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1.1. Calculation rules

1.1.1. Built in Salary types (Inconvenient time, overtime and extra pay for
shift)

QL Time has three different kind of built in salary types that follow specific rules in addition to
ordinary (worked) hours:
1. Inconvenient time
2. Overtime
3. Shift pay

This is the built in salary types that can not be changed. Of course as many salary codes or absence
codes that may be needed can be added, but they are not calculated automatically.

To use the built in salary types, a formula starting with preferred salary type should be entered and
then the day defined within brackets.

Example: Rule: OT(d) with a value of 30% yields 30% extra pay on all ordinary work days (in case
when employee is entitled to overtime according to other rules, for example day rule).

The input forms examples are described in the next
section.

Note! Saturday, Sunday

and Holidays gives only
Rules are applied in the following order:

1. Specific day rule, (S) (after you add the S you are Ordmary pay if they are

enabled to add a date) not defined
Holiday (H)

no

w

Week day rule (1, 2, 3, 4, 5, 6, 7) (1=Monday)
4. Normal work day (D) Monday to Friday

Each of them may result in use of several different salary accounts, for example that overtime 40%
and overtime 100% are paid due to special rules.

When it comes to overtime and inconvenient time, three other rules may be configured separately:
o Day rule overtime
e Week rule overtime
e Minimum worked time before inconvenient time or overtime is calculated.

The rules described above are used in the conjunction with the work agreement.
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1.1.2. Work agreement rule

A work agreement rule is a collection of different calculation rules for inconvenient time, overtime
and shift pay.

To create or edit ‘“Work Agreement”’ rules click on ‘Setup’ at the top menu and then select ‘Validation
rules’ or pres short cut key ‘Ctrl” + *Shift” + ’R’.

The example below explains how to create an agreement and declare special rules to be used.
As shown in the form below, several work agreements may exist within one company.

Agreements E| El El

Marme Description

Dief. sweedizh rule

Def. nomwegian rule

Dief. lithuanian rle

Test Rule Test Aule
iBasic: Partner mile

New || Edt || Deete ok || Cancel

The example below shows some different rules ;
regarding overtime. It is important to notice that each rule Note! Changlng day rule
may exist in different timeframes with different rules or A
parameters. This makes it possible to change calculation on and week rule may give
the fly and even in a middle of a period. unexpected results
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Edit agreement edition

Agreement: Def. norwegian rule

d statdater | 01.01.2007 v End date:
Description: | |
Rules
Base rules: Chosgen rules:
IC Add - 0T [B] = +40%
IC week e OT [D[E-22]) = +40%
ot OT [7.H] = +100%
OT day rule OT day rule = »9
0T week rule OT week rule [Falze) = »45
Shift borws

Copy rules from another agreement

Delete

Cancel

J

Double clicking on a rule in the right grid or clicking on ‘Edit” gives access to edition of each single

rule.

The rule in the example below shows that every Sunday and all holidays will be paid with extra

overtime of 100%.

Edit rule

Edit OT [Owertime] rule

Time area string: |T-", H

| e@D.E(12L7(1819LH.§

Special day date:

ETZESTNR

Only when time area iz S [Special)

On sundays whole day,

On halidays whale day

T ariff: |+1 a0z

| e.0.: fised sum +50 or perc.; +70%

Timebank, tariff: |

| 2.0 +70% [muzt be filled for fised sung)

X

[ aK Cancel

I

l
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If inconvenient time is related to employee work schedule, e.g. IC is 2 hours before and 2 hours after
normal work hours, then formula should look like IC= D(-2), D(+2):

Mew rule &|

Edit IC [Inconvenient time] rule

Time areasting: | DI-2LD[+2) |  eo:D.E(12L701819LH.3
Special day date: l:l Only when time area iz 5 [Special)

O workdays 02:00 before normal working time, On workdays
02:00 after normal working time

T ariff: |+?U% | £.0.: fiwed sum +50 or perc.: +70%

Timebank: tariff: | | e.q.; +70% [must be filled for fixed sumsz)

[ 0k ] ’ Cancel
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1.1.3. Day Rule — How it works

A day rule describes how many hours an employee can work during a day before overtime is
triggered.
This rule must be defined in the setup menu together with other calculation rules for overtime.

Edit agreement edition E@@

Agreement: Standard rules

Start dabe: 2003-0-M hd End date: |[] e

Description: | Standart rules for OT

Fulzz
Base les: Chazen rules:
IC IC [D[18-21]) = +21 | +0% TB
IC week rule IC[D[>21). B[13-16])) = +42 | +0% TR
ar IC [B[>16). 7. H] = +84 | +0% TB
0T day rule IC week rule [True) =12
OT week lz QT [D.6[<13)) = +50%
Shift bonusz 0T [6[>13]. 7.H) = +100%
OT day ruls =9
OT week mwile [Trug) =375
Copy rules from ancther agreement Edit Delete

[ oK | [ cancel |

QL Time calculates overtime on periods that exceeds the agreed work schedule. This principle makes
the calculation accurate, fast and in most scenarios correct. To perform a manual calculation of overtime in a
similar way is both time consuming and tricky to achieve.
With an agreed work schedule of 8-16 and with a break scheduled from 12 to 12.30 the following
could happen if any extra worked hour should be calculated as overtime:
e Work time 7-16 gives overtime from 7-8 = 1 hour
e Work time 7-17 gives overtime from 7-8 and 16-17 = 2 hours
e The break is reduced to 15 minutes and taken from 12.00-12.15 gives overtime 15 minutes from
12.15t0 12.30

If the scenarios above happen overtime could in fact be given with three different rates.
QL Time’s way of calculation also influence on week rules regarding overtime. For example if the

employee (a) is entitled to overtime after 37.5 hours in the week, (b) has a work schedule that also is 37.5
hours, (c) worked extra hour the first day in the week, he will get overtime on the first day in the week.
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1.1.4. Week Rule — How it works

The week rule describes how many hours an employee must work during a week before overtime is
triggered, so it is necessary set the preferred number of hours for overtime calculation.
NB! The day rule will always be applied first.

. ] Comment [MR1]: This picture will be
Edit rule &l [changed dome how

[Comment [UT2]: Monika / Paulius }

Edit OT [Overtime] wesk s Flexibility how does it work?

Comment [MR3]: UIf, Average of cycle

szt »378 is always calculated.
/ Flexibility option is moved from this
Average of cycles: window to Validation/Work agreement

rules.

Flexibility £ hours:

] ] [ Cancel

Example:

Employee’s work schedule

Monday 8-17:030 8.5 hours
Tuesday 8-17:030 8.5 hours
Wednesday 8-17:030 8.5 hours
Thursday 8-17:030 8.5 hours
Friday 8-17:030 3.5 hours

TOTAL: 37.5 hours

This gives a total of 37.5 hours and if the week rule is set to 37.5 all extra time will be calculated as
overtime. If the employee works extra on Monday for example half hour from 7.30 to 8.00 this will be
considered as a half hour overtime because the week exceeds 37.5 hour and the overtime period will be from
7.30 to 8.00.

If two, free or more weeks work cycle is defined, QL Time counts the average of weeks, and
overtime is only calculated if worked hours more than 37.5 multiplied by number of weeks during the cycle.

To define several weeks work cycle is done from employee card, under the [Work Agreement' lview, LComment [MR4]: should be changed to }
for more detailed examples click here. WA schedule ?

1.1.5. Extra payment — How it works

The extra payment rule describes what payment will be calculated on top of the ordinary pay.
Everything that are in addition to the salary cost and based on worked hours may be calculated in this
function.

QL Time does not export any extra cost calculation by default but it aims to give the opportunity to
calculate almost everything.
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The example below shows that extra payment may be specified with parameters that enhance the use

of this cost calculation.
The calculations are done in the sequence that is displayed in the grid, but user may change the order

and thereby the result changing the sequence of the calculation.

Edit agreement edition E”E|g|
Agreemnent: Test extra payments
Startdate: | 01.07.2007 v End date:
Description: | |
P:&fment:;::‘iltib; :::hed - Drf:i T4 3%IAGE > 56) Change _the order of
5 Somm securly 1332,112[HEGIDN ol calculation by
4 Insuance 2% clicking on UP and
DOWN arrows on
the right side of the
window.
Mew  Edit Delete Capy pavments fram anther aqreement
[ ok || cenca |

Pressing the ‘New’ hyperlink gives access to the window similar as below:
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Type: “

‘Wacation pay
Social security
Inzurance
Payment: DOither

e.0.: 12%, 13%[AGE » B0) or 14.3%, 15%(REGION = 1)

tlare:

Note! Parameters
may be specified

Possible parameters: to enhan ce the
" AGE - Employes age . .
“REGIOM - Emplovee nunicipality nurmber
“DEP_REGIOMN - Department municipality number Calcu Iatlon Ioglc

Calculate on: [ daily zalary (instead of maonthly salary)

[] base zalary [before any other payments are applied]

[ oK l [ Cancel ]

There are only a few variables to determine:

e The ‘Type’ parameter. When it clicked, a drop down box with predefined types is given in order to
indicate what kind of parameter you are creating. The type text will be used for grouping in the work
plan, registration and period result windows.

e The text field ‘Payment’ must be filled in because this is the formula that does the real calculation.
Useful hints how to input the formula is shown below this field.

Each payment may bee calculated based on:
- age or
- municipality tax code related to employees
o living address or
o the registered municipality of the business

o Calculate on:

- Check box ‘Daily salary’. When fixed amount is in use, it should be specified if the amount is
based on worked days or the whole month,

- Check box ‘Base salary’. There is also a possibility to do the calculation based on base salary
instead of the accumulated sum of salary plus calculated work cost. Base salary is salary without
inconvenient, overtime or shift pay.

1.1.6. Flextime and time bank

The term Flextime is used when an employee can choose within limits when to start working or
finish working on a given day.
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The term Time bank is used when the manager decides that hours should be stored in the time
bank account instead of paying for the hours right away or redrawing it from the payroll.

The difference between flex time and time bank is minimal from a system point of view and the
real difference is between data that is treated automatically or not.

e The basic idea of flextime function is to give each employee or a group of employees more influence
on their own work schedule planning. The employee should in fact have the possibility to plan in
advance their own schedule, for example, through a web interface.

e Employers motivation for the solution are:

o  Less cost (employee takes responsibility to do the right issues at the right time);
o More flexibility in staff administration;
o  Employers are also forced by new governmental laws;

e According to some country laws overtime, inconvenient time and shift must be paid and not stored in

the time bank and QL Time supports this possibility too..

To define a flextime / time bank rule press the ‘Setup’ choice on the top menu and select the item
‘Flex time rules’ in the menu or just press shortcut key Ctrl’+’F:

File  View Tetminal  Budget /Sales  Help
? ok, Options
o
%. ICHOTIShirt rules Chrl4+R
2 validation rules  Crrl+Shift+R,
— Extra payments Chrl+E
§ Flex: time rules Chrl+F
(=]
i Absence reasons Chrl+A
Holidays Cerl+H
Salary periods Chrl+5
Salary accounts Chrl+
Export file Formats Chrl+2

Export setbings

Issug Filker

Cther data

The same input screen is also used for time bank functionality.
Defining flex time rules in company, user should leave the ‘Fixed Time’ button clicked like example
below shows:
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Edit flextime edition

Agreerment: Standard Flextime Rule Office workers

Statt date: |00 2008 v End date:

Description: |Standard Flextime Monway and Sweden |

Flextime rules
(%) Fixed time () Relative time
Time spar: 10:00 [0700-1700] Care time: (0600 [0900-1500)
ar
Arrival: 0200 [0700-0300) Departure:; 02:00 [1500-1700)
. [leawe empty if max time iz not uzed,
Max hours: IZI + zign cah be used to enter relative time, e.g. +8]

Do not wse timebank: [

Default IC [inconvenient time] and OT [overtime] handling:

| Fay out v |

[ Ok l ’ Cancel ]

Defining flexibility, user chose to enter:
e ‘Time span’ is a time in which limits employee may be flexible regarding his work plan. According to
the example above, it is 7.00-17.00,
and

e ‘Core time’ is a time when employee must present at work, and according to the same example, it is
from 9.00 to 15.00;

or

e ‘Arrival’ - it means time period in which limits employee have start working (example 7.00-9.00),
and

e ‘Departure’ - it means time period in which limits employee should finish working (example 15.00-
17.00).

The result will be the same in both ways.

|

If you cbeck the box ‘Do not use timebank’, the time bank solution will not be used at all, and in fact this is

Comment [UT5]: If you input the total
string it yields errors in input. To achieve
the ‘Core time’ you must add 10-15 and
press enter

the only way to prevent QL Time from using the time bank functionality.

At the bottom of the ‘Edit Flextime rule’ form you will find a drop down list box that lets select from
rules of how to manage hours with special calculation in selected limits: to pay for it or to add to time bank
account.
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Default IC [inconvenient ime] and OT [owvertime] handling:

Pay out w

add AT to tirmebatik
Add bath ta timebank

Note! Default for both flextime and
time bank functionality is that cost are
calculated and arise when somebody
work extra or outside plan.

The possibilities for IC (Inconvenient time) and OT (overtime) handling are:
1. Payout.
2. Add OT to time bank
3. Add (convert) both (IC and OT) to time bank

o According to Norwegian law the overtime and inconvenient time (no law definition) must
be paid

In this version of QL Time you can not change the default rule,

The above mentioned difference between flextime and time bank is not big from a technically point
of view. The hours from the flex bank is calculated in exactly the same way. We could say that when flex
time is in use, the employee is in charge and can determine when to come and go within some limits. When
the time bank functionality is in use, the user (manager) (but not each employee) decides when hours should
or shouldn’t go into the time bank.

Describing flex bank and the time bank solutions the basic principle is that the Time bank is relative
to each employee’s work schedule and the handling is based on an individual schedule / plan instead of a
general work time.

If to take a closer look at the definitions, it is only core time that differs.

To put a flex time or time bank rule into an action user must also add the appropriate rule to each
single employee:
1. open the “Employee info” form and click ‘Salary info’. A ‘Flex time rule’ drop down box is at the
bottom of the page, like example below shows:
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Employee info - LI

2. press the “Flex time rule” drop down box in order to find the right rule (example bellow). Click on it

CEX

Emplayee nfo REY BA" BN A« R
M: - From To Hourl pay Marehy pay
b 20122006 100,00 16 750,00
Salary info
‘Work agreemearil P
Additionak info
Shiks SalayFiom | 23122006 | Payment Fule: P
Absances
Mema SalayTo: [ b
© Paid Hourly Salary per Hour: Houws pes Morth: 16750 |
&) Agieed Salsiy Monthly Salwy. | 16750.00 ‘whark Agreement 163.05
Howsz pes Manith:
O Fived Pay Vacation Pay % [0.00 v
(3 Pay Difference Hously service 000
[ Timet Incaement:
Pay dilerence ne: Dl rorvegian nule hd
Exra payments: Test ewhia papments w
Flex fims nule: Honsegian Flextime ~ |L| |

and select the rule to apply.

Extra payments:

Flex tirme: rule;

Rule’s exact settings can be checked by pressing on “View” button nearby. If any flex time

Fay difference rule:

| Def. nomwegian rule “ | ’ Wiew ]

| Test extra payments w | ’ Wi ]
MHamwegian Flestinne v [ e ]
Lithuanian flextime
iat Flextime
Standard Flextime rule

Mo Timebank by default

rule should not be applied, text in “Flex time rule” drop down box should be deleted.

1.1.6.1. [Enhancement on a single day for a single employee

This functionality is not implemented in QL
Time yet.

Note! The same result may be achieved using
a flex time rule
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different setting can be applied to each
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save time. Of course, perhaps this change
kwould call other problems.

Comment [UT12]: Not implemented for
a single employee
Chapter to be revised




To be able to allow some employees to arrive before or depart later than normally with automatic payment is
possible to enhance the string parameter for example like this:

e Plan 9-19:030 is enhanced to 9-19:030:010:015 which says that if the employee arrive 10 minutes
before it is automatically paid and also 15 minutes later is automatically paid
e The rest of the time is not paid if not approved.

This functionality is the opposite of the normal use of ‘Walk Time’.
‘Walk Time’ and ‘Enhancement on a single day’ can be set up with parameters as follow:
e Paid
e Not paid

and the functionality is built to be used on a single day action (from plan) then it may be considered as the
same functionality.

NB! This functionality is more or less used on special occasions and on a day level.
Is it possible that we will run into a situation where it is used as a rule with ‘Walk Time’ and at the same time
we want to ‘Enhance plan on a single day’?

lAccording to Robert the answer is ‘Yes’ because this is a way to force extra payment for full time employees
but is not the best way to do it

It could be a solution that if used on fixed paid employees on a day level we force the hours directly to time /
flex bank without acknowledge.

1.1.6.2. Walk time|

Comment [UT13]: Not relevant. Paying
extra for full time must be solved in another
way.

This functionality is not implemented in QL
Time yet.
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| Comment [MR15]: To change terms —
" | from absence to Event?

1.1.7. Absences

Definition of “Events” includes any absence from the ordinary workspace. Event includes sickness,
child care or vacations, as well as external meetings, travelling and likewise.

To create an event code, select ‘Setup’ from the top menu and then press ‘Lo\bsence reasons’
as shown in the example below will appear displaying all the absence codes that are available.
To edit an existing code, the appropriate line should be clicked and then pressed the ‘Edit” button.

. A form Comment [MR16]: To change to
""""""""""" Enebts in the app. as well

Country Code Mame Pay plan e
Lithuania

LT AL Absence - other law enforced i}

LT AP Absence with permizion i}

LT A Absence without impartant reason i} B

LT BD Blood donation days 100

LT BT Buziness tip 100

LT (] Care time - disabled or 2 children < 12 years 100

LT CC Child care until 3 years i}

LT ou Country duties i}

LT v Creative vacation 1]

LT Hiws Home watch 100

LT IL ez 100.00:2)

LT M5 tdilitary service i} v
[ MNew ||  Edt || oDeete | [ ok || caneal |

All information registering event should be entered to the form similar to bellow:
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Edit absence reason E@E|

Type: [ |
Country: v
Mational code # namne: IL liness
International cade 4 name: IL llness
Pay plar: 100,00:14) ex.: 100, 0[x2)
100%, from day 15 0%,

Iz wark. time: [] o nat exclude absence time from wark time in reports)
Pay over agreed time: ahd: [] Pay avertime

[[] Pay incarvenient tine

[] Paw for shift

[ ar. l [ Cancel ]

First of all absences are classified by the field type. Pressing the down arrow to the right of the list
box a pop up list will show which categories are available.

.4

Tupe: W | Other w
County: Y acatioh

lliness
Mational code # name: Wwatch ——bilie

The absence codes are also divided per country. This | ; ;
flag is used in conjunction with the selected country for each Note! Removmg the filter
employee. If an employee is categorized as ‘Norwegian’ then allows you to use other
can only be entered absences that are categorized as ‘Norway’ absence codes

The example below shows how the rules are created. the percentage of what should be paid (i.e. 100

percent) should be entered.
In the example below it is in fact entered three rules (separated by comma (,)) for the same absence:

B D,1UD[>210[>1E] ex: 100, 0[>2) NOtE' Start Wlth the dEfaU|t
0%, from dap 3: 100%, from day 17: 0%, payment rule and then add
A Court e ey additional parameters.

The first part of the formula ‘0,100(>2),0(>16)’ is the ‘0’ before the first comma, marked in bold and this is
the default pay for the absence code, so:
e no salary is calculated for first two days of absence
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The second parameter is “100(>2)” which means that it will be paid

e 100% salary for absence from day number three
The third parameter is ‘0(>16)’ which means that this parameter overwrite the second parameter therefore
salary is not calculated from the sixteenth day of absence.

