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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 2 Schaubpeter (Z) (D

Document typ-ﬂ

Lf=

il ¢ (2 TimeTrack ™! Teamcaler il MPM I [l MPM T fisl0B1 (WoBH  fm Ausl. 1 ﬂ’nﬁ““---

“" IL ] start page
> & Administration
© B Customer relationship manage...
4 [ Human resources
& emplayees ®
& Employee contracts
" Absence registration
|| Working time accounts
7 Organization structure
4, Occupations
. Hourly rates
v il Chart
> ] Queries
[ Lock time tracking
> |l Project management
> T Purchasing and procurement
© 89 Offer and order
> {f Tracking
& €| Billing
b i Ticket management
i &% Risk management
4 Query manager
il Fier
™ Team calendar
2K tnfo market

[CHCRO)

"26.07.2021
"01.08.2021

&3
* B

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

X 4, Occupation Consulting G
g, Document~ Edit~ View~ Back references »

General data Misc
= Basic information
Description Consulting
Exteral 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  [] 5+ 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, ...

%, Occupation Consulting L=
% Document~ Edit~ View~ Back references -
General data | Misc | Subordinate occupations

= Basic information IQ ey

Description | Consuttin L) copy

External hourly | (@ peste

rate (=) Remove

Internal hourly rate : <, | Find an cost hourly rate EUR|

Active ™ & print Travel times [

Uniit T illy Report

Note &

] ToOverview

= Structure | & | Qear

Parent occupation - Filter...

Subordinate occupations [ | Intemalkey | Deseription External hourly rate Intemal hourly rate Note Activ

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

X&anmu L=

&IIEdit' 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 [ -

= Structure
Parent occupation [ |
Subordinate occupations ] i+  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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2 4%, Occupation Consulting L
= (3 & |Document~ | Edit~ View~ Back references -
General data [=] Save the document
= Basic in' [ Delete the document
Description &, Copy this document to the dock
External hot (=) Print this document
rate [} Copy document
internal hof Ga) Create a new document from tis tempiate Production cost hourly rate EUR|
Active [ Add to collection b Travel times [
Unit =
Note

= Structure
Parent occupation |
Subordinate occupations ] i+  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 g
[5 3t & Document- Edit- View~- Back references -

General data Misc
- Basic information
Description 'l:onsulung = Junior
External hourly | 120,00 EUR
rate
Internal hourly rate 69,00 EUR  Production cost hourly rate EUR|
Active & Travel times []
Unit ' =

= Structure
Parent occupation Consulting |
Subordinate occupations ] i+  IntemalKey Description External hourly rate Intemal 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 o
(= (@ & 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 | b

Note '

= Structure

Parent occupation

Subordinate occupations  [] 3+  IntemalKey Description External hourly rate Intemal hourly rate Note Activ
B 14 Consulting - Junior 120,00 EUR 69,00 EUR
] als Consulting - Seniar 150,00 EUR 68,00 EUR &
EH 36 Consulting - Manager 150,00 EUR 69,00 EUR &

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:

_X(ﬂ!tomwwmmmnﬁ _ D=
HE & 0 @ E oowmets Edte Vew- Back references = | Actions «

General data | Mnﬁng Sales | Addresses & Communication | Finand " Create customer-related external prices

= Baslc information | £ create customer-related occupations |
Abbreviation CsH Category Custome | | Create invoice
Company name Consult AG [ create project
= 7 Create supplier contract
Old eompary Consult Holding AG &
name. 4 Create ticket
Blocked | Reason for blocking | | 4 Display customer-related extemal prices
Note . Display customer-related occupations
+ Structure " Open Contact manager
=] Print letter
H Contact " i Toogle blocked
[F1 Gk -  Salutation Title Last name « First name  Function [ T i e e e Adress
El 1 Mrs. Dr. Nahi Lisa Guschaftsfihrung | 089 / 7312-100 | 0B9 /1220120  nahi@consult.de
1 2| Mr, Doctor L., | Sander Peter Geschaftsfohrung | 089/ 73 13105 | 0172/ 67 90 760  sander@consult...
® +4989 7300100

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.

