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7.1 Time Tracking (TimeTracker)

The "TimeTracker" enables time tracking for working and project times. Here,
all "active" work packages are listed for the project member, which are not yet
completed and for which he is responsible. When a project member logs on to
the system, the employee is determined and the respective work packages are
displayed during online time tracking.

In addition, absences (vacation, illness, ...) and estimates (remaining work
and/or degree of completion) can also be recorded here. A further possibility is
the completion notification of the tasks in the TimeTracker and the completion
of the work packages.

The TimeTracker is located in the main menu (Entry - Services - TimeTracker),
in the portal (if configured by the administrator) or in the work area.

In the example the TimeTracker is opened for the 02.07.2021 (from 02.07.
and until 02.07.2021). The TimeTracker can also be opened for several days
(in the interval "from" and "to") or (with sufficient permission) for other em-
ployees.

< Fri, 02.07.2021 kW26 2 schaubPeter (D () [IEIR] I QTimeTmcluI "™ Teamcaler @ MPMI @ MPMII 8/ DBI & DBII [ Ausl.T [ Ausl. 1T iE Ausl. * nSEBrd'--- Documenttvp-n
“ £ ] start page D=
# Administration
£ Customer relationship manage...

£ Human resources
(& Project management
3 Purchasing and procurement

99 Offer and order
@ ng Request absences
4 Bt Create
() Matrix-TimeTracker Project planning 1062021 |olm
juest absences
Req "27.062021 |@ [
Recording absences
Evaluate
[ Billable times .
[7] Transferring billable times L_
[ Invoice Forecast Queries

[7] Forecast Refresh
L Rebook times
| Expense
|| Queries
€|Billing
14 Ticket management
~* Risk management

. Query manager
P v
! Team calendar

The TimeTracker consists of two parts: The upper part ("TimeSheet") is used
to record project activities, working hours and absences and also contains the
date selection. The lower part ("ToDo list") is used, among other things, to
record activities on work packages using a stopwatch functionality (red triangle
in the line of the work package) and can also be used for reportings.
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X . TimeTracker Schaub Peter r | o
| =] ‘.‘;I| 21062021 |® E‘IQ' )| Actions~ Filter l Date Selection I
i Filter.. TI
[&] fom | To Hours | Bilable h Job Note

© Day 01: Monday, 21.06.2021cw25  « [

B 1@

B 2
| 3 Time Sheet I
B 4
| s
00:00 00:00
= Day 02: Tuesday, 22.06.2021 CW25 « [
6 (%
| [ | & Filter... |
Process number  TTJob Project Customer Due time Estimated time Actual time  Time to completion
B 1 0222.2-2 Aufgabe mit Tickets Schnittstellen Consult Softwar... ~ 31.08.2020 24 0
B 2 047-1 Projektmanagement Einfiihrung EPM Consult Softwar...  19.03.2020 20 35 To Do List
B3 047.1-1 Konzeption Planung Consult Softwar...  11.07.2020 24 235
B 4 045.1-2 Spezifikation Planung Consult AG 25.03.2020 38 5
B|s 049-1 AP 1 Test 12.06.2020 56 14,25
0| e 059.2-2 e umsetzung 17.07.2020 40 0
B|z 059.2-3 e umsetzung 21.07.2020 16 0
0| s 067-1 Job mit Tickets Tickets Autobau AG 31.08.2020 2 8
Ll o/ [2] 07212 22 Phase | Consult Softwar...___10.09.2020 40 0

The following example shows how to record activities, attendances and ab-
sences in the upper part (TimeSheet) The time fields are used to enter clock
times or total hours. The first two columns define the start time (from) and the
end time (to). The third column lists the duration, that is, the time difference
between the start and stop time. In the last column, the work packages or the
indicators for attendances and absences can be selected and assigned to the

time.
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In the example below, 3:15 hours were recorded for the task "Create
requirements specification". Subsequently, 2:15 hours from 13:00 were
booked for the work package "Conceptual discussions" and finally, a duration
of 2:30 was entered for the task "Create requirements specification". For each
time entry the user has entered additional remarks.

The system completes the missing values by saving them. After saving, the
recorded times also appear in the lower part of the time tracker (to-do list) in
the column Actual Time for the respective work packages.

X (. TimeTracker Schaub Peter D=
2 (26.07.2021 |@|El/ (& )| Actions~ Fiter +

‘\ P {ﬁlterm

From To Hours | Billable h Job Note

@ Day 01: Monday, 26.07.2021 CW30 « [

B 1@ [ w00 T s 7 001.2-4 Create Requirements Specification - 1.2 ...

B 2/@ [ 1300 T 1s00 7 001.2-5 l -120

B 3@ " 02:30 "001.2-4 Create Requirements Specification - 1.2 ..

B 4@

0 s|@

27:15  02:30

3 Day 02: Tuesday, 27.07.2021 CW30 « [

6

Fll 7/

(@2 = [Fiter...
(] Process number  TTJob Project Customer Due time Estimated time Actual time State [%]  Time to completion

F| 1 001.2-4 Create Require..  Customizing Autobau AG 12.01.2020 12 0

E 2|2 | 00125 Conceptual Disc... Customizing Autobau AG 12.01.2020 24 0

The TimeTracker can also be used to record times after. With the help of the
date selection the day of the tracking can be changed. In the example below
you want to record times for the previous day. The function "previous" in the
date element ...

X . TimeTracker Schaub Peter L=
IB “% | 26.07.2021 oD\E )| Actions~ Filter v

“ | & | Filter...
| From To Hours | Billable b Job Note

i Day 02: Tuesday, 27.07.2021 CW30 " L]

6

7

Ol s|@

9| @R

10

00:00  00:00

& Day 03: Wednesday, 28.07.2021 CW30 ¢ [

(i e [atear

. changes the entry date and the subsequent entry of times can be carried
out.
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2 |3009.2021 |@|E « | Adions~ Fiter~

‘I @« Filter..
i} From To Hours | Billable b Job Nate

S Day 01: Thursday, 30.09.2021 CW39

F| 1|@ [ 030 r 03:00 7001.2-4 Create Requirements Specification - 1.2 ... | Comment 3

F| 2@ 330 1830 7001.2-5 Conceptual Discussion - 1.2 Customizing | Comment 4

3

oo
12424

H

In the example, 3 hours from 9:30 are recorded on the work package "Create
requirements specification" and then times from 13:30 to 18:30 (5 hours) on
the work package "Conceptual Discussions".

