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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.
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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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Date Selection
PR

A From To Hours  Bilable h Job Note
3 Day 01: Monday, 21.06.2021 cw2s [
B 1@
Bl@
| 3| @ | Time Sheet
B 4@
B s|@
s ) s
S Day 02: Tuesday, 22.06.2021 cW2s " [
Bl s &
m | Filter...
A Process number  TTlob Project Customer Due time Estimated time Actual time | Time to completion
B 1| 022222 Aufgabe mit Tickets C 31.08.2020 24 [
Bl 2|3 o Projektmanagement Enfithrung EFM Consult Softwar... | 19.03.2020 20 35 To Do List
[ 3|[# | oam1 Konzeption Planung Consult Softwar... | 11.07.2020 224 235
B 4/[F o512 Spezifikation Planung Consult AG 25.03.2020 38 M5
El s|[# o401 AP L Test 12.06.2020 56 14,25
B s/[# ose22 e umsetzung 17.07.2020 40 0
B 7|2  o0se23 el umsetzung 21.07.2020 16 ]
B 8|[F 0671 Job mit Tickets Tickets Autobau AG 31.08.2020 E] 1
Bl o2l o2 02 Phase | Consull Softwer,,,_10.03.2020 40 ]

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 (26072021 |@E] & )| Actions~ Fiter~

I 1IE Filter...
] From To Hours | Billable ki Job Note
@ Day 01: Monday, 26.07.2021 CW30 « [
O 1@ os00 " s 7 001,24 Create Requirements Specification - 1.2 ..
b v ¥
| 2 @ & 1300 15:00 001.2-5 G -120
M| s|@ " 02:30 "001.2-4 Create Requirements Specification - 1.2 ...
| 4/ @
B s @

27:15  02:30

= Day 02: Tuesday, 27.07.2021 cw30 " [

O s|@

Fl 7

(D@ Filter...
B Process number  TTlob Project Customer Due time Estimated time Actual time State [%] | Time to completion

E| 1 00124 Create Require..  Customizing Autobau AG 12.01.2020 12 [}

| 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 L TimeTracker Schaub Peter D=
B 22607202 |em[] 2| acons~ Fiter -

[ G| [Filter...
F From To Hours  Billable b Job Note

i Day 02: Tuesday, 27.07.2021 CW30 « L[|

o s

O 7@

0l s

F| 9

E| 10

00:00 00:00

2 Day 03: Wednesday, 28.07.2021 CW30 « [
[ 1|
F| 12

Il = [trar

. changes the entry date and the subsequent entry of times can be carried
out.
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2 [B009.2000 |0[E o | Adions e Fikers

| Filter...
n fom | T Hours | Bilable b Job Nete

= Day 0L: Thursday, 30.09.2021 CW39

Al 1@ o T omm T001.2-4 Create Raquirements Specfication - 1.2 .. " Comment 3

M oz@ 0 s T01.2-5 Conceprual Discussion - 1.2 Customizing | Comment 4

B 2@
.

517

A s
4 o

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".

2 L TimeTracker Schaub Peter D=
|B %= |[00m0n [oF e o Fiter =

- & Showfree jobs i

@« ®) 01 - Finalire last month L Filter..,

n fom | T Hours| oy =

= Day 01: Monday, 20.09.2021 CW3E ¥ 1 Roguest abserces

o1&
a @ jills Time sheet (external)
n| @ Time sheet (intermal)
7l o4 s tencances and absences
s Avsances

" oo Ml Service repont

e

s

S Dary 02: Tussday, 21.00.2021 CW3s  + [

PR R

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".

