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About this manual

This manual is divided into several different sections:
o Brief overview
Setup and preparations
Detailed examples of special scenarios
Report examples
Appendix containing different sections such as further development issues, special
technical issues or an overview of some FAQ’s.

Brief overview
The intention with this chapter is to describe important basic principles and to define some terms used in the
application and documentation.

The chapter also covers how to do basic employee registration with the system.

After reading this section the user should have a basic understanding of how the system can be operated in
ordinary day to day activity for a ‘normal’ user.

Setup and preparations
Before QL Time is put to work it is necessary to do some configuration and to be able to do so the manual
describes in more depth what should be configured and checked.

After reading this section the user should be able to do some customization and ordinary maintenance and act
as a super user.

Detailed examples of special scenarios

In this section we drill down to details and discuss how QL Time will handle special scenarios. This section
is for the user that has some basic knowledge of the application and need in depth understanding, suitable for
normal users and super users.

This section is meant to give the super user in depth understanding on how special situations will be handled.

Report examples
In this section a description of all reports and how to configure the reports is described.

This section is meant for all kind of users and should give some help regarding what kind of information is
delivered with each report type.

Appendix
Useful additional information that explains special topics or that represents new development since last
review of this document.
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PART ONE - BRIEF OVERVIEW
\ \ \

QL Time 7™. Draft User Manual Printed: 23.01.2012
Document:D:\Perkelti\Documents\QL Time Manual\QL Time manual p1-v1.doc

Page 4 of 70



1. Getting started
1.1. Technical platform

Requirements:
Operating systems:
e Windows XP/
e Vista
e Windows 2000
e  Windows 7

with .Net framework 2.0

Database system:
e Microsoft SQL Server 2005 or Microsoft SQL Server 2005 Express
e SQL Server 2008

with a minimum of 50 MB of free disk space.

The system has been tested for both Windows7 and Microsoft Server 2008 and are certified by Microsoft

Compatible with . . .. Works with
Windows

.. Server=2008 R2

~

{

Windows*/

QL Time is developed by a:

Microsoft
CERTIFIED I1SV/Software Solutions
Palme/
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1.2. QL Time Mission

QL Time is a time & attendance system that aims to solve staff planning based on:
e Easy collection of punched data towards clocking terminals
e Complete Work Cost control
o Inthe planning phase
o After the chosen time period is finished
e Automatic reporting of results to an external salary system.
e Cost analyzes to guide you in your planning work
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1.3. QL Time Work Flow

* Rules for example calculation
* Register departments / employees
* Test against terminals

Preparation
P * Budgets

* Trend analyzes
* Changes to work plan
WA ALEE * Register aactual hours and events

* Export to salary system
* Print reports

Finishing
FPhase

QL Time 7™. Draft User Manual Printed: 23.01.2012

Document:D:\Perkelti\Documents\QL Time Manual\QL Time manual p1-v1.doc

Page 7 of 70



1.4. QL Time System Overview

Employee
Card

- 7 uantumleap

a Srms temparary staff
recrument service
Assist planning by A"':L";';tt:f;m

:I_| -

Work
Wark Agreerment
Agreement Schedule
>~

Agreements and
schedules can be
set by date. E.g.
updates can be
prepared in
advance and
activated
automatically at
cormect date.

adding e.q. budget
andior warkload
information

D

—

Discrepancy f Ahsence
codes,

Registration
| Schedule :
tules :
E.g. daily and :
weekly rules E

\ . A export
o i4

Organization, users,
user autharisation,
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1.5. QL Time Basics

QL Time consists of several key components:
e System Configuration:
o Rules for calculation of salary (work agreement for example with unions)

= Shift rules
= Inconvenient time
= Overtime
= Extratime
o Rules for calculation of additional work cost that exceeds normal salary cost
= Social fee

= Insurance cost
= Vacation / (Allowance pay)
Rules for validation
Rules for use of flextime and time bank
Absence Codes
Salary Account
National Holidays
Shift Role definition
Governmental laws
Setup for communication with terminals
Issue filter that describes how the different issues may be solved
Budget definitions
o Currency converting
o Employee Information with
o Work Agreement and Work Agreement Schedule
e Work Plan module (collection of different work agreement schedules in a given timeframe)
Registration form clocking / time registrations
e Module for maintaining period result
o Locking of salary periods
o Export to salary systems
o Data moved to history tables

O O O OO O0OO0OO0OO0OOo

All components are necessary to give you an advanced calculation of your work plans and a precise cost
calculation.

Full QL Time version includes the Administration Kit. The administration kit helps you to create
your company’s structure with departments and employees, to add and modify employees’ positions and to
specify access rights to users. The Administration Kit’s functionality is not described in this manual and it is
not needed for the trial version limited to 10 employees, 2 departments and 3 users.

In addition to the components mentioned above you can also use the advanced absence registration:
Absence may be registered from:
e Employee card
e Plan module
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e Registration module
e Web module (not included in the basic package)
e Mobile phones (not included in the basic package)

1.6. Cost calculation Important basic principles

QL Time uses the following principle for calculating cost:
e When an hour is used the cost for the hour is calculated and displayed in the plan and registration
schedules. This is done for all categories of payment types:
o Hourly paid
o Agreed monthly salary but corrected for plus and minus hence to work schedule agreement
o Fixed pay even if less or more than the work schedule agreement says
e Use of time bank does not affect the cost calculation at all. When an employee works extra time and
the extra time goes to the time bank instead of being paid the cost is still calculated.
o When the employee takes the time off the cost is reduced for that time period in the plan and
registration views. This will be done even if the cost or / and hours is/are exported to a salary

system.
Keep in mind: Note! QL Time is not a
e Plus / minus hours to the time bank are not reported to the | salary system neither do it
salary system monitor the result of a

e Extra hours or fewer hours compared to original work | salary system.
schedule agreement, for people with fixed pay, are normally
not reported and may also be depending on period monitored.

1.7. Overtime

QL Time calculates overtime on periods that exceed the agreed work schedule. This principle makes the
calculation accurate and in most scenarios fast and 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 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 from 12.15 to 12.30

If the scenario above happens with work before normal time, reduced break and work after normal work
hours overtime could in fact be given with three different rates.
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QL Time’s way of calculation also influence on week rules regarding overtime. For example if the employee
is entitled to overtime after 37.5 hours in the week and has a work schedule that also is 37.5 hours and extra
hour worked the first day in the week will give overtime the first day in the week.

1.8. Mid-night shift and week-shift

QL Time uses midnight to distinguish between two days and the week starts according to the country
specifications. This may influence on overtime (day rule and week rule) and inconvenient time calculation.
It may also have some influence on how absences may be i
calculated. NB! This approach
Entering a work time on for example Tuesday from 21.00 to 05.00 3

will result in a registration on may influence on day

o Tuesday  from 21.00 to 24.00 and before or day after
e Wednesday from 00.00 to 05.00 holiday if the
In other words a clear split is done at midnight. Regarding employees work past

overtime day rule a shift like this yields only overtime if it exceeds midnight
the specified number of day rule hours hence to the shift. ’
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2. QL Time Definitions

Some words and terminology may be used differently in different countries and also within different
companies in the same cluster. Therefore, explanation of the words used in QL Time and what each
definition includes may be useful.

2.1. Numbering system
QL Time uses an internal numbering system for
o Employees
e Accounts

It is important to be aware that these numbers have nothing to do with .
any numbering system within your company but only for use Note. QL Tlme
internally in QL Time. For example when a new employee is recorded -
the number assigned to the employee is automatically assigned and USES an |nte rnal

can never be changed. =
To be able to exchange information with another system using another num be r ng
numbering system a link to this other system must be defined on the System

employee card.

An account is something similar to a bank account and keeps track of
a special calculated hours and cost.

For example ordinary hours should have an internal account and may
also be linked to an external account number (for example a number used in a salary system).

2.2. Employee card

The employee card is used to store basic information about each employee. The employee card
consists of a form with several tab controls that displays different kinds of information such as name,
addresses, information about when the employee was hired and how to pay etc.

In addition to basic information about each employee some statistical data such as absence may be
viewed from the employee card.

In the following chapters the employee card is described in more details.

Tip: Add a
picture to the
employee form to
make it easier to
work with.
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2.3. Employment contract

An employment contract is a category of contract used in labor law to attribute rights and
responsibilities between parties to a bargain. On the one end stands an "employee"” who is "employed" by an
"employer". Put generally, the contract of employment denotes a relationship of:

e Economic dependence - how the employee should be paid, i.e. compensation for overtime,
inconvenient time etc. We name it “Work Agreement”; and

e Social subordination — in this case it is days when the employee should work, specification, i.e. when
to start and when to finish each work day. We name it “Work Agreement Schedule”.

NOTE: You are not forced to make a work agreement schedule for each employee but this is
something that we absolutely recommend in order to make your life as an administrator as easy as
possible and because the working environment legislation in most countries demands you to do so.

2.3.1.  Work Agreement

With definition of work agreement we have in mind the rules that applies to an agreement with a
union or other groups of employees, or just the rules which every country applies.
We include union agreements into the work agreement definition and use only the work agreement
term in QL Time terminology.
The calculations are split in to three basic groups:
o Work agreement rule(s) (how to calculate overtime, shift rules, extra time and inconvenient time)
e Cost calculation rule(s) (additional work cost for example insurance money)
e Flex time / Time bank rule(s)

The rules described above are defined per employee in the employee card, see illustration below.

You bind each employee to predefined rules
from drop down list boxes
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Wwiork agreement rule: Standard rules w i

Yiew

Cost calculation rle: " acation period fiv

Flex time rule; Standard Flestime Rule Office wo Yigw

2.3.2. Work Agreement Schedule

The Work Agreement Schedule is each employee’s individual agreement with the company regarding
how and when to work. The Schedule for a one week cycle or several weeks may be added and the schedule
may apply to one department or several departments.

The example below shows an employee’s work schedule agreement with a one week work cycle but with a
split on several departments during the week.