X\ TimeTracker Schaub Peter e
‘B 2 |[2009.2021 |o|E « » |Adions | Fiter v
(@  Show free jobs

Filter..
‘IB“ ») 01 - Finalize last month iter.
E e . OS] 5 02 - Finalize current | Note

3 Day 01: Monday, 20.09.2021 CW38 ¥ ,, Request absences

iilly Time sheet (external)
Time sheet (internal)
illy Attendances and absences
ills Absences
00:4 ills Service report

" &

oooOoo
(=) 2L

S Day 02: Tuesday, 21.09.2021 cw3s ¢ [}

]
]
]

REL 2127

e~ @

=

In the TimeTracker, every employee can generate reportings for himself and a
freely definable period of time. In the example the reporting "timesheet" is cal-
led up for the entered period and executed with "Ok".

X = Time sheet ba=

Chart period |
st 01102021 |o
End 3110201 |o|E
Report |
Selection
Display | =/

3

This reporting provides an overview of the project activities and working times
of employees in the selected time interval. The project activities are based on
the data entered in the TimeTracker for the employees' work packages. The
working time data is either entered as "come-to-work" or can be automatically
determined by the system as the sum of the project times with the help of an
option. The absences (vacation, sick leave, maternity protection, ...) can be
defined decentrally in the TimeTracker or centrally in the absence tracking. Op-
tionally, the bookings from the working time accounts and a list of the booked
work packages can be displayed.
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Schaub, Peter Personnel Number = 003

Date Weekday Times Eintrag Sollzeit Istzeit Differenz Externe Bemerkung Interne Bemerkung
Total Total Total Total Total Total Total Total
01.09.2021 Wed 8,00 0,00 -8,00
02.09.2021 Thu 8,00 0,00 8,00
03.09.2021 Fri 6,00 0,00 -6,00
04.09.2021 Sat 0,00 0,00 0,00
05.09.2021 Sun 0,00 0,00 0,00
06.09.2021 Mon 8,00 0,00 8,00
07.09.2021 Tue 8,00 0,00 -8,00
08.09.2021 Wed 8,00 0,00 -8,00
09.09.2021 Thu 8,00 0,00 -8,00
10.09.2021 Fri 6,00 0,00 6,00
11.09.2021 Sat 0,00 0,00 0,00
12.09.2021 Sun 0,00 0,00 0,00
13.09.2021 Mon 8,00 0,00 -8,00
14.09.2021 Tue 8,00 0,00 -8,00
15.09.2021 Wed 8,00 0,00 8,00
16.09.2021 Thu 8,00 0,00 8,00
17.09.2021 Fri 6,00 0,00 -6,00
18.09.2021 Sat 0,00 0,00 0,00
19.09.2021 Sun 0,00 0,00 0,00
20.09.2021 Mon 8,00 0,00 8,00
21.09.2021 Tue 8,00 0,00 -8,00
22.09.2021 Wed 8,00 0,00 -8,00
23.09.2021 Thu 8,00 0,00 -8,00
24.09.2021 Fri 6,00 0,00 6,00
25.09.2021 Sat 0,00 0,00 0,00
26.09.2021 Sun 0,00 0,00 0,00
27.09.2021 Mon 8,00 0,00 8,00
28.09.2021 Tue 8,00 0,00 8,00
29.09.2021 Wed 8,00 0,00 8,00
30.09.2021 Thu 8,00 0,00 -8,00
01.10.2021 Fri 6,00 O -6,00
Total 174,00 0,00 -174,00
Chart for interval: 01.09.2021 - 01.10.2021
Planned time [h] 174,00
Tracked time [h] 0,00
Balance -174,00
Vacation taken 0,00 (h)

0,00 Day(s)

The reporting "time statements” ...

EmployeeOccupation
Description Job Employee Occupation Ist-Beginn Ist-Ende  Actual [h]
Entwicklung Modul BO 001.1-1 Konzeption Schaub Peter Beratung 02.12.2019 06.12.2019 22,50
Entwicklung Modul A 002.1-3 Pflichtenheft Schaub Peter Beratung 02.12.2019 17.01.2020 37,00
Entwicklung Modul C  003.1-2 Konzeption Schaub Peter Beratung 02.01.2020 12.03.2020 36,50
Einfilhrung EPM 005.2-5 Testen Schaub Peter Support 16.01.2020 12.03.2020 19,25
Entwicklung Modul B 011.2-5 Testen Schaub Peter Support 10.12.2019 08.01.2020 14,00
Einfihrung Projectile  014.1-1 Konzeption Schaub Peter Beratung 05.12.2019 28.02.2020 19,00
Entwicklung Modul J  019-1 Testfalle definieren  Schaub Peter Interne Tatigkeit 11.12.2019 30.03.2020 16,50
Entwicklung Modul J  019-2 019-2 Schaub Peter Interne Tatigkeit 11.12.2019 12.12.2019 2,00
Einfihrung EPM 043.1-1 Konzeption Schaub Peter Beratung 25.02.2020 25.02.2020 4,00
Einfihrung EPM 043.1-2 Spezifikation Schaub Peter Beratung 24.02.2020 25.02.2020 7,00
Einfihrung EPM 045.1-2 Spezifikation Schaub Peter Beratung 10.03.2020 30.03.2020 1,75
047-1 Schaub Peter Project Management 11.02.2020 24.03.2020 15,00
Einfihrung EPM 047.1-1 Konzeption Schaub Peter Beratung 11.02.2020 13.02.2020 4,50
Test - PD 048-1 AP Schaub Peter Beratung - Senior 23.03.2020 24.03.2020 11,00
220,00
Einzelnachweise
Date Time Project Job Occupation Employee TTComment
02.12.2019 4,00 001.1 Planung 001.1-1 Konzeption Beratung Schaub Peter Bemerkung 1
02.12.2019 4,00 002.1 i 002.1-3 Pfli Beratung Schaub Peter Bemerkung 2
03.122019 3,75 001.1 Planung 001.1-1 Konzeption Beratung Schaub Peter Bemerkung 3
03.122019 5,25 002.1 002.1-3 Beratung Schaub Peter Bemerkung 4
04.12.2019 4,00 001.1 Planung 001.1-1 Konzeption Beratung Schaub Peter Bemerkung 5
04.122019 3,00 002.1 i 002.1-3 PAli Beratung Schaub Peter Bemerkung 6
05122019 4,00 001.1 Planung 001.1-1 Konzeption Beratung Schaub Peter Bemerkung 5

... provides an overview of the employees' project work and a list of the indivi-
dual activities with the remarks from time tracking. This reporting generates
an overview of the total and individual time statements of an employee based
on the tracking in the TimeTracker. The reporting is usually used for internal
proof for controlling or as an external proof as an attachment for invoicing.