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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Estzoit
Total Total Total Total  Total
01.08.2021 Wed 8,00 0.00 -B.00
02.09.2021 Thu 8,00 0.00 -B.00
03.00.2021 Fri 6,00 0,00 -6.00
04.08.2021 Sat 0,00 0.00 o.00
05.09.2021 Sun 000 0,00 0.00
06.08.2021 Mon 8,00 0.00 -8.00
07.09.2021 Tuo 800 0.00 -B.00
08.09.2021 Wed 8,00 0,00 8,00
09.08.2021 Thu 8,00 0.00 -B.00
10.09.2021 Fri 600 0.00 -B.00
11.08.2021 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 -B.00
14.08.2021 Tue 8,00 000 -8.00
15.09.2021 Wed 800 0.00 -B.00
16.00.2021 Thu 8,00 0,00 8,00
17092021 Fri 600 0.00 6,00
18.09.2021 Sat 000 0.00 0.00
19.08.2021 Sun 0,00 0,00 o.on
20.09.2021 Mon 8,00 0,00 -B.00
21.09.2021 Tue 8,00 0,00 8,00
22082021 Wad 8,00 0,00 B.00
23.09.2021 Thu 8,00 0.00 -B.00
24.00.2021 Fri 6,00 0,00 6,00
25.09.2021 Sat 000 0.00 0.00
26.09.2021 Sun 000 0,00 0.00
27.08.2021 Mon 8,00 000 -B.00
28.09.2021 Tuo 8,00 0,00 -B.00
20.09.2021 Wed 8,00 0,00 -8,00
30.09.2021 Thu 8,00 0.00 -B.00
01.10.2021 Fri B 0.00 -6
Total 17400 000 -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 Employes  Occupation Actual [h]
Entwicklung Modul BO 001.1-1 Konzeption Schaub Peter Baeratung 02.12.2019 06.12.2019 2250
Entwickiung Modul A 002.1-3 Pichtenhelt Schaub Peter Baratung 02122019 17.01.2020 37,00
Entwickiung Modul G D03.1-2 Konzaption Schaub Peter Baratung 02.01.2020 12032020 36,50
Einfilhrung EPM 005.2-5 Tosten Schaub Peter Support 16.01.2020 12.03.2020 19,28
Entwicklung Modul B 011.2-5 Testen Schaub Pater Support 10.12.2019 0B.01.2020 14,00
Einflhrung Projectile  014.1-1 Konzoption Schaub Peter Beratung 05.12.2019 28.02.2020 15,00
Entwickiung Modul J  019-1 Testfallo definieren  Schaub Peter Intema Tatighoit 11.12.2019 30.03.2020 16,50
Entwickiung Modul J  019-2 018-2 Schaub Peter Intema Tatigkeit 11.12.2019 12122019 2,00
Einfilhrung EPM 043.1-1 Konzeption Schaub Peter Baratung 26,02.2020 25,02.2020 4,00
Einfhrung EPM 043.1-2 Spexilikation Schaub Peter Baratung 24.02.2020 25.02 2020 7,00
Einfiihrung EPM 045.1-2 Speaifikation Schaub Peter Baratung 10.03.2080 30.03.2020 1,75

i EPM 0471 Preg Schaub Peter Project 11.02.2020 24.03.2020 15,00
Einfilhrung EPM 047.1-1 Konzaption Schaub Peter Baratung 11.02.2020 13.02.2020 4,50
Test - PD 048-1 AP Schaub Peter Baratung - Senicr  23.03.2020 24.02.2020 11,00

220,00

Einzelnachweise
Data Time Project Job Occupation Employee  TTGomment
Q2122019 4,00 001.1 Planung 001.1-1 Kenzeption Beratung Schaub Peter Bomarkung 1
02122019 4,00 D021 002.1-3 Beratung Schaub Peter Bemarkung 2
03922019 3,75 001.1 Planung 001.1-1 Konzeption Beratung Schaub Peter Bomarkung 3
03122018 525 D021 i 002.1-3 Beratung Schaub Peter Bemarkung 4
04122019 4,00 001.1 Planung 001.1-1 Kenzeption Beratung Schaub Peter Bamarkung 5
04122019 3.00 0021 i 002.1-3 Pl Beratung Schaub Peter Bormorkung &
05122019 4,00 001.1 Planung 001.1-1 Konzeption Beratung Schaub Peter Bamarkung 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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EB = |forio02 |® B @ @

= | = [Fer..
B From To Hours. Biliable h Job Note
Dary 01t Friday, 01.10.2021 CW39
ST ' 001.2-4 Create Regurements Specifcation - 1.2 ..
Bl2&
[ 8 Y
0| s &
Al s@E
Bl os&
00:00 00:00

ol [Fer_.
B Process number | TThob Project Customer Dz time: Estimated time Actual time Stabe [%] | Time to completion

0ol fenae Create Requirs...  Customizng Autsbin AG 12.00.2020 12 3

£ 2|35 o2s Conoeptual Disc.. | Customizing Aurobau AG 12012020 24 s

Acquisition on this task is stopped when ...