Agreement validation rle: Monway validation rules w View

Agreement From date To date
Fresh food manager 12032004 |31.05.2009
Two 'week Cycle 01.06.2009 | 30.08.2009
b | Allowed to work, flestime 31.08.2009
&
Wieek Department Monday Tuesday ‘Wednesday Thurzday Friday Saturday Sunday Met hours
Week 1 FreshFood (Fersky 0800-1600:030 0800-1600:030 | 0200-1430:030 21:00
» Bakery (Temvarer] | 0800-1600:030 0800-1600:030 1430-1600 16:30
&
Total: 07:30 07:30 07:30 07:30 07:30 00:00 00:00 37:30

The agreed work schedule may be changed on the fly based on company demands or individual demands.
Such temporary changes should not be made in the work agreement schedule but in the “Work plan”.

At the bottom of the page you will also see which number in a work cycle that belongs to a specified date.
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Wwieek Department | Monday | Tuesday I\r\-"ednesday | Thursday | Friday
 |'wieek 1 |BT-Administration 0830-1700:030 |0830-1700:030 | 0530-1700:030 | 0530-1700:030 | 0830170
}_ Wwieek 2| BT-Administration 0830-1700:030 |0830-1700:030 |
|

Tatal | [16:00 [1E:00 [ 0800 [08:00 | 0800
1 | »

E xample; !Week 13 [2010.03.31) _ﬂ =Week 2 [Accountant] Eltce |

2.3.3.  Work Plan

The Work Plan is basically a collection of several employees work agreement schedules at the same
time (normally a department) and for a given time frame (normally a week).
In some cases an individual work agreement schedule does not exist and in such cases the hours agreed may
be entered directly in the work plan.

Dpatvert | Festfunt ko) v Pk 2030 ¥ - 0 v

: Week13 Weeh13 Week13 Week13
e Degaine| Tu020M0 VD] | ThEGMD | o | s | Ry o Tod
300 300 1500 2% 110 125917
1 nders Andersen FreshFood [Ferskyarer] |/ 08001200 0B00-1700 1300 k130000
1 Biigitta Bjamnsen FreshFood [Ferskvarer] | DB00-1600030 0B00-1800:030 DR001B00030  (0800-E00030 3000 fr10000 ke3200.00
4 Camila Colet FreshFood [Ferskyane) 0000 10000 kOO0
4 David Davidzen FreshFood (Ferskvarer] | 09001700030 03001700030 1500 kr 1 500,00
# EvaEloth FreshFoad (Ferskvarer] | 09001700030 09001700030 3070030 0900-700:050 3000 e 3000,00
# Frank Fiistad FreshFood (Ferskvarer) | 1400HBO0O30(T400-1430)  1400-1800:03011400-1430) 0700 ki 89337
4 Frank Fristad Bakery (Tamvarei] 10001400 10001400 10001900030 1630 k210640

The Work Plan may be altered for each employee so it shows a different result than the individual
work schedule, e.g. it may show that overtime is added or that the employee is on a vacation or not at work
for other reasons. The result of the alternation is displayed in the Work Plan.

Keep in mind that if a work agreement says 8-16 and the plan is changed to 12-20 then the altered plan (12-
20) is considered to be the legal agreement for this day. This will take effect for example if the employee
will be sick on this day, and if inconvenient pay goes from 18-21 then the employee could be entitled to
inconvenient pay because the plan is altered.
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2.3.4. Registration Schedule

The registration schedule shows the information from the Work Plan and the work schedule
agreement together with all punched data from terminals and / or manual input. The registration schedule is
also bound to a special registration form that gives you even more flexibility for how to register data.

The Registration Schedule is more or less equal to the Work Plan view except for the fact that it
calculates on real worked hours against the plan instead of the planned hours.
This will give you the real cost for the period with some minor exception.

In addition you will get a detailed explanation from day to day regarding corrections that must be carried out.
2.3.5. Period Results

When everything is registered and we want to ‘finish’ our work and / or export the result to a salary
system or lock the period for further editing we do this in the ‘Period Results” module or schedule.

The access to this part of the system depends on user rights and it is necessary to have ‘administrator’
user rights to access this part.
This forms details will not be displayed unless the administrator chooses to run it in debug mode.

The schedule is quite similar regarding how it looks and is built identical to what you see in the
‘Registration” schedule, but now the real registration is compared to the work agreement schedule and the
differences are displayed based on how you want to export data.

Period result in this schedule is what will be exported to a salary system based on user settings and
not the total cost for the department.

There are basically three things that will be done or may be done from the ‘Period Result’ view:
o Exporting data to salary systems in forms of files or tables
e Locking users from further editing in the period
e Writing the ‘historical’ data to a special table used for statistics

All the steps above are executed at the same time and the user will only get a final report regarding
export unless QL Time is run in debug modus.

If it is necessary to alter the periods after a period is locked it can only be done going through a strict
procedure together with the administrator.

You will find more information regarding the period result schedule in the “System Configuration”
section.
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2.4. Average Week Calculation

QL Time uses the following rule to calculate an average week:

., Most years whose division by 4 equals an integer are leap years. Years that are evenly divisible by 100 are not leap years, unless
they are also evenly divisible by 400, in which case they are leap years.”

By this rule, the average number of days per year will be 365 + 1/4 - 1/100 + 1/400 = 365,2425

365,2425 / 12 = 30,436875 - average of days in a month
30,436875 / 7 = 4,348125 - average weeks in a month

An average month is defined as: 37.5 * 4.348125 = 163.0546875

Reference: Gregorian calender http://en.wikipedia.org/wiki/Leap_year

The above may be changed to another fixed number for hours per week in the Setup menu.
2.5. Issue Filter

Issue filter enables you to build a criteria that will help you filter and see those issues that are
absolutely necessary to correct.

The example below shows the issue registration form.

QL Time 7™. Draft User Manual Printed: 23.01.2012

Document:D:\Perkelti\Documents\QL Time Manual\QL Time manual p1-v1.doc

Page 17 of 70


http://exchange03.nextstage.no/exchweb/bin/redir.asp?URL=http://en.wikipedia.org/wiki/Leap_year

Setup  Terminal  Budget [ Sales  Help

e Registrations Perind Results

Issue filter =, Tssue filker: Oukside Flex time, Mok approved

Allowed time lirnits 2009-11-20 ™ Readp

[ Check work time:

Lezs then planned: (-]

Mare then planned: [+)

il

Allowed break limits
[] Check breaks:

Shorter break: [-] EI ik,
Longer break: [+) EI mir.
Allowed armval ¢ departure limits
[] Check arival / departure times;
Early armival: [-] D mir.
Late arrival: [+] EI mir.
Early departure: [+ D mhiiF.
Late departure; [+) EI mir.

Flezs tirne:

Only check time outside flextime agreement

Approyval
Orly check cells that are not approved

L ak ] [ Cancel ]

The Issue filter makes it possible to remove some “noise” in the registration window and concentrate
on the most important tasks to do. After issues are filtered out they will be displayed in green (data matches
parameters in issue filter) or in red (data does not match parameters in issue filter and requires your
attention):

The issues are displayed in the registration form as text messages in green and red colors, see
example below.
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File  Wiew Setup  Terminal Budget jSales  Help
E otk plan Fegistrations | Period Results
g, | Save =4 Print - @ Clear |ﬂDay EWork Week jWeek EMonth |.‘} Issue filker: Times: -00:00,,+00:50, Break: -00:00,,+00: 30, Mot approved
% Department: | My zelection vl Period: | 20081229 | - | 20081230 | Read plan
oy
g:_ Employes Department Mo\gﬂ%es‘f?g-% Tu\é\‘fﬂ%gfgﬁﬂ Hourz Hourly salary Total
|| Summary 07:30 10:10 17:40 1.766.E7
(= Brigitta Bjernzen FreshFood (Fergkwvarer] 1000-1800:030[1415-1445) i 0300-1910 1740 ler 100,00 kr 1 7EB.EF
= Time
Registerad 1000-1800:0301 415-1445) 03001910
Planned 1000-1300:030 1000-1900:030
Agreed 1000-1300:030 1000-1900:030
Paid time 1000-1415, 1445-1800 0300-1910
= lzsues [&pproved by supenizer)
Less then planned [-01:00) More then planned [+01:40)
Early departure [-01:00) Early arrival [-07:00)
Late departure [+00:10)
tizzing break
=) Salary Agr.week 1 of 1=kr 750,00, -01:00 TE Agroweek 1 of 1=kr 101667, +01:40 TR kr 1 766,67
Marmal 07:30 [1000-1415, 1445-1800) = kr 750,00 10:10 [0900-1910) = ke 1 016,67 17:40 kr 100,00 kr 1 7EE.E7

in the example above the line displayed in red, reading ‘More the planned (+01:40)’ Note All time/ pay
informs the user that QL Time is not calculating pay for the time outside the outside the parameter

parameters hence to the issue filter. . .

session (the issues
displayed in red) will
be removed

At the bottom of the main page you will in the registration window get a message regarding how many issues
that should be solved for the selected period.

Clicking on the line below will give a more detailed list of each issue, see the next example.

<
Departments Search | 18 cells with issues

Ready
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Issues E@

Date |ssues ~
Anders Andersen, FreshFood [Ferskvarer]
i18.03.2010 Mo registrations
Brigitta Bj@rnsen, FreshFood [Ferskvarer]
18.03.200 Mo registrations
19.03.2010 Mo reqistrations
David Davidzen. FreshFood [Ferskvarer)
15.03.2M0 Mo registrations
16.03.2010 Mo reqistrations
17.03.2010 Mo registrations
Eva Elboth, FreshFood [Ferskvarer]
15.03.2010 Mo registrations
16.03.2010 Mo reqistrations
17.03.2010 Mo registrations b
Adiustment Open ] [ Approve l [ Close
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2.6. Shortcut keys

QL Time uses shortcut keys to make the application as fast as possible to work with and in many
cases you will save several mouse clicks if you use a short cut key instead of the menu system. Clues on how
to use short cut keys will be displayed in the menus or context menus.

The example below shows the sub menus with short cut keys that will be displayed if ‘Setup’, “Terminal” or

“Budget/Sales” are clicked on the main menu.
Instead of selecting from the menu a key combination (short cut key) gives you the wanted action directly.

