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C H A P TE R

Introduction

TimeWizard version 3.7 offers both new features and enhancements. This guide sup-
plements the TimeWizard Administrator’s Guide to explain the changes in the
Administrator application. Changes in the TimeWizard.enterprise application are
explained in the TimeWizard.enterprise User’s Guide.

In addition to the features described in the following chapters, users will find
TimeWizard.enterprise easier to access and exit.

If you use TimeWizard.enterprise on a corporate intranet, you can allow your
employees to access TimeWizard.enterprise without logging in to the application.
Depending on a property setting, users who log on to the intranet with a valid user
ID are also recognized as valid TimeWizard users. When these intranet users enter
the TimeWizard address in their browsers, their employee home pages will display.
For further information on this property setting, consult the TimeWizard Installation
Guide.

If your employees use Microsoft’s Internet Explorer browser with TimeWizard.enter-
prise, you can activate a safety feature with a TimeWizard property setting. TimeWiz-
ard.enterprise will then prompt employees to save any unsaved changes when they
attempt to leave a timesheet. A warning message will display if they try to exit the
timesheet or select another period, department, or employee before timesheet modi-
fications have been saved. Users can also choose to leave the timesheet if they do not
want to save their changes.
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Objective

CcC H A P TER

Managing Employees’
Employment Dates

TimeWizard prevents employees from entering time before their employment start
dates and after their termination dates. By setting an active date and inactive date for
an employee, you define the valid range of employment dates.

Any dates occurring before the designated “Active Date” that are in the same period
as the active date will display read-only timesheet cells, which cannot be edited. Sim-
ilarly, any dates occurring after the designated “Inactive Date” that are in the same
period as the inactive date will display read-only timesheet cells. Other periods
before and after the valid employment range do not display, regardless of the prefer-
ence setting for “Periods Past” and “Periods Forward.”

1. Setting an employee’s active and inactive dates
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Objective 1: Setting an employee’s active and inactive dates

In addition to defining an employee’s current status as “Active” or “Inactive,” you
can set a specific employee start or “Active Date” and termination or “Inactive Date”
(Figure 2.1). Employees cannot enter time for dates before the active date or after the
inactive date.

When you add a new employee to TimeWizard (Employees > Employee Detail), the
default employee status is “Active” and the Active Date text box displays the current
day’s date. You may edit the active date or change the employee status to “Inactive.”
If you later change the employee’s status from “Inactive” to “Active,” the active date
will automatically change to the current date. For further information on adding a
new employee, refer to Chapter 11, “Working with Employees,” in the version 3.6
TimeWizard Administrator’s Guide.

You can define an active date without entering an inactive date, which may be added
later. Whenever you change an employec’s status to “Inactive,” the inactive date will
automatically change to the current day’s date. You can also edit this date. While the
employee status is “Inactive,” the display for the active date is read-only and cannot

be edited.

% Setting an inactive date does not automatically change the employee status from

“Active” to “Inactive” after the specified date. You must change the status to “Inac-
tive” separately. The specified inactive date may be an anticipated date. When an
employee’s status is defined as “Inactive,” the employee and the employee’s depart-
ment owner cannot view any of the employee’s timesheets.
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To set an employee’s active and inactive dates:

mployee Detail

Emp |D: |D21 Password... | Internal 1D: 12 Add
Firzt Mame: IDong Initial:l Statug % Ackive (0 Inactive Octive Dater  Ownership..
Last M ame: |Luu Admiriztrator, © Yes foll P ||32.-"D1 /33 s Cls..
AutcPopulate User, © Yes % Mo TAS Usger: © Wes % No Inactive Date; ————————
Time Ire [00:00:00 A [12731/02
Login |D:|Luu, Dong Emp Code: |ECD2 -
Email Logir: |d0ng. luuiBtimewizand. com Dept Code: Development
Diomain: |d0ng. luuiBtimewizand. com Approval Unitheb Development ;l
Manager: | Scheitlin, Bradiey B | Salary Code: [SCO2 |
Laeation: [HO Permissions: | Timesheet Permissions B3|

Cancel | Apply I Help I
Figure 2.1
1. Click on the Employees icon ﬁ or select 3. To set the employee’s active date while the
Tools > Employees from the TimeWizard main employee’s status is Active, enter the date in
menu to open the Employees window. the Active Date text box.
2. Click on the employee row and click on the 4. To set the employee’s inactive date, enter the

) . i date in the Inactive Date text box.
Edit Employee icon ﬁ (or double-click on

the employee row) to open the Employee
Detail dialog box for the selected employee.

5. Click “Apply” to save the settings and remain
in the dialog box or click “OK" to save the set-
tings and exit the dialog box.

Example If you enter “04/03/01” in the Active Date box, and if the employee’s status is
“Active,” the employee can enter time for April 3, but not for April 2 or earlier dates.
If you enter “06/28/01” in the Inactive Date box, the employee can enter time for
June 28, but not for June 29 or later dates. Even if the employee’s status is “Active”
and the employee’s preference profile allows editing 12 periods forward, neither the
employee or the employee’s manager can add time for June 29 or later.
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CcC H A P TER

Customizing the Assignments

Display

The display feature enables you to customize how employee assignments appear on
TimeWizard.enterprise timesheets. You can also display assignments differently for
different employees or groups of employees.

For example, you may not want to display the Resource Code column for employees
who use only unclassified assignments. You may want to head the second column
“Client” for some employees and “Project” for other employees.

By creating a display profile, you can determine the following assignment display
properties in the Time Reporting frame:

* Selection of columns to display

* Column headings

*  Column display order (left to right)

*  Column sort number (sorting priority)

*  Column sort order (ascending or descending)

You can also rename the ETC/Bal column.

You are not required to make any display profiles. TimeWizard uses a default display
profile if you do not create any. The default profile is determined by your Activities
setup in the Custom Fields area. If you prefer, you can assign some employees to cus-
tom display profiles and let TimeWizard use the default profile for all other employ-
ees.

A timesheet user can also determine the assignment sorting criteria for the user’s
individual timesheet. Sorting criteria that is changed from a timesheet takes prece-

13
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dence over criteria set in the employee’s display profile in the Administrator applica-
tion.

For more information on setting up custom fields, see Chapter 3, “Defining
TimeWizard Custom Fields,” in the TimeWizard Administrator’s Guide. To learn to
sort assignments from a timesheet, see Chapter 5, Objective 4, “Sorting assignments
on your timesheet,” in the TimeWizard.enterprise User’s Guide.

1. Creating a display profile

2. Assigning members to a display profile
3. Editing a display profile

4. Deleting a display profile
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Objective 1: Creating a display profile

To create a display profile, you define the profile and set its properties. Before creat-
ing profiles, consider how you will group employees for assignment to the profiles.
Employees can be grouped by department, employee code, salary code, or custom
lists of employees that you determine. After creating the profiles, continue with
Objective 2 to assign members (i.e., employees) to the profiles.
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To create a display profile:

i_",z Dizplay Profile

Prafile M arme:
Description:

Colurnn Mame I Displa_l,ll Diizplay Drderl Sork Murnber I Sort Order

|F| esource Code

LIC]

|F'roiect
|Task
ISuhtask

|<unused>

|<unused>

|<unused>

|<unused>

|<unused>

|<unused>

|<unused>

|<unused>

Jeurused:

|<unused>

Jeurused:

|<|<|<|<|<|<|<|<|<|<|<|<|<|<|<E|
|<|<|<|<|<|<|<|<|<|<|<|<|<|<|<ﬂ

I‘I'I‘I'I‘I'I‘I'I‘I'I‘I‘I‘I‘I‘J

ID ezcription
|ETC/BAL

S 1 S SN SN SN SN SN SN SN SN SN SRR

ok | Cance | app Help

Figure 3.1

menu to open the Display Profile dialog box
1. Click on the Display Settings icon . | on the (Figure 3.1).

toolbar, or select Tools > Business Rules > Dis- 3. Type the profile name in the Profile Name box.
play from the main menu, to open the Display
window (Figure 3.3).

4. Type the profile description in the Description
box.

5. Continue with the steps below to set the pro-

2. Click on the Add Profile "'.I icon on the tool- ) :
— file properties.

bar or select Profile > Add Profile from the

When you set the properties for a display profile, you can enter a new name for the
ETC/Bal column, but you cannot hide it from the display or change its position in
the Time Reporting frame.
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24 Display Profile

To set display profile properties:

Prafile Name: [Froject Staff
Description: [For project-related assignments
Colurmn Mame I Displayl Digplap Drderl Sort Mumber | Sort Order |

[Skil Cade [T P | [ 7] [escerdna =]

|F'r0iec:t v E _L Azcending ¥

|Task v E E Ascending 7|

|Suhtask I E Z Azcending ¥

|<unused> r _L _L e

|<unused> ] _L _L =

|<unused> il _L _L [

|<unused> ] _L _L =

|<unused> ] j _L [~

|<unused> ] j _L [

|<unused> ] _L _L [~

|<unused> il _L _L [

|<unused> il _L _L #

|<unused> ] _L _L =

|<unused> il _L _L ]

|Description v E _L Ascending 7|

|ETC/BAL ¥

Ok I LCancel I Apply | Help |
Figure 3.2
In the Display Profile dialog box (Figure 3.2), Assignment rows are sorted first by the names
enter a new name in the Column Name box of in the column designated “1.” Within the first
each existing heading you want to rename. grouping, rows are sorted by names in the col-
Click in the Display check box of each existing umn designated “2,” and so on.
column you want to display. 5. To change the sort order of the assignment
T seleet e ereler in witieh ihe dhaded @ik rows to descending, click on their Sort Order
umns display from left to right, click on their drop-down boxes and select “Descending.”
Display Order drop-down boxes and select “Ascending” (the default) sorts from the
position numbers. smallest number to the largest and from A to
“1" indicates the first column on the left. Z. "Descending” sorts from the largest num-
ber to the smallest and from Z to A.
To change the sorting priority of the assign- i i
6. Click on “Apply” to save the settings and

ment rows, click on their Sort Number drop-
down boxes and select priority rankings.

remain in the dialog box, or click on “OK” to
save the settings and close the dialog box.
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Objective 2: Assigning members to a display profile

Originally, all employees are assigned to the default display profile. You can assign
some or all employees to custom display profiles, but an employee can be a member
of only one profile at a time.

Before assigning members to profiles, you select one employee grouping method to
be used for all display profiles. The possible grouping methods are as follows:

* Department
* Employee Code
* Salary Code

e Custom

The Custom grouping method enables you to select specific employees to assign to
profiles, regardless of the employees’ department, employee code, or salary code.

% After employee assignments are made, changing the grouping method removes

assignments from custom profiles and returns all employees to the default profile.
You can change employee assignments or edit a display profile without changing the
grouping method.

For more information about grouping methods, see Objective 1, “Understand
Employee and Activity Grouping Methods,” of the Introduction to Section Six in
the TimeWizard Administrator’s Guide.

In the Display window, you can select multiple members in the following ways:
To select members in sequence:

1. Click on the top member row you want to select.

2. Hold down the Shift key and click on the bottom row you want to select. All
rows from the top row you click to the bottom row you click will be selected.

To select members not in sequence:
1. Click on one member row.

2. Hold down the Control key and click on an additional member row.

3. Continue to hold down the Control key and click on additional member rows as
needed. Each row you click will be selected.
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To assign members to a display profile:

2% Column Display H=] E3
Dept. Code Emp Code Salary Code |
gl el = e ~] Retrieve
Colurin Dizplay Prafiles | Members |
_F'rofile D escription Emploves [0 Employes MName
Bl <defaults <defaults BE o Hen Carl
£ Project Staff For project-related assignments 2 glno Johnzon, Eddie
-ﬁ Sales & Tech Support |For client-related assignments | gl Goldstein, Jason
2 nmz2 Patange, Wiay
2 n3 Dalal, Prashant
2 14 Selezney, Serge
2 NMa Shohedbrod, Lea
@ |16 Rao, Favita
2 n7 Dalal, Sweta
|  nsa Patange, Sarka
2 gz Liff. Carla
o gz Alken, Micholas
& gl104 Katz, Paul
@ |15 T aormina, Jack
2 g6 Brown, Paul
2 07 Luw, Dong
fe 2 gl 108 Schulke, Jeffrey
fw| % gl 109 Shah, Jayesh
‘ | B} Raws 1 ta 18 of 18
Employee Members Grouped By:| Custom Lists <
Figure 3.3
4. Click on the Retrieve button in the upper right
1. Click on the Display Settings icon (Tools to display the profile names and the member-
menu > Business Rules > Display) to open the ship of the default profile.
Display window (Figure 3.3). 5. With <default> highlighted in the Display Pro-
2. Click on the Employee Members Grouped By file frame on the left, drag and drop each
drop-down box at the bottom of the window appropriate employee or group of employees
and select a grouping method. from the Members frame on the right to the

appropriate display profile on the left.
3. To limit which members will display, if desired, SRR UL

click on the Dept. Code, Emp. Code, or Salary 6. To view the membership of a profile, click on

Code drop-down boxes in the upper left and the profile name. Its members will display in

select a code. This optional selection does not the Members frame.

need to match the selected grouping method. 7. To change an assignment, click on the mem-
ber's current profile. Drag and drop the mem-
ber from the Members frame to the desired
profile.
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If the selected grouping method is Custom, you can sort the displayed Members list
(e by employee name or employee ID by clicking on the corresponding heading.
-

Objective 3: Editing a display profile

When you change the display settings in a profile, you automatically change those
settings for all of the employees assigned to the profile.

To edit a display profile:

1. Click on the Display Settings icon (Tools menu > Business Rules > Display)
to open the Display window.

2. Click on the Retrieve button in the upper right to display the profile names.

3. Do one of the following to open the Display Profile dialog box for the profile you
want to edit:

o Select the profile and click on the Edit Profile _..;'LI icon on the toolbar.
e Select the profile and select Edit Profile from the Profile menu.
® Double-click on the profile name.

4. Modify the profile settings as desired.

5. Click “Apply” to save the settings and remain in the dialog box, or click “OK" to
save the settings and close the dialog box.

Objective 4: Deleting a display profile

When you delete a display profile, its members return to the default display profile.
You can delete any profile except the default profile.
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To delete a display profile:

1. Click on the Display Settings icon

on the toolbar, or select

Tools > Business Rules > Display @ Delete the selected profile?

from the main menu, to open the
Display window.

TimewWizard |

2. Click on the Retrieve button in the
upper right to display the profile
names in the left frame. Figure 3.4

3. Select the profile you want to
delete and do one of the following:

e Click on the Delete Profile icon.
e Select Delete Profile from the Pro-
file menu.

4. In the prompt window (Figure 3.4),
click on “Yes"” to delete or “No” to
cancel the delete action.
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cC H AP TER

Working with the Calendar

The calendar feature enables you to have time entered automatically on employees’
timesheets for holidays. You determine the activity, resource code, detail codes, and
amount of time to be entered. You can choose different settings for different employ-
ees and for different holidays.

In contrast to TimeWizard AutoPopulate, the calendar feature does not require you
to set data for an entire period. Also unlike AutoPopulate, the calendar feature does
not require additional setup in timesheets.

You can also use the calendar feature to facilitate the use of timesheet rules. Your
company may use a timesheet rule that requires a minimum number of hours on
each submitted timesheet. The timesheet of an employee whose start or termination
date falls in the middle of a period might not have the required hours. The calendar
feature can adjust the timesheet rule hours proportionately when the rule is applied
to the timesheet of such an employee.

To pre-populate timesheets with holiday data, you first create one or more calendar
profiles containing the desired settings. Next you assign employees or groups of
employees to the profiles. You then add a calendar interface in the Interface Control-
ler.

From the Interface Controller, you can run the calendar process manually or sched-
ule it to run automatically at specified intervals.

To use the calendar feature only for timesheet rules, you create one or more calendar
profiles for “nonworking days.” As the final step, you assign employees or groups of
employees to these profiles. Unlike calendar profiles for holidays, profiles for non-
working days do not use the Interface Controller.

If you want to use the calendar feature for both holidays and nonworking days, you
must associate the holiday and nonworking day settings for a group of employees

23



24 Supplementary Guide for TimeWizard Administrators

Objectives

with the same calendar profile. Employees or groups of employees can be assigned to
only one calendar profile at a time.

For information on using the Interface Controller, see “Introduction to the
TimeWizard Interface Controller” in Section Seven of the TimeWizard Administra-
tor’s Guide, particularly Objective 3, “Navigate the Interface Controller window” and
Objective 4, “Execute TimeWizard Interfaces.” To run the interface at scheduled
times, also see Objective 6, “Set up the Interface Interval.”

1. Creating a calendar profile

Setting up a calendar profile for holidays

Setting up a calendar profile for nonworking days
Assigning members to a calendar profile

Editing a calendar profile

NSO S

Deleting a calendar profile
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Objective 1: Creating a calendar profile

The first step in creating a profile for holidays or nonworking days is to save a name
and description for the profile. If you will use the profile for holidays, you next select
the activity, resource code, detail codes, dates, and the hours to apply to the dates. If
you will use the profile for other nonworking days, you designate specific days of the
week as nonworking days.

Before creating profiles, consider how you will group employees for assignment to
the profiles. Employees can be grouped by department, employee code, salary code,
or custom lists of employees that you determine. After creating the profiles and
selecting settings, you will assign members (i.e., employees or groups of employees)
to the profiles.
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To create a calendar profile:

Eﬁ TimeWizard Administrator [ _[O]
File Profile Tool:  ‘window Help
9| 4l- 1 0EEE A2 4 3F I ESIBEL L m-| @
£ Calendar [EERTATS [_[O] <]
Dept. Code Emp Code Salary Code |
<Al = <&l = <Al ~| Retrieve
Calendar Profiles | Members |
loflle escnptlon Employee D Employee Mame
= > EIEm ;
-@Exempt ExemptEmponees 5}; 110 Johnson E ddie:
ENon Exempt Al hon-exempt employees .‘g; 111 Goldstein, Jason
5}; 1z Fatange. Yijay
2 13 Dalal, Prashant
2 114 Selezrev. Serge
2 115 Shahedbrad, Lea
AL Raa, Kavita
2 17 Dalal, Sweta
AL Patangs, Sarika
2 gln2 Lit, Earlfa
2 o3 Alten, Micholas
2 04 Katz, Paul
2 |05 T aarmina, Jack
2 gl10e Brown, Paul
2 107 Luu, Dong
b= | g 108 Schulte, Jeffrey
b= | 2109 Shah. Jayesh
4 | Wi} Fows 1to 18 of 18
Emploves Members Grouped By Custom Lists hd
Figure 4.1
menu to open the Calendar Profile dialog box
1. Click on the Calendar icon on the tool- Figure 4.2).
bar, or select Tools > Business Rules > Calendar 3, Type the profile name in the Profile Name box.
from the main menu, to open the Calendar ) L L
. . 4. Type the profile description in the Description
window (Figure 4.1).
box.
2. Click on the Add Profile . ®} icon on the tool- 5. Click "Apply” to saye yrexur ehtrles. Follow the
; ] steps below to continue setting up the profile.
bar or select Profile > Add Profile from the
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The Calendar Profile dialog box (Figure 4.2) gives you access to the Manage Holi-
days dialog box and the Manage Nonworking Days dialog box.

To access the management dialog boxes:

:_ﬂ Calendar Profile

Prafile Mame: |N on-exempt

Dezcription: Ifl'-.ll non-exempt employees

M arwarking days | Holidayps |

(] I LCancel | Apply Help |

Figure 4.2

1. In the Calendar Profile dialog box (Calendar > 2. Continue with Objective 2 to set up a calendar
Calendar Profile), do one of the following: profile for holidays or Objective 3 to set up a

e Click on the Holidays button to manage hol- calendar profile for nonworking days.

idays

e Click on the Nonworking days button to
manage nonworking days for employees
who start or end a job in mid-period

Objective 2: Setting up a calendar profile for holidays

The Manage Holidays dialog box (Figure 4.3) enables you to view any existing set-
tings for a calendar profile and gives you access to dialog boxes for completing the
initial setup or editing an existing setup. Data displayed in the Manage Holidays dia-
log box cannot be modified from within the Manage Holidays box.

% An amount of hours set in a profile will not replace an amount of hours that was

entered on a timesheet before the calendar process is run.
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To access the Add Holidays dialog box:

E':E Manage Holidays

Date | Project | Tazk | Subtazk | Fesource | Haliday Hours

Pay Code |Salam Cade |

Edt | Dol | Close Help
Figure 4.3
1. In the Manage Holidays dialog box (Calendar > 2. If data displays in the Manage Holidays dialog
Calendar Profile > Mange Holidays), if no holi- box, see Objective 5, “Editing a calendar pro-
day data displays, click on the Add button to file.”

open the Add Holidays window.

If you want a profile to include multiple holidays, you can select different settings for
each holiday in the Add Holidays dialog box (Figure 4.4). You can set different activ-
ities, resource codes, detail codes, and amounts of time. For the profile in Figure 4.4,
four holiday hours have been set for December 24, 2002, and eight hours have been
set for December 25 and other holidays.

In the Add Holidays dialog box, after selecting an activity, hours, and a date, you
must click on the Apply button before any of the following steps:

* Selecting a different activity for another date
* Selecting a different resource code for the same activity and another date

* Selecting a different detail code for the same activity and another date

When you click on “Apply,” the saved dates disappear from the Add Holidays dialog

A

box and display in the Manage Holidays dialog box.
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59 Add Holidays
Project | Taﬁk | Subtask
[l B B > Bietrieve

To set up holidays:

Holiday Leave
Personal Leave

Sick Leave

Fiows 1to 3 of 23 <
| »

Holiday Dates and Hours

Ok I LCancel | Apply

Dates HELI;I Selected Howrs (g 00
/02 [pn
iz o | M Decerber2iz )

EAa/nz 500 [Mo[Tup/elTh[Fi[Sal
Ezre__ g 3[4[5[6]7
[F/2/02 £.00 1011 [12[13]14

B/2/02__ a0 TEIFZIEA]
(728002800 EHZB -
]

272402 [4.00
12 5 00
Date 12/25/02
Delete

| M =
CEEEDNH
~
=
o

deb |

In the Add Holidays dialog box (Calendar >
Calendar Profile > Manage Holidays > Add
Holidays), click on “Retrieve” in the upper
right to display all activities. Or, use the filter
drop-down boxes in the top frame to narrow
the list and then click on “Retrieve.”

From the retrieved activity list, select an activity
to include in the profile.

From the Resource Assignments frame in the
lower left, select a resource code for the activ-
ity to form a resource assignment to include.

From each detail code drop-down box in the
Detail Codes frame, select a code to include
with the selected resource assignment.

In the Selected Hours box in the lower right,
enter the amount of time for a holiday date
for the selected assignment.

In the calendar in the lower right, locate the
date for the selected hours and assignment.
Click on the left arrow beside the month and

Figure 4.4
year to display previous months; click on the
right arrow to display following months.
7. Set the date by doing one of the following:
e Double-click on the date in the calendar

e Select the date and click on “Set Date” in
the lower right

e Enter the date in the Date box below the
calendar and click on “Set Date”

The selected date and hours display in the list
to the left of the calendar.

8. To delete dates and hours, select the list row
and click on “Delete” in the lower right.

9. To add other dates to the profile for the
selected assignment, repeat steps 5 - 7.

10. To add other dates to the profile with another
resource code, detail code, or activity, click
“Apply” before repeating all needed steps.

11. Click “OK" to save the settings and close the
box.
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Objective 3: Setting up a calendar profile for nonworking days

If your company uses a timesheet rule to enforce the minimum number of hours on
submitted timesheets, you may want to create and set up a calendar profile for “non-
working days.” New employees who start work after the first business day of the
period or employees who separate from the company before the last business day of
the period might have less than the required number of hours on their timesheets.
Calendar profiles for nonworking days are used so that their timesheets can be vali-
dated and submitted for approval.

In contrast to calendar profiles for holidays, profiles for nonworking days are not
used to enter time on timesheets. Instead, TimeWizard calculates how much of the
timesheet rule hours should be applied to an employee’s timesheet. The calculation is
based on the following three factors:

1. The number of hours stipulated by the timesheet rule for the employee’s prefer-
ence profile (Hours for the rule are set in Administrator > Tools menu > Business
Rules > Define Timesheet Rules. The rule is assigned to the preference profile in
Administrator > Preferences window > Preference Profile > Timesheet Rules.)

2. The employee’s active or inactive date (set in Administrator > Employees >
Employee Detail window)

3. The nonworking days set in the employee’s calendar profile

Nonworking days are the days of the week when the employee does not usually work.
If the employee’s usual workweek is Monday through Friday, then Saturday and Sun-
day are the employee’s nonworking days.

Using these factors, TimeWizard determines the proportion of the timesheet rule
hours to apply to employees, or groups of employees, who are assigned to particular
calendar profiles.

The Manage Nonworking Days dialog box

The Manage Nonworking Days dialog box (Figure 4.5) incorporates three functions
in one window: completing an initial setup, viewing an existing setup, and editing an
existing setup. If you have not created the calendar profile to be used for the non-
working days, see Objective 1: “Creating a calendar profile.”

If you want to include most days of the week in the profile, you can add all days in
one step and then remove the ones you want to exclude.
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To manage nonworking days:

E_.LE Manage Honworking D ays

Drays: MHarworking D ays:
[Monday _|>> Sunday
Thursday
Tuezday > |
Wiednesday
L |
_< |
ok I LCancel I Apply | Help
Figure 4.5

1. In the Calendar Profile dialog box for the
selected profile (Calendar > Calendar Profile),
click on the Nonworking days button to open
the Manage Nonworking Days dialog box.

2. In the Nonworking Days box on the right, view
any existing days currently set for the selected
profile.

3. To add a day to the profile, select the day in
the Days box on the left and click on the right
arrow button between the boxes.

The day moves to the Nonworking Days box
on the right.

. To move all days to the Nonworking Days box,

click on the double right arrow button.

. To remove a day from the profile, select the

day in the Nonworking Days box and click on
the left arrow button between the boxes.

The day moves to the Days box on the left.

. To remove all days from the Nonworking Days

box, click on the double left arrow button.

Click on “Apply” to save the profile settings
and remain in the dialog box, or click on “OK"
to save the settings and close the dialog box.

Objective 4: Assigning members to a calendar profile

Originally, all employees are assigned to the default calendar profile. You can assign
some or all employees to custom calendar profiles, but an employee can be a member
of only one profile at a time.

Before assigning members to profiles, you select one employee grouping method to
be used for all calendar profiles. The possible grouping methods are as follows:
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* Department
* Employee Code
* Salary Code

e Custom

The Custom grouping method enables you to select specific employees to assign to
profiles, regardless of the employees’ department, employee code, or salary code.

% After member assignments are made, changing the grouping method removes assign-

ments from custom profiles and returns all employees to the default profile. You can
change member assignments or edit a calendar profile without changing the group-
ing method.

For more information about grouping methods, see Objective 1, “Understand
Employee and Activity Grouping Methods,” of the Introduction to Section Six in
the TimeWizard Administrator’s Guide.

In the Calendar window, you can select multiple members in the following ways:
To select members in sequence:

1. Click on the top member row you want to select.

2. Hold down the Shift key and click on the bottom row you want to select. All
rows from the top row you click to the bottom row you click will be selected.

To select members not in sequence:
1. Click on one member row.

