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Payroll Reports

The Time Card Report shows a
basic summary of employee
payroll and attendance data for .

the selected date range. This Time Card Report

includes the date/day of week,
the category of worked time, the

actual start and stop punches, Orderedby:  Code Your Company Name Thursday 01/20/2008
H 1526:14
at:tendance codes associated Date range: 0112/2008 - 01/17/2008 TIME CARD REPORT Page: 1
with the punches, total hours
worked, and a breakdown of the Code NEne
type of hours for each day. 00001 Stanley, David | *~* This employee has missing punchesin he selected date range. =**
DATE DAY CTGY. START SToP HOURS REG oT1 oT2 013 UNPAID _TOTAL DOLLARS

The Time Card Report totals all Mssing 01/2/2000 MON WORK ~ 08:00 17:00 9.00 800 100 900
this data and disp|ays any Flags 0113/2004 TUE WORK  08:05 18:15 OL 10.25 925 100 1025

A A 0114/2004 WED WORK 08:09 ID 17:00 8.75 775 1.00 875
absences and missis punches 0115/2004 THU WORK 07:28 IE 17:14 9.50 850 100 950
for the selected date range. W 01/16/2004 FRI 08:00 000 000
The system allows several Attendance 0117/2004 SAT WORK  08:01 13:02 5.00 000 500 500
variations of this report. Flags EMPLOYEE TOTALS 3350 500 000 000 400 4250 000
Examples include dep.artment T T T CATEGORY SUMMARY L
and category summaries and NUMBER NAME HOURS CODE REG ot o12 OT3 _ UNPAID DOLLARS
added detail such as rounded 1 Shipping 350 WORK 3350 500 400
verses actual punch times and 2 Mainfansnce ae
labor distribution. 3850

EMPLOYEE SUPERVISOR

Optional Summaries
Optional Signature Line Period Totals




Payroll Reports

Ordarad by, Code

Your Company Name Thursday 01222004
Grouped by: Departrmant 12:41:14
Date 1mmye. Q171472004 - 01/16/2004 TIME CARD REPORT Pagw: 1 Cis B
T for any time
The system allows you to frame
print time cards in various Dopartment 2Maintenance :m.dby
formats. This condensed Code Name oparament
one line format shows 09 Jackson, Gaorge
punch detail and totals by WORK VAC HOL sicK PERS OTHER
category. This report can be DATE  DOW IN oL 1L OUT _REG OT REG OT REG OT REG OT REG OT REG OT
generated by employee, 01/14/2004 WED 07.56 1200 1258  17.08 8.00
department, division, or SRR T ose
p Th U ’ _ 012004 FRI 0745 11:54 12.25 16.280E 7.50
group. I IS paper saving EMPLOYEE TOTALS T 1550 000 000 000 000 000 000 000 000 000 000 000
format is excellent for ::tmdme
supervisors to verify the Gode Name "
accuracy of hours and 00012 Seith, Paul
correct any exceptions WORK VAC HOL sicK PERS OTHER
DATE  DOW IN oL L OUT REG OT REG OT REG OT REG OT REG OT REG OT
01/14/2004 WED 08:00 17:00 .00
0111572004 THU b 000 8,00
0171672004 FRI 0.00 8.00 =— Easytoread,
one line per
EMPLOYEE TOTALS 800 000 000 000 000 000 15.00 000 000 000 000 000 day format
DEPARTMENT TOTALS I 2350 000 000 000 000 000 15.00 000 000 000 000 000
Flags Absences, and Totals by Division, Includes punch detail Totals by pay type

Attendance Infractions Group and Department




Payroll Reports

Weekly Hours Report

The Weekly Hours Report
shows a summary of an

employee’s hours for the Orgeredby... Code Your Campany Name [IRRRY °"m

selected date range. The Date mnge.: 01/12/2008 - 04/18/2008 WEEKLY HOURS REPORT Page: 1
hours are broken out by Day of

their respective classes b 1

(Regular and up to three Easyto Code Name MON TUE WED THU FRI SAT SUN REG OT1 OT2 OT3 UNPAID TOTAL
Is of Overtime). read ane

leve ) llne';:er —— 00001 Stanley, David 800 925 775 850 5.00 335 500 000 000 400 4250

format 00002 Baines, Peter 800 800 800 800 800 4000 000 000 000 500 4500

00003 Aademan, Frank 82 775 775 800 800 3975 000 000 Q00 500 4475

00004 Jones, David 800 825 800 825 800 40.00 050 000 0.00 500 4550

00005 Smith, John 800 800 800 775 795 3950 0.00 000 0.00 500 4450

00006 Alen, Jim 800 800 800 800 800 4000 000 000 000 500 4500

00007 Murphy, Jenrifer 800 800 800 800 800 4000 0.00 0.00 0.00 500 4500

00008 Howard, Sandra 800 800 800 800 800 40.00 0.00 000 0.00 500 45.00

00009 Jackson, George a0 800 750 235 000 000 000 300 2650

00012 Smith, Pau 800 800 800 800 800 4000 000 000 000 300 4300

TOTALS 7625 55 000 000 4500 42675

Daily Hours




Payroll Reports

The Department Summary
Report summarizes the
hours which have been
applied to each
“Department.” The hours
are broken out by their
respective classes (Reg,

OT1, OT2, OT3, and Unpaid).
are standard levels of Labor Depa rtment Summary Report

Distribution. Each
employee can be assigned

to a home departmentljob Date range: 01/14/2008 - 01/20/2008 Your Company Name Thursday 01:2:12‘?:
and then transfer to DEPARTMENT SUMMARY REPORT Page: 1
different departments and
jobs throughout the day.
Different wages can be Code Name REG oT1 or2 or3 UNPAID TOTAL
assigned to an employee for 1 Shipping 7382 0.00 0.00 9.00 8282
each department and job. 2 mna\oa 18705 400 0.00 0.00 23.00 21405
The flexible Time America : et o = o oo
system allows you to
change the names of TOTALS 37625 450 0.00 0.00 46.00 42675
department and job to
match your company’s
terminology.