Examples from main menu system

Setup | Terminal  Budget [ Sales  He

(Opkions
IC/OT/shift rules Chrl+R
Extra payments CtrH+E
Flex: time rules Ctr+F
Absence reasons Chrl+a
Holidays Ckrl+H
Salary periods Ctrl+5
Salary accounts Chrl+k
Export file formats Chrl+
Export settings
Terminal | Budget [ Sales  Help
Issue filter Terminals Chr+T Eudget | Sales | Help
Other data Terminal messages Chrl+M Budget Chrl+4

More shortcut keys can be found in context menus for example by right clicking on the schedule in the
‘Registration’ schedule and then clicking on ‘Adjustments’, see the example below,

Examples from context menu:
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0730 10:10 17:40

1000-1800: 0301 41R-144F] i 09001510 1740
Edit
1000-1200:030(14 310 g g
oS | Reset  cubeDe Note Right click on an
: Adjustments » Pay plan Chrl+B g
10001900030 editable cell opens the
1000-1415, 1445- Absence 4 Adjust to plan Ctrl+Shift+8
[&pproved by sup Depattments » Mare kime Chr+Q) Co nteXt menu
Lo b (e Employees ’ More Tn Chrl+T
Early departure [-0
Approval » More Cuk Chr4U
Nates 4 adjust break. Chrl4+P
Agr. week 1 of 1 5 Manual payments adjust req. break  Chrl+Shift+P
07:30 [1000-1415 )
Timebank. Remove break CtD
Wit 3
Rule surmmary
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3. Launching the application

To be able to use QL Time, user identity and a password are needed. These are handed to you by the
system administrator.

The trial version comes default with three user identities and appropriate password
e Adminuser(psw:admin01)
e Superuser (psw:super01)
¢ Normaluser (psw:normal01)

As soon as you start to use the system you should change the password to prevent others from getting
access to the system. You change password by clicking on the ‘Password’ menu in the login form (look at the
upper left part illustration below).

When you click on the system icon on your desktop or select ‘QL Time’ from the program menu on
your computer you will get the login form as shown below.

4” Login gl

Password. .,

) Note You can change

4 () Use S_I,J-stem Authentic‘?tior? your password from
o i O Use Windows Authentication .
this form

User Mame: superuser b

xxxxxxx

Password:

Remember my pazsword

[ (] ] l Cancel ” Optiong »>

If you have a problem with login in to the application see the chapter ‘Connection Manager’ or
contact your system administrator.

It is a couple of other procedures that may be carried out when the application connects to the database.
o If this is the first user login in on a day an automatic backup may be carried out and the user will not
notice the backup at all. For more information right now click here.
e |If you have downloaded a new version and the new application requires some database updates this
will be carried out but with a message to the user:
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System X
A Yersion 1.0.7.39
2 - Date 2010.03.31 14:57

-

Automatic database upgrade and backup++t

lq

2 This database version is older,
NS Upgrade database now?
Yes No I Cancel I v

Copyrigt.
All rights reserved.

Remember to
download a new
version frequently
from our web page
www.QLTIME.com

Click yes on the database upgrade to proceed with a new database structure or press ‘No’ to not upgrade.
Not upgrading may cause some unexpected results in calculation or error messages.
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4. Main Form (Views)

The example below shows the main form and the display you normally get when QL Time starts.
You see the main top menu of “QL Time” (“File”, “View”, “Setup”, “Terminal”, “Budget/Sales” and

“Help”) and below some icons on the toolbar.

Main form

System X

ile  Wiew Setup  Terminal  BudgetjSales  Help

work plan | Registrations ” Period Results |
|l Save (= Print - @ Clear |mDay mWorkWeek mWeek ﬁ_TlMonth |
Depatment. | Fima v Peind 20081228 | - [20081230 v Read plan

| yaeag | FjuaWyIeda ] | -

toolbars.

QL Time builds on
general Windows
standards with top
menus, side bars and

0 cells with izsues

Ready wersion: 1.0.7.29 | User: superuser (System user) ‘DB: SystemzsecondTrial | Server: 192,168.9.85 | 2009-11-13 05:59 @

|

Results’. Clicking on these tabs gives you a new form displaying appropriate information for a selected
department and period. You must click the ‘Read data’ button to read data into these forms.

On the left side of the main screen you also see some tabs and the text is vertical. The first one
displays ‘Departments’ and the second one displays ‘Search’

If you click on the ‘Departments’ tab and then click on the horizontal pin the pin will be displayed as
in the illustration below and the department structure will be displayed permanently.

Clicking the pin button again collapses the window and the content of the window will not be
displayed if you do not need it and this gives you more work space.

QL Time 7™. Draft User Manual Printed: 23.01.2012

Document:D:\Perkelti\Documents\QL Time Manual\QL Time manual p1-v1.doc

Page 25 of 70

Below the ‘Main top menu’ you see the tab controls ‘Work Plan’, ‘Registrations’ and ‘Period

Comment [MR1]: Ad info about
different user types shortly, because some
menu choices will be inactive depending on
it.

Comment [UT2]: Change illustration
above




File  Wiew  Setup  Terminal  Budget [ Sales  Help

Elsg FreshFood [Ferskwarer]

- [ & snders Andersen

[ Brigita Biornsen

Carnilla Collet
Dravid Davidzen

- Eva Elboth

- [@h My selection

‘work plan | Registrations || Period Results |
Elufg--;émgakery (Tanvarer |l Save A Print + [%] Clear | T]Day [§]wark wee
- =& Frank Fristad Department: |Firma V| Period
Gretha Grabo
Hilmar Hanzen
Jarine Jarbo
Farl Karlsen

TIP: Double click on
an employee opens the
employee’s employee
card

If you at this stage want to know how the employee card looks and works, you can click here.

On the bottom of the main window you will see a status bar showing your user name and real name,
plus the active database, server and the actual time used by the server.

Example: Status bar (bottom of main window)

Wersion: 1.0.7.27 | User: superuser (System user) |DB: SyskemxSecondTrial | Server; 192,168,9.85 | 2009-10-22 15:56

4.1. Work plan — Basic planning

The main menu shows three tab controls:
e Work Plan
o Registrations
e Period Results

In this chapter we will describe what is behind the tab ‘Work plan’.

Below the text ‘Work plan’ is the text ‘Department’ and on the right of this text - a drop down list, that gives
access to the departments the user is entitled to work with. The user should press the drop down list box and
select the appropriate department. This automatically will load all people that have a valid work agreement
and if they have a valid work agreement schedule for the period the schedule will be loaded into the plan

when the button ‘Read Data’ is clicked.
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By default, if no changes are made in the ‘“Work Plan’ window the work plan and the corresponding work
agreement schedules are equal.
System X

File  Wiew Setup Terminal Budget/Sales  Help

o Work plan 1 Registrations } Period Results ]
g_ | Save hPrint - @ Clear |£Day IE\N’Urk Week jWeek EMDnth
% Department | My selection b ‘ Periad: | 04.01.2010 | = ‘ 08.01.20010 » ‘
Ernph Deparment Week2 Weekd Week2 Week2 Week2 H Houly sal Tatal
AR e Mo D4.01.2010 | Tu0501.2010 | WeOBD1.2010 | ThO7.01.2010 | Fr08.01.2010 ours R ola
Summary 1700 17.00 08:30 08:30 16:00 £7.00 L. 11387.61:
Anders Andersen Fresh Food = 1000-1300:030  1000-1900:030 1000-1900:030 1000-1800:030  33:00 kr 20000 ki & 503,61
Birgitta Bjminsen Fresh Food 1000-1900:030 1000-1900:030 10001900030 1000-1900:030°  34:00 k100,00 ke 3 484,00
Camilla Callet Fresh Food 00:00 kr0.00
David Davidsen Fresh Food ke £E [o ] % 00:00 kr 0,00
Eva Elbath Fresh Food 00:00 kr 0,00

The example above shows that one employee is planned with a vacation (see the sun icon) and one
with an absence of type sick (red cross icon). Also national holidays will be displayed on appropriate days
with the country flag.

To change the plan you double click on the edit field and to register a start at 10 o’clock and finish at
19 o’clock you type:
e 10 hyphen 19, then colon and 30, to set the exact break in length of 30 minutes (10-19:30).

The length of the break is specified after the work period. You can do this in both hours and minutes.
The break is placed in the middle of the work period.
Finish the entry with pressing the Enter key:

NB! Keep in mind that the format for breaks after the column is: hhmm which means that if we want one
hour break we could type ‘1000-1900:100°.

It is also possible to tell QL Time exactly when the break should be by entering for example the following
string: °10-19:(1230-1300)°. QL Time turns this into *10-19:030(1230-1300) to also tell you the exact length
of the break.

Two breaks may be added like this: °10-19:(1230-1300,1700-1715)’. QL Time turns this into *10-
19:045(1230-1300,1700-1715) which tells the exact length of the two break periods.

Another possibility is to add two different work periods during the day for example like this: (10-15:20),18-
21(19-1915). In this case you tell that the first working period should be calculated with a 20 minute break
and that the second working period should be calculated as a 15 minute break from 1900.
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Remember: Changing
a field in plan also

In the example below we changed a field and it was colored. changes the Iegal

The color indicates that it is a discrepancy between the underlying ag reement for this day
work agreement and the plan.