2. Hold down the Control key and click on an additional member row.

3. Continue to hold down the Control key and click on additional member rows as
needed. Each row you click will be selected.
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To assign members to a calendar profile:

E‘:’é Calendar

M=
Dept. Code Emp Code Salam Code |
<Al - [« I~ [fan: ~] Betrieve
Calendar Profiles Members |
|F'rofi|e |D escription Employee ID Employee Mame
25 <defaull> <defaults B Hen Cal
@ = Exempt Emplayees 2 glnn Johnzon, Eddie
ﬁNon-exempt All non-exempt emplayees # g1 Goldstein, Jason
o gl 102 Liff, Carla
2 g0z Alten, Nicholas
2 g4 Katz, Paul
2 gl0e Brown, Paul
% gl102 Schulte, Jeffrey
| | gl 103 Shah. Japesh
b | ﬂ_ Rows1ta3af9
Emplayee Members Grouped By:| Custom Lists =

1. Click on the Calendar icon on the tool-

bar, or select Tools > Business Rules > Calendar
from the main menu, to open the Calendar
window.

2. Click on the Employee Members Grouped By
drop-down box at the bottom of the window
and select a grouping method.

3. To limit which members will display, if desired,
click on the Dept. Code, Emp. Code or Salary
Code drop-down boxes in the upper left and
select a code. This optional selection does not
need to match the selected grouping method.

6. To view the membership of a profile, click on

7. To change an assignment, click on the mem-

Figure 4.6

4. Click on the Retrieve button in the upper right
to display the profile names and the member-
ship of the default profile.

5. With <default> highlighted in the Calendar
Profiles frame on the left, drag and drop each
appropriate employee or group of employees
from the Members frame on the right to the
appropriate profile on the left.

the profile name. Its members will display in
the Members frame.

ber's current profile. Drag and drop the mem-
ber from the Members frame to the desired
profile.
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If the selected grouping method is Custom, you can sort the displayed Members list
(e by employee name or employee ID by clicking on the corresponding heading.
-

Objective 5: Editing a calendar profile

When you change the settings in a calendar profile, you automatically change those
settings for all of the employees assigned to the profile.

To access a calendar profile for editing:

1. Click on the Calendar icon on the toolbar, or select Tools > Business Rules
> Calendar from the main menu, to open the Calendar window.

2. Click on the Retrieve button in the upper right to display the profile names.

3. Do one of the following to open the Calendar Profile dialog box for the profile
you want to edit:

e Select the profile and click on the Edit Profile icon on the toolbar.
e Select the profile and select Edit Profile from the Profile menu.
® Double-click on the profile name.
4. To edit settings for nonworking days, continue with the steps in the box below.

5. To edit settings for holidays, continue with the steps in the second box below.

To edit nonworking day settings:

1. Open the Calendar Profile dialog box for the selected profile, as described
above.

2. Click on the Nonworking days button.

3. Edit the settings by following the steps in Objective 3: “Setting up a calendar
profile for nonworking days,” as needed.

4. Click on "OK" to save the settings and close the dialog box.
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To edit holiday settings:

S E dit Holidays

Subtask

D escription

Detail Codes

Salary Code

[ ~] Exempt (=]

Reqular

KN R
o |

il

LCancel | Apply | Help

| Holiday ['ates and Howrs |
Dates HDUI.SL{ Selected Hours Ia
R
2902 |2 o My el
SulMo|TupeTh|Fr [5a
1(2(3(4
5(6 (7|8 |9 1011
12(13|141516(17|18
19|20|21 (22|23 |24|25
26|27 |28|29|30(31

Date

I 09/16/02

Delete zelected date(z] |

Open the Calendar Profile dialog box for the
selected profile, as described above.

Click on the Holidays button to open the Man-
age Holidays dialog box (Figure 4.3).

To add another activity to the profile for an
additional holiday date, click on the Add but-
ton to open the Add Holidays dialog box. Fol-
low the steps in Objective 2 to set up holidays.

To delete a holiday row from the Manage Holi-
days box, select the row and click on the
Delete button. Continue to modify the profile
or click on “Close” to close the box.

To edit a holiday row, select the row and click
on the Edit button to open the Edit Holiday
dialog box (Figure 4.7).

In the Edit Holiday dialog box, to edit a date,
select the date and hours row, select the
desired date in the calendar (or enter it in the
Date box), and click “Apply.”

10.

11.

12.

Figure 4.7

To edit hours, select the date and hours row,
edit the hours in the Selected Hours box, and
click “Apply.” You can combine this step with
step 6.

To delete one or more date and hours rows,
select the rows and click on “Delete selected
date(s)” below the date and hours rows.

To edit a resource code, select the date, click
on the Resource Code drop-down box in the
lower left frame, and select the desired code.

To edit a detail code, select the date, click on
the detail code drop-down box in the Detail
Codes frame, and select the desired code.

To edit resource or detail codes for multiple
dates, multi-select the date and hours rows.

Click “Apply” to save the settings and remain
in the dialog box, or click “OK" to save the
settings and close the dialog box.
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Objective 6:

To edit an activity holiday setting, you must delete the activity’s holiday row in the
Manage Holidays dialog box and use the Add Holiday dialog box to make your new
selection. You cannot edit an activity in the top frame of the Edit Holiday dialog
box.

If you want to edit resource codes or detail codes for multiple dates, you can select
multiple date and hours rows in the Edit Holiday dialog box and apply your changes
to all the selected dates at one time. You can also delete multiple date and hours rows
at one time. (See Objective 4: “Assigning members to a calendar profile” to learn to

use multiple selection.)

While multiple date and hours rows are selected in the Edit Holiday dialog box, the
calendar that displays in the lower right, the Selected Hours box above the calendar,
and the Date box below the calendar are disabled.

Deleting a calendar profile

When you delete a calendar profile, its members return to the default calendar pro-
file. You can delete any profile except the default profile.
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To delete a calendar profile:
1. Click on the Calendar icon il zand |

on the toolbar, or select Tools >

Business Rules > Calendar from the @ Delete the zelected profile?
main menu, to open the Calendar
window.

2. Click on the Retrieve button in the
upper right to display the profile
names in the left frame. Figure 4.8

3. Select the profile you want to
delete and do one of the following:

¢ Click on the Delete Profile icon.
e Select Delete Profile from the Pro-
file menu.

4. In the prompt window (Figure 4.7),
click on “Yes"” to delete or “No” to
cancel the delete action.
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CcC H A P TER

Working with Submittal Notes

in TimeWizard.enterprise

When timesheet users submit a timesheet for approval, they save a submittal note.
Depending on a property setting, you may set TimeWizard.enterprise to display only
the standard submittal note or to display a text box for composing an original sub-
mittal note, as well.

A timesheet user can choose not to leave a note by saving a blank original note.

You can view employees’ submittal notes in the Approval History window in the
same way you view other approval notes, whether you perform approvals in Admin-
istrator, the client/server timesheet, or TimeWizard.enterprise. If you use the Approv-
als Inbox of TimeWizard.enterprise, you can view submittal notes in the Approval
History frame of the Inbox. (See Chapter 12, Objective 5, “Showing Approval His-
tory,” in the TimeWizard.enterprise Users Guide.)

Employees can view their own submittal notes by using the View Approval History
feature of the TimeWizard.enzerprise timesheet.

If you want TimeWizard.enterprise to display only the standard submittal note, you
need not take any action in the properties file. The default property setting displays
the standard submittal note. To change the property setting to allow original submit-
tal notes, refer to the TimeWizard Installation Guide.

39
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CcC H A P TE R

Setting Report Parameters in
TimeWizard.enterprise

In the TimeWizard.enzerprise Reports area, you define most parameters for
TimeWizard standard reports by selecting the parameters from list boxes. Some list
boxes allow you to select multiple values or items. For example, for the parameter
“departments_owned,” you can select all of the departments you own that you want
to include in one report. (See Figure 4.1.)

To select multiple parameter values in sequence:

1. Click on the first parameter value in the sequence you want to select.

2. Hold down the Shift key and click on the last parameter value in the sequence
you want to select.

To select multiple parameter values not in sequence:

1. Click on a parameter value you want to select.

2. Hold down the Control key and click on each additional parameter value you
want to select.

If a parameter box does not allow you to highlight more than one value or item at a
time, the selected report does not process multiple values for that particular parame-
ter.

4
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08-07-2001 = |

Figure 6.1
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If a parameter box is labeled “From,” type the starting date of the first period in the
range you want to select. If a parameter box is labeled “To,” type the ending date of
the last period in your range. (See Figure 4.2.)

Mone

act_ukeny

0a-12-2001
0a-25-2001

—

Figure 6.2

If the parameter box is labeled “Missing Timesheet Hours Threshold,” you can use
the default value of “1.00” (hour) or edit the value. A timesheet with less than the
amount of hours in this box is considered to be “missing.”

For further information on setting parameter values, see the TimeWizard Guide ro
Reports.
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Objectives

CcC H A P TER

Filtering and Backing Up
DataBridge Interfaces

The DataBridge feature enables you to create automated links to export data from
TimeWizard into other systems within your organization, such as Human Resources
and Accounting systems. To learn the fundamentals of setting up and running an
interface, please see “Introduction to the TimeWizard Interface Controller” in Sec-
tion 7 of the TimeWizard Administrators Guide. To learn to use the DataBridge fea-
ture, see Chapter 24, “Working with the DataBridge Toolkit,” in the Administrator’s
Guide.

A DataBridge filter specifies your selection criteria for transactions records in an
export. TimeWizard now gives you the option of applying your date criteria auto-
matically to multiple DataBridge interfaces. This function is particularly useful when
your filters are set to include transactions through a specified period ending date or
transactions between two specified dates.

The DataBridge window also enables you to make a backup copy of your DataBridge
setup specifications, including export variable definitions, filtering criteria, and an
output target profile. If you change your DataBridge specifications, you can keep a
copy of the specifications used on previous dates. You can also use a backup copy in
case of power failure during the execution of a DataBridge interface or for trouble-
shooting purposes.

1. Applying filter dates to all DataBridges
2. Backing up DataBridge interface settings

3. Importing a DataBridge backup

45
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Objective 1: Applying filter dates to all DataBridges

If you have multiple DataBridge interfaces, you can set the date criteria for all the
DataBridge filters simultaneously. This function will set the date criteria for both
normal and historical transactions. Using this function will not set any other
DataBridge filter criteria, such as criteria to include open or closed periods or
approved or unapproved transaction data.

To use this function, first select the DataBridge interface containing the date criteria
you want to use. Then select “Apply Filter Dates to All DataBridges” in the
DataBridge Script Editor window for the selected interface (Figure 5.1).

You can open the DataBridge Script Editor from the Interface Controller in the fol-
lowing four ways:

1. Double-click on the DataBridge interface ID or application name you want to
use.

2. Select the DataBridge interface row and select Setup Options from the main
Interface menu.

3. Select the DataBridge interface row and click on the Setup Options icon E on
the toolbar.

4. Select the DataBridge interface row, right-click on the ID or interface type, and
select Setup Options from the popup menu.

When you use this function, the filter dates are applied only to the DataBridge inter-
faces currently residing in the Interface Controller. When you close the DataBridge
Script Editor, this function is no longer selected. It will not apply to any DataBridge
interfaces you add in the future unless you select the function again.
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To apply filter dates to all DataBridges:

DataBridge Script Editor

Scriph Mame:

|F'ayr0|| - approved Timezheets ¥ Post Dutput to Selected Targets Import | Export | Close |
v &pply Filker Dates to &l Databridges Help |
Script  Filters | Dutputl
r~ Marmal Tranzactions: r~ Higtorical Comection Transactions:

= Mo Filter = Mo Filter

" Transaction Date <= Period Ending: I vi Trangaction Date <= Period Ending: I vl

¥ Transaction Date <= End Date of Last Closed Period

iTransaction Date <= End Date of Last Closed Penod

" Transaction Date <= Currert Period End Date Tranzaction Date <= Current Period End Date

Tranzaction D atetime Stamp <= Period Ending: I vl

Tranzaction Datetime Stamp <= End Date of Last Closed Period

— Periods: ———— [~ Approval State: Posting Status: ———
[~ Open Periods | | ¥ &pproved % Unposted Only
v Cloged Perindz | | [ Unapproved | | € Fosted & Unposted

Trangaction Datetime Stamp <= Current Period End Date

r
-
r

" Transaction Date Between:lDDJDDJDDDD and|DDx’DDx’DDDD £ Transaction Date Between: [00/00/0000 and|DDx’DDx’DDDD
o
&
&
o

Audit Trail: Tranzaction Datetime 5tamp Between:IDD.-"DD.-"DDDD and IDD.-"DD.-"DDDD
’7 V| nelude Audit Becords
Figure 7.1
1. In the Interface Controller, select the 4. Confirm that the filter date criteria are correct
DataBridge interface whose dates you want to for both normal and historical transactions or

use. edit as needed.

2. Open the DataBridge Script Editor as described 5. Select “Apply Filter Dates to All DataBridges”
above. in the upper part of the window.

3. Click on the “Filters” tab to open the Filters 6. Click “Close.”
tab page.

Objective 2: Backing up DataBridge interface settings

The export function

You can save a copy of your DataBridge interface settings by using the DataBridge
export function. Unlike executing a DataBridge interface, this export function does
not transmit transaction records to an external system. Instead, it saves only the
DataBridge settings and stores them in text files within the TimeWizard directory. If
you change your DataBridge settings, you can keep copies of settings you used on
each specific date.
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You cannot use the export function when more than one DataBridge interface resides
in the Interface Controller.

The export function saves DataBridge settings in six files, with the current date and
time at the start of each file name. You can save DataBridge settings from different
dates without overwriting the files.

The Defaults subdirectory

Before using the export function for the first time, you will need to make a subdirec-
tory to store the exported files. Within the TWIAS subdirectory of your main
TimeWizard directory, make a subdirectory named “Defaults” or “defaults.” Once
the Defaults subdirectory has been created, you can export files to it many times.

To export DataBridge settings:

DataBridge Script Editor

script Mame:
Yayroll - Approved Timeshests [V Post Dutput to Selected T argets Impart I Expart | Close |

[~ Apply Filter Dates to All Databridges Help |

Script | Filtersl Dutputl

Variables

Figure 7.2

1. If you do not have a Defaults subdirectory, cre-
ate one named “Defaults” or “defaults” in the
TWIAS subdirectory.

face menu, click the Setup Options icon E ,
or right-click the interface type or ID and select

Setup Options from the popup menu).
2. In the Interface Controller, open the

DataBridge Script Editor by double-clicking the
DataBridge interface ID (or, with the row 4. Click on the Export command button in the
selected, select Setup Options from the Inter- upper right of the window.

Set up the interface script, filters, and output.
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Objective 3: Importing a DataBridge backup

If you want to use previous settings that no longer appear in a DataBridge interface,
you can enter settings from exported backup files by using the DataBridge import
function. You may import settings to a specific DataBridge interface even when more
than one DataBridge interface is in the Interface Controller.

names of the six files you want to use. The imported data overwrites existing settings

% To import DataBridge settings, you must first remove the time and date from the

in the selected DataBridge in the Interface Controller with the settings from the text

files.

To import DataBridge settings:

1.

In your TimeWizard file directory, open the 4. Open the DataBridge Script Editor by double-
Defaults subdirectory in the TWIAS subdirec- clicking the DataBridge interface ID (or, with
tory. the row selected, select Setup Options from
Delete the date and time from the names of the Interface menu, click the Setup Options
the six files you want to import. icon R |, or right-click the interface type and
In the Interface COﬂtrOHer, select the select Setup Options from the popup menu)_
DataBridge interface whose settings you want

5. Click on the Import command button in the

t lace. . . )
O replace upper right of the window (see Figure 5.2).
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Objective

CcC H A P TE R

Deleting Headers from Table
Retrievals

The Table Retrieval feature enables you to create automated links to import data into
TimeWizard from other systems within your organization, such as Human Resources
and Accounting systems. To learn the fundamentals of setting up and running an
interface, please see “Introduction to the TimeWizard Interface Controller” in Sec-
tion 7 of the TimeWizard Administrator’s Guide. To learn to use the Table Retrieval
feature, see Chapter 25, “Working with the Table Retrieval,” in the Administraror’s
Guide.

You can use a database or a flat file as the data source for a Table Retrieval. A flat file
may contain a header in the first row of the file. TimeWizard enables you to prevent
the import of header text into a data cell of a TimeWizard database when you per-
form a Table Retrieval.

1. Deleting a Header from a Table Retrieval

51



52 Supplementary Guide for TimeWizard Administrators

Objective 1: Deleting a Header from a Table Retrieval

Identifying your data source type as a flat file (Figure 6.1) gives you the option of
preventing header text from being imported to a data cell of a TimeWizard database
table. If you identify your data source type as a database, you will not need this
option, and it will not display.

If you do not select “File Contains Header” in the Table Retrieval setup options,
TimeWizard processes every row of the file as data.

To delete a header from a Table Retrieval:

Data Source | Employee D | [rata Mappingl Change D I

¥ FlatFile " DBEMS

— Databasze Profile:
: Browse

File Type: |I:S"»-f [comma separated values] ;l

File Namejemplayees. csv Filter

File Containz: Header: F[%

Figure 8.1
1. In the Interface Controller, open the Table 2. After entering a name for the retrieval set and

Retrieve setup window by double-clicking the adding a map table, select Flat File as the data
Table Retrievals interface ID (or, with the row source type.
selected, select Setup Options from the Inter- 3 ggjact the file type and enter the file name.
face menu, click the Setup Optionsicon 8|, 4. Select “File Contains Header.”
or right-click the interface type or ID and select 5. Click “Apply” to save the settings and remain
Setup Options from the popup menu). in the window or click “OK" to save the set-

tings and exit the window.
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Synchronizing TimeWizard
with Microsoft Project and
Business Engine ProjectServer

If you link TimeWizard to both Microsoft Project (MSP) and Business Engine
ProjectServer, changes you make to activities in MSP are carried out in TimeWizard.
This chapter discusses how TimeWizard synchronizes activity and assignment status
with MSP when MSP is connected to ProjectServer. For other information about
ProjectLinks, consult the specific TimeWizard User’s Guide for the ProjectLink your

organization uses.

Closing an activity in MSP

When you close an activity in MSP and TimeWizard retrieves MSP/Project Server
data, TimeWizard automatically closes the activity in the TimeWizard database. The
retrieval also closes any resource assignments and employee assignments that are
based on the activity.

TimeWizard logs the last transaction date as the “actual finish” date. If no transac-
tion data has been saved for an assignment, TimeWizard uses the actual finish date
that was posted in MSP/ProjectServer for the activity and all associated assignments.

If you want to close a resource assignment or employee assignment without closing
the activity on which it is based, you must close the assignment directly in TimeWiz-
ard—not through the retrieval. If you subsequently execute an update from
TimeWizard to MSP/ProjectServer, the update will display an actual finish date for
the assignment in MSP/ProjectServer.
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=

Opening an activity in MSP

When you open a previously-closed activity in MSP and TimeWizard retrieves
MSP/Project Server data, TimeWizard automatically opens the activity in the
TimeWizard database.

Opening an activity during a retrieval from MSP/ProjectServer does not open any
associated assignments in TimeWizard. You control which assignments you want to
reopen in TimeWizard after the retrieval.

If you open a resource assignment or employee assignment directly in TimeWizard, a
subsequent update will open the assignment in MSP/ProjectServer.
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Understanding the Basics

Remembering English 101

If you can recall seventh grade English and the six types of questions—who, what, when,
where, why, and how—then you are well on your way to understanding the basic structure of
TimeWizard. At the product’s simplest level, it serves to answer these same questions:

Who is working?

The answer to this question lies in the TimeWizard Employees area (see Section 4: Managing
Resources), which compiles the list of resources who are able to make time entries in the
TimeWizard system.

What are they working on?

The answer to this question lies in the TimeWizard Activities and Assignments area (see Sec-
tion 5: Managing Projects), which compiles the list of jobs on which the employees can work.

What types of time are they charging to the task?

This type of detailed information can be gathered in TimeWizard and shared with appropri-
ate departments company-wide. For example, Payroll may be interested in different types of
Paycodes charged and Human Resources may be interested in non-project hours (e.g., holi-
day, sick leave, maternity leave) charged. The answer to this question lies in two areas:

* The TimeWizard Custom Fields and Code Values areas (see Section 2: Customizing
TimeWizard) enable you to customize TimeWizard to gather the specific informa-
tion that is important to your company.

¢ The TimeWizard timesheet detail code area (see the TimeWizard Timesheet User’s
Guide) is where the employees can stipulate such details as what type of time (i.e.,
regular time or overtime) they charged to the task.
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When did they work?

The answer to this question lies in three areas:

* The TimeWizard Approval Period area (see Section 3: Defining the Approval Pro-
cess) defines when the employees can work.

* TimeWizard Business Rules (see Section 6: Applying Your Business Rules) enable
you  to set up user preferences that define the duration of each employee’s workday
and work week.

¢ The TimeWizard timesheet (see the 77meWizard Timesheet User’s Guide) is where the
employees stipulate when (i.e., on what specific day) they did work.

Where are they working?

This type of detailed information may only be important because different work locations
(e.g., at headquarters or off-site) get billed differently. The answer to this question lies in two
areas:

* The TimeWizard Detail Code Value area (see Section 2: Customizing TimeWizard)
can define such details as where the employees can work.
¢ The TimeWizard timesheet detail code area (see the TimeWizard Timesheet User’s
Guide) is where the employees can stipulate such details as where (i.e., ac what loca-
tion) they did work.
Why are they working?
Only the employee can answer this question. And even if the response is “Because you told me
to,” that answer can be sent in the form of a TimeWizard note. Transaction notes, for ex-
ample, are attached to specific actions on the timesheet.

How long did they work on the job?

The answer to this question lies in the TimeWizard timesheet, where the employees stipulate
exactly how long they worked on a job on a certain day.

TimeWizard is not ready to answer these questions right out of the box. You have to set
parameters, get more specific on the questions you want answered, and nurture the product
along the way—sounds a lot like raising children! But it will help you to keep everything in
perspective to remember that, at its basic level, TimeWizard is designed to answer those six
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simple questions.

But What Does the Employee Get Out of It?

It may be easy for you to see the advantages of using TimeWizard but quite another for your
company’s employees to recognize the benefits to them. To that end, we recommend that you
review the TimeWizard Timesheet User’s Guide and the TimeWizard Timesheet Manager’s Guide
so that you have a complete perspective of how your company’s employees will use the appli-
cation.

In the day-to-day management of your company, department owners and project managers
break down your company’s projects into a number of activities, which are then assigned to
the employees (depending on their skills and areas of expertise). However, planning a project
and assigning employees to do the work is only part of the process. To be effective, managers
need to know how much time is being spent on various activities assigned to each employee.
Once the activities are in progress, managers also need to know how much more time is
required for completion of these tasks. This is where TimeWizard becomes an invaluable tool.

Using TimeWizard, employees see the activities to which they are assigned on their timesheets
when they login. These assignments can be pulled directly from an external project manage-
ment system, eliminating the need for redundant data entry. The employees then enter the
time they have spent working on the individual assignments, noting the number of hours
planned for each assignment and the number of hours spent to date. Employees— who know
best the effort and time required to complete the work—then can adjust the estimate to
complete (hours remaining to complete the assignment). This data can then be updated to a
project management system so that the project manager is fully informed.

Let’s Review the Value of this Process:

*  Managers see the true current status of their projects and can consult with the em-
ployees working on the activities to intervene when necessary to add additional re-
sources, modify the schedule, make adjustments to the scope, or take whatever ac-
tion is deemed appropriate.

* Employees working on the projects benefit directly, because there are no surprises
when the completion date arrives and the work is not complete. The communica-
tion with management has been ongoing and accomplished with very little effort on
the employee’s part.

* Managers are armed with the data needed to justify any corrective actions to man-

17
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agement levels above.

* Employees are no longer expected to complete 60 hours of effort in 40 hours of
time! Managers can use the historical knowledge gathered by TimeWizard for future
planning. By collecting accurate data from the source (the employees working on the
activities), managers can make more accurate estimates in future project plans.

* Over-commitment of resources is reduced. Using the knowledge gathered by
TimeWizard, managers can see the impact of new assignments on resources. This
enables managers to reassign the work to available resources or shift the work to
more appropriate time frames  before commitments are made.

In short, TimeWizard provides the information and means of communication necessary to
keep your managers and employees in synch and to make your company stronger, more
effective, and more competitive.

Objectives

Navigate the TimeWizard Administrator’s Guide
Execute the TimeWizard Administrator

Log on to the TimeWizard Administrator
Change your password

Access the About dialog box

Send e-mail from TimeWizard

Use On-line Help

Set up printing specifications

W o NN R

Exit the TimeWizard Administrator
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Objective 1. Navigate the TimeWizard Administrator’s Guide

Can you draw me a map?

At the beginning of this Introduction, we discussed what TimeWizard is designed to do. Now,
let’s see how this manual is designed to walk you through the steps of setting up the system.
Each section in the manual is comprised of chapters that guide you through specific objec-
tives. As you complete each section, you will be prepared to proceed to the next section, which
in turn has its own chapters and objectives. In addition, this manual often presents special
notes or tips to help you understand key points. Table 1.1 explains each icon used in this
manual. As you start your journey of setting up TimeWizard for your company, we suggest
that you stay on the path that this manual lays out for you.

Table I1.1: TimeWizard Guide Icons

TimeWizard Guide Icons Explanation

The Notes call attention to information that is especially important. Often, the
instructions in the notes affect the functionality of TimeWizard.

The Tips offer additional information about a topic and often include shortcuts or
suggestions.

The Detours suggest that you review another section or chapter in the manual

before continuing,

% This guide presumes that your mouse is programmed for right-handed use.

Section 1: Implementing TimeWizard

Put the TimeWizard CD in your computer’s CD drive and get started. TimeWizard utilizes
InstallShield’s Install Wizard, which helps guide you through each step of installation. This
section also helps you set up the TimeWizard database, which is necessary for you to use the
system.
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Section 2: Customizing TimeWizard

Tell TimeWizard what categories of data you want to capture. You will define these categories
for three areas: Activities, Detail Codes, and Employees. For example, Activity categories may
include “Project,” “Subproject,” “Job Number,” and “Description.” Detail Code categories
may include “Shift,” “Billing Number,” and “Cost Type.” Employee categories may include
“Department Code,” “Employee Code,” and “Salary Code.”

Then, assign attributes, or values, to each category. For example, a Detail Code category called
“Shift” may have attributes called “Morning,” or “Evening,” and “Graveyard.” An Employee
category called “Employee Code” may have attributes called “Full-time,” “Part-time,” and
“Contract.” An Activity category called “Projects” may have attributes called “TW3,”
“T'Wilnstall,” and “WebSite.”

Section 3: Define the Approval Process
Decide which is a higher priority for your company:

* Tracking employees” hours to help monitor departmental objectives

* Tracking collective hours charged to specific activities to help manage projects

Your answer will drive how your company approves (that is, validates) the data that TimeWizard
gathers.

Then, decide how often your company needs to lock timesheet data, and define the approval
periods to match. The frequency with which you establish approval periods may depend on
the payroll distribution cycle or how up-to-date you require the actuals to be in your project
management system.

Section 4: Managing Resources

Compile a group of employees who are allowed to use TimeWizard. Each employee will be
characterized by certain attributes. For example, does the employee work full-time? What is
the employee’s salary level? And in what department does the employee work?

Section 5: Managing Projects

Give the employees something to do—that is, create activities in the system. To create activi-
ties, we use attributes from each Activity category to make unique activities. For example,
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using the categories “Resource,” “Project,” “Subproject,” “Job Number,” and “Description”
we could create the activity: ProDev, TW3, Documentation, 154, Writing specs for TimeWizard
DataBridge.

