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3.1 Personnel Management

Personnel management refers to the orientation of a company towards its in-
ter- nal and external employees and the systematic design of the correspon-
ding processes. The personnel management in Projectile consists of the masks
"Activities", "Employees", "Employee Contract", "Bookings" and "Units".

< Wed, 04.08.2021 kW31 & schaubPeter @ (D [EIRINCET It iRt L L L L T R mSearchm Dﬂcumentwn
«“ L1 2] start page ST =
I 4% Administration

> K40 Customer relationship manage...

4 2 Human resources
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8 Employee contracts
" Absence registration Extras 3

b | Working time accounts & Request absences (& Time tracker
& Organization structure Create {5 Matrix-TimeTracker
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4 ﬂz Chart
> [£] Queries
[ Lock time tracking Evaluate
b & Project management >
I ' Purchasing and procurement Queries
I 99 Offer and order —
b () Tracking
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I 1@ Ticket management
[ %] Risk management
4 Query manager
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=
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q

"Last week
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"01.082021 |o/
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The main menu "Personnel” contains, among other things, the entries for "Em-
ployees", "Employee Contracts", "Organizational Structure" and "Activities".
Here the user can (depending on the authorisation) search in the existing per-
sonnel data, view, change and also delete data.

< Wed, 04.08.2021 KW31 S schawrpeter @ (D[RR s L L L e LR nSearch--- Document typs
“« L3 | X 04.08.2021 12:41:46 (28 Results) X £ Employee Jahnke Kevin Dy =
> & Administration (IR} Sk & R & Filter... B (=) Document~ Edit~ View~ Back references~ Actions v
D tionship manage... ——
> Bl Qustomer rela P Name First name Personne|| General data ‘ Addresses & Communication ‘ Working Time skill | Misc |
4 2 Human resources = .
2 * | *Beratung A - Basic information
2 A Personnel | 001
8 Employee contracts 3| *support A
1 Absence registration 7 . head E number
" Working tme accounts SHEN T e = e =
& Organization structure @) Bl s s o Name | Jahnke First | Kevin
4 Occupations ® 7 Extshit 3 name
G Hourly rates S (S Heiner 03 Note
" ":'o‘“ 9 Jahnke Kevin 001
> [ Queries 10 Jansen Heidi
[~ Lock time trackin =l Organization
. 18 ot tara o0z Employee status | Fixed < Function Entwickle >
I (& Project management 12| Ktousen Pz ployee [ N D": " N
b & Purchasing and procurement 13| Maier Gabi Current location ‘Berﬁn i Cost >40 - Entwicklung v
I 99 Offer and order . " = center
b (¥ Tracking Supplier =
> i o 1 HR Module =
= Billing bl Unit b~  Description Activ. Unit managers
D
> 18 Ticket management 1 1 Entwickiung Dohle Hannah, ..
> % Risk nagement
- fskma Search for Employees 2 Support Jahnke Kevin
4 Query manager
A Fier 20 Otto Frauke
= -
[ Team calendar 21| Pfisterer Rene E Open an Employee from the Hit List
"?El"“’ arket 22 Raber Olivia
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More information about the "User Interface" and "Search and Find" can be
found in part 1 of the help.

3.2 Occupations

The occupations in Projectile are the basis for internal cost accounting, billing
and, if necessary, resource planning. The internal and external hourly rates as-
signed to these activities serve as the basis for determining internal costs and
billable activities.

In the following example, a new activity is created, assigned internal and
external hourly rates, and subdivided. After creating a new task ...