File  “iew Setup  Terminal  Budget fSales  Help
Work plan l FRegistrations } Period Results ]

=]

I

% | Save ShPrink - @ Clear | j Day E work Week ﬂWeek ﬂMunth

| Depatmert | My salection v| Feiod  [aamzo0 ¥] - [oeoremo v

§ Employes Department el UIEELE WEELE IEELE et Hoursg Hourly salar Total

= Mo 04.00.2010 Tul501.2010 | WweOED.2010 | ThO7.01.2010 Fr08.01.2010 ¥ saaly
Summary 17.00 17.00 1700 0830 16:00 7530 11 98761
Anders Andersen Fresh Food = 10001500030 1000-1900:030° 1000-1300:030 1000-1800:020 3300 k20000 kr8503E1
Birgitta Bjamnsen Fresh Food 1000-1500:030 100019000030 1000-1900:030  1000-1900:030  34:00 k10000 kr 3 484,00
Carnilla Collet Fresh Food 1000-1800:030 08:30 ke 0,00
David Davidsen Fresh Food TE ¥ o] ¥ 0000 kr 0.00
Eva Elbath Fresh Food 00:00 ke 0,00

Clicking on the plus sign on the left of the name ‘Anders’ gives a detailed calculation of ‘Anders’
work cost:
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File  “iew Setup  Terminal  Budget [ Sales  Help
o ‘Work plan I Registrations ] Period Results ]
% H Save (=4 Print - E] Clear | ﬂDay EWDrk Week jWeek 31|Maonth
= Depatment My selection V| Peiod  [pamizmo v - [oeoizon0 v
Employee Department v e ez
g o 04.01.2010 Tu 05.01.2010
Surmnmary 17:00 17:00
= Anders &ndersen Fresh Food = 1000-1900:020 1000-1900:030
= Time
Agreed 1000-1300:030 1000-1300:030
lssues
= Salary Aar. week 1 of 4 =kr 1 721,00 Agr week 1 of 4=kr1721,00
Homal 08:30 [1000-1415, 1445-1300) = ke
IC[+21 | +0% TB) 071:00[1800-1900] = ke 21.00 071:00 [1800-1800] = ke 21.00
Absence 100% 08:30 [1000-1415, 1445-1300) = kr 1 700,00
(= Exbra pay =kr 475,41 =kr 475.41
Wacation pay [10.2%) kr175.54
Social security [14,1%] kr 267,41
Insurance [1.5%) kr 32 46

TIP: Edit field
is the cell
directly to the
right of the
employee
name

The user may perform the same action using the context menu (by right click on selected field to get
the context menu) and then select the ‘View’” and mark the checkbox. The active node will then always be
expanded and the rest of the nodes collapsed. To move between employees, hold the SHIFT key down and at
the same time press the down arrow key.

Details include three groups referring to cost calculation:
Time that is agreed and Issues related to it,

lary,

Salary:

o Ordinary sa

. Inconvenient time,
. Extra time

. Overtime

) Shift pay

Extra pay. All kinds of extra work cost in addition to salary are here, for example:
Social security fee,
Vacation money,

Plus a group for

Insurance.

o Budgets (see example below)
z Employes Department Week13 Wesk13 Wesk13 u
El b 2009-05-04 Tu 2009-05-05 e 2009-05-05
=1 Summan 17:00 17:00 17.00 51
Worked time 17:00 17.00 17.00
Paid fime 17:00 17.00 17.00
Sum 1.982.61 1.982.61 238661
= Budaet

Turnover 20.000,00 38.000,00 23.000,00
work cost 1.300,00 - 1.982.61 = 682,51 2.470,00 - 1.982.61 = 48733 1.495,00 - 2. 386.61 = 891 61
Work cost % B50% - 9.91% = 341% B50% - 5.22% = 1.28% £.50% - 10,38% = 3.88%
Auticles per day
Cubic meters

Antall lunchpauser
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Below the group budget, budgeted turnover, work cost and work cost percentage are displayed. In
fact you can budget as many different budget types as you like, but only net turnover, work cost budget or
work cost percentage can be measured against planned cost.

As mentioned before, figures in red show that you use too much money or resources on a given day.
If we look at our example we can see that the budget sale on Monday is very low compared to the staffing.

The work cost percentage is 6.5% on Monday but we use 9.9 %.
Tuesday has a work cost percentage of 6.5%.

QL Time 7™. Draft User Manual Printed: 23.01.2012

Document:D:\Perkelti\Documents\QL Time Manual\QL Time manual p1-v1.doc

Page 30 of 70



4.2. Registrations

QL Time is supposed to work together with registration terminals
and thereby give an automatic data caption, but it can be used without the
terminal and only with manual registration. Normally, even with a
terminal, necessary corrections must be done manually.

QL Terminal

QL Hardware are devices that
communicates with the QL
software suite to distribute and
interact with QL information
Read more...

Check out our web page http://www.quantumleap.eu/default.asp?wcid=133&miid=131 to get a presentation
of our web based terminal.

In this chapter we will only look at manual corrections to ‘Registrations’ and we will give you some basic
knowledge regarding how to work with information that are received from the terminal.

Wwork, plan Registrations l Feriod Results ]

Save =JPrint = || Clear 1 Day | §|Work Week | 7|Week 31|Month = Issue filker: Nak approved
o

Department: | FreshFod [Ferskvarer) v | Period: 23022010 v | - 28032010 & Flead data

Ernl D fment Week13 Wweekl13 ‘Week13 Wweek13 H
Mplayes ERanmEr TuZ3032010 | ‘we 24032010 | Th25.0320010 | Fr26032010 aurs

s ] PRyma——, PRyS——, PROS. PRyma——, PRUS—.

Below the text ‘Registrations’ the same types of fields are used as those used in the Work Plan
window.

The User should select ‘Department’ (e.g. Fresh Food department) and Time period (e.g. one day -
4th of May). After selecting department and dates, button the ‘Read Data’ must be pressed.

The Registration Schedule is more or less equal to the Work Plan (we discussed it in the prior
chapter), except for the fact that QL Time compares real worked hours against the rules instead of the
planned hours.
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This gives us the real cost for the period with some minor exceptions.

The registration schedule shows the information from the Work Plan together with all punched data from
terminals and / or manual input. In other words, it compares and calculates punched data toward Work
Plan.

In addition to how it calculates, the issue filter is another important difference compared to the work plan.
The “Issue filter” information is located on the top menu.

File  ¥iew Setup  Terminal  Budget f Sales  Help
Wark plan Fegistrations Period Results

| 5ave ShPrint - [¥] Clear |[T]Day [§]workweek [7]wesk [31]Month .'!; Issue filker: Break: -00:00.,+00:30, Mot approved

Department: |FreshF00d [Ferskwarer) v| Period: |2DDS-05-D4 v| - |2UUS.U5.U4 v‘ BJ @ Read plan

Weekld

=
@
b=l
@
=
o
=
=
22}
@
[
51
=

Employee Department WMo 2009.05.04 Hourg Hourly salary Total
Sumimary 1814 18:14 209344
Anders Andersen FreshFood (Ferskvarer] 10021922023(1422-1445) 0857 kr 100,00 kr 112224
Brigitta Bjernzen FreshFood (Ferskyvarer] kr 100,00 kra71.20
Camilla Callet FreshFood (Ferskvarer] kr 100,00 kr0.00
D avid Davidsen FreshFood (Ferskyvarer] kr 100,00 kr 0,00
Ewa Elbath FreshFood (Ferskyvarer] kr 100,00 k00

The definitions in the Issue filter influence on what the user will see on the screen and what kind of messages
that will be displayed. To change the issue filter it is necessary to have administrator rights and it can be done
in the ‘Setup’ menu.

The example below shows the column named ‘Summary’ in red. The figure is the sum of all hours to pay
for and the reason for the red color is that it is more than budgeted level for Monday. Otherwise the figure
would be in black.

TIP: Short cut keys
save time

Clicking on the plus sign on the left of the employee name gives more details of an employee’s salary
cost and explanations regarding correction that must be carried out.
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File  Wiew  Setup  Terminal  Budget/Sales  Help
‘wiork plan Registrations Period Results

H Save (=§Print ~ E] Clear | ﬂDay ﬂ Work Week jWeek E Month |.‘) Issue filter: Break: -00:00..+00:30, Mok approved

Department: FreshFood (Ferskwvarer) ~ | Period: 20050504 v | - |2005-05-04 & Read plan

Wweekl9

=
@
k=l
o
=
i
=1
=
w
@
]
o
=

Employee Department WMo 2009-05-04 Hours Hourly salary Tatal
Summary 18:14 18:14 2.033,44
= Anders Andersen FreshFood [Ferskwarer) 100219220231 422-1445) i 0857 kr 100,00 kr 112224
= Time
Registered 1002-1922:023(1422-1448)
Planned 1000-1900:030
Agreed 1000-1300:030
Paid time 1002-1422, 1445-1900
= lssues
bare then planned [+00:27)
Late arrival [+00:02)
Late departure (+00:22)
Too zhork break [-00:07)
Clutside flex time [+00:22)
= Salary Agr.oweek 1 of 1 =kr 879,33, +01:00 TB kr 879,33
Mormal 08:35 (1002-1422, 1445-1900] = ks 858,33 08:35 kr 100,00 kr 858,33
IC [+21 [+0% TE) 01:00 (1800-1900) = kr 21,00 01:00 kr 21,00 kr 21,00
{=) Extra pay =k 24291 kr 242,91
Y acation pay [10,2%)] lr 89,69 kr 89,69
Social security [14,1%] kr 136,63 kr 136,63
Insurance [1,5%) kr 16,58 kr 16,58
BErigitta Bjarmzen FreshFood [Ferskwarer) 10051922 0317 kr 100,00 kr 971,20
Camilla Collet FreshFood [Ferskwarer) ac:00 kr 100,00 kr 0,00
David D avidsen FreshFood (Ferskwvarer] 0000 kr 100,00 kr 0,00
Eva Elbath FreshFood (Ferskvarer] €3 0000 kr 100,00 kr 0,00

When the group ‘Time’ is expanded several additional lines are displayed:
e ‘Registered’ which equals punched data (manually or automatic from terminals)
e ‘Planned’ is what we stored in the Work plan section (or work agreement schedule)
e Agreed time equals the work agreement schedule
o Paid time is what QL Time calculates based on input and what will be used exporting data to external
salary systems.

Messages and registrations may be given in two different colors:
e In Red — some issues are not satisfactory explained or handled and requires your attention (it means
there are differences form settings in “Issue filter”); and
¢ In Green. The green lines may be acknowledged without any changes at all because the differences
are in line with the issue filter.

The default is that the employee only gets paid for what he or she Note! Correct

worked inside the plan and that the employee is not paid for any time . .
or absence that is not registered or that the plan is not fulfilled calculation benefits
completely. both employee and
If we look at ordinary hours for Anders (see example above), we see employer

that calculated time is from 10:02 even if the plan starts at 10 o’clock.
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Anders will not get pay after 19:00 even if he worked until 19:22. But he gets extra pay because he took a
shorter break.

If we do not want to pay Anders extra for the extra time registered from 19:00 to 19:22 and since the rest is
correct we use the short cut key Control + F1 to approve the day.

On the right of the group ‘Issues’, the text ‘Approved by superuser’ will appear. In our example Superuser is
the user name used for login in to QL Time.