Easy to read, Breaks cut overtime

one line format




Payroll Reports

Shift Summary Report

Ordered by: Code  Optional Shift Forecasting Your Company Name Monday 01/19/2008
14:49.04
Date range: 01/11/2008 - 01/17/2008 SHIFT SUMMARY REPORT Page: 1
—= Shift  Group 001
Shift 1
The Shift Summary Report Code Name HOURS CUMHRS  REG ot oT2 OT3  UNPAID TOTAL
gives a summary of the 00001 Stanley, David 33.50 33.50 3350 0.00 0.00 0.00 400 3750
for the select date range. 00003 Anderson, Frank 3975 11325 2975 0.00 0.00 0.00 500 4475
The hours aralohr e 00004 Jones, David 4050 15375 40.00 0.50 0.00 0.00 500 4550
00005 Smith, John 3050 19325 3050 0.00 0.00 0.00 500 4450
totals for each employee 00006 Allen, Jim 4000 23325 4000 0.00 0.00 0.00 500  45.00
and also as a summary for 00009 Jackson, George 2350  256.75 2350 0.00 0.00 0.00 300 2650
the entire shift. 00012 Smith, Paul 4000 20675 40.00 0.00 0.00 0.00 300 43.00
8 Employees Processed SHIFT TOTALS 20875 29625 0.50 0.00 0.00 3500 33175
I~ shift 2
Code Name HOURS CUMHRS REG oT1 oT2 OT3  UNPAID TOTAL
00007 Murphy, Jennifer 40.00 40,00 40,00 0.00 0.00 0.00 500 4500
00008 Howard, Sandra 40.00 80.00 40.00 0.00 0.00 0.00 500 4500
2 Employess Processed SHIFT TOTALS 80.00 80.00 0.00 0.00 0.00 1000  90.00
b shift 3
Code Name HOURS CUMHRS REG oT1 oT2 OT3  UNPAID TOTAL
00001 Stanley, David 5.00 5.00 0.00 500 0.00 0.00 0.00 5.00
1 Employee Processed SHIFT TOTALS 5.00 0.00 5.00 0.00 0.00 0.00 5.00
SHIFT GROUP TOTALS 38175 | 371625 550 0.00 0.00 | 4500 42675
Breakdown of each Shows individual hours Breaks out regular

Shift and shift group spent on each shift and overtime hours




Payroll Reports

Used as the input to Payroll,

the Category Summary e Your Company Name Friday %
Report breaks out the Date range: 01/12/2008 - 01/17/2008 CATEGORY SUMMARY REPORT Page: 1

employee’s hours into their
respective pay class. In

addition, the report also Code Name
indicates on which day 00006 Allen, Jim
the category occurred CAT ___ DESCRIPTION SUNMON TUEWED THU FRISAT _ REG ___ OT1 oT2 OT3 _ _UNPAID DOLLARS
making it easy to spot EXPN  Expense Reinbursement TOTALS 0 0 00 10 4328
employee has taken five EMPLOYEE TOTALS 4000 0.00 0.00 0.00 500 4328
sick days all on Fridays or )
00012 Smith, Paul
Mondays.
CAT____ DESCRIPTION SUNMON TUEWED THU FRISAT _ REG ___ OT1 oT2 OT3 _ _UNPAID DOLLARS
CK ™\, Sick - Paid TOTALS ¢ o0 o o (1 1)0 16.00
TOOL |} Teol Allowancs TOTALS g o 0 O 0 200.00
WORK / Worked Time TOTALS ¢ 1 1 1 0 0|0 2400 300
EMPLOYEE TOTALS | 4000 0.00 0.00 0.00 300 20000
Breaks out time Indicates on what day Shows both

by user-selectable pay classifications the category was applied hours and dollars




Attendance Reports

This Management Report
allows the operator to show
all the employees who are
punched IN or OUT at a
specific date and time. A
unique feature of this report
is the ability to also show
any transactions or
transfers that may have
occurred after the IN punch.
This is useful in tracking the
employee’s current location.

May be run
foral | Ordered Code 02/03/2008
:im"mfy W‘ Your Comparny Name Tuesday
Date:  01/14/2008 12:52:30
smp oyee WHO'S IN
group/rangs Time: 125100 Page: 1
Code Name Date Day Time  Department Clock Last Action
00001 Stariey, David 01/14/2008 WED 080900 1 001 N
00002 Banes, Peter 01/14/2008 WED 070000 2 0 N
00003 Anderson, Frank 01/14/2008 WED 07:1538 3 001 N
00004 Jones, David 01/14/2008 WED 070557 1 001 IN
00005 Smith, Jahn 01/14/2008 WED 100827 1 001 CHANGE =
00006 Alen, Sm 01/14/2008 WED 0755:17 2 001 N
Total number 00008 Jacksen, George 01/14/2008  WED 1210004 2 003 OUT TOLUNCH ~——|
of employees 00012 Smith, Paul | 01/14/2008 WED 080000|2 001 N
clocked in
atthe ~ ——= BEMPLOYEESIN
selected time
Date and time the Shows the employes’s default department  Shows the employee’s
employee started work number or the previous department last performed punch
number in the event of a “Change"
May be run
forany day, Ordered by: Coce Your Comparny Name Manday 01/12/2008
time, and Date: 01122008
employes "
TUPRaNge Time:  08:00:00
Code Name
00001 Stanley, David
00007 Muphy, Jernifer
00008 Howard, Sandma
00009 Jackson, George

,—* 4 EMPLOYEES NOTIN

Total number of employees clocked outat the selectad time




Attendance Reports

The Attendance Report
shows employees with
attendance infractions. The
employee’s scheduled start
and stop time are shown in
comparison to their actual
punches, along with the
attendance code and a

description of the infraction.