< Wed, 04.08.2021 KW31 2 schawbpeter @ (O [ IRINEC R e i S E e D L D L S T D LR msearch--- Document typ:
«“ & | X 4 occupation 2 D
I ¥ Administration [E Document~ Edit~
I K8 Customer relationship manage... Generat data ||| Misc |
4 2 Human resources
a Employees @ -/ Basic information
£ Employee contracts Description
. Absence registration External hourly EUR
| Working time accounts rate
& Organization structure @ | Internal hourly rate EUR| Production cost hourly rate EUR
4 Occupations Active = Travel times
., Hourly rates ® !
Unit 4
> il Chart
b [=] Queries Note
[ Lock time tracking
> & Project management = Structure
b &l Purchasing and procurement Parent occupation
> 23 Offer and order i jons | [0 | 4%~ Descripti External hourly rate Intemal hourly rate Note Activ
b ¥ Tracking
" € Billing
I 1% Ticket management
> | Risk management
4 Query manager
Uk Filter
‘: Team calendar
3£ Info market

=

... the internal and external hourly rates are entered and the record is saved.

X 4 Occupation Consulting L=
&* Document~ Edit~ View~ Back references +

General data ‘ Misc

- Basic information
Description Consulting

External hourly 150,00 EUR
rate

Internal hourly rate 75,00 EUR  Production cost hourly rate EUR
Active Travel times

Unit v

Note

- Structure
Parent occupation

Subordinate occupations  [7] - ¢~  IntemalKey Description External hourly rate Intemal hourly rate Note Activ
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Occupations can also be further subdivided (for more detail). In the following
ex- ample, the activity "Consulting" consists of three subordinate activities "Ju-
nior", "Senior" and "Manager". With the help of the functionality "New" in the
field "Sub-activities" a subordinate activity is created, ...

X 4, Occupation Consulting B =
[E [ & Document~ Edit~ View~ Back references ~
General data | Misc | Subordinate occupations

- Basic information I New

Description Consutin (") Copy

External hourly [ﬁ Paste

rate (=) Remove

Internal hourly rate 4 Find on cost hourly rate EUR

Active & prnt Travel times

Unit (il Report

T - & ListToDock

1 ] ToOverview

-/ Structure (B |e=

Parent occupation ‘ Filter...

Subordinate occupations ‘ InternalKey ' Description External hourly rate Internal hourly rate Note Activ

... filled out and saved. To create further subordinate activities, you can ...

X 4, Occupation Consulting D=

BR& Edit~ View v Back references +

General data | Misc

- Basic information
Description Consulting

External hourly 150,00 EUR
rate

Internal hourly rate 75,00 EUR  Production cost hourly rate EUR
Active Travel times

Unit =

Note

- Structure
Parent occupation
Subordinate occupations  [7] - ¢~  IntemalKey Description External hourly rate Intemal hourly rate Note Activ

... the action "Duplicate Document" can be used. This action creates a duplica-
te on the same level.
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X 4, Occupation Consulting D
BR& Edit~ View v Back references +
General data [ save the document '
- Basic in |34 Delete the document
Description &, Copy this document to the dock
External ho (=) Print this document

rate [:D Copy document
Internal ho' Create a new document from this template rroducﬁon cost hourly rate EUR
Active [T Add to collection » Travel times [
Unit <
Note
- Structure
Parent occupation
Subordinate occupations ¢~  IntemalKey Description External hourly rate Intemal hourly rate Note Activ

In this way, two duplicates of the subordinate activity and ...

X 4, Occupation Consulting - Junior D
[E (& & Document~ Edit~ View~ Back references ~

General data | Misc
-/ Basic information
Description Consulting - Junior

External hourly 120,00 EUR
rate

Internal hourly rate 69,00 EUR  Production cost hourly rate EUR
Active Travel times [

Unit =

Note

- Structure
Parent occupation Consulting
Subordinate occupations 2~ IntemalKey Description External hourly rate Internal hourly rate Note Activ

. after closing the masks for the subordinate activities, the mask for the acti-
vity "Consulting" contains the three subordinate activities "Junior", "Senior"
and "Manager" with the corresponding internal and external hourly rates.
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X 4, Occupation Consulting
[E [ & Document~ Edit~ View~ Back references v

