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Purpose

Enables complete time keeping capabilities for employees. Features include:

e Simple clock-in/clock-out system utilizing bar codes

e Assign employees to shifts and track breaks, holidays, leave and absences
e Track overtime hours

e Application may be run on stand-alone workstations

o Developed for ease of use with touch screen interface

e Administrative tools allow modification of closed sessions and the termination of open sessions by
supervisors

e Generate employee time and attendance reports

Overview

This procedure outlines the steps for setup and use of the Time and Attendance module.

Required Modules/Features

e Pentagon 2000 Core

e Time and Attendance
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Procedure
1. Company Setup

a. ldentify Company Workweek

i. From the ribbon, left-click Administration, left-click System and left-click Company/Dept/Div Setup.

My Favorites File Sales Purchasing Inventory Financials Operations
aon Automotive Setup Warehouses /Locations » [ Driven ~

® B o € o

[FH Stock By Code ~

FH Documents By Code = @ Engineering £

Ay
— ﬂ External Interfaces = [ By Name -
System | Users &  Utilities  Forms

- Groups * - Setup Contract [ General By Code ~

| A SetGlobal Company Name(s)

Administration
% Work Orders

£33 Parts Network

Tables |

4%  System General Defaults
Company/Div/Dept Setup
Servers and Tasks Setup

Server Users & Groups

A Bl . 18

‘Web Server Printers Settinas

ii. The Company List search window will appear.

E Company List = =

Start With : |

Max Search Result Lines : 50

Dirag a column header here to group by that column

Company Mo | Company Mame
»

Parts and Maintenance Carporation

2| ACME Engine

3| Avens - Ar Canada

4 ]

B > W Ok X Lancel

»

iii. Select the appropriate company (left-click the line within the search window and left-click OK; or

double-click the line within the search window).
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Vi.

Vii.

viii.

The Company window will appear.

[ Company: [ 1] - Parts ard Masitenance Corparation
Rv 02X @
Gancel 0K Preview Optn  Import Setup

Coepary | Divitsoest / Dapartrenis | Logo | Shet Name | Com J Docs | Mesagrg | PO Sefings | 5114,

Compery | ey Tel1; 1ol VN6 SN
Addbets - Yous Toil Distrbuion Soksion Td2:
Address 15 'Weat M Sheet Fax1: Fac «1- 2126237513
Fufheis Fax?
iy Hewr ok Slobe | WY - Zp: 10001 =1
Counky Couriry ED STATES = Spec 2000:
E-Mal ; higs fivovers prerdagrond) Emeiponc
atge ¥ rinEnent agorlTN com Exaopasn fckdines Formal EAropas VAT
S CiNe Pt NOT on i Coskon brackesten
Staim 0
[CAGE CODE
Top: o -
. . Maintenance Cc¢
Ford

Time Zorn u:
Tfeight
Length
o Induitry : Aviston

Left-click the Com/Docs tab.

[0 Company: [ 1] - Parts and Mumtenance Cosperatn
XY % @
Concel K Breview Opin  Jrspert Setup
Company | Diviricrs / Deparments | Logo | ShotHame | Com /Docs | Messaging | PDA Setings | SITA
HTTP Proay Seltings Working Doy
Sundey
Server Port | Mordag
¥ Tussdy
o Windrmaday
¥ Thuasdy
o Fuday
Seturday
Lol Distrbusbion By Fuzl wanking day ol T sk
%) Vi Monday
Guankly Quantiy UM Images
Seanimagezan:  JFEG = Option:
Shipping Forms Setup "Wk Oider Forms Setup
N3 (LT ATAVDR i L1k 2 Fe] EASA ATA 106 1c ANC-00 | Asian Fome
FSARC Inp | F5ARC MFG | F5: COC
Kiing / Manudactuing
013 Eata ATA D6 1c AAL - Asian Foma
FSARD Insp | FSARC MFG | 75 COC

1. Working Days group box — Identify the days that should be included in a normal work week.
2. First working day of the week field — Select the day of the week that begins the normal work week.
Left-click the OK button on the Company window toolbar to save any changes and close the window.

A Confirm window will appear with the following message:

Left-click the Yes button to confirm the changes.
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Identify Employee Company

NOTE: Identifying the company is only necessary if your organization is utilizing a multi-company system.

From the User/Employee Information window, left-click the Personal Info tab.

i 0 useEmployes Meimation
& > & €
|| Add  ER D e Hew
;_umrm-l'os MM

Fist Mame - Anna
Last Blare - Wght Second Name

|| Avddress ; 7304 Dol Lane Tite
| | e

Status
|| eetnss

|| Passenalinta | LoginSecuy | Dioc Secusky | Appravals | Laboe Fises | Lic/Cercates | Wirking Sk dnks | Emespency Contact | Pralssences | WebAcesss | €41 F]

558 BOOBETS

ity ! Hamdan St VA Do HNT0 Coerpany D8

Regen

Eth Dale . 873715983
Conurly

Conrtry Fassport No.
Matamuakly

User 3 Acdevs o
Dicvabiied
EMal =

Tel: MRAT-4407
Fast
Leampry !
Ve ¢ Division:
-

Access to Perkagon Profect Server

ii. Left-click the Edit button on the User/Employee Information window toolbar.
iii. Company field — Identify the company with which the employee is associated.
iv. Left-click the OK button on the User/Employee Information window toolbar to save the record

END OF SECTION
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2. Shift Setup

Shifts may be setup in order to identify when an employee is scheduled to work. Some reports will compare

scheduled work with actual work.
a. Create Shifts

i. Attendance Shifts Window

1. From the ribbon, left-click Administration, left-click Users & Groups, select Time and Attendance

and left-click Attendance Shifts.

MyFscontes  File  Sales  Purchasng  Inwentory  Financisls  Operations
g * B Warehouses Lecations =
® # = @
4 kg Bxternal bnterfaces - By Mame -
System | Usen& | Umisties  Ecems £
Grougs®| +  Sewps |8 Comimat Genenal By Code -

Uses List

k
Secusity Groups
Aisgn Users to Groups

Copy Secutity Settags

ErnplayeeTdies

Emplayee Status

Employre Skl

Employee Tramung Category
Hatsonal Hokdeps
Employre Abience Type
Lacenae Code

Couste Giading Codes

Fualutasen Methed

Tirme s Mbendance . Torree Altendarce Update
Absance Alowarce Ture Altendarce By Employee
Show Logged-ln Users Open Tane Altendarsce

Link of Busyers Unars Logeged In | Nt Logged In

Asgn Teme and Altendance User bo a Skl

Atenclance Shifte

Open Tane Altendarsce snd Lalors

My Pentagon  CRM | Admenusteation
i Driven = R Work Orders
Stack By Code = o Parts Hetwer

i1 Decuments By Code - [ Engineering §

NOTE: You may also access this window from the Administration menu on the Main Menu toolbar
(if the ribbon is not enabled) or from the Admin button on the Main Menu screen.