Keep in mind that the calculation is based on work days and holiday is considered as work days. The
rules regarding which days that are counted may vary from country to country, for example Norway and

Sweden counts calendar days and Lithuania work days|, {Comment [MR17]: According to me, }
LT also calculate calendar days.

To be able to export the absences to i.c. a salary system see the chapter {Salary accounts’. [“'““"e“t | LWk} p W et }

Saturday and sunday

[Comment [MR19]: Is this correct title? ]

Note! Important: Number of rules entered here must match an
appropriate internal account if you want to keep a correct track of
the result of every calculation rule for example to be able to export
to a salary system.

The user can add absences in different ways from several different places like:
e Plan module

Registration module

Employee card

Web module (not included in basic package)

Mobile phones (not included in basic package)

The most common way to add absences (like illness or business trip) is from Plan module or
Registration module:
.

ile  View Setup Teminal Budgst/Ssles  Help

Work plan Registiations

Peiiod Fiesuts
Save (HPrint - [#] Clear |[T]pay [§]workweek [7]wesk [30]Month

cpatment: | My selection | Peiod:  [2080525 v | - 2030531 | (@] (@)

o e— Week2Z Week2Z Week2Z WeekzZ WeekzZ WeekaZ WeekzZ o e—— P
W0 CeE Mo20030525 | Tu20030526 | WeZ20030527 | Th20030528 | Fr2003:0523 | 5220030530 | 520030531 fours By ol
) Summary 0630 0330 08:30 0230 0830 00 o000 3630 363200
® Brigita Bjamsen FreshFood [Ferskvarer) {10001 900030 1000-1900:030  0800-1700:030  0800-1100:030  0800-1700:030 = 3630 k10000 ki 3632.00

If you at this stage want to know more about absence registration click here.

1.1.8. Holidays

QL Time has predefined national holidays. To check out what predefined holidays the system use,
user should select ‘Setup’ from the top menu and then ‘Holidays’.

In addition to the predefined holidays user can also add special dates to the list.
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The view below gives an overview of all the holidays. The top line can be used to filter the list in
order to easier overview of special codes or countries.

Holiday editions |Z| |§|E|

Fram Ta Description .

G101 3000 3T A2 5008 S psterst stat wersion Note! If a new holiday

01.01.2003 Mo more movable holidays - LT |S added or removed
make sure that you
define new holiday
rules from a given data.

[ Mew || Edt || Deee | [ ok |[ Cancel

Land

Litauen

[RE]

Day of Restitution of Independence of Lithuania
Statehood [Coronation of the king Mindaugas] Day
Chiistrnaz

Agcension Day
Pentecost
Chiristmaz Ewe
Chiristmaz

bars 11
Juli B
Dezember 25 [2 dager)

Péske + 33

Paske + 49

Desember 24
Desember 25 [2 dager)

Hy

| [ Redger ||

Selecting a row and then clicking enter opens the form where the rules for a specific day can be defined.
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Edit holiday

Tope: Fired_Hol “
Country: #= | Morway w
H I ational name: Jul
International name: Christras
Day count: 2
tove to nest workday:
Frarm tirme: O =
Fixed holiday
Month / Day: December w 25

It is important to keep in mind that a holiday may be only part of a day, i.e. Christmas Eve or New Years

Eve|

Properly registered holiday in this form is the base for correct use of holiday calculation rule (using

the ‘H’ parameter).

When an employee has a work schedule and the expected
working day is on a holiday he/she is entitled to a salary even if
they do not work. This is the standard solution. They are also
entitled to extra pay for inconvenient time and if it is planned
overtime (it should not be planned) QL Time looks at a holiday as
an ordinary work day and pay according to ordinary rules even if
there are no work done.

Note! The only way to
avoid paying is to
register a null plan on
the day.

A holiday gives only ordinary pay if work is scheduled unless a holiday rule is used.

NOTE! A special day definition (S) does not overwrite holiday definition
and if holiday payment is not defined only ordinary time is calculated
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{

Comment [MR21]: What do you
mean???




1.1.9. Export period definition

An export period defines which time periods will be:
e Exported and how
e Locked up for further editing
e Stored in the statistical database

This window may be opened by pressing ‘Setup’ from the top menu and then ‘Salary periods’ or jusr
pressing shortcut key ‘Ctrl” + “S’:

Salary period agreements E]E]

Mame Dezcription

MuCompaniesPeniods Standard =alary periods equal to months

[ mWew || Edt [ Dewte | [ ok |[ Cancel

Pressing the ‘New’ button or double clicking on an existing appointment the ‘Edit agreement” form as
in the example below is opened.
Two tabs in the form is available:
e The tab ‘Salary Periods’ refers to the time period within this agreement.

e The ‘Export files’ refers to what kind of export file name(s) we will use if we want to export the data
to another data system.

Tab “Salary Periods’
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Edit agreement

Agreerment: |MyEompaniesF’eriods |

Description: |Standard zalary periods equal to months |

Salay perinds | Exportfiles

Mame Start date End date Types

Year 2009
1 - January 01.01.2003 31.01.2003  Registered
2 - February 01.02. 2009 28.02.2003  Registered
3 - March 01.03.2009 31.03.2003  Registered
4 April 01.04.2009 30.04.2009  Registered
5-May 01.05.2009 31.05.2009  Redgistered
E-June 01.06E.2009 30.06.2009  Registered
7 duly 01.07.2009 31.07.2009  Redgistered
8 - August 01.08 2009 31082009  Registered
9 - September 01.09. 2009 30092009  Registered
10 - Octaber 01.10.2009 31102009  Registered
11 - Hovember 01.11.2009 30112009 Registered
12 - December 01.122009 3122009  Registered
Generate year Copy year

[ Mew J[_Edt ][ Deete | [ ok J[ cawa |

Pressing the ‘New’ button or double clicking on and existing period gives access to the ‘Edit salary
period’ form, se example below:

Edit salary period

Marme: | |
Peiiod  |01.01.2009 v | = [31.01.2009 v |
Salary types [By default all mizzing periods - regiztered]:
Type Start date End date
Mew || Edt || Demte |

I ok ] l Cancel ]

It is possible to set up three different export types:
e Registered
e Plan
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o Differences
Default is ‘Registered’ and this is the type that is used in most situations.

If it is necessary to make some more advanced export for example at the end of the year it is possible
to split a period into several time periods.

Click on the ‘New’ button or ‘Edit’ button to open the ‘New salary period type’ form.
See example below.

CiiLEplay, perlod Ve i Note! You can mix registered
2009 1 [01.01.2009 __. 31.01.2009)] and plan data in one eXpOI’t
Te | EEE - |

Period -

I 0K l [ Cancel ]

This form lets user split an existing period into several sub periods with different types of export
setup. As the text in the form below shows all sub periods that are not defined is equal to registered time.

Edit salary period E|
W armne: |'I |
Period:  |M.00.2003 % | = [31.01.2009 1+ |
Salary types [By default all mizzing penods - registered):

Tupe Start date End date
Planned 26.01.2009  31.00.2009
New || Edt || Deete |
[ (0] ] [ Cancel ]

The idea is that most of the registration for December will be registered data but the last few days will
be based on the plan|.

The logical thing to do, after using a feature like the one above, is to create the next salary period like
the example below.

When a period is reported based on plan the same period should in the next session be corrected and
the plan should be compared with registrations and only the differences reported.
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Edit agreement

Agrearnent: |MyEompaniesF’eri0ds |
Description: |Standard zalary penods equal to months |
Salary periods | E xpont files
Mame Start date End date Types
Year 2009
1 - January 01.01.2003 31.01.2003  Registered
2 - February 01.02 2009 28022009  Reqistered
3-March 01.03.2003 31.03.2008  Reqigtered
4 - il n.04.2009 30042009 Regiztered
5-May 01.05.2009 N.05.2009  Registered
B -June 01.06.2003 30.06.20083  Reqigtered
7 - duly n.07.2009 N.07.2009  Regiztered
8 - August 01.08.2009 31.08.2009  Reqistered
9 - September 01.09.2003 30.09.2008  Regigtered
10 - October 01.10.2003 31102008  Registered
11 - Mowember 01.11.2009 30112009  Reqistered
12 - December 01.12.2009 31122009 Reqistered, Planned
Year 2010
1 - January 26.12.2009 31.01.2010  Differences, Registered
Generate vear Copy year
[ mWew || Edt || Delete ok || Cancel

Tab ‘Export files’

Clicking on the tab ‘Export files” which is in the ‘Edit agreement’ window under ‘Export period’
opens the form similar to below.
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Edit agreement |Z| |E| fgl

Agreernent: [UAB BP |

Diescription: |At|}lginimu periodai |

Salary perinds Export files

File: farmat: | v

Allow changing file format before export:

File: name format: | |

E.g.: <m> - period month, <y> - period vear,
<d> - department, <u> - user, <p> - period.
Up to 4 characters: <mmmz, <ywys . [More characters - more information]

Allow changing file name before export:

[ New J[  Edt ][ Delete | [ ok ][ cance |

In this view user may select file format that will be used exporting data. Pressing the down arrow to
the right of the list box a pop up list will show which file formats are available. For more information of how
to store file formats click here.

File: name farmat: |<mmm><pp>_<ddd>.dat |

sep2009 1_2 [FreshFood [Ferskvarer]].dat
E.g.: <mix - period month, <y - period pear,
<d> - department, <u> - uger, <p> - period.
Up to 4 characters: <mmm, <peees [Maore characters - more information)

Using the parameter that is shown in the form in the file format name gives the possibility to
automatically define file names for export and |remove the hazel it is to tamper with the filenames when the

export procedure is run, [Comment [MR24]: Unclear the end ]
ofthis sentence

Before we leave this topic we want emphasize on the importance how to bind this export functionality
to each employee. Read the following chapters to make sure that the whole topic is understood.

1.1.10. Relation between export functionality and each employee

For information of how to open and work with employee info click here.
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There are two relation points between export functionality and each employee:

‘Salary Periods’

Employee info - Frank Fristad

Employee info

Adresses Salary perind agiesment
Cantacts
Salary info From Ta Haurly pay Manthly pay
- Work agreement b | 01.01.2009 100,00 16 305,00
Additionalt info e
- Skills

-~ Expatience

- Bbsances Salary From Paitern
Mar\;‘mﬁhank Salary Ta:
(O Paid Houry Salary per Hour:
&) Agreed Salamy Monthly 5 alary:
(%) Fived Pay
) Pay Difference

[ &

Hours per Month: 183,05
1630500 Work Agreement 163,05

Hours per Month

, Wwork agreement rule: | Standard detalihandel

~ | [ View l
. Cost caloulation e [Norske tileggsregler -4 ukers feri v | [ View |
Flex time: rule: | No timebarik. v | [ Wiew l

2. Define export reference number (salary number) for each employee. In the example below it is set to:

Employee info - Frank Fristad J
Emplayee info 1 - X~ - | - - B~ J
Adresses
Contacts Employee info - Frank Fristad
Salary info
Work agresment
D Tabls Nor
st ot L] _—
Experience
Me;ﬂ'me"a”k Courtry: 3= Bith date: [Fo1.01 1570 -
SecSeculyy | | CostCentar Bakery (Tomvarer) v
Tas ragion Hired Fiom: s 209 v
Cad D |:| Salary Mo 1234
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| Comment [MR26]: Since there is
- | internal and External accounts should ne
1111 Inte I’na| accou nt deflnltlon’ mentioned both. But the title of this chapter
should be ~Salary account definition or just
Account definition

All accounts should be given a proper description and specified in the form for accounts. This form is
opened selecting ‘Salary accounts’ under ‘Setup’ from the top menu or using shortcut key ‘Ctrl” + ‘K.
It is basically three different types of accounts:
o Salary
o The salary accounts are basically something you describe by adding the shift, overtime and
inconvenient rules with parameter. In addition you must describe how each account should be
exported.
e Manual
o This is meant to give you the opportunity to do manual registrations that more or less override
the automatic salary types.
e Extra Pay
o This is a special type of accounts that may be calculated based on other accounts. They are
used to give you the exact cost level and normally we do not export any figures from this type

of account.
— - Comment [UT27]: The name field must
Accounts r_ ”'D |f5_<| | be enabled so that it is possible to link one
e ——— | specific absence code to and export account
Salary type Internal account | External account . Description L Bt;srzzigion the 27 Of October
Salary |
: | | Comment [MR28]: Columns Salary
. Homnsl 1oan ‘ [ type to change to Account type??? }
IC 1020 [
| /| Comment [UT29]: The header ‘Salary
ot 1o ||| type should change to ‘Description’
07 1003 10z [ +3Pe SeHECAEnE ¥
OT +50% +70% 1011 2000
Abzence 1040
Shift bonus 1030
Manual
Mormal 2000 1300
Other 456
Otker +50 1900 1300 Lest
Other [boat per distance] 15 93593 3393 For each distance
Other GO E543
Extra pay
W acation pay 1234 Test
v
[ New || Edt [ oDeste | [ ok || cance |

User may add new, edit or delete selected existing account by clicking on appropriate buttons at the
bottom of Account form.

Here entries are grouped by account type. Selecting one of the presenting accounts types, user may
select preferred salary type.
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()

Edit account

Accourt type: EE

Salary type: Absence v Note! Clicking on ‘Select

Name: ND - liness absence reason’ links directly
Select absence reason to absence COdeS

Parameters: 100%

e 707, +50

Internal account nr.: | 5000

Esternal account nr: | 15000 Remember to deflne eXternaJ
Descriptiort account number for export
purposes
oK l ’ Cancel ]
There is in a one to many relations between an absence code and accounts. So the parameter field ( comment [MR30]: Event??
below gives possibility to add several other [parameters. Comment [UT31]: This will cause
some problems setting up the system and |
guess we need some tools to print out all
setups and show relations.
. How do we know that everything is
Account type: Salary w R
Salary type: M arial
Eutra pay

RENH

In this case records marked as salary type and are calculated with 50% and 70% overtime is exported
to the same export account and the idea is that the receiving system handles the difference in the right way.

Clicking on ‘Select absence reason’ gives a list box of absences that you can link to. For more
information related to absences click here.

To make it possible to store all results from the calculation formulas for later use it is necessary to
link each work agreement rule to an account.
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Accounts

Salary type
Salary

OT +100%

OT +50%,+70%
Absence

Ahzence [MO : lline
Abzence (MO : lline

Edit account

Account upe:

Salary type:

I arme:

Parameters:

| Salary

|Absence

|ND s iness

Select absence reazon

Shift bonus Reason
Manual Intermal account fr) “ | | | I:I
Mormal External accourt m Country | Name code i/
0T 40% - LT Work watch Wi
Other Description:
Other +500 WO Business: Meeting BM
Other [boat per dist [{n] Buzinesz Trip [whole Day) BT
Other &0 NO | Dostor Visi Paid DV
Extra pay MO Fureral Fu =
Mew E dit [
[ ] L J ‘— WO Sick Child 5C

|

If more than one parameter for an absence code regarding how to
pay is specified, the same number of accounts should be specified
too and each parameter linked to the account code.

Example:
Absence 0% pay (not paid by company)
Absence 100% (100% of ordinary pay from company)

Link ‘Absence 0%’ to account ‘Absence not paid’ with adding the parameter 0% and
Link ‘Absence 100%’ to account ‘Absence paid’ with adding the parameter 100%.

CRITICAL: Check and double check your links between
absence codes and accounts.
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1.1.12. Define the Export file format

Select a predefined format or build your own

Export file formats

Hame Description
Huldt og Lillevik. Huldt og Lillevik.
Infa Easy Infa Easy
K.appahl K.appahl
TLP2000 TLP2000
Visma Visma
Wivaldi Wivaldi
Ergo kort Ergo kort
Di Di- Det zamme som HAL spstem 4
Wew [ Edt ][ Delte | [ o« [ cancel

Edit export file format

Mame: |
Description: |Huldt og Lillevik |
Field zeparatar [if any]: l:l
Recaord fields [will be exparted in this arder|:
Record line [89]
1 Constant [71  FILL1
2 Departrment [0 [71  AVDELING
3 Constant ['07 [8] PROSJEKT
4 Constant [8] ELEMENT
) Constant [1E] FILLZ
E. Employee salary no. [4] LOMNTAEER
7. Salary account nr. [3] LOMMNART
8 Date [6] DATO
9 Hours [10] FORTEGM1 + ANTALL
10, Hourly pay [10] FORTEGMZ + SATS
1. Sum [10] FORTEGM3+BELOP
Mew  Edit Delete Copy fields from another file fomat
0k ] [ Cancel
1.1.13. Define what should be exported
n n H .
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There are several ways the information regarding one employee can be exported and it is important that the
information is exported in such a way that it fits with the system that will use the data.

It is basically three different export types:
e Export all registrations (normally hourly paid) — QL Time terminology = Full time
e Export the difference between the registrations and the work agreements schedule (Agreed Salary) —
QL Time terminology = Only differences
e Only manual registrations = (Fixed pay) - QL Time terminology = Nothing

o In addition special marked absence codes Comment [UT32]: This is not

implemented
Salary export settings Q@IE

Ewport manner for different galan types:

Hourly salarny: Only differences

Aareed zalany: Full time A

Fired zalary: Full time w

Restore defaults

)4 ] [ Caticel

1.1.14. |Issues to consider
Export of sickness on holidays will be treated according to the absence definition.
Vacation on holidays will not be exported and written to the database because it is actually not workday
e This must be checked with Robert

o Vacation is normally calculated as weeks | T TR otz i
stilling til hva som skal skje
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1.1.15. Converting to salary codes

As example in the previous chapter describes it is three different compensations for overtime:
e 1%0of April = NOK 120
e Ordinary days = + 30% of hourly pay per hour
e Ordinary days but outside work plan (two hours before and two hours after) +50%

Since it is three different solutions for how to pay it also requires to set up three different salary
accounts for export.

QL Time automatically detects that you define a new salary code and try to save it. At the same time
you are forced to define the account number in QL Time’s account table.

Without a proper definition of account number and a definition of export account you will not be able
to lock up salary periods.
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2. Setup for Period result

The goal of this chapter is to describe in more details the prerequisites needed for export. We suggest
that you skip this chapter now and return after you have taken a look at the system configurations chapters.
The export procedure is a one click solution when everything is set up and ready to export.

This is the place where user may do the export when the period is finished. But before the export
functionality can be put to work, several parameters must be set up and checked in order to export the
appropriate information correctly, such as:

o Define Salary Type Export and break it down to time periods (normally months)
o If the information is going to be used in a salary system, check that all necessary information is
correct.
o Export account numbers must be the same as used in the salary system.
o Employees Salary number must be the same as used in the salary system.
e Check that overtime and inconvenient time will be handled in a correct way and matching the salary
systems requirements
o Set up file name that will be used for export and export type:
= Ascii file transfer

= XML
= Excel
= Database

o Define what will be exported
o Define export settings (if everything, differences or nothing should be exported) for the
different salary types:
= Fixed Salary
= Agreed Salary
= Hourly Pay

h’he ‘Period result’ can be run in two different ways.
e Ordinary mode
e Debug mode

Access to debug mode is only given to users with administrator rights and may be selected when the ‘period
result’ tab is clicked. |

2.1.1.0rdinary mode

In the example below the user should select ‘Department’. This automatically will give all Salary
Period agreements related to selected department.
\If the selected department has sub departments that also belongs to the user all departments will be loaded at
the same time if this option is selected in the setup.