“ 8 [ X & employee35 Das|
o Administration B & Oowment- Edr- View-
‘l;!um ge.— & Ce Working Time Management | Skill management = Misc
ﬂ-;""‘"‘E b EI ~ Baslc Information
& Employee contracts Pesondl
Absence registration e
Working time accounts SAEMh L
& Organization structure @ | name First name:
%, Decupations @ tote
., Heurly rates *
s Chart
] quenes -OWMMIM'M =
[ Lock time tracking st
[E| Project management v
9 Purchasing and procurement Current location | Baden-Warttemberg Cost
99 Offer and order cemer
3 Tracking Supplier
€ 8iling Unit [] k= | Description Activ Unit managers
1 Ticket management
R remmgwrin = Technical information
% Query manager ks iy =]
;:\nm e =
2 1o masket [Default user role | Gruppe 09 - Mitarbeiter (intern) |
B Foum User language [ German
Sticky Notes @ | Locale Tde
o Seltings. GUI

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

X & Employee Schneider Maria Sw=
Q;ggm_m Efte Views Backrsfwenes Acions~
‘General data | Addresses & Communication | Working Time Management | Skill management | Misc
= Basic information
Personnel 45
number
Salutation Mrs. Title
Name Schneider First name | Maria
Note
= Organization
Employee Fined Function
status
Current location | Baden-Wirttemberg Cost
center
Supplier
Unit [[] &#- | Description Activ Unit managers.
= Technical information
Active user IEi]
Login MSchneider
Defautt user role | Gruppe 09 - Mitarbeiter (intern) |
User language  English
Locale de
Gur
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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.

2 Options (6 Results) » [ Employee Schneider Maria La=
+  Incudessiection  Jp ¥ Sbb & @ & A | B (G & 0 & owment- Edt- View- Backreferences -  Actions -
D Description Activ Unit managers Cost canter General data Addresses & Communication Working Time Management Skill management Misc
F1| 1] sestng B Schict Norbert | 300 - Beratung 5 Baalc idormation
[ 2 Entwickiung Bl Dohie Hannsh, ... | 200 - Entwicklung Bl P BT
[l 3 Amet B Schmidt Morber,. | 150 - Geschdits... S i
[l 4 Rmaz B Kot Mario 150 - Geschas... SR -H;I_Jf’ o t -
[l 5 Hodog B Schmidt Nobert | 150 - Geschfs.. 3 Comy i
] 6 suppor B Jhekekedn | 400- Support e S ! Dot e ey
Note (=) Remove
= Organization :a i i
Employes ﬂu_" Ropart Function
stokas & UstTobock
(@] ToOverview
‘Current location i | Cost
| Clear oenter
Supplier 1 Filter...

= Technical information

Login MSchneider

Default user role | Gruppe 09 - Mitarbeiter (intern) |
User language | English

Locale de

GUL

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.

» [ Employee Schneider Maria Da=
[H @ & 1 & Doument- Edit- View- Back references -  Actions -
General data | Addresses & Communication | Working Time Management | Skill management | Misc

- Basle Information
Personnel number | 45

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

Supplier
unit ] 4= Descrigtion Activ Unit managers.

B 1| Halding [#] | Schenidt Norbert

B 2 Support [ [‘30nnke keva

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

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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¥ [ Employee Schneider Maria Ln=

e [ o | = =
- Address

Street An der Brunnenstube 25

Postal code | 55120 City | Mainz

= Communication

Phone number +496131 6276813

Mobile number 449160 12627613

Email Address mschneiderfirma.de &)
Private email address  m.schneider@web.de ]
Private phone |
number

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) % [ Employee Schneider Maria e
¢ Incudescletion WbV S b & @& |[Fn | @ & 1 S Oocsment- Edte View- Backreferences - Actions -
El Description External hourty rabe Ity | General data | Addresses & Communication mmngrmmmmm Misc
1| 2| Bertiung 15N B8 = Profussional skills
[E1| 2| Beratung - s man [l 43~  Intemakey ~ | Description Extemal hously rate ntemal hourly rale Act Note
]| 3| Beratung - Sendor 150,00 EUR
5 Professional skills
7] 4 Consuking 150,00 EUR
[7]| 5 Consuting - Jurior 120,00 EUR =g & o i
Il 6 Consuting - Manager 150,00 EUR F D Conr
[7] 7 Consulting - Senior 150,00 EUR D paste t
[7]| 8| Dokumentation 90,00 EUR -u"-) Remove |
[7] 9 Interre Tatigheit 0,00 EUR |‘
[ 10 Programmierung 105,00 EUR. Sl Print t
[7] 11 Programmierung - Datenbarien 100,00 EUR il Report i
[ 12| Programmierung - Java 120,00 EUR -0 & LstTobock
]| 13 Programenierung - XML 90,00 EUR Subj @] ToOverview
[7] | 14 Project Management 150,00 EUR Mani 5 Clear
[] 15 Schwing 125,00 EUR skills e
[] | 16| Support 90,00 EUR 1
]| 17| Testan 50,00 EUR. = IT skills.
Databases
Programming
MNetwork
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.