2. The Attendance Shifts window will appear.

Em‘tendance Shifts R
~ 2 e r
{# iy l.y Takg gy O ‘
Add Edit  Delete Setting Close
Shift | Type Start End Gross Duration | Net Duration | Overtime Type & Ove
Col 0300 [1&00 0300 0800 | |
2/a 1400 (2300 0300 |07.30 | |
4 il 4

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS ® METALS

ETS-TA — Time and Attendance Module
Rev 00, 02/04/2014
Page 7 of 49




5 PENTAGON

\_/ SOFTWARE EMPOWERING THE ENTERPRISE

ii. Attendance Shifts Window Toolbar

= ~ }' £ r
& 2 R, I
Add Edit  Delete Setting Close

1. Add button — Left-click to add a shift.

2. Edit button — Left-click after selecting the line that corresponds with an existing shift to edit.

3. Delete button — Left-click after selecting the line that corresponds with an existing shift to delete.
4. Setting button — Left-click to view menu options.

a. Save Settings option — Left-click to save the sizing and position of the window and the column
order of the grid.

b. Clear Settings option — Left-click to clear the sizing and position of the window and the column
order of the grid. Settings will return to the system default.

5. Close button — Left-click to close the Attendance Shifts window.
iii. Add a Shift
1. Left-click the Add button on the Attendance Shifts window toolbar.

2. The Attendance Shift window will appear.

B3 Attendance Shift £2
Cancel QK
Shift No. :|§
Shift Ereaks
Start Time : = From : > Tao:
End Time:: From : o To:

Gross Duration :

From : - To:
Met Duration :
Payments types definitions
Shift type - -
Qvver Time Type & = | Firgt Overtime Hours
Owver Tirme Type B : = Mest Owertime Hours.
Ower Time Type C: = Mext Overtime Hours.

a. Shift No. field — Identify the shift number. This field will be populated with the next available
consecutive number, but may be modified if necessary

b. Shift group box
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Start Time field — Enter the time at which the shift begins in 24-hour format.
End Time field — Enter the time at which the shift ends in 24-hour format.
Gross Duration field — Displays the duration of the shift (from start to finish).

Net Duration field — Displays the gross duration of the shift minus the breaks identified in
the Breaks group box.

c. Breaks group box — Identify up to three scheduled breaks

From fields — Enter the time at which the break begins in 24-hour format.

To fields — Enter the time at which the break ends in 24-hour format.

d. Payments types definitions group box — Identify payment types to properly classify labor on

reports for keying into third-party payroll systems

NOTE: Each shift may be associated with one shift type. In addition, up to three overtime
premiums may be identified for each shift.

Shift Type field — Identify a shift type that will be identified on some reports as payment
types.

Over Time Type A field — Identify the number of hours of overtime that the worker may
work past the normal number of hours in a shift before the pay calculation changes.

Over Time Type B field — Identify the number of hours of overtime hours that the worker
may work past Overtime Type A, before the pay calculation changes.

Over Time Type C field — Identify the number of hours of overtime hours that the worker
may work past Overtime Type B, before the pay calculation changes.

NOTE: Technically the value of this field has no effect on reporting; all hours worked past
Overtime Type B will be classified as Overtime Type C.

e. Left-click the OK button on the Attendance Shift window toolbar to save the record and close

the window.

3. The shift will appear in the grid.

4, Left-click the Close button on the Attendance Shifts window toolbar to close the window.
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b. Identify Employee Shift(s)

i. Users Shifts Window

1. From the ribbon, left-click Administration, left-click Users & Groups, select Time and Attendance

and left-click Assign Time and Attendance User to a Shift.

“averites File Sales Purchasing Inventory Financials Operations

Automotive Setup i Warehouses /Locations -~ [ Driven -

¢ T
[ Stock By Code

b l;j External Interfaces - FH By Name ~

m | Users& | Utilities Forms =
Groups ~ - Setup ~ Contract EFH General By Code ~

User List

My Pentagon CRM

Administration
%Wurk Orders ~
£ Parts Network

EEH Documents By Code ~ ﬁEngineering&

Tables Li

Security Groups

Assign Users to Groups

Copy Security Settings

Main Multi Language
EmployeeTitles

Employee Status

Employee Skills

Employee Training Category
Mational Holidays

Employee Absence Type

License Code

Course Grading Codes
Evalutaion Methed

Time and Attendance * Time Attendance Update
Absence Allowance Time Attendance By Employee
Show Logged-In Users Open Time Attendance

List of Buyers Users Logged In / Not Logged In
Assign Time and Attendance User to a Shift
Attendance Shifts

Niman Timme Abandance and | ke

NOTE: You may also access this window from the Administration menu on the Main Menu toolbar
(if the ribbon is not enabled) or from the Admin button on the Main Menu screen.

2. The Users Shifts window will appear.

E Users Shifts

~ 2 i
!:%' 4 l‘u g ﬁ

Add Edit Del Setting  Close

[ag a column header here to group by that column

Last name Shift *alid from ' alid uritil

Code First name:

M argaret Fagan 1 0
002 Cruz Haire 1/3/24/2010 3/24/2060
003 Stephanie Orozeo 1/3/24/2010 3/24/2060
004 Michael Cox 1)3/24/2010 3/24/2050
005 Anna “wiright 1/3/24/2010 3/24/2060
006 Leslie Ashley 1)3/24/2010 3/24/2050
007 Wincent Johnstan 1/3/24/2010 3/24/2050
008 Michael Schade 1/3/24/2010 3/24/2040
009 Paul Schuster 1/3/24/2010 3/24/2050
4 [} 3
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ii. Users Shifts Window Toolbar

B ~ ;’ [y r
.:{r 4 l‘ /‘ oy -
Add Edit Del Setting  Close

1. Add button — Left-click to associate a user with a shift.

2. Edit button — Left-click after selecting the line that corresponds with an existing record to edit.

3. Delete button — Left-click after selecting the line that corresponds with an existing record to delete.
4. Setting button — Left-click to view menu options.

a. Save Settings option — Left-click to save the sizing and position of the window and the column
order of the grid.

b. Clear Settings option — Left-click to clear the sizing and position of the window and the column
order of the grid. Settings will return to the system default.

5. Close button — Left-click to close the Users Shifts window.
iii. Associate an Employee with a Shift
1. Left-click the Add button on the Users Shifts window toolbar.

2. The Update Shift window will appear.

B3 Update Shift £2

=

Cancel 0K
Employes - S
MName :
Shift :

Walid From ; 2/3/2014 -

Walid Until: 2/3/2014 =

a. Employee field — Select the employee that will be associated with the shift.

b. Name field — Displays the name associated with the user selected.

c. Shift field — Select the shift to be associated with the employee.

d. Valid From field — Select the date on which the employee began/will begin working the shift.

e. Valid To field — Select the date on which the employee will finish working the shift.
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f. Left-click the OK button on the Update Shift window toolbar to save the record and close the
window.

3. The record will appear in the grid.
4. Left-click the Close button on the Users Shifts window toolbar to close the window.

