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INTRODUCTION

This manual is a modified version of the help text that is installed with Time Tracker.  It is provided as a convenience for those who need to read the manual without having access to a computer.

We recommend that you use the computer version of this manual for the following reasons:  

· The computer help is ‘Context Sensitive’ (It knows what you are doing at all times and automatically displays the chapter that relates to the task at hand.).

· You should be working with software and reading the manual.  Use the F1 key each step of the way.  

· It includes the ability to search and find individual topics or phrases within the text.  

· It has ‘hyperlinks’ which give expanded descriptions of a phrase or topic.  

· It includes ‘see also’ links to related topics.  

· It contains movies that illustrate some of the more complex concepts.  

In short it supports all of the features of Windows HTML Help and more.

Feel free to print and copy this document as needed.


Time Tracker
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Overview
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Overview of Time Tracker
(4:43 minutes - requires an internet connection)

About the manual
Time Tracker's easy to use manual is integrated into the online help. It is based upon proven learning models that enable users to readily understand and implement new software solutions

Context sensitive help allows users to easily review the instructions that relate to the components they are working with. The easy to use interface enables efficient cross-referencing of related topics and subjects. 

Getting Started
The first 2 chapters to read are Concepts and Definitions and Navigating the Interface. These 2 chapters will give you a good overview of the product. 

Examine the "Demo Organization" that ships with product. Print the reports. Explore all of the menus. Get a feel of how Time Tracker works. Press the 'F1' key while reviewing each component and the help text will display the related topic (that's context sensitive help).

If you are ready to setup your own organization
When you are ready to setup your own organization, logon to the organization called "Your Organization". Time Tracker will automatically display a setup-wizard to guide you through the process. Be sure to read the section called Organization Setup, it will instruct you how to setup a new organization. Work through the steps sequentially. During each step press the 'F1' key; read all information related to the topic. 

As you can see, you are strongly encouraged to learn-by-doing. Read a bit, then play a bit, it keeps things interesting. You will quickly acquire an understanding of Time Tracker and how it relates to your organization.

Need some extra help?
Give us a call. We are always happy to help.



Movies

The following is a list of movies that describe Time Tracker and its features.
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Overview of Time Tracker
(4:43 minutes - requires an internet connection)
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Schedule Automation
(3:43 minutes - requires an internet connection)
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Creating Schedule Patterns
(4:00 minutes - requires an internet connection)
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The Booking Process
(5:27 minutes - requires an internet connection)
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Time Tracker Reports
(3:46 minutes - requires an internet connection)
Concepts and Definitions

This section describes some of the concepts and terms used through out the documentation.

Locations

Typically locations are the physical areas in which employees work. 

A nurse might be booked to work on the third floor, east wing. A police officer might be booked to work a certain beat. A factory worker might work on a specific line.
However, Time Tracker locations do not have to be physical locations. You can use the location feature to define any logical group of work you like. In this way you can organize your work into any categories you find useful.

Many organizations create a location called 'float' or 'relief' to book employees who are flexible to work anywhere. Other organizations create locations that describe job functions.
Another use for locations is to define a location called Unavailable to track when employees are not available for work. 

Shifts

Shifts are used to subdivide and describe the divisions of work in a day. The most common use of shifts is to divide the day into Day, Afternoon and Night shifts.

Time Tracker shifts can be used to describe more abstract divisions of work. They can be used to describe divisions of labor, assign responsibilities or any other categories of work you find useful.

A security company might have shifts called 'Stationary Watch', 'Random Walk', 'Surveillance' and 'On Call' 
Another use for shifts is to define a shift called Unavailable to track when employees are not available for work. 

Bookings

A booking is a description of a single work event for a single employee. 

A booking specifies which employee will be working, in which location, for which shift, for how many hours, on a specified date. 

As Time Tracker records each booking it checks for other scheduled events such as:

· Vacation

· Time off

· Employee's termination date

· Statutory holidays

· Double bookings

· More than one shift back to back

· More than one shift the same day

· Overtime

· Reminders


If there is another event you will be notified and the appropriate action will be taken (i.e. warning messages, booking may be modified, Comp time may be assigned…).

Schedules

When the system refers to a schedule, it is referring to a group of bookings that occur over a given time period. The scheduling process is essentially a process of creating and maintaining bookings. This system has two types of schedules Live Schedules and Schedule Patterns.

Live Schedules

See Also: Schedule Automation, Schedule Pattern 

A Live Schedule is a record of actual bookings for a given period of time. The bookings within a schedule are grouped by location, shift and date. "Live Schedule" is the Time Tracker term for what most people call a schedule - you probably already guessed that.

Live Schedules are created through the Schedule Automation process. Each new Live Schedule is based upon existing Schedule Pattern(s). 

Existing Live Schedules can be modified at any time. (e.g. update bookings, new bookings, early leave, late, absence, shift swap, etc.). 

Live Schedules created for future time periods are records of work to be done. As schedules become current you will update them to reflect actual activity. Schedules from the past, are records of work completed and are used as the basis of historic information.
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Time Tracker allows you to create an infinite variety of schedules styles. Your Live Schedule should closely reflect your specific scheduling requirements.

Schedule Pattern

See Also: Live Schedules, Schedule Automation 

The concept of a Schedule Pattern is the cornerstone of Schedule Automation. Each Live Schedule originates from a Schedule Pattern. Consequently, their layouts are very similar. Both contain bookings grouped by location, shift and day. 
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What is it for?
The Schedule Pattern is the source for automatically copying bookings into a new Live Schedule (Schedule Automation). 

How to take advantage of this?
Create Schedule Pattern(s) that record the cycles of bookings that repeat over time. Identify the patterns in shifts, days off, locations, etc. that your employees work. Then enter them into your organization's Schedule Pattern(s).

Example: 

If your employees cycle through a pattern of working 5 day shifts (with 2 off), 5 evening shifts (with 2 off) and 5 night shifts (with 2 off) - you would have 3 week Schedule Pattern. You would define your Schedule Pattern as 3 weeks long and enter the pattern of bookings that your employees work within that period. It almost is a snap shot of your first 3 weeks of schedules.

You could also define another Schedule Pattern for your administration staff that work straight days, Monday to Friday. You would define a separate Schedule Pattern. It would be 7 days long - 5 days of work and 2 days for weekends.
Note: Be sure that your Schedule Pattern(s) and Live Schedule start on the same day of the week (i.e. Sunday or Monday, etc.). Be aware, that most Schedule Patterns are multiples of 7 days long. Exceptions (i.e. 6 on - 4 off, 3 on - 2 off, etc.) are very rare.

Note: If you don't know in advance who will fill a particular booking, leave it blank. You may however, record the employee type or any booking notes that may be helpful latter. In this way, when the Live Schedule is created, there will already be a booking position and you can fill in the appropriate employee later.
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Time Tracker allows you to create an infinite variety of schedules styles. Your Schedule Pattern should closely reflect your specific scheduling requirements.

Schedule Automation

See Also: Live Schedules, Schedule Pattern 

Schedule Automation is the process for automatically generating Live Schedules. The system automatically copies Schedule Pattern bookings and places them into each new Live Schedule. As a result, Live Schedules are created consistently and effortlessly.

[image: image13.png]



 


How is this done?
Each time a Schedule Pattern is applied to a new Live Schedule, Time Tracker conceptually creates a large calendar by appending multiple copies of the Schedule Pattern side by side into the future. The bookings that cover the new Live Schedule period are then copied and stored into the new Live Schedule. 
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In this manner, Time Tracker is able to automate the creation of a Live Schedule based on the patterns or cycles of an organization.

More than just scheduling
With each new Live Schedule generated, the system copies the bookings for the matching days from the Schedule Pattern and assigns actual dates. As it assigns a date to each booking, it checks for any conflicts with other scheduled events (e.g. vacation, time off, employee's termination date and statutory holidays...). If there is a conflict you will be notified and the appropriate action is taken (i.e. booking will not be copied, Comp time may be assigned…).

Note: Any changes you make to the Schedule Pattern will have no effect on pre-existing Live Schedules. When you make changes to the Schedule Pattern, your changes will only be reflected in any new schedules you create from that point on. 


Example:
An organization has a policy of rotating their employees to a new shift every 2 weeks. A given employee might work 2 weeks of 'Day' shifts, followed by 2 weeks of 'Afternoon' shifts, and followed by 2 weeks of 'Night' shifts. It would take 6 weeks to repeat this cycle. This organization has a 2 week pay period and they want to plan and post their schedules every 2 weeks.
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In our above example the organization chose to have 2 week long live schedules to match their pay periods. They chose a 6 week Schedule Pattern to match their 6 week cycle. As each live schedule is created, the system automatically retrieves the correct 2 weeks from the Schedule Pattern. Each live schedule has the employees cycled appropriately for 2 weeks on the 'day' shift, 2 weeks on the 'evening' shift and 2 weeks on the 'night' shift as defined by the pattern in the Schedule Pattern.

Note: When your schedule contains cycles or patterns of different lengths, you may want to create separate Schedule Patterns for each cycle length. When a live schedule is created, the copy process will be done for each Schedule Pattern you have defined. The system will always retrieve the correct portions of each of the Schedule Patterns for the dates of the live schedule.

Example:
If the above organization also had administration staff that worked a constant Monday to Friday pattern, then we would add a second Schedule Pattern that was only one week long. The administration staff would be copied into the live schedule repeating every week
Organizations

An organization is separate scheduling entity with its own configuration, its own Schedule Patterns, its own Live Schedules and its own employee list. Each organization is completely independent of any other organizations defined in the system. Activity in one organization has no effect on any other organization. 

Time Tracker supports multiple organizations. You may add and subtract organizations. 

Example:
A nursing home might have medical staff, maintenance staff and kitchen staff. Each group of employees is independent of the others. Each group has their own locations, their own Schedule Patterns and shifts. In such an environment it would make sense to configure three separate organizations that are scheduled independent of the others.
Advanced Concepts

Advanced Concepts outlines some of the extended capabilities of Time Tracker.

Report Distribution

See Also: E-Mail Reports
Time Tracker reports may be distributed to the appropriate recipients in a variety of different ways. Reports may be printed and simply handed out to staff or posted in the hall. Reports may be saved as; HTML, PDF or Microsoft Word files.  Such files may be directly e-mailed to staff, posted online or saved on a network server where all network participants can access them

The advantages of publishing your reports online are obvious. Anyone with an internet connection will be able to have access to the most recent published reports and schedules - anywhere and anytime. 

 You can set up your own web site. You can even do it for free and you do not have to be that tech savvy. There exist, numerous service providers that free of charge will allow you to build and design your own web site. They even provide web design tools that deliver a great deal of flexibility and sophistication.  
To demonstrate online report distribution we have put together a simple site: http://sites.google.com/site/schedulingsoftwaregeneral
Unavailable Booking Times

See Also: Shift Maintenance, Location Maintenance, Options 

Unavailable Booking Times are the times that employees are unavailable for work. If you book an employee for work that coincides with the times that they are unavailable, you will receive a warning message. 

Be sure that you are familiar with the Availability feature in Employee Maintenance and the application of Schedule Pattern(s). They often are preferable methods.
This feature is implemented by scheduling each employee's 'unavailability'. It can be recorded in the Schedule Pattern, if it is a pattern that is expected to repeat over time (i.e. every Monday the employee will be at night school). Or, it can be recorded in the Live Schedule, if it is a more random type of event (i.e. weddings, family functions, etc.).

The best method for recording unavailable times is to define a shift and actually call it 'Unavailable'. Next, define a location and also call it 'Unavailable' (remember that locations are merely a category to help you organize your schedules). Include the new 'Unavailable' shifts and locations in your schedules. Time Tracker allows you to filter schedules based on 'shifts' and 'locations'. You may include or exclude the unavailable bookings as desired. 

When booking the unavailable employee times, book them into the location and shifts called 'unavailable'. Leave the Hours Worked equal to zero (obviously, no hours are to be worked). If the system is setup to record the start and end times (see Options) - enter the appropriate times. Any bookings that conflict with 'unavailable' times, will now receive a warning message.

If your system is not setup to use start and end times (see Options), be sure that you have selected the option 'Warn when employee is booked for multiple shifts'. This way, Time Tracker will warn you when an employee is already booked for the 'unavailable' shift.

Import / Export

See Also: Export - Work Hours, Import - Employees 

It can be advantageous to share information between Time Tracker and other applications. Time Tracker has the capability to Import Employee data and to Export Booking information. With the use of Microsoft Excel, Time Tracker is able to read and write to Excel spreadsheets.