Attendance Codes
correspond with
transactions that fall within
the defined time zones. For
example, IL equals In Late
and OE equals Out Early.

Attendance Code Report

Orderedby:  Code 1220:04
Date range: 01/12/2008 - 01/16/2008 ATTENDANCE CODE REPORT Page: 1
Punched Sched Attendance Shift
Code Name Date Day Time Time Differ Code Name Policy Group Shift
00006 Allen, Sm L 01/12/2008 MON 08:17 0800 00:17 INLATE (0] 001 001
01142008 WED 1641 |1mo - 00:19 OE | OUT EARLY 001 001 001
Actual Variance Exception
punch time description
Scheduled Userdefined
punch time attendance code
as reported

on time card




Attendance Reports

Used for employee review
purposes, the Attendance
Count Report is similar to

the Attendance Report
except that it provides the Attendance Count Re po rt
user with a tally of the

various Attendance Codes
that have occurred within

Flexible,
t!1e selected date range oy TP Your Carmgany Hame .
(i.e. the number of “IN reporting Orderedby:  Code (R 02123(54721)826
LATE” infractions for the range Daterange:  0101/2008 - 01/23/2008 ATTENDANCE COUNT REPORT Page 1

past month). This report Attendance
also lists the number of Code Name Absent Code Name N ouT
absences with any date 00001 Stanley, David 0 D INDOCKED 1
range the user selects. L INLATE 1
OL OUTLATE 2
00006 Nlen, Jm 3 L INLATE 1
Number of 2},‘32,":;‘ = Specifies
oCcurrences reported both
during the on the INand OUT

selected period time card
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T S | 1000 Human Resource Reports

Never again will you pay

overtime just because you . s
needed to have an employee ApproaCh"'g Overtime Report
“fill in” for someone else. Just

run the Approaching Overtime
Report. This report lists all Your Company Name Thursday 02/12/2004

" 1626:48
employc_ees in the selected range Ordered by: Code APPROACHING OVERTIME REPORT Page: 1
and their hours worked up-to-
H Worked-to-Date Additonal Estimated
the minute. The.report allows ] Code.  Name Teas s o = - . s ol
managers to adjust employees
schedules in order to minimize il e LLosfilotliiiziis il ke ot o e
verdime cavane 00002  Baines, Peter 0210812004 - 02/1412004 40.00 3000 000 80000 000 380000 -
o pay - 00003  Andersen, Frank 02082004 - 02/14/2004 4000 3150 000 80000 000  39.5000
00004  Jones, David 0210812004 - 02/1412004 40.00 3200 000 80000 00000  40.0000
00005 Smith, John 02082004 - 02/14/2004 40.00 3200 0.00 8.0000 0.0000 40.0000
00006  Allen,Jim 0210812004 - 02/1412004 40.00 3600 000 80000 40000 44.0000
00007  Muphy, Jennifer 0210812004 - 02/1412004 40.00 3700 000 80000 50000 450000
00008  Howard, Sandra 0210812004 - 02/1412004 40.00 3600 000 80000 40000 44.0000
00009 Jackson, George 02082004 - 02/14/2004 40.00 3700 0.00 8.0000 5.0000 45.0000
00012  Smith Pad 0210812004 - 02/14/2004 40.00 3ano 500 80000 10000  41.0000
10 Employess Processed
Estimates overtime based on Employees
hours worked-to-date and least likely
additional scheduled time to eam

overtime




T S I 1000 Human Resource Reports

This report allows you to easily

qualify employees for Benefit -
Entitlement. When running this Seniority Report

report you can select to only
show those employees that

have reached a specific length Ordersdby:  Date, Code Your Company Name Thursday 02/14/2002
of service. By selecting to 16:5851
I Groupad by: Department SENIORITY REPORT Page: 1

show only those employees in ,
their 11th month, the Seniority - “l:nm :&m oD
Report can be used to notify :
you of upcoming anniversaries. L e — . = e

00001 Stariey, David 1¥14/1973 23 [15] 00 10319

00006 Nlen, Jim 0W13/1976 X% o o1 9529

00009 Jacksen, Gearge 0&09/1981 2 [ 0s 7494

00004 Jones, David 1212001989 12 o1 25 4439

00007 Muphy, Jennifer 06/15/1994 (174 o7 30 2801

00005 Smith, John 02/02/1995 174 o0 12 259

00003 Anderson, Frank 09/17/1996 [+ o4 28 1976

w012 Smith, Paul 06/22/2000 o1 o7 23 602

00008 Howand, Sandra 05/09/2001 ) () 05 281

10 Employees Processed
Seniority shown

iny=ars/months
amumber of days




These reports are used to track
employees use of company
benefits. Both reports may be
run by employee (shown above)
which shows the employee and
their benefits taken, or by
benefit, showing the amount
taken by each employee. You
may also select to show only
those employees who have
exceeded the maximum amount
of benefit time, or have under

a specified amount remaining.
By utilizing the Benefit Accruals
Module, allowed balances

can be automatically updated
utilizing your company’s
benefit accrual formulas.