All text will turn green after we approve registrations.

File  Wiew  Setup  Terminal  Budget/Sales  Help
‘work plan FRegistrations Period Results

H Save (=4 Print ~ E] Clear ‘ ﬂDay ﬂWork Week, jWeek EMonth |") Issue filker: Brealk: -00:00..+00:30, Mok approved

Depaitment | FieshFood Ferskvarel]  w| Pero 20030504 | - [20030504 v | (@] (@] [ Readplen

=
@
b=l
o
=
@
=
&

w
% Employee Department Mo\gDEDEEII(-WDg-m Hourg Hourly salary Tatal
Summary 1814 18:14 2.093.44
(= Anders Andersen FreshFood [Ferskwarer] 1002-1922:023(1422-1445) 08:57 ki 100,00 kr112224
= Time
Registered 1002-1922:023(1422-1448)
Flanned 1000-1900:030
Agreed 1000-1300:030
Paid time 1002-1422, 14451300
= lssues [&pproved by superuser]
tare then planned [+00:27)
Late arrival [+00:02)
Late departure [+00:22]
Too short break [-00:07)
Outside flex time (+00:22]
= Salary Adr.week 1of 1 =kr 879,33, +01:00 TB kr 879,33
Mormal 08:35 [1002-1422, 1445-1900) = kr 858,33 08:35 ks 100,00 kr 858,33
IC (+21 | +0% TE) 071:00(1800-1300] = kr 21.00 01:00 ke 21.00 kr21.00
= Extra pay =kr 24291 kr 242,91
acation pay [10,2%) kr 89,69 kr 89,69
Social security [14,1%] kr 136,63 kr 136,63
Insurance [1.5%)] kr 16,58 kr 16,58
Erigitta Bjemsen FreshFood [Ferskwvarer] 1005-1322 0317 ks 100,00 kr 971.20
Camilla Collet FreshFood [Ferskwarer] o000 ki 100,00 kr 0,00
D avid D avidsen FreshFood (Ferskwvarer] 00:00 ke 100,00 kr 0,00
Ewa Elboth FreshFood [Ferskvarer] (€3 o000 ks 100,00 kr 0,00

When the registration for Anders is finished, it can be convenient to click on the hyphen on the left of
Anders” name in order to have a broader view by getting rid of the detailed information for ‘Anders’.

In the example above there are also some issues regarding Brigitta:

Text in red says that Brigitta has forgotten to record the break or that she has not taken a break. The
default rule is that if break is not taken for some reason appropriate information must be registered.
If we want to redraw the extra payment given for not taking the break we can do the following:

Breaks are left as is, but user may adjust a break to the planned break (or default break)
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Using a short cut key ‘CTRL +SHIFT+ P* adds a break after a default start up period of the day in
the registrations.

After the break is added the corrections are finished and using the short cut key ‘CTRL + F1’ to
approve the day.

File  Wiew  Setup  Terminal  Budget/Sales  Help
‘wark plan FReagistrations Perind Results

H Save (=4 Print ~ E] Clear ‘ jDay EWork ek, jWeek EMonth |.‘) Issue filker: Break: -00:00..+00:30, Mok approved

Depaitment | FieshFood Ferskvarel]  w| Peiod 20030504 | — 20030504 v Read plan

=]
@

b=l
o
=
@
=
&

wWeek1d

w
% Employee Department Mo 20090504 Hours Hourly zalary Tatal
Summary 17:44 17:44 2.023.28
Anders Andersen FreshFood [Ferskwarer] 1002-1922:023(1422-1445) 08:57 ki 100,00 kr112224
[= Brigitta Bjarnsen FreshFood [Ferskvarer] £ 1005-1922:030[1428-1458] i 08:47 ke 100,00 kr 907,03
= Time
FRegistered 1005-1922:030[1428-1458]
Planned 1000-1300:030
Agreed 1000-1300:030
Paid time 1005-1428, 14581922
B lssues [&pproved by superuser]

tdore then planned [+00:17)
Late arival [+00.08)
Late departure [+00:22]

= Salary Agr.oweek 1af 1 =kr 907,03, +07:22 TE kr 907,03
Mormal 08:47 [1005-1428, 1458-1922] = kr 878,33 08:47 ks 100,00 kr 878,33
IC (+21 | +0 TE] 01:22 [1800-1922) = kr 28.70 01:22 kr 21,00 kr 28,70
Camilla Callet FreshFood [Ferskwvarer] 00:00 ks 100,00 kr 0,00
David Davidsen FreshFood [Ferskwarer] o000 ki 100,00 kr 0,00
Ewa Elboth FreshFood [Ferskvarer] (€3 o000 ks 100,00 kr 0,00

This completes the necessary corrections for this day and the records are ready for export when it is
time to lock up the period.

Another way to make corrections is from Actual time details window. We right click on the field we
want to work with and select Edit from the appeared context menu:
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File  Wiew Setup  Terminal  Budget j Sales  Help
= otk plan Registiations | Period Results |
= " r
%, ol Save (ShPrint - B Clear |m Day. @Work Week ij]Week @Month |‘*/ Issue filker: Break: -00:00..+00:30, Mot approved
o
= || Department: | FreshFood [Ferskyarer] v | Period: | 2003-05-04 % | - | 2003-05-04 % ‘ Fiead plan
3‘{’ Employes Department ==kl Hours Hourly salar Tatal
g AR b Mo 2003-05-04 e
Summary 1514 18:14 209344
Anders Andersen FreshFood (Ferskwvarer) 1002-1922:023(1422-14458) 0257 kr 100,00 k112224
[= Brigitta Bjersen FreshFood (Ferskwarer)  F1005-1922 : 100,00 ke 971,20
X : Edit ‘
<= Time Issies:
Fiegistered * Missing bre Reset Ctri+Del
Planned 1000-1900:030 adjustments v
Agreed 1000-1900:030 Ahsence N
Paid time 1005-1922
|zsues Departrments 3
More then planned [+ Employees 3
Late arrival [+00:05] approval N
Late departure [+00:2
tizzing break Llots= 4
=l Salary Agr.o week 1 of 1 =kr Manual payments ki 971,20
Narmal 0917 (10051922 = Titmebank 100,00 ki 928,33
IC (+21 | +0% TE) 01:22 (18001922 = ” N 21.00 ki 28.70
0T [+50%) 00:17 [1428-1445) = e 50,00 k14,17
Camilla Collet FreshFood [Ferskwvarer) Rule summary 100,00 fr 0,00
D avid Davidsen FreshFood [Ferskvarer) 0000 kr 100,00 k0,00
Ewa Elbath FreshFood (Ferskvarer) (€% o000 kr 100,00 kr0.00

System X

Actual

ime Details

This window gives more concentrated information about the time we want to pay for:

Fle Wew Setup Terminal  Budget{Sales  Help
=] “work plan Registrations Period Results Employee: Brigitta Bjgrnsen
g
£
% [l save (JPrint ~ [¥] Clear |[T]pay [5]workweed @ ) Department: FreshFood (Ferskvarer)
% | Depstent  [FrestFond [Ferskvare) %) Peiod | = 5 pate: 04 May 2009, Monday = @
Employee | Deparment Planned: [1000-1800:030 |
Summary IAhsences (o) ‘ Manual payments (0) |
Anders Andersen FreshFood [Ferskvarer]
[= Brigitta Bjarnsen FreshFond (Ferskvarer] | o
- Tine B
Registered Delete
Planned
..... Agreed . . Update
oS Registered: 10051922 | e
= lssues Fegistration issuss:
! Time Reg. time Source
Late arival [+00:05)
WOS00 200811231744 supenuser
i Late departure (+00:22]
192200 200911231744 superuser -
= Salary Missing break
Homal
IC (+21 1 +0% TE)
----- 0T [+50%]
Camills Collet FreshFood [Ferskvarer] Restore oriainal Adiustment
Diavid Davidsen FreshFood (Ferskyvarer)
Eva Elhath FreshFood [Perckvare] Payedfor: O Famedtime @ Fegistersd e O Manual fme
[1005-1822 |
Note: ‘
Approval: 1

1 cells with issues

Change IC (inconvenient) and OT (overtime) handling:

dd DT to timebark -

QL Time 7™. Draft User Manual

Document:D:\Perkelti\Documents\QL Time Manual\QL Time manual p1-v1.doc

Page 36 of 70

Printed: 23.01.2012



Here we see the same Registration issues. Also we can choose what time — planned, registered or

manual — we want to pay for. Manually added time will always be fully paid, it does not matter what rules
you have defined.

Pressing ‘Insert planned breaks’ and then the button ‘Update’ adds a break to the registration.

Actual Time Details :||:g|
Employee: Brigitta Bjgrnsen
[ [ Depariment: FreshFood (Ferskvarer)
0 E Date: 04 May 2009, Monday B (B B
Planned: | |

Absences (0) | Manual payments (0)

Mew
Edit
Delete
. Updat
Registered: | 1005-1922:030(1428-1458) Inert Slanned broaks
Active registrations | Driginal registrations | Registration issues:
tore then planned (+00:17)
Code Time Reg. time Source
Late arrival (+00:08)
[ 00500 200908281514 superuser
Late departure [+00:22)
BreakOut 142800  2009-08-28 1514  superuser - -
Outside flex time [+00:22)
Breakln 145800  2009-08-2815:14  superuser
Ot 192200 2009-03-28 1514 superuser
Restore original Adjustment

Payed for: ) Planned time () Registered time () Manual time

Acc. to flextime rules it will be paped
| for: 1008-1900:030(1 428-1458)

MNote: Break was taken, she forgot to clock.

Approval: {Approved by superuser)

Change IC (inconvenient) and OT (overtime) handling:
| 4dd OT to timebank |

I 0k ] ’ Cancel ]

Notes about any discrepancies can be added (for example, why break was not taken on appropriate
day) and registration may be approved checking the mark ‘Approval’.

As mentioned before, there are several ways to work with registrations. Eventually, you will decide
which way to check registrations is the handiest for you.
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4.3. Period Results

QL Time ‘Period Results’ Schedule is a procedure that carries out:
e Locking registrations within the period from being edited,;
e Export data to external systems:
a. Ascii files,
b. XML file,
c. Excel;
e Update the statistical table in the QL Time database.