Navigating the Interface

This section contains information on how to use the various screens and controls of the system. It is assumed that the user is already familiar with the standard Windows interface and already knows how to use a mouse. 

This section describes features that are unfamiliar or are enhancements to the Windows standard.

Dates and Calendars


Each date field in the system has a calendar button associated with it. You can either, enter the date directly into the date field using the keyboard, or you can select from a calendar by clicking on the calendar button. All dates will be in the date format you have defined in Options.
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When you click on the calendar button the calendar is displayed.

[image: image17.png]11/25/2007

(%],

vI| 2007

s MTWTF

s





Double-click on the date desired. To position the calendar forward or backwards select from the month or year listed at the top. Or, click on the buttons 'M+', 'M-', 'Y+' or 'Y-' to control the current year or month as expected.

Editing Tables

See Also: Sizing Forms 

Much of the systems behavior is determined by allowing the user to make a selection from a table of choices. These tables are all maintained by way of a standard table editing form. The following is an example of the table editing form used to maintain the shifts.
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Each editing form contains two or more tabbed pages. The first page contains a selection list. It allows the user to locate and select items in the list. The row that is highlighted is the currently selected item. 

The remaining tabs allow the user to edit information for the item selected. In the above example, the user may select a shift from the list and then click on the 'Details' tab to edit the selected shift.

Sorting the List
Each of the columns in the list has a title at the top of the list. In this example the titles are 'Code' and 'Description'. When a column title is in a bold face font, it means that you can sort the list by that column. You sort the list by simply clicking on the title bar with your mouse cursor. If you click on the same title a second time the list will be sorted in reverse order. In our example, you may sort on either 'Code' or 'Description' by clicking on the associated title.

The column that is currently controlling the sequence will have a title that begins with a left ('<') or right ('>') angel bracket. When the right angle bracket is present the column is controlling the lists sequence in ascending order. Otherwise when the left angle bracket is present the column is controlling the lists sequence in descending order.

Sizing Columns
To alter the size of the column widths; move the cursor between the column headings - the cursor will change to a double arrow [image: image19.png]


when you are positioned correctly. Then click and drag the column divider to the left or right as desired.

Look For:
Sometimes lists can become very long and it makes sense to make use of the built in searching ability. Once you have sorted the list the way you want, you can look for a particular item in the list. 

The 'Look For:' field at the top of the list allows you to type in the first few characters of the item you are looking for. The highlight bar will automatically move to the first item in the list that matches the characters you have typed.

Editing an Item
To edit one of the items on the list, either; double click on the list item or, select the item and click on one of the other tabs. Both methods will activate the desired edit tab. In the following example the user has clicked on the 'Details' tab to edit the definition for the afternoon shift.
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Most tables will have at least a code field and a description field that may be edited. 

The code is a short form description of the item. The code is typically used where there is not enough space to display the full description. You should try to create codes that will give meaning to the people who will read them. In this example 'Aftr' is used to represent Afternoon Shift.

The description should describe as fully as possible what the item in the list is. In addition there may be other tabs and fields that help to define each item in the list.

Cancel and Save
Once you have changed anything in the editing areas, you will notice that two new buttons have appeared at the bottom of the screen.
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You have two choices, once you have done some editing and made changes. You may permanently save your changes or cancel the changes you have made. 

The cancel button gives you a second chance. If you do not want to save the changes you made, then you may click on the 'Cancel' button and the item will revert to the state it was in before you started changing it. 

The 'Save' button permanently records the changes you have made to the database. You may not move to a new item in the list until you have either cancelled or saved the changes you have made.

Add and Delete
The 'Add' button allows you to create a new item in the list. The 'Delete' button is used to permanently remove an item from the list.

Employee List Filter

The employee filter is implemented on any form that contains a list of employees. On the upper right hand corner of any such list is the Filter button. 

Many organizations have a very large list of employees and they often wish to access the information for a select group of employees at the same time. This is where the employee filter is beneficial. From here you can filter your list by employee type, whether they are active and by employee attributes.

Look Up Fields and Pick Lists

Lookup fields and pick lists are used to make selections from a predefined list. For example in the Employee 'Definition' tab you will see a field that looks like the image below.

Look Up Fields
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This field allows you to assign an employee type to an employee. Because this field is tied to the employee type table, you may only enter an employee type that has already been defined. There are a few ways to do this.

If you know the code of the item you may type it directly into the typing area and the description to the right will automatically be updated to match that of the code. In this example the user may have typed in 'FT' and the description 'Full Time' is displayed to the right.

If the user did not know the code for the employee type they wanted then they could have selected from the full list of employee types. To select from a list you simply click on the lookup button (the button to the right of the code field). When this button is clicked the following pick list screen will appear. This list will also appear when ever an invalid code is entered into the associated Lookup Field.

Pick Lists
[image: image23.png]Select an Employee Type:

Lookfor Type

Type

Type Description

CALL

CallIn

&

Ful Time

PT

Part Time

R

Relier

Ccancel




This screen gives you the same ability to sort and search lists as described in Editing Tables. To make a selection you can highlight the item you want and then press the 'OK' button. You can also double click on the item you want. In either case, this screen will disappear and the selection you made will automatically be filled in for you.

Mover Lists

Mover lists allow you to build a list of 'selected' items from a list of 'available' items. The selected items list is built by moving the items you want from the available items list.
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Moving Items
The list to the left contains all of the items that are available to be selected. The list to the right contains all of the items that have been selected. There are three ways to move items from one list to another.

Moving using the buttons
· [image: image25.png]


moves the currently selected items in the 'Available Items' list to the 'Selected Items' list

· [image: image26.png]


moves ALL items in the 'Available Items' list to the 'Selected Items' list

· [image: image27.png]


moves the currently selected items in the 'Selected Items' list to the 'Available Items' list

· [image: image28.png]


moves ALL items in the 'Selected Items' list to the 'Available Items' list

Double Clicking
You can double-click an item to move it from one list to the other.

Drag and Drop
Using the left mouse button, click on the item to drag and drop. While holding the left mouse button down, 'drag' the item by moving the cursor from one list to another. Release the left mouse button to 'drop' the item.

Multiple Selections
There are three ways in which you may select more than one item at once.

· Hold down <Shift> and move the up or down arrows to select multiple consecutive entries

· Hold down <Shift> and left click on an entry in the list to select multiple consecutive entries

· Hold down <Ctrl> and click with the left mouse button to select multiple entries, but not consecutively


Use any of the moving methods to move all of the selected items at once.

Multi-Select Grids

A multi-select grid allows you to select multiple items from a list. Select one or more items in the list by highlighting the rows to be included. 

The email generation module makes use of a multi-select grid to specify which employees to send to.
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Making Selections with the Mouse
To select items in the grid you must use the mouse. Rows that have been selected will be displayed in white text on a dark blue background. Rows that have not been selected will be displayed in black text on a white background.

Selecting a Single Row
To select a single row, place the mouse cursor over the row you want to select and click the left mouse button. That row will be selected and any previously selected rows will be de-selected.

Selecting Multiple Rows
To select multiple rows, press the <Ctrl> key and hold it down. While still holding the <Ctrl> key down, use the left mouse button click on each row to be selected.

Selecting a Series of Rows
To select a series of rows, click on the first row in the series using the left mouse button. Press the <Shift> key and hold it down. While still holding the <Shift> key down, use the left mouse button and click on the last row in the series. Now the two specified rows and all rows between are selected.

Making Selections using the Buttons
'Select All' Button
By pressing this button, all rows in the currently displayed list will be selected.

'De-Select All' Button
By pressing this button, all previously selected rows (in the current list) will be de-selected.

'Invert Selection' Button
By pressing this button, any rows in the currently displayed list that had been previously selected will be de-selected and any rows that had not been previously selected will be selected. 

Sizing Forms

All forms are sizeable. Use the sizer control on the lower right hand corner of a form to make a form larger or smaller. You can click on the sizer and drag the form to larger or smaller proportions. 
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The sizer also has a menu that is available when the sizer is right-mouse clicked on.
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Size your forms to help reorganize your screen in a useful fashion. You may wish to do this to improve readability of forms or to make more room on the screen for the simultaneous display of many forms.

Organization Setup

Topics relating to setting up a new organization

Organization Setup Steps


This section describes the steps required to setup an organization. It assumes that you are working with an empty organization. Time Tracker ships with an empty organization called 'Your Organization'. You can always create new organizations using Organization Maintenance.

When you first log in to a new organization, Time Tracker automatically displays the Organization Setup Wizard. The 'Organization Setup Wizard' steps you through the process of setting up an organization. You may also perform the steps by accessing each of the appropriate menu options manually.

1. Familiarize yourself with the system.

If you haven't done so already, read the sections in this help text titled Concepts and Definitions and Navigating the Interface.

2. A schedule may be subdivided into one or more Locations. You tell the system what locations an organization will have using Location Maintenance.

3. Within each location that appears on a schedule there must be one or more Shifts. You tell the system what shifts an organization will have using Shift Maintenance.

4. Tell the system who your employees are.

· Part of the employee setup is to specify the employee type, so before you enter employees you will need to tell the system what Employee Types you have.

· You could also create a list of Employee Attributes to facilitate employee filtering (not required).

· Finally Employee Maintenance allows you to enter detailed information for each employee who will appear in bookings.

5. In addition to bookings, the system also tracks four main Time Off Types. Each category may be further subdivided into any number of sub types. You should setup definitions for each of the four main categories.

· Comp Time Types
· Other Time Types
· Sick Time Types
· Vacation Time Types
6. You should review the system Options that are available to you The Live Schedule start date and length are required fields and must be specified.

7. Record any future events. Time Tracker automatically checks for any scheduling conflicts that might occur between scheduled bookings and other events. It is a good idea to tell the system about any future events before you start creating Live Schedules.

· Time Off that will occur in the future should be recorded. (i.e. Vacation Time that has been booked in advance.)

· Statutory Holidays should also be entered in advance.

8. All of the above steps create the components that are used to make up a schedule. The next steps will start to assemble these components into a Schedule Pattern. Because this is a completely new organization, a new Schedule Pattern is usually required.
(See Schedule Automation for a description of how Schedule Patterns and Live Schedules work together)

. Create a new Schedule Pattern.

. When you first select 'Schedule Pattern' a blank scheduling form will be displayed with a tool bar.

. Click the 'New Schedule' button on the tool bar to display the New Schedule Pattern form.

A. Set the Schedule Rows & Properties. The properties of the schedule will determine how the schedule will look and behave. Click the "Rows and Properties" button on the toolbar to display the Rows and Properties form.

A. A Schedule Pattern must contain Locations and Shifts. The tab 'Current Schedule Rows' in the Rows & Properties form, allows you to define what shifts are to be included in what locations for the Schedule Pattern. You may add as many location/shift rows as are needed to represent the number of work positions in your organization.

A. You may wish to review the other tabs in the Rows and Properties form.

A. Save the Rows and Properties form and return to the Schedule Maintenance. You will notice that the display now contains all of the location/shift combinations that you have defined.

B. The next step is to fill the Schedule Pattern with the bookings that are fairly certain to occur and repeat over time. Leave bookings blank if you will not know who will fill them in advance. You may book just an employee type if that is all you know at this stage.


If your organization needs more than one Schedule Pattern, repeat the above steps for each schedule that you require.

A. You are now ready to create your first Live Schedule.

· Click the 'New Schedule' button on the tool bar to display the New Live Schedule form.

· When you click the 'OK' button, a new Live Schedule will be created using the Schedule Pattern(s) you defined.

· Fill any blank bookings that still need employees and edit any existing bookings that have changed since the Schedule Pattern was created.

· You won't need the wizard any more now that you have completed the setup. Uncheck the check box labeled "Automatically show this wizard when logging into this organization". Click on the "Exit" button to close the wizard.


Reports
Now that your setup is complete, familiarize yourself with the ways to present and analyze activity. Be sure to review each of the reports in the 'Reports' section of the menu. 
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System Help

This chapter contains help for each system component.

The help topics in this chapter are subdivided and arranged to be the same as that of the Time Tracker main menu. There is a direct relationship between the "System Help" sections and Time Trackers menu pads. The topics within each section relate to the individual menu items.

Files Menu Pad

Change Password

This form allows the currently logged in user to change their own password.

In order to change your password you must first type in your existing password. If your existing password is correct the new password fields will be enabled. You must then type in your new password then retype it in the confirmation field.