General data | Misc

- Basic information

Description Consulting

External hourly 150,00 EUR

rate

Internal hourly rate 75,00 EUR  Production cost hourly rate EUR

Active Travel times

Unit <

Note

- Structure

Parent occupation

Subordinate occupations  [7] i~  IntemalKey Description External hourly rate Intemnal hourly rate Note
14 Consulting - Junior 120,00 EUR 69,00 EUR
2|5 Consulting - Senior 150,00 EUR 69,00 EUR
3 6 Consulting - Manager 150,00 EUR 69,00 EUR

e E &

v

D%

The external hourly rates of activities can be overridden for defined customers
and projects. This function is used if there are different allocation rates for in-

dividual customers:

> 3 Company CSH Consult AG

[H @& /1 [ & Document~ Edit- View~ Backreferences - | Actions =

| Generaldata | Marketing | Sales | Addresses & Communication | Finand "o Create customer-related external prices

- Basic information I 4 Create customer-related occupations l
Abbreviation CsH Category | Custome | | Create invoice
Company name Consult AG

[ Create project
~ [3r Create supplier contract

0ld company Consult Holding AG
name 1 Create ticket
Blocked B Reason for blocking " Display customer-related external prices
Note 1 . Display customer-related occupations
., Bxport VCard
+ Structure " Open Contact manager
= Print letter
= Contact person & Toagle blocked
[[] b~  salutation Title Last name « First name  Function et — S ——ddress
] 1 Mrs. Dr. Nahl Lisa Geschaftsfuhrung | 089 / 7312-100 089 /1220120  nahl@consult.de
|:’ 2| M Doctor L.. = Sander Peter Geschaftsfuhrung = 089 / 73 13 105 0172/ 6790 760 = sander@consult...
©) +4989 7300100

Da=

Note: For individual projects, both the "standard" activities and the customer-
related activities can be overridden using the "Project-wise activities" (see Part

5).
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3.3 Employee

The employee administration in Projectile is used for internal employees (per-
manent staff), external employees (and/or freelancers) and so-called generic
resources ("abstract employees"). Among other things, information about the
employees, their authorizations in the system, cost rates and cost centers,
overtime and vacation entitlements are managed here.

In the following example, a new employee is created, the organizational units
and activities are assigned, and an employee contract is created.

«“ 21 | X & employee 35 D=
# Administration [H (& Document~ Edit~ View~
3 Customer relationship manage...
4 5 Human resources

General data || Addresses & Communication | Working Time Management || Skill management | Misc

8 Employees E = Basic information
8 Employee contracts Personnel
Absence registration xarien
Working time accounts EoLRE Title
&% Organization structure @ | Name First name
%, Occupations @1 | Note
. Hourly rates ®
ks Chart
] Querles = Organization .
[ Lock time tracking LT Fixed Gl
(& Project management status -
(8 Purchasing and procurement Current location ' Baden-Wiirttemberg Cost.
93 Offer and order center
{3 Tracking Supplier
€/8Billing Unit [7] 4~ | Description Activ Unit managers
1@ Ticket management

%) Risk management = Technical information

‘; S:'N maneger Active user '
Login
= Team calendar gl L
52 Info market Default user role | Gruppe 09 - Mitarbeiter (intern) £
= Forum User language | German
Sticky Notes @ | Locale Tde
""‘5 9 GUL

When all information has been entered on the "General Data Sheet" tab, the
document is saved.

X £ Employee Schneider Maria SR
Q}.D () Document- Edit~ View~ Backreferences~ Actions -

General data ‘ Addresses & Communication | Working Time Management H Skill management H Misc ‘

= Basic information

Personnel 45
number
Salutation Mrs. Title
Name Schneider First name | Maria
Note
= Organization
Employee Fixed Function
status
Current location | Baden-Wirttemberg Cost
center
Supplier
Unit [T] <%~ | Description Activ Unit managers

= Technical information
Active user
Login MSchneider
Default user role | Gruppe 09 - Mitarbeiter (intern) £
User language English
Locale de
GUI
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In the example a new employee "Maria Schneider" is created. This employee is
active (i. e. allowed to log on to the system) and receives the login "mschnei-
der". The employee can then use this ID to log in to Projectile.