Orderad by: CODE Yaour Campany Name Fiday 02/152008
1133
Show inactves: YES EMPLOYEE BENEFITS LIST Page: 1
Fiscal Hire Last Post Days of
Code Name Date Date Date Service Cat  Allowed Taken Pending Left Count
00001 Stanley David 12/26/2001 06/141995 NONE 2438 JURY 0.00 0.00 000 0.00 0
PERS 8.00 0.00 000 8.00 0
SICK 40.00 16.00 000 2400 2
VAC 40.00 000 2400 16.00 3
00002 Baines Peler 1212612001 12/13/1992 NONE 14309 | JURY 0.00 16.00 0.00 -16.00 2
PERS 8.00 0.00 0.00 8.00 0
SICK 40.00 16.00 000 24.00 2
VAC 80.00 800 R00 40.00 5
Emgioyees How mai
= — entries aRpIied
toward the
Unlimitad user maximum an Amount Amount amount taken
defined categories employee can take taken to date Remaining
Your Company Name Friday 02/13/2008
10:53
EMPLOYEE BENEFITS DETAILLIST Page 1 1
Code Name Date and Time Amount Balance Category Type Archived
00001 Stanley,David Wed 01/28/2008 09:58:59 -8.000000 24000000 SICK Misc. Entry NO
Tue 01/27/2008 09:58:59 -8.000000 32000000 SICK Misc. Entry NO
Tue 02003/2008 082447 40.000000 40.000000 SICK Hours Ad. NO

Tracks & reports complete detail of adjustmentsto the

balances induding system generated accrual calculations.




| &5 | 1000

Human Resource Reports

This valuable management tool
compares budgeted hours and
wages with those that were
actually worked. In addition,
this report also compares hours
and wages based on scheduled
work times. The Actual vs
Budgeted report can show you
the individual employee detail,
so you can compare efficiencies
of employees working on the
same task. By breaking out time
by regular, three different
overtimes, and any
miscellaneous costs, the
system gives you a concise
illustration of where your time/
dollars are being squandered.

Actual vs. Budgeted Wage Report

Dato ranga: 0100172008 - 01312008 You Comparyy Namo Monday 0202/2008
Ordarad by: Coda 11:49:11
ACTUAL VS BUDGETED WAGE REPORT Pagac 1
J08
ACTUAL BUDGETED ACTUAL VS
Code Name REG or orz or3 TOTAL TOTAL BUDGETED
00001100 Manhattan Ao
HOURS TTEs 3583 75366 72000 { 387
DOLLARS Hoassa 82453 1191990 1000w  ( orsos) —1— 20“3'5'};‘,‘:33
appear in
29718526 Tompa Car Company parenthesas
HOURS 11433 11433 12000 o567
DOLLARS 179400 179470 200,000 20.5%
36a322 Motor Gty
HOURS 4385 3800 4735 50.000 265
DOLLARS 700512 80 535 781.047 700.000 ( #1047
Tax2EA Cans-Rls
HOURS ET3H 3817 5000 1383
DOLLARS 55450 55450 100,000 44520
—Ezins Pensgcola Mator Works
HOURS 19117 19117 20,000 0.5853
DOLLARS 301185 301.185 320000 18815
TOTAL HOURS 14980 708 00 00 156 88 152,00 212
TOTAL DOLLARS M6 08 16299 00 0o 25008 242000 { %.08)
Totals by Job Breaks out overtime budgeted hours and wages
hours/dollars are cakulated from the daily costs you input




Exceptions Reports

The Missing Punch Report will
show any missing transactions
that have occurred during the
selected date range. Two
instances where a missing
punch may be generated are:

1. When an employee punches
in for the day but does not Absence and Missing Punch Report
punch out at the end of the day,

or

2. If an employee was 2l Your Company Name o
scheduled to work on a given Date mange: 01/14/2008 - 01/20/2008 ABSENCE AND MISSING PUNCH REPORT Page: 1
day but does not punch on that

day. Used in conjunction with Code Name BADGE  DATE DAY PUNCH CLOCK FUNCTION REASON

the Auto Process feature, this 00001 Stariey, David 00001 01/14/2008 Wed 080000 001 CLOCKEDIN  BadSequence

report provides an effective 00009 Jackson, George 00009 01/152008 Thu 080000 001 CLOCKED N Bad Sequence

means of catching punch errors 01/16/2006F  GB:00:00 Scheduled - No Punches
before they become payroll e o i

errors.

Correspondin: Description of
" g MissingtPunch

Punc




ExXceptions Reports

The Overtime Hours Exceptions 2 :
Report is a valuable tool used to Overtime Hours EXCGptIOI‘IS
control overtime. This report

will show any employee’s

overtime hours that exceed the
value defined in the employee’s Ouriiewia S G Your Company Name

Maonday 01/19/2008

. A A A 07:58:56
policy. A signature line is also Date range: 01/12/2008 - 01/17/2008 OVERTIME HOURS EXCEPTIONS Page: 1
available for supervisor use.
Overtime
Code Name Day Date Reg  Worked Approved Supervisor Approval
00001 Stariey, David Sat 01/17/2008 000 500 0.00
- 5.00 UNAPPROVED ]
00004 Jones, David Sat 011722008 000 400 00

- 4.00 UNAPPROVED — T

2 Exceplions found

Alerts you to
unapproved overtime,




The Hours Exceptions Report
allows you to easily flag
employees with total hours that
fall outside your pay policies
acceptable range. Inside the
employee’s pay policy you
define ranges for both daily and
period hours. In addition, you
can also define a maximum
number of consecutive hours
(gross hours) an employee may
be on-the-clock. If the
employee’s total hours fall
outside the defined range they
will be flagged on one of these
reports. The report will also
show the variance from your
defined range.