END OF SECTION
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3. Holidays Setup

From the User/Employee Information window, left-click the Labor Rates tab.

| [ UsariEmployes teimation = B B
1 ~ 5 A Y 3

| o® . .‘5,{ s B < al (1 g
4dd  Edt Dol Prev  New Opfions Jmege  Search Close

Liser Code: OE MIMI W Fies N Anna Ml Mama®

Lact Mame - ‘Waght Second Name

| | Prssorislings | Login Sacuity | Doc Secuty | Appeavals | Laber Flstes | Lic/CarBcaies | Wiosking Sit Inks | Emevpency Cortact | Pralisences | WebAscess | € 4|

Sakuy B § Houry Holeday Hes —
Moeity Salary Hal Dty 0000 115 | 00 T ristnd-
Wisekly Sy Full Dy (000 Hip Comerision X : L0000
Diady Sabary LE AT L Magsrmum hours

sowedin s week | (.00 Hiz
Abverces

Inchade Natona Hobdggn i | -o000 St Flaies

Fayecd Repot

Slirrim Hoasly Fote CostCode  (Ght  (Feg Cowt  |Fieg Chage Grvevioon Con | vesien Chage
ol 0o

Chaige am

DvesTine Houly R
Cont 0

Dhage 00

Left-click the Edit button on the User/Employee Information window toolbar.

Holiday Hrs group box

i. Half Day field — Enter the number of hours that the employee is paid for half-day holidays.

ii. Full day field — Enter the number of hours that the employee is paid for full-day holidays.

Include National Holidays in Payroll Report flag — Mark the flag as checked to show defined holidays on the

employee’s payroll reports.

Left-click the OK button on the User/Employee Information window toolbar to save the record.

END OF SECTION

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS ® METALS

ETS-TA — Time and Attendance Module

Rev 00, 02/04/2014
Page 13 of 49



5 PENTAGON

\_/ SOFTWARE EMPOWERING THE ENTERPRISE

4. Absence/Leave Program Setup
Absence allowances may be set up for vacation, sick or any other type of absence/leave.
a. Absence Allowance Window

i. From the ribbon, left-click Administration, left-click Users & Groups, left-click Absence Allowance.

vorites File Sales Purchasing Inventory Financials Operations My Pentagon CRM Administration In
5% A e Automotive Setup 4 Warehouses /Locations - [ Driven - €5 Work Orders -
, e 3
= & Bxternal Interfaces = [ By Name - [FH Stock By Code ~ #75 Parts Network ~
i+ | Users & | Utilities Forms
Groups ~ - Setup ~ Contract FFH General By Code ~ EH Documents By Code - @Engineering & Re
User List Tables List
Security Groups

Assign Users to Groups
Copy Security Settings

EmployeeTitles

Employee Status

Employee Skills

Employee Training Category
Mational Holidays

Employee Absence Type

License Code

Course Grading Codes
Evalutaion Method

Time and Attendance v

Absence Allowance

Show Logged-In Users

NOTE: You may also access this window from the Administration menu on the Main Menu toolbar (if

the ribbon is not enabled) or from the Admin button on the Main Menu screen.

ii. The Absence Allowance List search window will appear.

3 Absence Allowance List o B
start with: |
Max Search Resul Lines : |50
D'rag a column header here to group by that column
User Abzence Code Allowance From D ate To Date
» 001 003 08:00(Mar-10-2010 Mar-24-2010
oo oo 70:00{Maov-16-2007 Dec-16-2007
005 Jaln)| 24:00(Jan-01-2014 Dec-31-2014
4 il »
=2 Add @ Edit = Deleta = > F] Close
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b. Add an Absence Allowance
i. Left-click the Add button at the bottom of the Absence Allowance List search window.

ii. The Insert Absence Allowance window will appear:

Elnser‘tAhsenceAHowance R

x‘ix-v W

Cancel QK

User: (R -

Abzence Code
Allovwance : 0000 = | hrs)

From D ate hd ToDate: -

1. User field — Select the user for whom the absence allowance is being set up
2. Absence Code field — Select the appropriate absence type

3. Allowance field — Enter the number of hours allowed for the employee in the range that will be
identified.

4. From Date field — Enter the date on which the absence allowance begins.
5. To Date field — Enter the date on which the absence allowance ends.

6. Left-click the OK button on the Insert Absence Allowance window toolbar to save the record and
close the window.

iii. The absence allowance will appear in the grid

iv. Left-click the Close button.
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5. Task Server Setup
ETS-TA must be associated with a task server within Administration in order to operate.

a. From the ribbon, left-click Administration, left-click System and left-click Servers and Tasks Setup.

Wy Favorites File Sales Purchasing Inventory Financials Operations My Pentagon CRM Administration

@ eaa 2 7N Automotive Setup B Warehouses /Locations ~ [ Driven ~ %WorkOrders
@& St

!
- & Edternal Interfaces = [ By Name ~ [ Stock By Code ~ #% Parts Metwor
System | Users 8  Utilities  Forms

- Groups * - Setup Contract [ General By Code ~ FFH Documents By Code - [38 Engineering ¢
Set Global Company Name(s) Tables

A

4%  System General Defaults
%8 Company/Div/Dept Setup
Servers and Tasks Setup

Server Users & Groups

nB-

Web Server Printers Settinas

b. The Pentagon 2000 Distributed Computing Setup window will appear.

[ Pentagen 7000 Datnbuted Compating Setup

| -~ # .
o R A g {a
|| Bdd fde Delele Releh Close

=4

Servens Senver nta
SeuchFa: |ID - Server Il Man

Server Addnss . CHRISPC
Ding & ol ket et 80 grongs by Bl ok

Serve 1D Serves Howne S £ Lisirring Pest 000 ¢
=  Me |omsec| @ S P
ETSTAD1 ETSTA 01 |CHRISPC 40000 . 9 $orvet Dascrption
Ma Concument Tashs 4
Serves Modues P Teans
ol vy A M St Loy Fis
Clear Sohup Cachey Schedaed Hstoy
Glosay
Server |1 Running d  Server i not Aunning
W ManServe
Schedued Tashs

Task Type Tank [intade Fast Bumy D Every

NOTE: You may also access this window from the Administration menu on the Main Menu toolbar (if the
ribbon is not enabled) or from the Admin button on the Main Menu screen.

c. ETS-TA may be run on any existing task server or you may create a new task server.

NOTE: Instructions for creating and installing a new task server may be found in the procedure “Task Server
Setup” in the Administration section of this manual.

d. Left-click the line that corresponds to the ETS-TA task server and then left-click the Refresh button on the
Pentagon 2000 Distributed Computing Setup window toolbar.

i. If the task server is running, the computer icon in the Active column will display with a green screen.
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ii. If the server is not running, open the Utility Manager to start the task server.

NOTE: Instructions for starting a task server may be found in the procedure “Task Server Setup” in the
Administration section of this manual.

e. Record or note the Server Address and Listening Port for terminal setup.

END OF SECTION
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6. Terminal Setup

ETS-TA may run on any terminal that is connected to your organization’s network on which Pentagon 2000
runs.

a. Create a shortcut to the ETS-TA application (ETSTA.exe) from the directory where the Pentagon application
(Pentgon.exe) exists.

b. ETS-TA Initial Setup

NOTE: The following must only be performed once, provided that all terminal shortcuts are pointed to the

same network instance of Pentagon.

i. Double-click the ETS-TA shortcut.

ii. The Time and Attendance configuration window will appear.

j PENTAGON 2000SQL™
TIME & ATTENDANCE
Station Setup

" SR 172.20.10.4
ETS Server Port: G4
Company No: i

Administrator Password:

1. ETS Server IP Address field — Enter the Server Address from the task server setup.

2. ETS Server Port field — Enter the Listening Port from the task server setup.

3. Company field — Identify the company for which the terminal will be used.

4. Administrator Password field — Enter the ADM password for the identified company.
5. Left-click the OK button to save the changes.