Comment [UT34]: This is not
implemented yet

After selecting departments it will possible to select the corresponding ‘Salary Period agreement” from the
drop down list.
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In the example below the ‘Fresh food’ department is selected and the ‘Period’ selected is “Salary
periods” with period 2009 10A (2009-10-01...2009-10-06).

After selecting parameters the ‘Read Data’ button must be pressed in order to get requested
information:

Export of period results can not be done if some of the employees in the department that belongs to the same
salary period have some issues.

A message regarding issues will be displayed and the export procedure will not be allowed to run before all
issues are solved.

The export is a one click solution and the only result the user will see is a log of the export saved in a pdf file

and possible to view at a later stage. [

2.1.2.Debugging mode

The view below will only be displayed in debugging mode and it is important that the user has a very good
understanding on how to read this view in a correct way.

|

Fe o S T Bt
? Wobkgn | Pegohsins | PeindResuks
. Bont Pt St - 5| ex oot et Hary s ol e v, o sl
Dot [effoifeive] N Pl Sy o605 a5y (3] ) (fel
0l
: Vel WD | Wl Weld Yedt Vel
D e bpet | Tl WAGEN | RAGOR GIROG RABLY WAIHDE W o oy
l R el | Feped | Fagbet Ragieet Rt
- Sy T I ) 6
Shpelme  Ferfudfabe) 01T EVE ZEELTETS ENIE TR 56 W00
;
7 Canila Dokt FreshFond Feckvare] k00 0 ki

This view gives information of what will be locked and exported to other systems.
Example below shows that Brigitta is supposed to work in two departments (Fresh Food and Bakery).
Since in this case user has access just to Fresh Food department, information related to Brigita’s work in
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Bakery department is inaccessible and it is shown in light gray color in Italic.

System X

File  Wiew  Setup  Terminal  Budget [ Sales  Help

| yaieas | Fjuawedar |

| Woarkplan | Registrations Pefiad Results

Export * olnlock =4 Print ~ @ Clear @Export settings:
Department: |FreshFood [Ferskyarer] vl Period: Salary
Enploves Department Tatal
Summary 200600
Brigitta Bjernsen FreshFood (Ferskvarer] k150500
Buigitta Bsimsernt Bakeny [ Tamvarar) for 500 00
Camilla Collet FreshFood [Ferskwvarer) kr 0,00

User can’t modify that data.
If there is any not fixed issues left, system will give notification messages when the user presses button
‘Export’
System X - [B]x]

File

Wiew Sstup  Terminal  Budget/Sales  Hslp

Workplan | Registrations | Petiod Results 1

s || mnea]

[]Export ~ PojUnlock (4 Frint - [x] Clear §2 Export sektings: Hourky salary: Full time, Agreed salary: Full time, Fized salary: Full time |

Depattment | FreshFaod [Ferskvarer) | Period [Salary perios | 2009 104 (20031001 ... 2008104 1+ | [ Readplan |

‘Wesk40 Weskd0 Weskdl Weskdl Weskd1 Weskd
Employee Department Th 2003-10-01 Fr2009-10-02 5320091003 Su 20091004 Mo 201 5 TuHZEIE_IH—T EIHEIS Hours Hourly salary
) egisters:
20:06

Sumnmary

Brigitta Bjamsen FreshFood [Ferskvarer]

B Snigits Siamsan Bakeny (Tarvarer)
FreshFood [Ferskvarer]

1730-1736 08001145, 12151600 1506 kr 100,00
sy A T0000
0000 k100,00

There are still 1 cells with issues in this period,
Mormally all issues should be solved before the export (this can be done in the registration plan).

Do you want to continue with the expart anyway?

(

] L Mo ] [ Cancel

1 cells with issues

If user has limited access to company structure and data has been exported already, it will not be

possible to undo without administrator rights. The user with administrator rights must unlock the appropriate
period before export can be done for the second time.

2.1.2.1. Export procedure in debug mode

If you are a super user then you will be able to see some extra forms during the export procedure.
The first window shows you exactly what will be exported for each employee.
Remember that QL Time never works with amounts, only with hours and minutes.

What you see is depending on how the periods are defined and the settings for each type of salary (fixed pay,
agreed salary and hourly pay).
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“Work plan Fiegistrations Salaries
[BExpart + (2 Lock = Print - E] Clear §2 Settings
Department: FreshFood [Ferskyvarer) + | Period: Salary Export One Day || 20091 [01.09.2009 ... 01.09.200
Week3B
Employee Department Total Tu 01.09.2009 Hours Hourly wage
Fegistered
5,00 | D0:06 09:08
Wworked time 03:06 09:06
Paid time: 00:00
Sum 5.00 5.00
= Budaget
Turnover
Wwork cost
Work cost %
# Anders Andersen FreshFood (Ferskevarer] kr 5,00 (== 17301736 0306 fer 100,00
=| Brigitta Bjornzen FreshFood [Ferskyvarer] kr 0,00 0c:00 fer 100,00
= Time:
Fegisterad
Plarned 0800-1300
Agreed 0300-1300
= lssues
Mo registrations
Salary kr 0,00 | &gr. week 1 of 1 = kr 0,00
=| Brigitta Bjornzen Bakery [Tarrvarer) kr 0,00 00:00 fer 100,00
= Time:
Fegisterad
Plarned 1630-1800
Agreed 1630-1800
= lssues
Mo registrations
Salary kr 0,00 | &gr. week 1 of 1 = kr 0,00

The window below gives you three different grids. The grid on the top shows you details per day.
The second (middle) grid shows you what will be exported (summary for the whole period).

The third grid is what will be written to the statistical database.
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RESULT_ID EMPLOYEE_ID  EMPLOYEE_NAME SALARY NR COUNTRY_CODE | DEP_ID DEP_N&ME SALARY_PERIOD | DATE IS_CORRECTION | IS_HOLIDAY AGREEI
4 1 Anders Andersen ND 2 FreshFood [Fersk... | 20091 (01.08.20.. | 01.09.2003 O O 0800161

2 2 Biigita Biemsen NO 2 FieshFood [Fersk... 20091 (01,0920 |01.09.2003 0 0 0800131
Biigita Biemsen NO Bakery (Torrvarer] | 20091 (0.09.20... |01.09.2009 163018

L3l i |

RESULT_DETAIL_| RESULT_ID ACCOUNT_DESC | ACCOUNT_ID EXPORT_ACCOUN MINUTES INTERVAL P&Y_PER_HOUR | PAY_SUM

Stet. delais
RESULT_DETAIL. RESULTID  ACCOUNT_DESC ACCOUNT_D | EXPORT_ACCOUN MINUTES INTERVAL FAY_PER_HOUR | PAY_SUM
Nomel 2 02 55 0506 (0800114,. 100 90
0T (50%) 0006 (17201736) 50
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3. Terminal configuration and Messages

3.1.1.1. Communication Management Service (CMS)

Communication Management Service (CMS) is the main engine of data exchange. It is using for
synchronizing Terminal’s database with main database. CMS sends data table to CReg and CReg sends
clockings to CMS.

CMS Client is the application used to manage data exchange between WinCE terminal and main
databases. CMS Client connects to CMS and set what data should be sent.

After pressing on “Terminal” in the top menu or press shortcut key ‘CTRL’ + “T’, Terminals list
window will appear:

File  Wiew  Setup | Terminal | Budget [ Sales Help

o Work plan | | Terminals Chrl+T |
1]

=l

(1)

HSave =4 Print Terminal messages ChrlHM
Terminal — Budget [ Sales  Help

Terminal list E| [E| fgl

b Teminal Address Description

Mew  Edi Delte  CMSaddess: | | ex:1921831.0:1234

[Data to send:

Employees work, plans

Departments [ Meszages

[] Timebank from dats: ta date [registrations filed):
Send data to marked terminals Edit terminal messages

Eead reqistrations from marked terminsls

[ 0K ] [ Cancel ]

First of all it is necessary to add terminals that will be used for data caption in the company.
The follow steps should be carried out:
1. Press hyperlink “New” and window named “Edit terminal” appears. User should enter necessary
terminal information: terminal name, IP address, description, and then we select if terminal will be
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Edit terminal

used for concrete department or for all company. If few terminals are entered user may select terminal
to replicate it to another one.

t ame: |Firma - Store | i
Address: |192.188.‘I.‘I:‘I234 ex: 192.168.1.1:1234
Description: b ain entrl

Departrerts to send | Teminals to replicate to

@ al O Only marked ones:
O

O

b ark all

o &3

Lo JI

Cancel ] i

2. Then press button to save entered information.
3. Enter CMS address,
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Terminal list

Timebank from date:
) Employment date

() Given date; 2009-01-01

Send data to marked terminals

Read reqistrations from marked terminals

b Teminal Address Description

Firma - Store 192168.1.1:1234 Main entry.

Mew Edit Delete CMS address:  [192168.1.1:1234 ex: 192.168.1.1:1234
[rata to zend:
Employees ‘work plans
Departments [] Meszages

to date [registrations filled):

() Yesterday

() Given date; 2005-12-03

Edit terminal mezzages

[ ak l [ Cancel

4. This tool is actually ready to send and/or collect data:

a. User should just select what information (Employees, departments, Time banks for different
period, work plans and / or messages) should be sent to terminal. User may work with
messages just pressing on hyperlink ‘Edit terminal messages’. How to define messages in the
messaging control window click here.

Press ‘Send data to marked terminals’and after some time message about successfully (or not
successfully) sent data will appear.

Unsuccessful data sent may be for example because of internet connection instability or wrong
entered terminal information.

b. Or user may get information — registrations - from terminals pressing on hyperlink ‘Read
registrations from marked terminals’. All registrations will be places in the database and will
be shown in the Registration window.

5. button should be pressed after user finished work with terminals.
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3.1.1.2. Message Control Application (MCA)

If shortcut key ‘Ctrl” +’M” or “Terminal messages” under “Terminal” in the top menu is pressed,
messaging control window like bellow one will be opened:

System X
File  Wiew  Setup | Terminal | Budget/Ssles  Help
o Work plan | I Terminals Chrl+T
1]
=l .
o 2 o Terminal messages ChrlHM
e | Save = Print | |

Terminal ~ Budget j Sales  Help

(X

£E] Messaging control

Welcame | Department | Persanal|

teszage wil be shown between [ also specity time

From date |25 Mavember 2009 v | From time | (0010

To date |2E MNovember 2003 hd | Totime
Select terminal ‘ b ‘

Current meszage Default meszage

Message test  MEW MESSAGE Mew Default message text Save default message
| | Save message ‘ | Remove
: : Delete } :

Murnber Meszage Start date End date Start time: End time T errninal Use time

MCA is useful to manage Messages.

Three levels are available:

e Welcome.
e Department
e Individual

Welcome Message can be set to each terminal individually or default to all terminals. Message can be
set by date, time or can be used constantly.
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Department and / or Personal Messages department or personal message can be shown to employee

after employee Clocks in. It can be used for informing Employee with important events or can be used like
notification.

Key Benefits:

CMS scans network for Terminals connection

All Terminals are not allowed to get data directly from main database, they are getting data through
CMS

Employees get all necessary information while clocking

Easier to manage Employees by setting individual messages

Possibility to clock on the different Terminals

Information about Employees are shown in real time

New Employee Management:

CMS is always running and has direct access to main database

CMS sending Data to Terminals and getting clocking from them automatically or by CMS Client
request

Employee swipes the card to clock. He can check work schedule, breaks, time bank, read Manager
Messages, change Department, check who is working now

Terminal holds all clocking data and at the same time is synchronizing clocking database to another
Terminals

Employee can clock in on the one Terminal and Clock out on another one

Synchronization between Terminals’ databases and main database is running constantly using CMS
If connection to one or more Terminals lost then CMS marks Terminals as offline and synchronize
data when connection will appear

To use of this tool is quite simple:

1.

2.
3.

first of all user should define time period (and hours if needed) for message display in one of free
level (Welcome, department or Personal),

Select terminal, department or person that the message is aimed for from the drop down list,

Then message should be entered. There is four lined to enter messages and it will be displayed
exactly the same on the terminal. Then press ‘Save Message’ in order to save it ant message will
appear in the bottom part of this window. Also default message may be defined and it will be shown
on the terminal after current message expires. User can create as much messages as it is needed or
delete existing messages.

It is left to send messages to terminal collect clocking from there. User should use CMS Client for
this purpose. For more information how to do it click here.
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& Messaging control

Welcome | Department || Personal |

tezzage wil be shown between [ #lzo speciy

From date |21 December 2009 V| From time | [/
Todate |31 December 2003 hd | Tatime
Select terminal  |Fitma - Store v
Current message Default meszage

Meszage text New Default meszage text Save default message

| tdemy Chrigtmas | [W | Welcome | [W]
| Everyonell] | | to Firmal |
| | | |
| | | Have a nice dayl |

Murmber Message Start date End date Start lime End time Terminal Use time
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PART THREE - DETAILED EXAMPLES
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4.  Employee Information

All information regarding an employee is stored in the Employee card. It is one of the key components in

QL Time. You can access it by left double click or right click and then OPEN on selected employee.

In the example below you see the first page on the employee card.

Employee info - Brigitia Bjernsen

REERE B = |
- Lontacts Employee info - Brigitta Bjgrnsen
Salary info
- \Work agreement . .
1D Table M
Addiional info I smete [
- Experience
Soc Security: l:l Cost Center: FreshFood [Ferskwarer] L
Tau region: Hired From: 13 Febiuary 2000 v
o Saay ]

On the page above there are some fields that are mandatory and some that are not.
Below you get a more detailed description on some of the fields and how they are intended to be used.

Country
This is not nationality but the country rules used for holiday calculations.

ID

The field is QL Time’s internal numbering system and this number can never be changed or altered in any way.
Automatically created by QL Time when pressing the ‘New’ icon.

Table No
This number is used to give a special sort order for the absence report used in Lithuania.

Card ID

The number is used to create identification codes for magnet stripe readers and is the number sent to clocking
terminals.

Salary No
Salary number is used for exchanging data between a salary system and QL Time.
It is used both for import and export purposes.
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Soc Security
Not used by QL Time, just for information

Bank Account
Not used by QL Time, just for information

Tax region
Depending on how social security should be calculated. If social security depends on the employees home address
(read municipality) the calculation should / will be linked to this field.

Cost Center

This is the cost center (department id) that the employee belongs to and will be linked to if not otherwise specified in
the contract. Keep in mind that an employee can work in more than one cost center but will only show up in the
hierarchical structure together with the cost center.

Position
This field is linked to the ‘position’ table and gives you the possibility to categorize positions within your company.
The field is not used in any basic reports or linked to special functionality.

Hired From
This is the first date that the employee will be paid at all. Work agreement schedules that starts with an earlier date will
not yield any payment.

Hired To
If this date is set then no salary will be exported after this date even if registered hours after this time.

Some fields, for example Employee name, Cost center or position, are necessary to fill in; other fields are optional.
A menu is located on the left of the form that gives you access to different pages in the form.

In this chapter we will concentrate on fields that are mandatory or highly recommended.

Let’s see what we need to record to Employee card, that the system could give a precise calculation and right salary
estimates:
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Clicking on “Work Agreement’ gives a form page equal to the example below.

Employee info - Brigiita Bjernsen

Emplayee info J'K‘H'l'lg'g' I
Adresses Salary period agreement: | Salany Export One Day ~
i Contacts
Sia\ary info From To Hourly pay Monthly pay
- Wark agresment b 20000213 85.00 85.00
Additionalt info he
b Skills
Experience
Abszences Salary From: | 2000-02-13 | Pattern: v
i Timebark,
@ Paid Houty Salary per Hour: | 85,00 v Hours per Month: 3
() Agreed Salary Fonthly Salany: l:l Work Agreement 121,75
Hours per Manth:
“Work, agreement rule: | Standard rules b | [ Wiew ]
Cost calculation rule: | Extra pay for Yacations v | [ Wigw ]
Fles time rule: | Standart flex time w | [ Wigw ]

| Comment [MR38]: QL Time does not

| save selected Pattern. According to Paulius,
/| it just fill some fields automatically and is
/| always blank

On the top of the page is shown ’Salary period” which is combined with a drop down list box to select from. This field
sets how export and locking up transactions will be calculated.

In most system setups there will only exist one possibility since people belong to the same salary system and that they
are paid in the same intervals.

|

Each employee must have a valid work agreement contract and you create the work agreement on this page
of the employee card.

First step is to add a new contract which is done by clicking on the asterisk in the grid and then add required
information.

There is no limit to how many agreement you can have per employee but they can’t be overlapping in time.

It is possible to change the work agreement or add a new work agreement, but keep in mind that changing a working
period that points back in time will influence on calculations dramatically.
We recommend adding a new agreement instead of changing an existing.

There are basically two types of ways user can set pay for an employee:
1. add the salary as pay per hour or
2. as a monthly pay with a specified amount of hours (See radio button © Agreed salary”).
When the radio button ‘Agreed salary’ is clicked there are two choices:
e ‘Fixed pay’ or
e ‘Pay difference’.

To distinguish between fixed pay and pay difference do not matter if you are not going to export or import
data from a salary system because the calculation is equal.
This split is only used if you later specify to export data in separate ways.
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Normally fixed pay is in use for manager’s who has a kind of built in compensation for overtime and
inconvenient time but in QL Time you create this by specifying different work agreement rules.

It is also necessary to bind some calculation rules to each employee. These rules are often considered as agreements
with unions.

The field ‘Hours Per Month’ is used in a special way. Basically it is set if you use automatically import from a salary
system. Then the salary system updates this field based on the contract information in the salary system.

If you do not have an automatic upgrade this information is input from you based on the agreement done with the
employee. For example full time position could equal 162.5 hours in an hourly month.

This field is again measured against ‘Work Agreements Hours per Month’ which is the sum of all hours in the
underlying work agreements schedule. If the are any discrepancies between the two fields a warning triangle is
displayed to the right of the field “Hours per Month’.

A contract of 162.5 hour per month and a work agreement schedule of for example 158.5 hours is bad business for the
company and if the figures are switched are equal to cheating the employee.

At the bottom of the page there are three drop down list boxes:
e “Work Agreement Rule’
e ‘Cost Calculation Rule’
e ‘Flex Time Rule’

To achieve any cost calculation at all it is necessary to select values for each field from the drop down box.
The rules in the option list are declared in the ‘Setup’ menu.

The Work Agreement Rule defines how the worked hours should be treated regarding how:
. Overtime is calculated
. Shift pay is calculated
o Inconvenient time is calculated

In addition to salary calculation, there may be additional calculation of work cost.
The Cost Calculation rule calculates additional cost such as:

e Vacation pay;

e Social Security Cost;

e Insurance cost;

e Other cost that should be calculated.

The ‘Flex Time Rule’ must be defined if time bank functionality is not going to be used. The Flex Time
Rule definitions can be used to handle flex time and time bank too. See how to set up flex time.

There are no limits on how many additional types of extra cost that can be calculated on top of the salary
cost.
NB! Normally theses cost types are not exported to a salary system.
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The definitions we use throughout this document are:
e Salary Cost - the cost that you pay based on the monthly salary and the rules regarding overtime /
shift pay and inconvenient pay.
e Work Cost - the extra cost that you must add to the salary cost to see your total cost for the worked
hour, such as social fee or insurance cost.
The rules user have created in the rule section will now be applied for this employee.

Flex time rules determines rules for flex time and use of time bank.

Clicking on one of the buttons named ‘View” on the right of the definitions, pops up the rules that are selected and
activated., see example below.