X Options (6 Results) X £ Employee Schneider Maria D=
+  Include selection POV Sk & R & A [H[@ & 1 (&) Document~ Edit~ View~ Backreferences~ Actions >
] Description Activ Unit managers Cost center General data || Addresses & Communication | Working Time Management | Skill management || Misc |
[[]' 1 Beratung [l | Schmidt Norbert | 300 - Beratung Bl atn
[[] 2 Entwicklung B Dohle Hannah, ... = 200 - Entwicklung =~ pr o
[l 3 Ama1 B Schmidt Norber... 150 - Geschifts... - | p
Cut
4 - 1 L
o Loz |6 LDl Salutation Mn[:_] Copy Title
7] 5| Holding ¥ Schmidt Norbert 150 - Geschifts... — = -
B| 6 support I | Jahnke Kevin 400 - Support L K@ pese ! RS | o
Note (=) Remove
 ESre—
Print
= Organization : | @ 5
Employee Fixe il Report Function
&, LUstToDock
- [@] ToOverview E
Current location | Bad Cost
& Clear center
Supplier T |Fiter..
Unit |} . Description [ Activ Unit managers

= Technical information
Active user
Login MSchneider
Default user role | Gruppe 09 - Mitarbeiter (intern) |
User language English
Locale de
GUI

Any number of organizational units can be assigned to the employees after sa-
ving. This assignment is made using the "Find" action in the "Unit" field.

X £ Employee Schneider Maria D=
BB*D @ Document = Edit~ View = Back references » Actions ~

| General data | Addresses & Communication | Working Time Management | Skill management || Misc

= Basic information
Personnel number 45

Salutation Mrs. Title
Name Schneider First name | Maria
Note
= Organization
Employee Fixed Function
status
Current location  Baden-Wirttemberg Cost
center

Supplier
Unit [] <%~ | Description Activ Unit managers

| 1 Holding [7] | Schmidt Norbert

0 2 Support [7  Jahnke Kevin
= Technical information
Active user
Login MSchneider

zl::'::g:le (E;rr‘::): 09 - Mitarbeiter (intern) |
The assignment of the organizational unit(s) has not only informative charac-
ter, but also direct influence on the authorization system. In the standard versi-
on of Projectile, the head of a wunit can access "his" employees.

Further information can then be stored in the "Addresses & Communication"
tab:
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X £ Employee Schneider Maria D=

[H @ & [ (& Document~ Edit~ View~ Backreferences~ Actions~

| General data IMﬂmlOommunlnﬂon I\ Working Time Management | Skill management | Misc

= Address

Street | An der Brunnenstube 25

Postal code | 55120 City | Mainz
Country Germany

= Communication

Phone number +496131 6276813
Mobile number +49160 12627613
Email Address m.schneider@firma.de il

®

The "Working Time Management" tab will later be used for "Employee Con-
tracts" (see Section 3.4) and in the "Skill Management" tab, activities for the
suggestion system in Project Planning/Resource Planning can be stored, among

other things. The assignment of the activities to the employee ...

> Options (17 Results) X £ Employee Schneider Maria D=
¢ incudesdecn Y[V Sk & R [Fiv |[F @R & I O Document+ Edt~ View- Backreferences - Actions ~
[} Description External hourly rate Inter | General data | Addresses & Communication || Working Time mn;g.nnnt' Skill management | Misc |
[Fl| 1| Berstung 125,00 ELR = Professional skills
7] 2| Beratung - Junior 100,00 EUR

[T] | &~ | Internalkey ~ Description External hourly rate Internal hourly rate Activ Note
[7] 3 Beratung - Senior 150,00 EUR