6. An Information window will appear with the following message:

ETS TA configured
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7. Left-click the OK button.

END OF SECTION
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7. ETS-TA Terminal Interface

a. Open Terminal Interface

i. Left-click the ETS-TA shortcut to open the application on the terminal.

ii. The Time and Attendance terminal interface will appear

r A

=
! J PENTAGON 20005QL™

TIME & ATTENDANCE
\ o
[ 1] Parts and Maintenance Corporation

:

17:15:03  1/30/2014 Thursday

b. Log-in
i. Using a Barcode

1. Scan employee badge.

2. The employee name will appear and the word “Welcome” will appear in green.

—
O PENTAGON 200050L™

TIME & ATTENDANCE
\
[ 1] Parts and Maintenance Corporation

Anna Wright

17:18:06  1/30/2014 Thursday

ii. Using a Keyboard
1. Type employee number and press the Enter key.

2. The employee name will appear and the word “Welcome” will appear in green.
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c. Log-out
i. Using a Barcode
1. Scan employee badge.

2. The employee name will appear and the word “Goodbye” will appear in red.

—
O PENTAGON 20005QL™

TIME & ATTENDANCE
: | W
[ 1] Parts and Mair ke Corpoltint

- Anna Wright

17:21:03  1/30/2014 Thursday

ii. Using a Keyboard
1. Type employee number and press the Enter key.
2. The employee name will appear and the word “Goodbye” will appear in red.

END OF SECTION
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8. Schedule Employee Absences/Leave

Authorized absences may be identified and tracked for pay and leave program purposes.

From the User/Employee Information window, left-click the Labor Rates tab.

inl.l\-l'hnplv,ui'ﬂrjml‘u:n = @

= Z = = —
%l F Qe X oa Q 4
| Add Edit Del Prev  Het Options Image  Search Close
;_umrm-l'os MM Fist Mame - Anna Mexiche Nama * J
Last Blare - Wght Second Name

| | Pusssrlints | Login Secasty | Dos Secuaiy | Appecval | Labos Potes | Lic/artincates | Wsking S Info | Emesgancy Contact | Prelsssnces | WisbiAcoass | € 4| ¥ |
|| Sty ot § Houry Holkap Hes Diate bied :

Morihly Salary Hall Doy D000 Mir | [te Tarminated :
Wisekly Sl FlDop 0000 My | Commision:| 00000
) Dty Sakoy W He Masrum bous
skovedinavesk: B00 Mo
| Abverces
|| - inchcte Notionsl Hodags i | - Laben St Fase
| Paeod Plepost
| | St sty R CostCode  Sht  (RegCow |Reg Chape Gvevioon Cis_|vesieon Chige
| Cott om
|| cnmge (L]
|| DverTine Houty Rave
Cont om
Chage - 00
Add a Scheduled Absence

i. Left-click the Absences button.

ii. The Employee’s Absences search window will appear.

E Employee's Absences o B
Start Wit : |
Max Search Result Lines : |50
Dirag a column header here to group by that column
Date Type Diescription Paid Hours
F1431/2014 | Sick day off 08:00
[ Add @ Edit £Z Delste E ® O

iii. Left-click the Add button
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iv. The Employee’s Absence window will appear.

E [Add] Employee's Absence R
. o
Cancel QK

Date: | v
Descrintion :
Absence Type
Paid Hours :

WAO Azsignments | MNT Assignments

1. Date field — Select the date for which the absence is applicable.

2. Description field — Enter a description for the absence.

3. Absence Type field — Select the appropriate absence type.

4. Paid Hours field — Enter the number of hours of leave.

5. Left-click the OK button on the Employee’s Absence window toolbar to save the record.

6. Left-click the Close button on the Employee’s Absence window toolbar to close the window.
v. The absence will appear on the grid
vi. Left-click the Close button

END OF SECTION
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9. Authorize Employee Overtime

Overtime authorizations may be created and managed.

a.

Authorized Daily Overtime Window

i. From the ribbon, left-click Administration, left-click Users & Groups, select Time and Attendance and

left-click Authorized Daily Overtime.

worites  File  Sales  Purchasing  Inventory  Financish  Operstions  MyPentagon  CRM
ala: a ' d t By Warehouses /Locations « [£f Driven
UMJ& e k] Estesnal Intedfuces By Mame Stock By Code
Gougi=| - Seup- [ Contea Genenal By Code =
User List
Security Groups
Agsign Users te Greups
Copy Security Settings
EmpilayreTaies
Emplayee Status
Empilayee Siolls
Empiayee Training Category
Habional Helisays
Empilayee Absence Type
License Code
Course Grading Codes
Eualutaeen Method
Time and Attendance. ’ Time Attensance Lipdate
Ansence Alowance Time Abtendance By Employee
Show Lagged-In Users Gpen Time Aendance
Lot of Busyers Users Lagged In / Net Logged In

Assign Tene and Abtendance User b a Shilt
Atterdance Sty

Optrs Tarse Abtencamce and Labers
Authorase Dady Overtene

Administration
&5 wek Ordess
3 Parts Network

Documents By Code - (38 Engineering &

Tables L

NOTE: You may also access this window from the Administration menu on the Main Menu toolbar
(if the ribbon is not enabled) or from the Admin button on the Main Menu screen.

ii. The Authorized Daily Overtime window will appear.

E Authorized Daily Overtime

o O F T ok

Add Edit Del Filter Default Close

Active Filter

Employee - Al Employees
Allowed overtime for the following day(s] : From 2/2/2014

Dirag a column header here to group by that calumn

Code First Name Last Mame

4
oos Anna wiright 1172014

Wiorking Start Date

‘working End Date

2/28/2014

Autharized by

AnhaWright
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b. Add an Authorized Employee Overtime Record

i. Left-click the Add button from the Authorized Daily Overtime window toolbar.

ii. The Authorized Daily Overtime window will appear.

E Authorized Daily Overtime

\‘i\.d 7
Cancel OK
Employes - D
OvwerTime Date From : s OverTime Date To:
Authorized By ;| 005 s+ | Anna Wright
Allow Eary Sign In: Authorized Date:  [2/3/2014
Allow Late Sign Out :

1. Employee field — Select the user for whom the overtime will be authorized.

2. Overtime Date From field — Select the date on which overtime authorization begins.

3. Overtime Date To field — Select the date on which overtime authorization ends.

4. Authorized By field — Select the user who authorizes the overtime.

5. Allow Early Sign In flag — check as “marked” to allow the user to sign-in early.

6. Allow late Sign Out flag — check as “marked” to allow the user to sign out late.

7. Authorized Date flag — Select the date that the overtime is authorized.

8. Left-click the OK button on the Authorized Daily Overtime window toolbar to save the record and

close the window.

iii. The overtime authorization will appear in the grid.

iv. Left-click the Close button on the Authorized Daily Overtime window toolbar to close the window.