B = (foumma (o[ @ | Asose Ftere
&=
[l From T Hours  Bdlable b Job Mot

S Day 01 Friday, 01.10.2021 CW39
1y 00:01 | D01 | 001.2-4 Creste Requirernents Specification - 1.2 _
1438 03001 03:00 | 00125 Conceptual Discussion - 1.2 Customizing

oooOoo
Popewwwe

oo

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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- TimeTracker Schaub Peter D=

B 2607202 o« o ||Adonss| Fiter~
| (@& Show free jobs

L 4 ®) 0L - Finglize last month Filter...
o ey I Hout |5 02 - Finalize current Note

= Day 01: Monday, 26.07.2021 CW30 w

?.I 1R s Time sheet (extemal)

' 2@ s Time sheet (inbernal)

ais@ il Amendances and absences

i.: @ il Absences

Bls@ il Service report

L

& Day 02: Tuesday, 27.07.2021 cw3o [
B s/ @
Al z @
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 ...

R=5 1

1

*  Request absances

= 800 ry ] 4| [oL102021 (e ] 4| (L2022 |eF (AL |

16

IMesar Jana {Holday) “
Masar Jana s 1
Scheduled Applied-for fulljhalf day Confirmed fullhalf day  Denled Bank Applied-for removal

haliday
Heliday entithernent Remaining holiday Requested holiday Remaining holiday Requested holiday Approved holiday next year
(as of 31.12.) (as of 31.12) (as of 3112 requested holiday next year (as of 31.12)
(s 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'us.w.m: Y= -Noswaar [em | Aeey I

Remove Absence

= - |& == 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 4 InitiatadWarkfioms
2 My Ballots: 14 Show all ballots

@_ #bsance request Eilers Hans, SpareTimeCompensation from 19.03.2020 to 20.03.2020
@q__ Abzence request Zollner Pia, Holiday from 09.03.2020 to 13.03.2020

@g_ Foreign imvoice line confirmation 15-1 Pas 1 2.300,00

@_ Foraign imvoice line confirmation 10-1 pos 1 1,00

@1__ Abzence request Meser Jana, Holiday from 02.10.2021 to 05.10.2021

@_ Foreign invoice line confirmation Foresgnlnvoice 5543 2-3 1.000,00

@_ Foraign imvoice line confirmation 18-1 Pas 1 1.000,00

@q,_ Foreign invoice line confirmation 18-2 Pas 2 1.200,00

@_ Foreign imvoice line confirmation Foregnlnwoice 5543 15-3 1.200,00

@(__ Absance request Meler Jana, Holiday from 05.10.2021 to 10.10.2021
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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.

A Vote

Please wote and give a comment

Workflow Absence request

Voting ' Unitleiter

group

Comment

Employee Meier Jana

Start 05.10.2021

End 10.10.2021
Fresence Haliday

Days applied-for ' 304
Remaining Holidays after approval 52.!,0 d

Rest Holidays and fie time

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

»  Reqguest absences

2 800 Fl A 4| 0wz |olE bl (4] forirz20m [elm P M

16

R Meier Jana (Holiday) | —
Mair Jana (SparaTimeCompansation)

Scheduled Applied-for full/half day Confirmed fullhalf day  Denied Bank Applied-for removal
haliday

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):

E S |[om20n (8 & 4| Adonse Fiters
= | = Filter..,
[l From Ta Hours  Bdlable b Job Mot

 Day 01: Wadnasday, 29.09.2021 EW39

00 | 1218 0315 0%15 00124 Creste 12
215 | 17 0445 Sickness Stomach Pain

Bl s

Al s
nj s

CECL

0315 (.. 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.

A5 CHORNON i oo ™ temcie @went @eesn @oer Wosn Maw.t Westo @ es. o o
L ¥ = TrackEmployeePresences 5= —

" Fl G- Duscripaien
ixw 3 Begin  OLIL.Z1 e [3
] Qowies End 0202 e F
[ Lock Sme traciing Sart

1B Progct managemant

R Purchasing and peocuremant

39 Offer and order

{58 Teaching

£ bty

i Ticket management

4| Risk management

. Query manager

e Faer

"= Toam calendar

R s market

B Forum
Suicky Notes

L Settings

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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Employee Wollert Barbara Behn Arvid Meier Tamara