Professional skills —

[[] 4 Consulting 150,00 EUR
1| 5| Consulting - Junior 120,00 EUR ss & ot
]| 6 Consulting - Manager 150,00 EUR m D comy
[7] 7 Consulting - Senior 150,00 EUR D) paste
[7] 8 Dokumentation 90,00 EUR J (=) Remove
[1 9 ineme Tatget omeuR & e |

g Print et
7] 10 Programmierung 105,00 EUR 1S I
[7] 11 Programmierung - Datenbanken 100,00 EUR il Report
[ 12 Programmierung - Java 120,00 EUR -0 & ListToDock t
[7] 13 Programmierung - XML 90,00 EUR Subj [ ToOverview
[7] 14 Project Management 150,00 EUR Mani (@ Clear
[7] 15 Schulung 125,00 EUR skills =
7] 16 Support 50,00 EUR 1 B
[7] 17 Testen 90,00 EUR = IT skills

Databases

Programming

Network

Administration skills

... Is done analogous to the procedure of the unit assignment (field "Activities" -
"Find" - select activities - confirm entry).

In the following example, four activities have been assigned to the employee
and in the project plans, this employee is then optionally proposed for all work
packages with one of these activities.

X £ Employee Schneider Maria DR=

BB‘D @ Document = Edit~ View = Back references » Actions ~

| General data || Addresses & Communication | Working Time Management | Skill management | Misc

= Professional skills

"1 s~ | internalkey « | Descrption External hourly rate Internal hourly rate Activ Note
B 1|2 Consulting 150,00 EUR 75,00 EUR | [
B 2|5 Consulting - Se... 150,00 EUR 69,00 EUR W
m] 3 PM Project Manage... 150,00 EUR 95,00 EUR [l
B 4 SuP Support 90,00 EUR 56,00 EUR  [WI
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3.4 Employee Contract

The "Working Time Management" tab contains, among other things, the wor-
king time contracts of employees. The contracts are used to map employee
transaction data such as the contract term, vacation entitlement, flextime buf-
fer, daily wor- king times, maximum availability for projects, or the internal
hourly rates for costing. The contracts have a defined validity. If no valid con-

tract is assigned, the system uses the employee administration master data.
Once defined, con- tracts can only be deleted or limited.

In the following example, a new contract is created for Maria Schneider. The
action "Add contract" is executed in the actions of the screen:

X £ Employee Schneider Maria

Lye=

[ (@ & 1 (& Document~ Edit~ View~ Back references ~ | Actions »
| General data | Addresses & Communication | Working Time Manag. j DataProtection ) | Misc_

Maximum Project I 100 % Maximum target L Create time booking

Availability &5 Dispay time bookings

Date hired v ] Date of lea FCrmmes

‘Overtime regulations 1 Set password

(i 4 Show nitiated workflows

= Contracts COEEIECETS

[] 4+ Startofcontract~ Contractend  Location An U Show user prefs tond Planned time Tuesd Planned time Wedn Planned time Thurs Planned time Friday

= Performance review

0| &~ Date ¥  PersonalResponsibl Topic TDD: Content Goals Note

® 0

= Lending of working capital
[] ¢~  Equipment From To  Note

®

= Meetings

O g~ Wda Title Topic From To

[C] 00006 06.08.2021 10:13 = 06.08.2021 10:13

Preassignments are used in the contract (based on the employee's assigned ca-
lendar).
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X £ Employee contract ID 35-1

Rn=

[ Document ~
| Generaldata | Misc

= Basic information
Contract number | 35-1

Employee [Schneider Maria

Current location 'Baden-Wﬁmembag

Start of contract *M[ Contract end ® [
Annual vacation d Vacation for limited d
period
Max flexible overrun | 40h Min flextime underrun h
Max special time 20h Min special time h
Period "Monthly non-tariff contract ]
= Utilization
Maximum project availability r 100 % Maximum target time r 100 %
Pianned time Monday [ 8h
Planned time Tuesday [ 8h
Planned time Wednesday 8h
Planned time Thursday | 8h
Planned time Friday [ 8h
Planned time Saturday h
Planned time Sunday h
Planned time sum r 40 h Wofldngdavspe' 5
week

After the remaining key data of the contract have been entered (here the con-
tract start on 01.11.2019 and the annual holiday entitlement of 30 days), the
contract is saved. Most of the fields are now read-only (because of the booking
systems for flextime and vacation).