END OF SECTION
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10. Time and Attendance Update

From time to time, it may be necessary to manually update a time and attendance record entered through the
ETS-TA terminal interface or otherwise.

a. Time Attendance Update Window

i. From the ribbon, left-click Administration, left-click Users & Groups, select Time and Attendance and
left-click Time Attendance Update.

vontes Fide Sales Purchauing Inventory Financiak

B e B el

&) External Interfaces = By Marne -

Users & | Utilties  Forms
Groups= | - Setup- 4 Contract

User List
Security Groups
Astagn Users 16 Groups

Copy Security Settings

EmployecTities
Employes Status

Employes Sills

Employes Training Category
Maticns! Helidays

Empleyee Absence Type
License Code

Course Grading Codes
Evatutainn Methed

Time and Astendance Timse Artendance Update
Absence Allewance Tunse Attendance By Emplayee

Shew Legged-In Users Open Time Attendance

Opesations

General By Code =

My Pentagon  CRM | Administration

Drwven = il el

Stock By Code =

5 Parts Networl

Decuments By Code = [ Eng &

NOTE: You may also access this window from the Administration menu on the Main Menu toolbar
(if the ribbon is not enabled) or from the Admin button on the Main Menu screen.

ii. The Time Attendance Update

window will appear.

E Time Attendance Update

|~g‘ e, 'E

Delete Setting  Close

Emplopee Code : _

“Working Dates, From: 2/3/2014

Employes Mame :

Code First name Last name
Attendance Changes
Start Tirne End Time

To: |2/3/2014

Start Timne: End Time

<Mo data to display:

Tatal

<Mo data to display>

Tatal

Reazon

Tatal Time *w/ithout Breaks
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b. Perform a Time Attendance Update

Vi.

Vii.

Select an employee and working date range.

A list of all applicable records will appear.

Select the record to edit.

Left-click the Edit button on the Time Attendance Update window toolbar.

The Update worked date window will appear.

E Update worked date R

;\:{ '1\/_/

Cancel QK

Start ; (IEENEEIE

- | 171808

End: 1/30/2014 - R0

Total ;000257

Reazon:

1. Adjust the start and end dates and times as required

2. Reason field —ldentify a reason for the change.

3. Left-click the OK button on the Update worked date to save the record and close the window.

The change will show up in the grid.
Left-click the Close button on the Time Attendance Update window to close the window.

END OF SECTION
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11. Manual Time Attendance Input

In some instances, it may be necessary to manually input time and attendance data instead of using the ETS-TA

terminal interface.

a. Time Attendance By Employee Window

i. From the ribbon, left-click Administration, left-click Users & Groups, select Time and Attendance and

left-click Time Attendance By Employee.

wvortes  File  Sales  Purchasing  lwentory  Fmanculs  Operstions  MyPentagom  CHM | Admunistratien
t Warehouses Locations = fif] Deiven = JF Work Orders
I 2 i . - £
] Bdernal Interfaces = By Name = Stock By Code - 5 Parts Networl
n| Usem& | Unimes  Forms
Grougs | +  Sewpe [ Coninet Gemeral By Code - Documents By Cede + (38 Engineering &
User List Tables
k
Secunty Grougr

Axiagn Users bo Groups

oy Securty Seltings

EmployeeTies
Employer Setus

Employer Skills

Employes Trainmg Categary
Maticrual Holidays
Employee Absence Type
Licerie Code

Courie Gradng Codes

Funhutaion Methed

T and Abtenclance . Trere Atendance Updte
Abience Allewance Trere Mtendance By brnglayee
St Lissesact bn s Open Tune Mtendance

NOTE: You may also access this window from the Administration menu on the Main Menu toolbar
(if the ribbon is not enabled) or from the Admin button on the Main Menu screen.

ii. The Time Attendance By Employee window will appear.

E Time Attendance By Employee

© Add Delete Save Setting Close

Wwork Date | 1/31/2014 - User Code : m =+« | Anna \wright
User Code First Marne Last MName Wlotk Date | Start Time: End Time Tatal Time Without Breaks
005 Anna “wiright ‘ 143142014 |1 547 1547 00:00:00
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b. Enter Time Attendance for Employees
i. Select the Work Date and User Code.
ii. Left-click the Add button on the Time Attendance By Employee window toolbar.
iii. Arecord will appear in the grid.
1. Adjust Work Date, Start Time, and End Time as necessary.

2. Left click the Save button on the Time Attendance By Employee window toolbar to save the
record.

3. A Confirm window will appear with the following message:

Confirm 4

— Update attendances ?

(2

4. Left-click the Yes button.
iv. Left-click the Close button on the Time Attendance By Employee window to close the window.

END OF SECTION
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12. View Open Time and Attendance Records
a. Open Time Attendance Working Dates Window

i. From the ribbon, left-click Administration, left-click Users & Groups, select Time and Attendance and
left-click Open Time Attendance.

Favorites  File  Sales  Purchasing  Inwventory  Financials  Operations  MyPentagon ~ CRM | Administration

’ (!)ha g e Automotive Setup (i Warehouses /Locations ~ [ Driven ~ 5 Work Orders -
£ o 2R
P - - ki External Interfaces - By Name - [ Stock By Code ~ @5 Parts Network
m | Users ilities  Forms
Groups ~ = Setup - Contract £FH General By Code - [ Documents By Code ~ [3# Engineering &
| User List Tables Li
Security Groups

Assign Users to Groups
Copy Security Settings
EmployeeTitles

Employee Status

Employee Skills

Employee Training Category
National Holidays
Employee Absence Type
License Code

Course Grading Codes

Evalutaion Method

Time and Attendance 3 Time Attendance Update
Absence Allowance Time Attendance By Emplayee
Show Logged-In Users Open Time Attendance

List of Buyers Users Logged In / Not Logged In

Assign Time and Attendance User to a Shift

NOTE: You may also access this window from the Administration menu on the Main Menu toolbar
(if the ribbon is not enabled) or from the Admin button on the Main Menu screen.

ii. The Options window will appear.

& options = B =

Wariant O ate Range

From
117204 >
To:
1/31/2m4 =
Fram : [ = | Days Report Running
To: |O = Days Report Running

Filtering Descriptian

Fiange Selections FRange Yalues
Working Dates |Eatween "1A1/2014" And "1/31/201 4" |
Employes |Usa| Code : (005) |
= X
0K Clear Cancel
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1. Available filters:

a. Working Dates — Identify the date range for which you would like view open records.

b. Employee — Identify the list of employees to include on the report.

2. Left-click the OK button.

The Open Time Attendance Working Dates window will appear.

ﬂ Open Time Attendance Working Dates: [ From Jan-03-2014 To Feb-03-2014 ]

N A=A iy

Close All Mew Date Upd Time FEilter Export  Close

Uszer Code First Name Last Name Start Time End Time Total Time

ight

b. Attendance Shifts Window Toolbar

Vi.

Close All button — Left-click to close all open time and attendance records at the current time.

New Date button — Left-click to change the date range that is displayed.

Upd Time button — Left-click to identify the date and time that the record should be closed. A reason

may also be identified.

Filter button — Left-click to reopen the Options window.

Export option — Left-click to save the grid to a .csv file.

Close button — Left-click to close the Attendance Shifts window.