Import / Export

Importing and Exporting enables Time Tracker to interface with other applications. 

Import - Employees

See Also: Employee Maintenance 

Note: This module requires that 'Microsoft Excel' be installed on the workstation executing Time Tracker. 

You may be able to streamline setting up Time Tracker by taking advantage of the import capabilities. Time Tracker enables you to import directly from Microsoft Excel. Employee information that might be stored in Human Resource, Payroll or other applications can often be exported to Microsoft Excel and then imported directly into Time Tracker.

The employee import process entails 4 steps:

· specifying the spreadsheet

· setting up the spreadsheet

· checking for errors

· importing from the spread sheet

Follow the instructions on each step. At anytime during this process you can save your spreadsheet and come back to work on it at a latter time.

This import process is for adding employees into the system. Once they are imported, modify or adjust their information through Time Tracker. Do not repeatedly add the same employee. This will only replicate employee data.

Note: It is strongly advised that you backup the Time Tracker system before importing.


Specifying The Spreadsheet
You must specify the spreadsheet that you will be importing from. If you are working from a spreadsheet that already exists, then click on the 'Open…' button and select the spreadsheet. If you are creating a spreadsheet for the first time, click on the 'New…' button and specify it's name and the folder where it will reside.


Setup
Time Tracker expects the imported spreadsheet to be in a specific format. The first line in the spreadsheet is the column heading text. The column headings are automatically created by Time Tracker in this step. All columns must remain in the assigned sequence. All heading text also must be exactly as assigned. All other lines are for employee data only and must follow under the appropriate heading.

If you haven't already inserted the column heading text then, be sure that the 'Setup' tab is active, then click on the 'Setup' button. Time Tracker will automatically insert the column headings into the first line of the spreadsheet. Each column corresponds to a field in the Employee Maintenance module.

Next, populate the spreadsheet with all of the proper data. At the bare minimum there are three required columns that must have data. These columns are the employee's first and last names and the employee type. The 'Employee Type' column requires an Employee Type that has already been recorded in Time Tracker. The Employee Type column data must only contain data that is the same as the 'Code' field for existing employee type records.

Tip: All other columns - that are not required - do not have to be filled.

Tip: All date columns must be in date format.

Note: The first blank line in the spreadsheet is deemed to be the end of the import data. Do not leave any blank lines between your employees.


Check
The previous section discussed the expected format of how the employee data must be presented in the spreadsheet. Be sure that you are in compliance before proceeding.

Time Tracker will check your spreadsheet data. To invoke this process be sure that the 'Check' tab is active. Then click on the 'Check' button. Time Tracker will automatically review all data.

Any warnings or errors discovered by Time Tracker will be identified. Examine your spreadsheet for data flagged with problems. Data warnings are flagged with the color yellow. It is merely a warning and will not prevent you from importing. Critical errors are flagged with the color gray and their presence will prevent you from importing. Time Tracker comments will automatically be displayed when you place your cursor over the flagged problems cells.


Import
To import your spreadsheet into Time Tracker be sure that the 'Import' tab is active, click on the 'Import' button. Should Time Tracker discover any critical errors in your data - no employee will be imported. When the import process is successfully completed, perform all future maintenance through the employee maintenance module of Time Tracker.

Note: This import process is for adding employees into the system. Do not repeatedly add the same employee or spreadsheet data. This will only replicate employee data.

Export - Work Hours

Note: This module requires that 'Microsoft Excel' be installed on the workstation executing Time Tracker. 

You can export employee hours into an Excel spreadsheet by specifying your selection criteria. The resulting spreadsheet will be comprised of column headings and rows of booking data. It can be generated in detail or summary format.

The Summary format will simply list the total employee hours for each employee and the associated employee number.

The Detail format will list comprehensive information for each employee booking. It will identify the employee, employee type, booking, shift and location data.

This resulting information can be resorted, sized, formatted and summarized in Excel in a fashion to suit your requirements. Many users will use this information to design their own custom reports or export into other applications. Macro's can be written to automate such processes.

Note: Are you using the Time Tracker export data to share with another application? Then be sure to backup the other system before importing. Examine the export data carefully. Be sure that your selection criteria are applicable and that the data selected meets your requirements.

E-Mail Generation

Note: This module requires that 'Microsoft Outlook' be installed on the workstation executing the program.
E-mail generation allows users to generate an email message that gets sent to a list of employees. 

This form contains three tabs. The first tab allows you to compose the subject and text of the email that you want to send. The second tab is where you would specify what files to attach to the message. The third tab is where you specify which employees are to receive the message.

Compose E-mail
Type the subject and body of the email that you want to send.

[image: image33.png]Hail Generation,

Compose E-Mail Add Attachments Select Recipients

Subject

Full Time Employee Vacation Schedule
Message:
“To: All Full Time Employees

I have been reviswing this years vacation schedule and it looks like we are close
to'afinal version. Please review the attached schedule and get back to me ifyou
have any final changes.

sincerely

B.0ntime
Scheduling Manager






Add Attachments
Specify what files are to be sent along with the email.
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You can attach any files you like to an email. However, given that this is scheduling software, it is probably most useful to attach copies of the schedules in some readable format. 

Select Recipients
Specify which employees are to receive the email.
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The list of employees uses a Multi-Select Grid that allows you to select one or more employees who are to receive the e-mail.

The records listed here can be filtered with the Employee List Filter button on the upper right hand corner of the form. This form defaults to showing active employees only. To show inactive employees, alter the filter to conditions that reflect your requirements.

By using the multi-select features in combination with the filters, you can very efficiently draw on categories and subcategories of employees.

Example:
In the accompanying screen shots, we wanted to send emails to only the currently active full time employees. We simply set the filter to show only active and full time employees and then pressed the 'Select All' button. The resulting e-mail will be sent to only those employees selected.

Generate
When you press the 'Generate' button the e-mail will be generated and placed in the out box of 'MS Outlook'. To actually transmit the message you must then perform the 'Send and Receive' function from Outlook.Exit

This option lets you exit the application. 

Login

This form allows the user to login into the system with their assigned user ID and password. The password is case sensitive. You must enter the password in the same upper/lower case characters in which it was originally specified.

If you are the first user to access Time Tracker your new password is 'ASGARD' and the user ID is 'asgard' (note the lower case). Be sure to change this password in the Users maintenance section. The first time you access a new organization; the system will automatically build all of the necessary files. Expect the process to take a few minutes. After that everything will behave as expected.

Logout

See Also: Login 

This feature allows the currently logged in user to be logged out and a new user to be logged in with out exiting the application. The new user may have a completely different set of privileges associated with their user ID that are applied once they log in. 

Open Organization

This option is only available were the system has set up more than one organization.

This option will present you with the organization pick list and the user login form. You select the organization whose data you wish to access and then login with the user ID you have for the selected organization.

If the organization was just created in Organization Maintenance your user ID is 'ASGARD' and the password is 'asgard' (note the lower case). The first time you access a new organization; the system will automatically build all of the necessary files. Expect the process to take a few minutes. You will then be presented with the login form.

Schedule Menu Pad

The scheduling section is where you maintain scheduling information. Schedule Patterns, Live Schedules, Time Off, Comp Time, Statutory Holidays and Refusals are maintained here. The components implemented here are interrelated. They contain methods to cross-reference, update and activate each other. 

Schedule Maintenance

See Also: Live Schedules, Schedule Pattern, Schedule Automation 


The Display Grid
The schedule display is in a grid format made up of columns and rows. The first column identifies location. The second column identifies shift. The remaining columns contain the days of the schedule. There will be as many days as required to fill a complete schedule.

There is a row on the grid for each location and shift into which employees are to be booked. Location/Shift combinations may repeat as many times as needed to accommodate the number of employees to be booked into that location/shift.
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Each cell in the day columns represents an individual booking. The day in which a booking occurs is determined by which column it has been placed in. The location and shift to be worked is determined by which row it has been placed in.

In the above example, the booking highlighted (Mary McCulloch FT) is in the first day column and is therefore scheduled to work November 26, 2007. The booking is in the row identified as the '2nd Floor' location and the 'Morning Shift'. 

Therefore Mary McCulloch FT is scheduled to work on the 2nd Floor for the 'Morning Shift' on November 26, 2007.
The Toolbar
In addition to the display grid a tool bar is also placed on the screen when you are editing schedules. The tool bar is simply a series of buttons which when clicked; perform a function related to the schedule.
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If you want to know what an individual button is for, simply move your mouse cursor over top of that button. A short message will appear which explains the function of that button.


The following functions can be executed from the tool bar:

· [image: image38.png]


Open Schedule - allows you to select a different existing schedule

· [image: image39.png]


New Schedule - creates a new schedule that does not already exist. If you are editing a Live Schedule you will be prompted for the information to create a new Live Schedule. If you are editing a Schedule Pattern you will be prompted for the information to create a new Schedule Pattern.

· [image: image40.png]


Schedule Notes - to enter free format notes regarding the current schedule

· [image: image41.png]


Rows & Properties - to add/remove schedule rows and to change the appearance of the schedule (column widths, fonts...)

· [image: image42.png]


Delete Schedule - to permanently erase the current schedule

· [image: image43.png]


Filter - display only a specific location or shift

· [image: image44.png]


Locate Employee - highlight all occurrences of a selected employee

· [image: image45.png]


Print Screen Image - prints the currently displayed image

· [image: image46.png]


Book Employee - edit the currently highlighted booking (or double click on a booking cell to activate the booking form)

· [image: image47.png]


Copy Bookings - copy the selected bookings into memory (to be used in a subsequent paste operation)

· [image: image48.png]


Paste Bookings - place the last copied bookings into the current schedule

· [image: image49.png]


Replace Employees - replace one employee with another

· [image: image50.png]


Swap Employees (Specific Dates) - let one employee on a given day trade bookings with another employee on another given day

· [image: image51.png]


Swap Employees (Date Range) - let two employees swap bookings over a whole range of dates

· [image: image52.png]


Delete Selection - permanently erase the currently highlighted bookings
· [image: image53.png]


Time Off - display the form for recording time off work (clicking on a booking cell with the right mouse button will also activate the time off module)

· [image: image54.png]


Exit - close the current schedule

Sizing Columns
To alter the size of the column widths (temporarily on the schedule itself); move the cursor between the column headings - the cursor will change to a double arrow [image: image55.png]


when you are positioned correctly. Then click and drag the column divider to the left or right as desired.

The column sizes may also be set more permanently in Rows & Properties
Size The Schedule
All forms are sizeable. Use the sizer control on the lower right hand corner of a form to make a form larger or smaller (See Sizing Forms). 

Booking

See Also: Bookings 

The booking form allows you to define what an individual booking will be.

The top portion echoes back the location, shift and day that you selected in the schedule grid when you activated this form.
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Error Check
The booking window features an 'Error Check' button. At any time during the booking process, you may click on this button to check to see if there are any conflicts with the currently displayed booking. Of course you are automatically notified of any conflicts as you create new bookings or make changes to a booking.
Employee Type
The employee type is a lookup field that may be used to specify the employee type required for this booking. 

You may specify an employee type without specifying an employee. You would do this if you knew what type should fill the booking but did not yet know who will actually work in that spot. This is particularly useful for Schedule Patterns that are typically prepared well in advance of the live schedules.
Employee
You may also specify the employee who is to work in the booking. By clicking the employee lookup button, you will activate the employee selection form. The employees listed on this form are only those that are active, available to work and are of the employee type previously specified.

Work Hours and Times
Depending on the booking options you have specified, the work hours and times fields may or may not be enabled. If you have enabled this feature, then you may record the number of hours with start and end times for the booking. 

When a new booking is first entered, the work hours and times default to that defined for the shift. You may edit those values to reflect the actual hours worked in that booking.

Start and End Times
The system makes the following assumptions about start and end times. When the end time is:

· Greater than the start time it is assumed that both the start and end time fall within the same day.

· Less than the start time it is assumed that the shift spans two days.

· Equal to the start time it is assumed that zero hours are to be recorded.


In addition you may specify on what day the start time occurs. You have the following three options:

· Start time begins on the booking date.

· Start time begins on the day prior to the booking date.

· Start time begins on the day following the booking date.


If an employee is booked to work from 4:00PM to 4:00AM the shift will span two days. The default assumption is that the shift starts on the same day as the booking. If that same employee called in sick for the first half of the shift, you would want to change the start time to 12:00AM and specify that the 'Start time begins on the day following the booking date'.
Booking Notes
This is a free format typing area in which you record any notes that you want attached to the booking. You can type as much information as you like, however you should remember that the more you type the more space will be required if you select to print these notes in the printed schedules. 