Time can be recorded on the work packages using a stopwatch functionality.
To start the time tracking, click on the clock in the line of the relevant work
package (here "Create Requirements Specification"). The time tracking for this
task has now started (here from 11:37).
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[B 2 |for102021 |@E & 2| Acions~ Fitter~

‘l =@ = Filter... ]
[l From To Hours | Billable h Job Nate
S Day 01: Friday, 01.10.2021 CW39
0l 1@ 001.2-4 Create Requirements Specification - 1.2 ...
0l 2@
0l 3@
a| 4
B|s
0l s|@®
00:00 00:00
‘m 1@ & Filter..
] Process number | TTob Project Customer Due time Estimated time Actual time State (%] | Time to completion
Al 1 uE‘ 001.24 Create Require... |~ Customizing Autobau AG 12.01.2020 12 3
M| 2|2/ 00125 Conceptual Disc... | Customizing Autobau AG 12.01.2020 2 B

Acquisition on this task is stopped when ...

‘B % |for102021 |@E & | Adions~ Filter~

]
‘I | & Filter... |
[&] fom | To Hours | Bilable h Job Note

3 Day 01: Friday, 01.10.2021 CW39

00:01 | 00:01 | 001.2-4 Create Requirements Specification - 1.2 ..
Al 2 1438 03:00 03:00 | 001.2-5 Conceptual Discussion - 1.2 Customizing
]
0| 4
b s|@
bl s|@
0l 7@

03:01  03:01

. is posted to the next task (here "Conceptual Discussion"). In the example,
the second task was started at 11:38, so the entry to the first work package
also ends here. If the clock is clicked again, the time tracking ends. In the ex-
ample below 0:01 (1 minute) was recorded. The data can still be annotated
and saved.

7.2 Absences

If employees are to request their own leave or other absences, the "Leave Re-
quest" functionality can be used. After executing the action in the TimeTracker
(or from the work area) ...
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X . TimeTracker Schaub Peter =
B 226072021 |o|F] ( ) ||Acionss| Fiter +
- (& Show free jobs
|3 = ») 01-Finalize last month
[} From To Hourt 5 02 - Finalize current )

= Day 01: Monday, 26.07.2021 CW30

Filter...

O 1@ il Time sheet (external)
0 2/@ lls Time sheet (internal)
ol 3@ il Attendances and absences
B 4@ M| csences
ol s|@ -l Service report
00 s
= Day 02: Tuesday, 27.07.2021 CW30 ¢ [
O s/®
Al 7=

a dialogue opens for the request for leave. Here, the user can request
absences (time off in lieu, rest leave and special leave) and cancel requested
or approved absences. In the following example ...

2 800 4 M| (4] [on102021 el bl (4] 0104202 e (2RL)

R ’Msiev Jana (Holiday) " [

Meier Jana (SparaTimaCi 1
Scheduled Applied-for full/half day Confirmed full/half day Denied Bank Applied-for removal
holiday
Holiday entitlement  Remaining holiday Requested holiday Remaining holiday Requested holiday Approved holiday next year
(as of 31.12)) (as of 31.12.) (as of 31.12)) requested holiday next year (as of 31.12))
(as of 31.12.) (as of 31.12)
55,0 Days 55,0 Days 2,0 Days 53,0 Days 0,0 Days 0,0 Days
Choose Absence Comment
Time period
I’OS.IDAZOZI L)) =} - [10.10.2021 Ll =} Apply I

Remove Absence

L= - Ll =] Remove

... the registered user requests leave from 05.10.2021 to 10.10.2021. After
confirming the request, the requested leave is visualized in the voting dialog
and the superior defined in the workflow (manager, personnel, project
manager, team leader, ...) receives an internal notification ("messages"). In
the example the team leader of the applicant is informed and receives a vote.

Ballot €2 InitiatedWoridiows

w
3
g
g
>

Show all ballots

Absance request Eilers Hans, SpareTimeCompensation from 19.03.2020 to 20.03.2020
Absence request Zollner Pia, Holiday from 09.03.2020 to 13.03.2020
Foreign invoice line confirmation 15-1 Pos 1 2.300,00

Foreign invoice line confirmation 10-1 pes 1 1,00

Absence request Meer Jana, Holiday from 02.10.2021 to 05.10.2021
Foreign invoice line confirmation Foreignlnvoice 5543 2-3 1.000,00
Foreign invoice line confirmation 18-1 Pos 1 1.000,00

Foreign invoice line confirmation 18-2 Pos 2 1.200,00

. Foreign invoice line confirmation Foreignlnvoice 5543 15-3 1.200,00
Absence request Meler Jana, Holiday from 05.10.2021 to 10.10.2021

pPlopoPrPPOPO
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In the menu item "Reconciliation" in the dock bar the reconciliation can be
opened and the vacation can be approved or rejected.

X 4 Vote

Please vote and give a comment
Workflow | Absence request
Voting | Unitieiter

group »

Comment

Employee [ Meier Jana
Start 05.10.2021

End 10102021 |
Presence Holiday
Days applsor 4
Remaining Holidays after approval 52,0d
Rest Holidays and flex time
Absences

Vote
Comment

VNO comment

Depending on the reconciliation result, the leave is graphically displayed in the
TimeTracker's leave request as leave or rejected leave:

> Request absences

@l [ eo| (@ [e] [4] [ori0201 [eolm p| (4] fornzen [elm b M

(<
@—"
C mmmcﬂmam I :
i i 1
Scheduled Applied-for full/half day Confirmed full/half day Denied Bank Applied-for removal
holiday

After successful reconciliation, the absence (in this case vacation) is
automatically entered in the system and no longer needs to be recorded.
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The following example demonstrates decentralized absence tracking (in this
case, sick leave by the hour):

IB % ((29.09.2021 || .« | Actions~ Fiterv

‘[ @ - Filter..
]} From To Hours | Billable h Job Nate

S Day 01: Wednesday, 29.09.2021 CW39

| 1@ | oxo00| 1215 03:15 | 03:15 00124 Create fication - 1.2 ..