Exceptions Reports

Ordamd by Code Your Comgarry Name Wednesdasy 02252008
074231
Daterange:  01/12/2008 - 01/1622008 DAILY HOURS EXCEPTIONS Page 1
0113720
Code Name Date DOwW Policy Under Over Hours Worked Variance
00001 Stanley, Danid 011372008 SUN o001 750 900 925 800 025
00003 Anderson, Frank 011372008 SUN o001 750 200 725 25 { 025)
00009 Jackson, George 0113/2008 SUN 001 750 900 a75 775 (075 -—m
3 Exeplions bund
Ordered by: Code Your Conpany Name #day 02262008
074310
Date mnge: 01/1212008 - 01/1&/2008 PERIOD HOURS EXCEPTIONS Page 1
User —
defined
ranges Code Name Policy Under Over Hours Worked Variance
00001 Stanley, Danid o1 3900 4100 41.50 050
00009 Jacksen, George (] 3900 4100 275 {16.25)
2 Exeplions bund
Your Comgarry Name Wednesday  1/221/2008
Ordered by. Cade 074447
Date range. 01/14/2008 - 011182008 CONSECUTIVE HOURS EXCEPTIONS Page 1
Code Name Day Date End Time Consecufive Hours Base Hours Variance
00001 Stankey, Danid TUE 01152008 181553 1025 10.00 025 —

1 Exeption bund

~ Shows
Variance




The Individual Employee
Schedule Report shift group,
individual shift number, shift
name, and daily start/stop times
assigned to the selected
employees for the selected date
range. This report may be
handed out to employees
indicating the employee’s
upcoming work schedule.

Scheduling Reports

Individual Schedule Report

Dare ranga: 03/01/2008 - 033172008 Your Comparry Name Fiday 02272008
074252
INDIVIDUAL SCHEDULE REPORT Page: 1
Employee Name
00001 Saniay, Cavid
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
- (20 | 4 | oom 2 | oom 3 | oom (4 | ooin (s | oon |
08 OFF Ful Time - Day Ful Time - Cay Ful Time -Day Ful Tme - Day Full Time - Day
0800 - 1700 0800 - 1700 0800 - 17:00 0300 - 17:00 08:00 -17:00
- 7] 3 | oom s | oo 10| oo 11| oo1n 12] oon 13 |
bona OFF Ful Time - Day Ful Time - Cay Full Time -Day Ful Tme - Day Full Time - Day
0800~ 1700 0800 - 1700 0800 - 1700 0800 - 17:00 08:00 -17:00
- 14 15 | oo 16 | oo 17 | oo 18 | oo1n 18 | oo1n 20 |
booa OFF Ful Time - Day Ful Time - Cay Full Time -Day Full Tme - Day Full Time - Day
0800 - 1700 0800 - 1700 0800 - 1700 0800 - 17:00 08:00 -17:00
. 21 22 | oot za | oom 24 | oot 25 | oot 26 | o001 27 |
booa OFF Ful Time - Day Ful Time - Cay Full Time -Day Full Tme - Day Full Time - Day
0800 - 1700 0800 - 1700 0800 - 1700 0800 - 17:00 08:00 -17:00
. | 28 2] oou1 30 | oo 31 | oo 1 | oo 12 | o0n (3 |
3 OFF Ful Time - Day Ful Time - Cay Full Time -Day Ful Tme - Day Full Time - Day
Izm 0800-1700 | | 0800-17:00 | 0800 - 1700 0800 - 17:00 08:00 -17:00
shift Group and Shift start/stop time

number plus name




The Shift Coverage Report is a
management tool used for
scheduling daily workloads.
This report will show the
number of employees
scheduled for each shift, on
each day of the pay period, for
the selected date range in
calendar format. The report
breaks out each shift and
shows the shift start/stop times
for quick reference.

Usaful and
easy-to-raad
calendar
formnat

Shift Coverage Report

Scheduling Reports

Date range: (2/01/2008 - V142008 Your Comparry Nama Tuesday 012772008
091434
SHIFT COVERAGE REPORT Paga: 1
Shift Group Name Shit Start- Stop
050 Jail Uno Oficers Rall Call 1 | 0800-16:00 II
S Monday Tuesd: Weodnesday Thursday Friday S 2
Feb |1 | 2 | Ex L) 5 | 8 | 7 |
2008| 22EMPLOYEES | 34EMPLOYEES | 37TEMPLOYEES | 36EMPLOYEES | 35EMPLOYEES | 35 EMPLOYEES | 25 EMPLOYEES
roo [7] ] i i 72 ] i
2008| 21 EMPLOYEES | 25EMPLOYEES 27 EMPLOYEES 26 EMPLOYEES 24 EMPLOYEES | 24 EMPLOYEES 22EMPLOYEES
Shift Group Name Shit Start- Stop
080 Jail Line Oficers Rall Call 2 16:00- 0000
Sund Monday Tuosd Wednes day Thursd. Friday Saturd: |2
oo [T] Z] 3] ] 5] K| 7
2008| 20EMPLOYEES | 24 EMPLOYEES 26 EMPLOYEES 25 EMPLOYEES 25EMPLOYEES | 24 EMPLOYEES 21 EMPLOYEES
reo [5] 5] o] ] i ] i
2008| 19EMPLOYEES | 22EMPLOYEES 23EMPLOYEES 22 EMPLOYEES 22EMPLOYEES | 22 EMPLOYEES 20 EMPLOYEES
Shift Group Name Shit Start- Stop
050 Jail Uino Oficers Rall Call 3 00:00- 0500
Monday Tuesday Wodnesday Thursday Friday Saturday 2
Feb |1 2 | EN| 4] 5 | 6 | 7 |
2008| 23EMPLOYEES | 20EMPLOYEES 24 EMPLOYEES 26 EMPLOYEES 25EMPLOYEES | 21 EMPLOYEES 22 EMPLOYEES
Feo [6] ] ] ] 2] ) ]
2008| 23EMPLOYEES | 20EMPLOYEES 21 EMPLOYEES 23EMPLOYEES 22EMPLOYEES 18 EMPLOYEES 19 EMPLOYEES