Employee Selection

See Also: Employee Selection Properties 

The employee selection form has all of the same features as a standard pick list form with a number of additional features required for schedule booking.

Overlap Column
This column will signify that other scheduling events overlap with the current booking. Such events may be other Bookings, Vacation, Comp, Other or Sick time-off.

Available Column
Employees available for the current booking are identified with a check mark in this column. Availabilities are defined in Employee Maintenance.

Sorting the List
The employee list can be sorted (temporarily) to find the most suitable employee quickly and easily. The list can be sorted by any column that has a bold heading (start date, hours seniority, hours booked, employee type, last name...). Merely click on the column heading that you wish to have controlling the order. To toggle the sorted order between ascending and descending; click on the same column heading again.

The sorted order and sequence may also be set more permanently in Employee Selection Properties

Example:
Suppose your organizations policy is to give bookings to the most senior employees first. You could then click on the heading 'Hrs Seniority' and sort the list in ascending order. Click the heading again to sort in descending order with the most senior employee at the top of the list.
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Sizing Columns
To alter the size of the column widths (temporarily); move the cursor between the column headings - the cursor will change to a double arrow [image: image62.png]


when you are positioned correctly. Then click and drag the column divider to the left or right as desired.

The column sizes may also be set more permanently in Employee Selection Properties
Filters
To begin with, the list of employees is already filtered down to employees of the employee type you have selected for the booking. In addition, only active and available employees are included. You may further filter the list by making use of the attribute filter button.

Attribute Filter
When you click on the attribute filter button, you will be presented with a mover list form. This form allows you to specify the employee attributes that an employee must possess to be included in the list.

The attributes that you set here will remain in effect until you change them or leave the schedule. To expedite the booking process you should record all the bookings for a particular attribute selection at once.
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Fill the 'Selected Items' list with the attributes that an employee must possess in order to be included.

Employee Refusal Status
Time Trackers allows you to record and track refusals. Once you have a list of employees who are eligible to work a specific booking, you have to find an employee who is willing to accept the work time. The refusal feature allows you to record each instance that you have offered work to an employee and the employee has refused.

To record an employee refusal, select the employee and click the button 'Employee Refusal'. Employee refusals can also be maintained from the Schedule Maintenance menu Edit Refusals.

This feature is active for 'Live' schedules only and when configured through the administrative Options.
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When you check the 'refuses booking' check box, you are recording that the employee has turned down the currently selected booking. You may also enter any notes that pertain to the refusal. 

Employee Selection Properties

See Also: Employee Selection 

Column Properties
These properties allow you to save the default settings for the employee selection list. You can set the list's order (ascending or descending), sequence, column widths and font size. 

These settings can also be adjusted directly on the schedule (see 'Sorting the List' and 'Sizing Columns' in Employee Selection). 

Copy and Paste

See Also: Highlighting Bookings 

Copy and paste is a two-stage process. In the copy stage you are merely telling the system what it is you want to copy. In the paste stage you are telling the system where you want to paste the copy. 

Copying Bookings
The first step is to highlight the bookings that you want to copy. By highlighting, you are specifying which bookings are to be included in the copy.

Once you have highlighted the bookings to be copied, you may copy those bookings into memory by clicking on the 'Copy Bookings' button (shown below) in the schedule toolbar. (The identical function may be executed by pressing the keyboard combination Ctrl+C.)

[image: image65.png]




Pasting Bookings
To paste bookings that you have copied, you must first specify where the bookings are to be pasted. Click on the booking cell where you want the first booking of the copied block to be placed.

Once you have highlighted where you want the copied bookings to go, you can start the paste operation. Start the past operation by clicking on the 'Paste Bookings' button (shown below) in the schedule toolbar. (The identical function may be executed by pressing the keyboard combination Ctrl+V.)
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When you paste you are presented with a form that echoes back the selections you have made and gives you additional options for the paste operation. You have the choice of executing the paste or canceling the operation.

Note: You can copy and paste within the same schedule. You can also copy from one schedule and paste into another (including between a Schedule Pattern and a Live Schedule).

Note: If you want your paste to affect only a given location and/or shift it might be useful to set the Schedule Filter before you begin. The paste operation will only affect the bookings displayed for the currently active filter.


Paste Options
When you paste bookings you are presented with the 'Paste' form. It has two tabs; the 'Paste Details' tab and the 'Paste Options' tab. The 'Paste Details' tab displays information regarding the source and destination of the process. The 'Paste Options' tab has options for fine-tuning the process. 

Set Times
When you copy bookings, you have the choice of two methods of determining work hours and start and end times of the bookings. 

· The first option is to set the times to the 'destination's default times (as defined for the shift)'. This means that when a booking is copied, the times will be those of the destinations shift.

· The second option is to set the hours worked and start/end times to the 'source bookings recorded times'. This means that the destinations times will be copied from the source times.

Booking Note Instructions
· You may 'leave the destination booking notes as they are'. Destination booking notes will not be overwritten by source booking notes.

· You may 'copy the booking notes from the source replacing the destination'. Any existing booking notes in the destination will be discarded and replaced by the source. 

· You also have the option of 'blanking the booking notes in the destination'. The resulting booking notes will be empty.

Delete Selection

'Delete Selection' allows you to delete one or more bookings from a schedule. 

The first step is to highlight the bookings that you want to delete. By highlighting, you are specifying which bookings are to be included in the delete operation.

Once you have highlighted the bookings to be deleted, you may delete them by clicking on the 'Delete Selection' button (shown below) in the schedule toolbar. (The identical function may be executed by pressing the keyboard 'Delete' key.)
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Highlighting Bookings

There are certain schedule operations that require you to first specify the bookings that are to be acted upon.

Copy and Paste and Delete Selection require that you first highlight the booking(s) to be processed. 
To highlight a single booking, simply click on the booking and it will automatically be highlighted. 

To highlight a block of bookings, click on the first booking cell in the block to be highlighted. Press and hold down the <Shift> key and click on the last booking cell in the block to be highlighted. The system will automatically highlight the two cells you clicked on and all cells in between. 

Note: You can also highlight using the keyboard instead of the mouse. Start with your cursor in the booking cell that is to be the upper left hand corner of the block to be highlighted. Press and hold down the <Shift> key while navigating using the cursor keys. As you move through the booking cells you will see the block being highlighted. When you reach the desired lower right hand booking cell, simply release the <Shift> key.

Example:
Suppose you want to highlight all of the bookings in the '2nd Floor' location for a given Saturday and Sunday. You would first click on the top most cell in the '2nd Floor' row of the Saturday column. You would then press and hold down the <Shift> key and click on the bottom most cell of the '2nd Floor' row in the Sunday column. The system will highlight all cells in between as shown below.
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Note: If you want your highlighting to affect only a given location and/or shift it might be useful to set the Schedule Filter before you begin. The block that is highlighted will only include the bookings for the currently active filter.

Locate Employee

See Also: Look Up Fields and Pick Lists 

This function allows you to locate employees on the schedule. By selecting an employee from this pick list, all of the employee's associated bookings are highlighted on the schedule. 

New Live Schedule

When you select the option to create a new Live Schedule you will be presented with the following form. 
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Here, you can specify the period and the Schedule Pattern(s) used to generate the new Live Schedule. The bookings from the selected Schedule Pattern(s) are copied into the new Live Schedule.

Conflicts or exceptions that occur during the generation of the Live Schedule are recorded in the Schedule Notes (e.g. the employee is already scheduled for time off, the employee is eligible to earn Comp time for working a statutory holiday or, the Schedule Pattern has an employee designated for a booking when the employee has become inactive). 

Period
With the date that you specify, the program will calculate the start date and end date of the new Live Schedule. This is based on the 'Live Schedule start date' and 'Length' specified in the 'Live Schedules' tab of the Options module. Beginning from the 'Live Schedule start date', it repeatedly counts the 'Length' (number of days) until a schedule that includes your date is found.

Note: If you have chosen to have 'Variable Length' Live Schedules (see: Options), you will be prompted for both a start Date and length in days. The new live schedule will start on the date you select and will be the specified number of days in length.
Select Schedule Pattern(s)
You have the choice of what Schedule Patterns are copied into the new Live Schedule. Select all of the Schedule Patterns applicable.

New Schedule Pattern

See Also: Schedule Automation, Schedule Pattern 

This function allows you to add a new Schedule Pattern to the system. 
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Relative Start Date and Length in Days
The Relative Start Date and Length in Days are used to calculate the actual dates when bookings are placed in Live Schedules. (See Schedule Automation)

Description
When you have more than one Schedule Pattern it becomes necessary to give each one a description so that you can distinguish one from another in lists. 

When Schedule Patterns are applied to new Live Schedules they are added in alphabetical order. With this in mind, you may want to prefix your Schedule Pattern descriptions with 1,2,3... or A,B,C... to ensure that each schedule is applied in the correct order. 
General Notes
You may enter any free format notes that might apply to the Schedule Pattern.

Replace an Employee

The replace employee function allows you to do a blanket replace of one employee with another over a given time span. The system searches for all bookings scheduled for the 'replace employee' within the start and end dates (respective of any active shift and location filters, see Schedule Filter). The 'with employee' is then given those bookings in place of the 'replace employee'

When an employee hands in their resignation or goes on extended leave of absence, you will need to replace that employee with a new employee for whatever span of dates necessary. 

Schedule Filter

The schedule filter allows you to limit what is displayed in the schedule grid.
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You may specify a location and/or a shift. The schedule will then display only the location and shift that you have specified.

Note: The Copy And Paste, Replace an Employee, Swap Employees By Date Range and Swap Employees by Specific Date functions are applied only to the bookings included in the current filter.

Schedule Notes

This form allows you to record or document any information relevant to the scheduling process. Whenever a Live Schedule is created; conflicts or exceptions that occur are recorded automatically in this note area. You are free to update, modify or add to these notes as resolutions occur. 

Swap Employees by Date Range

This function allows you to swap two employees across a whole range of dates (respective of any active shift and location filters, see Schedule Filter).
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For whatever reason you may need to switch job positions between two employees. You may specify a start date and an end date and the two employees will be switched 

Swap Employees by Specific Date

This function allows you to trade one employee's bookings on a given day with another employee's bookings on another day (respective of any active shift and location filters, see Schedule Filter).
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An employee who wants to have Friday off might swap shifts with another employee so that they can have the day off without using vacation time. The employee might agree to work someone else's Tuesday night shift if the other employee will work the Friday day shift for them. 

Rows & Properties

See Also: Current Schedule Rows, Grid Formats, Booking Properties, Schedule Pattern Properties 

Rows & Properties allows you to define the characteristics of a schedule. 

You can add and remove schedule rows in Current Schedule Rows. You can set grid fonts, row height, column widths and colulmn contents in Grid Formats. You can set properties that determine schedule behavior in Booking Properties. If you are working with a Schedule Pattern you can edit its description in Schedule Pattern Properties. 

Current Schedule Rows

See Also: Add Rows 

This is where you assemble Location and Shift combinations to create the rows of a schedule. You can add, remove and re-sequence rows. Each row contains cells to book an employee (for a given location and shift) on each day of the schedule. You will need to add at least as many rows as there will be employees booked on a given day. 

Typically, rows defined for Schedule Pattern(s) are automatically copied into newly generated Live Schedules. You would only change the rows of a Live Schedule when a temporary change is required. If you want to change the rows of all future Live Schedules, then you must change the Schedule Pattern(s) that they will be based upon.
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Adding Location/Shifts
The 'Add' button allows you to Add Rows of location and shift combinations to the existing schedule. 

You may add as many rows as you need to provide space for the number of employees who will be booked.

Removing Location/Shifts
The 'Remove' button allows you to remove rows from the schedule. Highlight the row you want to remove by clicking on it with the mouse or by using the keyboard arrow keys. Click on the 'Remove' button to remove the currently highlighted row.
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Re-sequence Location/Shifts
You can also change the order of locations and shifts. The buttons that appear to the left of each location/shift can be grabbed with the mouse and moved up or down within the list. You may also move by selecting a location/shift, pressing the <Ctrl> key and using the keyboard arrow keys.