F| 2|@ | 1215 17:00 04:45 lsu-nu lsmummn

0 3@

0 +®

0l s@

0| s|@

ol 7@

03:15(... 03:15

After 3:15 project times on the work package "Create Requirements Specifica-
tion" the employee was sick and entered this for the rest of the day.

Absences can also be posted centrally using the "Absences for other employ-
ees" functionality. Here you first select the employees (even several) or the
unit (all employees in a unit) and the period.

In the example, attendance tracking is opened for the three employees (Wol-
lert, Behn, Meier) for the period 10/01/2021 to 10/31/2021. All defined ab-
sences and locked days are displayed in the tracking. The locked days are days
on which the employee has already recorded times or for which time tracking
is no longer permitted.

R ORI ITTC R LN OMNON i ( timetock ™ Team coler Gl MPMI Gl MPMIL G DBI G DBI G Ausll i Ausl 1 Gd Ausl 1 [ Dev Document type
“ £l X & TrackEmployeePresences D=

# Administration
14 Customer relationship manage... Please select date interval
4 [ Human resources Employee oo
8 employees ®© 1] G~ | Name Frst name
£ Employee contracts (] 1 Wollert Barbara
Bl s e
0 3| Meser Tamara

| Working time accounts
& Organization structure @ | Units "
#, Occupations O 71 &~ | Description
. Hourly rates ®
iy chart
| Queries
[ Lock time tracking Start
{8 Project management
4 Purchasing and procurement
99 Offer and order
18 Tracking
€)8iling
4 Ticket management
4] Risk management
4 Query manager
A Fiter
*“* Team calendar
2% Info market
F Forum
Sticky Notes ®

Begin 01.10.2021 | [
End 31102021 (e [

44k Settings
(62 Bulk print

The selection boxes contain the absences defined by the administrator and
sometimes "*end" entries. The "*end" entries can be used for longer absences
and "delete" is used to delete existing entries.
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Preview Reset Save Close
Employee Wollert Barbara Behn Arvid Meier Tamara

Fr 01.10.2021

Sa 02.10.2021

Su 03.10.2021

Mo 04.10.2021 d i -

Tu 05.10.2021 > > hd

‘We 06.10.2021 HalfVacation Sickness

Th 07.10.2021 d Holiday M Sickness w

Fr 08.10.2021 > Holiday <

Sa 09.10.2021

Su 10.10.2021

Mo 11.10.2021 ol Holiday v Sickness v

Tu 12.10.2021 Sickness

We 13.10.2021 hd e b

Th 14.10.2021 > < hd
Employee Wollert Barbara Behn Arvid Meier Tamara

Fr 15.10.2021 < S

Sa 16.10.2021

Su 17.10.2021

Mo 18.10.2021 v = -

Tu 19.10.2021 v v v

‘We 20.10.2021

Th 21.10.2021 hd A hod

Fr 22.10.2021 > =

In the example, "Half Vacation" is entered for the employee Wollert on
06.10.2021 and for Behn between 07.10.2021 and 12.10.2021 and saved in
the database with "Save":

X & TrackEmployeePresencesView fa=

o] [ e
Employee Wollert Barbara Arvid Meier Tamara

Fr 01.10.2021 < <

Sa 02.10.2021

Su 03.10.2021

Mo 04.10.2021 v v v
Tu 05.10.2021

We 06.10.2021 HalfVacation < v Sickness b
Th 07.10.2021 v Holiday < Sickness >
Fr 08.10.2021

Sa 09.10.2021
Su 10.10.2021
Mo 11.10.2021 Sickness

Tu 12.10.2021 v 'Holiday End b Sickness w
We 13.10.2021 v S d

Th 14.10.2021
Employee Wollert Barbara Behn Arvid Meier Tamara
Fr 15.10.2021

The gap between 07.10.21 and 12.10.21 will be filled by the system after
saving:
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X & TrackEmployeePresencesView

| Preview | | Reset | | save |
Employee Wollert Barbara Behn Arvid

Fr 01102021 | =] | <]
Sa 02.10.2021

Su 03.10.2021

Mo 04.10.2021

Tu 05.10.2021

)
)

We 06.10.2021 | HalfVacation <

lslclmess e ‘

Th 07.10.2021

z|
§

[sickness =]

Fr 08.10.2021

)
H
g
L9

Sa 09.10.2021
Su 10.10.2021

Mo 11.10.2021

[Sickness =]

Tu 12.10.2021

Islclmess - ‘

We 13.10.2021

Th 14.10.2021

=]

(

l

l

\
Employee Wollert Barbara Behn Arvid
Fr 15102021 |

ba=
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7.3 Reporting of the Work Packages

In the ToDo list of the TimeTracker, open work packages can be closed with
the help of the "Close" button. After confirming the action, the "Actual end"
field in the work package is set, the remaining effort is set to 0 hours and the
degree of completion to 100%.

[H': | [ | & Filter...
Process number | TTob Project Customer Due time Estimated time Actual time State[%] | Time to completion
1 P)G co124 Create Require... | Customizing Autobau AG 12.01.2020 12 627
2|[2] G | 00125 Conceptual Disc... | Customizing Autobau AG 12.01.2020 2 8
32 @ 00124 Create Require... | Customizing Autobau AG 12.01.2020 12 0
421 @ 022222 Aufgabe mit Tic... | Schnittstellen | Consult Softwar... | 31.08.2020 2 0
5|2 @ 0471 Projektmanage... ~ Eifilhrung EPM  Consult Softwar...  19.03.2020 20 335
6[2] @ 04711 Konzeption Planung Consult Softwar... | 11.07.2020 24 23S
7|2 @ | 04512 Spezification Planung Consult AG 25.03.200 38 M5
8[2] @ 0491 AL Test 12.06.2020 56 1425

1

Comments: The work package can be reopened by users with appropriate au-
thorization (empty actual end in work package). The next working day, the
work package is automatically removed from the to-do list.