X £ Employee contract ID 35-1 Schneider Maria 01.11.2019 D=

‘ Document ~  Edit ~ View ~  Actions ~
| Generaldata | Misc

= Basic information

Contract number 35-1 Employee | Schneider Maria Current location  Baden-Wirttemberg

Start of contract 01.11.2019 Contract end
Annual vacation 30d Vacation for limited

period
Max flexible overrun 40 h Min flextime underrun h
Max special time 20h Min special time h
Period Monthly non-tariff contract [l

= Utilization
Maximum project availability 100 % Maximum target time 100 %
Planned time Monday 8h
Planned time Tuesday 8h
Planned time Wednesday 8h
Planned time Thursday 8h
Planned time Friday 8h
Planned time Saturday
Planned time Sunday
Planned time sum 40 h Working days per 5
week

Note: For fixed-term contracts, the end of the contract can/should be filled in
and then the field "Total vacation entitlement" (vacation entitlement for the
defined period) can also be used.

In the tab "Misc" you can also enter the time-related external hourly rate (not

available in every version) and the time-related internal hourly rate. This inter-
nal hourly rate also has the highest priority system-wide for the determination
of project costs.
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X £ Employee contract ID 35-1 Schneider Maria 01.11.2019 Bn=

[H & Document~ Edit~ View~ Actions~

| Generaldata | Misc |

External hourly rate | BAT 7
Internal hourly rate 68,50 EUR
Monthly salary EUR

Number monthly
salaries

Annual salary EUR
Note

Rentability %

If basic parameters of the contract change, an employee leaves the company
or in the case of fixed-term contracts, it is necessary to set the end of the con-
tract (action in the contract "Set Date").

< ContractDuration

Please insert Contract Duration

Begin [01.11.2019 @ [

End (06082021 |
oK

If a follow-up contract is then to be created in the employee, the action "Add
contract" is executed again ...

X £ Employee contract ID 35-1 Schneider Maria 01.11.2019 De=

[E & Document- Edt~ View- |Acions= |

| Generaldata | Misc | b Delete contract

Extenal hourly rate  BAT 7

L = Set date
Internal hourly rate g o

Monthly salary [ EWR|
Number monthly [ ‘
salaries

Annual salary EUR

Note

Rentability » %]

... and the system copies all relevant information from the "previous contract".

The changes are then made (in the example, a reduction in working time on Fri-
day) and the contract is saved.
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X £O Employee contract ID 35-2 ERse=

[E Document »
| Generaldata | Misc |

= Basic information

Contract number 352 Employee [Schneider Maria Current location 'Baden-Wilrttemberg
Startof contract  [07.08.2021 | ® [ Contract end om
Annual vacation | 304 Vacation for limited d
period
Max flexible overrun | 40h Min flextime underrun h
Max special tme | 20h Min special time h
Period TMonthly non-tariff contract ]
- Utilization
Maximum project availability r 100 % Maximum target time r 100 %
Planned time Monday r 8h
Planned time Tuesday r 8h
Planned time Wednesday | 8h
Planned time Thursday r 8h
Planned time Friday r 5h
Planned time Saturday h
Planned time Sunday h
Planned time sum r 37h Working days per | 5
week

The employee now has two contracts - full time, 40 hours per week until
06.08.2021 and then 37 hours:

X £ Employee Schneider Maria DR=

[H (@ & 1 () Document~ Edit~ View~ Back references~ Actions ~

| General data || Addresses & Communication | Working Time Management | Skill management || Misc