Fr 01.10.2021
Sa 02.10.2021
Su 03.10.2021
Mo 04.10.2021
Tu 05.10.2021
We 06.10.2021 | HalfVacation | Sickness

Th 07.10.2021 | Sickness

i

Fr 08.10.2021
Sa 09.10.2021
Su 10.10.2021
Mo 11.10.2021 Holiday _Sldd\ess
Tu 12.10.2021 Sickness.
We 13.10.2021
Th 14.10.2021 -
Employes Wollert Barbara Behn Arvid Meier Tamara
Fr 15.10.2021
Sa 16.10.2021
Su 17.10.2021
Mo 1B.10.2021
Tu 19.10.2021
Wi 20.10.2021
Th 21.10.2021
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":

£ TrackEmployeePresencesView Hu=

Preview Reset Close
Employee Wollert Barbara tehn Arvid Meler Tamara

Fr 01.10.2021

Sa 02.10.2021

5u 03.10.2021

Mo 04.10.2021

Tu 05.10.2021 |

We 06.10.2021  Halfvacation Sickness
Th 07.10.2021 Holiday Sickness

Fr 08.10.2021
Sa 09.10.2021
Su 10.10.2021
Mo 11.10.2021 r | Sickness
Tu 12102021 | "Holiday End Sickness
We 13.10.2021
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

FrooL02021 | <] | =
Sa 02.10.2021

5u 03.10.2021

[0 |

Meier Tamara

Mo 04.10.2021

Tu 05.10.2021

We 06.10.2021

Th 07.10.2021

Fr 08.10.2021
Sa 09.10.2021
Su 10.10.2021

Mo 11.10.2021

Tu 12.10.2021

We 13.10.2021
Th 14.10.2021

Employee I
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%.

i
¢
§
i
i
i
E
i
£
i
:
!
§

0124 Creste Requine_. | Customizing Autsbou AG 12012020

225 | enas Conceptual Disc . Customizing Aectau AG 12003080

0 3 [2G w2 Croace Reguire... | Cuttomnizing Aoy AG 12012000
4 2@ 222 Mufgsbe mR Tic. | Schtstellen | Consuk Softwar... | 31082020

] a7 19.03.2020

G o Kenzepton Placeng Consult Softwar... | 11072020
v @ osa2 Speztiasion Parung Consukt 4G 26,03 3000
&\ [2 @ 0w 3! Tast. 1202020

rulsznes
u
in

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 | TTlob Project Customar Due time Estimated time Actual time State [%h] Time to completion
F| 1 IEI 001.2-5 Create Require... | Customizing Autobau AG 12012020 12 6,27 ]
Ll m 001.2-5 Conceprual Disc...  Customizing Autobau AG 12012020 24 ] L] 15
F| 2 IEI 001.2-4 Create Require.. = Customizing Autobau AG 12012020 12 o

] 4 EI 022.229-2 Aufgaba mit Tic...  Schnittstellen Consult Softwar... | 31.08.2020 24 o

F| s IEI 047-1 Projaktmanage... | Einfillhrung EPM | Consult Softwar... | 19.03.2020 20 35

| & @ 047.1-1 Konzeption Planung Consult Softwar... | 11.07.2020 24 235

l:l 7 [¢] | D45.1-2 Spezifikation Planung Consult AG 25.03.2020 E 34,5 100 L] I
[l ] s e e anAS Aamn e a4

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

2 | TimeTracker Schaub Peter

tu=

B 202082021 e« || Actions~] rirer -

S | G show free jobs |-

| R ») O1-Finalize lastmonth | Fiter..
F From To Hour | 0o Final " Note

3 Day 01: Monday, 02.08.2021 CW31 | (1) Request absences

O @ dly Time sheet (external)

0l 2 D s Time sheet (internal)

E :! g il; Atendances and absences

4
s Absences
F s/ @

O ¢J@

ml2m

. 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

£y =
Copy free job
Please select a free job to copy
=
Filter occupations. ]
Filter units ]

Filter abstract employee
Filter abstract employee empty [
Copy all sehected jobs

| v Take over free job | (5 [Fiter..
& Main project Project Process number  Description Occupation Planning time

= 005.3 Pllotbetrieb (1)

.I'_I' 1 r;/ 005 Elnltinmng.._ | 005.3 Piotbetrieh | 00531 [ Integrationstest [ Beratung %

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 Sn=
B 2 o2c20m lolm & [[Aconss] riter |

T (& Show free jobs | - _
| @ | V) 01 - Finalize last month | [Fiter.. ”
From To Houf ™02 - Finalze current ] Note

(2 Day 01: Monday, 02.08.2021 CW31 | | Request absences

a1 l, Time sheet (external)

o2 | iy Time sheet (intemnal) | |

o s il Atendances and absences | |

O s il; Absences |

O s ol Service report

3 Day 02: Tuesday, 03.08.2021 W31« [

Ol s

Fll 7S

- e 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 ...