Example:
In the screen image above, it was determined that three employees would be required to work each of the 'Morning', 'Day' and 'Afternoon' shifts in each location. Three rows were added for each shift in each location and then the shifts were re-sequenced to be displayed in the desired order. 
Add Rows

See Also: Rows & Properties 

The 'Add Rows' form gets called when you add a new row in the Rows & Properties.

Each new row that you add must specify both a location and a shift. Enter the appropriate codes or click on the binocular buttons to select from the pick lists.

The 'Repeat Rows' field allows you to specify how many times you want a row to be added. Repeat a location and shift for as many employees as are required to work at the same time. 

Example:
Suppose you have up to 5 employees who will work the 'Day Shift' in the '2nd Floor' location on any given day. You would specify '2nd Floor' location and 'Day Shift', and then adjust the 'Repeat Rows' field to 5.
Grid Formats

See Also: Schedule Maintenance 

The grid layout and presentation is controlled within this section. Here, you can alter the information displayed and design a schedule layout specific to your needs. 


General Formats
Font Size
Font size allows you to specify the size of characters in the schedule display. 

Row Height
Row height allows you to specify the height of all rows. The more fields that you include (i.e. start & end time, employee type, booking notes…) in a row, the larger that you will want the row to be.


Column Formats
Location Width
Set the location column width as desired

Location Notes
The default for each location cell is to display the name of each location. You may wish to include the location notes as well.

Location Notes Size
You can control the size of the location notes


Shift Width
Set the shift column width as desired

Shift Display Options
The shift information displayed can include the shift "Code & Description" or "Start & End Times" or both. 


Booking Width
Set the booking column width as desired

Booking Display Options
The default for each booking cell is to display the name of each booked employee. You may suplement this with other booking information such as "Employee Type" ,"Start & End Times" and the booking "Notes". 

Booking Note Size
You can control the size of the booking notes


Note: Any of the column widths can also be adjusted directly on the schedule (see 'Sizing Columns' in Schedule Maintenance). 

Booking Properties

New Bookings
You can tell the system to automatically default to the last employee booked when you create a new booking. This is useful if you tend to enter series of bookings for one employee at time.

Employee Selection List
You can tell the system to include employees already booked for the same shift and day in the employee selection list. Normally these employees are not included so that you will not double book the same employee.

Close Off Current Schedule
It can be useful to close a schedule to ensure that no users can make any more modifications. 
This option only affects the current schedule
Located Employee Color Picker
The color picker lets you determine the color of 'located employees'. When a schedule is displayed you have the option to highlight all of the bookings for a given employee using the Locate Employee button. The employee you have selected to locate will be displayed using the color you specify here.

Schedule Pattern Properties

See Also: Schedule Automation, Schedule Pattern 

Description
When you have more than one Schedule Pattern it becomes necessary to give each one a description so that you can distinguish one from another in lists. 

When Schedule Patterns are applied to new Live Schedules they are added in alphabetical order. With this in mind, you may want to prefix your Schedule Pattern descriptions with 1,2,3... or A,B,C... to ensure that each schedule is applied in the correct order. 

Relative Start Date and Length in Days
The Relative Start Date and Length in Days are used to calculate actual booking dates when Live Schedules are generated. Schedule Patterns are applied to Live Schedules starting on the Relative Start Date and repeat after each Length in Days (See Schedule Automation).


Relative Start Date
The Relative Start Date is used to specify the date from which the Schedule Pattern will start its cycle. 

When you change the Relative Start Date of an existing Schedule Pattern, you must decide what to do with the bookings that it contains. You have two options.

Leave the booking dates alone. (Booking dates will not be adjusted and any existing bookings that do not match the new range of Schedule Pattern dates will be deleted.)



Move the booking dates along with the Relative Start Date. (Booking dates will be adjusted by the same number of days that you adjusted the Relative Start Date.)



Length in Days
The Length in Days specifies the number of days contained in the pattern and therefore the length of the cycle.




Warning:
When you adjust the Start Date and/or Length of a Schedule Pattern with existing bookings some bookings may be deleted.
Edit Comp Time Earned

See Also: Employee Types Definition 

Compensation (Comp) Time Earned is time that an employee has credit for. An employee may earn Comp time by working a statutory holiday. Comp time may also be granted to employees as time that they may take off at a later date.

If a given day is a statutory holiday, you may configure the system to automatically grant earned Comp time to employees who work on this day. If you have a floating holiday, you could grant earned Comp time to all eligible employees and they could take it as time off at any time in the future 

Maintain Earned Comp Time for an Individual Employee
To maintain or display, the Comp time earned for an employee; select an employee from the 'List' tab, then click on the 'Comp Time Earned' tab. From the displayed list of employee earned Comp time, there are three things you may do. You may edit existing entries, delete existing entries, and add new entries. When you add/edit an entry you will be presented with a form in which to specify the date, hours and description of the Comp time earned.

Grant Comp Time to the List
This employee list tab is different from other employee list tabs in that it includes one additional button: 
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This button is used to add a new earned Comp time entry to all employees in the list. Normally you would first filter the list to include only the employees you want (using the adjacent 'Filter' button). Once the list includes only the employees you want, you would then click on the 'Grant Comp to the List' button and you will be prompted for the date, hours and description of the Comp time earned. 

The records listed here can be filtered with the Employee List Filter button on the upper right hand corner of the form. This form defaults to showing active employees only. 

Edit Refusals

Refusals are records of events where an employee has been offered to work a given shift but the employee has refused. Each refusal records the date, location, shift and hours of the work that was offered. In addition notes may be entered to further document the refusal.

This menu option only appears if 'Refusal Tracking' is enabled in the system options.
Maintain Refusals for an Individual Employee
When you have selected an employee from 'List' tab you may click on the 'Refusals' tab to maintain the list of all refusals recorded for that employee. There are three things you can do. You may edit existing entries, delete existing entries, and add new entries. When you add/edit an entry you will be presented with a form in which you may specify the date, location, shift, hours and description of a refusal.

Refusals can also be recorded or maintained directly from the schedule itself. The Employee Selection form has a button on the lower left-hand corner of the form for this purpose.

The records listed here can be filtered with the Employee List Filter button on the upper right hand corner of the form. This form defaults to showing active employees only. 

Edit Statutory Holidays

See Also: Employee Types Definition 

Statutory holidays are holidays for which all or some of your employees are eligible and occur on a specific date. It is a good idea to enter your holidays well in advance so that the system will behave accordingly when other activity occurs on the same date.

You can configure the system to automatically grant earned Comp time when an employee works on a statutory holiday. This is done by setting the options for employee types.

In addition any dates specified as a statutory holiday will be flagged in the schedule reports. 

Edit Employee Vacation Request

See Also: Employee Definition, Options, Edit Time Off 

This form is where employees are able to record their own vacation requests.

Vacation requests can be added or deleted. Administrators may later approve vacation requests by changing the category and hours appropriately. Vacation request may be removed by deleting the recorded item. See Edit Time Off.

To access Time Tracker, employees must have their own user name and password assigned to them in the Employee Definition.

Edit Time Off

See Also: Edit Employee Vacation Request 

This form is used to record time that an employee takes off. Employees may take time off that falls into four main categories, Sick, Vacation, Comp, and Other. In addition to the four main categories you can have an unlimited number of sub-categories.

When you select an employee and click on one of the four tabs, you are presented with a list of all time off recorded for that employee in that category. There are three things you can do. You may edit existing entries, delete existing entries, and add new entries. When you add/edit an entry you will be presented with a form in which you may specify the details of the time taken off. You may specify the date for which time off occurred, the number of hours and the sub-type.

Hint: To create a Time off entry that is awaiting approval, record it with a sub-category designated as "Awaiting Approval" and specify the number of hours requested.   When it is approved, change the sub-category appropriately.

Employees may also enter their own Vacation Requests .

The records listed here can be filtered with the Employee List Filter button on the upper right hand corner of the form. This form defaults to showing active employees only. 

Reports Menu Pad

See Also: Report Distribution
Information stored in Time Tracker is validated, cross-referenced and transposed to generate reports suitable for a variety of different needs. Time Tracker has more than 44 comprehensive reports each supporting multiple variations. They can be directed to a screen or printer. They can also be saved as HTML, PDF or Microsoft Word files.
[image: image77.png]





Absence Report

See Also: Comp Time Types, Other Time Types, Sick Time Types, Vacation Time Types
The 'Absence' report analyses absence from work activity. An absence is time taken off instead of working the same required hours. An employee who is required to work 40 hours in a given week and works only 32 hours has been absent for 8 hours that week.

List only employees whose % absence is greater than:
By specifying a value in this field you will cause the report to list only those employees who have a % absence for the specified time period that is greater than the value entered.


How "% Absence" is calculated

Absence Hours = All Time Off hours whose type is flagged with 'Count time off as absence from work'

Required Work Hours = Actual Hours Worked + Absence Hours

%Absence = Absence Hours * 100 / Required Work Hours
The resulting %Absence value gives the percent of time that the employee was absent in relation to the amount of time the employee was required to work

Absences are counted where the associated Time Off type (Comp Time, Vacation Time, Sick Time, Other Time) has the check box 'Count time off as absence from work?' checked.

Activity Charts

An activity chart summarizes the activity of all employees by day. Each page contains the days of the month in columns across the page and lists the employees in each row. The codes appearing under each column represent the activity of that employee during that day.

This 'Month at a Glance' format is useful from the employee's point of view. An employee can quickly find their name in the list and then look across to see what shifts they will be working in the month.

The Time Off Activity Chart may also be used as a vacation planner. When planned vacations are entered in advance, this report may be printed for future time periods. The result is a monthly time line by employee showing planned vacation occurrences.

When you specify the date to be printed, the report will print the full schedule that includes that date. You may specify any date that is part of the schedule you want and that schedule will be selected.

Selection Criteria
You may specify a single location to be printed or print all activity of all locations. You may specify a single employee type or print all types.

When you select a specific location, only employees who have work scheduled in that location during the schedule will print. When you specify 'All Locations', all employees will print regardless of which location they have been booked.

When you select a specific employee type, only employees who were of that type at the time they were booked will print. When you specify 'All Employee Types', all employees will print regardless of their type.

Activity Detail

See Also: Activity Summary 

This report prints detail of activity during a given time period. A new page is started for each employee and each line contains the activity for a single date. Work time, Comp time earned and all types of time off are all itemized by date. The numbers are totaled for each employee for the time period specified.

You may specify the start and end dates that contain the days to be included in the report. 

Activity Summary

See Also: Activity Detail 

This report prints detail summary of activity during a given time period.   When grouped by location,  each line contains totals the hours worked and the number of shifts for each location.   When grouped by employee, each line represents an employees' total work time, compensation time earned and time off .  The numbers are totaled for each employee for the time period specified.

You may specify the start and end dates that contain the days to be included in the report. 

Activity Variance Detail

See Also: Activity Variance Summary 

The Activity Variance Detail report compares actual hours worked to default hours for a given time period.   When grouped by location, the report lists the shifts worked by location for each employee.  When grouped by employee, the report lists each shift that was worked by each employee.    The associated figures are totaled for each location or employee grouping for the specified period. 

You may specify the start and end dates that contain the days to be included in the report.

Default hours are the hours defined for the shift in Shift Maintenance. 

Activity Variance Summary

See Also: Activity Variance Detail 

The Activity Variance Summary report summarizes and compares the actual hours worked to the default hours for a given time period. When grouped by location, the report lists the total hours worked to the number of bookings for each location.  When grouped by employee, the report lists the total hours worked and the number of bookings for each emplyee.   The associated figures are totaled for each location or employee grouping for the specified period. 

You may specify the start and end dates that contain the days to be included in the report.

Default hours are the hours defined for the shift in Shift Maintenance. 

Booking Detail

This report prints detail of scheduled bookings during a given time period.  When grouped by location,  each line contains a booking for a single date.  When grouped by employee, a new page is started for each employee and  each line represents an employees' total work time, compensation time earned and  time off .  The hours are totaled for each location or employee grouping for the time period specified.

You may specify the start and end dates that contain the days to be included in the report.

Coverage Profiles

See Also: Options, Graphs 

Note: This report is only available when "Prompt for Start and End Time" has been selected in the Options for the system.
The 'Coverage Profile' reports analyze coverage for given portions of the day. The times listed are in blocks of 15 minutes or in hours. They are useful for identifying over or under staffing for specific periods of time.

Listed is each employee working the specified day, they are grouped by location. The columns of these reports list the times of the day, with totals summarizing each location.
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In addition to the normal printed report, 'Coverage Profiles' give you the option of displaying a graphical representation of the data. Click on the 'Report' or 'Graph' buttons to select the sort of output that you want.