= Availability

Maximum Project 100 %  Maximum target time 100 %

Availability

Date hired o[ Date of leaving o3

‘Overtime regulations

Records times
= Contracts
[7] b~  Startof contract « Contract end  Location Annual vacation  Planned time Mond Planned time Tuesd Planned time Wedn Planned time Thurs Planned time Friday
] 1 01.11.2019 06.08.2021  Baden-Wiirttem... 30d 8h 8h 8h 8h 8h
] 2 07.08.2021 Baden-Wirttem... 30d 8h 8h 8h 8h 5h

3.5 Time Bookings

Once the employee contracts have been defined, working time management is
ready for use. The corresponding data (working times, leave, and so on) for
the time accounts now comes from the working time recording function.

Attention: With the action "Post time accounts" the time accounts can be
fixed at any time. This means that the time accounts can no longer be edited
until the selected date!

In the following example the time and vacation account of the employee
Schneider is to be edited. With the help of the action "Add time booking" ...
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X £ Employee Schneider Maria

[H [ & 1 & Document~ Edit~ View~ Back references ~ | Actions =

| General data | Addresses & Communication | Working Time Manag: . DataProtection » H Misc |

[ = Avallability - Add contract L
Maximum Project 100 % Maximum target
Availability ) ) e
Date hired oM Date of lea B Georern .
Overtime regulations L & set
Records times.

4 Show initiated workflows
[~ = Contracts 4 L] e

[] b~ Statofcontract + Contractend  Location An % Show user prefs fond Planned time Tuesd Planned time Wedn Planned time Thurs Planned time Friday
B 1 01.11.2019 06.08.2021  Baden-Wirttem... 30d 8h 8h 8h 8h 8h
B 2 07.08.2021 Baden-Worttem... 30d 8h 8h 8h 8h S5h

... can then be booked for hours (for the flexitime account) or days (for the holi-
day account). In the example, 12 hours are posted from "nothing" (source ac-
count) to the target account "flextime" on the posting date 06/08/2021. This
means that employees receive an additional 12 hours on the posting date in
their flextime account.

< Employee timeaccount change

Flexible time -3568.0 h
Vacation 65.0d
Booking date "06.08.2021 @[
Amount time
AmountTimeDays 0d
From account
To account Flexible ime
Employee Employee Schneider Maria
Note

Perform Cancel

Note: Projectile only supports "positive bookings"! If hours are to be debited,
the source account is set to "flextime" and the target account is empty.

In the next example, 2.5 days of "nothing" (source account) are booked to the
target account "vacation" on the booking date 01.11.2019, i.e. the employee
gets 2.5 additional days to her vacation account on the booking date.
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X & Employee timeaccount change

Flexible time -3568.0 h
Vacation 65.0d
Booking date "06.08.2021 @[

Amount time

AmountTimeDays

From account »
r
To account  Vacation
Employee 'Employee Schneider Maria
Note '
Perform Cancel

Note: Projectile only supports "positive bookings"! If holidays should be debi-
ted, the source account is set to "holiday" and the target account is empty.

Further remarks:

The account information of employees can be viewed centrally in the personnel
menu under "Time accounts (book and display)". However, posting should only
be carried out in close coordination with the administrator, as it cannot be re-
versed easily. In addition, the data can also be evaluated in other evaluations
(for example, the employee evaluation - "Project time internal/external™).

Each employee can view "his" flextime and vacation status in the timesheet,
among other things.
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3.6 Units

The mask "Unit" manages the organizational structures of the company. Usual-
ly, departments and teams (in the case of holding companies also companies
and locations) with the corresponding employees are defined here. These units
are used (analogous to the projects) as a basis for the local authorization sys-
tem (see also Administration Guide). They can also be used to assign projects
to organizational units.