» L TimeTracker Schaub Peter ba=s

|B 2 |l02082021 | eE/ (4 b | Actions~ Filer |
IFIE Ater. |
Frem To Hours  Billable i Jab Mote

@ Day 01: Monday, 02.08.2021 w31« [

OEIE O
Kiowiw

00:00  00:00
= Day 02: Tuesday, 03.08.2021 cw31 > —

o s (@

Al 7 Time tracking from 01.08.2021 to 31.08.2021 will be disabled after dlosing. Continue?

|0 =] = | i } Arer. |
[l Process number  TTlob  Profect * Customer  Due time © Estimatedtime  Actual time State (%] Thme to completion

Fl| 5/[Z] 0471 Projeltmanage... | Einflhrung EPM | Consult Softwar... | 19.03.2020 20 35

[ RIPR  IRRP P Vanmsasica [TEr— Fama it £ ol n_— 1 AT anan ana e

... the times of periods are read-only.
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X\ TimeTracker Schaub Peter
EH 2oz [e]E « | Adionse Fiers

| | =

M From To Hows | Edlable h Job Note

S Day 01: Thursday, 30.09.2021 cw39 " [

1) 1[E | oo 1230 03:00 | 03:00  001.2-4 Creste Requirements Specification - 1.2 .. | Comment 3

| 2@ | 1220 1830 05:00  05:00 001.2-5 Concepnial Discussion - 1.2 Customizing  Comment 4

bl LN ) — .

M F= =

F Process number  TTlob Project: Customer Due Hme [Estimated time Actual time State [44] Time to completion
F1| 1| |oor24 Create Require.. | Customizing Autobau AG 12.01.2020 12 627

m| 2| |oor2s Conceptual Disc..  Customizing Autobau AG 12.01.2020 24 B

| 2|E |oor2s Create Require.. | Customizing Autobau AG 12.01.2020 12 o

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 & InitiabedWorkflows

5 My Ballots: 11 Show all ballots

71 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

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

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

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

Traval for confirmation submit 19 Schaub Peter Workshops 1.024,00
Teme tracking confirmation for Schaub Peter to 31.08.2021

1 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 € Vote

Please vote and give a comment

Workflow Time tracking confirmation

Voting Unitleiter

Comment

Employee Schaub Peter
Recording Bmit | 30.09.2021

Comment
No comment

Ba=

... 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 ...

a“ L. % [ Billable times
3 drbbimtios Please enter the data:
10 Customer relationship manage... Period of time | Last Month
8 Human resources.
Start 0072021 8l

[5 Project management
i Purchasing and procarement End n07.021 =0
98 Offer and order Projects
# {3 Tracking [F1 = | Number
| effont

L Time tracker Eavlore =

(5 Matrix- TimeTracker O] G~ | hame

Rigas: ahethos Display Option | Individual times
R Stacross Time Checked | a1

(7] Transferring billsbie times o | (X

[7] Iveice Forecast

[T Forecast Refresh

(& Rebook times

| Expense

1] Queries

D=

... 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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3 [F Billable times

Please enter the data:

Period of time | Last Manth b

start e =

End (0092021 [0/

Projects iv
1| %% ~ | Mumber [Description
F 1| 082 Devalopment of ...

Employees !v
1) &# ~ | 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.

» & TrackAssessableTimeView

[ | [coed]
|I:‘_lie‘iatﬁ'l Times | [
1 Company~ Project Job Date Emgloyee Time Billable time | Nate Che
D 1 ATH Autobau AG | DBEF Tickets 067-1 Job mit Tickets 13.08.2020 Schaub Petar 04:00 04:00 A
D 2 ATB Autobau AG D67 Tickets 067F-1 Job mit Tickets 10.08.2020 Schaub Petar 04:00 04:00 A
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.