» [ Employee Schneider Maria bn=
5 [8 & 7 & Doument- Edit- View - Back references -  Actions -
General data | Addresses & Communication  Working Time Management  Skill management | Misc

= Professional skills

[l 4@+ | Intemalkey ~ | Description Extemnal hourly rate Internal hourly rate Activ Note
H 113 Consulting 150,00 ELUR 75,00 LR [
E 25 Conguling - Se.. 150,00 EUR. 69,00 EUR [
E| 3/m Project Manage. 150,00 EUR. 9500 EUR [
H| 4f5» Support 0,00 EUR SE00EUR
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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:

* £ Employee Schneider Maria D=

EE‘E} 5 .anmel- Edit= View = Mm-..

General data || | Working 9 » Mise
e
Maximum Project 100 % Maximum target | g Create time booking
Aovzilability g Display time bookings
Date hired L) = Date of lea = report data
‘Overtime regulations i Set password

corls tmat = & Show initiated workflows.
B Coibeacts ) Show time sccounts:
[7] 4@~ | Sttofconract « Contractend  Location An b Show user prefs tond Planned time Tuesd Planned time Wedn Planned time Thurs Planned time Friday

= Performance review

Fl| &8~ Dste~  PersonalResponsibh Topic T Content Goals MNate

[C] ]

= Lending of working capital

] 48~ | Equipment From To | Mote

®

= Mostings

[l = | Tie Topic From To
] 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

& Document -

General data Misc
- Basle Information
Contract rumber 35-1
Start of contract
Annual vacation

r

Employee [Schneider Maria

Contract end
Vacation for limited
period

LY =]
d

D=

‘Current location 'Badarwl'lrﬂavibwg

Min flextire underrun h
Min spedal time
non-tariff contract ]

Max flexible overrun 40h
Max special tme | wh
Period "Monthly

- Utilization
Maximum project availabiity ~ 100 %
Planined time Marniday r 8h
Planned time Tuesday 8h
Planned time Wednesday 8h
Planned time Thursday | &h
Planned time Friday Bh
Planned time Saturday h
Planned time Sunday h
Plannied time sum [ a0

Maximum target time I 100 %

r
Working days per 5

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).

3 £ Employee contract ID 35-1 Schneider Maria 01.11.2019

g' Document =  Edit~ View =  Actions =

General data | Misc

D=

- Basle Information
Contract number 35-1

Start of contract
Annual vacation 304d

Employee | Schneider Maria
Contract end
Vacation for limited

‘Current lncation | Baden-Wilrttemberg
01.11.2019

Min flextire underrun h
Min spedal time
non-tariff contract [l

Max flexible overrun woh
Max special ime 20h
Period Monthly

- Utilization
Maximum project availabiity 100 %
Planned time Monday Bh
Planned time Tuesday 8h
Planned time Wednesday Bh
Planned time Thursday Bh
Planned time Friday Bh
Planned time Saturday

Planned time Sunday

Planned time sum 40 h

Maximum target time 100 %

Working days per 5

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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3 £ Employee contract ID 35-1 Schneider Maria 01.11.2019 D=
[5 & Doument- Edit- View- Actions-

General data Misc

External hourly rate  BAT 7
Internal hourly rate 68,50 EUR
Monthly satary 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 (01112019 @@

end (06082021 |o[)
)

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

% £ Employes contract ID 35-1 Schneider Maria 01.11.2019 D=
[H & Doument- Edit- WView- |Adions-
General data | Misc 4 Delete contract

: i Duplicate a contract
External hourly rate | BAT 7 T

Internal hourly rate i
Monthly salary EUR.

Number monthly
salaries

Annual salary EUR
Mote

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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¥ (D Employee contract ID 35-2 L=
[ Document -
General data | Misc

- Basle information

Contract number | 352 Employee [Schneider Maria Current location "Baden-Wilrttemberg
Startof contract (07082021 | @[3 Contract end Y=l
Annualvacation 304d Vacation for limited d
period
Max flexible overrun | w0h Min fiextime undermun h
Max special time | on Min special time h
Period "Monthly non-tarif contract
= Utilization
Maximum project avallabiity 100%  Maximum target time | 100 %

Planned time Monday
Planned time Tuesday
Planned time Wednesday &n
Planned time Thursday Bh
Planned time Friday sh
Planned time Saturday h
Planned time Sunday h
Planned time sum 7h Working days per H
week

Bh
Bh

o s T T T |

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

» [ Employee Schneider Maria ba=
[E G & 1 5 Doument- Edt- View- Backreferences = Actions =

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

= Availability

Maximum Project 100 % | Mandimum target time 100 %

Auailability

Date hired =] Date of leaving Py =]

