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3.11.07 Working Time Administration (continued)

previous Home next

3.11.07 Working Time Administration
(continued)

Administering Accounts

After defining the employee contracts, the working time administration is ready for use. The

corresponding data for time accounts (working hours, holidays, special hours) are taken from the
working time recording. The information from work time recording uses the conditions of the valid
employee contracts by using the action “Create time booking”, which can be recorded at any given

time.

In the following example, the time and vacation account of the employee Jean Griffith is edited. The
employee was hired on 02.11.2009 and has entered the following times up to 16.11.2009 (or entered
from another person when absent):

b Fileset 2%
Occupation chart
Employee Griffith Jean

Date Times Project Job Job Job Estimated working | Working Difference[h] | Working Difference[Pd]

time[h] |time[Pd] |time[h] time(h] time[Pd]
02.11.2009|08:00-16:00|6 QM-Module |6-2 Customizing 8,00 1,60 7,70 8,00 0,30 1,60 0,06
03.11.2009|08:00-15:30|6 QM-Module  |6-3 QM-Module 7,50 1,50 7,70 7,50 -0,20 1,50 0,04
04.11.2009 lliness 7,70 8,00 0,30 1,60 0,06
05.11.2009 lliness 7,70 8,00 0,30 1,60 0,06
06.11.2009|08:00-16:30|6 QM-Module  |6-3 QM-Module 8,50 1,70 7,70 8,50 0,80 1,70 0,16
09.11.2009 Holiday 7,70 7,70 0,00 1.54 0,00
10.11.2009 Holiday 7,70 742 -0,28 1.48 -0.06
11.11.2009 Holiday 7,70 7,70 0.00 1.54 0,00
12.11.2009(08:00-17:00|6 QM-Module  |6-3 QM-Module 9,00 1.80 7,70 9,00 1.30 1.80 0,26
13.11.2009(08:30-13:00|6 QM-Module |6-3 QM-Module 4,50 0,90 4,50 0,90
13:30-17:00|6 QM-Module |6-4 QM-Module 3,50 0,70 7.70 3,50 0,30 0,70 0,06
5.50
16.11.2009(08:00-14:30|7 Update 7-2aMm 6,50 1,30 7,70 6,50 -1,20 1,30 0,24
Projectile Management
Total 47,50 9.50 84,70 86,32 1.62 17.26 0,32

After activating the action

“Recalculate time accounts” the dialog ...
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| £ Employee Griffith Jean R
@ 3@]5 [EJ Document * Edit * Wiew * Back references = |-Actions |
Master data || Address || Communication || Work time management | Skils | | gy 01- Set password
Maximum 100] % Employment capacity T ey |02 Add coniroc:
project g 03 - Create time booking
capability
e e R IE=") OS-Recaqulatetimeaccoumh
ate hire mployment end date :
I AT200 Ml | wgy 07 - Display time bookings
Overtime h [E] 08 - Generate report data
sl 1y ShowinitiatedWorkflows
:gg:ﬁg{l d 4@y ShowUserPrefs
Flexible h
work time
Date
booking s
overtime
Date
booking O~
holiday
Date
booking |
flexible time
Time
tracking limit s
Previous
time 2|8
tracking limit
Employment
contracts i@ 4 4 |page(l Jofd| b b | D el
B = Employee contract 1D Employee Contract begin Contract end
[l 1 [B 61 Griffith Jean 01.08.2009 30.11.2009
[l 2 [B 62 Griffith Jean 01.12.2009
opens.
b4 Recalculate times
all|

Date 35112000 B+

(Perform)

The date to be used for the recalculation is entered and after clicking “perform” the calculation is
newly performed.
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2025/04/19 02:35 3/13 3.11.07 Working Time Administration (continued)

b Recalculate times

aII|

Date 35112000 [[Blw

{Fm{o

W 11 12 13 14
15 16 1F¥ 18 19 N 21
22 23 M B ¥ XN 2B

In the example: The employee Jane Conner (contract begin on 03.11.2009) has 28 days of vacation
per year, no remaining vacation and one day of vacation recorded in the system.

The state of the vacation account for 03.11.2009 amounts to 8 days. The employee has accumulated
1,3 hours of overtime and no special hours up to the given deadline, i.e. the difference of the actual

working hours between 03.11.2009 and 30.11.2009 is greater than the planned working time of the
employee.