¥ & TrackAssessableTimeView

| save | Checkea |
hh¥a & Times | |5
M Company * Project Job Date Employee Time Billable time | Mate Che
D 1 ATB Autobau AG 0BT Tickets 067-1 Job mit Tickets 13.08.2020 Schaub Peter 04:00 " a5:00 B
[7] 2| ATB Autohau AG 0BT Tickets 067-1 Job mit Tickets 10.08.2020 Schaub Peter 400" 03:50 | Comment 1 I &)
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.

A £ i pialogue L=
& hdministration Plance salect
B Cusstomer nelstionship manage... Jobsindetal [7]
3/ Human resources.
# & Project management Prejects bl
e e ] 4~ Number Description
| Projects Improved [
& Resource Planring view
., Revenue Forecasts.
P Lt
[ Charsge requests
12 status reports
L —
s Chart
| Queries
T Purchasing and procurement
33 Offer and order
# (3 Tracking

4 | ) Effert.
I Time tracker

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

X [ pialogue b=

Improved
view
[]=

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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¥ £ Estimate progress b=

& = [»

| RowsTableGrid | (& [Fiter... |

El Froject Process State of completion Time-To-Completioj  Planned time Target time Tracked ime  Rem Last estimation Last State of compl Last Time-Te-Comp Estimation date

= Project 059.1 planung (2)

[C] 1| Project059.1pl..  Process 059.1-1... a8 (1] (AN | 13.08.2021

[ 2 Project059.1pl.. Process 059.1-2... 80 80 om 13.08.2021
128 80 o o

2 Project 059.2 umsetzung (3)

[T 3| Project059.2 u... | Process 059.2-1... 160 160 (N | 13.08.2021

[T 4 Project059.2u.. Process 059.2-2... 40 40 (AN | 13.08.2021

[C]1 5| Project059.2u..  Process 059.2-3... 16 16 (N | 13.08.2021
216 216 0 o

= Project 059.3 Planung (2)

[T 6 Project059.3Pl.. Process 059.3-1... 4 24 LAN | 13.08.2021

[[]1 7 Project0s9.3PL.  Process 059.3-2... 40 0 (AN | 13.08.2021
64 64 0 o

= Project 059.4 Customizing (3)

[71 8 Project059.4C... Process 059.4-1... 8 B8 LAN | 13.08.2021

[C]1 9 Project0s9.4C..  Process 059.4-2... 72 72 (AN | 13.08.2021

[7] 10 Project059.4C... Process 059.4-3... 16 16 o | 13.08.2021
96 96 o o

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:

71| 2| Project 059.1 pl... | Process 05%.1-2...

= Project 059.2 umsetzung (3)

[] 3 Project0S9.2u..  Process 059.2-1..
[] 4 Project059.2u..  Process 059.2-2..
[ 5/ Project059.2u.. | Process 059.2-3...

3 Project 059.3 Planung (2)
[ &/ Project 059.3 PL.. | Process 059.3-1..
[ 7| Project 058.3 Fl.. | Process 059.3-2..

= Project 059.4 Customizing (3)
[7]| & Project59.4¢C.. Process 058.4-1..

[ o/ Project 058.4 €. pmcaansg.-i-z._.l 20

[7] 10 Project058.4 C..  Process 059.4-3... 1]

= Project 059.5 Pilotbetrieb (2)
[]| 11| Project 659.5 Pi.. | Process 058.5-1..
[7]] 12 | Project 659.5 Fi..  Process 05%.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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¥ £ Estimate progress

Bl=

| RowsTableGrid | (5

A Project Process State of completion Time-To-Completiol  Planned time Target time Tracked time Remaove, Last estimation Last State of compl Last Time-To-Comp Estimation date:

= Project 059.1 planung (2)

[71 1 Project 059.1 pl... | Process 056.1-1... 48 ] o0 m 01.10.2021

[[] 2 Project059.1pl..  Process 059.1-2... B0 B0 ] [ ] 01.10.2021
128 80 o o

2 Project 059.2 umsetzung (3)

[[] 3 Project059.2 u..  Process 058.2-1.. 160 160 L] [ a] 01.10.2021

[71 4 Project059.2u.. | Process 059.2-2.. 40 40 LA | 01.10.2021

[71 5 Project059.2 u.. | Process 058.2-3.. 16 i6 o | 01.10.2021
216 216 o o

= Project 059.3 Planung (2)