Overtime reguiations

- Contracts

[] = Stastofcontract ~ Conlractend  Location Annual vacation  Planned time Mond Planned time Tuese Planned time Wedn Planned time Thurs Planned time Friday

B 1 01.11.2019 06.06.2021  Baden-Wirttem... 3od 8h 8h 8h &h Bh
] 2 07.06.2021 Baden-Wirttem... 0d 8h 8h 8h Bh 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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» [ Employee Schneider Maria

H @& S ocument- Edt- View- mm-:m-f

General data | Addresses & Communication | Working Time Manag. _j DataProtaction » Misc

= Availability

‘g had contract

Maimum Praject 100 %  Maximum target| L Create tme booking |
wailability & Dispilay tiee bookegs
Date hired L] =] Meliluaa -
Overtime regulations
iy Set password
Soorls tmes = i Show initisted workflows
= Contracts A S ne pcoant
[] = Stastofcontract ~ Conlractend  Location g Show user prefs tond Planned time Tuese Planned time Wedn Planned time Thurs Planned time Friday
B 1 01.11.2019 06.08.2021  Baden-Wirttem... 30d 8h 8h 8h Bh Bh
B 2 07.08.2021 Bader-Wittem... 0d 8h 8h Bh Bh 5h

... 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 "06.082021 | m/[]

AmountTimeDays
From account
To account | Flexible ime

Employee Employee Schneider Maria

Mote

| Perform -Camel-

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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» < Employes timeaccount change

Flexible time -3568.0 h
Vacation 65.0d
Booking date To6.08.2021 @/

Amount time -

R—

From account

r
To account i.'.\;’amﬁan
Employee Employee Schneider Maria
Note :
| Perform .Camei.

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.

“ 4 [ & vnie7 Dw=|
o Administration E Document »  Edit =
[ Customer relationship manage... TR
# |8 Human resources
8 Emek - = Basic information
£ Employee contracts DRsail
Absence registration Cost Active T
Working time accounts "
& Organization stricture el
%, Occupations: ]
., Hourly rates ®
iy chart = Structure
| Queries Parent unit
7 Lk time: tracking Subordinate units ] b+ Description = Unitmanogers | Active
B Project management
' Purchasing and procurement e
98 Offer and order o
@ 7] &= | Frstname Mame Work phone Mobile number | Email Address:
€ Biling
S Tickit management = Unit mombars
% Risk management ] G- | FAstname Mame = Wark phone Mobile number Email Address.
& Query manager
A Finer
™! Team catendar
&2 info market
= Forum
Sticky Notes @®
i Seltings

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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¥ ) Unit Holding
EQ_ &  Document ~ Edit~ View -
General data | Misc |
= Basic information
Description | Holding

Cost. 150 - Geschaftsfihrung
center
MNote

= Structure
Parent unit

Subordinate units 7] s~ | Description ~

0O 1| Firm 1
[ 2 Fim2
= Unit managers
[7]) &= First name Name =«
El 1 Norbert Schmidt
-= Unit members
[F]| 4@ -  Firstname Name ~
i | 1 Mara Schneider

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

Active (7]

Work phone
+496131 62768...

Unit managers Active
Schmidt Norber... @
Klatt Maria 5

Mabile number

+49160 126276...

Email Address

Email Address
m.schneider@fi...

b =0~

usually not created and in some versions the external employee is also assig-

ned to a vendor:

3 Bweieves e A0

E.Q}.EI () Document~ Edit~ View~ Back references Actions »

Generaldata | Addresses & Communication | j w'n'ridng Time

= Basic information

Personnel
number
Salutation | Firm
Name Shift AG
Naote
- Organization
Employee Abstract Employee
status

Current location | Baden-Wirttemberg

Function

Cost
center

E=R S

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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X0, Sveivee o

it

H @ & 7 (& Douments Edt~ View~ Backreferences~ Actians
e (R T T T

- Basic information

Personnel [

number

Salutation [ Firm | Title |

Name 122 First name |

Note [

- Organization

Employee  Abstract Employee Function

status

Current location  Baden-Wirttemberg Cost|

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.

D6 esioves i

fif=

H @ & 1 & Document- Edit- View- Backreferences~ Actions~

General data || Add &C | Working Time || swin | Misc
— + Avallability

+ Contracts -

+ Performance review

+ Lending of werking capital

+ Meetings

- = Time tracking -

= Team

AssignmentOccupation

TeamAssignments

[F]] = | AbstractEmployee  Employee Capacity assigned

] 1 Java Eilers Hans 20%

=] 2 Jem Jansen Heidi 80 %

100 %
(] Java 0%

Note: In the section "Capacity evaluations" these resources (including the cor-
responding team) can also be evaluated.
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