__ Employee info - Brigitta Bjernsen

Employes info = =
DA;ESSES Rl Rule ‘Standard rules*
Salary periol
i Contacts a -
S:alary infa From ICOO821=+211+0% TB
- Wk agreement b 200002 IC D(>21). B13-16)) = +42 | +0% TE
A_ddlllcl_nall infa 3 IC[B[>16). 7.H] = +84 | +0% TB
Skillz ] OT (DB[<13]) = +50%
Experience 0T [B[>13), 7.H] = +100%
i Abzences Salary Fran OT day e = 39
M Timebank Salary Tor OT week rule [True) = »37.5
emo
@ PaidH ot [100 | fy
O Agres| Ement 121,75
aonth:
‘work agreement rule: | Standard iiles v| [ Wiew
Cost caleulation rule: | Eutra pay for Yacations v | [ Wiew ]
Flex time ruile: | Standart flex time v| [ i ]

For more detailed rules explanation please refer to the section ‘System Configuration’.
Rules setup are normally done once or twice a year and done by the system administrator.

In addition to create a work agreement a work schedule agreement should also be created.
Clicking on ‘Work Schedule Agreement’ gives a form page equal to the example below:
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Employee info - Brigitta Bjernsen

Emplopee info 1 > X >l ~ | - (6 - C0 - J
- éd'e“es Agreement Fromdate | Todate
- Contacts Sl L.
sy i 3 Gtorrd 20050517
T Standard 20080518 20030712
T S Town depattments/Shveek s 0080713 20091004
i TE pay ouers 0BT05 2009123
23
Experience
Abserces
Timebank.
Memo
Week  Depatment  Mondsy Tussday Wednesdsy  Thusdsp  Friday Satday Suday Net hours
b week s |FieshFaod [Fer |1000-1900.030 | 1000-1500,030 0800-1 100,030 | 05001700030 2500
B
Tetsk 1530 1530 [ 2an 1530 [ oo 200

One of the fundamental ideas within QL Time is that each employee should have a work schedule even if it
is not absolutely necessary and this is also regulated by law in many countries.

A Work Agreement is a collection of different rules and it, basically, describes how the worked hours (and
the plan) should be calculated.

In the example below the employee should work:

‘Monday’

‘Tuesday’,

Thursday’,

‘Friday’ and

‘Saturday’
together 38.30 hours.
Since this is more than allowed for the rules used a warning message pops up to guide the user on illegal contracts.
In the case below that work hours on Monday exceed 9 hours and that the week is more than 37.5 hour.
Since this is a continuous contract it is basically forbidden by law to plan with overtime.
If we need to plan overtime for a week this should be done in the ‘plan’ section instead.
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-
Bl Employee info - Birgitta Bjomsen (= E =]

Employee info O-X-H-|@-|0-0-

- Adresses -

Wi 3
Corttacts ) ]

Salary info

- Werk agreement Following validation errors were found:
Additionalt info ! k

- Skills Agreement "Standard agreement (13.02.2000...)":

- Experience *Work time cannot be longer then 9 hours per day - Monday

Absences *Work time cannot be longer then 37,5 hours in a 1 week cycle

- Timebank

Memo
Save anyway?
Yes ] l No
Wesk Department Monday Tuesday Wednesday Thursday Friday Saturday Sunday Met hours
p ‘Week1 |Departmentl 0300-1800:030 | 1000-1500:030 1000-1800:030 | 1000-1500:030 | 1300-1700:030 38:30
, *
. Total: 09:30 08:30 00:00 08:30 08:30 03:30 00:00 38:30

Please notice that it is only registered a one week schedule and that the hours will be counted on ‘Department 1°.

We strongly recommend that the number of cycles is reduced as much as possible and if you use a large
number of cycles make sure that it is necessary from the business point of view. Increasing number of work
cycles makes it a little bit harder for users to understand calculations based on average of several weeks.

If you add a second week then you automatically get a two week cycle. If the employee is supposed to work in
different departments then create a schedule for each department.
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5. What is normal time?

If ordinary work time includes overtime and inconvenient time

Options

General | Logfile | Time calculation | Terminal communication

Marmal time is full worked time

Show unpaid absence in plan zalary

Example:
Work time 10-21 with half hour break

Worked time = 10.00-14.00 and 14.30 to 21.00 = 10.30 hours
1 and a half hour will be overtime.
Export possibilities:

Ordinary time 10.30
+ Overtime  1.50 (in salary system 50% of hourly pay)

Or

Ordinary time 9.00
+ Overtime  1.50 (in salary system 150% of hourly pay)

Comment [MR40]: Should be moved to
PART TREE

Comment [UT41]: Hilde is responsible
for testing out and outline this chapter

All “Issue’ should be substituted and
structured according to the document rules

6. Absence Registrations
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Fle ‘Wiew Setup Teminal Budget[Saks Help

E Wokpan | Regtiafons | Perod Resus |

el f m

%. lsave vk~ [x] Cear | [0y §]Warkweek [7T]Week Mt

Q

7| Depatuent |y secion v| Peiot (20955 ¥ - (55t ¥ @) (@) [ Reatpln

g £l Decaert Week22 Week?2 WeekZ2 Week22 Wesk2? Week?2 Week?2 H Houth sz T

8 MjeE Epare o8B | TuAOMEE  WelBOSZ | ThAGE | RSB | Sa2M30630 | Guagiey | TOME | moubsEay o

|8 sunmay K] B30 0] ] X (] 000 30 368200
|9 BigaBireen  FretFood Ferdore) |00 0000 1000200030 DBIGTROGON)  CBOOHICON  CADTPOOEED = B W00 k360

If you at this stage want to know more about absence registration click here.

For example: In our example we have got the information that ‘Brigitta’ caught a cold and she will be
on sick leave from Tuesday to Friday (to start with). Working in the plan window, we Right click with mouse
on valid field -in our case it is Tuesday (the start of the absence) and we get the context menu, where we
select “Absence” and then “Add.

Fle View Sstup  Temminal Budgst/Sales  Help
Wokplen | R | Period Resuks |
|l save = print - [€] Clear | [T]Day |§]work week [7]wesk 31]Month

Depatment: | My selaction v Peiot [am30525 v - [0ma53 v | [@] (@) [ Aesdplen ]

speugiedag

Empl o tment W eek2d Week22 Wesk22 W eek2d W eek22 W eek2d W eek2d H Houly sal. Total
(O 2E0 e a— Mo 20090525 | Ty20030526 | We 20030527 | Th20090528 | Fr20090529 | Sa20090530 | Su200305-31 ours s ot
Summary 02:30 0230 0230 0230 00.00 00,00 36:30 3652,00

E 330 k10000 kr 369200

Brigitta Bjernsen FreshFood (Ferskvarer) | 1000-1900:030 - - S 2223.1100:030 0300-1700:030
i Reset Ctri+Del
Absence 3

Departments v

Employees »

Manual paymerts

Timebank

View

Rule summary

We get a view displaying all the absence codes we can select from and then register details for the
absence.
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File View Setup Teminal Budgst/Ssles  Help

Workplan | Registiations | Period Riesuls |
e Save (Pt ~ ¥ Clear | [|Day §]WorkWesk 7]Week [31|Month

Department Peiod: 20090525 v| - 20030531 . Readplan

suawedag

WeekzZ “Weekzz WeekzZz Weekzz Weekzz eskzz o T— Tl
Su2005.0531 jours ourly salary otal

Summary 0530 i =) 330 365200
E 3630 kr100,00 ki 362,00

Brigitis Bjamsen FreshFood [Ferskvarer] | 1000-1900.030

Reason
\

Countiy | Name

Absence without permission

Egenmelding

Holdey

NO | Permission leave without salary

[0 [Pemisson eave with selay [ps |

Fist day: Last day:

20090526 ™| [Teo0305-26 ~| [ Pattef the day

By default the absence is open, because normally we do not know the length of the absence. But we

must set the ‘First day’ and the assumed (if possible) ‘Last day’.

Absence may also be registered for only a part of the day if we check the mark ‘Part of the day’.

We also point out that it is useful to add a comment. Just remember that the comment will be
displayed as tooltip in Work Plan and the Registration Schedule in the edit field and user should therefore be

careful with confidential comments.

File View Setup Teminal Budget/Sales  Hep

Workplan | Registiations | Peiiod Resuls |
e Save (Pt ~ ¥] Clear | [|Day §]WorkWesk 7]wWeek [31Month

Department Peiod: 20080525 v | - 2000531 Fizadplan

suawedag

Week22 WeekzZ Weekzz Weekzz Weekzz eek22
Houre | Houry salary Total

Weeka2
Empioyes ‘ Department oS e Su 20050531
0530 Absence =2 %30 363200

igitta Bjamsen FreshFood [Ferskvarer) 1000-1900:030 36:30 kr 100,00 kr 3692,00
Reason
[
Country  Name
NO Absence wit ithout permission AP

Egenmelding EM
Holday Ho

NO Permission leave withaut salary Pe

[0 [Pemisson keave uith sden lps |

First daye Last d

ay:
20090526 ~| |[F200g05-29 ~| [ Patofthe day

hospital. She expects to come back after weekend

When the data is entered correctly, press the ‘OK’ to save the information.

Since this is a sick leave, the plan will show a red cross, and if we hover over one of the fields with a
cross we will get details of registered information.
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Fie View Setup Terminal Budget/Sales Help
o|  wakplan | Regstrations Period Results
5
& .
) |l 5ave ShPrint ~ [¥] dlear |[T]Day | §]work week [7]week [31]Month
3
7| Departmert My selection v| Peind (2030525 v - [20080531 v [ Feadpbn |
E Enmpl o ment k22 el Weeke: WeekZ: Week22 1
g mpioyes Epartmen Mo 2009-05-25 Tu 20030525 We 20030527 Th 20030528 Fi 2003-05-23 Sa
Summary 03.30 08:30 08:30 02:30 08:30 0000
Brigitta Bjonsen FreshFood [Ferskvarer) | 1000-1900:030 e 1000-1900:030 ' 4 0800-1700:030 <= 0800-1100:030 <= 000-1700:030
i) absence
TIness (haspital. She expects ta come back after weekend) | 2009-05-26 - 2009-05-29

Remember, that we defined the rule how we pay for illness. If we press the plus sign on the left of the
employee name, we will see the detailed information of how it is calculated.

File WView Setup Teminal Budget/Salks  Help

Wokplan | Registiations | Periad Results

I save (print « [¥ Clear | T]ay [§]workwesk |[7]week [31]Month

E
= || Depatment My selecton | Peiod  [20030525 | - [20080531 v [ Readplan
£ Employes Depatment = oo end2 oo
g Tu2003-05-26 We 20090527 Th 2009.05-28 Fr 20090529
7 '+ Summary 08:30 0830 0230 08:30
= Brigtta Bemsen FieshFood Ferskvarer] | [ 10001800 030 T4 0B00-1700.030 + 0004100030 + DEOD70030
= Time:
Agreed 1000-1300:030 0800-1700:030 0800-1100:030 0500-1700:030
Issuzs
= Salary Aagr week T of 1 = kr 850,00 Agr week 10f 1=k 850,00 Agr week 1of1 =k 0,00 Aagr week 1 of 1= kr 0,00
Mormal
IC(:211+0%TB)
Absence 100% 08:20 (1000-1415, 1448-1300) = kr 850,00 08:30[0200-1215, 1245-1700] = ke 850,00
Absence 0% 02:30 (0800-0915, 0345-1100) = kr 0,00 08:30 (0800-1215, 1245-1700) = kr 0,00

We can add absence from the Registration window exactly the same as we did it from the Plan
window.

Here we have 2 possibilities after right click on selected field 25™ of May. From context menu we can
choose:
e Absence like we did it before, or
e select ‘Edit’” and open a new detailed window. Here we have the Absence part and we can add new or
modify existing absence from here too:
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Actual Time Details

[ [1 Employee: Brigitta Bjgrnsen

[0 [ Department: FreshFood (Ferskvarer)

(] Date: 25 May 2009, Monday =R
Planned:  [1000-1900.030 |

IAbsences M | Manual payments (0) |

Mew 1000-1100 Permizsion leave with
Edit
Delete
Registered: |1 100-1900:030(1415-1445) ﬂsgﬁt;amd breaks

Registration issues:

Active registrations | Original registrations|

Code Time Reg. time Source
11:00:00  2009-06-15 1340 supemser

BreakOut 141500 200906151340  supemser
Breakln 14:45:00  2009-06-15 1340 supemser
Out 19:.00:00  2009-05-1513:40  superuser

Bestare ariginal Adjustrment

Payed for: () Planned time (®) Registeredtime () Manual time
[1100-1300:030(1415-1445) |

Note:

Approval: [FI

Change IC {inconvenient) and OT (overtime) handling:
[ [Pay out

[ Ok J [ Cancel ]

This way is the quite handy when we want to combine absence (for example: employee’s visit to
dentist) with registrations.

The 3rd and the most important way adding absence is from the Employee card. Open the employee
card by double clicking on the employee name. Then select ‘Absences’ from the menu on the left side:
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Employee info - Brigitta Bjernsen Qlﬁj

R Be" eI CiRg Ry s

Emplayee info

Ahzences

2009-05-29

L Timebank
Memo

< lness 2003-05-26

i Adresses Cloar
- Contacts Fiter: || | [Ozo0g1z0z8 - [Oz00912.02 %] This vear
S:alary info Whole year
:"'ka a.greement Reason First day | Last day Daps Hours
Additionalt info
Skills ‘Y acation 20080714 2008-07-31 18
Experience NO : Pemisson leave with salary 20039-04-06 2009-04-08 1

071:00

20031224 2008-12-24

: Holiday

Edit

I I

MNew Delete Absence count; B

Total day count:
Total hour count:

25
01:00

Close

Pressing the ‘New’ button gives a view displaying all the absence ¢

Employee info - Brigitta Bjernsen

odes user can select from.

Ermployes irfo .
i Adiesses Absence [ | Clear
Contacts This
. | This year
Salary infin Employee: :l ahole pear
Afa-‘-j\tp\p"nrkltag;eemenl Eeason a3 Hours
itiomalt info
oI [ | 0
Experience Country | Mame Code o]
Absences o
Tirmebank = =
MO Egenmelding EM A
HO Huoliday Ho =
MO llness IL
MO Permiszion leave without zalary Pe
i [u] Permizson leave with salary PS5 w
First day: Last day:
| 2009-12.03 ¥| [@zo031203 v| O Par of the dap
L 0K ] [ Cancel

Comment [UT42]: Paulius we should

To each absence user should add a comment or a reference to i.e. th

prevent the user from overwriting earlier
registrations. It has happened several times
with me.

e papers from the doctor.

When data is correct press button ‘OK’ in order to save the informa

adding absences for longer period: for example planning vacations’ periods for next year. In this window we

tion. This way is very handy | comment [UT43]: Track information of
who is creating note or changing/creating

the record.
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get a list of all registered absences from the work place for selected employee. The view that shows all
absence gives user a handy and quick overview of the employee’s absence history. Absence data can also be
printed for statistical purposes.

We can also add several absences on the same day, as long as they don’t overlap.
It is also possible to use a separate registration module aimed for web to register absence.

Eventually, the user must decide which way to add absence is the most suitable.
Below are some examples showing how the calculation will be displayed and how cost is calculated.

The rule used is: 100,50(>2),0(>4) as you can see from the list.

HO EM E genrmelding 100.500>21.00>4)
MO Fe Ferie 1]
[2[n] S Sykemelding 100,00 18]
fvdelng: | Mine utvalgte v Peisge [1211200 | - [18112007 v| [ Lespln |
Ukeds Ukedt Ukedt Ukedt Ukeds
(D g Ma 12112007 Ti13.11.2007 On14.11.2007 Ta16.11.2007 Fi16.11.2007 e
= UF Teie NST Administration | 07451615030 0815-1700:030 = 0800-1700:030 | = 0800-1400:030 = 0200-1600:030 3745
=T
talt Bl 08001600030 DR00-1600-:030 08001700030 08001400030 0800-1600-030.
= Fail
Mer ann autalt(+00:30) Mer enn aviak [+00:45)
= Lenn At uke T av1 At uke 1 av 1 At uke Taw1 At uke 1av 1 Avt uke T avl
Arinelig 0800 (07451145, 1215-1618)  08:15 (08151145, 1215-1700) 1815
Fravaer 100% 08:30(0800-1215, 12451700)  05:30 (08001045, 1115-1400] 1400
Fraveer 50% 07:30 08001145, 1215-1600) 0730
: : : : < > 3 ]
The result for Wednesday and Thursday is recorded on its own line with ‘Fraveer 100%’ and then ‘Friday
with 50%.

The rule also says that it should not be paid anything from day 5 so let’s take a look at next week.

Avdeling Peiode: [19112007 v | - [3112007 %] [ Lespln | Comment [UT44]: Rules regarding
working days and absence should be
ked? Uked? Uked? checked for all countries.
it el Ma19.11.2007 Ti20.11.2007 On 21.11.2007
= Ul Teie NST Admiisiation |4+ 0800-1600:030 0800-1600:030 ‘- o050 ‘08
= Tid
BT [iEI CoOTFTEOCTTS CoOOETEOTTA0 CaOCETFOOTTA0r ol
Feil
= Lann Avtouke 1 av i At uke 1 av 1 At uke 1 avi Ay
Almirnelig 07:30(0800-1145, 1215-1600)  08:30 (08001215, 1245-1700) 05
Fravaer 50% 07:30 (0800-1145, 1215-1600)

As you see, on Monday it will be calculated ‘Absence 50%’ according to the rule-

NB! |Absence is always related to calendar days (not working days), so in-the-case-abeve both Saturday

and Sunday should be counted when it is absence (sick leave). Comment [UT45]: Check this
functionality. | guess we still have the

wrong approach and what if it differs from

When we count vacation days it is the calendar period that is used (but it is not relevant since we one country to another.
manually set the date). Comment [UT46]: This must be
checked again with Robert
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If we change the absence date to Tuesday the result will be:

budeling, Peiode:  [1911.2007 | - [2311.2007 v| [ Lespln

Ansatt Avdeling Uked? - Uked? Uked?
a19.11.2007 Ti20.11.2007 On 21.11.2007
= U Teie MST Administration (= 0800-1600:030 e 0800-1600:030 0800-1700:030 0800
= Tid
Awtalt tid 0800-1600:030 0800-1600:030 0800-1700:030 0800
Fait
= Lann Avt uke 1 av 1 At uke 1av At uke 1 av 1 At
Almirnelig 08:30 (08001215, 1245-1700) 053
Fraveer 50% 07:30 (0800-1145, 1215-1800)
Fraveer 0% 0730 [0800-1145, 1215-1600]

An extra line is added and informing us that there is not calculated any cost for Tuesday due to the rule
settings.