The main goal is to produce the result that will be exported to external systems based on your settings and
prevent further editing of the period and to create a statistical database for analyzes.

Flle  WView Setup  Terminal  Budget [ Sales  Help

“work plan Fegistrations | Period Results |

[ElExport + PUnlack 4 Print - [%] Clear &% Export settings: Hourly salary: Full time, Agreed salary: Ful time, Fized salary: Full time

Depaiment | FreshFood [Ferskvarer) | Perod  [Salay ExportDneDay v || 2009 2 (20031223 .. 2009-122¢) + | o

What you will see in the schedule is depending on the set up for the period result. You will find detailed
information in the chapter ‘Setup Period Result’.
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5.  Setup

The “Setup’ menu is located within the top menu in the main form.
The ‘Setup’ menu provides access to all of the tools located in the system.

Keyboard shortcuts can be used to open the tools in a faster way.

This section gives you only a brief overview of each function. For more details use the link related to

each sub chapter.

Setup | Terminal  Budget [ Sales  Sta
Dptions
ICIOT/Shift rules Ctrl+R
Extra pavments Chrl+E

Walidation rules  Chrl+Shift+R

Expart settings

Flex time rules Chrl+F
Absence reasons Chrl+a
Huolidays Ctrl+H
Salary periods Chrl+5
Salary accounts Chrl+K
Export file Formats Chrl+3%

Issue filker

Other data

Access to specific items on the tool menu will depend on the classification of the user.

e The Administrator can see and change everything
e The Super user has limited access
e The Normal user only has access to some menu choices

The word “Setup’ is used, when we discuss user forms for changing application behavior in a specific way.
It may for example be filling in default values that will be used by a ‘normal user’ or setting up calculations

rules.
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5.1. Options

The option dialog box gives you several opportunities. The most important is the language setting,
terminal setting and currency to use.

&) Options = e 5

General | Log file I Time calculation I Teminal communicationl

Language
) Selected automatically
@ Selected manually: ’US— English ']

Convert all ather cumencies to:

[EUR - Euro ~|

7] Show former employees
7] Show all departments in the tree

(also inaccessible ones)

Wam if public holidays are found in a vacation period

Auto prolonged message:
{[*] will bz reptzced by number of days) Default

Prolonged by [¥] days for public holidays
[T Task simulation

oK || Cancel

5.2. IC/OT/Shift rules/Extra Time

In this tool we define how salaries will be calculated. We refer to the result as ‘Salary Cost’.
QL Time has built in salary types that are automatically calculated:
e Ordinary hours
e Extra pay for inconvenient time
e Extra pay for overtime
o Extra pay for working special shifts
e Extra Time

Day and week rule regarding overtime is also set by using this tool.
For more information see Chapter X.x.x.
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5.3. Extra payments / Additional cost

In addition to salary cost there are also some other costs associated with the employee that must be
calculated before we know the real cost of the employment.

To get the total cost for hiring we also need to calculate cost for vacations, social fees to the
government and, for example, insurance.

When we add salary cost and additional cost we should end up with the total cost of employment
which we describe as ‘Work Cost’

‘Extra pay agreement’ is used for an employee and can be selected in the employee card — “Salary
information’ page. Calculated extra cost will appear in the plan, registrations and period result section.

5.4. Flex time rules

Use of flex time gives the employee more freedom in the daily

work and the basic idea is that an employee can arrive or depart before | NJotel Make sure that
or after ordinary scheduled hours without any notice to the employer. : .

It is necessary to bind each employee to a flextime rule even if | & NON flextime rule is
there is no flextime allowed. The reason is that QL Time by default put | \jsed to avoid the
everything outside the scheduled time in the time bank. To prevent QL .
Time from this action it is necessary to define a rule without any default time bank
flexibility at all and to mark the rule that time bank is not allowed. functional Ity

If the flextime rule is marked ‘do not use time bank’ then the

system allow flexibility but the pay will be immediately.

5.5. Validation rules

Validation rules are used when you create a work time
agreement and work in the plan section (but not in the registration Remember that
window). N . validation rules are

Several checks for example regarding maximum work time .
during one week may be configured and put to work. The rules will be defined for each
checked every time something changes in the work agreement schedule country
or the plan schedule and a warning is issued if the rule is broken.

For each employee you can link to a validation rule on the
employee card in the work agreement page.
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5.6. Events

In QL Time events is all kind of events that keeps the employee away from the ordinary work place.
Events can be categorized for example as:

e Sick leave

Vacation

Work from home

Business trips

Education

In fact event types may also be used to keep track of special projects.

To set up and maintain your business rules regarding events are absolutely a must to get things
running smoothly.

5.7. Event types

All event reasons must be linked to an event type. There are 5 default event types:
e Vacation

IlIness

Wiatch

Project

Other

The purpose of grouping absence reasons into types is for simplified reporting.
5.8. Holidays

Holidays are predefined in the database, but the user is responsible for checking out the holiday
definitions and to make sure that they are aligned to the existing situation within the company and for the
countries involved.

New holidays may be added and old removed if necessary.

5.9. Salary periods

A salary agreement period describes for witch time periods the system will export information, for
example to a salary system. For example, if a company uses monthly salary, the salary period will normally
be from the first day in the month to the last day in the month, regardless if the month ends in the middle of
the week.

Since QL Time allows many types of exports even for one single department the salary period must
be linked towards each single employee.

In addition to set up a rule, each agreement must be split into time periods, for example 12 to cover
each month in a year.
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In addition the salary period function locks the employee and /or department from further editing after
the export.

Salary period export adds corrections to the previous period, if needed. It is used in a case when only part of

the salary period was exported.

Salary period export saves statistical details to two different tables:

- Exported details with hours

- Statistical details with calculated paid hours. There is also a statistical payment sum (sum of all details) in
the main table.

The salary period agreement defined on the employee card links an employee to a ‘Salary Period
Agreement’ definition. Then reading salary for a selected department and salary period will only show
employees linked to the period agreement. Settings form on the Period results page allows choosing what
should be exported for employees with different salary types.

5.10. Internal accounts

To be able to use the full strength of the system and have the A :
possibility to calculate other cost types than the built in types it is necessary PIStmngh between
to establish internal accounts. internal account

The accounts you define may then be used in the plan and 3
registration sections and these accounts defines what may be exported to number and links to
other systems, for example a salary system. external account

NB! You can make the system calculate salary without defining internal

accounts but to be able to export salaries it is absolutely necessary to define
the internal accounts.

5.11. Export file formats

QL Time gives you the possibility to edit how the content of the ascii file will look like. It is possible
to build up different types of export formats and it also gives the possibility to set file names for the exported
file based on for example date of export, department number, which user that exported the file or a
combination of several criteria.

There are some predefined file formats in the QL Time test database but it is very important that the user
checks exactly what he needs and compare the result in QL Time with the salary system that will be used.

We will also draw your attention to the fact that XML or Excel files can be exported and even export directly
from one database to another database is possible.

5.12. Imported data

Imported data is normally employee data, historical sales data or budget data.
A special import module can be configured to read data into the employee module.
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It is possible to import sale and different budget types in form of ascii files or xml files or directly from
database tables.

Built in or preconfigured solution for import of net sale per department to measure work cost % is available
and special solutions may be customized.

In the free version import of sales data and employee data is not included and must be done manually.

5.13. Other data

This section gives you in fact the possibility to add the basic data you may need for different

scenarios such as:
e Position within the company

Skills
Payment patterns
Contact types
Municipalities
Experience
o Budget types
e Currency

-

@:)_ Data editor E'@

Fosttions |S|£i||s | Municipaliies |Cnntact types | Paymert pattems | Experience | Budget types |Cnurrtn'es s Currencies|
|

For more information read the detail section.
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6. Terminal
6.1. Terminals

Terminals working with QL Time are quite unique hence to what we normally think of as terminals.
Terminals software that may be used from QL Time may run on
e Windows XP or later versions of Windows
e Windows CE
e Web browsers (ASP)
e Cell Phones

To be able to test the QuantumLeap solutions without any extra investment we have also created the
CRegWeb solution.
This solution is straight forward to use and requires only a web connection and a browser.

To get more details visit the CRegWeb homepage and ‘How does CRegWeb.com works?”’.

The ‘CReg’ software comes in different “flavors™:
e Server side
e Client Side

Selecting ‘Terminals’ in the tool menu gives you access to a separate application, in fact the client
side of CReg. The client side is distributed in the basic package.

There is no limit on how many terminals that may be added. Basically, this tool is used for sending and/or
receiving clocking for employees but you can distribute work plans and messages too, see below.

6.2. Terminal messages

Since QL Time terminals in fact are computer software we are not limited to only collecting basic
information.
We can send general messages to the terminal, department messages and even messages to each single
employee.

This tool gives you the possibility to define standard messages and also send detailed messages.

Documentation for this application can be downloaded together with the CReg application. Default it will not
be accessible if you do not have a terminal license.

QL Time 7™. Draft User Manual Printed: 23.01.2012

Document:D:\Perkelti\Documents\QL Time Manual\QL Time manual p1-v1.doc

Page 45 of 70


http://www.quantumleap.eu/default.asp?wcid=126
http://www.quantumleap.eu/default.asp?wcid=169

7.  Budget

The budget tool can be selected from the top menu but it can also be popped up directly from the
‘Plan’ or ‘Registration’ schedule.

It is important to notice that the fields that may be budgeted is set up in ‘Other data’ and the tab
‘Budget types’

It is only a few predefined parameters which are ‘work cost’, ‘work cost %’ and ‘net sale’.

You can add so many budget types as you want.

8.  Real figures

Real figures can be entered directly into QL Time or imported in different ways. QL Time has a built
in API that can be used for importing data or the ascii file import may be used.
The figures that can be entered are the same as defined for budget types.
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9. Help

The ‘Help’ menu is located on the top menu in the main form. The ‘Help’ menu provides access to
information about QL Time but do not give you online help.
License agreement is also presented through this menu.