Daily Roster by Shift

The "Daily Roster by Shift" report prints the schedule for a single day. 

Many scheduling managers print this report on a daily basis. They then use it in conjunction with the daily sign in sheets to check attendance and compare actual activity to what was scheduled. They would then update the system with actual hours worked, time off taken and work refusals.

The report prints a separate line for each employee. The names are sorted by location, by shift then by last name.

You may specify one location or all locations to print. 

Daily Sign in Roster

The "Daily Sign In Roster" prints a list, in alphabetical order, of employees working on a single day. The purpose of this report is to provide a printed sheet on which employees can sign and record actual times in and out.

Each line of the report contains the employee name, a space for a signature, space for time in and time out entries and notation of the location and shift for which the employee was originally booked. 

Definition Lists

See Also: Employee List, Employee Definition Sheet 

Definition lists allow you to print the the definitions which you have configured for your system. 

E-Mail Reports

See Also: Employee Activity Calendar, Activity Detail, Booking Detail, Time Off Detail, Weekly Roster by Employee,Employee Definition, Employee Reminders,Refusals
Note: This module requires that 'Microsoft Outlook' be installed on the workstation executing the program.
Time Tracker has a variety of key reports where each employee's information can be e-mailed directly to them.  These reports are listed on the reports menu.    You can easily identify the email reports by the  [image: image79.bmp] icon on the reports menu.
E-mailing reports is a simple 4 step process.  Each step is identified by the tab at the top of the form. The tab Compose E-Mail is where you compose the subject and body of the email to be sent to each employee.   The tab Selected Recipientsis for selecting which employees will receive emails.  The selection criteria for each of the reports is managed in the Report Options tab.  The tab Attachement Type is where the reports format (HTML, PDF or MSWord) is selected.   Reports are sent as attachements in the format specified.
Compose E-mail
This tab is where you compose the subject and body of the email to be sent  with the attached reports.  
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Selected Recipients
This tab is where you specify which employees are to receive an email.
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The list of employees uses a Multi-Select Grid that allows you to select one or more employees who are to receive the e-mail.

The records listed here can be filtered with the Employee List Filter button on the upper right hand corner of the form. This form defaults to showing active employees only. To show inactive employees, alter the filter to conditions that reflect your requirements.

By using the multi-select features in combination with the filters, you can very efficiently draw on categories and subcategories of employees.

Example:
In the accompanying screen shots, we wanted to send emails to only the currently active full time employees. We simply set the filter to show only active and full time employees and then pressed the 'Select All' button. The resulting e-mail will be sent to only those employees selected.

Report Options

Most reports in Time Tracker allow you to control the output.  They often allow for control information such as selection of reporting dates, filtering locations, including or excluding certain fields, etc.  Each e-mail report has different selection criteria that can be specified as needed.  This tab is where you choose the required report features of the report to be attached to the email.

Attachement Type

E-mail reports can be sent in 3 different formats - HTML, PDF or MSWord.  This tab is where you may specify your preference.  The PDF format is recommended owing to the smaller file size.
Employee Activity Calendar

The 'Employee Activity Calendar' prints all of an employees bookings and time off activity for a selected month. The output is in standard calendar format with a row for each week and columns for each day of the week.

This report is useful from an employee's point of view. An employee can quickly look to see what shifts they will be working and what time off has been logged. The calendar format makes it easy for an employee to visualize the dates within the context of a calendar month.

Employee Definition Sheet

The 'Employee Definition Sheet' is a report that prints a single sheet per employee. The page itemizes the information entered in the Employee Definition screens. This report can be used as the file cover sheet for an employee to document how an employee has been defined in this system 

Employee List

This report is a simple alphabetically sorted list of employees and phone numbers. 

Employee Reminders Report

See Also: Employee Reminders 

This report prints a list of currently active Employee Reminders for a given time period. 

Date Range
The date range is used to determine which reminders will be included. A reminder will be included if its date combined with its "Advance Warning" days falls within the date range.

Include expired reminders NOT flagged as 'Complete'?
When you select this option, the report will also take into account the 'Complete' status of each reminder. Reminders not marked as complete will be included in the report even if they are older than the date range specified. 

Graphs

The graph display provides a graphical representation of data for selected reports.
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You can print the currently displayed image by clicking on the print button.

Live Schedule Calendar

See Also: Live Schedule Calendar by Location 

The 'Live Schedule Calendar' prints all bookings activity for a selected month. The output is in standard calendar format with a row for each week and columns for each day of the week.

This report allows you to quickly look to see who will be working on given days. The calendar format makes it easy to visualize the dates within the context of a selected month.

Live Schedule Calendar by Location

See Also: Live Schedule Calendar 

The 'Live Schedule Calendar by Location' prints all bookings activity for a selected month, printing a separate page for each location. The output is in standard calendar format with a row for each week and columns for each day of the week.

This report allows you to quickly look to see who will be working on given days in a given location. The calendar format makes it easy to visualize the dates within the context of a selected month.

Live Schedule Staffing Level

See Also: Required Staffing Level - Data Entry 

The 'Live Schedule Staffing Level' report is used to compare actual staffing levels to required staffing levels and highlight differences. This report is designed to help you identify where you are over or under staffed.

The report totals the number of employees scheduled in each location and shift for each day included in the report. This actual number of employees scheduled is then compared to the 'Required Staffing Level' previously entered by way of the Required Staffing Level data entry program. Differences are calculated and highlighted on the report 

Refusals

The 'Refusals' report itemizes the refusal occurrences for a given employee for a given period of time. 

Required Staffing Level - Data Entry

See Also: Live Schedule Staffing Level 

This data entry form allows you to specify required staffing levels for each location and shift by day of the week. These values are then used in the Live Schedule Staffing Level report to determine where you are over or under requirements. 

Schedule Notes Report

See Also: Schedule Notes 

The Schedule Notes Report prints all of the notes associated with a given schedule. 

Schedule Report

The 'Schedule' reports print a schedule in much the same format as the screen used to maintain schedules. The report is sorted by location by shift. Each page shows seven days at a time with the booking information in columns within each day.

This report is typically a format the scheduling manager would want to use. It allows a manager to look at the shifts to be filled and see if anyone is booked and if so who it is. 

Vacation Requests Report

See Also: Time Off Detail

This report prints Vacation Request activity during a given time period by employee.  The requested hours are totaled for each employee.  The total hours requested and used are subtracted from hours allocated to calculate the remaining vaction hours.

You may filter by employee type and specify the start and end dates that contain the days to be included in the report.

Time Off Detail

See Also: Activity Summary 

This report prints detail of Time Off activity during a given time period. A new page is started for each employee and each line contains time off activity for a single date. The numbers are totaled for each employee for the time period specified.

You may filter by employee and specify the start and end dates that contain the days to be included in the report. 

Time Off Report

The 'Time Off' report summarizes time off activity for a given employee for a given period of time.

This report is typically used to keep track of the employee's balances. You may allocate Vacation hours and Sick hours that the employee may then use up. The report will give the allocation, the amount used and the amount remaining for each employee. In a similar manner an employee may be granted Comp time and use it up at a later date. The report will print the Comp time balances for each employee also.

The Employee Maintenance screens allow you to set the Vacation and Sick allocations for employees. 

Comp time may be allocated to an employee by date in the Edit Comp Time Earned module. Comp time may also be automatically allocated when an employee works on a Statutory Holiday. 

Web Publishing

See Also: Report Distribution, Options 

Reports saved as files (in formats such a PDF, HTML or MS Word) can be uploaded to the internet for remote distribution.  Connect with your appropriately set-up web site.
Weekly Roster

The 'Weekly Roster' prints a single line per employee listing the shifts in which the employee is booked for the selected week. In addition the report gives the totals hours each employee is booked for the week.

This 'Week at a Glance' format is useful from an employee's point of view. An employee can quickly find their name in the list and then look across to see what shifts they will be working. 

Weekly Roster by Employee

See Also: Weekly Roster 

The 'Weekly Roster by Employee' prints a separate page per employee listing the shifts in which the employee is booked for the selected week. In addition the report gives the totals hours each employee is booked for the week.

This 'Week at a Glance' format is useful from an employee's point of view. An employee can quickly look to see what shifts they will be working. 

Definitions Menu Pad

The Definitions section of the system is where you specify the components of your organizations schedules.

Only users who have administrator rights assigned in the Users table have access to this menu pad.

Employee

The employee definitions are the definitions that relate to employees.

Employee Maintenance

See Also: Employee Selection, Import - Employees 

The employee maintenance form is where employee information is recorded. This information defines an employee for the scheduling process.

Note: You cannot delete Employee records that are referenced anywhere else in the system (i.e. Time Off, Refusals, Comp Time Earned and Bookings). Time Tracker will check and prevent referenced employees from being deleted.

The first tab in this form lists employees. The records listed here can be filtered with the Employee List Filter button on the upper right hand corner of the form. The list defaults to showing active employees only. To include inactive employees, click on the filter button and remove the check mark beside 'Active Employees Only?'.

The remaining tabs contain information that defines the currently selected employee. 

· The Personal tab is where you enter personal information to describe the employee. 

· The Definition tab is where you define how the employee is to be handled by the system. 

· The Attributes tab allows you to set attributes that can later be used to filter and select employees.

· The Reminders tab is used to maintain a list of date-activated reminders for each employee. 

· The Availability tab allows you to specify when and where an employee will be available.

Employee Attributes

See Also: Employee Selection 


This is a list of attributes that apply to the specific employee. Employee Attributes are used to narrow down the employee selection list when doing bookings. You may ask which employees have a given set of attributes and the selection list will show just those that match.

Notes
The notes section allows you to enter any amount of free format text. This text will also appear in the Employee Definition report. 

Employee Availability

See Also: Employee Selection 

The Availability tab allows you to record employee availability. You can define each employees availability to work specific locations, shifts and associated days of the week. 

Quick Selection: Hold down the left mouse button and drag the cursor across the availability check boxes. Unchecked boxes will be checked automatically, and checked boxes will be unchecked automatically.
This information is used in the Employee Selection when employees are being booked. Available employees are denoted with a check mark. Unavailable employees trigger warning messages when they are selected.

FAQ:
Is Employee Availability where I am to record my staff rotations?

Answer:
No, rotations (or patterns) that repeat over time should be recorded in a Schedule Pattern . Schedule Patterns are the primary source of Schedule Automation. 

Availability definitions are meant only to assist in employee selection for individual bookings. 

Employee Definition

Start, End and Seniority Status date
Start and end dates affect when an employee is available for bookings. Employees whose start date is after the current booking date will not appear on the employee selection lists. Employees who have an ending date before the current booking date will also not appear on the selection lists. Only when the booking date is on or after the employees start date and on or before the ending date (or if ending date is blank) will the employee be made available for the booking. 

The Start date is also used as one method of determining seniority. Seniority data is used primarily to sort the employees in seniority order when making a booking.

Seniority Status, like Start date; is also used to sort employees in seniority order when making a booking.  It typically is used to record the most recent date that an employee has acquired a different status (i.e. promotion, new skills).  

Hours
'Total Hours' are the total number of hours worked for a given Employee. This field is used to determine the seniority of employees. 'Total Hours' are calculated by adding 'base hours' to number of 'hours on disk'. 

'Base Hours' are the hours worked by an employee and not recorded in bookings. Use this field to record the time that your employees have worked that is not included in 'Hours on Disk'.

The 'Hours on Disk' are the sum of all booking hours recorded for an employee for a given time period (see the menu option Calculate Hours on Disk). 

Example
An organization has a policy of determining seniority based upon the number of hours employees work plus community service hours. The 'Calculate Hours on Disk' module will fill each employee's 'Hours on Disk' field from the bookings in the system. Community service hours would then be manually added to the 'Base Hours' field, giving the final 'Total Hours' value. 
User Name and Password
The user name and password is the log on information for employees accessing the system. Employees may enter Vacation Requests and generate reports pertaining to themselves. For more elaborate system access, see the menu option Users under the Admin menu pad.


Maximum Consecutive days of Work
The system will display a warning message if you book the employee for more consecutive days than specified here.

Vacation Hours Allocated
The system will display a warning message if you record more vacation hours than the number allotted here. This number is also used by the Time Off report to calculate allocated Vacation time remaining after the amount of Vacation time used.