[[] & Project059.3 Pl..  Process 059.3-1... 24 24 ] [ | 01.10.2021

[71 7 Project059.3 Pl..  Process 059.3-2.. 40 40 LAEN | 01.10.2021
64 64 o o

= Project 059.4 Customizing (3)

8 | Project 059.4 C.. Process 059.4-1... 8 B LA | 01.10.2021

9 Project 059.4 C.. | Process 059.4-2... 72 72 L] [ s 01.10.2021 20,00 0 | 01.10.2021

10 Project 059.4 C..  Process 059.4-3.. 16 16 L] [ s 01.10.2021 0,00 12 | 01.10.2021
96 96 o 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:

> [ Project 059 Testprojekt 5

HEE 0 BE ol b ] T & Oocumentr Edt~ View~ Backreferences = Actions =

| General data | || proposal || | misk I Status I[ Key figures || | Bilting | order data || Logbook || Final Report || Misc
— = Status report
Status Report B =] period |
Status reports
[[]) 4k~ | Reportdate « | Nextreportdate | Created by Overallstatus | Status deadlines | Status costs Status quality | Estimated projecte Note
® 01.10.2021 13:12 Schaub Pater 1 1 1 1 21.07.2020
— = Change reguest:
[ 4é = | Description Date = | Created by Status Reason Priority Nate
- 01.10.2021 | Schaub Peter registared
Estimates
- Report date = Completion Estimated remaining affort Employes Note
Al 2 01.10.2021 10,00 % Schaub Peter
T ™ |
— = Risks
1| %58 ~ | Name Description Risk type Group Risk managers
®

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.

X [ project of interfaca hfr=
HEHE & HE olr b &5 @ ocumente Edte Views Backreferences~ Actonss

General data | Stakoholders | Proposal | Portfolle m ¥ fig Order data | Logbook || Final Report = Misc

= Summary

Key figure risks 13

- Custamar risks
Key figure custome risks 4
Customer has erough knowhow to support the project 1
Result of the project is very impertant for the customer 2

Project requires no organisational changes 2t the 1
customer

= Economic risks
Ky figure economics risks 9
Risks are covered by the calculation i1
Project wil be offered on a Time & Material 3

basis

Offer & based on General Terms & Concitions 4

Cost estimation ks very relisble iy

- Resource risks

Ky figure resource risks o
Project before

Project team will be completely avadable [

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:

2 [l Project 022 Einfihrung Fibu ha=
EE&L D B olr & 0 b 5@ Doumets Edt- Vews Backnfwencess Adionss
Genarsl data | Stakehslders | Propesal | Portfolls | Risk Status. ¥ fige g owuunnulm« Misc
- Customer actions
+ Mastings
+ Decisions
= Risks
| &= | Mo Rating  Description Impacta Impacta Impacta Impacta Impact Probablity  Risk key changes [ progress Action Responsible. Datedue | Status Comment
|y I H 1 1 6 100 000% | 2,00 ara22020
® s ==
- External documentations
Project Aufirag 0015.pdf 19.04.2020 Schaub Pater
acoeptance
Documentations:

Invoices
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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:

2 [ Project 022 Einfihrung Fibu pa=
BEE LD O olF & ] b 5 € oDoumets Edt~ Vews Backreferences Acions»
| Generaldata | Stakeholders | Proposal | Portfolis mm:umm Calculation | Billing documents | Orderdata | Logbook | Final Report | Misc

- Status report

Stntus Repart @ B Reporting period

Status reports

Il i~ Reportcate~ | Nastreporidate | Created by Ovorall stafus | Seatus doacioss | SRatus costs Sty qually  Estimated praject ¢ Nobe

1] 1 14002000 1503 | 03021020 00:00 SchauhPeter 2 I 1 12.03.2020

] 2 13023020 1018 Schauk Peter 2 2 1 ] 16.03.2000

@ 1102021 1109 Schak Peter | 1 1 1 1 15.00.2020

= Change requests.