Number ofemployees schaduled to work 00:00-08:00 on February 9, 2008

Shift
startistop
time



Scheduling Reports

The Who’s Scheduled Report
can be printed in a coverage
form which provides a graphical
representation of your
employee’s schedules. This
report shows voids in
scheduling and where the day
may be over or understaffed.
Besides the normal reporting
selections, this report can
graphically depict Scheduled,
Not Scheduled, Both, or Off
Today.

Who's Scheduled Report

Ordered by: Name Your Compary Name Sanrday 03/27/2008
Grouped by: Deparment 0:52:08
Cate & Sme: (3/27/2008 10:00:00 WHO'S SCHEDULED REPORT Page:1
. R — 1zuliun | u(rm ns’pm 6:00pm . ﬂs’pm
00078  BostonDarlens  (856)455.5696 0830- 1630 |==temmennan——— |
00084  BumingKad (856)455-1602 07001500 |==ee- e |
_ P —— Time line
00071 CameyMary Amn (8564556506 0800 - 1600 [ | Srnhically
00086  Cdeman Janics  (856)453.0534 0700~ 1500 |====- Aemmmmenaa | displays
coverae
00081  MoComnick Dough (856)451-2317 0700~ 1530 |=m==- temmmncnnaa |
00067  MilerEloanor  (856)353.2962 0700~ 1500 [mome= Recccccncs |
00083  Waller Dariza (856)455.9137 0830~ 1630 e I

00064 Wurzed Paul

| (ase)4s5.84a8|| 0700 - 1530 |

Contacting employeas
for schedule changes
Is made easy

Actual start/
stop times of
the shift

Selected time (10:00 a.m)
pinpointad by an asterk




Wage / Charge Reports

Employee Wage Report
This report provides a complete proy g p

breakdown of hours and wages

per employee sorted by group. Daterange: 12012008 - 12/14/2008 Your Company Name Tuesday 0302/2008
This report may be used to Ordered by: Name 10:49:35
provide supervisors the total Grouped by: None EMPLOYEE WAGE (CATEGORY) REPORT Page: 1
hours their employees have
Policy
worked a“‘_j the gross wages Code Name Category  Wage REG or1  om oT3 PAID UNPAID TOTAL
earned. This report can also =—
be usec! as a comparison to the 00620 Brewsler, Shaon HOL o011 HOURS 22000 32.000 32.000
payroll journal. 158764 DOLLARS 508.045 508.045 508.045
SICK o011 HOURS 8000 8.000 8.000
158764 DOLLARS 127.011 127011 127011
WORK o011 HOURS 3250 3250 3250
1592264 DOLLARS 51761 51.761 51761
m o011 HOURS 36750 4500 41250 41250
159764 DOLLARS S587.133 107.841 634.973 694.973
TOTALHOURS  80.00 450 000 000 8450 0.00 84.50 -—L‘;‘::s
TOTAL DOLLARS 127395  107.84 1381.79 1381.79
Optional breakouts Breaks out Total Dollars
by pay category multiple day
rates for same

pay category




| &5 | 1ooo

Wage / Charge Reports

ment Wage Report

Date range: 12/01/20038 - 12/14208 Your Company Name Tuesday 03X02/2008
Ordered by: Name 11:25:12
DEPARTMENT WAGE REPORT Page: 1
Code Name REG oT oT2 oT3 TOTAL
The I_)epartment Wage Report Totalsfor
provides a complete breakdown !l em?szi—mm Finance HOURS 1199750 1.000 1200750
of wages for the period department DOLLARS 1163728 21.530 11985258
attributed to each department.
This report can be used for TUGHGT e Pracembg Gt oo S e
General Ledger posting or
budget versus actual analysis. 746100  Customer Senvice HOURS 1508500 115250 26.750 1650500
DOLLARS 18470324 2020.255 665.327 21155906
747100 Emergancy Management HOURS 131750 13.750 145.500
DOLLARS 1333.587 271.274 1604 871
7476862 Emergency Mgl. Rerp Grant HOURS 4.000 4.000
DOLLARS 52.548 82548
758101 Production HOURS 2021.500 231.250 16.250 269000 Total
DOLLARS 23775349 4331.328 403.008 28509686 Hours
TOTAL HOURS 5155.00 37525 43.00 0.00 5573.25 oJ
TOTALDOLLARS | 59647.19 705211 1068.34 000 | 6776764
Breaks out regular Totals Dollars

and overtime pay



Job Costing

The Job Cost List is a detailed
listing of all the jobs numbers
entered into the system. This
list contains information such
as the job name and number,
the active/inactive status of the
job, the number of budgeted
hours and dollars, and wages
assigned to the job.