END OF SECTION
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13. View Users Logged In

click Users Logged In / Not Logged In.

vorites File Sales Purchasing Financials

“ & Automotive Setup
?_;?2, 56 @
e ) & Bternal Interfaces +
Users 8 | Utilities  Forms =
Groups ~ - Setup ~ Contract

User List

Inventory Operations

FFH By Name ~
[ General By Code ~

1} Warehouses /Locations = [ Driven =

My Pentagon  CRM

FFH Stock By Code ~

Administration

185 Work Orders
£ Parts Network

[f] Decuments By Code - [ Engineering &
Tables|

Security Groups

Assign Users to Groups

Copy Security Settings

Main Multi Language
EmployeeTitles

Employee Status

Employee Skills

Employee Training Category
Mational Holidays

Employee Absence Type

License Code

Course Grading Codes
Evalutaion Method

Time and Attendance 3 Time Attendance Update
Absence Allowance Time Attendance By Employee
Show Logged-In Users Open Time Attendance

List of Buyers Users Logged In / Not Logged In

Assign Time and Attendance User to a Shift

From the ribbon, left-click Administration, left-click Users & Groups, select Time and Attendance and left-

ribbon is not enabled) or from the Admin button on the Main Menu screen.

NOTE: You may also access this window from the Administration menu on the Main Menu toolbar (if the

b. The Users Logged In / Not Logged In window will appear.

C.

E Users Logged In ' Not Logged In

2

© Close

Users Logged In

Usgers Mot Logged In

Llgzer Code First Mame Lazt Mame Date/Time Logged In Lzer Code First Mame Last Mame Last Diate/Time Logged Ouk | &
uila} Ainna winight 24372014 3:52:80 P I argaret Fagan B, 0 “4R5BE P

ooz Cruz Haire 1/31/2014 2:08:00 P

o3 Stephanie Orozeco 71842008 8:03:48 P

004 Michael Cox =

00g Leslie Azhley

a7 Yincent Johnston

00ng Michael Schade

003 Paul Schuster

o010 James Franks

o Brian Brown

oz Mathan Lee

013 Louis Morel

014 Iriz Sith -

Left-click the Close button to close the window.
END OF SECTION
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14. Reports

a. Open the Report Menu

i. From the Main Menu screen, left-click the Reports.

ii. The Reports Menu window will appear.

E Reports Menu 2
@ Purchasing -
E-EH Operations

-5 otk Orders
-2 Maintenance
@ Flight Operation
-5 FBO
@ Record Keeping
-5 Exchanges
@ Employee / Security
@ Employee Attendance(ETS/ETSA)
E!@ Emp [ETS T.4)
=] Daily Activity
E Emplayee Attendance
E Emplayee Attendance By Users Salary Hrs
E Emplayes Attendance Vs Warking Hours
2] attendance Updates
2 Daly Utilization
12 Labor Schedule
2 Schedule vs Achual
2] Hours Worked Detail
2] Hours Worked Summary
12 Attendance Balances
@ Emplavee Listing
@ Emplavee Scheduling Task
@ Emplavees Assignment
E]--@ Emplayee Training

[]--@ Tools -

iii. Left-click Operations to expand the tree.

iv. Left-click Employee Attendance (ETS TA) to expand the tree.
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b. Daily Activity Report

Reports summary activity for a particular day.

5 Reports Menu

E-= Dperations A
+ (2] Work Drders

= Maintenance

=71 Flight Operation

= FEO

| Record Keeping

| Evchanges

| Employee / Security

| Employes AttendancelETS/ETSA)

[0 - - - -

E Employes Attendance By Users Salary His
E Employee Attendance ¥'s Working Hours
E Attendance Updates

E Doaily Utilization

E Labor Schedule

=] Schedule vs Actual

=] Hours Worked Detal

=] Hours Worked Summary

] Attendance Balances

=] Employes Listing

=] Employes Scheduling Task

2] Employes Assignment

w-{E] Employes Training

-3 Tools

E-F] Lot Management -

i. Available filters:
1. Working Day — Identify the day for which the report is applicable
2. Employee — Identify the list of employees to include on the report
3. Employee Company — Identify a Company, Division, and Department
ii. Column Definitions
1. Name — Displays employee name
2. EMP ID - Displays employee Number
3. Start — Displays the first time the employee logged in for the day
4. End - Displays the last time the employee logged out for the day
5. Daily Reg Hrs — Displays the total regular hours for the day (not including breaks)
6. Daily OT Hrs — Displays the overtime hours if the user works more than the assigned shift.

7. Weekly Reg Hrs — Displays the total regular hours from the beginning of the week until the selected
date.

8. Weekly OT Hrs — Displays overtime hours from the beginning of the week until the selected date.

9. Exception — Displays remarks such as “Early In” and “Late Out”

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS e METALS ETS-TA — Time and Attendance Module
Rev 00, 02/04/2014
Page 34 of 49



5 PENTAGON

\_/ SOFTWARE EMPOWERING THE ENTERPRISE

c. Employee Attendance Report

Reports login and logout detail for a range of dates and compares to the hours required for the shift worked.

B3 Reports Menu

B @ Operations -
-5 Work Drders

#-[5 Maintenance

ﬂ Flight O peration

| FBO

| Record Keeping

| Exchangss

| Employes / Security

| Employes Attendanca(ETS/ETSA]

lance(ETS T.4]

RCErR

] Employes Attendance

=] Employee Attendance By Users Salary His
] Employee Attendance Vs Working Hours
] Attendance Updates

=] Daily Utiization

] Labor Schedule

Bl Schedule vs Actual

] Hours Worked Detal

E Hours Warked Summary

@ Attendance Balances

@ Emplovee Listing

@ Emplovee Scheduling Task

@ Employee Assignment

[]--@ Employes Training

B-E Tooks

[]--@ Lat Management -

i. Available filters:
1. Report Settings
a. Choose to subtract breaks
2. Work Dates — Identify the date range for which the report is applicable
3. Employee — Identify the list of employees to include on the report

4. Employee Company — Identify a Company, Division, and Department
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d.

Employee Attendance Report By Users Salary Hours Report

Reports login and logout detail for a range of dates and compares to the salary hours identified in the
employee’s user file.

B3 Reports Menu

a&

)

Operations a
= work Orders

1 Maintenance

| Flight Operation

H FEO

7 Record Keeping

| Exchanges

| Emplopes / Security

| Emplopes Attendance[ETS/ET S4)

3151 Emplopes Atterdance[ETS T.4)

E D aily Activity

o
Iy

2] Attendance Updatss

~1Z] Daily Utiization

~FZ] Labor Schedule

1] Schedule vs Actual

2] Hours Worked Detal

=] Hours Worked Summeary

] Attendance Balances

] Employes Listing

Z] Employee Scheduling Task.

] Employee Assignment

{2 Emplayes Training

B2 Tooks

2] @ Lot Management -

3.

Sort options:

1. Employee Number

2. Company/Div/Dept

Available filters:

1. Report Settings

a. Include absent days as regular paid hours

b. Show value as decimals

2. Work Dates — Identify the date range for which the report is applicable

Employee — Identify the list of employees to include on the report
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e. Employee Attendance Report Vs Working Hours Report

Reports login and logout detail for a range of dates and compares to the hours logged in ETS against work
orders.