For all work packages either (as in the example) a remaining effort in hours or
the degree of completion in percent can be entered. In the Completion column,
you can enter the percentage at which the work package is completed in terms
of content. Alternatively, in the Remainder column, you can estimate the
remaining effort for these tasks in hours.

|0 @&
) Process number  TTJob Project Customer Due time Estimated time Actual time State [%] Time to completion
[ 1/[2] o01.2:4 Create Require... ~ Customizing Autobau AG 12.01.2020 12 627 0 6
[ 2|[2] oo1.2:5 Conceptual Disc... ~ Customizing Autobau AG 12.01.2020 24 8 0 15
[ 3/[2] o01.2:4 Create Require... ~ Customizing Autobau AG 12.01.2020 12 0
[ 4|2 022222 Aufgabe mit Tic... ~ Schnittstellen Consult Softwar... = 31.08.2020 24 0
[ 5 [¢] | 0471 Projektmanage...  Einflihrung EPM  Consult Softwar... = 19.03.2020 20 335
[l 6 [¢] 04211 Konzeption Planung Consult Softwar... ~ 11.07.2020 224 235

Im 7% | 04512 Spezifikation Planung Consult AG 25.03.2020 38 345 100 o
= o | i nan . an . L “n A AAnA e “anr

After saving the values for the estimates, the system automatically calculates
and enters either the remaining duration or the POC.

7.4 Free Work Packages

For tasks where the agents are not (cannot) be planned in advance, it is
possible to use so-called "free work packages". These work packages can not
only be used by the registered employee for time tracking, but also allow other
employees to assign themselves to the work package and then record time on
this work package.

© Information Desire Software GmbH Page 13



The action "Show free work packages" opens a dialog ...

X L TimeTracker Schaub Peter

e =
IE 2 (02082021 |o |« ) [[Actions~] Filter +
@ Show free jobs |

h ® | ), O1-Finalize last month | Filter...
O el 1 Hourt 5, 02 - Finalize current | e

@ Day 01: Monday, 02.08.2021 CW31 | ») Request absences

Ol 1@ iy Time sheet (external)

O 2@ dly Time sheet (internal)

Ol 5| ll; Atendances and absences

O 4@ R —

B s/@®

& Day 02: Tuesday, 03.08.2021 CW31 « [

O s|@
Ml 7=

. which displays the work packages with the "free" indicators. Various filters
can also be used in the dialog. In the demo version these are "Activities" (work
packages with an activity assigned to the logged in user), "Units" (work packa-
ges from projects assigned to the Unit of the logged in user) and "Abstract Em-

ployees" (all work packages assigned to employees with the status "Abstract
Employees", see also section 3.7).

X & Take over free job De=

Copy free job

Please select a free job to copy
>

Filter occupations |}

Filter units ]

Filter abstract employee

Filter abstract employee empty ||
Copy all selected jobs

h 4 Take over free job | & vﬁl(er.“
[

[ Main project Project Process number  Description Occupation Planning time

= 005.3 Pilotbetrieb (1)

B 1 'J 005 Einfihrung ... 005.3 Pilotbetrieb = 005.3-1 Integrationstest Beratung 32

By clicking on the green tick, a work package is then selected and the work

package is transferred to the employee's to-do list. You can then enter times
on the work package.

7.5 Period-end Closing

Period-end closing for service entry is of outstanding importance for many
downstream processes. The time trackings of all employees are checked peri-
odically (usually monthly). Based on this check, the quality of some HR proces-
ses (vacation, overtime, ...), activity accounting (especially for expense pro-
jects) and controlling (monthly reportings) is ensured.
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X (. TimeTracker Schaub Peter Da=

|B 2 |02082021 |o @]« ) [[Actions~] Filter + |

1 Show free jobs i
| @ B Gt [Frer. ]|
) L Houf 7, 02 - Finalize current | Note
= Day 01: Monday, 02.08.2021 CW31 ¢ Request absences

1 Time sheet (external)

D)
iy

lly Time sheet (internal)
illy Artendances and absences
ll; Absences

Service report
00:vv  wuivw

OooooaO
WKW

& Day 02: Tuesday, 03.08.2021 w31« [
6
Al 7/

[

———_ 1l

In the example, the logged-in user has recorded his times, evaluated himself
(e.g. with the "timesheets") and reports his time tracking for the current peri-
od "finished". The period is usually the month, sometimes the week and rarely
the quarter. After executing and confirming the action "period end" the Time-
Tracker is closed and ...

X (. TimeTracker Schaub Peter D=
|E 2 /02082021 |®E| (& )| Actions~ Filter v |
IR Ater.. |

From To Hours  Billable h Job Note

& Day 01: Monday, 02.08.2021 cw31 « [

-

OOOoOo0O
WiKioww

00:00 00:00
& Day 02: Tuesday, 03.08.2021 CW31 =
% Info ol

6

Al 7@ Time tracking from 01.08.2021 to 31.08.2021 will be disabled after closing. Continue?
CIEIE o, A |
= Process number  TTlob T Project T Customer " Due time T Estimated time Actual time State [%] Time to completion

B s 047-1 Projektmanage...  Einflhrung EPM  Consult Softwar...  19.03.2020 20 335

= [ I VSO [V et s 4 Amanan ana s e

... the times of periods are read-only.
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X . TimeTracker Schaub Peter
B 2 Boosame [of « | Adors- e
| B8 | =

i} From To Houwrs  Biable h Job Note

S Day 01: Thursday, 30.09.2021 cw39 « [

[ 1 Q 09:30 12:30 03:00  03:00 001.2-4 Create Requirements Spedification - 1.2 ...  Comment 3
) 2 @ 13:30 18:30 05:00  05:00 001.2-5 Conceptual De -120 C 4
08:00 08:00
calliealc
| Process number  TTJob Project Customer Due time Estimated time Actual time State [%] Time to completion
) 1 LZ 001.2-4 Create Require... ~ Customizing Autobau AG 12,01.2020 12 6,27
M| 2 @ 001.2-5 Conceptual Disc... Customizing Autobau AG 12.01.2020 24 8
) 3 @ 001.2-4 Create Require... ~ Customizing Autobau AG 12.01.2020 12 0

The system now generates reconciliations for the release of times in the period
based on the configured workflow. Period-end closing is usually performed in
two stages (for example, first a completeness check by the back office or team
leader, then a technical check by the project manager) and less frequently in
one stage.