Job Code List

Ordamdby:  NAME Your Cormpany Name Friday 01022008
Show inacives:  Yes JOB LIST p:::‘:
Budgoted Budgeted Hourly
Code Name Active Hours DOLLARS Use Wage
7432893 Cars-R-Us NO 8732300 223808349300 YES 159500
00001100 Manhatan Auto YES 500.00 10630000000 YES 153400
33633822 Mator City YES 932.00 304113300 YES 16.0300
83621789 Pensicola Moo Wark YES 833200 227408720000 YES 157800
29718528 Termpe Car Compary YES 120000 29435000000 YES (153400
5 Jabs lsted I_I_l

Allows user to default awage by Lott;
u

worked. Can beusad to cak
overhead costs (overhead facton)




Job Costing

The Employee Job Cost List
shows job cost level scheduling
for selected employees in the
selected date range.

Employee Job Cost Schedule List

Employees may be scheduled Ordered by CODE o Compeny ems Lescey °°‘°9‘125°°°, o
two levels of time tracking. Show inactives: NO EMPLOYEE JOB COST LIST Pago 1
Code Name Day Date Work Department Cost Cntr.=—
036594 Newbury,Darrell Sunday 01/11/2008 NO 01300 01379
Monday 01/12/2008 YES 01300 01379
Tuesday 01/13/2008 YES 01300 01379
Wednesday 01/14/2008 YES 01300 01379
Thursday 01/15/2008 YES 01300 01379
Friday 01/16/2008 YES 01300 01379
Saturday 01/17/2008 NO 01300 01379
1 Employee listed
Shows default User definable job
assignment for each costing level names

day of the week




Job Costing

Labor Level Distribution Repo

Datorange: 01042008 - 01102008 Your Company Name Friday 01162008
—* Groupad by: Employea, Job 1000:13
N i LABOR DISTRIBUTION REPORT Paga: 1
The Labor Distribution Report
summarizes total time by up to HOURS  CUMMRS  REG ot on on UNPAID  TOTAL
eight user selectable groupings n::"“ u-:nyn--;:o s s . - o s
. . . . nhatan i
of distribution (employee, shift, - T Temrpe Car Compay e = s o -7
department, job, and pay the order | sessm22 Motor City G 7585 348 380 100 198
iti youwant raxzEa CansRUs el ra4r a62 0% 412
clategm;y).t ::?1 a':‘:j't'on |¥ os (:’an repg::;;gg s3621789 Porsicola Mator Works 162 a7.08 162 050 812
_a o s_e it e ek y b= _in.Upto8 EMPLOYEE 036534 TOTALS aros 00 T08 00 00 500 G208
in which you want the totals to differant user-
defined sort
be reported. The two reports ariteria are
shown represent two groupings avalsnE
(employee/job) sorted opposite Dataranga: 01042008 -01/102008 You Company Name Fricay 011162008
ways. = Grouped by: Job Employoo 1002:13
LABOR DISTRIBUTION REPORT Paga: 1
HOURS CUM HRS REG on on on UNPAID TOTAL
00001100 Manhattan Auto
o365 Nowbary Darm | 6335 6335 8977 ass 25 G585
asron Jobrson Carl 1202 ar 1202 100 1302
JOB 00001100 TOTALS war nrs ass 00 00 %0 Tasr
33683822 Motor Clty
o365 Nowbory Darm | 698 698 348 %0 100 T98
asron Jobrson Carl 4037 4735 4037 120 4157
JOB 336853822 TOTALS 4738 4388 | 3s0 0.00 0.00 220 | 4988
Breaks out up to Totals for each sort
3 kvels of overtime are shown alon:

with grand tota




Job Costing

evel Wage Distribution Repor
The Wage Distribution Report is

imil h b Di ibuti Date mege: 01002008 - 01/1672008 Your Campany Nama Frcey O0110/2008
similar !ot e ITa or |stf| ution Groped by Emplopm. lo WA GE DISTRIB UTION REPORT e
Report in that it summarizes
. . REG o1 o1 ors DOLLARS TOTALS
total time by up to eight - e e
groupings of distribution. 00001100 Marh atan At HOURS sa.767 3588 63350
. | i DOLLARS e s 82453 02T
However, the Wage Distribution 29718526 Terrpe Car Comparty HOURS 5517 5817
DOULARS 428 4528
Report also shows dollars s e e e P v
spent. Also, employees may — . LA S L 1
have multiple wages per job or DOLLARS 55480 55480
any user defined level. The e Peents s e e i
system allows you to change EMPLOYEE 036504 TOTALS TOTAL HOURS s0.00 7.08 000 000 708
wages mid-pay period. In TOTAL DOLLARS 1227 20 16290 000 000 000 139019
g GRAND TOTALS TOTAL HOU RS 000 Tos 000 000 T8
addition, you can also select the TOTAL DOLLARS 1227 20 16299 000 00 000 159019
hierarchy order in which you Wagesase
want the totals to be reported. grr‘%kgnlmwd
Dt raege: O1OH2008 - 011672008 Youwr Comparny Nama Fricay 01102008
The two reports shown Kooyl ——— S s e e
represent two groupings il Bigus levels of
(employeeljob and department/ o om orz ors  _oouaks _ totas overtime
. 01300 Mairtenance Yard
jOb)' COO01100 Mot oaller Ao HOURS B4 800 z8s17 sraw
DOLLARS 1308058 0210 ALY 920 1M 8s
20718526 Tervpea Car Compary HOU RS sor sy
DOULARS O B4 04544
SaesSET2 Mosce Cy HOU RS A0 38T 40 387
DOLLARS AT OTE AT OTE
sss2TE Perstcobs Motor Workos HOU RS 11500 11500
DOLLARS 154 345 154 345
DEPARTMENT 01300 TOTALS TOTAL HOURS 14255 262 000 000 14500
TOTAL DOLLARS zrsese &2 000 000 ALY 92 ZI20AS
GRAND TOTALS TOTAL HOURS 14258 262 000 000 145 .00
TOTAL DOLLARS s a2 s 000 000 | Az 2 I ZI20A5
Miscellan=ous dollar