In the working hours administration, Projectile determines the target time of the employee, taking the
defined holidays, the calendar and the deviations from the contracts into account.
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Mitarbeiter Batzeck Klaus

E@ @@E |01 - Pamwort setzen j@

Stammblatt Adresse Kommunikation & Sonstiges Alle

Buchungsdatum Urlaub |2q 05 20p4

Interner Schlissel |5
Kaostenstelle |Geachéﬁ5fﬂhrungj
“errechnungssatz 1 IW ELR
“errechnungssatz 2 I— ELR
Berechnungssatz I— ELR
Monatsgehalt Im ELR
Jahresgehalt Im ELR
Anzahl Monatsgehalter I 12
Geburtstag IW
Einstellung Im
Mlax. Kapazitat |—5|:| %,
Mlax. Arbeitszeit I—mn 5,
Uberstundenkonto I—n h
Urlaubskonto |—1B5 d
Glaitzeit D
Sonderstunden I—D h
Aushezahlte Zeit I—n h
Buchungsdatum IM
LIberstunden

I—
Buchungsdatum IM
Gleitzeit
Buchungsdatum IM
=onderstunden
Rickerfassungsgrenze I— = =2
Bank
“ertrage o

(M1B-1 Batzeck k...04 31.10.2004 21 6-2 Batzeck Klaus 01.11.2004

Note: After these entries are performed the time cannot be recorded for days before or on the
posting date in TimeTracker or absence recording. If the time must be entered for the individual
employees after these times have been posted, the time account for the employee must be deleted.
After the new times entries have been completed, posting can be recalculated once again.

The working time administration is equivalent to a book entry system, which determines the account
balance from the contract data and the tracking and recording data. Posting between the two
accounts can be performed here. This function is used for example, by payment of vacation
entitlement or overtime. Using the action “create time booking” ...
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2025/04/19 02:35 5/13 3.11.07 Working Time Administration (continued)

| B Employee Griffith Jean

[ & () &2 | & | Document~ Edit~ View v Back references v |Actions v

[ Master data || Address || Communication || Work time management 1 s«its |[ 1g¢ 01- Setpassword
Maximum T Employment capacity 100 9% e Te o
prﬂjecj ; _@ 03 - Create time booking
capability _
Date hired TR d dat wg¢ 05 - Recalculate time accounts

al Ire mployment end date 1 i

03112009 |CoiRg | 4% 07 - Display time bookings

Owvertime 0l h [El‘] 0B - Generate report data
i 4g¢ ShowinitiatedWorkflows
:{?;;Eg{‘l 8| d 1g# ShowUserPrefs

Mitarbeiter Batzeck Klaus

E @ @ @ E |03—Zeitbuchung hinzufiigen j

e - Akt Fiih
stammblatt Adresse Kommunikation @ Sonstiges Alle mnaus@
Interner Schlissel |5

Kostenstelle | Geschaftsfiihrung =]

“errechnungssatz 1 I BE.00 EUR

... the appropriate dialog is opened.

Meue Feitbuchung

Gleitzeit 1.3 h

Urlaub 18.5d

Buchungsdaturm I

Zeitumfang I 0k

(stunden)

Zeitumfang I 0 g

(Tage]

Quell-Konto | j

Ziel-Konto | Gleitzeit |

Witarbeiter Batzeck Klaus

Bemerkung =]
=

Ausfihren Ahbrechen
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In the following example, an employee is paid 1 overtime hour on 01012009. This amount must then
be debited from the flexible time account.

