications ; Statistics

Start[ 5/ 172018 | Undi[ 6/ 172018 ~

18-0008 ITC Show

L=lb=]

F Job Costs Attachments CostPlanner Post Calculation Fields

#
More Dashboards
Travel Sub-Rental Overview To Ovtlook Resources Items Close
Creator: Brad Casagni Brighton (B/12/2018 5:24 PM) Last Edited: Brad Casagni Brighton [6/15/2018 12:47 AM) @

8. Click the desired statistic (e.g. qualification by activity type)

[} 18-0008 ITC Show
MainData Dverview Add, Appoi R Activites Planning R Job Casts Attach
Fields Puichaselnvoices Workflow Rating Web access R TimeRecords

In planning resources, al job resources can b managed clearly that are raquired for planning the job.

Qualifications  Statistics

Stat[12/ 372017 ] Unil[ 51072018 ~]

CostPlanner Post Calculation
Actualhours Rooms Report Parameter DBUs

=]

< Qualifications sorted by Work Type *®

Timecard Qualifications sorted by Work Type 7 -
Assignment Type/Date Employee Comment Time (min)

# ltem Scheduling 420
6/7/2018 an Dollinger 300
6/7/2018 Carol Crane 0
6/7/2018 Brad Casagni a0

+ Load/Unload 180
6/7/2018 Carol Crane a0
6/7/2018 Brad Casagni 90

4+ Praject Management 390
6/7/2018 Carol Crane 210
6/7/2018 Brad Casagni 180

Travel Sub-Rental Overview To Outlook Resources Items Close
Creator: Brad Casagni Brighton (B/12/2018 .24 PM) Last Edited: Brad Casagni Brighton [6/15/2018 12:47 &) (D
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Opening a personal analysis via the master data:

easyjob Menu e Master Data e Addresses

Select the desired address

<. Ok

S>e Time recording tab

Click the desired statistic (e.g. qualification by reference)

EARESIIF I

ainData Cor A A 1) Y R
ltem Re CustomFields Attach DigiFlesl Time Card  Time Recording  Ratings
 Statistics for time 1ecording are displaved

Start[ 5/ 172018 | Upei[ 6/ 172020 ~|

< Qualifications sorted by Reference #®
Timecard Qualifications sorted by Reference [~
Reference/Assignment Type/Date Time (min)
1760
* Resource Scheduling 1110
' Project Management 500
* Load/Unload 150
“ Resource 600
17-0021 Project Future 480
Newsletter 480
* Campaign 480
" Project Management 480
18-0008 ITC Show 180
18-0008.02 ITC Show - Location B 180
" Project Management 180
© Load/Unload 20
© Item Scheduling 90
Summer Party Event’ 150
© Campaign 150

Checkin Crew (Urgent}

]

" CRM 90

Te [ sae ([ ok || cemws |

Creator: sys admin (1/19/2013 422 PM) Last Edited: Brad Casagni Brighton (6/28/2018 1:18 PM) @

In this view you can also determine the time frame for the statistical analysis. You can access
the same analysis via the Work time overview

Displaying a personal analysis in the work time overview

1. easyjob Menu <« Time recording <> Work time overview
2. Select the name

3. <. Statistics tab

4. Click the desired statistic (e.g. travel expense)

Us:

e
Name.

Pemanent ~ | Work Time Dvervisw Statistics | Appioval
Start| 5/ 1/2017 | Until| 6/ 142020

< Travel Expense S

Timecard Travel Expense Type 7 ®

W Hotel

[ Ticketairplane
[ shuttie airport
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Time Card - Advanced controlling functions

Advanced controlling functions
In connection with the Controlling Center, there is the option to assign the activity cost from
projects with Time recording @, thereby calculating the actual work cost for an order.

) 18000 T Show e
MainData Dverview Add Appoit R Aclivities Planning R Job Costs A hi CostPlanner Post Calculation Fields
Puichase I nvok Workflow Rating Web access R Time Recording A lh Rooms ReportParameter OBUs
Zeigt alle Qualifizieungen zu Ressourcen

Qualifications  Statistics

Date Duration  Employee Assignment Type Description

E/7/2M3 1.5 Carol Crane Item Scheduling

BA7/2M8 1.5 Brad Casagni  Item Scheduling

E/7/2M3 5 DanDolinger  Item Scheduling

BA7/2ME 1.5 Brad Casagni  Load/Unload

B/7/2M3 1.5 Carol Crane Load/Unload

BA7/2M8 3 Brad Casagni  Project Management

B/7/2M3 35 Carol Crane Fioject Management

Qualified 175 eEZ,BM 58 Costs  Travel Expenses 6 £500.00 Create resounce Add Edit Delete

Travel Sub-Rental Overview To Outlook Resources Items Close

Creator: Brad Casagni Brighton (B/12/2018 5:24 PM) Last Edited: Brad Cazagni Brighton (6/15/2018 12:47 AM) fD

In the post calculation of the project, the costs from Qualification (2 and the incurred Travel
expenses (3 are taken into account under Real Resources Staff Own Staff (.

[} 18-0008 ITC Show =SSR
MainData Dverview Add Appoi R Acti Planning Rt Job Costs AHtach CostPlanner PostCalculation Fields
Purchaselnveces Workflow Rating Webaccess R Time Recording Actualhous Rooms Report Parameter OBUs
Here you can analyze the profitability of your Projsct/ob.
18-0008.01 ITC Show - Main Items Calculate @
Current Real
Income  Expenses Frofit Income  Expenses Froft  Open expenzes
“ tens CEEGAC CEGE
[-]Resources
[=] staf £9.980 80 £7.83410 £9.930.30
Vetiks
e Rosaaces
Resource total £10.940 80 €8.554 10 £10.940 80 £3.344 58
obus
Rooms
Job Costs €600.00 £600.00
Subtotal £15.85055| | £€11.921.86) | 25% £15.850.55 €6.112.34 £1.570.00
Totd £15.850.55 £15.850.55,
Profit £3.928.69 £9.738.21 [] Post calculation finlized
Invoiood
Tiavel SubRental Overview ToOullook | | Resources liems Close
Creator: Brad Casagni Brighton (B/12/2018 5:24 PM) Last Edited: Brad Casagni Brighton (6/15/2018 12:47 AM] @

Details about using the B Controlling Center can be found in the relative manual under Post
Calculation.
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Time Card - Advanced CRM functions

Advanced CRM functions

In the campaign, you can also carry out qualifications on the Time recording tab

Dats

6/13/2018

Duration  Employes

25 Bradt:

‘work Type  Description

il Campsign  Layout invita

325 F\nr;Eeorge

Campaign  Design text

Qualified

675 Costs

£0.00 Trawel Ex

£0.00

o

d

|| Edt || Dol
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