expenditures are also reportad




Job Costing

This valuable management tool
compares budgeted hours and

wages with those that were Actual vs. Budgeted Wage Report

actually worked. In addition,

this report can also compare Daterange:  12/01/2008= 12/31/2008 Your Company Name Friday 03/12/2008
scheduled work times. The OEREIE o ACTUAL VS BUDGETED WAGE iy
Actual vs Budgeted Wage -
Report can show you the JoB ACTUAL  BUDGETED ACTUAL VS
individual employee detail, so Code Name REG oT1 o2 oT3 TOTAL TOTAL  BUDGETED
you can compare the efficiency T
of employees working on the HOURS 71,783 3583 75.366 72.000 { 3.387)
same task. By breaking out DOLLARS - tiosaes 62488 11enee0 o600 M'MLI
time by regular and three hours apmaaen o v oo
different overtimes, the system parentheses e " T T14ss e o e
gives you a concise illustration DOLLARS 179,470 179.470 200,000 20,530
of where your time/dollars are .
being squandered. By using the HOURS 43.850 3,500 47350 50,000 2850
Forecasting feature of the Lol Ll JOILRS Ll gRI L T}
software, the system can be
used to project budgets and e HOURS . . <500 -
anticipate cost overruns. This DOLLARS 55.480 55.480 100,000 44520
report can be run_ by_pay period TSl sarr7ee  Peomcts Mok W
or over any special time frame. departg:ejt;ts e ' HOURS 15417 . 20000 st
DOLLARS 201,185 301,185 320,000 183815
TOTAL HOURS 14950 708 000 15658 159.00 212
TOTAL DOLLARS 234608 162,99 000 0,00 250908 242000 ( 8508

Budgeted hours and wages are
calculated from costs you input







Bell Control Module




Bell Control

The data collection terminal
uses this schedule to activate a
user supplied bell, alarm, or Bell Schedule List

other audible signaling device.

Each terminal can be
programmed with a different

schedule. Ordered by: NAME City of Phx - Water Services Friday 09/12/2008
09:44

Show inactives: NO BELL SCHEDULE LIST Page - 1
A Bell Schedule contains up to
48 bells. Each bell consists of Number Name Active Time  Duration Sun  Mon Tue Wed Thu Fri Sat
time of day to ring, which days - - - -
of the week to ring, and 1 Day Shift Start YES 07:00 2.0 NO YES YES YES YES YES NO
duration of the ring.

. ) YES 11:00 20 NO YES YES YES VYES YES NO
This means each data collection
terminal can be programmed to
ring up to 336 individual bells YES 12:00 2.0 NO YES YES YES YES YES NO
per week.
YES 16:00 20 NO YES YES YES YES YES NO




Benefits & Accruals Module




Benefits & Accruals

Benefit Administration is a

powerful tool for preventing

unauthorized leave time. Also,

Workforce Accruals is flexible Benefits Detail List
enough to facilitate complex

leave and benefits policies and
transform them into easy to

City of Phx - Water Services Friday 0912/2008
understand and enforce daily 09:51
Administration is completely
integrated with Time & Labor Code Hame Date and Time Amount Balance Category Type Archived
calculations of emp[oyee leave 0001 Stanley David Fri 08/15/2008 00:00:01 10.000000 112.000000 VAC Given Hours NO
balances and enforcement of Tue 07/15/2008 00:00:01  10.000000 102.000000 VAC Given Hous NO
| lici Sun 06/15/2008 00:00:01  10.000000 92.000000 VAC Given Hous NO
6aVe PO ) Tue 06/10/2008 07:00:00  -5000000 82000000 VAC Misc. Entry NO
automatically without rekeying Thu 05/15/2008 00:00:01  10.000000 90.000000 VAC GivenHouws  NO
of data. Benefit Administration Tue 04/15/2008 00:00:01  10.000000 80.000000 VAC Given Hours NO
is also integrated with Sat 03/15/2008 00:00:01  10.000000 70.000000 VAC Given Hous NO
Workforce Scheduling Fri 02/15/2008 00:00:01  10.000000 £0.000000 VAC Given Hous NO
i Tue 01/15/2008 00:00:01  10.000000 50000000 VAC Given Hours NO
providing managers the Tue 01/15/2008 00:00:00 40000000 40000000 VAC Canry Over NO
convenience of pre scheduling Sat 12/15/2007 00:00:01 10000000  160.000000 VAC Given Hours NO
leave. Thu 11/15/2007 00:00:01  10.000000 150000000 VAC Given Hours NO
Mon 10/15/2007 00:00:01  10.000000 140.000000 VAC Given Hous NO
Sat 09/15/2007 00:00:01  10.000000 130.000000 VAC Given Hous NO
Wed 08/15/2007 00:00:01  10.000000 120.000000 VAC Given Hous NO
Sun 07/15/2007 00:00:01  10.000000 110.000000 VAC Given Hous NO
Fri 06/15/2007 00:00:01  10.000000 100.000000 VAC Given Hous NO
Tue 05/15/2007 00:00:01  10.000000 90.000000 VAC Given Hous NO
Sun 04/15/2007 00:00:01  10.000000 50.000000 VAC Given Hous NO

Meee AACIFAAAT AR LALLM 40 ANNnnN el Nalalalaly s EER T Pl i Uy "