B3 Reports Menu

£4= Dperations o
= work Orders

1 Maintenance

| Flight Operation

H FEO

7 Record Keeping

| Exchanges

| Emplopes / Security

| Emplopes Attendance[ETS/ET S4)

3151 Emplopes Atterdance[ETS T.4)

E D aily Activity

E Employes Attendance
~1Z] Employee Attendance B

NS Emp
2] Atten
~1Z] Daily Utiization

~FZ] Labor Schedule

1] Schedule vs Actual

2] Hours Worked Detal

=] Hours Worked Summeary
] Attendance Balances

] Employes Listing

Z] Employee Scheduling Task.
] Employee Assignment
(1[5 Emplopee Training

B2 Tooks

2] @ Lot Management -

i. Available filters:
1. Report Settings
a. Subtract breaks
2. Work Dates — Identify the date range for which the report is applicable
3. Employee — Identify the list of employees to include on the report

4. Employee Company — Identify a Company, Division, and Department
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f. Attendance Updates Report

Reports manual updates made to time and attendance.

B3 Reports Menu

B @ Operations -
+1-(5 work Orders

ﬂ Maintenance

ﬂ Flight O peration

| FBO

| Record Keeping

| Exchangss

| Employes / Security

=] Employes Attendance[ETS/ETSA)
| Employes Atterdance(ETS T.4)
-] Daily Activity

] Employes Attendance

10

=] Daily Utiization

] Labor Schedule

Bl Schedule vs Actual

] Hours Worked Detal

E Hours Warked Summary
@ Attendance Balances

@ Emplovee Listing

@ Emplovee Scheduling Task
@ Employee Assignment
[]--@ Employes Training

B-E Tooks

[]--@ Lat Management -

i. Available filters:
1. Work Dates — Identify the date range for which the report is applicable

2. Employee — Identify the list of employees to include on the report
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g. Daily Utilization Report

Reports summary activity for a particular day in comparison to scheduled shift hours.

B3 Reports Menu

B @ Operations -
I+ ﬂ “wlork Orders

ﬂ Maintenance

I ﬂ Flight O peration

| FBO

& Record Keeping

| Exchangss

-E]) Emplopes / Security

+1-5) Employes Attendance[E TS/ETSA)

E Employes Attendance(ETS T A)

-] Daily Activity

] Employes Attendance

=] Employee Attendance By Users Salary His
] Employee Attendance Vs Working Hours
= Aendance Updates

- - -

P51 Labuor Schedule

Bl Schedule vs Actual

] Hours Worked Detal

E Hours Warked Summary
@ Attendance Balances

@ Emplovee Listing

@ Emplovee Scheduling Task
@ Employee Assignment
[]--@ Employes Training

B-E Tooks

[]--@ Lat Management -

i. Available filters:

1. Working Day — Identify the day for which the report is applicable

2. Employee — Identify the list of employees to include on the report

3. Employee Company — Identify a Company, Division, and Department
ii. Column Definitions

1. Name — Displays employee name

2. EMP ID — Displays employee number

3. Schedule — Displays the start time and end time of the shift(s)

4. Start — Displays the first time the employee logged in for the day

5. End - Displays the last time the employee logged out for the day

6. Hours Worked — Displays the total number of hours worked for the day

7. Sched vs. Actual +/- — Displays the difference between scheduled shift hours and actual hours
worked

8. Exception — Displays remarks such as “Early In” and “Late Out”
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h. Labor Schedule Report

Reports schedule for a particular workweek based upon shifts to which the employees are assigned,

scheduled absences and holidays.

B3 Reports Menu

£4= Dperations o
= work Orders

1 Maintenance

| Flight Dperation

| FeO

7 Record Keeping

| Exchanges

| Emplopes / Security

| Emplopes Attendance[ETS/ET S4)

3151 Emplopes Atterdance[ETS T.4)

E D aily Activity

E Employes Attendance

~1Z] Employes Attendance By Users Salamy Hrs
~1Z] Employee Attendance Vs Wwrking Hours
2] Attendance Updatss

2] Daily Utiization

W= Lbor Schedule

1] Schedule vs Actual

2] Hours Worked Detal

=] Hours Worked Summeary

] Attendance Balances

] Employes Listing

Z] Employee Scheduling Task.

] Employee Assignment

(1[5 Emplopee Training

B2 Tooks

2] @ Lot Management -

i. Available filters:

1. Start Week Day — The report will be printed for the week in which the selected date falls.

2. Employee — Identify the list of employees to include on the report
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i. Schedule vs Actual Report

Reports scheduled hours for a particular workweek based upon shifts to which the employees are assigned

and the actual hours worked; variance is also reported.

B3 Reports Menu

£4= Dperations o
= work Orders

1 Maintenance

| Flight Dperation

| FeO

7 Record Keeping

| Exchanges

| Emplopes / Security

| Emplopes Attendance[ETS/ET S4)

3151 Emplopes Atterdance[ETS T.4)

E D aily Activity

E Employes Attendance

~1Z] Employes Attendance By Users Salamy Hrs
~1Z] Employee Attendance Vs Wwrking Hours
2] Attendance Updatss

2] Daily Utiization

W= Lbor Schedule

1] Schedule vs Actual

2] Hours Worked Detal

=] Hours Worked Summeary

] Attendance Balances

] Employes Listing

Z] Employee Scheduling Task.

] Employee Assignment

(1[5 Emplopee Training

B2 Tooks

2] @ Lot Management -

i. Available filters:

1. Start Week Day — The report will be printed for the week in which the selected date falls.

2. Employee — Identify the list of employees to include on the report
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j. Hours Worked Detail Report

Reports hours worked by day and by pay type. This report may be useful if keying into a third party payroll

system and you must identify different pay types by day.

B3 Reports Menu

&
2]
E2]

(0 - (- -

=) @ Operations

= work Orders

1 Maintenance

| Flight Operation

H FEO

7 Record Keeping

| Exchanges

| Emplopes / Security

| Emplopes Attendance[ETS/ET S4)

| Employes AttendanceETS T.A]

E D aily Activity

E Employes Attendance

~1Z] Employes Attendance By Users Salamy Hrs
~1Z] Employee Attendance Vs Wwrking Hours
2] Attendance Updatss

~1Z] Daily Utiization

~FZ] Labor Schedule

s Actual

Si
H
H

B
B
=1
] Attendance Balances
] Employes Listing
Z] Employee Scheduling Task.
] Employee Assignment
{2 Emplayes Training

= Tooks

@ Lot Management

Available filters:

1. Work Dates — Identify the date range for which the report is applicable

2. Employee — Identify the list of employees to include on the report

3. Report Settings

a. Detailed (choose to remove detail)

4. Employee Company —

Column Definitions

Identify a Company, Division, and Department

1. Date Worked — Displays the date

2. Start — Displays the first time the employee logged in for the day

3. End - Displays the last time the employee logged out for the day

4. Daily Reg Hrs — Displays the total regular hours for the day (not including breaks)

5. Daily OT Hrs — Displays the overtime hours if the user works more than the assigned shift.

6. Exception — Displays remarks such as “Early In” and “Late Out”
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iii. Label Definitions

1. Reg A —Regular hours of pay type A

2. Reg B —Regular hours of pay type B

3. Reg C—Regular hours of pay type C

4. Overtime A — Overtime hours of overtime pay type A

5. Overtime B — Overtime hours of overtime pay type B

6. Overtime C— Overtime hours of overtime pay type C

7. Overtime A (H) — Overtime hours of overtime pay type A worked on a non-working day or holiday.
8. Overtime B (H) — Overtime hours of overtime pay type B worked on a non-working day or holiday.