Then, put each employee to work on the right activity by making assignments. (In TimeWizard,
employees use the timesheet to charge time on their own assignments to activities.)

Section 6: Defining Business Rules

Give some users special permissions. Place restrictions on other users. In this section, you learn
how to set up TimeWizard to reflect your own company’s business rules. These include the
following:

* Preferences that define “standard” workdays for your employees

* DPermissions that stipulate who can go where in the TimeWizard system

*  Access lists that control which employees can work on certain activities

* Detail code rules that control what types of time certain employees can charge to
certain activities

* Activity pools that stipulate which project managers have approval authority over
which activities

* Standard notes that ensure that communication throughout the system is coherent
and consistent

* Report category access lists that control which employees can produce which busi-
ness reports

Section 7: Sharing TimeWizard Data with Other Systems

Stop entering the same data more than once. Get your company’s departments to start sharing
data so that the whole company can benefit. TimeWizard’s Interface Controller enables you to
use your application of choice for all of your business efforts. For example, you may prefer to
manage your projects and activities in Microsoft Project 98 and your Human Resources ef-
forts in PeopleSoft. Interfaces with these systems enable you to populate TimeWizard with the
appropriate project and personnel records. Once the data is approved or updated, TimeWizard
can update your external system, making manual updates unnecessary.

21
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Objective 2: Execute the TimeWizard Administrator

Once you have successfully installed TimeWizard and set up the TimeWizard database, you
can execute the application and log on.

Executing TimeWizard

3 ; . RETY - A
To execute TimeWizard, follow these steps: ﬂ newdizard Admin
1. Double-click on the “TimeWizard Administrator’ icon ﬁ in the TimeWizard %{ Tirmewizard Timesheets

group window. . . .
E"‘ Uninztall Tirmetizard 3.0

2. Windows 95 users, position your cursor over the TimeWizard menu item on the
Start button menu and then click on TimeWizard.

Figure 1.1

Objective 3: Log on to TimeWizard Administrator
Your default login ID is “TWADMIN” and default password is “bendar.”

Be sure that you do not have the Caps Lock on.

Logging On to TimeWizard

To |Og on, follow these StepS: 5 TimeWizard Administiator

1. Select your login ID from the the drop-down menu. Scroll
through the list to locate and select your ID. You also can
begin typing your logon ID in the Login ID text box; as you
type, TimeWizard searches ahead for a match.

2. When your login name appears in the text box, press tab
or click on the Password text box

3. Enter your password in the text box. . . . ”
Integrated Time Accomnting Business Solutions

4. Click “OK™ or press <Enter> on your keyboard to open
the application. Login 1D; [TWADMIN =

Password I “““ |

Connected to Database "acstest30"

Figure 1.2
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Objective 4. Change Your Password

System access and security is critical in any shared environment, because it prevents unautho-
rized access to user data, which in most cases contains important personal information. The
use of a password feature enables a system to provide for controlled-access security for user
data.

Passwords should be simple to remember by the user but difficult for others to determine. We
recommend you change your password immediately to prevent unauthorized access to the
TimeWizard functions. Once the default password for the login ID “TWADMIN” has been
changed, you cannot use this login ID to enter the Administrator application and change the
password if you forget the new password. Designating multiple employees as Administrators
(Employees > Employee Detail window) with Advanced Permissions (Permissions > Permis-
sions Profile) is encouraged. Such an Administrator can change another employee’s password
and grant permissions, but cannot change the password for the login ID “T'WADMIN.”

Because of encryption limitations, do not use uppercase for your password. In addition, do

% not begin or end your password with the letter “a.”

ﬂ Change Pazsword Bothmer, Mark A

Enter Old Pagswiord: I“““ (1] 8

Cancel

Enter Hew Password:

Canfirn Mew Paszword: I’“*““

Figure 1.3
To change your password, follow these steps:
1. From the File menu, select Change Password to open the letters, numbers or special characters. Remember not to
““Change Password” dialog box. use uppercase and not to begin or end with “a.”

2. Enter your current password in the “Enter Old Password” box. 4. Enter the new password in the “Confirm New Password

3. Enter a new password in the “Enter New Password’” box. box to confim it.

Passwords for TimeWizard Administrator must be exactly six 5. Click on “OK” to return to the TimeWizard main
characters long. You may use any combination of lowercase window.
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Objective 5. Access the About dialog box

The “About TimeWizard” dialog box gives you a quick glimpse of your TimeWizard contract
information. Use it as a reference to view information including the name of the license
owner, the number of licenses in your contract, your customer 1D, and your product serial
number.

Accessing the About dialog box

To access the About dialog box, follow either of
these StepS: This product is licensed to:
9 . . AC Software. Inc. - caltel01

1. Select Help > About TimeWizard from the main TimeWizard coite 1otes

menu. ACS Prgject Link:  Project Server

{410y 224-0841 # Licenzes: 0300

2. Click the About icon on the TimeWizard Administra- T

tor toolbar. e

Figure 1.4

Objective 6: Send e-mail from TimeWizard

You can send e-mail directly from TimeWizard Administrator if you have a MAPI 1.0 com-
pliant mail system, such as Microsoft Mail or Microsoft Exchange. For assistance with setting
up a new e-mail profile, see your network administrator for instructions specific to your e-
mail application.

Sending e-mail from TimeWizard

To access the send e-mail from TimeWizard,
follow this step:

1.

Choosze Profile

Click the send mail icon@ on the TimeWizard
toolbar or select File > Send Mail from the main
menu to open an e-mail system dialog box, such as
the Choose Profile dialog box associated with
Microsoft Outlook (Figure 1.5).

Frofile Hame: |AI:S x| Mew.

Select your e-mail system or set up a new mail Cancel | Help | Optionz >> |

profile.

: : Figure 1.5
In the example dialog box, click “OK* to open your

e-mail system. (Your dialog box may differ but will
function similarly.)




Introduction = Understanding the Basics

Objective 7: Use On-line Help

TimeWizard is equipped with extensive on-line help files that, like this manual, guide you
through the TimeWizard system.

You can approach the on-line help files in either of two ways:

1. To start with the content page and work your way through in a forward progression,
select the Contents tab from the TimeWizard Help main screen.

2. To search for specific information, select the TimeWizard Help Index tab. Then
select a specific entry and click the “Display” command button.

The help screen often contains more information than is displayed in the window. You can
scroll the help screen by using the scroll bars, or you can use your keyboard in the following
manner:

* To scroll down by one line, use the “down arrow” key.

* To scroll up by one line, use the “up arrow” key.

* To scroll the help topic down by one screen or “page,” use the “page down” key.
* To scroll the help topic up by one screen or “page,” use the “page up” key.

* To scroll to the end of the topic, press the <Ctrl> and <End> keys.

e To scroll to the beginning of the topic, press the <Ctrl> and <Home> keys.

TimeWizard does not support mouse scroll wheels.

Clicking on the green text with a solid underline will link you to another topic. Clicking on
the green text with a dotted underline will open a temporary pop-up window. You can close
the pop-up window by clicking once more with the mouse.

Help topics can be viewed one at a time from within the Help window by choosing the Next
and Previous commands on the Help menu. These commands display the next or previous
help topic as listed in the topic list so you can skim through a number of help topics before
closing the window.

At the bottom of most help topics, a small list of related topics appears. You can open and read
any of these topics by double-clicking on the topic name. This allows you to jump between
related topics quickly.
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Using the online help

To use the online help, follow this step: Help Topics: 2]

Content:
1. Click on the Help icon ﬂ on the TimeWizard toolbar or = [T [ 1

select Help > Help Index from the main menu to open the Click a book. and then click Open. Or click anather tab, such as Index:
Help window. @ Installing TimeWizard
2. From the Help Contents or Index selections, simply click on @ Setting Up the Database
. ) X A ) 0 Running TimeWizard
the topics of choice to find the information you need. @ Defining Custom Ficlds

@ Assigning Code Values

3. To close Help, press the <Esc> key on your keyboard or @ Eniosing Approvl Periods

select Close from the Help menu. When you close Help, you @ Working With Employees
return to your last location in TimeWizard before you @ Setting Up Activities and Assignments
@ Defining Business Rules
0 Controlling the Intetfaces
Q Producing TimeWizard Feports
g i
0 Maintaining the Database

opened the Help window.

Open I Frint... | Cancel |

Figure 1.6
L___________________________________________________________________________________________________|

Objective 8: Set up printing specifications

TimeWizard uses your default printer for printing your timesheet. Click “Printer Setup” to
select a different printer, or change the printer settings for the printer on which you want to
print the timesheet report.
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Setting up printing specifications
To set up printing specifications, follow these steps:

1.

Select “Printer™ (File > Printer) to open the Printer Setup
dialog box.

2. Select the appropriate printer from the printer menu.

Click “Setup” to specify printer setup preferences. Follow
the setup instruction supplied by your printer vendor.

Click ““OK™ to save printer settings and exit the dialog
box.

Printer: ok,

HE [ 52

HF Desklet 870Cze on W—‘«ES_DEVEQ\[A
Tl microLaser PowerPro/12 2015 on W
Hilaak, Print Capture on LPT1:
Scites PS Bridge on LPT1:

Cancel |

enet 4 Flus on b bspninkserer

j Setup... |

Figure 1.7

Objective 9: Exit the TimeWizard Administrator

When you have completed your work in TimeWizard Administrator you may exit the appli-

cation.

Exiting TimeWizard Administrator

To exit the TimeWizard Administrator, follow these steps:

1. Click on the Exit icon ﬂ on the TimeWizard Administrator toolbar or choose Exit from the File menu

(File > Exit).

2. TimeWizard displays the Exit dialog box. Click OK to exit the program.

27
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Summary

In this Introduction, we introduced you to the benefits of time accounting and discussed the
steps outlined by each section of this manual. In addition, you learned the basics of the
TimeWizard system, such as how to log in and exit the TimeWizard Administrator, customize
your password, use the on-line help feature, and send information via your company’s e-mail.




SECTI ON O N E

Implementing TimeWizard

n this section, you learn to install the TimeWizard Network, Administrator, and

Timesheet files onto your appropriate machines. TimeWizard provides a simple
database setup that is performed only once during the initial setup of your TimeWizard
system.

In addition, TimeWizard enables you to maintain the database effectively by remov-
ing old or unused data. Once several periods have been closed and you no longer need
to make historical corrections to that data, you can archive those periods, i.e., copy
the old data and remove it from the TimeWizard database. If you have any unneeded
activity and employee records in TimeWizard database, you can purge—completely
remove—that data.

Introduction to TimeWizard Installation

Chapter 1: Installing TimeWizard
Chapter 2: Working With the TimeWizard Database

TIITICW nizard






Introduction to TimeWizard
Installation

In this Introduction, you are introduced to the basic concepts that concern the installation of
TimeWizard. enterprise and the TimeWizard Network, Administrator, and Timesheet files onto
your appropriate servers and client-level machines. In addition, we discuss items—such as the
software license agreement and technical support—that you should consider before perform-
ing an installation.

Objectives

1. Understand the TimeWizard Application Environment
2. Prepare to Install TimeWizard
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Objective 1. Understand the TimeWizard Application Environment

The TimeWizard client/server installation consists of three sections:
1. Network

* TimeWizard Interface Application Server (IAS) and log files
* Reports

* Database setup

* TimeWizard Registration

2. Administrator
3. Timesheet

The TimeWizard Network install resides on your application/file server, visible to all client
machines. The Administrator and Timesheet installs reside on appropriate client machines.

If you are installing TimeWizard from an installation CD, you must copy the Timwiz.ini file
from the application server to all client machines.

If you are performing the setup from a network to a client machine, the Timwiz.ini file is
copied automatically.




Section One e Introduction to TimeWizard Installation

==| Web Server installation
includes the following
TimeWizard.enterprise files:
Help files
Graphics and images
NetDynamics files

Application Server

Network Installation

of TimeWizard.enterprise

includes the following:
NetDynamics Application
TimeWizard.enterprise Application

| 4
NN ’ TimesWizard.enterprise
%‘3/ Client

(Netscape or Internet Explorer)

|
5\\/ TimesWizard.enterprise

%j/ Client

(Netscape or Internet Explorer)

Catabace . " Timesheet

= atabase Server Client
(TimeWizard Database E\}'\\\’ (Application files,
g and Oracle or MS SQU) %/ Timwiz.in file,

and Oracle
or MSS SQL client)

2

Timesheet
Client
(Application files,
Timwiz.ini file,
and Oracle

or MSS SQL client)

TimeWizard
Network installation Administrator
of TimeWizard Client-Server Client
includes the following: (Application files
IAS and Log files Timwiz.ini file '
Interface Applications and Oracle '

Database Setup files
Registration files
(Timwiz.ini file)

or MSS SQL client)

TimesWizard.enterprise
Client
(Netscape or Internet Explorer)

Figure 1.1

Running the Interfaces from an Application Server

Import and export processes tend to consume substantial computer resources. In the interest
of efficiency, security, and convenience, the TimeWizard data interfaces must be run on an
application server, with the execution initiated and controlled from a TimeWizard Adminis-

trator client workstation.

The Administrator application does not have to be running for the scheduler/interfaces to run.

Figure I.1 illustrates the TimeWizard Application Environment, which outlines the relation-
ship between the TimeWizard administror/client machines, the TimeWizard.enterprise web
server, the TimeWizard database, and the application server.
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Setting up the TimeWizard Server Application

The server application is stored and executed on an application server. The server application
also is required to be in run mode at all times. The traffic signal displayed on the application
server’s main window indicates whether the service status is active or inactive. The green light
indicates it is active; the red light indicated it is inactive. In addition you can start or stop the
service manually, if necessary.

You are required to assign a port number for the application/service in the SERVICES file on
the application server. The TimeWizard server application requires a unique port number on
the server machine.

For example, you could assign a port number as follows in the

WWINNT\SYSTEM32\SERVICES file:

tw_serv 10014/tcp tw_serv
tw_serv 10014/udp

The InterfaceApp.ini file keeps Interface applications information such as Status, Start time,
and Stop time. The file gets created every time when TimeWizard server starts. It has three
sections:

* Interface Application, which keeps status information for Interface applications
based on the control ID, which can be viewed in the Interface Controller.

*  Start Time, which keeps date and time stamp when an application has started
based on the control ID.

e Stop Time, which keeps date and time stamp when an application has stopped
execution based on the control ID.

Setting up the TimeWizard Administrator Application

In the TimeWizard Administrator system Hosts file, you are required to declare the TCP/IP

address of the application server where the TimeWizard server application resides.

In addition, you must also identify the HostNName and Port number under the [Application
Server] heading in the TimWiz.ini file:

HostName = Dev005
Port = 10014
IP Address = DEV0005
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Objective 2: Prepare to Install TimeWizard

Before you install TimeWizard, consider the following:
You will need the following to install TimeWizard successtully:

e The drive letter of the CD-ROM drive where you will insert the TimeWizard
installation CD-ROM

*  The drive letter of the hard drive (your application/file server) where you want
TimeWizard installed

¢ The TimeWizard CD-ROM and this manual

Read the Software License Agreement

Be sure to read the license agreement before you install TimeWizard. This document informs
you of your rights as a purchaser of the product as well as the limitations and responsibilities to
which you agree by using TimeWizard.

E-mail System Requirements

If you have a MAPI 1.0-compliant e-mail system, users will be able to send e-mail messages
from TimeWizard Administrator and from the client/server TimeWizard timesheet. In addi-
tion, you can choose to have e-mail messages sent automatically to client/server timesheet
users upon approval or rejection of their timesheets by managers.

If you have an SMTP mail server, users will be able to send e-mail messages from
TimeWizard.enterprise. In addition, you can choose to have e-mail messages sent automati-
cally to TimeWizard.enterprise users upon approval or rejection of their timesheets by manag-
ers.

The TimeWizard Exception Processor can send e-mail messages to specified individuals re-
garding exceptions, such as missing approvals or rejected timesheets. For information on sys-
tem setup procedures for the Exception Processor, see the TimeWizard Implementation Guide.
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Technical Support

LaborLogix, Inc. provides free technical support for 30 days following TimeWizard installa-
tion. After that time, you may purchase a technical support contract.

For technical assistance with TimeWizard, contact a technical representative at LaborLogix,
Inc.:

Phone:  1-(888) 463-9973
Fax: (301) 718-5141
Email: Support@LaborLogix.com

When you contact us, please have the following ready for the technical support staff:

*  Your company name
*  Your company’s telephone and fax numbers
*  Your TimeWizard serial number

* Information about your computer configuration—such as your database
management system.




C HAPTER

Installing TimeWizard

The TimeWizard installation process utilizes the InstallShield wizard, which displays dialog
boxes to help guide you through each installation step. Objective 1 of this chapter covers
installation dialog boxes 1-4. After you complete installation dialog boxes 1-4 and accept the
TimeWizard Software License Agreement, you may proceed to Objectives 2, 3, or 4 to select
and install specific TimeWizard files to your system.

Objectives

Start the TimeWizard Installation

Complete the TimeWizard.enterprise Installation

Configure the browser settings for TimeWizard.enterprise

Complete the TimeWizard Administrator Server/TimeWizard IAS Installation
Complete the TimeWizard Timesheet Client Installation

hAEE IR
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Objective 1. Start the TimeWizard Installation

The first steps in installing TimeWizard include the license agreement, database selection, and
user registration. These dialog boxes are identical for each product installation.

Starting the TimeWizard Installation

Timetwfizard Setup iz preparing the InstallShield(R]
wiizard which will guide pou through the rest of the
= zetup proceszs. Pleaze wait.

99 %

Figure 1.1
To start the TimeWizard Installation, follow these steps:

1. Insert the TimeWizard CD-ROM into the CD-ROM drive. 3. Or click the Start button and then select “Run’” from

2. Open Windows Explorer to view the contents of the the Start button menu.

TimeWizard Install CD. Then in the Run dialog box, type the drive specifica-

Then in the TimeWizard CD contents display (in Windows tion followed by the file name *“Setup™ (or click on

Explorer) double-click on the TimeWizard Setup icon % the Brpwse command button to locate the setup file)

to open the TimeWizard Install Welcome dialog box and and click OK.

begin the installation process. 4. TimeWizard launches the InstallShield Wizard, which
guides you through the rest of the installation process.

% There are instances during the installation process when TimeWizard may display a dialog
box that prompts you to take a certain action before proceeding,
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Example 1:

Example 2:

Example 3:

If you have an earlier version of the application installed, TimeWizard displays a message
suggesting that you abort the current installation until you have uninstalled the earlier version.
(See Figure 1.2.)

Question 1]

Setup has detected ah existing installation of this version of Timeizard.
It iz recommended that you uninstall this version before continuing.,

whould you like to abort thig installation?

Figure 1.2
Before installing TimeWizard.enterprise, you first should install the NetDynamics Application
Server. If TimeWizard cannot detect the NetDynamics Application Server, it displays a mes-
sage suggesting that you exit the TimeWizard installation and install NetDynamics before
proceeding. (See Figure 1.3.)

Question ]

Time\wizard 3.5 requires NetDynamics Application Server ta be installed befare continuing.
Itis highly recommended that you exit this setup and install MetDynamics Application Server

‘Would vou like ta exit zetup?

o |

Figure 1.3
To install TimeWizard Administrator, you must be operating on Windows N'T. If TimeWizard

cannot detect the Windows NT operating system, it displays a message suggesting that you
exit the TimeWizard installation and install on a Windows NT system. (See Figure 1.4.)

Question |14
@ This TimeWizard configuration requires Windows NT. It is highly recommended that you
it
and re-run getup on a Windows NT spstem.

‘would pou like to exit setup?

Figure 1.4
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Installation Dialog Box 1: Welcome

1. This dialog box explains that the installation
process will copy TimeWizard files to your ™ Welcome to the Time'Wizard Setup program. This
Computer It recommends that you exit all = program will install TimeWizard on your computer.
Windows programs before proceeding.

Itis strongly recommended that you exit all Windows programs
hefore running this Setup program

2. Click Next to continue or Cancel to exit the
installation.

Click Cancel to quit Setup and then close any programs you have
running. Click Nextto continue with the Setup program

WARNING: This program is protected by copyright law and
international treaties.

Unauthorized reproduction or distribution of this program, or any portion
of it, may result in sesere civil and criminal penalties, and will be
prosecuted to the maximum extent possible under law.

TIMEWIZA RD

Next > Cancel

Figure 1.5

Installation Dialog Box 2: Database Selection

Database Selection x|

1. This dialog box enables you to select which
database files are Copied to your SyStem' The Please select the database you would like to use:
choices are Oracle, Microsoft SQL. Your selection

depends on which database you use currently. E

* Oracle

2. Click Back to return to the previous dialog box or el
Next to continue or Cancel to exit the installation. N

2
M
2
}_

< Back I MNext > | Cancel

Figure 1.6
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Installation Dialog Box 3: User Information

1. Enter your name and company as you would like
for those entries to appear in the TimeWizard
registration. By default, TimeWizard populates
the data fields based on settings from the host
machine system registry.

2. Enter the Activation Key in the data field. The
activation key is supplied with the software.

@ If necessary, call TimeWizard Technical
27 Support for assistance with your activation
key.

&
=

3. Click Back to return to the previous dialog box or
Next to continue or Cancel to exit the installation.

User Information

TIMEWIZARD

x|

Please enteryour name, the name of the company for whom you work
and the product serial number.

MName |System Administrator

Campany: |Labanngix

Actiation Key: ||

<Back [iExt> Cancel

Figure 1.7
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Section One = Implementing TimeWizard

Objective 2. Complete the TimeWizard.enterprise Installation

After you complete installation dialog boxes 1-4 and accept the TimeWizard Software License
Agreement, you may begin to select and install specific TimeWizard.enterprise files to your
system.

% The files available for download depend on the TimeWizard activation key you entered in
dialog box 3.

Installation Dialog Box 5: Language Selection

1. This dialog box enables you to select one or Language Selection x|
more language files to copy to your system.
TimeWizard.enterprise currently is available in
English, French, and German.

Please selectthe localization files to include with the install

. X . & English
2. Click Back to return to the previous dialog box S
. . renct
or Next to continue or Cancel to exit the
 German

installation.

TIMEWIZARD

.enterprise

< Back I Mext > I Cancel

Figure 1.9
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Installation Dialog Box 6: Select Components

1. This dialog box enables you to select the SelectcalEaEEE - &l
Components you want to install and to clear Selectthe components wou want to install, clear the components you
the components you do not want to install. cooteanb 0zl

Companents

For each component selected,
TimeWizard displays a file description.
In addition TimeWizard displays a

BA1EIK
| TimeWizard Administrator 98576 K

imetWizard IAS

. tally of ired fi I E’ v TimeWizard TimeSheet 28116 Ki
running tally or space required for al 3 i S 080K
selected components as well as the u, -
space available on your C: drive. w s rERsEiEiER

2 & This componentincludes the Change
2. Click Back to return to the previous dialog box - NI R B i R s

e tis recommended that Netdynamics be
or Next to continue or Cancel to exit the '_ © installad befors installing this carmpanent

installation. Space Required 256364 K

Space Available: 4190860 K

< Back I Next> l Cancel
Figure 1.10

Installation Dialog Box 7: Destination Location

1. This dialog box enables you to select a destina- Choose DestnaUGIECIEE i xl
tion folder in which all of the selected compo- Setup will install Time\Wizard in the following folder,
nents will be installed. The default destination is
the C: drive of the host computer. Click the
Browse command button specify a new
destination.

Toinstallto this folder, click Next.
Toinstall o a different folder, click Browse and select another folder.

*You can choose notta install TimeWizard by clicking Cancel to exit
Setup.

2. Click Back to return to the previous dialog box or
Next to continue or Cancel to exit the installation.

TIMEWIZARD

.enterprise

i~ Destination Falder

C:\Program Files\LabotLogix! TimeWizard Brawse... ‘
< Back 'Tl Cancel l

Figure 1.11
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Installation Dialog Box 8: Destination Location (NetDynamics)

1. This dialog box enables you to select a Choose Destination Location x|
destination folder in which all of the
NetDynamics-based Project files will be installed
and a destination folder in which all of the Help
files will be installed. The default destination of
each is the C: drive of the host computer. Click
the Browse command button to specify a new
destination.

Selectthe ditectory to store the NetDynarmics-based Project path:

i~ Destination Falder

CANetDynamics\Netdynamics50\Projects Browse... ‘

2. Click Back to return to the previous dialog box,
or Next to continue, or Cancel to exit the
installation.

Selectthe directory to store the WebServer files:

~Destination Folder

CAlnetpubhwwwrootiNetDynamicsProjects Browse: ‘

TIMEWIZARD

.enterprise

<Back I MNext> | Cancel |

Figure 1.12

Installation Dialog Box 9: Select Program Folder

1. This dialog box enables you to name the Program | EiiEadibleGulR =8 K
folder in which all of the TimeWizard timesheet Setup will add program icons ta the Program Folder listed below. You
program icons will be installed. The default name may type a new folder name. or select one from the existing Folders

L " list. Click Next to continue
of the Program folder is TimeWizard 3.0.

2. Click Back to return to the previous dialog box, or
Next to continue, or Cancel to exit the installa-
tion.

Program Folders:

Exisfing Folders:

A ories
Adaptec DirectCD
Adaptec Easy CO Creator 4
Administrative Toals
Adobe

Adohe Acrobat 4.0

AOL Instant Messenger
D-Link ‘Wireless LAN
ForeHelp Premier 2001

HP Intemet Printer Connection =l

< Back I IMext > I Cancel I

Figure 1.13

TIMEWIZARD

.enterprise
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Installation Dialog Box 10: Application Server Address

1. Enter the IP address of the application server in Application Server Address x|
the data field. Flease specify the application server IP address and host name:

2. Enter the Host name of the application server in SERGE s RE T et
the data field.

3. Click Back to return to the previous dialog box
or Next to continue or Cancel to exit the
installation.

[z07.001

Hastname: ||Dca\hnsd

TIMEWIZARD

.enterprise

<Back I MNext> | Cancel

Figure 1.14

Installation Dialog Box 11: Start Copying Files

1. This dialog box summarizes your installation Start Copying Files K
settings and giVES you a final opportunity to alter Setup has encugh information ta start copying the program files. If
any selections you want to review or change any seftings, click Back. If you are

safisfied with the seftings, click Nextto begin copying files.
2. Click Back to return to the previous dialog box or
Next to continue or Cancel to exit the installation.

Note: Clicking Next begins the TimeWizard
installation.

Current Settings:

Install Type: A
Enterptize

Destination directary:

. . C:iProgram FilesiLaborLogix TimeWizard

3. Click Finish to complete Setup. I
tart Menu folder.
TirneMyizard

MetDynamics Project Path
C:ANetDynamics\Netdynamicsb0\Projects

4 _I_J
<Back I MNexd > | Cancel l

Figure 1.15

TIMEWIZARD

.enterprise
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Objective 3. Configure the browser settings for TimeWizard.enterprise

There are specific browser settings required for TimeWizard.enterprise that you can set in
NetDynamics from the command center. All kinds of browser errors can occur in
TimeWizard.enterprise without these set.