Ballot €2 InitiatedWorldlows

w
kS
g
g

Show all ballots

Travel for confirmation submit 20 Schaub Peter 378,11

Foreign invoice line confirmation 15-1 Pos 1 2.300,00

Foreign invoice line confirmation 10-1 pos 1 1,00

Absance request Schaub Peter, Holiday from 06.08.2021 to 15.08.2021
Foreign invoice line confirmation 18-1 Pos 1 1.000,00

Foreign invoice line confirmation 18-2 Pos 2 1.200,00

Foreign invoice line confirmation 15-3 Pos 2 1.200,00

Travel for confirmation submit 19 Schaub Peter Workshops 1.024,00
Time tracking confirmation for Schaub Peter to 31.08.2021

Time tracking confirmation for Schaub Peter to 30.09.2021

The coordinator (in this case the team leader) then opens the voting dialog ...
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X €4 vote

Please vote and give a comment

Workflow Time tracking confirmation

Voting Unitleiter
group
Comment

Employee | Schaub Peter
Recording limit |30.09.2021

... and can check the times of the periods with the help of reportings (here the
"timesheet") to either agree or disagree. In case of rejection, a comment is of-

ten entered to inform the employee about the reason for the rejection.

7.6 Billable Expenses

After period-end closing, the outgoing invoices are usually created for projects
with settlement type "Expense". If more or less than the actual expenses are
to be invoiced for some expense projects, a valuation of the billable services
can be carried out. This functionality is mainly used by project managers to
prepare for invoicing.

After executing the action ...

«“ 23 X [ Billable times

# Administration
13 Customer relationship manage...
& Human resources
(& Project management
4 Purchasing and procurement
99 Offer and order
4 ) Tracking
4 |Effort
. Time tracker
(o Matrix-TimeTracker
Request absences
Recording absences
[T Transferring billable times
[ tnvoice Forecast
[7] Forecast Refresh
L Rebook times.
 Expense
[ Queries

Please enter the data:
Period of time | Last Month
Start 01.07.2021 e
End 31072021 |o [
Projects
[C] | Number Description
Employees
[] G~ | Name First name
Display Option | Individual times
Time Checked  all

v||X

. a dialogue opens. Here you can select the performance period, the projects
and/or employees, the display option (time tracking or work package) and a

check option.
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In the following example every single unchecked time tracking is displayed for
the project "01" for the period 01.07.2021 to 31.07.2021.
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X Y Billable times

Please enter the data:
Period of time | Last Month <

Start 01092021 ||

End 30.092021 | o|[]

Projects I
[~  Number Description
| 1 082 Development of ...

Employees [v
1| &8~ | Name First name

Display Option | Individual times <
Time Checked ’all =

v X

Among other things, the client, the project and the activity, the date of entry,
the employee, the recorded time and the comment are displayed here. In the
field Billable time, you can enter the billable expenses of the work package
independently of the recorded time.

X & TrackAssessableTimeView

| Save || Checked
EFEEY L Times | &
1 Company Project Job Date Employee Time Sillable time | Note Che
[[] 1 ATBAutobauAG 067 Tickets 067-1 Job mit Tickets 13.08.2020 Schaub Peter 04:00 04:00 B
[[] 2| ATB Autobau AG 067 Tickets 067-1 Job mit Tickets 10.08.2020 Schaub Peter 04:00 04:00 B
08:00 08:00

In the example, the billable times of the work packages are changed and the
comment of the second work package is changed.

Time entries that have already been processed can be set to "Checked".

After saving, the billable times are used for further processing during invoicing.

X & TrackAssessableTimeView

B
EFEEY YL Times | &
| Company + Project Job Date Employee Time Billable time | Note Chec
[7] 1 ATBAutobau AG 067 Tickets 067-1 Job mit Tickets 13.08.2020 Schaub Peter 04:00 " 05:00 B
[7] 2 ATBAutobau AG 067 Tickets 067-1 Job mit Tickets 10.08.2020 Schaub Peter 04:00" 03:50 | Comment 1 I B
08:00 08:50
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7.7 Remaining Expenses & Percentage of
Completion

For project controlling and resource management, either the percentage of
completion or the remaining expenditure is required as a comparative figure.
These estimates can be stored by the employee in the TimeTracker (see also
Section 7.3) or in the "Estimate Completion" dialog (for example, by the pro-
ject manager). In addition, degrees of completion can be stored in the project
(see also the masks Project and Degree of Completion).

The "Estimations" function can be found in the "Project management" menu.

“« &b X [ pialogue Da=s
# Administration —
19 Customer relationship manage... Jobsin detal [
3 Human resources i
4 (3 Project management =B -
| Portfolio and Program L S Lo )
 Projects Improved
= Resource Planning view
. Revenue Forecasts
(8] 30bs v X
[2 Change requests
1 status reports

(ils Chart
(] Queries
' Purchasing and procurement
$3 Offer and order
4 {8 Tracking
4 | Effort
(L Time tracker

After clicking the button a dialog opens. Here the projects can be selected:

X [ Dialogue Dw=
Please select
Jobs in detail []
Projects =
[} L&~ | Number Description
(] 1 059 Testprojekt 5
Improved
view
x

In the next step, the planned and actual values as well as the last estimates
based on the work packages can be viewed and current estimates can be
stored:
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X & Estimate progress Calx =

[ RowsTableGrid | (& |
Project Process State of completion Time-To-Completio  Planned time Target time Tracked time Rem: Last estimation Last State of compl Last Time-To-Comp Estimation date
= Project 059.1 planung (2)

1 Project 059.1pl... Process 059.1-1... a8 0 o m 13.08.2021
2 Project 059.1 pl... Process 059.1-2... 80 80 m 13.08.2021
128 80 o o

3 Project 059.2 umsetzung (3)

[T] 3 Project059.2u... | Process 059.2-1... 160 160 0o m 13.08.2021

[T] 4 Project059.2u..  Process 059.2-2... 40 40 0o m 13.08.2021

[C] 5 Project059.2u... Process 059.2-3... 16 16 o 13.08.2021
216 216 o o

3 Project 059.3 Planung (2)

6 Project059.3 PL.. Process 059.3-1... 24 24 o m 13.08.2021
7 Project 059.3 Pl... | Process 059.3-2... 0 40 o m 13.08.2021
| 6 64 o °
3 Project 059.4 Customizing (3)
8 Project059.4 C..  Process 059.4-1... 8 8 o m 13.08.2021
9 Project059.4 C...  Process 059.4-2... 7 72 o m 13.08.2021
10 Project 059.4 C...  Process 059.4-3... 16 16 o m 13.08.2021
96 96 [} [}

In the example, a percentage of completion of 20% is entered for one work

package and a remaining time of 12 hours for the one below:
[] 2 Project 059.1 pl... = Process 059.1-2...