Paid Sick Hours Allocated
The system will display a warning message if you record more sick hours than the number allotted here. This number is also used by the Time Off report to calculate allocated Sick time remaining after the amount of Sick time used. 

Employee Personal

Name and Address
The first and last name fields are required fields. They identify the employee and are used extensively through out the system. 

The address, telephone and contact fields are for information purposes only. These fields do not affect the scheduling process in any way. The system does not require that you fill in these fields.

Date of Birth and Identification Numbers
All of these fields are for informational purposes only. The system does not require that you fill in these fields.

Email Address
You must specify an email address if you intent on using the E-Mail Generation feature.

Employee Reminders

See Also: Employee Reminders Report 

Reminders can be used to for anything that you or your employees need to be reminded about. Reminders can be anything from critical safety schedules to whose turn it is to bring coffee. Time Tracker displays the reminders that are due when the employee is being booked. Also, the Employee Reminders Report allows you to print reminders by due dates and completion status.

Example:
Suppose that you have an employee who must be re-certified on an annual basis. You could create a reminder for when their certification is due. The reminder could be set to give as much advance warning as required. You would then be warned during the booking process and the reminders would print in the Employee Reminders Report. This way, you won't book uncertified employees and your staff will have ample warning to complete their certification.

Date
Each reminder is associated with a specific date. This date, along with the 'advance warning' days determine when you will start being reminded.

Advance Warning
You may specify the number of days, in advance of the reminders date, that you will begin to be reminded.

Reminder
This field allows you to type a brief description of the reminder.

Notes
The notes field is where you would type any extended notes that relate to the reminder.

Complete?
Reminders will be displayed indefinitely until the reminder is flagged as complete. Reminders will continue to be displayed during the booking process until they are flagged as complete. 

Employee Attributes Definition

See Also: Employee Selection, Employee Maintenance 

Employee Attributes are qualities of your employees (i.e. skills, certification, etc.). Record a list of employee attributes that are relevant to your scheduling process. These attributes may then be attached to individual employees by using the Employee Maintenance form. You will then be able to filter staff by their attributes when selecting employees for a schedule. 

Note: You cannot delete Employee Attribute records that are referenced anywhere else in the system (i.e. Employee records). Time Tracker will check and prevent such an event from occurring.

Example:
You may want to schedule shifts that require employees trained in first aid. If the shift happens to be a night shift, you might also need to select from those employees willing to work nights. To do so, add the attributes; 'First Aid Training' and 'Willing to work nights' to the attribute list, then in the employee maintenance form, attach the attributes to the relevant employees.

Now, when you require a list of employees with 'First Aid Training' and/or 'Willing to work nights' you can specify such a filter.
Employee Types Definition

See Also: Edit Comp Time Earned 

You may categorize employees by type. Employees may be grouped into categories such as full time, part time, supervisor, relief staff and so on. You should define any categories that may be useful during the scheduling process and help to classify your staff.

An important use of Employee Types is during Employee Selection when recording bookings. You can arrange and select from the list of eligible employees based upon the Employee Type specified for the booking.

You cannot delete Employee Type records that are referenced anywhere else in the system (i.e. Bookings and Employee records). Time Tracker will check and prevent such an event from occurring.

Comp Time
The check box labeled "Automatically grant Earned Comp time if bookings fall on a Statutory Holiday?" allows you to select this feature for the employee type. When employees are booked with this designation and the booking is for a statutory holiday; Time Tracker will permit Comp Time to be granted automatically. 

If there is a check mark in the check box beside "May take Comp time as time off", then you may record time taken off in the Comp Time category. You would check this box for employee types that are allowed to bank their earned Comp time and take it off at a later date. You would leave this option unchecked if you always pay for earned Comp time. 
Min/Max Hours
You may specify the minimum and maximum work hours per number of weeks for each employee type. If an employee of that type is being booked for more than the maximum, a warning message will appear. Likewise, if the employee is being booked for less than the minimum, a message will appear. If you specify zero in these fields, the warning messages will be disabled.

Color Picker
The color picker lets you determine the background color of each employee type. The color you select will be the color used when displaying the schedule. This feature gives the ability to visually distinguish between employee types by color. 

Time Off Types

The time off definitions specify various ways that an employee can have time off. Time off may fall into one of four main types (Sick, Vacation, Comp, and Other). In addition you create any number of user defined sub types within the four main types

You must have at least one definition for each of the four main types. You may further define any number of sub-categories for each time off type. 

Comp Time Types

See Also: Absence Report 

Comp Time is time taken off in Compensation instead of being paid or perhaps in Compensation for a regularly scheduled holiday. When you book an employee for time off, you may specify any of the categories you have added to this list. The system will track time off by employee and give totals for each of these categories.

You cannot delete Comp Time records that are referenced anywhere else in the system (i.e. Time off). Time Tracker will check and prevent such an event from occurring.

Count time off as absence from work?
If you check this box, it means that when an employee takes time off in this category it will count as an absence. An absence is time taken off instead of working the same required hours. An employee who is required to work 40 hours in a given week and works only 32 hours has been absent for 8 hours that week. 

Other Time Types

See Also: Absence Report 

These categories will be used for time off which is not sick time, vacation time or Comp time. When you book an employee for time off, you may specify any of the categories you have added to this list. The system will track time off by employee and give totals for each of these categories.

You cannot delete Other Time records that are referenced anywhere else in the system (i.e. Time off). Time Tracker will check and prevent such an event from occurring.

Count time off as absence from work?
If you check this box, it means that when an employee takes time off in this category it will count as an absence. An absence is time taken off instead of working the same required hours. An employee who is required to work 40 hours in a given week and works only 32 hours has been absent for 8 hours that week. 

Sick Time Types

See Also: Absence Report 

This is a list of the categories of sick time off by which sick time will be summarized. These categories will be used to subdivide sick time. When you book an employee for time off you may specify any of the categories you have added to this list. The system will use these categories to classify sick time off. 

You cannot delete Sick Time records that are referenced anywhere else in the system (i.e. Time off). Time Tracker will check and prevent such an event from occurring.

Count time off as absence from work?
If you check this box, it means that when an employee takes time off in this category it will count as an absence. An absence is time taken off instead of working the same required hours. An employee who is required to work 40 hours in a given week and works only 32 hours has been absent for 8 hours that week. 

Vacation Time Types

See Also: Absence Report 

Vacation time is time taken off which usually counts as part of the employee's vacation allotment. When you book an employee for vacation time off, you may specify any of the categories you have added to this list. The system will track time off by employee and give totals for each of these categories.

You cannot delete Vacation Time records that are referenced anywhere else in the system (i.e. Time off). Time Tracker will check and prevent such an event from occurring.

Count time off as absence from work?
If you check this box, it means that when an employee takes time off in this category it will count as an absence. An absence is time taken off instead of working the same required hours. An employee who is required to work 40 hours in a given week and works only 32 hours has been absent for 8 hours that week. 

Location Maintenance

Locations are used to split the schedule into sections. When a schedule is divided into locations, you may schedule for each location separately. Locations may be physical locations such as wings of a building or job sites. Locations may also be departments or divisions of your organization. It is up to you to decide how you would like your schedule to be divided. You must define at least one location.

You cannot delete Location records that are referenced anywhere else in the system (i.e. Schedules and Refusals). Time Tracker will check and prevent such an event from occurring.

Location Notes
This is a free format typing area used to record location addresses, miscellaneous notes or anything that you want. You can type as much information as you like. However you should remember that the more you type, the more space will be required when they are printed on reports.

Color Picker
The color picker lets you determine the background color of each location. The color you select will be the color used when displaying the schedule. This feature gives the ability to visually distinguish between locations by color. 

Shift Maintenance

Shift Maintenance allows you to maintain a list of shifts that will be available to the system. You may add new shifts or edit existing shifts. You cannot delete Shift records that are referenced anywhere else in the system (i.e. Schedules and Refusals). Time Tracker will check and prevent such an event from occurring.

Default Hours and Times
The default hours are the number of hours of work time automatically allocated to an employee booked into this shift. The default hours can also be overridden at the time of booking. 

If you had specified that you want to be prompted for start and end time in the 'Optional Booking Prompts' on the Options screen, then, this screen would also allow you to set default start and end times for the shift.

Start and End Times
The system makes the following assumptions about start and end times. When the end time is:

· Greater than the start time it is assumed that both the start and end time fall within the same day.

· Less than the start time it is assumed that the shift spans two days.

· Equal to the start time it is assumed that zero hours are to be recorded.

Position in Day
Note: This feature is only available when "Prompt for Start and End Time" has not been selected in the Options for the system.
The 'Position in Day' prompts for the relative position of the shift within a day. This prompt controls a warning that may appear during the booking process. If you book an employee into the first shift of a day following a booking of the same employee in the last shift of the previous day, you will be warned.


Example:
If you have a shift called 'Late Nights' you could mark it the last shift in the day. If you have a shift called 'Early Mornings' you could mark it the first shift in the day. You would then be warned anytime you attempted to book an employee for early mornings following late nights.
Once a shift has been defined you may use that shift in the shift pattern of the Schedule Patterns and/or Live Schedules.

Color Picker
The color picker lets you determine the background color of each shift. The color you select will be the color used when displaying the schedule. This feature gives the ability to visually distinguish between shifts by color

Administration Menu Pad

This section of the menus allows an administrator to access components or modules that control and maintain the system.

Only users who have administrator rights assigned in the Users table have access to this menu pad.

Reindex and Pack Data

This process will rebuild indexes and eliminate deleted records. Depending on circumstance, this may result in increased performance and recovered disk space.

To reindex and pack data, no other users can be accessing Time Tracker. Activate the Lock Out Users feature from the 'Admin' menu to ensure exclusive access.

Reindexing
An index is a fast lookup table that the computer uses to find data records (just like you would use an index in a book to find a specific topic). By rebuilding the indexes, you are recreating and reorganizing these indexes. 

Packing Data
As you work with Time Tracker, you are constantly adding new information and removing old information. When information is deleted, Time Tracker does not physically remove it. To optimize performance, deleted information is merely flagged for removal and made invisible to the rest of the system. By 'Packing' data we are physically removing all of the records that have been flagged for removal.

Purge Old Data

As you work with the system, you are constantly building new schedules and recording new information. Sooner or later historical information becomes obsolete. Just as you might clean out you filing cabinets to throw away old files, you might want to 'purge old data' from the Time Tracker database.

Purging
When you specify a purge date, the program searches for schedules that have completed before the purge date and purges them. This means that only complete schedules before the specified date will be purged.

Time off, statutory holidays and refusals will also be removed by this process.

Purging physically removes the records from the database and reindexes. Be sure that you have a complete and recent backup before running this routine
Add Purge Work Hours into Base Hours?
Time Tracker allows you to accumulate the total number hours an employee has worked. It does this by adding up all of the booking hours for that employee in all of the schedules on disk. The total booking hours may then be added to the employees 'Base Hours' to arrive at total hours worked. This value may then be used to determine an employee's seniority.

When you check this option on the form, the hours that get removed as a result of the purge are added back in to the employees base hours so that seniority hours are not lost over time. This data is used primarily to sort the employees in seniority order when making a booking. 

Calculate Hours on Disk

Update each employee's 'Hours on Disk' value with the number of hours currently in bookings for the time period specified.

'Hours on Disk' is one number in a calculation that may be used to determine the seniority of an employee. When 'Hours on Disk' are added to the 'Base Hours' for an employee the result is the 'Total Hours' value that may be used to determine seniority. The 'Base Hours' value can be edited and viewed in the employee definition screen.

This data is used primarily to sort the employees in seniority order when making a booking.

Example

An organization who wants to give first priority to employees who have worked the most number of hours up to the most recent pay period would 'Calculate Hours on Disk' at the end of each pay period. The start date would be the date Time Tracker was first started. The end date would be the last day of the pay period. The 'Base Hours' for each employee would be the number of work hours they had accumulated before the system was installed.
Example

An organization may decide to give first priority to employees who worked the most number of hours in the last completed quarter. The start date would be the first day of the quarter and the end date would be the last day of the last completed quarter. The base hours would be left at zero for all employees.
Users

The list of users who can access the system is maintained by editing a table of user definitions where each record represents an individual user.

The first tab contains a list of users being maintained for the system. You may filter the list of users by selecting one of the three filter modes as illustrated below.
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When you highlight a user you want to edit, select the 'Details' tab on the form to edit the definition of that user.
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You must enter a name for each user who is to access the system. You may also enter phone number, fax, and any amount of free format notes.