Configuring the browser settings

[ NetDynamics Command Center

To configure the browser settings, Ho  dcton Uies tip

olse (@ 5uEe wsg

follow these steps: —
i@ DevelopmentConfiguration W‘/‘N—MWE’W‘“ Servets |

A QSQWE o Browser |_Frames _[Dynarmic Fra.| Java Seript | Java | Instailation
. Security Manager | <Unknown> ] [n] [m}
1. Open the NetDynamics Command Center. @ s Lot o1 O ! O ukrixene
@ Global Session Senvice AL ¥ 2] M JDK1ix_[CABFlles
2. Click on the Connection Processor Service @ Comestan rocessorseics | (e 5 c v 1 |doK1ix oAb Fiks
@ EJB Service MSIE 4 vl vl v DK 1.1.x CABFiles
1 1 MSIE § Iz | 5} JDK11x  |CABFiles
from the hierarchy in the left frame of the Quscome e |l c £ B oKt _Jossr
. Mozillar3 v v vl WJDK 1.0
NetDynamics Command Center sreen Q@ htaataSenice gl i B I DKiix  smarUpdal
. ‘@ Appletviewer Debugger Servicd || Mozillals v %) i) DK 1.1 Smart Update |
‘@ Debugger Service HotJavail Izl I vl DK 1.1 None

3. Click on the Browsers tab.

Make sure the Frames Support, Dynamic A somove || movewn || v pown
Frames Support, and Java Script Enabled
check boxes are checked for MSIE4 and
Mozilla/4.

5. Save the changes.

6. Select Action > Restart from the main menu q B
to restart the CP Service. Figure 1.16

7. Select Utilities > Clear Cache to clear cache.

% These are not default settings.

Objective 4. Complete the TimeWizard Administrator/TimeWizard IAS Installation

After you complete installation dialog boxes, you may begin to select and install any combina-
tion of specific TimeWizard files to your server.

The files available for download depend on the TimeWizard activation key you entered in

% dialog box 3.

Stop! It is not time to run TimeWizard. You must first do the following;
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Installation Dialog Box 5: Language Selection

1. This dialog box enables you to select one or
more language files to copy to your system.
TimeWizard client-server currently is available
in English only.

2. Click Back to return to the previous dialog box
or Next to continue or Cancel to exit the
installation.

Language Selection x|
Please selectthe localization files to include with the install
" French
—  German
3.
«
10 s
[=§
e
2
—
1~
=
< Back | Next > l Cancel
Figure 1.17

Installation Dialog Box 6: Select Components

1. This dialog box enables you to select the
components you want to install and to clear
the components you do not want to install.

For each component selected,
TimeWizard displays a file description.
In addition TimeWizard displays a
running tally of space required for all
selected components as well as the
space available on your C: drive.

2. Click Back to return to the previous dialog box
or Next to continue or Cancel to exit the
installation.

Select Components x|
Selectthe components you want to install, clear the companents you
oo notwant to install.
D Components
v Timahizard 145 54192 K‘j
N v TimeWizard Administrator 98576 K
— v Timewizard TimeShest 28116 Ki
; ’ ¥ Peporls BORO K|
@ -]
u i —Description
2 S T_h\s component includeslh_e ) Change
— TimeWizard Enterprise Project and Help Files
= ltis recommended that Netdynamics be
I_ @ installed before installing this component
Space Reguired: 256364 K
Space Available 4190980 K
<Back I Mext> I Cancel
Figure 1.18

4’7
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Installation Dialog Box 7: Destination Location

1. This dialog box enables you to select a destina- Shoose DeetlUCIERAE E1
tion folder in which all of the selected compo-
nents will be installed. The default destination is
the C: drive of the host computer. Click the
Browse command button specify a new
destination.

Setup will install Time\wizard in the following falder,
Toinstallto this folder, click MNext.
Toinstallto a different folder, click Brawse and select another folder.

“You can choose notta install TimeWizard by clicking Cancel to exit
Setup

2. Click Back to return to the previous dialog box or
Next to continue or Cancel to exit the installation.

TIMEWIZARD

.enterprise

i~ Destination Folder

‘ C:\Pragram Files'LaborLogid Timeyizard Browse... ‘
<Back m Cancel |

Figure 1.19

Installation Dialog Box 8: Select Program Folder

1. This dialog box enables you to name the Select Program Folder x|
P.rogram folder in \N_hICh all Of the TimeWizard Setup will add program icons to the Program Folder listed below. You
timesheet program icons will be installed. The may type a newfolder name, or selectone from the existing Folders

g list. Click MNextto continue
default name of the Program folder is
TimeWizard 3.0.

Click Back to return to the previous dialog box
or Next to continue or Cancel to exit the
installation.

Frogram Folders:

Existing Folders

AL E5:
Adaptec DirectCD
Adaptec Easy CD Creator 4
Addministrative Tools
Adohe

Adohe Acrobat4.0

AOL Instant Messenger
D-Link ‘Wireless LAN
ForeHelp Premier 2001

HP Intemet Printer Connection |

< Back I MNext > I Cancel |

Figure 1.20

TIMEWIZARD

.enterprise
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Installation Dialog Box 9: Application Server Address

1. Enter the IP address of the application server in application Server Address x|
the data field.
Flease specify the application senver [P address and host name
2. Enter the Host name of the application server in RGN bRt Rl
the data field.

3. Click Back to return to the previous dialog box or

[eo7 001
Next to continue or Cancel to exit the installation.

Host name: |\nca\hnst{

TIMEWIZARD

.enterprise

<Back I Next > I Cancel

Figure 1.21

Installation Dialog Box 10: Start Copying Files

1. This dialog box summarizes your installation Start Copying Files x|

settlngs and gives you a final opportunlty to Setup has enough information to start copying the program files. If

alter any selections. wouwantto review or change any setings, click Back. fyou are
satisfied with the settings, click Next to begin copying files

2. Click Back to return to the previous dialog box
or Next to continue or Cancel to exit the
installation.

Current Settings:

Install Type: -
Enterprise

Clicking Next begins the TimeWizard
installation.

Destination directary:
C:iProgram FileshLaborLogix TimeWizard

Start Menu folder:

3. Click on radio button to restart the computer i e

now or later, then click on Finish to complete
Setup.

INetDynamics Project Path:
C:iNetDynamicshNetdynamics504 Projects

4] .I_1
<Back I MNext > | Cancel |

Figure 1.22

TIMEWIZARD

.enterprise
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Objective 5. Complete the TimeWizard Timesheet Client Installation

After you complete installation dialog boxes 1-4 and accept the TimeWizard Software License
Agreement, you may begin to install TimeWizard timesheet files to your client machine.

The files available for download depend on the TimeWizard activation key you entered in

% dialog box 3.
Installation Dialog Box 5: Timesheet Documentation Selection

1. TimeWizard displays a Question dialog box asking |EeaneTr Qe e x|
whether you want to install the Timesheet
documentation.

Setup will install TimeMyizard in the following folder.

To install to this folder, click Next
2. Click Yes or No to continue.

To ingtall to & ditterent folder, click Browse and select another folder

“You can choose not to install TimeWizard by clicking Cancel to exit
Setup.

TIMEWIZARD

.enterprise

—Destination Folder

CAPragram Files\LaborLogix\ TimeWyizard Browse.. ‘
< Back l MNext > I Cancel I

Figure 1.23
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Installation Dialog Box 6: Destination Location

1. This dialog box enables you to select a destina-  [FA RSN EIRIE 5'
tion folder in which all of the TimeWizard Setup will install TimeWizard in the fallowing folder
timesheet files will be installed. The default
destination is the C: drive of the host computer.
Click the Browse command button specify a new
destination.

Ta install to this folder, click Next
Ta install to a differentfolder. click Brawse and select another folder.

“You can choose notto install TimeWizard by clicking Cancel to exit
Setup

2. Click Back to return to the previous dialog box or
Next to continue or Cancel to exit the installation.

TIMEWIZARD

.enterprise

i~ Destination Folder

‘ C:\Program Files'LaborLogix\ Timevizard Browse. ‘
< Back | Mext > l Cancal l

Figure 1.24

Installation Dialog Box 7: Select Program Folder

1. This dialog box enables you to name the Select Program Folder x|
Program folder in which all of the TimeWizard Setup will add program icons ta the Program Folder listed below. You
timesheet program icons will be installed. The may type a new folder name. or select one from the existing Falders

. list Click Nextta continue
default name of the Program folder is
TimeWizard 3.0.

2. Click Back to return to the previous dialog box
or Next to continue or Cancel to exit the
installation.

Program Folders:

Existing Folders:

Adaptec DirectCD
Adaptec Easy CD Creator 4

Adrinistrative Tools

Adobe

Adohe Acrobat 4.0

AOL Instant Messenger

D-Link Wireless LAN

ForeHelp Premier 2001

HP Intemet Printer Connection ]

<Back I Iixt > I Cancel I

Figure 1.25

TIMEWIZARD

.enterprise
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Installation Dialog Box 8: Start Copying Files
1. This dialog box summarizes your installation Start Copying Files x|

settlngs and gives you a final opportunlty to Setup has enough information to start copying the program files. ff

alter any selections. you want to review or change any setings, click Back. Ifyou are
satizfiad with the setings, click Nextto begin copying filas

2. Click Back to return to the previous dialog box
or Next to continue or Cancel to exit the
installation.

Current Settings:

Install Type: =
Enterprise

Clicking Next begins the TimeWizard
installation.

Destination directony
CProgram Files\LaborLogix TimeWizard

Start Menu falder:

3. Click on Finish to complete Setup. T e

MetDynamics Project Path
CiNetDynamics,Netdynamics504Projects

Kl _I_]
< Back | Mext > | Cancel |

Figure 1.26

TIMEWIZARD

.enterprise

% *  Set up the TimeWizard Database. See Chapter 2 for complete instructions.

¢ For Oracle: The Database Administrator must create an alias for the Oracle server.
The Oracle user must be assigned a role that includes connect, DBA, and
resource privileges.

For Oracle, three table spaces are required: TWMAIN, TWIndexes, and TWIlnterfaces. In
addition, the DBA should work with a TimeWizard technical support representative to deter-

% mine sizing requirements for the database, based on volume projections for number of users
and activities.

Summary

Once you have completed installing the TimeWizard application, your next step is to set up
the TimeWizard database and registration.




C HAPTETR

Working With the TimeWizard
Database

In this chapter, you learn how to set up or upgrade your TimeWizard Database and register
the system. TimeWizard provides a simple database setup that is performed only once during
the initial setup of your TimeWizard system. The completion of the database setup also writes
all database connection information to the Timwiz.ini file.

Before running database setup, you must copy the “twreg.dat” registration file to the network
TimeWizard directory. This file is provided by a TimeWizard technical support representative
and is necessary for you to register licensing information to the database.

If you upgraded TimeWizard from an eatlier version of the TimeWizard 3.x product line, you
may want to continue using the same TimeWizard database, which already contains your
organizations employees, assignments, and other data. In that case, you will upgrade the
database instead of performing the database setup for a new database.

Objectives

. Execute the Database Setup or Database Upgrade
. Set Up the TimeWizard Database

. Modify Your TimeWizard Database Setup

. Register TimeWizard

. Upgrade the TimeWizard Database

. Purge Data from Your TimeWizard Database

AN N W N
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Section One = Implementing Time Wizard

Objective 1. Execute the Database Setup or Database Upgrade

The TimeWizard database setup is a separate executable from the TimeWizard Administrator.

Executing the Database Setup or Upgrade

To execute the database setup or upgrade, *., Database Setup Logon
follow these steps:
1. Locate the TimeWizard group window.

2. Double-click on the database icon B\ in the
TimeWizard Group window or select “Database

3. Select DB Setup or Upgrade.

4. Enter the Database Setup password in the data field.
The password was supplied with your TimeWizard

Setup”” from the TimeWizard Start Menu folder to \
open the Database Setup Login window.

Integrated Time Accounting Busmess Solutions

Setup password.

software. ' DB Setup i Upgrade
If necessary, call TimeWizard Technical Passward: |
2/ Support for assistance with your Database K ]
oK Lancel

[_[D]x]

Objective 2: Set Up the TimeWizard Database

Figure 2.1

TimeWizard provides a simple database setup that is performed only once during the initial
setup of your TimeWizard system. Table 2.1 explains each area and command button avail-
able in the Setup Database window. If you are upgrading from an earlier version of the
TimeWizard 3.x product line and want to use your existing TimeWizard database, continue
with Objective 5 instead of setting up a new database.

Do not use uppercase passwords for the database password. In addition, due to encryption

% limitations, do not begin or end with the letter “p.”
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Setting Up the TimeWizard Database (continued on page 54)

¥. Setup Database [ x]
‘ Database Server IDlacIa K] =1 ‘
rLanguage:—————  Decimal Representation:

* English " French & Pericd [)
" German ¢ Comma []
i~ Database Characteristics:
Server Mame: IACSTSSEHm User Name (DB Dwrer) T _0RAGOS
Diatabase Name: IACSTSBEF‘01 Password (DB Owner): |~
Aachive Hame Prafis. [TWARC

~Application Server Characteristics:

Lpplication server path for TimeWWizard files: |D SPROGRAM FILES'AC SOFTWARENTW3TY

Application Server Host Name: |appser[l2

Application Port #: [10014

Register | Log File.. | Execute |

Madify “Wigw Log I Dane |

To set up the TimeWizard database, follow these steps:

the top of the screen to display a list of valid DBMS Servers.
Click on the appropriate server used by your company.

This selection must be in synch with your database selection
during TimeWizard installation. If your installation
selection was either Sybase or SQL, your database

server options are either Sybase or MS SQL Server. If your

are either Oracle 7.x or Oracle 8.x (for Oracle 8i, select Oracle
8.X).

2. In the Language area, select a language for the database. This
selection must be in synch with your language selection(s)
during TimeWizard installation.

You may only have one language selection per

% database.

3. In the Decimal Representation area, click or
tab to specify whether you want to represent decimals by a
period or a comma.

1. In the Setup Database window, click on the drop-down box at 4.

installation selection was Oracle, your database server options 5

6.

Figure 2.2

In the Database Characteristics area, click or tab to
specify the name of the server on which the TimeWizard
database resides.

% If you selected Oracle 7.x or Oracle 8.x as your
Database Server, enter all letters in the Server
Name in uppercase. If you selected Oracle 7.x, enter the

symbol “@” as the beginning of the Server Name.

In the Database Characteristics area, click or tab to
specify the name of the TimeWizard database.

If you selected Oracle 8.x as your Database

Server, make the Database Name exactly the
same as the Server Name. If you selected Oracle 7.x,
make the Database Name the same as the Server Name,
but without “@.”

In the Database Characteristics area, click or tab to
specify the file name prefix for the database archive.

In the Database Characteristics area, click or tab to
specify the user name of the database owner.

95
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Setting Up the TimeWizard Database (continued from page 53)

8. In the Database Characteristics area, click or tab to specify the  12. Once you have entered the appropriate information in

password of the database owner. all the fields, click on the Execute command button to
begin the database setup. If errors occur during the
database setup, TimeWizard displays a message
advising you to check the log file for detailed error
messages. In this event, seek assistance from your
Database Administrator or a TimeWizard technical
representative.

Do not use uppercase passwords for either the
database password or the user-level TimeWizard
password—lowercase only!

9. In the Application Server Characteristics area, click or tab to
specify the path to the directory on your server where the

Network TimeWizard files have been installed. . o .
13. Follow the steps in Objective 4 of this chapter to

10. In the Application Server Characteristics area, click or tab to register TimeWizard.

specify the name of the application server machine. )
14. Click on the Done command button to complete the

11. In the Application Server Characteristics area, click or tab to process and exit the Setup Database window.

specify the port number of the application server machine.

Objective 3: Modify Your TimeWizard Database Setup

Modifying Your TimeWizard Database

Timewizard

Warning: Any modifications ta the timwiz.ini filemake it necessany to update the timwiz.ini
file for every client install. Continue?

Cancel |

Figure 2.3
To modify your TimeWizard database setup, follow these steps:

1. Edit the boxes you want to modify. You can change the % You may not change the DBMS.
physical location (server) on which the TimeWizard
database resides. You also can change the database
name, password, or path for TimeWizard files, as well as
maodify the archive prefix. (See Objective 2 for rules for
these text boxes.)

2. Click on the Modify command button at the bottom of
the Setup Database window. TimeWizard displays the
Warning dialog box. Click OK to continue.

3. Click on the Done command button to complete the
process and exit the Setup Database window.
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Table 2.1: Set up Database Data and Commands

Setup Database Data and
Commands

Explanation

Database Server

This selection must be 1n synch with your database selection dunng TimeWizard installation.

If your installation selection was either Sybase or SQL, your database server options are either Sybase or

MS SQL Server.

If your installation selection was Oracle, your database server options ate either Oracle 7.x or Oracle 8.x.

Language

This selection must be 1n synch with your language selection duning TimeWizard installation.

Note: You may only have one language selection per database.

Decimal Representation

This enables you to specify whether you want to represent decimals by a peniod or a comma.

Server Name

This 1s the name of the server on which the TimeWizard database tesides. (For Oracle databases, see

Objective 2.)

Database Name

This 1s the name of the TimeWizard database. (For Oracle databases, see Objective 2.)

Atrchive Name Prefix

This 1s the file name prefix for the database archive.

User Name (DB Owner)

Thus 1s the user name of the database owner.

Password (DB Owner)

This 1s the password of the database owner.

Note: Do not use uppetcase passwords for the database password —use lowercase passwords only! Do not
begin or end the database password with the letter "p."

Application Server Path For
TimeWizard Files

Ths specifies the location of the TimeWizard network application files.

Application Server Host Name

This 1s the name of the application server machine.

Application Port Number

This 1s the port number of the application server machine.

Register Command Button

This command button opens the registration dialog box, 1 which you enter the registration password.

Log File Command Button

This command button enables you to specify the name of the log file into which TimeWizard enters any

error diagnostics generated dunng the database setup.

Execute Command Button

This command button executes the database setup process.

Modify Command Button

This command button enables you to modify an existing database setup.

Note: Any modifications to the Timwiz.ini file make it necessary to update the Timwiz.ini file for every

client mstall.

View Log Command Button

This command button enables you to view existing log files, which report any error diagnostics generated

during the database setup.

o7
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Objective 4. Register TimeWizard

TimeWizard registration stamps the database with the product serial number and your
company’s license information.

Registering TimeWizard
TimeWizard Hegist[atiun » Timewizard Hegistlatiun !IEI

Enter password for registration:

|dne261021v1999

Exit Begister I Claze

Figure 2.4 Figure 2.5
To register TimeWizard, follow these steps:

Hew Hegistratiunl . porade Yerzsio

1. Click on the Registration command button at the bottom of 3. Enter your TimeWizard password, provided to you by your

the Setup Database window to open the TimeWizard TimeWizard representative.
Registration dialog box (see Figure 2.4). 4. Click “Done.” TimeWizard executes the registration

2. Specify whether this is a new registration or an upgrade process automatically and returns to the Setup Database
version to open the appropriate registration password dialog window.

box (see Figure 2.5).

Objective 5. Upgrade the TimeWizard Database

To continue using your current TimeWizard database after upgrading the application from an
earlier version of the TimeWizard 3.x product line, perform a database upgrade instead of
setting up a new database.

% After upgrading your TimeWizard database, you do not have to register TimeWizard again.
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Upgrading the TimeWizard Database

To upgrade the TimeWizard database,
follow these steps:

1.

In the Upgrade Database window, review the
current setup information about your
TimeWizard database. To modify information,
click or tab to a text box and follow the rules in
Objective 2 regarding input for these boxes.

Click on the Upgrade command button. If
errors occur during the database upgrade,
TimeWizard displays a message advising you to
check the log file for detailed error messages.
In this event, seek assistance from your
Database Administrator or a TimeWizard
technical representative.

When you receive the message, “Database
upgrade completed successfully,” click on the
Done command button to complete the
process and exit the Upgrade Database
window.

*. DataBase Upgrade to 3.1 [ %]
Database ServerlMS SOL Server j
~Language:———— ~ Decimal Representation:
% English ¢ French 1+ Period [
= Geman i Commal,)
i~ Database Characteristics:
Server Name: |AC5TSSERDT User Name (DB DWHEI]'IS}'Sﬁdmin
Database Name; | T _MSS70 Passward [DB Dwnel]:l ’’’’’
ichive Mame Prefis | TWaRC

— &pplication Server Charactenistics:

Application server path for Timewizard files: |D:\PF!DGF\AM FILES'AC SOFTWARENT W14

Application Server Host Name: |appser03

Application Port #: |1EIEIT4

Upgrade

Done

Figure 2.6

Objective 6: Purge Data from Your TimeWizard Database

The purge function in TimeWizard allows you to delete unneeded data from your TimeWizard
database. TimeWizard saves purged data to tab-delimited ASCII files in directories that you
specify. You may choose to purge unneeded data to prevent your TimeWizard database from

becoming too large and cumbersome. Carefully consider which data to purge. Purged data
will not be available for TimeWizard Reports or export to external systems.

% Making a backup of your TimeWizard database before using the purge function is highly
recommended.
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N

Purge Criteria

Approval periods, activities, employees, or departments that meet the criteria below may be
purged.

* An approval period can be purged if any and all previous periods are being purged.

* An activity can be purged if no transactions (i.e., timesheet hours) exist for any
associated employee assignment in any period. (Purging an activity purges all associ-
ated resource assignments and employee assignments.)

* An employee can be purged if no transactions exist for the employee in any period.

* A department can be purged if none of the department’s employees have the Depart-
ment status “Pending” or “Approved” for any period. However, the default depart-
ment, i.e., the highest level of the hierarchy in the Departments window, cannot be
purged.

Because approval periods that contain transactions can be purged, you can purge activities or
employees that have transactions by first purging the periods that contain those transactions.
Similarly, you can purge departments that have “Pending” or “Approved” timesheets by first
purging the periods with those statuses. WARNING: When you purge a period, the period is
purged for all employees.

Ifyou purge the current approval period, no employees will be able to log in to their timesheets.
Purge the current period only when you intend to create a new current period immediately.

TimeWizard treats an audit record in the database as a transaction, even when no transaction
is displayed on the employee’s timesheet. If a transaction has been cleared from a timesheet
after the audit time has elapsed or during an Historical Correction, the employee or associated
activity cannot be purged while the period exists in the database.

The Purge Window

The Purge window contains four tab pages, one for each category of data that you may select
(see Figure 2.7). The upper frame of each tab page displays all the data eligible to be purged
from the selected category. While any rows are selected, you cannot open a different tab page.

The Log Files Path text box is located in the lower left frame. Here you will enter the directory
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Periods |Activities | Employess I Dienatments: |
Start Date
Open 01
Open 014172000
Open 0172472000 014307201
Open 0173172000 02/06/201
Open 02/07/2000 02413420
Open 0241472000 02/20/20)
Open 02/21/2000 0242720
Open 02/26/2000 03/05/201
Open 03/06/2000 0341220
Open 0341372000 034197201
Open 03/20/2000 03426201 _I
Log files path: ITotal avallable raw(s] Selected  Deleted
|D:\DATABASES\FUHEEDiDATA\FERII]DS 1. Activities approval 1]
2 Approvals i i
Create I 3 Periods 2 1}
4 Timesheet 12 o
8. Timesheet_line 0 1]
- E. Transactions ] 1]
secetnmeaare | SIS, ¢
from the following tables: B Pendngdeplapr 0 !
Select All Deselect Al Purge LCancel Help
Figure 2.7

path where you want purged data to be stored in ASCII files.

The status frame is located in the lower right. The total number of rows available to be purged
in the selected category, i.e., the number of rows in the upper frame, displays at the top of the
status frame. The left column in the status frame lists all the TimeWizard database tables that
may be affected by a purge in the selected category. While rows are selected in the upper
frame, the middle column of the status frame, “Selected,” displays the number of database
records that will be deleted from the corresponding database tables if you proceed with the

purge.

After you complete a purge, the right column of the status frame, “Deleted,” displays the
number of database records that were successfully deleted from the corresponding database
tables. The Total Available Rows indicator is updated to reflect the new number of rows in the
upper frame after the purge. The numbers of deleted records in the column “Deleted” will
display until you choose another tab or exit the Purge window.

Because the purge process removes the selected rows from the upper frame, the column “Se-
lected” will display zeros after the purge has been executed. If you want to compare the num-
ber of rows deleted with the number of rows that were selected for each table, note the num-
bers from the column “Selected” before clicking on the Purge command button.
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Purge Preparations
Make a backup of your TimeWizard database.

Create a subdirectory for each category of data that you will purge. The purge function creates
a separate ASCII file for each affected database table every time you purge. TimeWizard
names each file with the date, time, and table name. (With United States English operating
systems, the file name format is mmddyy_hhmm_tablename. With German or French operating
systems, the file name format is ddmmyy_hhmm_tablename.) Because different categories of data,
such as activities or employees, affect some of the same tables, file names for purged data may
be nearly identical. To avoid confusion, make separate subdirectories for each category of
data.

% Before purging data from the database, users of all TimeWizard applications connected to that
database should exit the applications. The NetDynamics application that runs on the applica-
tion server for TimeWizard.enterprise must be stopped prior to the purge.

Purging Data from your TimeWizard database (continued on page 61)

B4 Purge
P | Boiiies. | | Enplbyees Denallmentsl

[Code Name Orwnedh Desoiiption =]
Accounts Payable Accounts Payable Finance
Accounts Receivable | Accounts Receivable  |Finance
Administiation <none>
Advertisin Advetising Markeling
Communication: <none>
Customer Fielations ustomer Felations | Marketing
Enginesring <naney
|Finance nance

Human Resources Human Resources
Legal egal

atketing arketing <none>
Payroll aproll Finance:
uality Assurance ity Assurance Enagineeing

Log files path: [Total avallable rows) Selected  Deleted
D:\DATABASES\PURGED_DATA\DEPTS 1. Dept code
Z Dept piofile 0 0
Create 3. Securiy profil 12 0
Demeedepteode O 0

Selected Rowfs] will be
permanently deleted
from the following tables:

Select &ll Deselect All Purge LCancel Help
Figure 2.8

To purge data, follow these steps:

1. Select Purge from the TimeWizard Tools menu (Tools > * Periods
Purge) to open the Purge window. = Activities
2. Click on the tab of the category of data you want to = Employees

* Departments

purge:
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Purging Data from your TimeWizard database (continued from page 60)

3. Select the item(s) you want to purge by clicking on the
desired row(s) in the upper frame.

To select multiple rows in sequence, click on the
2/ top row you want to select and press <Shift> +
click on the bottom row you want to select. To select
multiple rows not in sequence, click on the top row you
want to select and press <Control> + click on each
additional row you want to select.

Select All command button. This action will select rows
that may become visible only by scrolling downward.

A message displays on the bottom of the tab page to
warn that “Selected Row(s) will be permanently deleted
from the following tables.”

4. To deselect rows, click on the Deselect All command
button. You may now select another set of rows on this
tab page, select a different tab page, or safely exit the

You can select all rows on the tab page by clicking on the

Purge window.

5. In the Log Files Path text box, enter the directory path in
which you want to store the ASCII files of purged data. To
choose an existing path, click on the Browse button. To
create a new path, type the path in the text box and then
click on the Create button. A directory path must display
in the Log Files Path box to complete the purge.

To add a new subdirectory to an existing path, browse to
select the path, type a backslash (\) and the new
subdirectory name, and click on the Create

6. To complete the purge process, click on the Purge
command button. A dialog box will open to ask whether
you want to delete the selected rows permanently from
the database. Click on Yes to complete the purge or No
to return to the Purge window.