3 Project 059.2 umsetzung (3)

[7] 3 Project059.2u... Process 059.2-1...
[7] 4 Project059.2u... Process 059.2-2...
[l 5 Project059.2u..  Process 059.2-3...

= Project 059.3 Planung (2)
[7] & Project059.3Pl... Process 059.3-1...
[7] 7 Project059.3Pl... Process 059.3-2...

d Project 059.4 Customizing (3)
[7] 8 Project059.4C.. Process 059.4-1...

[7] 9 Project059.4C..  Process 059.4-2... I 20

[7] 10 Project 059.4 C..  Process 059.4-3... 14|

3 Project 059.5 Pilotbetrieb (2)
[7] 11 Project 059.5Pi.. Process 059.5-1..
[] 12 Project 059.5Pi.. Process 059.5-2...

The system calculates the percentage of completion on the basis of the actual
expenditure (the planned expenditure is not important in the forecast) from
the remaining expenditure and vice versa.
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X & Estimate progress

B = 7

| RowsTableGrid | @

| Project Process State of completior Time-To-Completion  Planned time Target time Tracked time  Remowe Last estimation Last State of compl Last Time-To-Comp. Estimation date

J Project 059.1 planung (2)

] 1 Project059.1pl..  Process 059.1-1.. 48 0 0 m 01.10.2021

[7] 2 Project059.1pl... Process 059.1-2... 80 80 0O m 01.10.2021
128 80 o o

3 Project 059.2 umsetzung (3)

[l 3 Project059.2u.. = Process 059.2-1... 160 160 0 m 01.10.2021

[l 4 Project059.2u.. Process 059.2-2... 40 40 o m 01.10.2021

] 5 Project059.2u.. | Process 059.2-3... 16 16 o m 01.10.2021
216 216 o o

3 Project 059.3 Planung (2)

[7] 6 Project059.3Pl.. Process 059.3-1... 24 24 0 m 01.10.2021

[7] 7 Project059.3Pl... Process 059.3-2... 40 40 0 m 01.10.2021
64 64 L L

3 Project 059.4 Customizing (3)

8 Project 059.4 C..  Process 059.4-1... 8 8 o m 01.10.2021

9 Project 059.4C... | Process 059.4-2... 72 72 0 m |ori0.2021 20,00 0 |01.10.2021

10 Project 059.4 C..  Process 059.4-3... 16 16 0 W 01102021 0,00 12 |01.10.2021
9% 9 L 12

@ Project 059.5 Pilotbetrieb (2)
56 56 o o

The degree of completion can also be entered directly in the project on the
"Status" tab for the entire project or individual sub-projects:

X [ Project 059 Testprojekt 5
BHE & B ol L] 6 & Documenty Edit~ Viewv Backreferences~ Actions~
| General data | Stakeholders || Proposal | Portfolio | nuk—-munl smnsl[ Key figures || C | Bitting | Order data || Logbook || Final Report || Misc
.~ — Status report
T —
Status reports
[7] %~ Reportdate ~  Nextreportdate | Createdby Overallstatus | Status deadlines | Status costs Swtus qualty  Estimated project e Note
B 01.10.2021 13:12 Schaub Peter 1 1 1 1 21.07.2020
~ = Change req
[7]| 4% ~ | Description Date = | Created by Status Reason Priority Note
- 01102021 Schaub Peter | registered
Estimates
] %8~ | Reportdate [ g effort Note
[ 1 01102021 10,00 % Schaub Peter
——
— = Risks
D#.‘Name Description Risk type »m ‘Rlsknnnagers |
-

This percentage of completion in the project is often used for the valuation of

unfinished services.
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7.8 Risks

Risk management is a management task in which the risks of an organization
or projects are identified, analyzed and evaluated. To this end, the organisati-

on's overall objectives, strategies and policy for risk management must be de-
fined.

In Projectile there are different possibilities to manage risks. The simplest way
is risk assessment in form of an evaluated checklist in the project on the tab
"Risk Assessment". The risk assessment shown is an implementation example
and differs in many versions. The risks are categorized (here into customer

risks, economic risks, resource risks and implementation risks) and often inclu-
de point systems.

X3 interface
EFE [0l QY CIER o T @ Docment- Edt- View~ Back references+ Actions

General data | Stakeholders | Proposal | Portfolio D Status ¥ fig Billing Logbook || Final Report || Misc
- Summary

Key figure risks 13

- Customer risks

Key figure customer risks 4
Customer has enough knowhow to support the project 1

Result of the project is very important for the customer |2

Project requires no organisational changes at the 1
customer

- Economic risks

Key figure economics risks 9
Risks are covered by the calculation 1

Project will be offered on a Time & Material 3

basis

Offer is based on General Terms & Conditions | 4

Cost estimation is very reliable 1

- Resource risks

Key figure resource risks 0
Project tasks has been completed successfully several times before

Project team will be completely available

The risk assessment is often updated as part of the status report (see Section

7.9). Another option for managing risks is the flexible investment of any risks
and their assessments:

X [ Project 022 Einfuhrung Fibu

EHE &) O olF L | b T @ oouments Edt- View- Backreferences~ Actions~
General data | Stakeholders | Proposal | Portfolio | Risk assessment | Status | Key figures | Calculation || Billing documents | Orderdata | Logbook || Final Report | Misc |
+ Customer actions
+ Mestings
+ Dcisions
- Risks

F1| &8~ | ho. Rating | Description Impacto Impacta Impacta Impacto Impact Probabity | Risk key  changes / progress Action Responsible Datedue | Status Comment
(&) 1|1 I < 2 1 1 6 10,00 20,00% 2,00 01.02.2020

° s —

= External documentations
Project Auftrag 0015.pdf 19.04.2020 Schaub Peter
acceptance

Documentations

Invoices

© Information Desire Software GmbH Page 23



Here, risks are defined line by line and the assessments are carried out in the
form of a points system.