User can turn off the parameter that allows seeing rows that do not trigger cost. User should select TOOLS
form the top menu, then OPTIONS and chose TIME CALCULATION. User should uncheck the second
parameter ‘Show unpaid absence in plan salary’ and click ‘OK’

Options

General | Log file | Time ealoulation | Terminal communication|

Marmnal time is full worked time
Show unpaid absence in plan zalary
Agreement hours per month calculation rule:

(%) Basic [hours per week ® 4.3
) Precise [hours per week * 4.348125]

I 0k ] [ Cancel l

Examples below show when:
a) “Show unpaid absence in plan salary” is checked:
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File Wew Took Help

Wokplan | Regisiations | 5al

Joies |

| save hprint ~ [%] Clear | TDay [§]workweek (7] wesk [37]Month

swauedag

Absence 0%

Normal 07:30(1100-1415, 1445-1900) - ks 750,00
IC (+21140% TB) 01:00(1800-1800) = ks 21,00
Abserce 100%

071:00(1000-1100) = s 0.00

0630 (1000-1 415, 14451300 = kr 850,00

g wesk 1 of 1 =kr 850,00

0830 (0B00-1 215, 12451700 =

b) “Show unpaid absence in plan salary” is unchecked:

Fle view Took Help

Depatmen: | My selection v| Peiot  [mm030575 | - (20030531 v [ Readpan ]
o S el Wesk22 eek22 eek22
IR i Mo 2003-0525 Tu2003-05-26 e 2009-05:27 Th 2009.05-28
S :
= Biigita Bijarmsen FieshFood (Ferskvarer]  |B 1000-1300:030 + 10001300030 4 DE00A7O0030 4 0RO 100030
& Time
Agreed 1000-1900:030 10001900030 08001700030 08001100030
Issues
& Salay Aor week 1of 1=k 77100, +0100TE Aot week 1 of 1 = ki 850,00

Agrweek 1of 1=k 0,00

K 850,00

02:30 (08000915, 09451100] = ks 0.00

Work plan l Registrations | Period Results |

|al Save ShPrint ~ E] Clear ._EDay EWork Week mWeek EMonth

o Wokpan | Regsistons | Sdaies |
| idssre pine - [¥) ciar | Tosy [§]wark ek Tweek §fjoren
| Depatmert:  |My selection v Peiod 20030525 v - (20005 | [ Readpn |
Employee Deparment & = eae =
Y 2 Mo 2003.05.25 Tu 20030526 ‘e 2003-05-27 Th 20030528
Siimma : ©2n
= Biigita Biomsen FreshFacd (Ferskvarer) [P 1000-1900:030 + 1000-1900:030 + 03001700030 + 08001700:030
& Time
Agreed 1000-1900:030 10001900030 0800-1700:030 0300-1100:030
Issues
& Salay Agr week Tof 1=k 77100 Aor. week 10f 1 = kr 850,00 Agi. week T of 1= ki 850,00 Agr week 1o 1 =ki 0,00, 0230 TB
Nomal (07:30 (11001415, 14451300) = ke 750,00
I (+21 | +0% TE) 71:00 (180013007 = kr 21.00
Absence 10l (08:30 (10001415, 144513000 = ke 85000 05:30 (0800215, 12454 700) = kr 850,00

| Comment [MR47]: | think this part is

“ | not needed, because we wrote above: “We

can also add several absences on the same
day, as long as they don’t overlap”

6.1.  Several absences at the same day|

Comment [UT48]: This strike true
/| solution must be explained instead of the
/| illustration we use

Department: IMy selection v| Peiod: 20100323 >| - |20100404 >| 0 I B' Read data l /
|
Eranl Depaitment ‘Weekl14 Weekl14 Weekl14 Weekl14 Weekl4 Weekl4
fployee Spatren Mo2010.0329 | Tu2010.0330 | We2010.0331 | Th2010.0401 | Fr20100402 | Sa2010.04
Summary ; 08:00 08:00 08:00 08:00 | 00:00
Liza Smith (4) BT-Administration [ O820-1f00-030 :0830-1700:030  0830-1700.030 <+ 0830-1200:030  0330-1700:030

i) Absence 100% (Total : 100%)

i) Absence 62,5% (Total : 62,5%)
Tiness : 2010,03.29 - 2010,03.29

Iliness - Rest of day : 2010,04.01 - 2010.04.01

QL Time allows several absences at the same day and we will show you how it will be treated in
some situations.
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UkedE UkedE UkedE UkedE UkedE UkedE Uked? Uked
Ti13.11.2007 On14.11.2007 Tao 15.11.2007 Fr16.11.2007 La 17.17.2007 Se1811.2007 Ma19.17.2007 Tiaoi
£ 0815170003 £ 0900-1700.030 W 0800-1400.030 (4 OE00TEG0030 " 4 + = 0800-1600:030  0800-1600:C

_.l‘) Fravaer

Ferie : 15.11.2007 00:00 - 15.11.2007 12:00
Egenmelding {Sick. Called 14,11 and said that he would visit the doctor if things got worse, Expects to be back after

In the example above a vacation is recorded from Tuesday and to Thursday at 12 o’clock.
Unfortunately the employee got sick after the vacation started and could not return to his position on
Thursday.

As you see a sun illustrates a holiday, a red cross illustrates sickness and the flag is used if there is a
mix of information. If you hover over the field with the mouse detailed information pops up.

| Comment [UT49]: This situation must

UkedE UkedE Uked? Uked? || be reconsidered.
Ta15.11.2007 Fr16.11.2007 t4a 19.11.2007 Ti 20.11.2007 /| The example is not clear enough
M 0200-1400:020 (e (200-1R00:030 o 0800-1600:030 0800-1600:030 /
0800-1400:030 0800-1600:030 0800-1600:030 0800-1600:030
Aot uke T av At uke 1 av At uke 1 av At uke T av

07:230 (02001145, 12151600
02:00 [1200-1400) 07:30 (02001145, 1215-1600]

07:30 (0800-1145, 121516

(1330 (02001045, 1115-1200)

The result is more interesting and shows that the first and second day of absence is paid 100%, the third day
(Monday) 50% and the fourth day nothing.

The illustration below shows the form used for registering absence. Select the right absence type in the list
box (grid) and then make sure that the time span is set according to the length of the sick leave using the
calendar drop down list boxes.

Registering absence the whole day (default) will result in an absence equal to the underlying work
agreement.

In the plan section you will see an icon for absence that match the absence type and the time from the
underlying work agreement schedule.

Note! If you do not set the end date of an absence it will last for ever.

A comment may also be added but remember that the comment will be visible in the plan and registration
section so it is important to keep a strict line regarding comments.
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If this is a 100% sick leave or a 100% absence for other reason this is all that is needed.

FoX

Employee: El
Reazon
me ] I
Country | Name Code -~
WO Business travel Tl
[§]u] Haliday Hao
[§n] Permizsion leave without salary Pe
MO Permiszon leave with salary PSs
WO Sick Child SC b
First day: Last day: [ Part of the dap
0802 2010 v | [Mos.02.2000 v|
I Ok, l [ Cancel ]

It is important to keep in mind that absence is equal to absence from the ordinary work space and
therefore may be equal to ordinary work. In other word it is also possible to add hours using absence codes.

By checking the box ‘Part of the day’ and then click on ‘Rest of day’ gives a different kind of calculation.
Time specified in plan is now recognized as the time that should be worked and the cell is showed with a
special fill.

The difference between time in plan and the time in the underlying work agreements is considered as absence
time.

Using this functionality allows the user to enter the expected work time for people with part time absence and
then in the plan get the accumulated absence percentage from the time the absence started to the end of the
plan or registration period.

This information is displayed in the tool tip box as you see in the example below

The first line in the tool tip box reads Absence 75% (Total:66,67%) and the information actually tells that
Tuesday the employee will work only two hours (from 1400-1600) while the agreement is 8 hours (800-
1600) and the absence percentage of the day is 100% * 2 hours / 8 hours = 75%. The Total 66.67% is for the
whole absence period which is Monday, Tuesday and Wednesday.

The second line in the toolbox reading lIness (50%) — Rest of day: 15.03.2010-17.03.2010) is information of
what kind of absence that is registered and that the accumulated absence percentage should be close to 50%.
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Absence 0%

02:00 [0800-1000]) = ke 0,00

Absence may occur in several ways and we will look into some basic scenarios
e Absence the whole day
e Absence part of the day
o Specified time
o The rest of the time

B Tt " Weekl2 Weekl2 Weekl2
0 15.03.2010 Tu16.03.2010 we 17.03.2010
+ Summary 36:30 3800 38:00
= Anders Andersen FreshFood [Ferskyvarer) = 10001600 == 1400-1600 4
3 T'm;g[ee 4 CE00-1500 i) Absence 75% (Total : 66,67%)
[— Iliness (S0%) - Rest of day : 15.03.2010 - 17.03.2010
=l Salary Agr. week 1 of 1 =krg00.00 Agrweelk T of T =lr 800,00 Agroweek T of T=kr 800,00
Mormal 0F:00 (1000-1600) = kr 600,00 02:00 [1400-1600) = kr 200,00
IC [+21 | +0% TE)
Abzence 100% 0E:00 [0200-1400) = kr 00,00 08:00 (0300-1600) = kr 800,00

The examples below show some basic principles for how the calculation will be performed when only
discrepancies will be exported.

Absence the whole day
If absence is registered for a whole day the absence will be registered according to the plan.
A break will also be placed hence to the way the break is scheduled.
As default the plan equals the underlying work agreement.

Example 1: a) b)

Plan and registration section:

Work agreement 8-16:030 8-16:030
Plan 8-17:030 8-15:030
Absence 8-17:030 8-15:030
Export (export differences):

Ordinary hours -75 -75
Absence +8.5 +6.5

Absence part of the day (rest of day)
Absence defined as a whole day with registrations part of day.
The rule is: Plan minus registrations equals absence.
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Example 2: a) b)

Work agreement 8-16:030 8-16:030
Plan/registration 8-12 7-12
Ordinary hours 8-12 7-12
Absence 12-16.30:030 12-16:030

Export (export differences):

Ordinary hours -35 -25
Absence +3.5 -35

Absence part of the day (specified time)

Example 3: a) b)

Work agreement 8-16:030 8-16:030
Plan/registration 8-16:030 8-17:030
Absence 8-13 8-13

Export (export differences):

Ordinary hours -45 - 35
Absence +4.5 +4.5
General rule:

If it is punching or registrations on a day this will be treated as worked time even with absence set to full
time.

It does not matter if absence is registered first followed by registration of clocking or the other way around
that registration is done first followed by a registration of absence.

Sick leave for part of the day or part of the week.

A 50% sick leave may be accomplished by selecting absence part of day and then click on the button ‘Rest of
the day’. This will force QL Time to check absence against the underlying work schedule agreement. Then
the plan section can be changed to the agreed work hours for the sick leave period. As mentioned above a
percentage will guide you regarding the total accumulated sick leave.

Active sick leave

In some countries, for example Norway a sick leave where the employee comes and go as he please and
where the government pays for the whole absence is possible.

This gives a challenge regarding how to calculate payment for what is worked and also to be able to plan
hours.

There is no straight forward solution and the best solution seems to regulate salary to zero in the period and
then use the solution for sick leave part of the day.
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Flextime can basically be used in different ways.
One possible solution is that the employee can move the start of the normal day and then arrive earlier or
later than the normal start of the day. Still the worked hours should be equal to the agreed hours of the day.

The other solution is that the employee can enhance the day with a certain amount of hours and use the same
hours another day to shorten the work day.

The idea is to give the employee more influence on their own work situation and add flexibility.
The ‘most’ normal way to handle the situation is to set up a core time where everybody should be present.

SystemX offers the possibility to set the core time to fixed hour of the day or set it relative to the employees
contract.

Each employee must be bind to the flex time rule and the rule is defined true the setup.

Selecting ‘Setup’ and then ‘Flex time rule’ gives access to the form for defining flextime and time bank.
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7.  Flextime Registrations

Note! It is also important to be aware of that enhancing the work hours or decrease work hours may
give some special problems regarding absence.

This section discuss different kind of setup regarding use of flextime and how the calculations are carried
out.

Edit flextime edition 9i=1E3]

Agreement: Standard Flextime Rule Office workers

Start date: | [L.01.2009 v End date:

Description: | Standard Flestime Norway and Sweden |

Flextime rules

(& Fized time O Relative time

Time span 10:00 (07001 700) Core time 06:00 (0300-1500)

or

Aival 0200 (0700-0300] Departure: 0200 (1500-1700)
fleave enupty f e time is ot used.

Wzl L1 ¢ sign can be used ko enter relative fime, .5, +5)

Defaul IC. (inconvenient time) and T (overtime] handing

| Pay o ~|

It is several issues that decide how flextime will be handled and stored in time bank.

One of the most important parameters to be aware of is the parameter that tells if the extra cost for overtime
should be paid immediately or not.

This is defined in the window above by setting the parameter to ‘Pay out’

Fay out w

Add OT to timebank
Add both to timebank

In this section we will take a look at how this influence on the calculation.

The other important parameter is the one set in the option menu and that defines if all worked hours (included
the time for overtime will be displayed as ordinary hours) or if the time for overtime is removed from
ordinary time.
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Options \;||E|[X\
3l | General| Logfile | Time caleulation | Teminal communi ¢ #

Mormal time iz full worked time

Show unpaid absence in plan zalary

[ 0K ] [ Cancel ]

In the section ‘Detailed examples’ different kind of setups and how they are supposed to work is explained.

If we check the box ‘Normal time is full work time’ then we get the result displayed as you see in the
example below.

Fle Wiew Tools Help

‘wiork, plan Reaistrations ‘ Salaries ‘

=]
&
%’ |l Save (=4 Print - @ Clear |mDay EWOI’K ek, i'_:,l']Week EMonth ‘ “/ Issue filker: Break, Outside flex time, Mot approved
2| Depatment [y sefaction v| Peiod  [010s2008 v | - [oroazoos v Riead plan
w
& Employee Department T e Hours Hourly wage Total
4 u01.09.2009
1 Summary 03:06 : 0306 915.00
[= &nders Anderzen FreshFood [Ferskvarer] 0B00-1736:030(1145-1215) 03.06 kr100,00  kr 915,00
= Time
Fegistered 0800-1736:030(1145-1215)
Planned 0800-1600:030
Agreed 0800-1600:030
Paid time 0800-1145, 12151736
= lszues
Mare then planned [+01:38]
Late departure [+01:36)
= Salary Aar. week 1 of 1=k 915,00, +01:36 TB kr 915,00
Momal 0906 (02001148, 1216-1736) = ke 910,00 0908 kr100,00 ke 910,00
OT [+50%) 00006 [1730-173E] = kr 5,00 00:06 kr 60,00 ki 5,00

If the check box ‘Normal time is full work time” is unchecked then we get the result displayed as you see in
the example below.

QL Time 7™. Draft User Manual Printed: 23.01.2012

Document:D:\Perkelti\Documents\QL Time Manual\QL Time manual p2-v1.doc

Page 67 of 107



‘whork, plan Registrations Salaries

H Save =) Print = E] Clear | ﬂDay EWorK ‘Week jWeek EMonth | "‘/ Issue filker: Ereak, Outside flex time, Mok approved

Departrment: « | Period: 01.09.2008 | — |01.09.2008 ~ @ @] Read plan
Employes Department Tu\aqéﬂeg.?ésﬂﬂs Hours Hourly wage Tatal
+l Surnmary 0306 03:06 915,00
= Anders Anderzen FreshFood [Ferskeyvarer) 0800-1736:030[1145-1215] 03:.06 kr100,00  kr 315,00
= Time
Registered 0800-1736:030(1145-1215]
Planned 0800-1600:030
Agreed 0800-1600:030
Paid time: 0300-1145, 12151736
= lssues
taore then planned [+071:38)
Late departure [+01:35]
= Salary Agr week 1 of 1=k 915,00, +01:36 TE lr 915,00
Mormal 05:00 (0800-1145, 1215-1730) = kr 900,00 09:00 kr100,00  kr 900,00
OT [+80%) 00:08 (1730-1736) = kr 15,00 00:08 kr150,00  kr15,00

As you see from the example above the normal work time is reduced to 9 hours instead of 9 hours and 6
minutes and the amount cost reduced to NOK 900.
The overtime is still 6 minutes but the pay for overtime is increased to NOK 15 instead of NOK 5.

What you see is an exact cost calculation showing the total calculated salary for this work.

Since we use the flextime solution and a time bank this is not equal to what we pay the employee.

In fact we still pay only the ordinary agreed work time which is 7.5 hours plus the extra pay for overtime
which is the hourly pay for 6 minutes multiplied with the overtime rule which is 50% of full time.

The only thing that will be reported to the salary system is in fact the NOK 5 that is the extra pay for
overtime.

This is the basic rule for handling flextime and according to how rules should be implied in Norway.

From the examples above you see that both calculations calculates the salary cost for the company to NOK
915 and that 1 hour and 36 minutes will be stored in the time bank.
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Changing the rule for handling overtime to: ‘Add overtime to time bank’

Edit flextime edition

Agreement: Standard Flextime Rule Office workers

Startdate: | 01.01.2009 v

Enddate: | v

Description: | Standard Flestime Horway and Sweden

Default IE finconvenient time] and DT [overtime] handing

Flestime rules
(%) Fixed time ) Relative time
Time span: 10:00(0700-1700) Cors time 06,00 (0300-1500)
o
Anival 0200 (0700-0500) Departure: 0200 (1500-1700)
leave emply if mas tme is not Lsed.
Mas hours: L] "+ sign can be used to enter relative fime. &.g. +8]

Rule ‘Add OT to time bank’ and ‘Normal time include over time hours’

File View Tools Help

o | Wokplan | Registaions | Salaries
E’l |l save APrint - [%] Clear |[T]oay [§]workwesk [7]wesk 31 Month | = Issus filter: Break, Outside fles time, Mot sppraved
21| Depatmert [My salecton | Peiod [m1032008 v | - [oroazms | Riead plan
w
% Employes Department Tu\g"\eggésﬂﬂa Hours Hourly wage Total
_— Summary 03,08 0306 510,00
(= &nders éndersen FreshFood [Ferskwvarer] 0800-1736:030(1145-1215] 03:.08 kr 100,00 k910,00
= Time
Registered 0800-1736:0301145-1215)
Planned 0800-1600:030
Agreed 0800-1600:030
Paid time 0800-1145, 12151736
= lssues
Mare then planned [+01:36)
Late departure [+01:36]
=l Salamy Agr. week 1 of 1=kr 910,00, +01:33 TB lr 910,00
Mormal 09:06 [0800-1145, 1215-1736) = kr 10,00 09:06 kr100,00 k910,00
0T [+50%) 00:06 [1730-1736] = +00:03 TB 00:06 ke 0,00

The time bank is now changed from 1:36 minutes to 1:39.
The reason is that the overtime period 6 minutes is increased with 50% which equals 3 minutes and this is

added to the time bank instead of

paid as a salary.