% If you have an Oracle database, you cannot select more than 254 records at one time.
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Summary

In this chapter you have learned the steps necessary to set up or upgrade your TimeWizard
database and to purge data as necessary.
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Customizing TimeWizard

TimeWizard and Top Hits

onsider TimeWizard as a jukebox that just arrived at your diner—without any

music pre-installed. You have some decisions to make before your customers can
enjoy it. First, you must decide what styles of music your customers want to hear—
Rock, Country, Dance/Pop? Then, you must select specific song titles within each
style of music—"“Fly Away,” by Lenny Kravitz; “That Don’t Impress Me Much,” by
Shania Twain; or “Is Not Right But Is Okay,” by Whitney Houston?

When you have finished adding the musical styles and selections, your jukebox be-
comes unique to your establishment, different from any other because of the choices
made to please your specific customers.

This is not so different from the steps needed to customize TimeWizard for your
company. TimeWizard in one company is different from TimeWizard in any other
company, because each customer customizes the system to meet very specific needs.

First—just as you selected styles of music for the jukebox—you must decide what
categories of information the system must capture. This is driven by the needs of your
customers, or rather the departments in your company with which TimeWizard will
share data. Such categories of information could be Projects and Subprojects for your
Project Manager “customers,” or Shift and Pay Code for your Payroll “customers.”

Next, you must select specific values within each category. Just as each style of music
needs songs to play on the jukebox, each category of information needs specific values
to work in TimeWizard. Such values could be as simple as Shift designations (e.g.,
Shift 1, Shift 2, and Shift 3) for your Payroll “customers.”

This section includes

Chapter 3: Defining TimeWizard Custom Fields
Chapter 4: Assigning Code Values to the Custom Fields

TIITICW nizard
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Defining TimeWizard Custom

Fields

TimeWizard is designed to integrate with a variety of other corporate systems—such as those
used in Project Management, Accounting, Payroll, Information Services, and Billing depart-
ments. Custom fields define the broad categories of information that TimeWizard will cap-
ture and then share with the applications used by these other corporate departments.

Before you begin entering custom fields in to the TimeWizard system, you must be
able to answer these questions:

With what systems does your company want TimeWizard to interface, that is, what
other software applications will share data with TimeWizard? Examples include project
management applications such as Microsoft Project 98, Primavera P3, or Business
Engine Project Server. Or ERP systems such as PeopleSoft, Baan, or SAP.

What data do you need to capture in TimeWizard? Only the departments that use
the other systems can answer this question. For example, project managers need
project information such as how much time has been charged against a particular
project. Human Resource managers need employee information such as how much
sick leave a particular employee has used. Payroll managers need pay code informa-
tion such as how much regular time or overtime an employee worked in a given
week.

When you have consulted the appropriate department managers and have all the answers to
the preceding questions, you can begin to set up TimeWizard custom fields.

Objectives

1. Navigate the Custom Fields window
2. Define activities fields

3. Define detail codes fields

4. Define employee fields
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5. Apply default definitions to custom fields
6. Modify custom field data

Objective 1. Navigate the Custom Fields window

TimeWizard has three categories in which you can setup custom fields: Activities, Detail
Codes, and Employees. In the Custom Fields window, each Custom Field category is repre-
sented as a tab. Table 3.1 explains the role of each category in TimeWizard. Table 3.2 explains
the contents and options available in all of the Custom Field windows. Specific instructions
concerning the setup procedures are explained in following objectives.

Navigating the Custom Fields window

To open the Custom Fields window, follow either of | Global Preferences
these steps: n Fields. . A
Code Yalues...
1. Click on the Custom Fields icon. Approval Periods...
2. Select Tools > Custom Fields from the TimeWizard main Diepartments...
menu. Emplayees...

Activities and Assignments. ..

Business Rules 3
Interface Contraller...

Department Approyals..
Lt snnnayals.

Reportz 3
Auchive..
Purge...

Figure 3.1
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Table 3.1: Custom Field Category

Custom Field Category

Definition

Activity Fields Activity Fields define what data comprises an activity in TimeWizard.

Detail Code Fields

Detail Code Fields specify what types of time an employee may apply to a timesheet
transaction.

Employee Fields

Employee Fields specify what type of data is included in an employee's security record in
TimeWizard.

Table 3.2: Custom Fields Window Contents

Custom Fields Window Contents

Definition

Caption

Caption identifies the name of the field as it appears on the timesheet, if you choose to
display it (see "Display," below).

Note: Changing the relationship between the caption and the data may affect the
meaning of historical data.

Length

Length identifies the maximum length of data to be contained in that particular field.

Display

Display indicates whether or not you choose to have the data in that field displayed on
the timesheet. There may be data you need to capture—possibly for reporting or
interfacing with another system in your company—but do not need or want to display
on the timesheet.

Quickfilter

The Quickfilter option enables more efficient data retrieval in other areas of
TimeWizard. By selecting quickfilter for any given custom field, you tag the specific data
within that field for quick retrieval later.

Timesheet Display

The Timesheet Display window at the bottom of the Activities Custom Fields window
illustrates how your activities custom fields configuration appears on the timesheet. Only
fields for which you enabled the Display option are shown in the Timesheet Display
window (and consequently on the timesheet).

Negative Hour Rule

This detail code is used in certain circumstances in which the employee would need to
charge against "negative hours." For example, as an employee uses accrued comp time,
he or she could specify Negative Hour in the Detail Code section of the timesheet. Note:
You can only assign this attribute to one detail code.
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Objective 2: Define activities fields

You can identify key and non-key fields that define an activity in your TimeWizard system.
The key fields define a unique record in the TimeWizard database. The non-key fields define
additional data that you want to capture for each activity record.

% Each field may be defined to up to 255 characters.

Defining activities fields

To define activities fields, follow these steps: 2% Custom Fields
1. Click on the Activities tab to open the Activities custom B Activities | [EDetail 50d83| = Emdwees'
fields dialog box (Tools > Custom Fields > Activities).
g box (T ) ] Caplion__|Lengih|_Display | Buickfiter | __ Defaits_|
2. Click the Caption text box and enter the name of the field. 1| KeyProject 20 v 7|
) . 2 | KeyTask 15 7| 7|
3. Click on the Length text box and enter the desired 3 | KewFhose 15 V| V|
maximum length of data the field is to contain in the 4 | Kefcunuseds 255
timesheet. g GL# 5 o
3 GL Mame 10 [ 7|
4. Enable the display and quickfilter options for each key and 7 ob 1D E [ v
non-key field as desired. 8 ob Name 10 L] M|
9 <unuged: 2%
5. Click “Apply” to save the settings but remain in the 10 <unused> 25 =l
Custom Fields window, or click “OK” to save the settings Timeshest Display:
and exit the Custom Fields window. Project| Task | Phase |Description g;t Sgl;ﬁn I
The Timesheet Display window at the bottom of the Activities

[P24  Custom Fields window illustrates how your

l-' activities custom fields configuration appears on oK Cancel Apply Help
the timesheet. Only fields for which you enabled
the Display option are shown in the Timesheet
Display window (and consequently on the
timesheet).

Figure 3.2

Example Figure 3.2 shows an example Activities dialog box in which we have defined three key activity
fields named “Project,” “Task,” and “Phase.” In this example, we also entered four non-key
activity fields named “GL#,” “GL Name,” “Job ID,” and “Job Name.” We enabled the dis-

play option for the key fields only. We enabled the quickfilter option for all fields.
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Objective 3. Define detail codes fields

In this section, you define Detail Code fields that specify what types of time an employee may
apply to a tdimesheet transaction. The Detail Codes Custom Field dialog box consists of ten
fields for user-defined detail codes.

% You must define at least one detail code custom field.

Defining detail codes fields

To define detail codes fields, follow these steps: 5% Custom Fields
1. Click on the Detail Codes tab to open the B Activities [EDetal Codes | ] Emnloyees|
Detail Codes Custom Field dialog box (Tools > Caption  |Length|Neg Hr Rul Defaults |
Custom Fields > Detail Codes). 1 | KeyCost Type &
2. Click the Caption text box and enter the name = | ReiBiing Code 3 N
0 p 3 | KePay Code 1 E [
of the code. 4 | KeyPay Code 2 E i
3. Click on the Length text box and enter the 2 | KalPe Code 3 3 N
. . . B | Keyl<unused: [ i
desired maximum length of data the code is to 7 | Kelcunused EX |
contain in the timesheet. 8 | Keyleunused: an [
. . 9 | Eedl<unuzed> a0 N
4. Click on “Apply” to save the settings but 10 | Kevcunuseds ER I
remain in the Custom Fields window, or click
““OK™ to save the settings and exit the Custom
Fields windowv.
Ok LCancel Spply Help

Figure 3.3

Example Figure 3.3 shows an example Detail Codes Custom Fields dialog box in which we defined
detail code fields entitled “Cost Type,” “Billing Code,” and “Pay Code (1-3).”
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Objective 4. Define employee fields

Employee fields and their associated values enable you to define the fields that make up an
employee record in TimeWizard. There are four preset employee key fields:

*  Resource Code

*  Department Code
*  Employee Code

e Salary Code

You also have the option of customizing eight non-key fields.

Defining employee fields

To set up employee fields, follow these steps: 89 Custom Fields
1. Click on the Employees tab of the Custom Fields window. = Activiti88| [EiDstail Codes 2 Employees |
2. For each of the preset key fields—Resource Code, __mm@sgm = __Dofas |
Department Code, Employee Code, Salary Code—specify | Riesowos Code |25 4
2 | KeylDept. Cade an 7|
the length (see Table 3.1). 3| KedlEmp Code 30 I
3. For the Department Code, Employee Code, Salary Code ; kg gg';'y Cods 131” :;
fields, specify whether or not you want to use the B Eron St = Vv
quickfilter option (see Table 3.1). 7 <unused: 25
A (11 . . . 8 <unuzed: 25 _
4. Click Apply to.save the seFtlngs but remain in the . 3 e =
Custom Fields window, or click “OK™ to save the settings 10 <urused> 25
and exit the Custom Fields window. ! <unused> i =
Ok Lancel b Help |
Figure 3.4

Example Figure 3.4 shows an example Employees custom field dialog box that contains the four pre-
defined fields: Resource field, Department Code field, Employee Code Field, and Salary
Code Field. In addition, we added two non-key fields: “SSN,” and “Employee Status.”
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Objective 5. Apply default definitions to custom fields

Atany time during the custom field definition process, you can revert to the default settings in
any custom field row for any of the categories. On previously unused cells, the default setting
is “<unused>.”

Applying defaults

To apply defaults, follow these steps: 5% Apply Defaults
1. Select the incorrect field. PR

2. Click the “Defaults” command button to open the Apply Defaults dialog box (see Figure 3.4). : E‘:Z: ':lj

3. Select your preference to apply defaults to current field, current row, or all rows. " Aliows

4. Click “OK” to execute the Defaults command. Cancal

Figure 3.5

Objective 6: Modify custom field data

You should consider very carefully any modifications to your TimeWizard custom field defi-
nitions, because such modifications may affect the meaning of historical data (e.g., within
current, closed or archived periods). If you alter the meaning of historical data, you possibly
change data relationships throughout TimeWizard.

Modifying custom field data

TimeWizard
@ ‘Wwarning: modifications to custom field definitions may affect the meaning of historical datal

Continug?

e
Figure 3.6
To modify custom field data, follow these steps:
1. Click on the custom field category tab that contains the data If you do not want to save the changes:
you want to change (i.e., the tabs for Activities, Detail Codes, Click “No” to return to the selected dialog box without

or Employees). saving the changes.

2. Click the appropriate cell and overwrite its content as

! If you want to save the changes:
desired.

. Click “Yes” to exit the TimeWizard warning dialog box.
3. When you attempt to save the settings (“‘Apply” or “OK”),
TimeWizard displays a warning to remind you of the
ramifications of such modifications (see Figure 3.6).

4. Click “Apply” to save the settings but remain in the
Custom Fields window, or click ““OK™ to save the settings
and exit the Custom Fields window.
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Summary

In this chapter, you have learned how to define the broad categories of information that
TimeWizard will capture and then share with the applications used by these other corporate
departments. In the next chapter, you learn how to add values to each TimeWizard custom
field category.




C HAPTETR

Assigning Code Values to the
Custom Fields

In the introduction to this section, we compared TimeWizard to a jukebox—with the custom
fields compared to musical styles and the code values compared to specific songs within each
style. We also stated that the style and song selections are driven by the preferences of your
customers. With that in mind, we suggested in Chapter 3 that you consult the appropriate
department managers to review their needs. In this chapter, we show you how to put those
decisions to work by adding code values to each TimeWizard custom field category—i.e.,
Activity, Detail Codes, and Employees. TimeWizard users (i.e., your company’s employees)
can then select those values on their timesheets to better define their transactions.

For example, if your company’s Payroll managers needed TimeWizard to capture pay code
information, you could have set up a detail code custom field entitled “Pay Codes.” For
TimeWizard to capture specific information within this custom field category, you could add
specific pay code values, such as “regular time” or “overtime.”

Objectives

1. Navigate the Code Values window

2. Assign activity code values to activity fields

3. Assign detail code values to detail code fields

4. Assign code values to employee code fields

4a. Assign employee code values to employee fields

4b. Assign salary code values to employee fields

4c. Assign resource code values to employee fields

5. Assign code values to DataBridge targets
Modify or delete code values
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Objective 1. Navigate the Code Values window

The Custom Field categories—Activities, Detail Codes, and Employees—comprise the tabs
in the upper Code Values window. As you click from one tab to another, the lower tabs
represent key (preset or custom) and required fields associated with each Custom Field cat-

egory. Table 4.1 explains each area of the Code Values window.

Table 4.1: Code Value Fields

1. Click the Code Values icon on the toolbar. =}

2. Select Tools > Code Values from the TimeWizard main menu.

Navigating the Code Values window

To open the Code Values window, follow these steps:

Global Preferences
Custom Figlds. ..

Approval Periods. .

Departments. .
Employees. .
Activities and Assignments...

Business Rules
Interface Controller...

Wepartment Apprayals..
SctivitSppoyals..

Beports

Archive...
Purge...

Figure 4.1
|

Code Value Fields

Explanation

This field is required. TimeWizard uses the code for filtering and for applying the code value

necessary.

Code to transactions and activities. If the code value has been applied to any transactions or
activities, the code cannot be changed.
Name This field is required. TimeWizard uses the name for identifying the value. You may edit the
field at any time.
_ This field is not required. It is available for you to enter a full description of the code value, if
Description
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Objective 2: Assign activity code values to activity fields

Within each Activity field, you can assign specific values. You later will use unique combina-
tions of these activity values to build unique activities.

% Once you use an activity code to build an activity, it can no longer be deleted.

Assigning activity code values to activity fields

:f‘! Code Yalues

B Aclivities |@ Detail Codes | 2 Employees | !g DataBridge Targets |

Code Name Diescription =
IBCS Prof Swes IMCS Prof Swes
o0 altin
ooz o0z
okd03 k03
1O 04 A Dbd 04
lalphaPress 1 [phaPress
tsppaintments Lsppointments
thppt. Preparation tppt. Preparation
E e EDey

-
7 o]
bl | Delle |

Project ITask Phaze I
1] | LCancel |

Help |

Figure 4.2
To assign activity code values to an activity field, follow these steps:
1. Click on the Activities category tab to open the Activities 4. Click on each blank text box to define the code
dialog box. values by typing the code, name, and description (if

2. Click on the activity custom field tab for which you want to desired). The *“code” and *“name” are required fields
s for all code values. Once you have entered the code,
gn a value. ’
o . click “Apply”* (or press the tab key on your
3. Click “Add. keyboard), and TimeWizard enters the name

*

Example In the example custom field definitions in Chapter 3, the example Activities Codes dialog
box in Figure 4.2 contains custom fields for Project, Task, and Phase (displayed as the lower
tabs). In this example, we assigned multiple code values for the Project field.
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Objective 3. Assign detail code values to detail code fields

The code values that you assign to each Detail Code Custom Field category specify what types
of data an employee may associate with a particular timesheet hours entry. For example, using
multiple detail code values, an employee may divide a 10-hour work day into 8 hours of
regular time and 2 hours of overtime.

% Once you use a detail code in a business rule or timesheet transaction, it cannot be deleted.

Assigning detail code values to detail code fields

:_i‘ Code Values

B Activities @Dalail Codes | # Employees | !g DataBridge Targets |

Code N‘ﬂe Description
1Holiday holiday
207 owvertime
REG ieqular time
A/ acation vacation

Sleave

Fitd aternity
Eereavemnent
5ick Leave

| | i

add | Delete |

Cost Type | BilingCode | PayCode1 | PayCode? | PeayCode3 | PayCoded |

oK I Cancel | Apply | Help |

i i i . Figure 4.3
To assign detail code values to detail code fields, follow these steps:
1. Click on the Detail Codes category tab to open the Detalil 3. Click “Add.”
Codes dialog box. 4. Click on each blank text box to define the code
2. Click on the detail codes custom field tab for which you values by typing the code, name, and description (if
want to assign a value. desired).

Example Based on the example custom field definitions in Chapter 3, the example Detail Codes dialog
box in Figure 4.3 contains custom fields for Cost Type, Billing Code, and Pay Codes 1-4
(displayed in the lower tabs). In this example, we assigned have assigned multiple code values

for the Cost Type field.
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Objective 4. Assign code values to employee code fields

The Employees tab of the Code Values window is comprised of three of the four preset
employee key fields: Employee Code, Salary Code, and Resource Code. You complete the
customization process for the Department field in the TimeWizard Administrator Depart-
ments window. Once you use an employee code in an employee record, it cannot be deleted.

Objective 4a: Assign employee code values to employee fields

Employee code values enable you to specify a unique designation for each employee. For

example, you may use employee code values to designate whether an employee is full-time,
part-time, or contract.

Assigning employee code values to employee fields

B Activities | @Delail Codes Q Employees !@ DrataBridge T argets |
f
Employee Code Mame Diezcription
Consult Consult
Contract Contract
Dievelop Dievelop
Sales S ales
T raining Training
[l | »
Add Delete
Employee Code | Salay Cods | Resource Code I
Concel | appb | Hen |
Figure 4.4
To assign employee code values to employee fields, follow these steps:
1. Click on the Employees tab (upper right) of the Custom 3. Click the Add command button to add an empty
Fields window. value text box.
2. Click on the Employees Code tab (lower left) of the 4. For each new value, enter the employee code, name,
Employees dialog box. and description (see Table 4.1).

Example Based on the example custom field definitions in Chapter 3, the example Employees dialog
box in Figures 4.4 contains custom fields for Employee Code, Salary Code, and Resource

Code (displayed in the lower tabs). In this example, we assigned multiple code values for the
Employee Code field.
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Objective 4b: Assign salary code values to employee fields

Salary code values enable you to specify a unique salary-level designation for each employee.
For example, you may use salary code values to designate which labor rates are associated with
an employee.

Assigning salary code values to employee fields

:gé Code Yalues x|

B Activities | [EEiDetal Codes Z Employees | 23 DataBridos Tamets |

Salary Code Name Ratel Rate2 Descr

bl | Dele |

Employee Code Salary Code | Resource Code I

LCancel | Lpply | Help |
Figure 4.5
To assign salary code values to employee fields, follow these steps:
1. Click on the Employees tab (upper right) of the Custom 3. Click the Add command button to add an empty
Fields window. value text box.
2. Click on the Salary Code tab (lower middle) of the 4. For each new value, enter the salary code, name,
Employees dialog box. allowable rates, and description (see Table 4.1).

Example Based on the example custom field definitions in Chapter 3, the example Employees dialog
box in Figures 4.5 contains custom fields for Employee Code, Salary Code, and Resource
Code (displayed in the lower tabs). In this example, we assigned multiple code values for the
Salary Code field.
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Objective 4c: Assign resource code values to employee fields

Resource code values enable you to categorize your employee by specific talent designations.
One employee may qualify for multiple resource codes. For example, you may use resource
code values to assign an unclassified resource—e.g., any employee qualified to do the job—to
an activity rather than assigning an individual employee.

Assigning resource code values to employee fields

:fé Code Yalues X

B Activities | @ Detail Codes a Employees !g DataBridge Targets |

Resource Mame |

Adrnin
Cormim
ProDey
04
SpsEng

Add Delete

Employee Code Sala Code Reszource Code |

T ool | oo | oo |
Figure 4.6
To assign resource code values to employee fields, follow these steps:
1. Click on the Employees tab (upper right) of the Custom 3 Click the Add command button to add an empty
Fields window. value text box.
2. Click on the Resource Code tab (lower right) of the 4. For each new value, enter the resource name
Employees dialog box. (see Table 4.1).

Example Based on the example custom field definitions in Chapter 3, the example Employees dialog
box in Figures 4.6 contains custom fields for Employee Code, Salary Code, and Resource

Code (displayed in the lower tabs). In this example, we assigned multiple code values for the
Resource Code field.
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Objective 5:

=

Assign code values to DataBridge targets

A key feature of the TimeWizard software is that it enables you to run two-way exchanges of
information—from TimeWizard into other corporate systems and from other corporate sys-
tems into TimeWizard. This feature reduces data entry (thereby reducing human error and
increasing accuracy) and gets TimeWizard and all your departmental systems in synch. The
bulk of interface setup and maintenance is explained in Section 7: Sharing TimeWizard Data
with Other Systems; however, the first step is in the TimeWizard Code Values section.

Just as you have assigned functional values to other TimeWizard fields—Activities, Detail
Codes, and Employees—you do the same for a new field introduced here: the DataBridge
Target field. The values you assign to this area designate certain external systems as targets for
regular DataBridge exports from TimeWizard.

Once you use a DataBridge code to export data, it can no longer be deleted.

Assigning code values to export targets

2. Click “Add.”

To assign code values to export targets, follow these steps:

1. Click on the Export Targets category tab to open the Export 3. Click on each blank text box to define the export
Targets dialog box. target code values by typing the target name and

:_5! Code ¥Yalues

B Activities | [ Detsil Codes | # Employees 25 DataBridge Targets |

Target DV | Target Name Description

1 SAP

Add Delete

QK. I LCancel I Apply | Help I

Figure 4.7

description (if desired). TimeWizard automatically
generates the target ID.
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Example The example DatabBridge Targets dialog box in Figure 4.7 contains two values that designate
external systems Peoplesoft and SAP as targets for regular updates from TimeWizard. Now
that we have identified these DataBridge targets to the TimeWizard system, we later will be
able to continue the interface setup and maintenance in Section 7: Sharing TimeWizard Data
with Other Systems.

Objective 6: Modify or delete code values

TimeWizard allows you to modify or delete code values as long as no activities, transactions,
employees, or business rule profiles have been assigned to the values. If you attempt to modify
or delete a value that has such associations, TimeWizard displays an error message explaining
that it will not alter the value.

Modifying or deleting code values

To modify or delete code values, follow these steps:

1. Click on a custom field category to open the appropriate 3. Click on the “name” or ““description” field to select
dialog box. it.
2. Click on the tab of the custom field for which you want to 4. Maodify the information as needed:

modify data (if necessary). * Overwrite existing data.

e Click “Delete.”
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Summary

In this chapter, you have learned how to add functionality to each TimeWizard custom field
category—i.e., Activity, Detail Codes, and Employees—Dby assigning specific code values.
TimeWizard users (i.e., your company’s employees) can then select those values on their
timesheets to better define their transactions. In addition, you were introduced to TimeWizard’s
ability to run two-way exchanges of information and took the first steps toward setting up the
interfaces by designating export targets.




S ECTI ON T HREE

Defining and Working in
the Approval Process

S 7 our employees enter detailed data in their timesheets, but how would you use
the raw data? Timesheet data becomes the most useful when it is collected in

defined batches, validated, and approved.

TimeWizard offers two types of approval process to help you gather time accounting
information in the form best suited to your organization’s needs. Because you must
choose one of the two types before deploying TimeWizard, this section helps you
understand the purpose of each.

You also must decide the length of time, in days, of each work period for which you
want to collect and approve timesheet data. These periods of time, called “approval
petiods,” do not need to be of uniform length.

First, this section will introduce you to the concepts behind approvals. Next, you
will learn to set the approval process type and define approval periods in TimeWizard.
Then, you will learn to view and edit employees’ timesheets and to approve and
reject timesheet data in your organization’s approval process.

This section includes

Chapter Five: Selecting the Right Approval Process for Your Company
Chapter Six: Entering Approval Periods

Chapter Seven: Working in Your Employees’ Timesheets

Chapter Eight: Approving and Rejecting Timesheets for Departments
Chapter Nine: Approving and Rejecting Timesheet Assignments

TIITICW nizard
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Selecting the Right Approval Process
for Your Company

Before you select an approval process and begin to set up approval periods in your TimeWizard
database, you need to answer these questions from a company standpoint:

Who or what drives the approval process?
2. Which individuals should belong to selected approval hierarchies?

3. When or how often does your company need to lock data? (Locked data cannot be
modified, except by authorized employees using an auditable correction process.)

We explore each question in the objectives of this chapter. Other sections and chapters of
this guide discuss how you can customize and set up TimeWizard to gather valuable business
data, but the decisions you make in this chapter control how all of that data is validated
within your TimeWizard system, as well as in other corporate systems with which TimeWizard
shares data.

Based on the answers to these questions, you will set TimeWizard to use one of the following
two approval processes:

*  Department approvals process (for exclusively department-oriented environments)

* Integrated approvals process (for activity-oriented or combination department/
activity-oriented environments)

Once you have set the approval process, typical approval actions are as follows:

1. Employees enter time on their timesheets for the days within a defined approval
period.

2. When timesheets are complete (i.c., all time and appropriate detail codes for the
current approval period have been entered), the employees submit the timesheets
for higher approval. (Department owners submit the timesheets of employees who
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do not have the preference setting to submit them.) Submitting a timesheet locks
the timesheet data.

3. Based on a global preference setting for the approval process type, authorized de-
partment owners, authorized project managers, or both approve or reject submit-
ted timesheet data. Rejected data is unlocked so that it can be corrected and then
resubmitted for approval.

4. Once all required approvals have been made, the information has been validated
and is ready to be sent to other corporate systems (e.g., payroll, billing, or project
management applications).

Objectives

1. Choose an approvals process

2. Decide which individuals should belong to selected approval hierarchies
3. Decide when or how often your company needs to lock data

4. Set TimeWizard Global Preferences

Objective 1. Choose an approvals process

Which of the following do you want to accomplish in your company?

*  Tracking of employees” hours to help monitor departmental objectives

*  Tracking of hours worked on specific activities to help manage projects
TimeWizard enables you to attain either or both of these goals.

In a department-driven environment, the approval process is guided primarily by the pay-
ment cycle of the company. Timesheet data must be validated and locked so that Payroll can
cut the checks. In the department approvals process, an approver can approve or reject
timesheet data for members of a particular department.

In an activity-driven environment, the approval process is guided primarily by the need for
efficient project management. In the integrated approvals process, an approver can approve
or reject timesheet data for employees with particular assignments. This is ideal for cross-
functional project teams, whose team members may belong to different departments. You
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Objective 2:

have the option of sending approved activity data to an external project management appli-
cation. Locked actuals (i.e., actual starts, actual hours worked, actual finishes) can be re-
trieved automatically and compared with planned starts, hours, and finishes in the project
management system.

In a combination environment, department managers and project managers both have a
need to approve timesheet data. The integrated approvals process incorporates departmen-
tal approvals and activity approvals. You can send timesheet data that has been validated by
both department managers and project managers to a project management system, to Pay-
roll, and to other corporate systems.

In Objective 4, you will specify your approvals process selection in the TimeWizard Global
Preferences dialog box.