“ 8 [X 4 unit7 Da=
# Administration [H Document~ Edit~
9 Customer relationship manage...
4 5 Human resources
& Employees
£ employee contracts
Absence registration
| Working time accounts
&) Organization structure
4 Occupations
., Hourly rates
(s Chart = Structure
|| Queries Parent unit |
[ Lock time tracking Subordinate units ] s~  Description « Unit managers Active
(5 Project management
' Purchasing and procurement
93 Offer and order
18 Tracking
€ Billing
14 Ticket management = Unit members
| Risk management [[]| &~ | Firstname Name Work phone Mobile number  Email Address
. Query manager
- Fitter
4 Team calendar
42 Info market
2 Forum
Sticky Notes O]
<. settings

General data ‘ Misc

0} = Basic information

Description

Cost Active
center

Note

@ of@]

= Unit managers
[C]| b~ | First name Name « Work phone Mobile number Email Address

The "Units" are created and subdivided in the same way as the "Occupations"
(see Section 3.2). After creating the "topmost" unit, the subdivision can be
made in the field "subordinate units". The action "Duplicate document" should
also be used for units on the same level.

The following example shows the unit "Company 1". This unit does not repre-
sent the "top" level (this is the unit "Holding" - see field "Parent unit"). Compa-
ny 1 has a unit manager and four directly assigned employees and is itself
again divided into "Firm 1" and "Firm 2":
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X b Unit Holding
[H @ & Document~ Edit~ View -

General data | Misc

Da=

= Basic information
Description | Holding

Cost 150 - Geschaftsfiihrung Active
center

Note

= Structure
Parent unit

Subordinate units ] s~  Description « Unit managers  Active

] 1 Fim1 Schmidt Norber... @
] 2 Fim2 Klatt Maria &
= Unit managers
[C] &~  Firstname Name « Work phone Mobile number Email Address
] 1 Norbert Schmidt -20 norbert.schmidt...
= Unit members
[C] &~  Firstname Name « Work phone Mobile number  Email Address
= 1 Maria Schneider +496131 62768... +49160 126276... m.schneider@fi...

3.7 External and Abstract Staff

External employees are initially created like internal employees. The main dif-
ference is the employee status ("External Employee"). An employee contract is
usually not created and in some versions the external employee is also assig-
ned to a vendor:

X £ Employee Shift AG

b=

[H @ & 1 (& Document~ Edit~ View~ Back references~ Actions ~
General data &C I Time || swin || misc |

= Basic information

Personnel

number

Salutation Firm Thie

Name Shift AG First name

Note

= Organization

Employee Abstract Employee Function |

status

Current location ' Baden-Wiirttemberg Cost |

center

In practice, abstract employees (generic resources) are often used as "place-
holders" in resource planning. In Projectile, such an employee is indicated by
the employee status ("Abstract employee").
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X £ Employee Java

Da=

[H @ & 1 (& Document~ Edit~ View~ Back references~ Actions ~

| General data | &G I Time || stan || misc |
— = Basic
Personnel [ ‘
number
|Firm TMe‘
Name iJava ‘ First name[
Note ‘
— = Of
Employee Abstract Employee Function |
status
Current location | Baden-Wiirttemberg Cost|

center

If this type of employee is not used as a mere placeholder, for example to as-
sign a task to a certain group of employees, the optional team planning can be
used. Here, "real" employees and their share of the generic resource are assig-

ned to the abstract employees.

This assignment can be made on the "Work Time Management" tab in the

"Team" frame.

X £ Employee Java

Dr=
M @ & 1 (& Document- Edit~ View~ Backreferences~ Actions~
| General data || & I Time || skin | misc |
+ Contracts

— @ review

+ Lending of working capital

e

+ Time tracking

= Team

TeamAssignments

i~  AbstradEmployee Employee Capacity assigned
1 Java Eilers Hans 20%
2 Java Jansen Heidi 80 %

100 %
[C] Java 0%

Note: In the section "Capacity evaluations" these resources (including the cor-

responding team) can also be evaluated.
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