Paulius: Still the result should be NOK 915. The overtime line should yield NOK 5

Rule ‘Add OT to timebank’ and ‘Normal time do not include over time hours’
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‘whork plan Registrations | Salaries
|l save (ShPrint - @ Clear |gDay E Work Week jWeek E Manth | ?/ Issue filter: Break, Cutside Flex time, Mot approved
Depattment: | My seloction v| Peiot  [o1.092008 v | - [o1.032008 | Read plan
Ernployes Department Tu\g;éggz%ﬂﬂ Hours Hourly wage Tatal
Summary 03:06 i 03:08 300,00
= Anders Anderzen FreshFood (Ferskvarer] 0800-1736:030[1145-1215) 03:08 kr100.00  kr 300,00
1= Time
Registered 0800-1736:0301145-1215]
Plarned 0800-1600:030
Agreed 0800-1600:030
Paid time 0800-1145, 12151736
= lssues
More then planned [+01:36)
Late departure [+01:36)
= Salary Agr.oweek 1 of 1 =kr 900,00, +01:33 TB kr 900,00
Mormal 09:00 (08001145, 1215-1730) = ke 900,00 05:00 kr 100,00 kr 900,00
0T [+50%) 00:06 (17301736 = +00:09 TR 00:06 ke 0,00

Paulius: Still the result should be NOK 915. The overtime line should yield NOK 15
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Edit flextime edition =)

Agreement: Standard Flextime Rule Office workers

Start date, [ 01.01.2009 - Enddate: [0509.2000 )|

Desciption: | Standard Flestime Noway and Sweden |

Flextime rules
() Fived time ) Relative time:

Time spar: 10:00 (07004 700) Core lime: 06:00 (0900-1500)

or

Aival 02100 (0700-0800) Depature 02:00(1600-1700)
(leave emply f ma lime i not used,
Max hours (ER + sign can bee used to enter relative time, £.g. +8]

Defaul IC finconverient fime) and 0T [overtime) handiing

Ordinary time includes all work time

Q Save (=4 Print = @ Clear | E Day EWnrk Week E tiveek. _E Month | "/ Issue filker: Break, Outside flex time, Mot approved

Department: Perod  [01.09.2009 v | - [010az009 v | Riead plan
Emplayes Diepartment Tu\aqaﬂeggsﬂﬂﬁ | Houre ‘ Haurly wage Total
Summary 0506 0308 965,00
= Anders Andersen FreshFood [Ferskwvarer] 0300-1736:030[1145-1215) (09:06 kr 100,00 kr 965,00
Time
- Registered 0800-1736:030(1145-1215]
- Planned 0800-1600:030
o Agreed 0800-1600:030
- Paid time 0800-1145, 12151736
= Issues
are then planned [+01:36]
Late departure [+01: 38]
el Salary A week 1 of 1=kr965.00, +02:09 TE kr 965,00
Mormal 09:08 [0200-1145, 1215-1736] = kr 970,00 0%:06 kr100,00  kr 970,00
IC [+50%) 01:00 (0800-0900) = +00:30 TB 01:00 keBOO0 ke OO0
0T [+50%) 00:06 [1730-1736) = +00:03 TB 00:08 kr 50,00 kr5.00

The calculation is correct 2:39 goes to time bank and salary cost 965,-

Ordinary time do not include inconvenient time or overtime.
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work plan Registrations Salaries

H Save (= Print E] Clear |jDay EWDrk Week jWeek EMonth | ‘.) Issue filker: Break, Cutside Flex time, Mot approved

Department: | My selection + | Period: 01.09.2009 | — |01.092009 Read plan

Employee Department Tu\g‘ll%ﬂeg.%sﬂﬂa Hourz Hourly wage Total
ny 03:06 03:06 965,00
= Anders Anderzen FreshFood [Ferskyvarer] 0800-1736:03001145-1215) 09:.06 k100,00 kr 965,00
= Time
Registered 0800-1736:0301145-1215)
Planned 0800-1600:030
Agreed 0200-1800:030
Paid time 0300-1145, 12151736
= lssues
Mare then planned [+071:38)
Late departure [+01:36]
= Salary Agr. week 1 of 1 =kr 965,00, +02:09TB kr 965,00
Maormal 08:00 (0900-1145, 1215-1730]) = kr 800,00 08:00 kr100,00  kr 800,00
1T [+50%] 01:00 [0800-0900) = +01:30 TB 01:00 ke 150,00 kr 150,00
0T (+50%) 00:06 [1730-1736) = +00:03 TR 00:06 kr150,00  kr15.00

The calculation is correct 2:39 goes to time bank and salary cost 965,-
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Rule ‘Add OT to time bank’ and ‘Normal time include over time hours’

wark plan FRegistrations | Salaries

|l save APrint + [¥] Cear |[T]Day |5]workwesk [7]wesk 31|Month | = Issuefiker: Break, Outside flex time, Not approved
Deparment | My selection | Peio: (01092008 v | - [on0szmg | Riead plan
Employee Department Tu\é\;eﬂegg%ﬂﬁ Hours Hourly wage Total
Summary 0308 i 09:06 900,00
= Anders Andersen FreshFood (Ferskvarer] 0200-1736:020(1145-1215) 0308 kr 100,00 lr 900,00
= Time
Registered 0B00-1736:030(1145-1215)
Planned 0600-1600:030
Ageed 0600-1600:030
Paid time 0800-1145, 12151736
i=l lssues
Mare then planned [+01:36]
Late departure [+01:36)
=l Salary Agr. week 10f 1=k 900,00, +01:33 TB kr 900,00
Hormal 09:00 (0800-1145,1215-1730) =kr 900,00 0300 k100,00 ki 900,00
0T (+50%) 0006 [1730-1736) = +00:03 TE 00.06 kr 0,00

“w/ark plan Fegistrations ‘ S alaries

Rule ‘Add OT to timebank’ and ‘Normal time do not include over time hours’

| Save hPrint - [¥] ear | T]Day |§]work week | F]wesk 3M|Month | = Issue fiker: Ereak, Outsids flex time, Not approved

Deparment: My selection | Peiod (01092009 %] - (01032008 v Riead plan

Employes Department Tu\EI{IIeUeg.EZBUUS Hours Hourly wage Total
Summary 03.06 i 03:08 500.00
(=] Anders Andersen FreshFaood [Ferskvarer] 0B00-1736:030(1145-1215) 0306 kr100,00  kr 900,00
i=l Time
Registered 0B00-1736:030(1145-1215)
Planned (0B00-1600:030
Agreed (08001600030
Paid time 0800-1145, 12151736
= lssues
I ore then planned [+01:3E)
Late departure (+01:36]
i= Salary Agr. week 1 of 1=kr300,00, +01:39 TE kr 900,00
Normal 09:00 (0800-1145,12151730) = ke 900,00 09:00 k100,00 kr 900,00
0T [+50%) 00:06 [1730-1736] = +00:09 TB 00:08 kr 0,00
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What happens in the export module?

The first two examples below is correct calculated except for time bank hours
It is basically two possibilities to correct this:
e Reduce normal hours with the amount for time bank
e Export the amount placed in time bank as a separate account
o May be preferred solution because this account can still be merged with ordinary hours in the
export if necessary

Setup: Normal time is full worked time and overtime is set to default: Pay out.

In addition what is exported is defined in the ‘Setting parameter for the ‘Salary period agreement.
 |System X

File View Tods Help

Workplan | Regishations | Salaries |

[@lesport -~ 5 Lock S print - [¥] Clear #35ettings

El
g
3
g
&l
e B} asame] © ¢
é“ Export manner for different salam types:
g Employee Hows | Houly wage
B Houlysalay v
Summany 03:06
(=) Anders Andersen Freshi Agreed salary: Fulltime v 0306 kr 100,00
= Time
Registered Fived salaty Fulltime v
Flanned
Agreed
B lssues Restore defaults
= Salay ST R S T I TR
Normal ke 910,00| 09.06 (08001145, 1215-1736) =k 910,00 006 ke 100,00

OT (+50%) kr 5,00 | 00:08 (1730-1736) = kr 5.00 0008 ke 60,00

Anders Andersen is defined with hourly pay and that the export should be ‘Full time” which means that all
time is exported.

Pay out overtime and inconvenient time is set to true.
In this case only time that exceeds the agreed time 9:06 minus 7:30 should be exported.
This scenario cant be used in POK since hourly paid do not have an agreement.

In the example below ordinary hours should have been reduced with 1:36 minutes since they are already
stored in the time bank.
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‘wiork plan Registrations | S alaries ‘

W Export ~ () Lock A Print ~ @ Clear @Settings

Department: | My selection | Peiod  |SalaryExportOneDay v || 20091 (01.09.2009... 01.09.2009) »| (@3 | |€
Wwieekd6
Employee Department Toatal Tu 01.09.2009 Hours Houily wage
Reqistered
. 755,00 | 00:00 05:06
=) Anders Andersen FreshFood [Ferskwvarer) kr 755,00| 0800-1145, 12151600, 1730-1736 0306 kr 100,00
= Time
Reqistered 0800-1736:030(1145-1215)
Plarined 0800-1600:030
Hgreed 0800-1600:030
= lssues
tore then planned [+01:36]
Late departure [+071:36]
= Salary kr 785,00| Agr. week 1 of 1 = kr 755,00
Mormal kr 750,00| 07:30 (0800-1145, 12151600 = kr 750,00 07:30 kr 100,00
0T (+50%) kr 5,00 00:06 [1730-1736] = kr 5.00 00:08 kr 50,00

1:36 is added to time bank. Paulius can we add that information regarding time bank?
Exporting only differences between worked and work agreement schedule

Salary export settings
Expart manner for different salary types:

Hourly salary: Orly differ

Agreed zalary: | Full time b |

Fired salary: | Full tirme i |

Restore defaults

[ 0K ] ’ Cancel ]

Exporting only differences between work agreement and worked time.
Since 1:36 is going to time bank and the only thing we should pay out is the 6 minutes over time the result
should be over time 0:06 with a cost of NOK 5,-
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work plan Registrations | Salaries |

®BExport » (& Lock (=) Print = @ Clear @Settings

Depatmert | My selection v| Perioct | Salaw Export OneDay v || 20091 (01.09.2008 ... 01.09.2009
Wieek3h
Employes Department Total Tu01.09.2009 Hours Hourly wage
Reqistered
5.00 | 00:06 09:06
= Anders Anderzen FreshFood [Ferskwarer) kr 5.00| 17301736 09:.08 fer 100,00
= Time
Registered 0800-1736:030(1145-1215)
Planned 0800-1600:030
Agreed 0800-1600:030
= lzsues
Mare then planned (+01:36)
Late departure [+01:36)
= Salary kr 5,00| Agr. week 1 of 1 =kr 5,00
aT [+50%) kr 5.00(00:06 [1730-1736] = kr 5,00  0C:06 kr 50,00

The calculation above is correct.

The third scenario is exporting nothing which means only manual payment types and absence codes.
This should be tested separately

Salary export settings

Export manmer for different zalarny types:

Howrly salary:
Agreed salary: | Full time b |
Fired zalary: | Full tirme b |

Bestore defaults

I Ok l [ Cancel ]

Normal time includes over time and inconvenient time.

QL Time 7™. Draft User Manual Printed: 23.01.2012

Document:D:\Perkelti\Documents\QL Time Manual\QL Time manual p2-v1.doc

Page 76 of 107



Wwiork. plan Reqistrations Salaries

Export ~ (% Lock =4 Prink ~ E] Clear @Settings

Department: My selection + | Period: Salary Export One Day | |20091[01.09.2008 ... 01.09.2009
Week3E
Employes Department Total Tu01.09.2009 Hours Hourly wage
R egistered

[+ Surnmary i 0,00 | 00:00 09:06
= Anders Andersen FreshFood [Ferskwarer) lr 0,00 05:06 fer 100,00
= Time
Registered 0800-1736:030(1145-1215)
Planned 0300-1600:030
Agreed 0300-1600:030
= lzsues

More then planned [+01:3€)
Late departure [+01:36)
Salary ker 0,00 Agr. week 1 of 1 =kr 0,00

Nothing is exported.
Export - (& Lock (A Print - [%] Clear @Settings

Department: My selection w | Period: Salary Export One Day || 20091 (01.09.2009 ... 01.09.2009) =
wieek 36
Emplayes Department Toatal Tu 01.09.2009 Hours Haurly wage
Fegistered
760,00 | 00:00 05:06
FreshFood [Ferskvarer) kr 750,00 | 0800-1145, 1215-1600 0308 fr 100,00
= Time
Registered 0800-1736:030(1145-1215)
Plarned 0800-1600:030
Agreed 0800-1600:030
= Issues
tore then planned [+01: 36]
Late departure [+01:36]
= Salary kr 780,00 | Agr. week 1 of 1 = kr 750,00
Mormal kr 750,00 | 07:30 (0200-1145, 1215-1600] = kr 750,00 0730 kr 100,00

Changing the rule to export differences

| Comment [MR50]: Should be moved to
" | PART TREE

7.1.1.1. More about Time Bank

Automatic use of time bank is default in QL Time.
In the example below the employee is only bound to ‘Def Norwegian rule’ regarding IC and OT.
The standard work agreement says: Monday to Friday from 8.00 to 16.00 with 30 minutes break.
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__Employea info

Aderen
Cartacts

S = N e e EX

From Te Hously e Monihly pay
b 120006 100,00 16 750000
A i
SelwyFoe | 20122006 ¥ | Payment Bu -
SeayTa | -
i =
() P lourky Salesy per Hou: Hevm e b ICID (18211 = o 21 1255 18
5 Aegrennd Salany Harihly Solary: | 16750.00 Work Agrocs ICI B2ILE (1F16] = wk2 | 5005 TR
O i Hioun per M) IERE 1L 7, H] = o8 | 100% T8
o Pay WacstonPap X |00 W OT (7. H) = +100%
(= Py Difsenca Hearly thaze O [0, & = +40%
Or Incsement o OT day e w23
OT ponek pbe [True] = 3375
T -
R [ p—— v e
st puments o [ Ve ]
Pl i -

OG- 1R T 231 1743

Wiong regithations

T long besak [+02.53)
WLess then planned 0t 551
Late avivad [0 56

gy wesek: 1 of 1wy 350,
0335 [DESE-1271) = ke 358

The example below shows the calculations in the registration window. One hour and 26 minutes are
added to the time bank. The reason is that nothing have to be defined, because time bank is the default value.

Depantment. | My selection v Peiod (06012009 v - (08012009
Employee Department Yugﬁzm Hours Hourly wage
= Summary 0856 10856 |
Worked tine 0856 08:56
Payed time 08:56 0856
Sum 89333
= Ulf Teie NST Admnistration | 0800-1656 0356
= Time
Regstered 0800-1656
Planned 0300-1600:030
Agread 0800-1600.030
Payed time 03001656
= lssues
Missing break
Mcoee then planned (+01:26)
Late departure {+00:56)
& Saay Agr. week 10 1 =k 833,33[+01:26 T8 |
Normal 03:56 (0800-1656) = kr 893,33 0856 ki 100,00 ke 839333
= ki 0,00

Since the break is missing, the total number of worked hours is 8 hours and 56 minutes.
And more important that the cost in the example is NOK 100 per hour multiplied by 8 hours and 56 minutes.
The cost reported to the salary system will of course only be 750 for 7.30 minutes that is the plan.

If the default time bank functionality (to calculate TB or pay out for TB) is not preferred to use, then
time bank rule defining that no discrepancies towards plan is allowed should be added.
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Edit flextime edition

Agreement: No Timebank by default

Start date: | [ 01 2009 v End date:

Description; |Nc-rrna| handing |

Flextime rules

() Fixed time (3) Relative time
Arrival [00:00]:

Before plan start [-]: 0000 After plan start [+]: 0000

Departure (00:00):

Before plan end [ 0000 After plan end [+): 00:00

taw hours: I:l [leave emply if mas time is not uzed)

Default IC [inconvenient time] and OT [overtime] handling:

| Pay out w |

[ 0k ] [ Cancel

Adding rule to the employee card will
apply this rule to selected employee.
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Department | My selection v| Peiog [6mzons v - [oe0iz009 v Rieac

Employes Department Tu ;\é%ﬁms Hourg Hourly wage Total
= Summary EEE | 03BR 800,00
Worked time 03:56 08:56
Payed time 08:00 08:00
Sum 200,00 200,00
= UIf Teie MST Administration | 0800-1656 0856 ker 800,00
=l Time
Regiztered 0800-1656
Planned 0200-1600:030
Agreed 0200-1600:030
Payed time 0800-1600
= lssues
izsing break.
Mare then plantied [+01:26]
Late departure [+00:56]
Outside flex tirme [+00:58)
=l Salary Agr.week 1 of 1= kr 800,00, +00:30 TE fr 800,00
Marmnal 02:00 (0200-1600) = kr 800,00 08:00 kr 100,00 kr 200,00
Eutra pay =kr0,00 kr 0,00

Example above shows that there are 56 minutes outside the flex bank definition. In this case 30 minutes are
automatically added to time bank and the rest of the time is removed.

Comment [u51]: This section is revised
by Monika but not changed

7.1.1.2. Flex time handling|

Comment [MR52]: Should be moved to
PART TREE

Flextime can basically be used in different ways.

One possible solution is that the employee can move the start of the normal day and then arrive earlier
or later than the normal start of the day. Still the worked hours should be equal to the agreed hours of the day.

The other solution is that the employee can enhance the day with a certain amount of hours and use
the same hours another day to shorten the work day.

The idea is to give the employee more
influence on their own work situation
and add flexibility.

The ‘most’ normal way to handle the situation is to set up a core time where everybody should be
present. QL Time offers the possibility to set the core time to fixed hour of the day or set it relative to the
employee’s contract.

Each employee must be bind to the flex time rule and the rule is defined through the ‘Setup’ menu.
Selecting ‘Setup’ and then ‘Flex time rule’ gives access to the form for defining flextime and time bank.

Note! It is also important to be aware of that enhancing the work hours or decrease work hours may
give some special problems regarding absence.
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The problem related to this topic is discussed in ‘Appendix C’

Edit flextime edition 9i=1E3]

Agreement: Standard Flextime Rule Office workers

Start date: | [L.01.2009 v End date:

Description: | Standard Flestime Norway and Sweden |

Flestime rles
(& Fized time O Relative time

Time span 10:00 (07001 700) Core time 06:00 (0300-1500)

or

Bl 02:00 (0700-0300) Departure: 02:00 (1500-1700)
(leave smpty i max time is not used,
Ma howrs: Lo ] & sign can be used ko enter relative fime, .5, +5)

Default IC (inconvenient time] and OT (overtime) handling

| Pay o ~|

It is several issues that decide how flextime will be handled and stored in time bank.

One of the most important parameters to be aware of is the parameter that tells if the extra cost for
overtime should be paid immediately or not.
This is defined in the window above by setting the parameter to ‘Pay out’

Pay out ¥

Add OT to timebank
Add both to timebark,

In this section we will take a look at how this influence on the calculation.
The other important parameter is the one set in the option menu and that defines if all worked hours (included
the time for overtime will be displayed as ordinary hours) or if the time for overtime is removed from
ordinary time.

Options EEX

il | General | Log file | Time calculation | Teminal communi € *

Marmal tire is full worked time

Shaow unpaid absence in plan salary

Ok ] I Cancel

If we check the box ‘Normal time is full work time’ then we get the result displayed as you see in the
example below.
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Fle Wiew Tools Help

work plan FRegistrations ‘ Salaries ‘

=]
&
g, |l Save 4 Print - @ Clear |EDay IE\Nork Week iﬂWeek ﬂMonth ‘ ") Issug Filter:  Break, Outside flex time, Nat approved
2| Depatment [y sefaction v| Peiod  [010s2008 v | - [oroazoos v Riead plan
w
& Employee Department T Wiyl Hours Hourly wage Total
4 u 01.09.2009
| Surnmarny 03.06 i 09.06 515,00
= Anders Anderzen FreshFood [Ferskvarer] 0B00-1736:030(1145-1215) 03.06 kr 100,00 kr 915,00
= Time
Fegistered 0800-1736:030(1145-1215)
Planned 0800-1600:030
Agreed 0800-1600:030
Paid time 0800-1145, 12151736
= lszues
Mare then planned [+01:35]
Late departure [+01:36]
= Salary Aar. week 1 of 1=k 915,00, +01:36 TB kr 915,00
Momal 0506 (02001145, 12151736 = ke 510,00 0908 k100,00 ke 910,00
OT [+50%) 00:06 [1730-1736) = kr 5,00 00:08 kr 60,00 ki 5,00

If the check box ‘Normal time is full work time” is unchecked then we get the result displayed as you see in
the example below.

In the section ‘Detailed examples’ several different kind of setups and how they are supposed to work is
explained.
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8.  Several weeks work cycles
In this section we take a closer look at how the system calculates a work cycle that is more than one week.

To create a work cycle that is more than one week must be done in the employee card.