Decide which individuals should belong to selected approval hierarchies

Establishing an approval hierarchy—that is, who approves the timesheets for each em-
ployee—encourages accountability and ensures that the timesheet data is validated before it
is used for business purposes. For the timesheet approval “chain of command” to com-
mence, the timesheet data must first be submitted for approval. In Chapter 16, “Setting Up
Preferences,” you will set a preference that determines whether timesheet owners can sub-
mit their own timesheets. If timesheet owners submit timesheets, individuals accept respon-
sibility for their own timesheet entries. If timesheet owners cannot submit timesheets, then
department owners must submit them. A submittal locks a timesheet against any impermis-
sible alterations during the approval process.

In a department approvals process, the first person to approve the submitted timesheet
could be a department manager or director and is the approver who validates the submitted
timesheet data. If departments validate timesheet data so that it can be sent to Payroll, then
the final approver—be that the second, third, or other approver—is fiduciary and accepts
responsibility for the amount of the payroll in the payment cycle.

If muldple approvals are required, each approval must occur at a successively higher depart-
ment level in the TimeWizard department tree (see Chapter 10, “Setting Departmental
Approval Definitions”).
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Objective 3:

In an integrated approvals process, department approvals are followed by activity approvals.
If your organization needs only activity approvals, the number of required department
approvals can be set to “1.” Then the dmesheet submittal will fulfill the requirement for one
department approval, and the timesheet will be available for activity approvals.

In the activity approvals portion of the process, only one approval is required per assign-
ment. The timesheet submittal does not serve as an activity approval. An employee’s timesheet
may include multiple assignments, each under the supervision of a different activity approver.
An activity approver may be authorized to approve multdple activities and the associated
assignments. The approvers are project managers who are ultimately responsible for validat-
ing the hours accrued for a project.

Decide when or how often your company needs to lock data

The length of the approval cycle in a department-oriented environment often depends on
your payroll cycle. The timesheet data must be approved, validated, and locked before the
payroll process can continue. Consequently, whether your payroll is distributed on the 1st
and 15th of the month, every two weeks, or monthly, the approval cycle should coincide
with the payroll cycle.

The length of the approval cycle in an activity-oriented environment depends on how you
use your project management system. You establish automated retrievals of actuals from
TimeWizard to your project management application based on how up-to-date you require
the actuals to be in your system. Complete the following statement: “Our project manage-
ment reports must be accurate as of ...” Your answer—whether it is “one week,” “two
weeks,” or any other span of time—defines the duration of your TimeWizard approval
periods.

Your approval process may need to satisfy different needs for different departments. In a
combination department/activity-oriented environment, the approval process still needs a
hierarchy of accountability but requires a compromise between project reporting and pay-
ment cycles. One possible scenario is that of a company that distributes paychecks biweekly
but must update its project management systems weekly. In this example, weekly approval
periods would be set up. The project management system would be fed locked and approved
data weekly, and the Payroll department could collect data every two weeks.
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Objective 4. Set TimeWizard Global Preferences

After you choose either the department approvals process or the integrated approvals pro-
cess, you specify your selection in the TimeWizard Global Preferences window. The window
also includes other specifications that are discussed in Table 5.1.

Your selection of either the department approvals process or the integrated approvals pro-
cess affects the entire approval process for your company’s time accounting data. If you feel
that you need to change your selection at a later date, we highly recommend that you make
the change only when the following two conditions have been met:

1. All approval periods for which the old approvals process was used are closed.

2. No timesheets have been submitted for the approval periods for which the new
approvals process will be used.

Meeting these conditions is necessary to protect the integrity of your data.
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Table 5.1: Global Preferences

Global Preferences

Explanation

Close activities when all resource

assignments are closed

A resource assignment combines an activity with a resource code. The resource code
may restrict assignment of the activity to employees with a specific skill set. Selecting
this option will cause an activity to close automatically when all of its associated

resource assignments are closed. See Section 5 for more mformation.

Close resource assignments when
all assignments are closed

A resource assignment that 1s assigned to a specific employee 1s called an employee
assignment. Selecting this option will cause a resource assignment to close
automatically when all of its associated employee assignments are closed. See Section
5 for more information.

The department approvals process requires department approvers to approve or reject

Department Approvals entire timesheets completed by employees within their departments. You must choose
etther "Department Approvals" or "Integrated Approvals."
The integrated approvals process follows department approvals with activity approvals.
The activity approvals portion of the process requires activity owners to approve or
Integrated Approvals ¥ app P P 9 ¥ PP

reject specified employee assignments. You must choose either "Department

Approvals" or "Integrated Approvals."

Activity Display

If you selected "Integrated Approvals," this drop-down box enables you to select the
activity field to display in the TimeWizard.enterprise activity approvals windows. First,
define activities fields (see Chapter 3). Then select one of the first four fields from this

drop-down list or select "Custom" to display a combination of the key fields.

Audit Time

After the specified audit time (in seconds) has elapsed, TimeWizard's Smart Audit
feature creates an audit record in the database if an employee changes a saved

timesheet entry.

For example: The audit time 1s set at 600 seconds (1.e., 10 minutes). An employee
saves a timesheet transaction on Monday. If the employee attempts to edit the
transaction on Tuesday, an audit record will be saved in the database.
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Setting TimeWizard Global Preferences

:__"?TW Standard Global Preferences

— Activity Processing:

W Close activities when all resource assighments are closed

¥ Clase resource azzighments when all azzignments are closed

— &pproval Processing:

" Department Approvals

ik 2P
Activity Dizplag:

| Project ;l

Smart Audit;

Audit Time [zeconds): I 120

ak LCancel |

Apply Help

To set TimeWizard global preferences, follow these

1. Click on the Global Preferences icon L or select Tools >
Global Preferences from the main menu.

2. Specify whether you want TimeWizard to close activities
when all associated resource assignments are closed.

3. Specify whether you want TimeWizard to close resource

closed.

process or the integrated approvals process.

assignments when all associated employee assignments are

4. Specify whether you want to use the department approvals

steps:

5. If you specified Integrated Approvals in step 4 above,
click on the Activity Display drop-down box and
select how you want activities to display in the
activity approvals windows of the Integrated

Approvals area.

the dialog box

6. Enter the number of seconds you desire for the
TimeWizard audit time.

7. Click on Apply to save the settings and remain in the
dialog box or click on OK to save the settings and exit

Figure 5.1
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Summary

Now that you have been introduced to the TimeWizard approval processes, you should be
better prepared to define an approvals process for your company. The deciding question is
usually: Is your company driven by payroll deadlines, by project deadlines, or both? The
department approvals process approves data associated with specific departments (usually at
intervals coinciding with payroll periods). The integrated approvals process combines de-
partment approvals with approvals of data associated with specific activities (often used in
project management).

The approval process type and approval hierarchy determine who approves the timesheet
data. You have also been introduced to approval periods that determine when timesheet data

is locked and becomes available for approval. In addition, you have learned to set TimeWizard
Global Preferences.

In the next chapter, you will learn how to set up approval periods in TimeWizard. For more
information about activities and assignments, see Section 5.
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Entering Approval Periods

In Chapter 5, what did you decide you wanted to accomplish in your company: To track
employees’ hours to help monitor departmental objectives, to track collective hours charged
to specific activities to help manage projects, or both?

In addition, how often did you decide that your company needed to lock its timesheet data? If
you chose a department-oriented approach, then the timesheet data must be approved, vali-
dated, and locked before the payroll process can continue. Consequently, whether your pay-
roll is distributed on the 1st and 15th, every two weeks, or monthly, the approval period cycle
should be concurrent. If you chose an activity-oriented approach, then the approval period
cycle (i.e., the frequency in which you establish automated retrievals of actuals from TimeWizard
to your project management system) depends on how up-to-date you require the actuals to be
in that system. You can accomodate activity approvals or a combination of department and
activity approvals by choosing the integrated approvals process.

Now that you understand the big picture of approval processes and have decided which ap-
proval process your company is going to use—either department approvals or integrated
approvals—we can leave the process discussion for a moment and actually set up approval
periods in your TimeWizard system. An approval period is the length of time, in days, during
which your company wants to capture time accounting data. Once you have set up approval
periods, TimeWizard can gather and lock timesheet data according to your approval process,
making the timesheet entries available for approval and validation. When an approval period
is closed, no more time may be charged to any timesheet in that period without an auditable
correction process. Regardless of which approval process approach you have decided to take,
the steps to set up and maintain an approval period are the same.
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Objectives

When you have finished this chapter, you should be able to do the following:
1. Navigate the Approval Periods window

2. Set up a “standard” set of approval periods

3. Customize or maintain an approval period

4. Delete approval periods

5. Close-Out approval periods

Objective 1. Navigate the Approval Periods window

The Approval Periods window enables you to setup your approval period parameters, custom-
ize or enter sets of approval periods, and maintain your approval periods. Table 6.1 includes
explanations of all areas and tools in the Approval Period window.

Opening the Approval Periods window

To open the Approval Period window, follow either of these

steps: Department Apprawvals...

Erofecttnpravals.

1. Select Tools > Approval Periods from the TimeWizard Administrator main

menu. LCustom Fields.
2. Click the Approval Period icon on the TimeWizard Administrator toolbar. globalﬂptions A
You can do the following in the Approval Period window: Departments...
« Define your company’s approval periods (e.g., monthly, Code Walues...

bi-weekly, or customized), using the Standard Periods area Employees...

. . . Activit d Azz k...
* Setup “standard” sets of approval periods, using the Begin On/End For Year SIS aNEASEAmETS

area Buziness Rules »
Interface Controller...

* Customize/maintain periods, using the Period Definition area (and the insert,

delete, or add command buttons) Reports 3
* Close-out approval periods Archive...
Purge. ..
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Table 6.1: Approvals Window Areas & Tools

Approvals Window Areas &

Tools Explanation

This area enables you to define the duration of your company’s approval periods (e.g.,

Standard Periods area monthly, bi-weekly, or customized) before generating them in TimeWizard.

Begin On/End For Year area This area enables you to setup “standard” sets of approval periods.

This area enables you to customize approval periods unique to your company (i.e., not a

Period Definition area standard period).

The top three command buttons enable you to insert, add, and delete single approval
periods.

Command Buttons
The Close-Out command button enables you to close a selected approval period against
any further timesheet transactions.

Objective 2: Set up a “standard” set of approval periods

The Standard Periods area and the “Begin On/End For Year” area of the Approval Periods window
enable you to define your own approval periods based on commonly used cycles—i.e., 1% and
15%, every two weeks, etc. Once you set up approval periods based on these “standard” selections,
you have the option of moving forward as-is or customizing your own unique cycle (see Objective

3).

If you know that the pattern of your approval periods will remain constant (e.g., 1" and 15%,
every two weeks, etc.), you may find it convenient to produce approval periods for a full year
or to the end of the current year. When you need to add additional approval periods beyond
that poing, select the last period and generate more on to the end.
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Setting up a standard set of approval periods

— Standard Periods:

12 Period Maonthly

" 24 Period 13t and 15th 16th

and lazt day

% 25 Period [2 week periodz]

™ 52 Period Weekly

Week Beging On:

Begin ar:
/000

E

End for vear:
2000

IF

Generate

1. Go to the Standard Periods area of the Approval Periods
window. (see Figure 8.2)

2. Click on the radio button that reflects your company’s
standard work period.

3. If you select either “26 Periods (two-week)” or “52 Periods
(weekly),” a “Week Begins On:”’ drop-down box appears.
(see Figure 8.3)

4. Select the first day of your company’s standard work week.

5. Go to the “Begin On/End For Year’ area of the Approval
Periods window.

Figure 6.2 Figure 6.3

To set up a standard set of approval periods, follow these steps:

6. Enter the desired starting date in the “Begin On™ text
box.

The begin date must match the day of the week
indicated in the “Week Begins On” text box.

7. Select the year through which you
want to setup an approval period in the “End For Year”
data window.

8. Click on “Generate™ to create your approval period
(displayed in the Period Definition section).
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Example Approval Period Window Figure 6.4 shows an example Approval Period window with a set of
approval periods that begins on September 1, 1997 and ends on the last day of 2000. Each
“Start Date/End Date” row reflects a single approval period (either the 1* to the 15" or the
16% to the last day of each month) within a 24-period annual cycle. For the closed periods, no
more time may be charged to any timesheet without an auditable correction process.

The date displays are shown based on the regional settings of your local hard drive (Control

% Panel > Regional Settings).

:f‘ Approval Periods

— Period Defirition:

Inzert
<< J 2001 »>| |Status | StartDate | End Date Al =
Jl‘g M :nua\:: o S’J D3/15/97 sl |
’1_ ’T ’T ’T - ’T % Delete |
[7 [8 [9 [0 [12[13 e
’W'ﬁ’ﬁm’ﬁ’ﬁ'ﬁ 1597 Cloge-Out |
[21 [22 [23 [2a [25 [26 |27 T
[28 [29 [30 [31 EESE
1| | ¥
— Standard Periods:
£ 12 Period Manthly (" 26 Period (2 week perinds) IBBQ'L
/0601
1 d 15th 16th 7 52 Period wWeekl End for v'ear:
eitaey S T
Generate |

Ok I Lancel Apply Help |

Figure 6.4
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Objective 3: Customize or maintain an approval period

Since your company’s accounting cycles may or may not fall within standard parameters such
as the 1 and 15% of each month, TimeWizard gives you the flexibility to accommodate such

exceptions. First, set up a standard approval period by following the steps described in Objec-
tive 2, then adjust the standard dates to fit your unique requirements.

Customizing or maintaining an approval period

Statuz | Start Date | End Date ﬂ
0E/01/93 063095
070193 J07/31./95
08/01/99  J08/31./95
09/01,/99  09/30/99

-‘l oA 043199
11./01./99

Figure 6.5

1. Place the cursor on the specific start/end date text box and

marks (“/”) in the date. Tab or click in the next date text
box to continue entering dates. (See Figure 6.5)

2. Click “Apply” to save the settings and remain in the dialog
box or “OK™ to save the settings and exit the dialog box.

3. Click “Insert™ to insert an approval period between
existing start/end dates, or click ““Add™ to add approval

ﬂlis

December 1999
T

To customize or maintain an approval period, follow these steps:
periods to the end of all existing start/end dates.
enter the date. TimeWizard automatically enters the slash  vq; can refer to the calendar in the upper left of the
window when customizing dates. Click the double

4, arrows in the calendar to display another year.
) Click the single arrows to display another

month. (See Figure 6.6)

Figure 6.6

Example

TimeWizard customers who use weekly approval periods (i.e., either 26 or 52 Period) may

have to create a custom period so that the last period of the calendar year ends on December
31—regrardless of how many days the period ends up containing.
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=

Exercise:

=

Objective 4:

=

You cannot edit a period’s start date or end date after a timesheet transaction has been made
for the period.

You can change the approval period of March 1, 1997-March 15, 1997 to two single-week
periods by following these steps:

1. Place the cursor on the March 15, 1997 text box immediately before the “15.”

2. Type “08” to change the date to March 8, 1997.

3. Dress the Tab key to move the cursor to the next row.

4. Click on the Insert command button to insert a new Start Date/End Date row
between the March 8, 1997 end date and the cursor to account for the second single-
week period.

5. Place the cursor on the undefined Start Date text box (“00/00/00”).

6. Type “030997” to enter the date March 9, 1997.

7. Place the cursor on the undefined End Date text box (“00/00/007).

8. Type “031597” to enter the date March 15, 1997.

The approval period customization does not break the continuing flow from end dates to start
dates. In fact, TimeWizard does not allow gaps between end dates and start dates.

If you manually enter an approval period that has gaps or inconsistencies—such as an end
date prior to its start date—TimeWizard returns an error message when you attempt to save
the approval periods.

Delete approval periods

If you create approval periods too far in advance (for example, you selected the wrong year in
the End Date field), you can delete future approval periods from the Start Date/End Date
table—as long as no timesheet transactions exist in the periods you want to delete. Simply,
highlight the periods you want to delete and click on the Delete command button.

You cannot delete the approval period for the current period or for a closed period.
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Objective 5. Close-Out approval periods

When an approval period is closed in TimeWizard, no more time may be entered or edited for
any dates within that period, unless an auditable correction process is used. When you begin
to close-out a period, TimeWizard checks whether all required timesheet approvals are in
place. If all timesheet approvals have been made for the timesheets in the period, the period
will close.

If any required timesheet approvals are missing, a window will open that enables you, as an
Administrator, to override the need for additional approvals. To complete the close-out of the
selected period, you must enter a reason for the override.

Closing-out approvals is an irreversable process.

A closed period remains in the TimeWizard system, allowing you to make Historical Correc-
tions to it, if you have the permission to do so. Historical Corrections modify the timesheet,
but the TimeWizard database maintains the original data and the reason for the correction, as
well as the corrective data. Closed periods can be deleted through the Purge process (see
Chapter 2: Working with the Database).

Closing-out an approval period

To close-out an approval period, follow these steps:

1. Select the Start Date/End Date row for the period you want to close-out.

2. Click “Close-Out.”

3. TimeWizard automatically closes-out the selected period or displays a closed period override window.
4

. To close-out the period and override missing approvals, enter a standard or user-defined reason and
specify “Yes™ in the override window.
|
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Summary

Now that you have learned how to set up standard approval periods in the TimeWizard
system (or to customize approval periods to accommodate your company’s nonstandard ac-
counting cycles), your next step in the approval process is to define an approval hierarchy. This
hierarchy of departments and subgroups determines who can approve timesheets in your
company.
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C HAPTER

Working in Your Employees’

Timesheets

If you have the appropriate department owner permissions, you can view and edit the timesheets
of employees in departments you own. TimeWizard requires you to leave a note explaining
your reason for editing an employee’s timesheet.

Objectives

1. View an employee’s timesheet

2. Make an employee edit (and leave an employee edit note)
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Objective 1. View an employee’s timesheet

If you are designated as a department owner, you can view timesheets of employees in the
department you own.

Viewing an employee’s timesheet

To view an employee’s timesheet, follow these steps: iz
1. In the Timesheet Status area, click on the View drop-down SELF | x
box to view the list of departments you own. conzult |

2. Select the department that contains the timesheets you want [=otitract

3. The timesheet of the first employee in that department sales
appears in the Timesheet drop-down box. brainiing

4. To view a timesheet of another employee in the selected SELF —
department, click on the Timesheet drop-down box. Select =
the employee who owns the timesheet you want to view. Figure 7.1

5. Confirm that you are viewing the timesheet in the correct
approval period. To view a timesheet for the selected
employee in another period, select the desired period ending
date from the Period End drop-down list.
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Objective 2: Make an employee edit (and leave an employee edit note)

If you have the appropriate department owner permission, you can edit the unapproved
timesheets of employees in a department you own. TimeWizard requires users to note a rea-
son for employee edits, i.e., edits of time or detail code values on another employee’s timesheet.
When viewing another employec’s timesheet, the timesheet is locked into read-only mode
until you leave an employee edit note. However, you may add, delete, close, or open an
assighment on the timesheet without leaving a note.

tion note window. In the client/server timesheet, a shaded timesheet cell indicates that an
employee edit note (or other transaction note) exists. In the TimeWizard.enterprise timesheet,
a Note Pad icon E in the transaction cell indicates that an employee edit note (or other
transaction note) exists. For additional information concerning timesheet notes, see the

TimeWizard User’s Guide or the TimeWizard.enterprise Users Guide.

ﬁ The employee edit note is saved to the database and can be viewed in the timesheet transac-

% An employee edit note will replace a previous transaction note in the transaction note win-
dow. However, each note is preserved in the database.
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Making an employee edit (and leaving an employee edit note)

Motes - Employee Edit

| am entering Carol's imesheet in her abzsence to enter ime

2 Cut |

for Thursday and Friday.

Copy |

Paste |

Save To |

LI Load From |

Standard Comments for: Emplopee Edit
TestID: |User Defined [=1

ok I Lancel | Apply

Lazt modified:

| Help

To make an employee edit, follow these steps:

1. Confirm that you are viewing the timesheet of the
correct employee in the correct approval period. 4
Follow the steps in Objective 1, as needed.

2. Click the Employee Edit icon (located to the
right of the View drop-down £ ) to open the
Notes - Employee Edit window.

3. Click on the Text ID drop-down box and select a
standard or user-defined note. The standard audit
notes have pre-defined text. If you selected “User
Defined,” compose an original note in the text

Summary

In this chapter you have learned how to enter the timesheets of your departments’ employees

and make modifications, as necessary.

Figure 7.2

box.

. When you have selected or composed the

appropriate note, click “OK™ to exit the dialog
box and gain edit access to the employee
timesheet. In the client/server timesheet, a
shaded timesheet cell indicates the employee
edit note. In the TimeWizard.enterprise
timesheet, a Note Pad icon indicates the
employee edit note.




C HAPTER

Approving and Rejecting Timesheets
for Departments

In the department-oriented approval process, a department manager is assigned approval
authority for time submitted by employees in a specific department. A department owner is a
manager who has permission to access timesheets of employees in the designated department.
Some—Dbut not necessarily all—department owners also have the departmental permission to
approve and reject timesheets.

You define a department hierarchy in the TimeWizard Departments area and set the number
of approvals required for employees in each department or approval unit (see Chapter 10,
“Setting Departmental Approval Definitions”). The department hierarchy or department tree
shows which departments “own” which other departments or approvals units.

The first level of the approval process is always the submittal of all time entries on an employee’s
timesheet for a particular period. If the employee has the Submit Timesheet preference set-
ting, then the employee submits the timesheet for approval (see Chapter 16, “Setting Up
Preferences”). If the employee does not have the preference, then the employee’s department
owner petforms the submittal.

If one level of approval is required for the employee’s department, then the submittal will fully
approve the dmesheet. If two levels of approval are required, then, following the submittal,
one more approval will fully approve the timesheet. If additional levels of approval are re-
quired, then the timesheet must be approved at successively higher department levels to be-
come fully approved.

If a department approver rejects the submitted hours or clears (i.e., deletes) an approval, the
approval process begins again. The timesheet owner or department owner makes any needed
corrections in the timesheet and resubmits it.

The Approval Status designation in the upper right of the timesheet displays the status of the
timesheet at each level of the approval process. Table 8.1 explains each designation. (If you use
the integrated approvals process, you can find additional information about the timesheet
approval status in Table 9.2 of Chapter 9.)
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Table 8.1: Timesheet Approval Status

Ti heet A 1
tmeshect Approva Explanation
Status
The timesheet for the selected period has not been submutted for approval or
Unapproved .
the approvals have been cleared (1.e., deleted).
. The timesheet for the selected period has been submutted for approval but not
Pending . .
yet fully approved, and the timesheet has not been rejected.
Approved The timesheet for the selected period 1s fully approved, 1.e., 1t has all required
approvals.
The timesheet for the selected period has been submutted but has been
Rejected rejected by a department approver. The timesheet owner (or department
owner) should correct and re-submut the timesheet.

=

A timesheet with zero hours entered for a period will display in the Department Approvals
window and require approval if an entry has been saved to an associated Special Amount or

User field.

When timesheet hours are approved or rejected, the approval statement or rejection statement
can be automatically e-mailed to the affected timesheet owner. To send such e-mail notifica-
tion, the department approver must have the corresponding preferences Send E-Mail on Ap-
prove and Send E-Mail on Reject set in the approver’s Preference Profile (see Chapter 16,
“Setting Up Preferences”).

E-mail notification also requires specific information to be entered in the timesheet owner’s
and department approver’s Employee Detail windows. A user of the client/server timesheet
must have the user’s e-mail address (preferably a fully-qualified Internet e-mail address) in the
Email Login text box of the Employee Detail window. A user of the TimeWizard. enterprise
timesheet must have the user’s fully-qualified Internet e-mail address in the Domain text box
of the Employee Detail window. See Chapter 11, “Working with Employees,” for more infor-
mation about the Employee Detail window.

This chapter describes using the Department approvals window from the client/server timesheet.
To use the Department Approvals window from the TimeWizard.enterprise timesheet, see the
TimeWizard.enterprise User’s Guide.




Chapter Eight = Approving and Rejecting Timesheets for Departments 109

Objective 1:

TimeWizard enables department owners with appropriate permission or approval authority,
who are using the client/server timesheet, to do the following for timesheets in their depart-
ment or sub-department:

Display timesheets with pending approvals

Approve or reject timesheets for entire departments or for specific employees
Collect timesheets regardless of their approval status

Take ownership of other departments or sub-departments

Clear timesheet approvals for entire departments and sub-departments or for spe-
cific employees

Check timesheet approval status for entire departments or for specific employees

Objectives:

W 0NN R

Navigate the Department Approvals window
Check the Approvals Inbox for pending approvals
Show approval status for a department

Show approval history for an employee timesheet
Approve or reject timesheets for a department
Approve or reject timesheets for a single employee
Collect Timesheets

Take ownership of a department

Release ownership of a department

10. Clear approvals for a department

11. Clear approvals for a department and all sub-departments

12. Clear approval for a single employee

Navigate the Department Approvals window

The Department Approvals window displays your company’s departmental hierarchy for
timesheet approvals and all associated timesheets.
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Opening the Department Approvals window

To open the Department Approvals window, follow

Activity Code Values...
either of these steps:

Activities and Azsignments. ..

1. Click on the Department Approvals icon ﬂon the
timesheet toolbar. Buziness Rules 3

2. Select Tools > Department Approvals from the main menu.

Figure 8.1

In the Department Approvals window in Figure 8.2, we have selected the Systems Engineer-
ing Department in the top left frame, which requires the timesheet submit plus two approvals
(for a total of three approvals). In the top right frame, all employee timesheets associated with
the selected department are displayed. When you select an employee, his or her assignment
and hours charged are displayed in the lower frames.

Eﬂ'ﬁme\h‘izald - [Department Approval]

%{ File Took Depatments Emplopess  Activities Transactions  Window Help ;Iilil
IFEHDd Begin: 10/16/33 Perod End: {10/22/33 | ~|| Period Status: Dpen I Show All Employees
|T\meshaat Approved
58 Administration - Approvals: 1 Employee (D Employes Mame
25 CONS - Approvals: 1 Kubar,
78 Consulting - Approvals: 1 Harden, Stephen D
78 Sales & Marketing - Approvals: 1 D'Silva, Rarian
g Disney, Paul M
= B s 1
&) MECEEEED Gerber, Fobin B
Fows 1 to5of 5
|
Project Task Phase Resource Date Hours Cost Type
4 <unLsed: £U ed: 10418499 9REG
10/19/99 9REG
10/20/33 3REG
10/21/99 9REG
10/22/99 9REG
Total 45
Department timeshest approvals

Figure 8.2
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located to the left of the selected department name.

Objective 2: Check the Approvals Inbox for pending approvals
TimeWizard enables you to display a list of timesheets with pending approvals, grouped by

To expand or collapse the department hierarchy in the upper left frame, right click on a selected
department and select Expand from the drop-down menu. Or click on the “+” or °

3

-” symbols

approval period and approving department. This enables you to find the timesheets with
pending approvals quickly and approve or reject them as needed.

Checking the Approvals Inbox for pending approvals

To check the Approvals Inbox for pending approvals, follow
these steps:

1. In the Department Approvals window, select Department > Open
Inbox to open the Pending Timesheet Approvals dialog box.

2. TimeWizard displays timesheets with pending approvals grouped by
approval period and approving department.

3. To approve or reject the timesheets with pending approvals, click on
the Period End drop-down menu to select the appropriate period
ending date. Then in the top left box, select the department that
contains the timesheets you wish to approve or reject.

:___""“H Pending Timesheet Approvals

8/20/33

Fows 1to3af 3

1z Engineering

Syztems Engineering
Syztems Engineering

Figure 8.3
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Objective 3. Show approval status for a department

For quick reference of where all of a department’s timesheets are in the approval process,
TimeWizard enables you to show timesheet approval status for the department en masse.