Meue Zeitbuchung

Gleitzeit 13h

Utlaub 18.54d

Buchungsdatum IED_DE.EDM

Zeitumfang I 1k

(Stunden)

Zeitumfang I 0 g

(Tage)

Quell-Kaonto |Gleitzeit j

Ziel-konto |Ausbezahlte Zait v |

Mitarbeiter Batzeck Klaus

Bemerkung =]
[~

Ausfiihren Abbrechen

After clicking “Perform”, the flexible time account is reduce from 000 hours to 000 hours.
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2025/04/19 02:35 7/13 3.11.07 Working Time Administration (continued)

Mitarheiter Batzeck Klaus

E @ @ @ B IDS—Zeitbuchung hinzufiigen j E

stammblatt Adresse Kommunikation @ Sonstiges Alle

Buchungsdatum Urlaub |=2p g5 20p4

Interner Schlisszel IE
Kostenstella IGeachéﬂSfUhrungj
“errechnungssatz 1 IW ELR
“errechnungssatz 2 I— ELR
Berechnungssatz I— ELR
Monatsgehalt Im ELR
Jahresgehalt Im ELR
Anzahl Monatsgehalter | 12
Geburtstag IW
Einstellung M
Wlax. Kapazitat |—5|:| o
MWax Arbeitszeit I—mn 5,
Uberstundenkonto I—D h
Urlaubskonto |—135 d
Glaitzeit ED
Sonderstunden |—|j| h
Ausbezahlie Feit |—1 k
Buchungsdatum IW
Llberstunden

I—
Buchungsdatum IM
Gleitzeit
Buchungsdatum IM
Sonderstunden
Rickerfassungsgrenze I— oz
Bank
“ertrige (13

(M16-1 Batzeck K...04 31.10.2004 21 6-2 Batzeck Klaus 01.11.2004

The individual posting can be displayed using the action “Display time booking” in ...
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Mitarbeiter Batzeck klaus

E @ @ @ E ID?—Mitarbeiterzeitbuchungen anzeigenj

Stammblatt Adresse Kommunikation @ Zonstiges Alle

Interner Schlissel IE

Kostenstells IGeschéﬂsthrungj

“arrechnungssatz 1 IW ELR

“errechnungssatz 2 I— ELR

Berechnungssatz I— EUR

hMaonatsgehalt Im EUR

Jahresgehalt Im ELR

Anzahl Monatsgehalter I 12

Geburtstag [23.0471977 O

Einstellung ||j‘|_|:|5.2|:||:|4 = =

hlax. Kapazitat I B0 e
hax. Arbeitszeit I 100 2,

Uberstundenkaonto I 0 h
Urlaubskonto I 185 4
Gleitzeit I 0.3 K
... a return list.

x B 2 Suchergebnis

E @ |EI1 -Reportaker j E

Marme |Mitarbeiterzeitbuchungf'u'rMi

gefunden 5] B4 e 109 I—

r D‘:E:I[ﬂMitarheiterzeithuchung 5-1 Urlaub zu Beginn

r EEE] Mitarbeiterzeitbuchung B-2 Effasste Gleitzeit bis 20.05.22004

r EEI FlMitarbeiterzeitbuchung B-5 Buchung Extern - Gleitzeit 20.05.22004

| D‘:E:l M hitarbeiterzeitbuchung B-4 Buchung Gleitzeit - Aushezahlte Jeit 20.05 2004
r EEE:I 51 Mitarbeiterzeitbuchung B-3 Buchung Gleitzeit - Aushezahlte Zeit 20.05.2004

Akkion ausfihren
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2025/04/19 02:35 9/13 3.11.07 Working Time Administration (continued)

Mitarbeiterzeitbuchung B-4 Buchung Gleitzeit - Ausbezahlte Zeit 20.05 2004

E E @ @ |Eiuu::hungsdatum setzenj E

titarbeiterzeithuchung IE_q

Bezeichnung |Buchung Gleitzeit- Ausbezahlte Zeit 20.05.2004
Mitarbeiter Batzeck Klaus

Erfassungsdatum o9 052004 [21:24:06

Buchungsdatum |2|:|_|:|5_2|j||]4

Menge I 1

Zeitkanto Aushezahlte Zeit

Zugehdrige Buchung  B-3 Buchung Gleitzeit - Ausbezahlte Zeit 20.05.22004
Bemerkung =]

[~

For incorrect entries, all entries which have been automatically generated can be deleted for the
selected employees. In the following example, automatically generated time entries for the employee
Jane Conner are deleted and the account is reset using the action “empty time buffer”.