[] 4~ Description Date™ | Created by St ree Friocy Hote
El ULIO2O | SchackPater | registired

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

2 Project risk 022 Einfishrung Fibu 15.01.2020 A=
EE & ooumnts Edre Views

= Basic information

No. [x Status

Description | Risk 1

Crested by | Schaub Peter Date |15.01.2020 | 3

Project 022 Eiflbvung Fbu Resporaible

Daecue 01022020 e [ raue |

= Impact

Impact on 2 K 1 T 1] z ]

Impact 10,00 Probebiity 0,00 % Risk key 2,00

figure:
- Changes

. 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:

2 [ Project 022 Einfihrung Fibu

ha=s
e e B e . . .
| Generaldata | Stakeholders | Proposal || Portfollo | Risk ¥ fig Order data | Logbook | Final Report | Misc |
- Status report
Status Report @[ Repesting pericd
Status reparts

[ &#~- Reportdate~  Nextreportdate | Created by Owrl s Sohs deadines | Sabs ey Sats gaalry Estimatod proct € Mot

F1l 1 34002000 1503 | 03.02.3000 0000 Schaub Peter H . 1 02032020
Pl 2 13022000 10016 Schaub Peter 2 2 1 16.03.2020
- 01102021 1109 Schant Peter | 1 1 1 05.09.2020
= Change requests.

Il 4~ Description Date™ | Created by Statuss Rueason Priority Note

] 01,10.2021  Schaub Patar registered

The status report often contains status information regarding deadlines, costs

and quality (sometimes more), justifications, progress information (expected
project end, remaining costs, ...)

x 3 1 Fib 2020 15:03:24 D=
EE & & oocuments Edtr Vews Acionse

= Basic information
Mumnber 0221
Froject 022 Bnfhnung Fbu
Reporting period  From | 14,01,2020 LY=| 00:00 T 1=

Created by Schaub Peter Report |14.01.2020 [ ism Notrepot 03.022000 || o000
date

Estimated project LTl o |
end
Fcte:

Current report ||

- Status.

Salus deadines [ —
2

Customaer aLCepts postponement

SRatus costs 15% abave plan

Satus quakity .I =
— 2
Overall status 2

Remaining intemal effort 1.232,00 EUR.
Remairirg exterral effort 542,00 EUR

... and, if necessary, the risk assessment:
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2 |- Status report 022.1 022 Einfiheung Fibu 14.01.2020 15:03:24

EE & 5 vocments Edte Vews Adionss

- Summary
Key figure risks 12

= Customer risks

Ky figure customer risks

Customer has encugh knawhow ta support the project 3
Result of the project i very important for the customer | 3

Project requires no organisational changes at the 4
Customer

- Economic risks
Key figure economics rigks
Risks are covered by the calculstion 2

Project wil be offered on a Time B Material
basis.

Offer is based on General Terms & Conditions
Cost estimation is very refisble

= Resource risks
Key figure resource risks

! before
Project team will be completely available

Project

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:

3 [ Project 022 Einfihrung Fibu
_Enﬂ&_l BXYlEd

| o T €4 Doccuments Edte Views Backreferences = Actions v

| Genersldata | Stakeholders | Proposal | Portfolie | Risk ¥ figy mm'mm Final Roport  Misc |
- Status report
Status Report @[ Repesting pericd
Status reparts
] b~ Roportdate~  Nestropendate | Created by Owistius  SotuGeadines | Sl costs St qualky | Estimatad project ¢ Notm
Il 1 4012001503 000220100000 SchaubPeter 2 I : 1 01032020
Fll 2 ;eezemisie Schaub peter 2 5 1 16.03.2020
- 01102021 11:17 Schaub Peter 1 1 1 1 05.09.2020
Change requests
]| k= Description Date™  Crosted by St Reason Priarity Note
al 1| Change 711 01.10.2021  Schaub Peter registered Custormer request | 3 - nomal pricr...
Fl| 2 caesesnn 01102021 | Schaub Peter | registared Teernical 5 - highest prio._
C) 01102021 Schaub Peter | registened.

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

2 [ Change request 022-1 Change 711
B @ & ooumnts Edev Views
ettt

~ Basic information
Mumber (0221
Description | Change 711

Project
Crosted by | Schaub Peter

022 Einfiihrung Fibu

Date of [01.102021 | 0|3
creation
Category | Customer request

Priority | 3 - nermal priceity
Nete

- Employees invelved

[T k= Frstrame Hame = ‘Work phane Mobile number  Email Address
F 1 Gabi Maler

[ 2 ua Makr

] 1 Olvia Raber - cinvia.raberte.

the effects of the change in detail (effort, costs, turnover, deadline, re-

sources, target).
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