Showing approval status for a department

5% Approve Status

Employes Mame

Submitted |Status Pending Dept. Appraval

Bothmer, Mark & Unappros
Spstems Engineering | Disney, Paul M Mo Unapprowved
Spstems Engineering | Gerber, Robin B Mo Unapprowved
Spstems Engineering | Kubamk, Carol & Mo Unapprowved
Spstems Engineering | Scheitlin, Bradlep E Mo Unapprowved
Syztems Engineering | Wialow, ladimir Mo Unapproved

Close |

1. In the Department Approvals window, click on the
Period End drop-down menu to select the
appropriate period ending date.

2. In the upper left frame, select the department that
contains the timesheets for which you want to
show approval history. If the department contains
subgroups or approval units, continue to open the
departmental hierarchy until you have selected
the appropriate departmental group.

To show approval status for a department, follow these steps:

Figure 8.4

When you select the department in the
upper left frame, all employees in
upper right frame are selected
automatically.

3. Right-click on the appropriate department and
select Show Approval Status from the drop-
down menu (Department > Show Approval
Status) to open the Approve Status dialog box
for the selected department.

When a department owner clears approvals (i.c., deletes approvals), the record in the Approve
Status window displays “Reset” in the Status field.
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Objective 4. Show approval history for an employee timesheet

For quick reference of where a specific employee timesheet is in the approval process,
TimeWizard enables you to show the approval history of the selected timesheet.

Showing approval history for an employee timesheet

f_ﬂ Approve History

D epartment Approver Action | Time Approved Comments =
Bathmer, Mark & Approve 976/ 39 oye
Cloze |
Figure 8.5

To show approval history for an employee timesheet, follow these steps:

1. In the Department Approvals window, click on the 3. In the upper right frame, select the employee

Period End drop-down menu to select the (within the selected department) who owns
appropriate period ending date. the timesheet for which you want to show

2. In the upper left frame, select the department that approval history.
contains the timesheets for which you want to 4. Right-click on the employee and select Show
show approval history. If the department contains Approval History from the drop-down menu
subgroups or approval units, continue to open the (Employees > Show Approval History) to open
departmental hierarchy until you have selected the Approve History dialog box for the
the appropriate departmental group. selected timesheet.

% You may only show approval history for an employee timesheet if the timesheet is pending at
your approval level.

When a department owner clears approvals (i.e., deletes approvals), the record in the Approve
History window displays “Reset” in the Action field.
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Objective 5: Approve or reject timesheets for a department

TimeWizard enables you to approve or reject the timesheets for a department en masse. Be-
fore proceeding with this function, however, be sure that you have reviewed each timesheet for

accuracy.

Approving or rejecting timesheets for a department

Reject

Approve

Callect Timeshests
ke wneshn
Eelease Wivmership

Collect Timesheets
[jate Winneship
Helease Wivmesha

Clear This Dept. Approvals
Clear This and All Sub. Dept. Approvals
Shiow Approwval Status

Clear This Dept. Approvals
Clear This and &ll Sub. Dept. Approvals
Show Approsal Status

1.

Figure 8.6

In the Department Approvals window, click on the Period End
drop-down menu to select the appropriate period ending
date.

In the upper left frame, select the department that contains
the timesheets you wish to approve or reject. If the depart-
ment contains subgroups or approval units, continue to open
the departmental hierarchy until you have selected the
appropriate departmental group.

When you select the department in the upper left

frame, all employees in upper right frame are selected 6.

automatically.

Right-click on the appropriate department and select Approve
or Reject from the drop-down menu to approve or reject all
timesheets associated with the selected department.

If you selected Approve, TimeWizard automatically approves
all timesheets associated with the selected department and
removes them from the employee list in the upper right frame

To approve or reject timesheets for a department, follow these steps:

58

Figure 8.7

(unless “*Show all employees™ is checked). If this is the
final approval, the approval process is complete, and the
timesheet owner is so notified via email (see introduction
of this chapter for setup information). If higher approvals
are required, the process continues to the next level.

If you selected Reject, TimeWizard opens a dialog box
that requires you to specify a reason for the rejection.

Select a standard note or enter an original note in the
text box.

Click OK to continue. TimeWizard automatically rejects
all timesheets associated with the selected department
and removes them from the employee list in the upper
right frame (unless ““Show all employees™ is checked).
The rejected timesheet is returned to the timesheet
owner for correction and re-submittal. The process then
starts over.
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Objective 6: Approve or reject timesheets for a single employee

TimeWizard enables you to select each employee’s timesheet and approve or reject it indepen-
dently of the other timesheets in the same department.

Approving or rejecting timesheets for a single employee
oo ) Approve
= [ Reect |

Clear &pprovals Clear &pprovals
Show Approval Histary Show Approval Higtory

Figure 8.8 Figure 8.9

To approve or reject timesheets for a single employee, follow these steps:

1. In the Department Approvals window, click on the Period the timesheet and removes it from the employee list in
End drop-down menu to select the appropriate period the upper right frame (unless ““Show all employees™ is
ending date. checked). If this is the final approval, the approval process

is complete, and the timesheet owner is so notified via
email (see introduction of this chapter for setup
information). If higher approvals are required, the process
continues to the next level.

2. In the upper left frame, select the department that contains
the timesheets you wish to approve or reject. If the
department contains subgroups or approval units, continue
to open the departmental hierarchy until you have selected
the appropriate departmental group. 7. If you selected Reject, TimeWizard opens a dialog box

that requires you to specify a reason for the rejection.

Select a standard note or enter an original note in the

text box.

3. In the upper right frame, select the employee (within the
selected department) who owns the timesheet you wish to
approve or reject.

8. Click OK to continue. TimeWizard automatically rejects
the timesheet and removes it from the employee list in
the upper right frame (unless ““Show all employees™ is
checked). The rejected timesheet is returned to the
timesheet owner for correction and re-submittal. The
process then starts over.

4. In the lower left frame, select the assignment for which you
want to review transaction hours. The transaction hours
associated with the selected assignment are populated in
the lower right frame.

5. Right-click on the employee and select Approve or Reject
from the drop-down menu to approve or reject the selected
timesheet based on the accuracy of the assignment data.

6. If you selected Approve, TimeWizard automatically approves

To select multiple employees in sequence: 1. Click on the top employee. 2. Hold down the
Shift key. 3. Click on the bottom employee.
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Example

To select multiple employees not in sequence: 1. Click on one employee. 2. Hold down the
Control key. 3. Click on an additional employee. 4. Continue to hold down the Control key
and click on additional employees as needed

In the example TimeWizard Reject Timesheet dialog box shown in Figure 8.10, the timesheet
was rejected because of unauthorized overtime. Once the timesheet owner corrects the trans-
action, the timesheet may be resubmitted and the approval process may begin again.

Bothmer, Mark A

Timesheet Approved

“You must provide a reazon for this action

Flease choose a standard reason or enter a reazon below:

'ou charged unauthorized overtime on Tuszeday of last week. Pleaze see me abaut this.

0K I Cancel |

Figure 8.10

Objective 7: Collect Timesheets

=

TimeWizard enables you to forcibly collect timesheets from any level of department that you
own. In fact, even if an employee has not yet submitted his or her timesheet or if any required
lower-level approval has not yet been completed, you can take ownership of that approval
level and forcibly collect the timesheets.

You cannot collect timesheets for a future period.




Chapter Eight = Approving and Rejecting Timesheets for Departments

Collecting timesheets

Warning: Dverride =

Employees in the selected department must apprave their own timesheets.
Caollection of unapproved timesheets will require you ta override thiz approval. Do you want

to do this?

ﬂnl

Figure 8.11

Timeshest Approved

*r'ou must provide a reason for this action.

approval override

@ approval overide

Please choose a standard reason of enter a reazon below

IThis employee left on vacation before submitting her timesheet |

Done

@ Timezheets collected = 14

Figure 8.13

To collect timesheets, follow these steps:

1. In the Department Approvals window, click on the
Period End drop-down menu to select the appropriate
period ending date.

2. In the upper left frame, select the department that
contains the timesheets you wish to approve or reject. If
the department contains subgroups or approval units,
continue to open the departmental hierarchy until you
have selected the appropriate departmental group.

If you need to collect timesheets at a lower approval level,
you must first take ownership of that level and
. then collect the timesheets. See Objective 6.

3. Right-click on the appropriate
department and select Collect Timesheets from

Figure 8.12

. Click “Yes” to open the Override dialog box, in which you

. Either select a standard note or enter an original note in the

. Click OK to continue.

. TimeWizard displays a confirmation dialog box with the

the drop-down menu (Department > Collect Timesheets) to
open the Collect Timesheets Warning dialog box (Figure
8.11).

must provide a reason for this action.
text box at the bottom of the Override dialog box (Figure

8.12).

number of timesheets collected (Figure 8.13). Click OK to
return to the Department Approvals window.
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Objective 8. Take ownership of a department

TimeWizard enables you to take temporary ownership of lower-level departments for the
purpose of collecting timesheets or approving at that level in the absence of the department
owner.

Taking ownership of a department

To take ownership of a department, follow these steps:

1. In the Department Approvals window, click on the 3. Right-click on the appropriate department and select Take
Period End drop-down menu to select the Ownership from the drop-down menu (Department > Take
appropriate period ending date. Ownership).

2. In the upper left frame, select the department When you leave the Approvals window, TimeWizard
that contains the timesheets for which you want automatically releases ownership of any departments
to take ownership. If the department contains for which you have taken ownership.

subgroups or approval units, continue to open the
departmental hierarchy until you have selected
the appropriate departmental group.

4. TimeWizard immediately grants you all approval permissions
of a department owner for the selected department.

Objective 9: Release ownership of a department

TimeWizard enables you to release ownership of any departments for which you have taken
ownership.

In addition, your temporary ownership is released automatically when you exit the Depart-
ments window.

Releasing ownership of a department

To release ownership of a department, follow these steps:

1. In the Department Approvals window, click on the 3. Right-click on the appropriate department and select Release
Period End drop-down menu to select the Ownership from the drop-down menu (Department > Release
appropriate period ending date. Ownership).

2. In the upper left frame, select the department When you leave the Approvals window, TimeWizard
that contains the timesheets for which you want automatically releases ownership of any departments
to release ownership. If the department contains for which you have taken ownership.
subgroups or approval unlts‘, continue to open the 4. TimeWizard immediately returns ownership of the selected
departmentgl hierarchy until you have selected department to the original owner. You no longer have
the appropriate departmental group. approval permissions of a department owner for the selected

department.
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Objective 10:Clear approvals for a department

TimeWizard enables you to clear timesheet approvals for a department en masse. This func-
tion does not allow you to clear an individual approval, rather it clears all approvals from the
initial submit to the highest-level approval.

Clearing approvals for a department

ept. .|':'|.FII:I[I:I als
Clear Thiz and All Sub. Dept. Approvalz
Show Approval Status

1. In the Department Approvals window, click on
the Period End drop-down menu to select the
appropriate period ending date.

2. Click the “Show all employees’ box to specify
(yes or no) to display all the employees in your
department, those with pending and approved
timesheets alike.

3. In the upper left frame, select the department
that contains the timesheets for which you
want to clear approvals. If the department
contains subgroups or approval units, continue

To clear approvals for a department, follow these steps:

Figure 8.14

to open the departmental hierarchy until you have
selected the appropriate departmental group.

When you select the department in the
% upper left frame, all employees in the
= upper right frame are selected automati-
cally.

4. Right-click on the appropriate
department and select Clear This Department
Approvals from the drop-down menu (Depart-
ments > Clear This Department Approvals) to
clear all approvals for the selected department.
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Objective 11:Clear approvals for a department and all sub-departments

TimeWizard enables you to clear timesheet approvals for a department and all associated sub-
departments en masse. This function does not allow you to clear an individual approval,
rather it clears all approvals from the initial submit to the highest-level approval.

Clearing approvals for a department and all sub-departments

Clear Thiz Dept. &pprovals

Clear Thiz and &All 5

ub. Dept. Approvals k
Show Approval Status

In the Department Approvals window, click on
the Period End drop-down menu to select the
appropriate period ending date.

Click the “Show all employees™ box to specify

(ves or no) to display all the employees in your

department, those with pending and approved
timesheets alike.

In the upper left frame, select the department
that contains the timesheets for which you
want to clear approvals. For this function, you
do not need to select specific subgroups or
approval units.

Figure 8.15

To clear approvals for a department and all sub-departments, follow these steps:
1.

% When you select the department in the
upper left frame, all employees in upper
right frame are selected automatically.

4. Right-click on the appropriate department and

select Clear This and all Sub-Department
Approvals from the drop-down menu
(Departments > Clear This and all Sub-
Department Approvals) to clear all approvals for
the selected department and associated sub-
departments.
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Objective 12:Clear approval for a single employee

TimeWizard enables you to select each employee’s timesheet and clear approvals indepen-
dently of the other timesheets in the same department. This function does not allow you to
clear an individual approval, rather it clears all approvals from the initial submit to the high-
est-level approval.

Clearing approval for a single employee

To clear approval for a single employee, follow these
steps: SEErEYE

1. In the Department Approvals window, click on the Period End fiz=e

drop-down menu to select the appropriate period ending date.

Clear Approy

Show Approveal Hiztom

2. Click the “Show all employees™ box to specify (yes or no) to
display all the employees in your department, those with pending
and approved timesheets alike. Figure 8.16

3. In the upper left frame, select the department that contains the
timesheets for which you want to clear approvals. If the
department contains subgroups or approval units, continue to
open the departmental hierarchy until you have selected the
appropriate departmental group.

5. Right-click on the employee and select Clear
Approvals from the drop-down menu to clear
all approvals associated with the selected

4. In the upper right frame, select the employee (within the selected timesheet.
department) who owns the timesheet for which you want to
clear approvals.

|
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Summary

In this chapter, you have learned how to participate in your company’s department-oriented
approval process by approving or rejecting submitted timesheets in departments that you
own.




C HAPTER

Approving and Rejecting Timesheet

Assignments

In the integrated approvals process, department approvals are followed by activity approvals.
A project manager is assigned approval authority for time submitted for a specific activity or
activities. The activity approver, called an “activity owner,” can approve or reject time for
those “owned” activities without having approval authority for all of the time submitted for
an employee. Unlike a department approver, an activity owner can approve time for em-
ployee assignments without owning the employee’s department. If different assignments on
one timesheet are owned by different activity owners, each activity owner will need to per-
form an approval or rejection.

Once a timesheet has received all required department approvals, it becomes available to the
authorized activity owners for approval or rejection of activities or assignments. Only one
approval is required for each employee assignment per period. When every assignment on a
timesheet has been approved, the timesheet is fully approved for the period, and no other
level of approval is required.

If an activity owner rejects the submitted hours or clears (i.e., resets) an approval, the ap-
proval process requires additional stages. The rejection or clearing action unlocks the timesheet
so that the employee may correct the timesheet data. After the timesheet data has been
modified, it must be resubmitted. Then the entire approvals process, beginning with depart-
ment approvals, begins again.
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If an activity approval is cleared or hours are rejected, but no modification is made to the
timesheet data, the timesheet must still be resubmitted. In this case, the existing department
approvals remain in place and activity approvals can continue.

After a timesheet has been submitted, an assignment status displays in the Status column at
the left of the timesheet assignment rows to show the status of each assignment at each stage of
the process. Table 9.1 explains each assignment approval status designation.

Table 9.1: Assignment Approval Status

Assignment Approval .
g PP Explanation
Status
Pend The employee assignment row for the selected period has been submutted for
endin o . .
€ approval, and the activity owner has not yet approved this submussion.

The submutted employee assignment row for the selected period has been

Approved 7
approved by the activity owner.
The submitted employee assignment row for the selected period has been

Rejected rejected by the activity owner. The timesheet owner should correct the
assignment row and then resubmut the timesheet.

The Approval Status designation in the upper right of the timesheet displays the status of the
timesheet as a whole. Table 9.2 explains each timesheet approval status designation.
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Table 9.2: Timesheet Approval Status

Timesheet Approval
Status

Explanation

Unapproved

The timesheet for the selected period has not been submitted for approval or
must be resubmitted for approval. If the timesheet has been submitted, at
least one department approval or activity approval has been cleared (i.e., reset
to "Unapproved"), and the timesheet is unlocked.

Pending

The timesheet for the selected period has been submitted for approval but not
yet fully approved.

Approved

All assignments on the timesheet have been approved, and the timesheet is

fully approved for the selected period.

Rejected

1) The timesheet for the selected period has been rejected by a department
approver or 2) one or more assignments for the selected period have been
rejected by an activity owner. The timesheet is unlocked and must be
resubmitted. If timesheet data is modified before the resubmittal, the entire

approvals process will begin again.

=

An assignment row with zero hours entered for a period will display in the Activity Approvals

window and will require approval if an entry has been saved to an associated Special Amount
or User field.

When timesheet hours are approved or rejected, the approval statement or rejection statement
can be automatically e-mailed to the affected timesheet owner. To send such e-mail notifica-
tion, the activity owner must have the corresponding preferences Send E-Mail on Approve
and Send E-Mail on Reject set in the activity owner’s Preference Profile (see Chapter 16,
“Setting Up Preferences”).

E-mail notification also requires specific information to be entered in the timesheet owner’s
and activity owner’s Employee Detail windows. A user of the client/server timesheet must
have the user’s e-mail address (preferably a fully-qualified Internet e-mail address) in the Email
Login text box of the Employee Detail window. A user of the TimeWizard.enterprise timesheet
must have the users fully-qualified Internet e-mail address in the Domain text box of the
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Employee Detail window. See Chapter 11, “Working with Employees,” for more information
about the Employee Detail window.

This chapter describes using the Activity Approvals window from the client/server timesheet.
To use the Activity Approvals window from the TimeWizard. enterprise timesheet, see the
TimeWizard.enterprise User’s Guide.

TimeWizard enables project managers with activity approval authority to perform the follow-
ing functions:

* Display a list of activities that are available for approval

* Approve or reject submissions for entire activities, for specific resource assignments,
or for specific employee assignments

*  Clear approvals (i.e., delete approvals) for entire activities, for specific resource as-
signments, or for specific employee assignments

*  Check approval status for entire activities or for specific employee assignments

Objectives:

Navigate the Activity Approvals window
Display activities available for approval
Show approval status of an activity

Show approval history of a single employee assignment

1
2
3
4
5. Approve or reject submissions for entire activities
6. Approve or reject submissions for specific resource assignments
7. Approve or reject submissions for specific employee assignments
8. Clear approvals for an activity

9. Clear approval for a single resource assignment

1

0. Clear approval for a single employee assignment
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Objective 1: Navigate the Activity Approvals window

The Activity Approvals window displays your company’s project hierarchy for activity ap-
provals and all associated resource assignments.

Opening the Activity Approvals window

Activity Code ¥alues. .

To open the Activity Approvals window, follow either of
these steps: Aclivities and Assignments...

Businesz Rules »

1. Click on the Activity Approvals icon E on the timesheet

Department Approvals...
toolbar. ity

Appro

2. Select Tools > Activity Approvals from the main menu. — N

Figure 9.1

In the Activity Approvals window in Figure 9.2:

*  The activity “T'W3.0 Development, 11, Migration” in the upper left frame has two
associated resource assighments in the upper right frame.

*  The “SysEng” resource assignment in the upper right frame has two associated em-
ployee assignments in the lower left frame.

*  The employee assignment for Bruce Gibson in the lower left frame has 12 hours
charged to it in the selected period, as shown in the lower right frame.
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clivity Approvals

|

Training Gibson

Figure 9.2

To expand or collapse the activity hierarchy in the upper left frame, right-click on a selected

activity and select Expand from the pop-up menu or click on the “+” or “-” symbols located to
the left of the selected activity name.

TimeWizard
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Objective 2: Display activities available for approval

TimeWizard enables you to display a list of activities available for approval, grouped by period
ending date. An activity will not display until one or more of its associated employee assign-
ments have received all required department approvals. This display enables you to find pend-
ing activity approvals quickly, and then proceed with approvals or rejections.

Displaying pending activity approvals

To display pending activity approvals, 2 Pending Activity Approvals
follow these steps:

0240410
02/04/01

1. In the Activity Approvals window, select Activity

teating Fieqge. Mg
> Open Inbox from the main menu to open the 02/04,01 B2B Analysiz Preliminary Analysis | Prefiminan Analysis
pending ACtIVIty Approvals dlalog box. 02/04./01 EZB Analysiz Final Analysiz Final Analysiz
0z2A8/01 BZB Design D atakdodel Dratakdodel Design

2. TimeWizard displays activities available for
activity approval, grouped by period ending date.

3. To proceed with the approvals process, click on
the Period End drop-down box and select the
appropriate period ending date.

Fows Tto5of 5

Figure 9.3




130

Section Three = Defining the Approval Process

Objective 3. Show approval status of an activity

The Show Approval Status feature enables you to view the assignment approval status of
submitted employee assignments associated with a specified activity, for a specified period, en

masse.

Showing approval status for an activity

[T/
E% Approval Status

SN Engr. Design Datatodel  |DataModel Design

Fesouce |Project  [Task Subtask Activity Description Employee Name Submitted |Activity Timeshest
Status Status

S Engr. B2 Design Architecture | Architecture Design Scheitlin, Brad Yes Lpproved  |Approved

S Engr. |B2EB Design rchitecture | Architecture Design Stone, Pete [Yes Unapproved |Pending

Scheitiin, Brad

Lpproved

S/ Engr. |B2E Design Datatodel  |DataModel Design

Stone, Pete Wes

Unapproved |Pending

|+

Closz |

1. In the Activity Approvals window, click on the Period End
drop-down box and select the appropriate period ending
date.

2. In the top left frame, select the activity that contains the
appropriate resource assignment approvals. If the activity
contains lower-level fields, continue to open the project
hierarchy until you have selected the appropriate activity.

To show approval status for an activity, follow these steps:

Figure 9.4

When you select the activity in the left
frame, all resource assignments in the right
frame are selected automatically.

3. Right-click on the appropriate activity and select
Show Approval Status from the pop-up menu (or
select Activity > Show Approval Status from the main
menu) to open the Approve Status window for the
selected activity.

When approvals have been cleared (i.c., deleted), the record in the Approve Status window
displays “Reset” in the appropriate status field.
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Objective 4. Show approval history of a single employee assignment

TimeWizard enables you to show the assignment approval history for a specified employee

assighment.

Showing approval status for a single employee assignment

5% Approval History

"T\masheel Submittal

5/ Quality Assuiance | Bathmer, Mark,

A 9:56
|Approve |2/5/01 19:55:24

|Self

[Matthai, il

|Approve |2/6/01 18.52.14

Integration Intearation Testing Criswell, Ted
Integration |Integration Testing

Matthai, W/ill

Comments
Feiect

24|Meeting time not entered

1) |eCommerce | Testing

|Integration |Integration Testing  |Matthai, Wil

|Hesel 02/05/01 07.58:50

04 |eCommerce [Testing Integration Integration Testing  |Matthai, Wil

|F\esel 02/05/01 07-58:51

|

Close

show the approval history.

To show approval status for an employee assignment, follow these steps:

1. In the Activity Approvals window, click on the Period End drop-
down box to select the appropriate period ending date.

2. In the upper left frame, select the activity that contains the
resource assignment that contains the employee assignment
for which you want to show the approval history. If the activity
contains lower-level fields, continue to open the project
hierarchy until you have selected the appropriate activity.

3. In the upper right frame, select the resource assignment that
contains the employee assignment for which you want to

When you select the resource assignment in the right frame, all
associated employee assignments in the lower left frame are

Figure 9.5

% selected automatically.

4. In the lower left frame, right-click on

the appropriate employee assignment and select

Show Approval History from the pop-up menu (or
select Employee > Show Approval History from the main
menu) to open the Approve History window for the
selected employee assignment.

When approvals have been cleared (i.e., deleted), the record in the Approve History window

displays “Reset” in the appropriate action field.
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Objective 5. Approve or reject submissions for entire activities

TimeWizard enables you to approve or reject the submissions for an activity en masse. When
you approve or reject an activity, all associated resource assignments (and therefore employee
assignments) are approved or rejected automatically. Before proceeding with this function,
you may want to review resource assignments and employee assignments for accuracy.

Approving or rejecting submissions for entire activities

+=-® ACS - ALCS -
: ACS Prof Sves ACS Prof Svecs

ADMOT ADMO

AlphaPress AlphaPress

Mon-Praject Mon-Project

ional Services

Feject
Higration Expand Expand

Clear Approvals
Sy Saproval Statis

Clear Approwvals
ShowApproval Status

=l : 1]
Figure 9.6 Figure 9.7
To approve or reject submissions for entire activities, follow these steps:
1. In the Activity Approvals window, click on the Period End 4. If you selected Approve, TimeWizard automatically
drop-down box and select the appropriate period ending approves all resource assignments associated with the
date. selected activity and removes them from the resource

assignment list. You may approve or reject another

2. In the upper left frame, select the activity that contains the o ’
submission or close the window.

resource assignments you wish to approve or reject. If the

activity contains lower-level fields, continue to open the 5. If you selected Reject, TimeWizard opens a dialog
project hierarchy until you have selected the appropriate box that requires you to specify a reason for the
activity. rejection. Select a standard note or enter an original

note in the text box. Click OK to continue.
TimeWizard automatically rejects all resource
assignments associated with the selected activity and
removes them from the resource assignment list.

When you select the activity in the upper left frame,
all resource assignments in the upper right frame are
selected automatically.

3. Right-click on the appropriate activity and select Approve or
Reject from the pop-up menu to approve or reject all
associated resource assignments.
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Objective 6: Approve or reject submissions for specific resource assignments

TimeWizard enables you to select each resource assignment and approve or reject it indepen-
dently of the other resource assignments associated with the same activity. When you approve
or reject a resource assignment, all associated employee assignments are approved or rejected
automatically. Before proceeding with this function, you may want to review each associated
employee assignment for accuracy.

To select multiple resource assignments listed in sequence:

1. Click on the top resource assignment you want to select.

2. Hold down the Shift key and click on the bottom resource assignment you want to
select.

To select multiple resource assignments not listed in sequence:

1. Click on one resource assignment you want to select.

2. Hold down the Control key and click on an additional resource assignment you want
to select.

3. Continue to hold down the Control key and click on additional resource assignments
as needed.




134

Section Three = Defining the Approval Process

Approving or rejecting submissions for specific resource assignments

1.

[Resource |

[<unclassfied> |
0&

Reizet g

Clear Approvals

Figure 9.8

In the Activity Approvals window, click on the Period End
drop-down box to select the appropriate period ending
date.

In the upper left frame, select the activity that contains the
resource assignments you wish to approve or reject. If the
activity contains lower-level fields, continue to open the
project hierarchy until you have selected the appropriate
activity.

In the upper right frame, right-click on the appropriate
resource assignment, and select Approve or Reject from the
pop-up menu to approve or reject the resource assignment.

58

[Resouce I

[ cunclassified> |

Approve:

Clear Approvals

Figure 9.9

To approve or reject submissions for specific resource assignments, follow these steps:
4.

If you selected Approve, TimeWizard automatically
approves the resource assignment and removes it from the
resource assignment list. You may approve or reject another
submission or close the window.

If you selected Reject, TimeWizard opens a dialog box that
requires you to specify a reason for the rejection. Select a
standard note or enter an original note in the text box. Click
OK to continue. TimeWizard automatically rejects the
resource assignment and removes it from the resource
assignment list.
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Objective 7: Approve or reject submissions for specific employee assignments

TimeWizard enables you to select each employee assignment and approve or reject it indepen-
dently of the other employee assignments associated with the same resource assignment.