File  Wiew  Setup  Terminal  Budget [ Sales | Help
wark plan Flegistratiors Period Ag About the system

HSave = Print = @ Clear |jDay j WIEERSD SETeEmEm:

apedag

9.1. About the system

The example below gives a detailed overview of which components used by QL Time are installed on
the computer. On the top of the screen you can read the version number and when the application is
compiled. Right below you get a description of what is changed in the last version.

o System X
M Wersion 1.07.27
¢ Date 20031012 15:48
Flexible export file names. Flexikle budget types.
ihsence filtering and report. ++

Cl.Win.ClCommand. Z 2.0.20073.193206
Cl.Win.ClFlexGrid.Z Z2.6.20073.357
Cl.Win.ClTruelEGrid. Z 2.0.20073.681130
Microsoft. PeportWiewer WinForms 8.0.0.0
Microsoft.VisualBasic 2.0.0.0
mscorlib Z.0.0.0

System £.0.0.0

System. Configuration £.0.0.0
System.Data £.0.0.0
System.DirectoryServices Z.0.0.0
System.Drawing Z.0.0.0
Systen.Web. Services Z.0.0.0

System. Windows . Forms £.0.0.0

System. ¥ml £.0.0.0

Copyright @ 2007-2009 Quantumleap Production LTD.

Al right d.

The information is used together with the support department in some special cases to track down
installation problems.
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9.2. License agreement

The example below shows you the license agreement form and you also get a direct link to the license
agreement.

Nothing can be changed in this form.

License

Curent license info Upgradlng the
Muriber of uzers allowed: ||Cense key |S done
MHumber of employees allowed: from the

Humber of departments allowed:

administration kit

e with administrator
Show licehse aqreement rlqhts
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10. Backup

Backup of database is supposed to be taken care of by the IT department or IT responsible within
your organization.

If you are running the database on a desktop/laptop then you must take the responsibility for backing
up your database.

If you run the free downloadable version of QL Time together with a QL Time prepared instance of the SQL
Express database the application provides you with a built in back up solution.

Select ‘Setup’ and then ‘Backup Options’ from the main menu to open the form.

System X
File  View | Setup | Terminal Budget[Sales  Statistics Help

Options Backup options =0 x|
E] g 'Té BA dF;‘“ Backup options Server:  192.168.9.9 Database: systemx_test
i : IC/OT/Shift rules Ctrl+R
Extra payments CHI+E ¥ Enable automatic daily database backup
% < S gna : Backup path on the server
i [g Project FaRdaoon s Gt st (Folder must exist on the server, Leave empty for default backup path):
i My sele Flex time rules Chrl+F
lc:\
ADsence Teasons G Database changes will be saved on the server every day when first
Holidays Chrl+H SystemX application connects to the database.
Salary periods Ctrl+S Backups are kept for 2 months, then replaced by a newer backup.
Salary accounts Ctrl+K Two files stored:
: systems_test_odd.bak - odd month backups, e.g. January, March, ..
Export file formats Ctrl+x systemy_test_even.bak - even month backups, e.q. February, April, ..
Export settings
Issue filter Backup last run:
2010.03.31 14:16:07
Other data Backup last successful run:
2010.03.31 14:16:07 -> c:\systemx_test_odd.bak
Run backup now
0K Cancel

If you check the box ‘Enable automatic daily database backup’ QL Time database will automatically be
backed up once every day WHEN THE FIRST USER LOGS ON to the database.

Path can be entered where to back up. This is a SERVER path and it must exist, otherwise backup will fail.
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If Path is empty then it will backup to the default server backup path, which is normally something like
”C:\Crogram files\Microsoft SQL Server\..\Backup...”.

There will be 2 files stored database_name_odd.bak and database_name_even.bak. File ° odd’ stores
backup for all odd months, like January, March and file °_even’ stores even months, like February, April.

That way last 2 months of database backups are kept.
FULL backup is taken when the file is initialized (e.g. when a new month starts or when the backup path is
changed). All other backups are DIFFERENTIAL — because this is the fastest solution.

Be aware that the back up of database to a server is not enough if the computer breaks down. The files
backed up should be copied to another media and moved to another site than where the server is
located.

11. LOGGING FUNCTIONALITY

QL Time has a very advanced login functionality that allows tracking of changes down to a single user. The
logged transaction can be viewed with the Administration Kit and are explained in the Administration Kit
Document.
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12. SMS

Note! Functionality only available after special agreement.
QL Time can offer you an SMS module as a separate component. This service has two different possibilities.
e Sms individual or broadcast to predefined groups
¢ Filling a watch automatically and with feedback to
o Everybody on the list
o The one that get the watch
o Manager

13. SSL

QL Time will in the future be run with the SSL active X component which enables the application to
be run through a special port and thereby make it easier to give external access to the application.

14. Compatibility with other applications

QL Time is integrated with all other QuantumLeap
products and services (task manager that incorporates skills ~
qualification, staff scheduling and sophisticated
communication tools in the same solution). In these cases,
at least employees and department information are shared s HQ nt .‘L.I}/'thap
between the applications. e

15. End brief description

This section has
e Explained basic terminology
e Guided you through some planning experiences
o Discussed shortly basic principles

To be able to set up and manage the system it is necessary to move on to the next section that drill down in
more depth regarding setup and use of the tools provided.
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PART TWO SETUP AND PREPARATION
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16. QL Time Configuration
16.1. Connection Manager

There are several things can be done after clicking on QL Time icon and loading QL Time Login’
window:
1. change connection to a different server and / or database,
2. change login password,
3. login to QL Time.

Changing connection data

Password. ..

i (%) Use System Authentication
- ) Usze Windows Authentication

User Mame: Superuser e

xxxxxxx

Paszword:

Remember my pazsward

I (0] 4 l [ Cancel ” Optiong >

In order to change connection to a different server and / or database ‘Connection Manager’ is in use.

The button in the Login’ window should be pressed.

‘Connection Manager’ window appears and appropriate fields should be filled in (see picture below).

Then button should be pressed to save and close this window.
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# Connection Ma nager

Edit SOL server data

Server MyServer |

() Usge Windows uthentication
(%) Usze SOL Semver duthentication

Uszer Mame: |abced |

Pazsword:

prm—— |

Database: MyD atabasel L

Restore Default ] [ ]S H Cancel

Changing login password

Change My

Clicking on left top corner of the Login’ window, marking
enables to login password changing.

After current user’s password is entered, and pressed button, window like bellow
appears:

| Comment [MR4]: Change picture,
because of text error

-‘f_} The Paszword fenght must be 8 spumbods or abos

e 0ld Password:

pr— |

Password:

pr— |

mexmu1 |

Canfirm Pazzword:

[ ok l[ Cancel ]

After filling these fields, message that password has (or has not) been changed will be displayed and
QL Time will be loaded normally.

This procedure will have to be accomplished every time changing password.

Login’ to QL Time
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Login data (user name and password) should be entered (see chapter “Launching the application™) in

the login form and the button pressed for daily QL Time use.
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16.2. License key

But before the database and QL Time application can be used, a license number is needed. License
key is provided by QunatumLeap production LTD or its dealers. User must use QL administration tool in
order to upgrade the license key.

The license key keeps track of five components:
Number of users

Number of departments

Number of employees

Date to

Unique License number

After the license expires, user will not be able to login to the system and message similar to the
example below will appear:

& System X
M Version 10722 BETA
2 ¢ Dae 20090717 03:34

Ecta wersion. Timebank improvements, approval
contrOl and nm
@ Inwealid license key!

Copyright © 2007-4
All rights reserved.

Checking license information in QL Time

Clicking on the ‘License information’ after selecting ‘Help” from the top menu license details will be
displayed.
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EEX

Full license agreement text
Cunert ficense info will be loaded after clicking

Nurber of users alowed: 2 ] on ‘Show license agreement’
Mumber of employees allowed: - hyperl | nk
Humber of departments allowed: -

i

E «piry date: 01.01_2010

Show licenze agreement

NB! You need administrator rights to see the details.

Updating the license key

This topic is outside the scope of this manual, but it is done from the Administration Kit which is a
separate application aimed to maintain all QL applications and thereby users of the system.

The illustration below is screen shots from the QL Administration Kit and it is not available through
the free download install package.

If QL Administration Kit is provided, “Options” should be selected and then double click on
’Installed applications’ in the menu on the left of the window.

¥3 QuantumLeap - [Administration module] - [Installed Applications] E\Elﬁ:ﬂ
od 52 Exit Logs  Help . A x
Users administration Appication D Li Description Link to Database
Ernployees\Departrments b [EI3 ] Mot required
= thnns aL NBF28F415Z114D | Quantumleap 2008-12-16/ 200710 Defined
]

License

System

License key
| [ License Infa
Warking with: “Installed Applications” l ) Version: 1.1.1.0 User: monrie; [Server: 132,168.9.9; Database: system_test]
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Pressing ‘License info” button at the bottom of the window gives information like Number of
employees, number of department, license expiration date and of course license key.

9% QuantumLeap - [Administration module] - [Installed Applications]

o) S Edt - logs  Help -8 X
Users administration Application D Link to Database
Employees\Departments b [EI3 B [i]

= & options NBFZ6F4152U4D  QuantumLeap -16/200710
@l LD#P Connestions
il Installed Applications
Licsnise Info
License Info
License information for: POK system
Number of Users 9993 Number of Departments 9993
Number of Emplayess 9393 Expiration date 20930101
Upgrade License
[DEWLLHZAF44KAYTAZEMZT 3600
Syste
Syster
License key
[BEWLOHZF44KAVTAZEMET 3] [ Licenselnio ] | Manage Connection
Warking with: "Installed Applications” Il ) Version: 1,1.1,0 Il User: manrie; [Server: 192,168,9,9; Database: system:_test] ]
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16.3. System functions

If select “Setup” from the top menu, user can review each function of the system. Access to this full
menu depends on user’s access rights.
User’s access right can be:
o Administrator
e Super user
o Normal user

In the example below ‘Setup’” menu shows the choices available depending on the user rights (in this example
- Administrators access).

File  Wiew | Setup | Terminal Budget | Sales  Stati

? Options
o
= Backup options
=]
= IC/oTjshift rules Chrl+R
— Extra payments Chrl+E
o
& Yalidation rules Ctrl4+-Shift+R
=
L Flex: kirne rules Ctrl+F
Absence reasons Chrl+-a
Holidays Chrl+H
Salary periods Chrl+5
Salary accounts Chrl+E
Export File formats Chrl4x
Export settings
Issue filker
Other data

Menu choice ‘Options’
The menu consists of several tab controls (example below).