Employee info - Anders Andersen

Employes info RS S| | - |-_. 1 J
Ad
CU:ZETSS Agreement From date Todate
N Fresh food manager 2004-0312 2003-05-31
Salavinfo O T I 20030601 |2 i
- SeaEEme Allawed to work flestime 20050301
Additional info e
Skills
Experience
Abzences
Timehank
Mema
wheek Department tonday Tuesday ‘wednesday Thursday Friday Saturday E:Ivuncla Met hours
wieek v |FreshFood [Fers  |0800-1600:03 |0800-1600:030 | 0800-1600:030 |0800-1600:030 | 0800-1130:030 33:00
Wwieek 2 |FreshFood (Fers  |0300-1600:03 |0800-1600:030 | 0800-1600:030 |0800-1600:030 | 0800-1600:030  0800-1300:03 42:00
Total: 15:00 15:00 15:00 15:00 10:30 04:30 0000 75:00
Edit rule

E3]

i A Edit OT [Dwertime] week rule
In the example above the first week is only 33

hours and the second week the cycle is 42 Hours:

hours. It is 75 hours in total and there for no
overtime because we on the week rule Average of cycles:

definition checked the box ‘Average’. o
Flesibility + hours: |:|

o o ]

When we move-on to the work plan for the first week, the basic work agreement is used as the plan
and we can't modify the plan to fit the week's expected activities.

We want to enhance the work plan on Monday with one hour from 8 to 7.
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‘Wwork plan | Registrations Period Results

| save Sprint - %] Clear |[T]Day [§]work Week [ 7]week [31Month

Department | by selection v| Peiod 20030515 v | - 20030621 %] (B0
Week2h
Employes D epartrnent Mo 2009.05-15
Summary 830 0731
= Anders Andersen FrezhFood [Ferskuwarer] 0700-1600:030 DEDEI
= Time
Agreed 0800-1600:030 0800
= lssues
More then agreed [+01:00]
= Salary Agr.week 1 of 2 =kr 300,00, +07:00 TE Agra
Marmal 08:30 (0700-1145, 1215-1600] = kr 850,00 073
0T [+50%) 0100 [(0700-0800] = kr 50,00

As you see from the salary calculation, the result is one hour overtime from 7 o'clock to 8 o'clock in
the morning. The reason is that we pass 75 hours during the two weeks period. Since we are placing extra
hour on Monday morning compared to the work agreement, the overtime will also be paid for this hour.

In our example the employee works from 8.00 to 16.00 and with a 30 minutes break. This gives 37.5
hour per week and no overtime.

Ansatt Avdeling W Uked3  Ukeds Uked3 Uked3 Uked3 Timer
a22.10.2007 Ti 23.10.2007 On 24.10.2007 To 25.10.2007 Fr 26.10.2007
= UIF Teie MST Adri| 0300-1600:030 0300-1600:030 0300-1600:030 0800-1600:030 0800-1600:030 1370
= Tid
Atalt tid 0800-1600:030 0800-1600:030 0800-1600:030 0800-1600:030 0800-1600:030
Feil
= Lenn At ke T av 1 At ke 1 av 1 At ke 1 av 1 Ant ke 1 av 1 Avt ke 1 av

Alminnelig | 07:30 [0800-1145, 1215-1600)  07:30(0800-1145, 121516000 07:30 (08001145, 12151600)  07:30(0800-1145, 12151600) 0730 (08001145, 12151600) 3730

Changing the plan on Monday adds 50% overtime for 1 hour on Monday.
The reason is that we during the week exceed the 37.5 hour rule for the week.

Ansatt Avdeling Uked3  Lked3 Uked3 Uked3 Uked3 Timer
Ma 22.10.2007 Ti2310.2007 On 24.10.2007 To 25.10.2007 Fr 26.10.2007
= UK Teie NST Adrmi| 0800-1700:030 $0800-1600:030 i 0800-1600:030 0800-1600:030 0800-1600:030 3830
= Tid
Autalt tid 0800-1600:030 0500-1600:030 0500-1600:030 0500-1600:030 0800-1600:030
= Feil
Mer enn avtalt (+01:00)
= Lenn Ayt uke 1 av 1 Avt uke 1 av 1 Avt uke 1 av 1 Avt uke 1 av 1 Avt uke 1 av 1
Alinnelig | 08:30 [0800-1145, 12151700)  07:30 [0800-1145, 1215-1600)  07:30 [0800-1145, 1215-1600)  07:30 (08001145, 1215-1600) 0730 (0800-1145,12151600]  38:30
OT (+50%] 01:00 [1600-1700] 01:00

Changing the day with one extra hour to Tuesday and adding the hour from 7.00 to 8.00 gives 50%
overtime on Tuesday.
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Uked3 Uked3 Lked3 Uked3 Uked3

et sl Ma22.10.2007 Ti 23102007 On 24,10.2007 To 25.10.2007 Fr 26.10.2007 VD
= UIf Teie NST Admi| 0300-1600:030 0700-1600:030 A  0800-1600:030 0900-1600:030 330
= Tid
Awtall tid 0800-1600:030 0800-1600:030 D800-1600,030 0800-1600:030 0800-1600:030
= Feil
Mer enn avtalt (+07:00]
= Lann Awt uke 1 avl At ke 1 av 1 Awtouke 1 av At uke 1 av Awt uke 1 avl
Alminnelig | 07:30 (0800-1145, 1215-1600)  08:30(0700-1145, 1215-1600)  07:30 (0800-1145, 1215-1600)  07:30 (0300-1145, 1215-1600)  07:30(0200-1145, 1215-1600)  33:30
0T [(+50%] 01:00 (0700-0500) 0100

In the next example we have changed both Monday and Tuesday. Removing one hour on Monday
and adding one hour on Tuesday. The result is no overtime since we do not exceed 37.5 hour.

Ansatt Avwdeling Uked Uked3 Ukedd Ukedd Ukedd Tiiig
Ma 22.10.2007 Ti 23102007 On 24.10.2007 To 25.10.2007 Fr 26.10.2007
= UIF Teie MST Adri| 0200-1500:030 (0700-1600:020 0800-1600:030 (0800-1600:030 (0800-1600:030 Fran
= Tid
Avtalt tid 0300-1600:030 (0800-1600:030 (0800-1600:030 (0800-1600:030 (0800-1600:030
= Fei
findre enn avtalt [-07:00) hder enn avtalt [+07:00)
= Lann At uke T av 1 Bt uke 1 avl At uke 1 avl At uke 1 av 1 At uke 1 av 1
Alminnelig | 06:30 (08001145, 1215-1500) 0830 (0700-1145, 1215-1600) 0730 (08001145, 1215-1600) 0730 (08001145, 1215-1600) 0730 (0500-1145, 1215-1600)  37.30

Our last example shows what will happen if we add one hour on Tuesday, one on Wednesday and
remove one on Thursday. As you see there is a split between Tuesday and Wednesday where both get a half

hour.
o P Uked3 Uked3 1kedd ka3 Uked3 p
ned HEing Wa 22.10.2007 Ti 23.10.2007 0n24.10.2007 To 25.10.2007 Fr 26.10.2007 et
= UIF Teis ST Admi| 0800-1500:030 07001600030 (18001700030 (1800-1500: 030
= Tid
Akl tid 0200-1600: 020 0800-1600: 020 (18001600030 (1200-1800: 030 0200-1600: 020
= Feil
e enn avtalt (+01:00] bder enn awtalt [+07:00) tindre enn avtalt [-07:00)
= Lann At uke 1 av 1 At uke 1 av 1 At uke 1 a1 At ouke 1 av At uke 1 av 1
Alminmelig | 0730 [0A00-1145 12151600 0F 30 (0700-1145, 1216-1600) 0% 30 (08001145, 12151700]  0F:30 (08001145, 12151600 07:30[0800-1145 12151600 3830
0T [+50% 0030 [0730-0500) (00 30 (1630-1700) 1:00
The result will be displayed in the plan as seen below.
Avdelin 1ked3 1ked3 Uked3 1ked3 Uked3 Tl Comment [UT53]: NB! Paulius the
9 Ma 2210.2007 Ti 23.10.2007 On 24102007 To 25.10.2007 Fr 26.10.2007 example above should show one hour on
MST Administration | 0200-1600:030 (1800-1 600020 0200-1700: 020 0200-1600: 020 01800-1600:020 333 Friday since it will be the day we exceed
the 37.5 hour rule.
0200-1600: 030 (18001500030 0800-1700: 030 0300-1500:030 01800-1500:030 See the explanation below
At uke 1 av 1 At uke 1 avl Avt uke 1 av 1 Avt uke 1 av 1 At uke 1 av 1 kr 3900,00
Alminnelg 0730 (0800-1145, 12151600)  07:30(0800-1145, 1215-1600] 0230 (0900-1215, 12451700)  07:30 (02001145, 1215-1600] 0730 (0200-1145, 12151600)) 3330 ks 285000
0T [+60%) (1:00 (1500-1700] 01:00 kr 50.00
0 n H .
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9. How to enter time strings

To work with QL Time is quite easy since you can enter time strings directly into the cells.
The format for adding a time string is ‘date from’ and ‘date to” with a minus sign in the middle, for example:
’10-19’ gives a working plan from 10 o’clock a.m. to 7 o’clock p.m.

The string ‘1000-1900’ is equal to *10-19* where the two last digits represents the minutes.
You could also add ‘10-1930 if the period should be half minute past seven p.m.

To add a break for example 30 minutes you add a hyphen in addition to the time string and the length of the
break, for example *10-19:30” will calculate a 30 minutes break in the middle of the day.

If you want to add a specific time for the break you can write *10-19:(13-1330)’ instead and the break is
automatically calculated from one o’clock p.m. to half our past one p.m.

To add two work sequences instead of one you can write *10-14,17-23” witch gives two separate sessions.
To add two break to a session you can add comma after the first break and then add the second break for
example like this: 10-19:(13-1330,17-1710) and the displayed string will be 10-19:040(13-1330,17-1710).
Note that QL Time automatically calculates the total length of the breaks.

The last issue to cover is the format for entering breaks, which is hhmm’ where ‘h’ equals hours and ‘m’
minutes. This means that entering a break of one and a half hour should be entered as ‘130° where ‘1’ equals
one hour and ’30’ represents minutes.

This is in fact all rules regarding how to enter time strings and you use it in the work agreement schedule,
plan and registration forms.

In some situations, for example in plan and registration the field will be colored brown if you enter the data
directly into the cell. This is to emphasize that you have done a change to underlying work agreement
schedule (in the ‘Plan’ section) or overwrite automatic data collection or clocking (in the ‘Registration’
section).

If the field is displayed in red color this signals that the value entered in the field do not match the string rules
and must be corrected.
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PART FOUR — REPORT EXAMPLES
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10. Reports

There are some basic reports that you can print from QL Time several forms of registration. In this
section we will tell you about the most common reports

e Plan
O
(@]
O
O

Week Plan

Work Report
Weekly Report
Absence sum report

o Registration

o

O 0 O O

Registrations

Cost

Work Report
Weekly Report
Absence sum report

When data is exported (locked), after each salary period, the data is stored in a statistical database that can be
accessed through special user customized systems.

In the section that follows you will find examples of the different types of reports that may be printed out.

Some of the reports can be tailored to suit each department or employees special needs. If ‘Parameter’ is
selected from the print menu a form with selectable parameters will be displayed.

Notice that a special logo may be inserted for the reports.

The reports are entirely built on the .net report object.
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Work report parameters

Compary: | MyCompary Ltd

Department: |AII Departments

[ Sart by table no.
Show all absence codes if same country

() Show todays date (&) Show last workday

Show absence names

Wersion text

Creator

Position: | General Manager
Narne: | Frark Fristad

Logo
. __Browse
Dot System - X

Path: |

Ok l [ Cancel ]

Don't show this dialog again

Printed: 23.01.2012
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10.1. Week Plan

The week plan is meant to be distributed and shows how each department is planned staffed for the
selected period.

1 of 1 | | G g H- | 00 - |
BF Programring workplan (23.03.2008-12102008) | BP Programming workplan for week 40 (29.09.2008 - 05.10.2008)

Employee Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Andrej Gorbatnioy 0330-1700:030 0330-1700:030 0830-1700:030 0330-1700:030 0330-1700:030
Jurgita Riekadiens 0830-1700:030 0830-1700:030 0830-1700:030 0830-1700:030 0830-1700:030
Maksim Wenediktoy 0830-1700:030 0830-1700:030 0830-1700:030 0830-1700:030 0830-1700:030
Paulius Lukofevicius 0530-1700:030 0530-1700:030 0830-1700:030 0830-1700:030 0830-1700:030

BP Programming workplan for week 41 (06.10.2008 - 12.10.2008)

Employee Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Andrej Gorbatnioy 0530-1700:030 0530-1700:030 0830-1700:030 0530-1700:030 0830-1700:030

Jurgita Riekadiene 0330-1700:030 0330-1700:030 0830-1700:030 0330-1700:030 0330-1700:030

Maksim Yeneditoy 0330-1700:030 0330-1700:030 0830-1700:030 0330-1700:030 0330-1700:030

Paulius LukoSevidius 0830-1700:030 0830-1700:030 0830-1700:030 0830-1700:030 0830-1700:030

BP Programming workplan (29.09.2005 - 12.10.2008) Page 1 of 1

F m T .
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The week report also shows information about how the departments are staffed but gives additional
information regarding cost and budgets.

10.2. Weekly Report

L4t g2k b e 0300 0o
sk oad F rskvave|Wosky plan epert 01 07.2008- 31 07 FreshF ood (Ferskvarer) Week 27 plan report
Employss Wednesday  Thursday Friday Saturday Sunday  Worked  Paid Work cost
01072008 02072000 G079 04072008 05072009  time time
Anders Andersen 05001600 0800-1600 08001130 1800 1800 206532
Brigitta Biemsen 08.0017.00 08001100  0B.00-17.00 1930 1930 1950.00
Camilla Collet
D Davidsen
Evs Elboth
Total 600 1000 [E] ] 01532
Work cost 171056 111056 119422 01632
Percentage A2E0% 27 pb% 2974%
FreshFood (Ferskvarer) Week 28 plan report
Emplayee WMonday Tuesday  Wednesdsy  Thursday Friday Saturday Sundey  Worked  Paid
06 07 2008 072008 0807008 09072008 10072008 11072008 1207209 tme  time
Anders Andersen 03001600 0900-1600 DECCIGE0  CECO-I600  COOG500 05001300 200 4200
Brigitta Bjemsen 10001900 10:00-19:00  DBOC-I7.00 0ECO100  0E.00-17:00 ®3 BN
Camilla Collet
Diwid Davidsen
Evs Elboth
Total 1600 16:00 600 0:00 1600 0430 78H 7830
Work cost: 1710555 171055 171055 11055 171055 516,33
Percentage 0% @20% 20,20% 13,1% 20.20% 6.10%
FreshFood (Ferskvarer) Week 29 plan report
Employes Monday Tuesday  Wednesdsy  Thursday Friday Saturday Sunday  Worked  Paid
13072008 4072008 15072008 GO72008 17072008 16072008 190709 time  time
Anders Andersen 05001600 08001600 0G0C-IE00 CELOE00 0O00-1130 Hm 30
Brigitta Bjsmeen 09001200  0800-1300  0S00-18.00 170 2800
Camills Collet
D Davidsen
Evs Elboth
Total 1100 1230 TE00 (D] [IEI] 28100
Work cost 166056 151056 171056 66055 64 22
Fercentage B21% 2280% 2B97% 1307% 1262%
Work cost Work cost % Turnover Articles
Budget: 400000 40,00% 10000,00
Planned: 6586,43 65,86%
Difference: 258643 25,86%
FreshFood (Ferskvarer) Week 30 plan report v
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10.3. Work Report

The work report summarize and gives you a kind of a grand view for how many hours will be worked
and how planned / registered absence are planned.

This report can be printed out from the plan section based on the plan or from the registration section
based on registrations.

The report can also be configured to show only specific absence codes.

L stk rle 0300 0] 0 z .

(comgany nama)

DL, System - X

Espanrmare rama)

YEAR 2009 JULY MONTH REGISTERED WORK TIME REPORT

vore et
| 10| Enpiyes nama Pustin 3 g
i i
i
13 P F Y N B Y T Y Y e e e e S P T P e P
| s rsen g 1on [s8 e [s [ [w fos]rslvsfva]s [ [w fosfes]osos]s [w]w wlw 1 o
F T T W o [@ feaea o |5 [w W W T
7| Jcams con sovwmm |0 wlw wlw 3 [ [o [w]w [ T
S I T Y D wlw wlw " [ a0
T e o |0 Wl Tl wlw ww e
s [200 05 B3] 9 oslrslrafis] o BERRER |
[ [ee oo [w]re e s oo [re] = ]
LI I A I
[ ve| | [T T T T T T T
T vr— T o Ty
T == R —— E
e R Ammmmms P
Jr— - (P and L ame)
Dahg eder
T
utTee 31072000
T T
YEAR, 2006/ LY MONTH REGISTERED WER THE REPORT Pager1of1 18082008 140028
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10.4. Registration report

Example below shows a work schedule for one department and two weeks.
NB! It is optional if work cost should be printed or not.