The last possibility to manage risks is the module "Risk Management". Any
number of risks can be defined here and assigned to programs, portfolios,

units and projects. In the example, two risks have been assigned for the pro-
ject:

X [ Project 022 Einfahrung Fibu

HE& D O olf b | b @ osoamnt- Ef- Views Backreferences~ Actons~

General data | Stakeholders | Proposal | Portfolio | Risk assessment Key figures || Calculation | Billing documents || Orderdata | Logbook | Final Report | Misc
- Status report

Status Report
Status reports

@ [ Reporting period

[l 4#~ Reportdates | Nextreportdate | Created by Overall status | Status deadines | Status costs
] 1 14.01.2020 15:03 03.02.2020 00:00 ~Schaub Peter 2

2 13.02.2020 10:16

Status quality Estimated project € Note
— :

02.03.2020
Schaub Peter 2 2

1 1

]

- 01.10.2021 11:09 Schaub Peter 1 1 05.09.2020
- Change requests

[]| 4% - | Description Date~ | Created by Note
- 01.10.2021 | Schaub Peter | registered

The risks consist of own administration masks, in which ...

X * Project risk 022 Einfiihrung Fibu 15.01.2020
[H @ & Document~ Editv View~
= Basic information
No. 1 Status
Description | Risk 1

Created by | Schaub Peter Date 15012020 o [

Responsible

raung |

Project  |022 Einfihung Fibu
Datedue 01022020 |o [
= Impact
Impact on Q 2 K 1 T 1 z
Impact 10,00 Probability 20,00 % Risk key 2,00
figure

= Changes

~ Comment

... the allocations to programmes, portfolios, units and projects are defined
and the risk indicators (risk contributions) and risk reports are managed Any

number of countermeasures can be assigned to the risk indicators and these in
turn can be assigned to the work packages.

7.9 Status Report and Change Request

The status reports are an important part of project management and project
controlling. They document the progress of the project plan. It is clearly visible
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who is working on what, how far the task has progressed, or what problems

may arise.

The status reports can be created on the "Status" tab:

X [ Project 022 Einfiihrung Fibu

ba=

HE L) B olf L | b ™ @ ovouments Edt~ View- Backreferences~ Actions~
| General data | Stakeholders | Proposal || Portfolio | Risk assessment l&l[ Key figures || | sitting Il | Logbook || Final Report || Misc |
~— = Status report

Status Report |@/E]  Reporting period -

Status reports

7] 4k~ Reportdate~ | Nextreportdate | Createdby Overall status | Status deadines | Status costs Sttus quality | Estimated project € Note

[a] 1| 14.01202015:03  03.02.2020 00:00 | Schaub Peter 2 R 1 02.03.2020

) 2| 13.02.2020 10:16 Schaub Peter 2 2 1 ] 16.03.2020

- 01.10.2021 11:09 Schaub Peter 1 1 1 1 05.09.2020
= Change requests

[] 4~ | Description Date™ | Created by Sttus Reason Priority Note

B 01102021 | Schaub Peter | registered

The status report often contains status information regarding deadlines, costs
and quality (sometimes more), justifications, progress information (expected

project end, remaining costs, ...)

X |- Status report 022.1 022 Einfiihrung Fibu 14.01.2020 15:03:24.

Hn=
EH @ & & Ooumentr Edte Vews Adions~
| | [[ e |
= Basic information
Number [022.1 |
Project 022 Einfilhrung Fibu
Reporting perid  From 14012020 | ®|E|  00:00 T B =] |
Created by [schaub peter Report [14.01.2020 | 1s03]  Netrepot[0302200 |0/ o0:00)
date date
Sttt o
end
- |
Current report m
= Status
souscosioes [ | [cusomer s \
Status costs 2 =| [15% above plan ]
Status quality 1 =] | |
—— 2 o |
Overall status z =] [ |
Remaining intemal effort | 1.23200EUR|
Remaining external effort | 542,00 EUR|

... and, if necessary, the risk assessment:
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X [ Status report 022.1 022 Einfiihrung Fibu 14.01.2020 15:03:24

[H @ & () Documentv Editv View~ Actions~

I Risk |

~ Summary
Key figure risks 12

= Customer risks
Key figure customer risks 10
Customer has enough knowhow to support the project |3
Result of the project is very important for the customer 3

Project requires no organisational changes at the 4 -
customer

- Economic risks
Key figure economics risks 2
Risks are covered by the calculation 2 hd
Project will be offered on a Time & Material
basis
Offer is based on General Terms & Conditions.
Cost estimation is very reliable -

- Resource risks
Key figure resource risks 0
Project tasks has been completed successfully several times before o
Project team will be completely available

In project change management, a change request is a formalized request to
change the properties of a specific product feature. Each change request
should be evaluated, decided and communicated in a controlled process.

Change requests can be created on the "Status" tab:

X [ Project 022 Einfahrung Fibu

bu=

BHE & B ol db 1 b T @ Doument- Edt- View- Backreferences~ Actions~

General data | Stakeholders | Proposal || Portfolio || Risk assessment \ Key figures || Calculation | Billing documents || Order data | Logbook || Final Report | Misc

- Status report
Status Report ©® [ Reporting period
Status reports
[ 4~ | Reportdates | Nextreportdate  Createdby Overallstatus | Status deadlines | Status costs Swmtusqualty | Estimated project € Note
[ 1 140120201503 03.02.202000:00 SchaubPeter 2 I : 1 02.03.2020
1] 2 13.02202010:16 Schaub Peter 2 2 1 ] 16.03.2020
o) 01.10.2021 11:17 Schaub Peter | 1 1 1 1 05.0.2020
= Change requests
[7] 4% ~ | Description Date™ | Created by Status Reason Priority Note
B 1| Change 711 01.10.2021 = Schaub Peter registered Customer request | 3 - normal prior...
[l 2| changes1r 01102021 | SchaubPeter | registered Technical 5 - highest prio...
B 01102021 | SchaubPeter | registered

The change request often includes the participants/responsibles, the priority, a

categorization and ...

X [ Change request 022-1 Change 711

[ @ & Oocument- Edt- View-
__|

= Basic information

Number 0221

Description | Change 711

Status | registered

Project 022 Einfuhrung Fibu

Created by |Schaub Peter v Dateof 01102021 o [
creation

Category | Customer request
Note

Priority |3 - normal priority

~ Employees involved
[7]| 4~ First name Name +

Work phone Mobile number | Email Address
B 1 Gabi Maier

B 2 Jana Meier

B 3 Oivia Raber 2 olivia.raber@te...

the effects of the change in detail
sources, target).

(effort, costs, turnover, deadline, re-
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Difference | 180000 EWR|

= Turnover
Yes [# Reason  Seperate Billing

Difference | 2.800,00EWR|

— E Deadiin

Yes @ Reason|

Oiference [ ¢

g
|_vas [7]  Reason|Other Developers ]

Irv:m; Reason | |
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