9. Overtime C (H) — Overtime hours of overtime pay type C worked on a non-working day or holiday.
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k. Hours Worked Detail Report

Reports hours worked for a date range by pay type. This report may be useful if keying into a third party

payroll system and you must identify different pay types by period.

B3 Reports Menu

&
2]
E2]

[0 - - (- - -

£ Dperations

= work Orders

1 Maintenance

| Flight Operation

H FEO

7 Record Keeping

| Exchanges

| Emplopes / Security

| Emplopes Attendance[ETS/ET S4)

| Employes AttendanceETS T.A]

E D aily Activity

E Employes Attendance

~1Z] Employes Attendance By Users Salamy Hrs
~1Z] Employee Attendance Vs Wwrking Hours
2] Attendance Updatss

~1Z] Daily Utiization

~FZ] Labor Schedule

1] Schedule vs Actual

=] Hours Worked Detail

Hou ad Summary
] Attendance Balances
] Employes Listing

Z] Employee Scheduling Task.
] Employee Assignment

{2 Emplayes Training

= Tooks

@ Lot Management

Available filters:

1. Work Dates — Identify the date range for which the report is applicable
2. Employee — Identify the list of employees to include on the report

3. Employee Company — Identify a Company, Division, and Department

Column Definitions

1. Name — Displays employee name

2. EMP ID — Displays employee number

3. Reg A —Displays regular hours of pay type A

4. Reg B — Displays regular hours of pay type B

5. Reg C— Displays regular hours of pay type C

6. Overtime A — Displays overtime hours of overtime pay type A
7. Overtime B — Displays overtime hours of overtime pay type B

8. Overtime C — Displays overtime hours of overtime pay type C

9. Overtime A (H) — Displays overtime hours of overtime pay type A worked on a non-working day or

holiday.
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10. Overtime B (H) — Displays overtime hours of overtime pay type B worked on a non-working day or
holiday.

11. Overtime C (H) — Displays overtime hours of overtime pay type C worked on a non-working day or
holiday.

12. Total — Displays total hours worked

13. Absence — Displays total hours of absence recorded
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|. Attendance Balances Report

Reports the attendance (leave) plans to which the employee is assigned including absence hours available,

hours taken and hours remaining.

B3 Reports Menu

£4= Dperations o
= work Orders

1 Maintenance

| Flight Operation

H FEO

7 Record Keeping

| Exchanges

| Emplopes / Security

| Emplopes Attendance[ETS/ET S4)

3151 Emplopes Atterdance[ETS T.4)

E D aily Activity

E Employes Attendance

~1Z] Employes Attendance By Users Salamy Hrs
~1Z] Employee Attendance Vs Wwrking Hours
2] Attendance Updatss

~1Z] Daily Utiization

~FZ] Labor Schedule

1] Schedule vs Actual

2] Hours Worked Detal

Z] Employee Scheduling Task.
] Employee Assignment
(1[5 Emplopee Training

B2 Tooks

2] @ Lot Management -

i. Available filters:

1. Employee — Identify the list of employees to include on the report

2. Attendance Date — Identify the date range for which the report is applicable
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m. Employee Listing Report

Reports detailed information about employees.

B3 Reports Menu

B @ Operations -
-5 Work Drders

#-[5 Maintenance

ﬂ Flight O peration

| FBO

| Record Keeping

| Exchangss

| Employes / Security

=] Employes Attendance[ETS/ETSA)

| Employes Atterdance(ETS T.4)

-] Daily Activity

] Employes Attendance

=] Employee Attendance By Users Salary His
] Employee Attendance Vs Working Hours
] Attendance Updates

=] Daily Utiization

] Labor Schedule

Bl Schedule vs Actual

] Hours Worked Detal

E Hours Warked Summary

RCErR

@ Emplovee Scheduling Task

@ Employee Assignment

[]--@ Employes Training

B-E Tooks

[]--@ Lat Management -

i. Available filters:
1. Employee — Identify the list of employees to include on the report
2. User is Active — Identify whether you would like to include all employees or only active employees
3. Date Hired — Identify a date range to include only employees hired in that range

4. InHouse Certificate Expires On - Identify a date range to include only employees who will have their

in house certificate expire in that range

5. FAA Certificate Expires On - Identify a date range to include only employees who will have their FAA
certificate expire in that range

6. Current Operation Base — Identify a list of locations to limit the report to employees assigned to

those selected locations
7. Skill Code — Identify a list of skills to limit the report to employees with the selected skills

8. Employee Company — Identify a Company, Division, and Department
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n. Employee Scheduling Task Report

Reports the work orders to which employees are assigned.

B3 Reports Menu

B @ Operations -
-5 Work Drders

#-[5 Maintenance

ﬂ Flight O peration

| FBO

| Record Keeping

| Exchangss

| Employes / Security

=] Employes Attendance[ETS/ETSA)

| Employes Atterdance(ETS T.4)

-] Daily Activity

] Employes Attendance

=] Employee Attendance By Users Salary His
] Employee Attendance Vs Working Hours
] Attendance Updates

=] Daily Utiization

] Labor Schedule

Bl Schedule vs Actual

] Hours Worked Detal

E Hours Warked Summary

@ Attendance Balances

@ Emplovee Listing

RCErR

uling T ask,
@ Employee Assignment
[]--@ Employes Training
B-E Tooks
[]--@ Lat Management -

i. Available filters:

1. Document No — Identify the work orders (Component and Maintenance) that should be included in

the report
2. Employee — Identify the list of employees to include on the report
3. Date - Identify the date range for which the report is applicable

4. Employee Company — Identify a Company, Division, and Department
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o. Employee Assignment Report

Reports the number of assigned hours vs the number of open hours for each employee by day.

B3 Reports Menu

B @ Operations -
-5 Work Drders

#-[5 Maintenance

ﬂ Flight O peration

| FBO

| Record Keeping

| Exchangss

| Employes / Security

=] Employes Attendance[ETS/ETSA)

| Employes Atterdance(ETS T.4)

-] Daily Activity

] Employes Attendance

=] Employee Attendance By Users Salary His
] Employee Attendance Vs Working Hours
] Attendance Updates

=] Daily Utiization

] Labor Schedule

Bl Schedule vs Actual

] Hours Worked Detal

E Hours Warked Summary

@ Attendance Balances

@ Emplovee Listing

@ Emploves Scheduling Task

ment

RCErR

[]--@ Employes Training
B-E Tooks
[]--@ Lat Management -

i. Available filters:

1. Asof —The report will be printed for the week following the selected date (including the selected
date).

2. Employee — Identify the list of employees to include on the report

3. Employee Company — Identify a Company, Division, and Department

END OF SECTION
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