4 of 7 b W | e O[30 0| 100w
# FreshFood [Fxskovarer) ogishation repart (01 07,2008 - 31,07 ¢ -
FreshFood (Ferskvarer) registration report (01.07.200¢
.2, System - X
Anders Andersen (Department FreshFood (Ferskvarer))
Date Flanned Registered Paid lime TB lesues Salary ace
0107 2005'We 0730 (0800. 1600:030) 03 30 (0800-1700.030(1 215-1245)) 0730 (DBO0.1215, 1245.1600) 0000 Cutsice flex time (+01.00) ‘Hormal
[2072008Th  O7:30(0800-1600:030) 0830 (0I-1700CIZ1S-1245)) 7 30 (0OO-1215, 1245-1800) 0000 Cutics e time (+01.08) Hormal
CIOT09F  D00OE001INOIN 0900 (QED-1SINCNIZONIZAY 0300 (DE00-0930, 1000-1130) 0000 Outsids fxtine (40500) Marmal
040720085
1507 2008 5u
(607I08Me (70(0N0D-EINOY) 0930 (O7OC-1G0000) 0830 (37001145, 1215-1800) o Homal
1,00 (0700.0800) o (+50%)
07072005 Ty 07:30 (0800.1600:030) 0730 (0&00-1 S00-030) 0730 (DBOD-1145, 1215.1600) 0000 Mormsl
08.07.2009We  07:30 (0800-1600:030) 0730 (0800-1600-030) 10730 (0B00-1145, 1215-1800). o oo Hormal
CIOTI0NTH 7A0N0DMGINOG0)  07.30 (0GD01G0005T) 07,30 (08001145, 1215-1600) o Normsl
TOOT09F 070 ORIENROND 0300 (06001100 0300 (08001100 - 0630 Masing breok Normal
1107200858 04:30 (0800-1300:030) - D430 Horegistrations
1207200850
120700000 70 R0M1EIN030) 0930 (0GI170000) 0630 (0BD0-1145, 121517009 « oo Nomal
14072005Tu  07:30(0S001B0B030) 08 30 (08001700050 0830 (DBOO.1145, 1245-1700) + 0100 Normal
1507.2008We  07:30 (0800-1600:030) 0330 (0600-1 700 030) 108 30 (0B00-1145, 1215-1700) + o100 Hormal
TBOTI0NTH  7ADOB0DMEINON0) 0930 (06D0170005D) 0630 (0001145, 1215-1700) < oo ol
7OT000F  GO00001I0030) 0900 (06A-163000) 06100 (08000930, 1000-1630) - o500 Hormal
1807200858
19072008 50
M0709Ms 0730 (060016010300 - 0730 Morepistratons
2OT03Tu 0730 (0B00-1EO030) - 0730 Horegistions
22007 2008'We  07:30 (0800-1600:030) - 0730 Mo registrations
ZTOTA0TH 07:30 (060015000303 - 0730 Moregistisions
4072009F  07:30 (0800-160E-030) - 0730 Moregistrabons
Z507T20095a  04:30 (0800-1300:030) - D430 Noregistrations
®or 200880
27072008 Me 0730 (0600160003 - 0730 Morsgistrstons
Z0T203Tu 0730 (0B00-EOR030) - 0730 Horegiraons
2907 2009We  07:30 (0800-1600:030) - D730 o registrations
MOTANTH  07:30 (0600-1500.030) - 0730 Moregistisiens
a2 ‘Frwfwu(}'etewem] regestration report (01.07 2008 - 31.07.2009) Page ot 7 19.08. ?\Il':"’
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L0 gk b
# FreshFood [Ferskvarer) Cost repat (01 07,2

Dl | o | ]

10.5. Work Cost Report

+31.07.208] |

FreshFood (Ferskvarer) Cost report (01.07.2008 - 31.07.2008)

Anders Andersen (Department FreshFoad (Ferskvarer))

Salary lype Agreed | Planned | Registered | Padtime | Salay | Timebank | Export
accourt no.
Normal 16610 6600 300 WO| S e e[
OT50%) LIE) [ ikl
Total salary 168:00 168:00 94:00 94:00 959553 75:00
[Vacatn pay (13%) I [ e T
|Tm| extra pay ‘ | mn,nz| |
[ Toral 10836,35
Brigitta Bjsrnsen (Department FreshFood (Ferskvarer))
Salary type Ageed | Planned | Registered | Paidtime |  Salay | Timebank | Export
account no,
Normal 10700 110:00 1916 1916 200000 Brad |2
T (50%) [ED S EZ
[ (78 @ 00y o700
[Total salary 107:00 110:00 2000 000] 203667 864
|Tn|a| exira pay ‘ | n.m|
[Totat 203,61
Brigitta Bjernsen (Depariment Bakery (Terrvarer))
Salary type Agreed | Planned | Registered | Padtme | Salary | Timebank | Export
ACCOUNt Ho.
Normal 3300 4100 1814 1814 1800 00 e |2
OT 505 LES [E3 kg
Manual (18 [02.00]) 0za0
[Tatal salary 3300 100 19:00 1900 193833 Azid
ITnInInﬂn pay | nm|
[Totat 1930,33

Camilla Collet {Department FreshFoad [Ferskvarer))
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10.6. Statistical report

When the period is finished the data will be stored in a statistical database for later use.
Clicking on ‘Statistic’ on the main menu opens the form that allows to do selection from the database.

Departments:

Administration Ly Perod: | 01.01.2008 '~ | — |311z22008 |~
BP &dministration NS Administration ) | | | |

EP Pragramming MST Administration O Thisvest (7 This morth

WST Programming ® Last pear O Lest morth
< | >
Check. al Uncheck all
Only totals for all departments
Read sum l I Read details l Filter: |Sa|aly vl

Only paid periods

Export statistics

Departments:
Administration Ly Period: | 01.01.2003 % | - 31122009 '+
BP &dministration NS Administration | | | |
BP Prograrnming MST Administration O Thisvsar (O This month
MST Pragramming © Lastvest O Last month
< | >
Check. &l Uncheck all
Only totals for all departments
i Filter: | Sal
[ Read sum ] [ Read details ] Hker | alary "| Only paid periads
Statistical details (01.01.2009 - 31.12.2009)
Total
Salary type Haours Hourly pay - avy. Salary
Mormal 398:05 100,00 39808 33
OT (+100%) 0009 100,00 15,00
OT (+40%) o117 40,00 51,33
Total 399:31 80,0 3987467
Statistical details (01.01.2009 - 31 .12.2009) Page 1 of 1 18.03.2010 13:5513
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PART FIVE — APPENDIXES
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Appendix A — Technical reference

Comment [u54]: Not implemented yet

Appendix B — When to calculate a break

When to calculate a break.

It is a couple of questions that must be handled:
How many breaks and when to place the break
Do we place the break based on plan or actual punched data

Less than 5 hours = no break
More than 9 two breaks (60 minutes)
Else 30 minutes

What happens if plan 8-16:030 but you start at 11 and work to the end of the day.
Define the default breaks

Per department and for the application it must be possible to plan breaks in an accurate way. The following
table may solve the problem:

Department | Include Start | One | After x | Break 1 After x | Break 2
sub or Break | hours hours
departments | Plan

UAB Basic | True/False | Start | No 4:30 0:30 6:30 0:20
Partner

Plan | Yes 5:00 0:30 9:00 0:30
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Appendix C — Flextime and absence

When flextime is used some special situations will occur:
Example: Normal time (planned time) 8-16

What will be the results of the situation below:

Employee 1 Works from 7-12 (sick from 12)

Employee 2 Works from 9-12 (sick from 12)

Both will get paid the rest of day, but what should be consider to be the rest of the day?

Since it is flex time the system must assume that the working time in hours equals planned time.
For Employee number 1 — One hour should be added to the time bank

For Employee number 2 — One hour should be drawn from the time bank

This practice handles both employees equal to each other and seems to be a fair principle and a common
solution in other systems as well.

Employee number 2 may argue that he get sick during a day and should be entitled to a whole day pay (that
the system should not draw one hour from time bank). If this is the basic the two employees will not be
treated equal and everybody that gets sick will benefit from starting late.

It may be important that both solutions can be handled but it must be done as a manual solution.

Appendix D — Absence part of day followed by absence
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Employee Department T Wweekl3 WWeekl3
u23.03.2010 We 24.03.2010 Tl
1= Summary 1330 18:30 00.00
Worked time 0z:00 0000 00:00
Paid time 01:30 0000 00:00
Sum 191,44 0.ao0
Eilietha Grabo —: Bakery (Tarmvarer] li—“» 1000-1300;,030 M 0900-1630:030
= Time
Agreed 1000-1300:030 0300-1630:030
= lssues
More then agreed [+05:00) More then agreed [+11:30)
= Salary Agr week 1of 2=kr 150,00, -00:30 TE A week 1 of 2 =k 0,00 Agr. wee
MNarmal 01:30[1000-104%, 1115-1200) = kr 150,00
IC[+21 | +0% TB]
Ahgence 0% (0B:30 (12001415, 1445-1300] = kr 0,00 07:00 (0300-12:30, 1300-1630]) = kr 0,00
[=| Extra pay =krd1,44 =kr 0,00 = kr 0,00
Wacation pay (10,2%) kr 15,30
Social security [14,1%) kr 23,31
Insurance [1,5%) kr 2,83

In the situation above an absences is registered from 12.00 on Tuesday until 19.00 Wednesday.

QL Time automatically remove the time outside the agreement on Wednesday but pay for the time before the
start of the absence code on Tuesday. The absence itself is not paid because the first day of the absence is
paid with 0%. In this case QL Time pays fll salary for day 2.

In a situation like this a normal way to do it is to pay for the day the employee get sick and goes home and
then to not pay for the first day and then again to pay for the following days.

To distinguish between sick part of the day followed by absence and sickness that start from the beginning of
the day two different absence codes must be used.

Appendix E — Currency table

In the ‘Setup’ and ‘Other’ data choice you also find the tab ‘Currency’
The currency table is linked to the ‘country’ code for each employee.
So if working in ‘Norway’ the currency should be ‘NOK”’

You set up one default currency and all the other currencies you add must be related to the default currency.
In addition to default currency each user may define which currency he or she wants to use when looking at

plans or registrations.
This currency translation will also be used for all reports
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Appendix F - Align list

On the tool bar you will find a small icon to the right (flag) if the selection you have done contains employee
working from different countries.

To be able to see which time of the day they work together it is possible to click on the icon to see a
‘translated’ view showing the selected time zone.

By default you get the same time zone as the language you have set up.

Appendix G — Other data — countries

Is country code and currency code the same

Appendix H—- Absence —is awork time

In the absence registration form the checkbox ‘Is work time’ can be set for each absence code.
The ‘Is work time’ flag has impact in several situations:
If checked:
The time for the absence is equal to ordinary work and counted as work time in the plan and
registration section.
The time is included in the week rule overtime calculation and in the day rule for overtime

If not checked:
The time is not calculated in the week rule and day rule
The absence is still displayed in the plan and registration module

If checked the flag also influence on what is displayed in the plan section

If the absence is paid it will always be included in paid time
If the type of absence is ‘Sick Leave’ then the time is not calculated in the ‘Worked hours’.
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Uke12 Ukel2 Uke12

et I Ma 15,03 2010 Ti 16,02 2010 0n17.03:2010
= Oppsummering 36:30 36:00 38:00
Arbeidet tid 36:30 36:00 38:00
Bietalt tid 26:30 36:00 39:00
Sum 305718 400718 405718
1 Buadiet!
[=I Anders Andersen FreshFood [Ferskvarer] | = 1000-1600 < 1400-1600 == 0800-1600
= Tid
Avtalt tid 08001600 08001600 0800-1600
Forklaring
[= Beregnet lann At uke 1 av 1=k 600,00 Ayt ke Tav 1 =k 800,00 Avt uke 1 av 1 =kr850,00
QOrd. timer 06:00 (1000-1600) = kr 600,00 02:00 (1400-1600) = kr 200,00 (0300 (0200-1600) = kr 800,00
UE [+50%] (1:00 (0200-0300) = kr 50,00
LB [+21] +0% TE)
Fravaer 100% 0B:00 (0800-1400] = kr 600,00 *= k0,00
Fraveer 0% 02:00 (0800-1000] = kr 0,00
Oppgaver
[=I Brigitta Bjemsen FreshFood [Ferskvarer] | = 1000-1600 =+ 0800-1600:030 == 0800-1600:030
= Tid
Avtalt tid 0800-1600:030 0800-1600:030 0200-1600:030
= Farklaring

Mindre enn awtalt (-01:30]
Pause mangler

{=l Beregnet lann Avtouke T av1=kr 000, -01:30TB  éwt wke 1 av 1 = ki 750,00 Avt uke 1 av 1=k 750,00
Ord. timer
LB [+50%)
Fravaer 100% 07:30 (0800-1145, 1215-1600) = kr 750,00 07:30(0900-1145, 1215-1600) = ks 750,00
Fraveer 0% 06:00 (1000-1600] = kr 0,00

Oppagaver

Pok solution for showing absence in plan. Keep in mind that the plan must be displayed like this because
work agreement schedule do not exist.

¥ Arbeidsplan

Kostnadssted: | Support =] Uke 1] Totat] mats.032010]

Fra date: 15.03.2010 :I' jj Timer Kostnad L

Fra uke: b Wiz grafisk Budszjett: 0.00 QKr

Artall uker 1 Kopiere Planlagt: 24.00 0Er

A 2010 Tetthet Differanse: 2400 0Kr

Lagre | [~ Simulert
Blesaia Uke 11: mandag |Uke 17: tirzsdag | Uke 11: onzdag |Uke 11: torsdag |L

| 15.03.2010 16.03.2010 17.03.2010 18.03.2010 1

p (Mans lvar Mardvit

The next session is discussed with Paulius the 23.. of March 2010

Is work time = related to day and week rule

The field should be moved to last frame together with ‘pay over agreed time” and may be change name to
‘Incorporate in day/week rule’
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Edit absence reason

Tupe: o v

Caurtry: mm | Lithuania b

MNational code / name: K Tarnybinés komandiruotés
International code # name: BT Buziness trip

Pay plan: 100 ex. 100, 00> 2)

100%.
[] Count workdays only

Is wark: time: [do not exclude abzence time from work time in reports]
Is work cost:
Substract from TH: F]
Hide in reports: O
Pay over agreed time: and: Pay overtime

Pay incoreeenient time

Pay far shift

I Ok ] [ Cancel ]

Then it is two other issues: What should be incorporated in planned/work cost and time.
This is the original fields ‘Is work time” and ‘Is work cost’.

On top of that we have the last problem:
Not display or how to display time on the row. I suggest that this is a separate parameter:

‘Show time in Plan’
According to Paulius this is tricky because we should show plan

There may be other issues as well basically what to show in reports.
Especially the Lithuanian report must be possible to filter so that for example the code for business trip is not

included.

My suggestion is that we make it possible to filter on the reports setup itself.
That each report can be setup with absence codes checked or not checked.

The last issue is that equal absence pay is listed in the same group in the plan and registration.

This case it is two different types: Other and Iliness but they are listed on the same line ‘Absence 100%’
The question is should it be possible to split in a different way. It also shows only one flag, the flag for
‘other’
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Work plan l Registrations ] Period Resultz ]

| save ShPrint - E Clear |jDay E Wk Week, jWeek EMonth

Departrnent: | My selection v| Periad: | 2303200 w | - | 23032010 & |
Employes Department Tu %83512%1 0 Hourz Hour
=1 Sumrmary 0g:00 0g:00
Wiorked time: 0zZ:00 0z:00
Paid time 0g:00 0g:00
Sum 800,00
= Anders Andergen FreshFood (Ferskwvarer] E@ 0300-1600 {0800
= Time ~
1
Agreed 1) Absence 100%
leavEs Business trip ¢ 23,03,2010 03:00 - 253.05.2010 10:00
=l Sal Self declaration : 23,03,2010 10:00 - 23,03,2010 16:00
alary

Absence 1003 08:00[0300-1000, 1000-1600]) = kr 800,00 03:00

Appendix | — Paid time and work time from wrong
departments

Avdeling: | FreshFood [Ferskwvarer) w | Perioden: = IE
Atzatt Auwdeling Ma 1U5|.<De;%m 0
=) Dppsymmerng H 36:30
Arbeidet tid 36:30
Betalt tid 28:30
Sum 306718
= Budsiett
Omzetnitg
Arbeidzkostnad
Arbeidzkoztnad %
Articles per day
kbl
ahtall lucnpauszer
Anders Anderzen FreshFood [Ferskwarer] | =f= 1000-1600
Erigitta Bjarngen FreshFood [Ferskwarer] == 1000-1600
Carnilla Collet FreshFood [Ferskwarer]
David Davidzen FreshFood [Ferskuwarer] 0900-1700:030
Eva Elboth FrezhFood [Ferskuwarer] 0900-1700:030
Frank Friztad FreshFood (Ferskwarer] 1400-1800:03001 400-1430)
Frank Fristad Bakery [Tarrvarer] 1000-1400

In the example above the time for Frank Fristad working in bakery is calculated in the total.
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Appendix J — Different types of department description used

When the drop down list box for department is selected the department description is another type than the
one used in department tree.

It does not seem possible to change back to default department.
Time estimated to 2400 in the evening.

LI Teie MST Administration | 0934-1147 0213
= UIF Teie BP Service 1147-2400 #1213
= Time

Registered 1147-2400

Planned

Agreed

Paid time 11471700

= lssues
YWirong registrations

Department
= Salay Employes:  [LIf Teie v
MHormal

Maria Andreassen Fenhald|  Department: | Admiristration A
Hilde Teie H5T Ser BF Administration
Marianne Kilingro MST Ser W
Ole Birger Hestwik MST Ser L
Fobert Borch M5T Ser M5 Administration bt
K.enneth J. Bjormstad BF Adrni
Manika Fiiepsaite EF Admi Lo | [ cancal |
Jurgita Riek agiené BP Prc-grl
b akzim Veneadiktow BP Programming | 0000
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Appendix K — Error when adding department

Department: | My selection v| Period 23032010 v | - [23032010 |

Employes ‘ Departrnett Tu\é\;éﬂeg.g% 0 ‘ Haours Huaurly salarny ‘ Tatal

Summary 40:30 40:30 3 360,00
Hilde Teie MNST Service < 0800-1600:030 07:30 kr100,00 ke 750,00
arianne Killingmo MST Service 0200-1600.030 0730 kr100,00 ke 750,00
Ole Birger Hestvik MET Service 0800-1800:030 0730 kr 0,00
Robert Borch MNST Service 0200-1600:030 0730 kr100,00 ke 750,00
= UIf Teie MST administration | 0800-1800:030 0730 kr 100,00 kr 750,00
= Time

0200-1600:030

Agr. week 1 of 1 =kr 750,00 kr 750,00

Marmal 07:20[0200-1145, 1215-1600) = kr 750,00 kr 100,00

LIIF T i BP Service kr 100,00

Error. -> SystemX

g Ohbiject reference not set to an instance of an object.

Possible to add overlapping hours but anyway error when saving

Appendix L - FAQ
Q: Can an employee work in several departments?

Q: Can an employee belong to two departments?

Q: What is CPWH?
A: Cost per worked hour

Q: What is ACPH?
A: Average work cost per hour
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Q: What is difference between salary cost and work cost?
A: Salary cost is the cost for what an employee work while work cost includes salary cost and additional cost
for example social fee for the employee, insurance and so on

Appendix M — Budget detail window

You will of course see the total for the period as well.

W the bottom of the page you will find a tab folder. Clicking on it and then click on the pin to make it

display permanent at the bottom of the week plan.

This component displays the selected day’s sales profile if the sale is imported.

o The goal is to display as a C1 tab component the sale profile for each day.
= Built from sale per hour / half hour
= Built from number of employees
e Drag to increase/decrease time frame
e Show planned breaks
o Displaying the week number in the budget screen
o Possible to copy week for the rest of the year
o Displaying holidays in the schedule
o Exclude movable holidays in copy functionality (closed store - option)
o Sum on totals
o View with weeks (Week one, week two, week three....)
o New table day profile
= Today built from different criteria such as articles and sale or it may be entered as
minimum number of employees normal number of employees and maximum number
of employees
o In future the resources needed may come from other input variables as well
= Trucks delivered cubic meters
= Atrticles sold
= Number of customers
o The result of the profile (min-nor-max) should be drawn on the c1.tab component at the
bottom of the schedule and compared with the plan
= Should breaks be drawn at the same time (I think if planned — yes)
e Must be an option
= If the plan is below minimum (with calculated breaks) then an warning should be
issued (symbol — blinking — status bar text)
= One solution is to build a day table based on fixed intervals
e Monday
o 8.00-8.15Min=1Normal=2Max=3
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o 8.15-8.30 Min=1 Normal =2 Max = 3

Notel o 8.30-8.45Min=2Normal =2 Max=3
S e Tuesday

Clickin e Wednesday

g on = Solution two is more flexible

(O AVmns e Monday

o 8.00-8.30 Min=1 Normal =2 Max =3

o 8.30-10.00 Min =2 Normal =2 Max = 3

o 10.00 — 14.00 Min =2 Normal =3 Max =4
Anyway it must be possible to build different profiles in addition to a traditional day profile, for example for
special days or for special events.
It could be a flyer that comes every third week and always on Wednesday. This gives a special boost and
some special needs this week on Wednesday afternoon and the rest of the week

Appendix N —what happened if vacation and holiday

Vacation = not paid

Holiday = paid
UIf Check this scenario
Enployes Department F L=t Hedd
r07.01.2010 Sa02.01.2010
Sumnnary 07:30 0000 Qo
= Kenneth Biamstad Administration (& ® 1 1
= Tirmne
Agreed 0800-1600:030
[E=0EE
= Salary Agroweek 1of 1=k 0,00 Agr.oweek 1 of 1 =kr0,00  Aar.
Maormal
Abzence 1003
Absence 07 {1730 (18001145, 12151600 = ki 000
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