The fields that actually control user security are on the right side of the form. 

Active
The 'Active?' check box allows you to completely remove all rights for a user without removing them from the list. When the check mark is removed from this prompt, the user cannot log on to the system at all.

User Name and Password
The user name and password are what the user must enter on the log on screen to be accepted into the system. Each user has the ability to change their own password at any point in time and should be encouraged to do so regularly. As administrator, you have the ability to override the users password from this screen.

Rights
There are three levels of rights you may give to a user.

· Administrator: An administrator has complete access to all menu options and features of the system. This level of rights should be granted very sparingly. The intent is that the administrator is the person who maintains the system and is in charge of all other users.

· User: A user has the ability to perform most scheduling and definition functions. A user cannot access any of the functions that appear under the 'Admin' and 'Definitions' menu pads.

· Guest: A guest only has the ability to view things. A guest may not make any changes other than changing their own password.

As a fourth level, employees are able to log on with their own ID, submit vacation requests and generate their own reports. Their user name and password are assigned to them in the Employee Definition
User log in History

This utility will allow you to see who has logged into the system, when they logged in, when they logged out, and how they logged out. 

Simply enter the starting date you wish to view, and press the "Apply/Refresh" button. All login history from that date to the current date will be displayed. This log will automatically purge any login history older than "60" days, or you can press the "Purge Manually" button to force a purge.

Currently-logged-in Users

The Currently-Logged-In Users option will tell you exactly who is currently logged into Time Tracker. 

This screen will give you a list of the users currently logged into the system. It will show their Name, Computer Name, and the exact date and time when they logged into the system. The computer name is the name of the computer from where they logged in (as assigned by MS-Windows). 

Lock Out Users

If you are running Time Tracker on a network, you may not be the only user who has access to the system. However, there are times that you do want to ensure that you are the only person. For example, when you need to purge old data or reindex and pack data you should definitely make sure that you have exclusive access to the system and that nobody else can gain access until you are done. The 'lock out users' function will allow anyone with administrator rights to lock users out. 

Simply enter a date and time when you would like to lock everyone out. When you have done that, click on OK and the system will send a message to all non-Administrators to exit the system. Every few seconds, it will flash a message asking them to complete their tasks and logout of the system. If they have not logged out when the lockout time arrives, the system will "gracefully" shut down their system. If they try to subsequently log in, the system will inform them of the lockout and deny them access.

To "undo" the lockout, simply click on the "Lock Users Out" option on the menu again. To Release the Lock on the System, simply check the "Release lock" option and click OK. The Ok button will become visible when the "Release lock " option is checked.

Event Log

The Event Log keeps track of all errors that occur in Time Tracker. It keeps detailed descriptions and times of any errors that have occurred. 

Normally, you would never have to look at this screen. This screen would only be used by Asgard Systems to diagnose problems. 

Organization Maintenance

Add a new Organization
This module allows you to create a new organization and setup the folders and files required for that organization. 

The following steps will allow you to create a new organization:

· Click the 'Add' button

· Enter a unique name for the new organization

· Click the 'Select Path...' button

· Navigate to the location where you want to place a new subfolder which will contain the files

· Type the name you want to call the new subfolder in the 'Create subfolder of path' field

· Click the 'Save' button

The above process will create the directory structure for the new organization. The directories will not be filled with data files until the first time you log on to the newly created organization.
When a new organization is created, one and only one user will be defined for it. The user name 'ASGARD' and the password 'asgard' will give you initial access to the system. The password is context sensitive and must be entered in lower case. You should remove this user and set up your own user-ids and passwords as soon as you can.

You can access the new organization using the menu option Open Organization from the File menu pad

Delete an Existing Organization
Click the 'Delete' button and the currently selected organization will be removed from the organization list.

The folders, which contain the data files, are not deleted from the disk. If you want to delete the folders and files you must delete them manually.
Organization Setup Wizard

See Also: Organization Setup Steps 

The Organization Setup Wizard is a module that steps you through the process of configuring a new organization. The wizard guides a user through each of the organization setup steps in sequence.

Program Updates

Installations with the "Additional Support Plan" are able to download program updates with this feature. The user ID and password issued with the "Plan" are required.

This component will take you to the Time Tracker web-site. You will be able to examine the most recent enhancements and download updates as applicable. 

If you don't have an interest in the latest version, you don't have to upgrade. It's not a requirement, we understand.

This upgrade will preserve existing data.


Before applying:
· Backup or copy your system.

· Make sure that no one is accessing Time Tracker.

Options

Live Schedules
Time Tracker supports two types of Live Schedule periods. They are either variable or fixed length.

Variable Length
This type of schedule allows you to define the schedule period each time you create a New Live Schedule. Each Live Schedule can have a different start date and length.

Fixed Length
You define the initial start date and length in the system options. All future New Live Schedules will be the same length and will be based on the initial date.

Time Tracker will automatically apply the start date and length to predetermine your Live Schedule periods.

The start date is usually set to the first day of the first schedule to be created by the system and the length would be the number of days in that schedule. You would normally set these values only once when an organization is being set up and leave them unchanged. 

However, if changes have occurred in your organization that require a different start date and length, these values can be altered.


Date and Booking Prompts
During the booking process it is possible to prompt for additional information. This page determines what additional information will be requested each time that you record a booking.

Prompt for Refusals During Booking?
You may track refusals by clicking on this check box. You will be able to record information regarding an employees refusal to work a shift from the Employee Selection pick list and the Refusals option under the Schedule menu pad.

Prompt for Start and End Time?
You may record start and end times by clicking on this box. If you choose this option, the booking window will include two new fields, start time and end time. Various reports will also include the start and end times. When you enter the start and end times while recording a booking, the program can also calculate the number of hours worked.

If you choose to record start and end times, you may also specify the time format to be used. Time may be recorded in either a 12-hour format or 24 hour format. You may also specify that work hours be automatically calculated.

12 Hour format: Time is entered in a 'HH:MM am' format; where the first two digits are hours, the two digits after the colon are minutes. The last letters are either 'am' or 'pm'. A day starts 12:00 am and ends 11:59 pm.

24 Hour format: Time is entered in a 'HH:MM 24hr' format where the first two digits are hours; the two digits after the colon are minutes. The last letters are always '24hr' to show that the time is in 24-hour format. A day starts 00:01 24hr and ends 24:00 24hr.


Calculate Hours From Time Entry:
When this check box has been activated, the system will automatically calculate the work hours booked by using the difference between the start and end time. You should only use this option if all hours between start and end time are to be credited to the employee. If you need to deduct time for lunch, coffee break or any other time; you should disable this option, and either use the default hours that you define in Shift Maintenance or manually enter the work hours.

Warn when employees are booked for multiple shifts?
Note: This feature is only available when 'Prompt for Start and End Time' is turned off. Prompting for start and end times provides a more detailed set of warning messages.

When this feature has been activated and you book an employee for more than one shift on the same booking date, a warning message will be displayed.

System Date Format
This option allows you to set the format used for all dates through out the system.


Time Off
Default Time Off Hours
When you record time off entries directly from the schedule, the time off hours default to the number of hours in the current booking. When you are entering time off entries from the main menu, the default hours entered here will be used.

Default Time Off Types
Each of the four main time off types (Sick, Vacation, Comp, and Other), may sub classified into sub types. You may set the default sub type that will be used when entering new time off entries.


Default Vacation Requests
When employees enter their own vacaton requests, the system defaults to applying the Vacation Type that is set. See Edit Employee Vacation Request.


Time Off Alerts
Alert Settings
When Live Schedules are generated, Time Tracker automatically detects conflicts between employee bookings and time off. Time Tracker defaults to displaying an alert for each booking that conflicts with time off. You must respond to every alert by selecting either; "Ignore and Book Employee", or "Don't Book Employee". 

The conflicts and any action taken are always recorded in the Schedule Notes regardless of what your Alert Settings are. You can always review them at a latter time and make any necessary adjustments.

Suppress Alerts
You can suppress the alerts and have Time Tracker automatically take action. The actions taken can be "Ignore and Book Employee" or "Don't Book Employee".

Ignore and Book Employee
Any conflicts detected while alert suppression is set; are ignored and the employee is still booked. The conflicts can then be dealt with by manually editing the schedule after it has been generated. 


Don't Book Employee
While the alert suppression is set, employees are not booked if their booking conflicts with time off.

Web Publishing 

Reports generated by Time Tracker can be saved in a variety of different file formats.  Formats, that when uploaded to the internet, can be reviewed from remote locations.  Should you be distributing your reports by such a method, record the address of the associated site.  The menu option “Web Publishing" under the "Reports" menu pad will link to the site provided.

See Also: Report Distribution 

Asgard License and Warranty

The software which accompanies this license (the "Software") is the property of Asgard Systems Incorporated and is protected by copyright law. While Asgard continues to own the Software, you will have certain rights to use the Software after your acceptance of this license. Except as may be modified by a license addendum which accompanies this license, your rights and obligations with respect to the use of this Software are as follows:

You may:
(i) use one copy of the Software on a single computer;
(ii) make one copy of the Software for archival purposes, or copy the software onto the hard disk of your computer and retain the original for archival purposes;
(iii) use the Software on a network, provided that you have a licensed network version of the software;

You may not:
(i) copy the documentation which accompanies the Software
(ii) sublicense, rent or lease any portion of the Software;
(ii) reverse engineer, decompile, disassemble, modify, translate, make any attempt to discover the source code of the Software, or create derivative works from the Software; or
(iv) use a previous version of the Software in addition to an upgraded version received as a replacement of the prior version. Upon upgrading the Software, all copies of the prior version must be destroyed except for copies retained for archival purposes.

Support:
When support is provided, the maximum number of contact persons may be limited to 2 of your personnel. Such a restriction may be applied at the discretion of Asgard Systems Incorporated.

Limited Warranty:
Asgard warrants that the media on which the Software is distributed will be free from defects for a period of sixty (60) days from the date of delivery of the Software to you. Your sole remedy in the event of a breach of this warranty will be that Asgard will, at its option, replace any defective media returned to Asgard within the warranty period or refund the money you paid for the Software, Asgard does not warrant that the Software will meet your requirements or that operation of the Software will be uninterrupted or that the Software will be error-free.

THE ABOVE WARRANTY IS EXCLUSIVE AND IN LIEU OF ALL OTHER WARRANTIES, WHETHER EXPRESS OR IMPLIED, INCLUDING THE IMPLIED WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT. THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS YOU MAY HAVE OTHER RIGHTS WHICH VARY FROM STATE /JURISDICTION TO STATE/JURISDICTION.

Disclaimer of Damages:
REGARDLESS OF WHETHER ANY REMEDY SET FORTH HEREIN FAILS OF ITS ESSENTIAL PURPOSE, IN NO EVENT WILL ASGARD BE LIABLE TO YOU FOR ANY SPECIAL, CONSEQUENTIAL, INDIRECT OR SIMILAR DAMAGES, INCLUDING ANY LOST PROFITS OR LOST DATA ARISING OUT OF THE USE OR INABILITY TO USE THE SOFTWARE EVEN IF ASGARD HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

SOME STATES/JURISDICTIONS DO NOT ALLOW THE LIMITATION OR EXCLUSION OF LIABILITY FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES SO THE ABOVE LIMITATION OR EXCLUSION MAY NOT APPLY TO YOU.

IN NO CASE SHALL ASGARD'S LIABILITY EXCEED THE PURCHASE PRICE FOR THE SOFTWARE. The disclaimers and limitations set forth above will apply regardless of whether you accept the Software.

U.S. Government Restricted Rights:
RESTRICTED RIGHTS LEGEND. Use, duplication, or disclosure by the Government is subject to restrictions as set forth in subparagraph (c) (1) (ii) of the Rights in Technical Data and Computer Software clause at DFARS 252.227-7013 or subparagraphs (c) (1) and (2) of the Commercial Computer Software-Restricted Rights clause at 48 CFR 52.227-19, as applicable. Manufacturer is: Asgard Systems Incorporated, 991 King St W.,PO Box 89046, Hamilton Ontario, Canada, L8S 4R5.
General:
This agreement will be governed by the laws of the province of Ontario. This Agreement may only be modified by a license addendum which accompanies this license or by a written document which has been signed by both you and Asgard. Should you have any questions concerning this Agreement, or if you desire to contact Asgard for any reason, please write: Asgard Systems Incorporated, 991 King St W.,PO Box 89046, Hamilton Ontario, Canada, L8S 4R5.
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