Tab ‘General’
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Options g@@

General | Logfile | Time calculation | Teminal commurication
Language
) Selected automatically
®) Selected manually: LS - Englizh b
Convert all other currencies ta:

EUR - Euro v

[ Shaw former employees

[ Show all departments in the tree
[alza inaccessible ones)

‘wiam if public holidays are found in a vacation period

Auto prolonged message:

([x] will be replaced by number of days] Default
Pralongad by 4] daps far public halidays:
[ Task simulation
I ak. l [ Cancel ]

The ‘General’ tab lets the user select the preferred language or let QL Time select language
automatically based on regional settings from the computer operating system.

Also if checked ‘Convert all other currencies to:” a drop down list box became available and user may
select to what currency payments should be converted and displayed in order to get better overview of the
figures. For more information right now click here.

The third option in this form is to display employees that have a date set for ‘Hired to” that is less than
today’s date, in other words — to display people that are not working in the company anymore.

The next choice is to show all departments in the organization structure even if the user can’t access
them.

The choice ‘Warn if public holidays are found in vacation period’ is an important parameter in some
countries. The box should be checked if a public holiday automatically gives extra days off in connection
with vacation.

The choice ‘Default’ is: ‘Prolonged Some Countries aUtomatically

by [X] days for public holidays’ enhance the number of days off if the
Change the X to number of days if you want holidav h tob heduled
the vacation period to be prolonged. Yy happens 1o DE on a schedule

work period

This gives you an idea of how tasks
The choice ‘Task simulation’ is temporary from QuantumLeap task management

until real tasks will be displayed instead. . .
P will be displayed
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Tab ‘Log file’

Options

Genelall Logfile |Time calculation | Terminal communication

Enable lngging
Log file;

| C:ADocuments and SettingsirieprmonitLocal SettingshT emp
387 KB

[ Wiew ] [ Clear log file

I Ok l [ Cancel ]

This choice is for debugging use only and in cooperation with QL Time support organization.

Tab ‘Time calculation’

Options

General | Log file | Time caleulation | Teminal communication

Mormal time iz full worked time

Shaow unpaid absence in plan salary

Agreement hours per month calculation mle:
() Basic [hours per week ¥ 4.33)
() Precise [hours per week * 4.345125)

[ aF. ] ’ Cancel ]

¢ Checkbox ‘Normal time is full work time’. This is a matter of how the organization is used to work
with overtime and inconvenient time.
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If the box is checked then the ‘Ordinary time’ includes all worked time, inclusive overtime and
inconvenient time. The consequence is that overtime and inconvenient time only display the extra
cost for overtime and inconvenient time.
If the box is not checked then ordinary time and inconvenient time still shows the same amount of
hours but the cost will be increased with the ordinary pay cost and as a consequence ordinary hours
will be reduced with the same hours.
For the detailed example right now click here.

¢ Checkbox ‘Show unpaid absence in plan’. If this is checked, unpaid hours will be displayed in the
plan and registration section.

e Checkbox ‘Agreement hours per month calculation rule’. To be able to convert between monthly
salary and weekly salary the system use a variable to recalculate the week.
There is possibility to select between a precise recalculation or the more normal choice with 4.33
weeks in an average month.

Tab ‘Terminal communication’

General | Log file | Time calculation | Terminal communication
One terminal timeout [gec. | =1} E
Statuz update interval [zec.): 20 &
[ (u] ] [ Cancel ]

This option is related to how long the system should wait for answers from terminals (MR650) and how often
the system should listen for messages from the CMS terminal software.

16.4. Other data

Under ‘Setup’ menu, the last menu choice in the drop down menu is a choice named ‘Other data’.
We strongly advice to work with the structure of the data input in this section to be able to set up the system
in a best possible manner and to make QL Time easier to work with.
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The data editor consists of several tab controls such as:
Positions

Skills

Municipalities

Contact types

Payment patterns

Experience

The basic information entered in this form will be used in several places in the application, normally
in conjunction with the employee card.

Tab ‘Positions’

User will be able to enter names for positions (manager, accountant, assistant, etc.)

Data editor

Positions |Ski||s Municipalities | Contact types | Payment patterns | Experience | Budget types

Hamne

Accountant

Deputy Stare Manager
FreshFood Manager
MonFood Manager
Office Assistant
Security guard

Store assistant

Store Manager

=
]
=
=

Delete

ar. l [ Cancel

Tab ‘Skills’

Skills are used in conjunction with the employee card. Each employee can have several skills. We
recommend that the use of skills is limited to internal classification of skills of the most common formal
skills such as ‘Bachelor Degree’ or ‘Master Degree’.

See also the description of tab ‘Experience’.
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Data editor

| Positions| Skills |Municipalities || Contact types | Payment patterns | Experience | Budget types |

Mame

Bachelor Degres

Frezh Food Gilde Level One
Master Degree

Mamwegian Stare Institute
Secondary School

Mew Edit Delete

)4 ] [ Cancel

Tab ‘Municipality’

If a tax level differs in country areas, user should enter municipality’s name and percentage of tax for
that area:
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Data editor El@”z|
Positions | Skils | Municipaliies | Contact types | Payment pattemns | Experience |

Mame Percentage
Municip. 1 10.35%
Municip, 2 11.20%

Edit municipality

M arme:

Percentage: 11.20

[ aK l [ Cancel

Tab ‘Contact types’

There are no limitations on number of contact types.

Data editor

| Pasitions | Skils | Municipalities | Contact types | Payment patterns | Experience | Budget types |

REE
Cell Phote
E -t ail

Fax
IP-Phaone
Phane
Skype

Mew Edit Delete

L Ok, J [ Cancel ]
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Tab ‘Payment patterns’

User will be able to create several Payment patterns (these are used in the employee card salary info| ( comment [MRS]: Work agreement
page) where pattern name and salary details should be defined:

__Data editor g@@

| Pasitions | Skils | Muricipaliies | Contact typesl Papment patterns | Experience

Edit payment pattern E]

Mame: | Training |
Salam
(% Paid Hourly Salary per Hour: 85,00 Hours per Motk

) Agreed Salay tdonthly S alary: I:I

[ Q. l ’ Cancel ]
_ This may also be used as a template for Changing the template does not change each
registering employees so that you don’t have to key . q
in all information manually. single employee bind to the payment pattern.
Tab ‘Experience’
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Data editor

| Positions | Skils || Municipalities | Contact types | Payment patterns | Experience | Budget tupes

REN]

E ducation
‘Work experience

Experience (formal education, work experience or courses) should be entered in one language at least
(English (international), Lithuanian, Norwegian or Swedish).

Tab ‘Budget’
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Data editor

Positions || Skil: | Municipaliies | Contact types | Payment pattems | Experience | Budgst types

REN]

Furmavar

Wk cosf
Murnberdiarticles
Cubic meteres
Fin. hours

Mo Hours

taw hours

Turnover and work cost is predefined and can not be changed.
The ‘Edit budget types’ form gives the possibility to specify the budget type in different languages
and to specify if it should be displayed in the budget section in ‘Work plan’ and ‘Registrations’ views.

Tab ‘Currencies’

Currency rates can be changed in this Data editor tab.

QL Time 7™. Draft User Manual Printed: 23.01.2012

Document:D:\Perkelti\Documents\QL Time Manual\QL Time manual p1-v1.doc

Page 68 of 70



Data editor.

| Positions || Skills || Muricipalities || Contact types || Fayment patterns || Experience || Budget types | Currencies

Exchange rates

Country Cumency Exchange rate for 1 ELIR
3,45
79467

3.7023

Update exchange rates uzing web service

T

Exchange rate is for one euro. It is also possible to automatically update exchange rates via the web
service by pressing hyperlink on the bottom of this window.

16.5. Budget / Sales

If the ‘Budget / Sales’ menu from the top menu is selected or shortcut key Ctrl” + ‘4’ is pressed
working in one of three view (‘Work plan, Registrations or Period Results), the ‘Budget” section form will
pop up.

Values of budgeted turnover, work cost in currency or work cost in percentage may be entered. The
result of entered budget will be reflected to the plan under the ‘summary’ section.
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Budpet

Department:

Peiod 20102008 v | - [25102008 |

Ermplayes Department o Weekdd Wieekdd Weekdd Weekdd
0 20.10.2008 Tu 21.10.2008 ‘wie 22.10.2008 Th 23.10.2008
= Summary 4700 4500 45:00 45:00
== “wiorked time 32.00 30:00 30.00 30:00
Paved time 45:00 4500 45:00 45:00
5 Sum 4 096,08 4 096,08 4 095,08 334
= Budast
Turhaver 550000 550000 5 500,00 55
ok cost 4000000 - 409608 =-9608 400000 - 409608 =-96.08 4500,00 - 4096,08=40352 300000 - 3 346,08 = -346,
ok cost % 72.73% - 7A47% = -175% 7273% - 7AA7% = 1.75% 81.82% - 74 47% = 7 34%

Read budget

Weskd3 Weskd3 Weskd3 Vieekd3 Vieekd3 Weekd3 Weekd3
MoZ0I02008 | TuZI0Z008  WeZ2l0ZO0B  Th23102008  Frz4102008  5aZ5 02008 | SuZ6.102008
h 55000000 55000000 5500,0000 5500,0000 55000000
ork cast 40000000 40000000 45000000 30000000 3000000
Wokoos % | T2T2TNETINIT. TRI2TNIZIZI.. |1 G1BIGIBIGI.. | 545445454545, | B 4GSAGTAS
Aiicles 5000

Copy from previous wesk

For example the line with
header “Work cost” will show
budgeted work cost and planned work
cost with its difference in the same
cell. If planed work cost is below
budget it will be displayed in black, if
it is above budget - in red.

Tab ‘Real figures’

This tab is similar to budget and lets the user define a form for registration of actual figures, for example sale.

We recommend fill in the budget,
especially working in sectors like the
retail sector. In this case an in debt cost
analyzes will be gotten right away.

This functionality is created by
Paulius for version 1.07.39
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| selecting my selection. Then you do not
/| have any budget anymore. How do we t