Mitarbeiter Batzeck Klaus

E @ @ @ = | DG - Zeitpuffer leeren | E%
Akkion ausfihren

Stammblatt Adresse Kommunikation @ Sonstiges Alle
Interner Schlissel |5
Kostenstelle | Geschaftsfiihrung =]

“errechnungssatz 1 I BR,00 EUR

Now, only manual transfers (paid out time) are still in the system, which can be displayed using the
action “Display time bookings”.
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Mitarbeiter Batzeck Klaus

E @ @ @ B |IZI.'='—Mitarbeiterzeitbuchungen anzeigen | E
Stammblatt Adresse Kommunikation & Sonstiges Alle

Interner Schlissel |5

kostenstelle | Geschaftsfiihrung =]

Werrechnungssatz 1 Iﬁ EUR

“errechnungssatz 2 I— ELR

Berechnungssatz I— EUR

Monatsgehalt Im ELR

Jahresgehalt Im ELR

Anzahl Monatsgehalter I 12

Geburtstag IW

Einstellung IW

Max. Kapazitat I—ED %,

Max. Arbeitszeit I—mn 5,

Uberstundenkonto I— h

Urlaubskanta I— 4

Gleitzeit I— h

Sanderstunden I— h

Aushezahlte Zeit |—1 h

Buchungsdatum I—

LIberstunden

Buchungsdatum Urlaub I—

Buchungsdatum I—

Gleitzeit

Buchungsdatum I—

=onderstunden

The account balance which refer to the accounts vacation, flexible time and special hours can be
viewed centrally in a function. Each employee can check this data in the Time Tracker and thus has
direct access to the remaining vacation entitlement and the overtime/undertime.

On the function bar in the menu item “Working Time Management”, the functionalities “Show Time
Accounts” and “Book Time Accounts” can be performed.
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Menu <

Menu =
—4 ‘Query Manager
Iﬁ Mavigate document
[ -7 Administration
& [C] Tracking and Recording
=5 Working Time Management
[=] Show Time Accounts b
[=] Book Time Accounts
& o Products
[=] Statusreport
[+ @ Mo running approvals
=] New mail: 64

In the following example, for various selected employees,

REEP B0 B Eoemme)s

Ende [sogzons | [ [ Ausfiihran |

Mitarbeiter
4
Unit [ =l

... the account balance for 01012009 can be displayed.

XEEP EO B

Ende 502005 | (4 [ Augiiihren
W

Mitarheiterl

[
v

r & MBatzeck Klaus
R EFranke Helene
R ETolker Jan

Unit | =]

In the overview, the account balance for flexible time and vacation can be displayed for selected
employees.
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XEER KE B

Zeitkonten Mitarbeiter

Mitarbeiter Gleitzeit|Urlaub|Bemerkung
Tolker Jan gooa) 120
Franke Helene| BO,00 20
Batzeck Klaus| -16,00 a5
12400 228

Posting time accounts can also be performed centrally for all employees. Using the timed action
service, all posting for the employees can be performed periodically and using the functionality 'book
time accounts” posting can be performed manually.

In the following example, posting for a selected employee is performed on 01012009.

(4]  seruerzsit 26.8.2008 4793 [} ‘ ﬂﬁ:! : u

= [BE] Menii

+ ] Mini-Kalender Ende [31oeo0s | (4 [ Ausfiihren |

* & Abfrage-tManager titarbeiter j
*'f5 Dokument navigieren ﬂ

* [ Einstellungen
* 3 Administration Unit | |
* [ Schnittstellen

* [ Erfassung

~ 3 Arbeitszeitveraaltung

=+ Konten Anzeigen

+ |<onten RBuchen
* 9 Produktmargement

After clicking the “Perform” button, a dialog for ...

XEER BED

Ende  [3rp2005 (4 (2 Aupfiihren
&3

Mitarbeiter

[
v

r 8 MBatzeck Klaus
r 2 ElFranke Helene
r & ElTolker Jan

Unit [ =]

the posting status of each employee is displayed.
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2025/04/19 02:35 13/13 3.11.07 Working Time Administration (continued)

xXEER RE B

Ok Mitarbeiter Batzeck Klaus
Ok Mitarbeiter Franke Helene
Ok Mitarbeiter Tolker Jan

Note: If the stored date in the calendar “vacation entitlement expires” is reached, the excess amount
of the annual vacation entitlement is cut off (the appropriate posting is created and recorded). The
procedure for overtime or special hours is the same for which the limit of the permitted maximum is
exceeded.
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