Approving or rejecting submissions for specific resource assignments

Department | Last Mame |First Name [MI | Department  |Last Mame |FirstNa_me
Systems Engine Mark

Training Gibzon Training Gibson Bruce

Approve

Clear Approvals
Show Approval History

Clear Approvals
Show &pproval Histary

Figure 9.16 Figure 9.1£
To approve or reject submissions for specific employee assignments, follow these steps:
1. In the Activity Approvals window, click on the Period End 4. In the lower left frame, right-click on the appropriate
drop-down box and select the appropriate period ending employee assignment and select Approve or Reject
date. from the pop-up menu to approve or reject the

2. In the upper left frame, select the activity that contains the resource assignment.

resource assignments that contain the employee assignments 5. If you selected Approve, TimeWizard automatically

you wish to approve or reject. If the activity contains lower- approves the employee assignment and removes it
level fields, continue to open the project hierarchy until you from the employee assignment list. You may approve
have selected the appropriate activity. or reject another submission or close the window.
% When you select the activity in the left frame, all 6. If you selected Reject, TimeWizard opens a dialog box
resource assignments in the right frame are selected that requires you to specify a reason for the rejection.
automatically. Select a standard note or enter an original note in the

text box. Click OK to continue. TimeWizard
automatically rejects the employee assignment and
removes it from the employee assignment list.

3. In the upper right frame, select the resource assignment that
contains the employee assignments you wish to approve or
reject.

When you select the resource assignment in the right
. frame, all associated employee assignments in the
lower left frame are selected automatically.
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Example

To select multiple employee assignments listed in sequence:

1. Click on the top employee assignment you want to select.

2. Hold down the Shift key and click on the bottom employee assignment you want to
select.

To select multiple employee assignments not listed in sequence:

1. Click on one employee assignment you want to select.
2. Hold down the Control key and click on an additional employee assignment.

3. Continue to hold down the Control key and click on additional employee assign-
ments as needed.

In the TimeWizard Reject Timesheet dialog box shown in Figure 9.12, the employee assign-
ment was rejected because of unauthorized use of a project code. Once the employee corrects
the transaction and resubmits the timesheet, the employee assignment is placed in “Pending”
status again. Department approvals must be completed again before the activity approval
process may continue.

Beall. April

Timeshest Approval

You must provids a reason for this action

Timesheet Rejected Timesheet Rejected

Please choose a standard reason or enter a reason below:

Unauthorized project code used. Please see your project manager.

Gencel
Figure 9.12
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Objective 8: Clear approvals for an activity

If you have the Clear Approvals permission, you can reset approvals or rejections for an activ-
ity en masse. When you clear approvals for an activity, all approvals for associated resource

assignments (and, therefore, employee assignments) are deleted automatically. An activi
g Y g Y-

owner cannot clear the assignment status “Pending.”

Clear Approvals window.

Clearing approvals for an activity

1.

To clear approvals for an activity, follow these
steps:

In the Activity Approvals window, click on the
Period End drop-down box and select the
appropriate period ending date.

In the upper left frame, select the activity that
contains the resource assignment approvals you
wish to clear. If the activity contains lower-level
fields, continue to open the project hierarchy until
you have selected the appropriate activity.

When you select the activity in the upper
¢ left frame, all resource assignments in the
upper right frame are selected automati-

cally.

Department owners with the Clear Approvals permission may clear the assignment status
“Pending,” as well as the timesheet approval status “Pending,” in the department approvals

. Right-click on the appropriate activity and select

ACS -
ACS Prof Svos
ADMOT

AlphaPress
Mon-Project

ional Services

Approve
Reject

E xpand

Show Spproval Stat

L]
Figure 9.13

Clear Approvals from the pop-up menu to clear
approvals for all associated resource assignments
and employee assignments.
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Objective 9: Clear approval for a single resource assignment

If you have the Clear Approvals permission, you can select a resource assignment and reset all
associated approvals (or rejections) for it independently of the other resource assignments
associated with the same activity. When you clear approvals for a resource assignment, all
approvals for associated employee assignments are deleted automatically. An activicy owner
cannot clear the assignment status “Pending.”

Department owners with the Clear Approvals permission may clear the assignment status
“Pending,” as well as the timesheet approval status “Pending,” in the department approvals
Clear Approvals window.

Clearing approval for a single resource assignment

To clear approvals for a resource assignment, follow these [roms

steps: <unclassified>
04
SysEng

Appiove
Rieject

1. In the Activity Approvals window, click on the Period End drop-
down box and select the appropriate period ending date.

Clear Apj

provals \

2. In the upper left frame, select the activity that contains the
resource assignment approvals you wish to clear. If the activity
contains lower-level fields, continue to open the project hierarchy
until you have selected the appropriate activity.

3. In the upper right frame, select the resource assignment that |
contains the approvals you wish to clear. Figure 9.14

When you select the resource assignment in the upper 4. Right-click on the resource assignment and select Clear

right frame, all employee assignments in the lower left Approvals from the pop-up menu to clear the

frame are selected automatically. approvals associated with the selected resource
assignment.
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Objective 10: Clear approval for a single employee assignment

If you have the Clear Approvals permission, you can select an employee assignment and reset
all associated approvals (or rejections) for it independently of the other employee assignments
associated with the same resource assignment. An activity owner cannot clear the assignment
status “Pending.”

Department owners with the Clear Approvals permission may clear the assignment status
« . » . « . 9 .

Pending,” as well as the timesheet approval status “Pending,” in the department approvals
Clear Approvals window.
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Clearing approval for a single employee assignment

1.

Department  |Lazt Mame

First M ame

Bathmer
Gibzaon

Systems Engine
Training

Feject

Clear &ppraor,

Show Approval Histomy

In the Activity Approvals window, click on the Period End
drop-down box and select the appropriate period ending
date.

In the upper left frame, select the activity that contains the
resource assignment that contains the employee assignment
approvals you wish to clear. If the activity contains lower-level
fields, continue to open the project hierarchy until you have
selected the appropriate activity.

Summary

To clear approvals for an employee assignment, follow these steps:

3.

4.

Figure 9.15

In the upper right frame, select the resource assignment
that contains the employee assignment approvals you
wish to clear.

In the lower left frame, right-click on the appropriate
employee assignment and select Clear Approvals from
the pop-up menu to clear the approvals for the selected
employee assignment.

In this chapter, you have learned how to participate in the activity approvals portion of the
integrated approvals process by approving or rejecting submitted timesheet data for activities

you own.
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Managing Resources

Introduction to Managing Resources in TimeWizard

In the Introduction to this manual, we recalled seventh grade English and the six
types of questions—who, what, when, where why and how. The answers to the
question “Who is working?” lies in the TimeWizard Employees section, which en-
ables you to add and manage the resources who are able to make time entries in the
TimeWizard system. For each resource, you complete an employee record that en-
compasses everything TimeWizard needs to know about that user. This includes not
only standard data such as name and employee number but also TimeWizard-specific
data such as departmental ownership settings and resource code designations.

This section includes the following

Chapter Ten: Setting Departmental Approval Definitions
Chapter Eleven: Working with Employees

TIITICW nizard
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Setting Departmental Approval

Definitions

In Chapter 5, we discussed the different types of approval process and the implications of
each. In Chapter 6, you learned how to set up standard or customized approval periods so that
your company’s employees can enter time within those periods. In this chapter, we discuss the
final step of setting up the department portion of the approval process. You do this by estab-
lishing an approval hierarchy of departments, subgroups, and associated employees. Table
10.1 explains the role of each member of the approval hierarchy.

If you choose the integrated approvals process, you will also need to map out who approves
which assignment time entries. You will set activity approvers for this purpose in the Activity
Approval Pools area (see Chapter 18, “Creating Activity Approval Pools”).
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Objectives

When you have finished this chapter, you should be able to do the following:
Navigate the Departments window

Create an approval hierarchy

Place employees in the appropriate departments and subgroups

Edit departments and subgroups in an approval hierarchy

Delete departments and employees from an approval hierarchy

Cut and paste departments and employees

N kb=

Maintain employees in the Departments window

Table 10.1: Approval Hierarchy Members

Approval Hierarchy Members Role in the Approval Process

The highest-level member of the approval hierarchy is merely a place holder that signifies
Highest-level member of the the highest-level office in your company (the name of which could be your company
approval hierarchy name). This member does not participate in the approval process but serves to connect all
of the approval departments.

The approval departments in the approval hierarchy represent your company's departments
(e.g, Payroll, Human Resources, Marketing, and Administration). If you define

Departments subgroups, the approval department is responsible for approving the timesheet data
previously approved by the subgroups.
The approval subgroups in the approval hierarchy represent smaller divisions within your
Subgroups company's departments (e.g., Public Relations and Advertising within the Marketing

Department). If you define approval units, the approval subgroup is responsible for
approving the timesheet data previously approved by the approval units.

. Approval units are the lowest possible level of the approval hierarchy. You can define
Approval Units .
approval units to break up larger approval subgroups.

Employees who have the Submit Timesheet preference start the approval process by
Employees submitting their own timesheets for the next level of approval. Department owners

submit timesheets for employees who do not have the Submit Timesheet preference.
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Objective 1:

Objective 2:

Navigate the Departments window

The Departments window enables you to define departments in the TimeWizard system and
to establish a hierarchy of approvals. You can then assign employees to the appropriate depart-
ments.

Opening the Departments window

To open the Departments window, follow either of

these steps: Global Freferences...

Custarn Fields...
Code Yalues...

1. Select Tools > Departments from the TimeWizard Approval Periods...

Administrator main menu.

2. Click on the Departments icon on the TimeWizard Emplayees... k

Administrator toolbar. Achiviies and Assignments...

Buzinezs Rules 3
Interface Contraller...

LDepartment Approvals. .
Activitp Approvals...

Reports 3

Eurge...

Figure 10.1
|

Create an approval hierarchy

An approval hierarchy is like an organizational chart that illustrates who works for whom in
your company. For example, your highest level of the hierarchy could be called “Executive
Office,” followed by the primary departments of your company (such as Business Develop-
ment, Information Technology, and Payroll). Each primary department may include several
subgroups (such as Administration, Consulting, and Help Desk). If a subgroup is large, you
can divide it into approval units, the lowest possible level of the approval hierarchy.

If your organization wants to use the activity approval portion of the integrated approvals
process, but chooses not to use the department approval portion, set the number of approvals
for each department to “1.” When a timesheet is submitted for approval, the submittal acts as
the first departmental approval. If only one department approval is required, the submittal
makes the timesheet accessible to activity approvers.
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Creating an approval hierarchy
=4 Department

Office Department Code
|S ales & Marketing

E B Communications Group - # of Appravals: 2
© Ll Marketing - # of Approvals: 2 Departmerit Nare
E|E] FRODEMNG - # of &pprovals: T Product Engineering [5ales _& '_ﬂa[ke“ng
----- B 04 -#of Approvals: 2 Quality Assurance Description
EIEj SE - # of Approvals: 2 Software Engineering
i 5 DEV - # of Approvals: 2 Development
B DM -# of &pprovals: 3 Data Modeling Number of Appraval equied [ 3
{5 DOC- # of Approvals: 2 Documentation Appraval Unit Only [
w3 51-# of Approvals: 2 Spstems Integration
Ej TR - # of Approwals: 2 Training

ak Lancel

Help |

Figure 10.2 Figure 10.3

To create an approval hierarchy, follow these steps:

1. Right-click on the default department entitled ““Begin 5. To add additional departments, repeat step 2-4.
Department Hierarchy Here™ to access the Departments 6
tools menu. Select “Edit”’and rename the default
department as appropriate (i.e., your company’s highest
level department).

. To add subgroups that are approved by a particular
department, right-click on the specific department and
repeat step 3. Enter the appropriate information in the
dialog box.

2. Right-click on the default department to access the 7. To designate a subgroup as an approval unit, click on
Bepantments tooks mem. the “Approval Unit Only” checkbox in the dialog box.

3. Select “Add™ to open the Department dialog box. 8. Click “Apply” to save the settings and keep the dialog

4. For the new department, enter the appropriate box open, or click “OK™ to save the settings and close

information, such as department name and number of it.
department approvals required. The first approval is the
submittal of the timesheet.

A drum-shaped icon appears to the left of each department or subgroup in the Departments
window (see Figure 10.2). Approval units will have an icon that shows a smaller drum beside
the larger one, indicating a “parent-child” relationship.

To open or collapse the approval hierarchy, either click on the plus (+) or minus (-) symbols to
the left of each department or double-click on the department.
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Objective 3. Place employees in the appropriate departments and subgroups

When you place employees into a specific department or subgroup, they are bound by the
approval settings of the department or subgroup. Just as the department approval hierarchy
reflects the departmental structure of your company, the employee placements reflect the day-
to-day organization of your company’s resources.

Placing employees in the appropriate departments and subgroups

B Departments =[5 x]
5~ Executive Offics Hame Emplopze 1D Logn ID
=@ Communications Group - # of Approvals: 2 B Green MayK EPGIMKG Green, Maiy K.
@ Marketing - # of Approvals: 2 #  Hal Mikel EPG2MIH Hall, Mike |
=@ PRODENG - # of Approvals: 1 Froduct Engineering =] Kelley, Thomas NPG2TWHK Kelley, Thomas W
3 QA-#of Approvals: 2 Qualiy Assurance 2 Kelly, Linda & EPG3LAK Kelly, Linda &
=0 Bl Eng g #  Litte. Philip T EANTPTL Little, Phillin T
(@) DEV - of Approvak: 2 Development #  Marden, Chisa EANICAM Marden, Chris &
© DM - # of Approvals: 3 Data Modeling (23 Mastbeater, Bartholomew 987653 Mastheater, Barthalomew
- DOC- & of Approvals: 2 Documentation &  Mayer, Comad T EPGICTM Mayer, Conrad T
-8 Sl-Hof Agprovals 2 Systems egiation S Mo Diane EPGIDCM Moris, Diane C
E@ TR-#of Approvals 2 Training &  Fice.Bill PG 2EIR Fice. Bil|
v (@) Shining, Brightly 987654 bshining
B white Rob A EPGTR&W Wlhite, Rob A
& iliams, Mike T EAN2MTW illams, Mike T
a “williarns, Mikey T E&MNZ2MTwW2 “williarns, Mikey T
#  Wiliams, Thomas £ EPG2TEW “illams, Thomas E
B wol MarkE EPG2MEW ol Mark E
#  ‘wong RoseE NPGTREW ‘wong, Rose E
& ‘oo HemyE NPG2HEW twion, Heniy E

Rows Tto 18 0f 18

Figure 10.4
To place employees in the appropriate departments and subgroups, follow these steps:
1. Click on the default department (the highest level 2. Click and hold on the employee you want to place in
department). All employees already in the TimeWizard another department or subgroup.
system are displayed in the right frame of the 3. Drag the selected employee from the default depart-

Departments window. ment onto the appropriate department or subgroup.
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Objective 4:

Objective 5:

Edit departments and subgroups in an approval hierarchy

TimeWizard enables you to edit departments and subgroups in the approval hierarchy at any
time.

To edit departments and subgroups, follow these steps:
1. Right click on the department or subgroup you want to edit. ml
2. Select Edit from the drop-down menu to open the Department Cut

dialog box. Faste Employees

3. Edit the settings as necessary. fFaste I EpaTiET!

% You cannot edit the Department Code. Add

4. Click Apply to save the settings and remain in the dialog box or OK Delete
to save the settings and return to the Departments window.

Fiﬁure 10.5

Delete departments and employees from an approval hierarchy

You can only delete lowest-level departments or subgroups (i.e., ones that have no child sub-
group beneath it) that contain no employees. To delete a department that has subgroups as
well as employees, you first must move its position in the approval hierarchy (to a lowest-level
position) and move all of its employee members to a new location.

You cannot delete an employee who has timesheet transactions in any period (open or closed).

Deleting Departments and Employees from an Approval Hierarchy

cah.

Cut

FasteEmployess & Delete the selected department?
Easte [Mepartmermt

&dd

Figure 10.6 Figure 10.7
To delete departments and employees from an approval hierarchy, follow these steps:

1. Right click on the subject of your choice. 3. In the Delete dialog box, click Yes to delete
the department or employee.

2. Select Delete from the drop-down menu.
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Objective 6: Cut and paste departments and employees

You can cut departments and paste them into a new position in the approval hierarchy (e.g., as
a subgroup to another department), and you can cut employees and paste them into a new
department or subgroup.

You also can click and drag departments and employees for the same results as cutting and
pasting.

To select multiple employees in sequence: 1. Click on the top employee. 2. Hold down the
Shift key. 3. Click on the bottom employee.

To select multiple employees not in sequence: 1. Click on one employee. 2. Hold down the
Control key. 3. Click on an additional employee. 4. Continue to hold down the Control key
and click on additional employees as needed.

Cutting and pasting departments and employees

Edi... Edi...
Cut

Easte Emplayees Eagte Emplopees

Easte [Mepartmert azte Department

Add Add

Delete Delete

Figure 10.8 Figure 10.9

To cut and paste departments and employees, follow these steps:
1. Right click on the subject of your choice. 3. Right-click on the appropriate destination.
2. Select Cut from the drop-down menu. 4. Select “Paste Employees™ or “Paste Department”

as appropriate.
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Objective 7: Maintain employees in the Departments window

Summary

For convenient management of your company’s employees and departments, TimeWizard
enables you to access certain dialog boxes associated with the TimeWizard Employees window
by right-clicking on any listed employee. These dialog boxes include:

¢ The Employee Detail dialog box
*  The Departments Owned dialog box
e The Resource Codes dialog box.

For complete instructions on using these TimeWizard dialog boxes and associated functions,
see Chapter 11, “Working with Employees.”

Emplayes (D Emplayee Mame
0022 Farrell, Michael O

g L

B o Cut

% ﬂDDDE Mea Easte Bmployess
| gl 0006 Luce

Add

Delete

Department Dwhnership...
Fezource Codes. .

Figure 10.10

By creating a hierarchy of departments, you continue the definition of the approval process
for your company. You will assign departmental approval authority to specific employees in
Chapter 11, “Working with Employees.” If you choose the integrated approvals process, you
will set activity approvers in Chapter 18, “Creating Activity Approval Pools.”
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Working with Employees

The Employees section is your one-stop section for setting up and maintaining your resources
in the TimeWizard system. In this chapter, we will discuss how to create, access, and maintain
new employee records; set department-level permissions; and assign resource settings to indi-
vidual employees.

In other areas of TimeWizard—e.g., Business Rules, Activities and Assignments, and Re-
ports—you can specify security parameters that further govern the actions of each specific
resource.

Objectives

Navigate the Employees window

Use the Employees Quickfilter

Add a new employee

Assign department ownership for an employee
Assign department permissions for an employee
Assign a resource code to an employee

Assign employee passwords

Maintain employee security records

YN AN R

Delete an employee
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Objective 1. Navigate the Employees window

From the Employees window, you establish and maintain a list of all resources in the TimeWizard
system. At the top of this window is the Employees Quickfilter (see Objective 2). The main
body contains data that is pulled from each employee’s security record. Table 11.1 explains
each Employee Toolbar icon. Table 11.2 explains icon used in the Employees window.

Navigating the Employees Window

To open the Employees window, follow either of these [5loba Ereferenees
Customn Fields. .
_ ) Code Walues...
1. Click on the Employees icon. # Approval Periods..
2. Select Tools > Employees from the TimeWizard main menu.
Departments..

Activities and Azzignments. ..

Busines: Rules 3
Interface Contraller...

Cepartment Approvals...
St Spprayals..

Beports 4
Archive...
Purge. ..

Figure 11.1

Table 11.1: Employee Toolbar Icons

Employee Window Icons

Explanation

The add employee icon opens an empty Employee Detail dialog box for you to add a new
employee to the TimeWizard system.

The delete employee icon deletes a selected employee from the TimeWizard system. You
cannot delete an employee who has timesheet transactions existing in any period.

The edit employee icon opens the Employee Detail dialog box of a selected employee for you
to edit the employee record.
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Table 11.2: Employees Window

Employee Window Icons

Explanation

2|

The employee icon signifies an active employee in the TimeWizard system. If the icon has a
red background, the employee status is inactive.

L

system.

The key icon signifies that the employee has administrator-level accesss in the TimeWizard

rl

The thumbs up icon signifies that the employee is a department owner and has department-
level permissions in the TimeWizard system.

Example Figure 11.2 shows an example TimeWizard Employees window. In this example, we selected
<All> for each Quickfilter field to retrieve all employees in the TimeWizard system.

2% E mployees

Dept. Code Ernp Code Salary Code
<Al <l - ||<Al hd
| Employee ID Full N ame Lagin D Approval Level Department Code Employee Code
=
| ETR1CAA Anderson, Chuck A Anderson, Chuck & TR TR FT
=i |EDC34RE Banks, Allen R Banks, &llen B Sl PRODENG FT
dlicd E&N1MEB Barker, Michele E mbarker DEY SE FT
| MSI2FOB Bronzon, Frank O Bronson, Frank O Sl Sl COM
| %8| 2l EPG2SER Bullack, Susan E shullock <none> PRODENG FT
=) EPGI1TOC Cummins, Thormas O toummins DM SE FT
| [ET52RED Davis. Rob E Davis. Rob E Sl PRODENG FT
| EANZCRD Dickersan, Cannar B Dickerson, Connar B Dk SE FT I
=) EPG2CVD Donavan, Charles Y Danovan, Charles ¥ DEY SE FT
E EANTBEG Green, Bill E Green, Bill E DEY SE FT
| EPG3MKG Green, Mary K Green, Mary [ SE SE FT
= |EPG2MIH Hall, Mike | Hall, Mike | SE SE FT
#®  |ETSICFH Haris, Christopher F Harris, Christopher F (& (& FT
| EDC2LAH Hayes, Linda & Hayes, Linda & poc poc FT
#n |ETS2FRH Haolmes, Fred R Halmes, Fred R Q4 Q4 FT
= ET52la) Jones, James & Jones, James & (& (& FT
| MPG2TWE Felley. Thomasz W F.eley, Thomas W SE SE COM
| |EPG3LAK Kelly, Linda & Kely, Linda & SE SE FT
= |[EANTPTL Littlz, Phillip T Little, Philip T SE SE FT
Rows 1 to 20.cf 45 _ILI
1| | »

Figure 11.2

153



154

Section Four = Managing Resources

Objective 2: Use the Employees Quickfilter

Once you have entered employees into the TimeWizard system, you can retrieve them quickly
using the Employees Quickfilter located at the top of the Employees window. Rather than
having to scroll through an entire listing of your company’s employees, you can use the quickfilter
to list only the employees with whom you want to work.

The fields listed across the top are those specified as quickfilter fields in your Employees
Custom Field definitions. The drop-down box below each field contains all possible values

associated with the field.
Using the employee quickfilter
DE,EL Code EmE Code Salarg Code |
[<Al- | [xlf<Ar | [« [ Retiieve |

To use the employee quickfilter, follow these steps: DL

1. Click on the scroll arrow in each quickfilter field and select your 3. All employees that fall within your selected filtering
desired filtering parameters. parameters appear in the Employees window.

2. Click “Retrieve™ (Employees > Quickfilter > Retrieve).

To view all employees, select <All> for each quickfilter field. Or you can type the first charac-
ters of a value in a Quickfilter field; as you type, TimeWizard searches ahead for a match.

Objective 3. Add a new employee

Once employees are active in the TimeWizard system, they have timesheets available to them
to which assignments can be added and time charged. Through the Employee Detail dialog
box, you can create new employee records and access and maintain existing employee records.
Table 11.3 gives a detailed explanation of each item of the Employee Detail dialog box. You
have the option of adding employees into TimeWizard using three different methods:

*  Direct entry into the Employee Detail dialog box from the Employees window (dis-
cussed here)
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* Direct entry into the Employee Detail dialog box from the Departments window

(see chapter 10)

*  Automated entry through a Table Retrieval (see chapter 25)

The bottom of the Employee Detail dialog box contains text boxes for entering each of the
user-defined fields that were defined in Chapter 3: Defining Custom Fields.

Once in the Employee Detail dialog box, you can click “Add” (in the upper right corner) to
add a new employee (rather than opening a new Employee Detail dialog box from the main

Employees Window). When you open a new Employee Detail dialog box in this manner,

TimeWizard continues to display several of the employee data selections. This is especially

convenient for adding several similar employees in succession.

Adding a new employee

To add a new employee, follow these steps:

1. Click on the Add Employee icon ﬁ (Employee > Add
Employee) to open the Employee Detail dialog box.

2. Enter employee information and security parameters.
(See detailed explanations of each text box, below.)

3. Click “Apply” to save the settings and remain in the

:ﬂ Employee Detail
Emp ID: m i Password | Internal 10: 11 ictive Date: Add
First Mame: [Caral Iritial. lT Status: & Active € Inactive |U4f25.-’95 Owhership..
Last Hame: [Fubarpk sdmivistiator,  Yes 7 Mo Bes Codes. .
AutoPopulate User: & Yes € Mo TA5 User © Yes ¥ No
Lagin |D:|Kubaryk, Caral & Emp Code:lFT 4|
Email Lagin: |ckubar_l,lk Dept Cade: | Benefitz -]
Damain: |Carn\.Kubar}lk@t\mewizald.com Salay Code: |SC02 =1
Manager: [ Bothmer, Mark & =l .
Location: |ﬂ1 Permissions: |Advanced =l
Ok I LCancel Apply Help
Figure 11.4

Employee Detail dialog box, or click “OK™ to
save the settings and exit the dialog box.
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Table 11.3: Employee Detail (continued on page 157)

Employee Detail

Definition

Emp ID

This 1dentification number 1s unique for each employee and 1s designated by the
TimeWizard Administrator.

Internal ID

This 1dentification number is unique for each employee and 1s designated by the
TimeWizard system.

First Name, Initial, Last Name

These fields 1dentify the employee by name.

This 1dentifies whether the employee 1s active or inactive in the TimeWizard system.

Status Active status indicates that the employee has one TimeWizard license. Inactive status
indicates that the employee does not have the required TimeWizard lisence.
This 1dentifies (yes or no) whether the employee has administrator-level access in the
Administrator TimeWizard system. This also determines whether the employee's login ID appears in

the drop-down login menu for the TimeWizard Administrator application.

Active Date

This 1dentifies the date on which the employee became active 1 the TimeWizard

system.

AutoPopulate User

This 1dentifies (yes or no) whether the employee's timesheets can be automatically
populated with time entes.

This 1dentifies (yes or no) whether the employee can use a TimeWizard Time &

Attendance Suite Timesheet or Timeclock application. Time & Attendance users

TAS User . . . o ,
set cannot access other TimeWizard timesheet applications. (See the TimeWizard Time &
Alttendance Snite Guide.)
This 1dentifies the employee's login ID for the TimeWizard system. The employee's
Login ID login ID appears in the drop-down login menu for the TimeWizard timesheet

application.
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Table 11.3: Employee Detail (continued from page 156)

Employee Detail

Definition

This identifies the employee's fully-qualified Internet e-mail address, e.g,

mark.bothmer(@timewizard.com, to be used for specified communication. (If your e-

Email Log . .
mat Logit mail system does not accept Intemet e-mail addresses, consult your system
admunistrator regarding e-mail login IDs.)
. This 1dentifies the employee's fully-qualified Internet e-mail address, e.g;,
Domain . . . . . .
mark.bothmer@timewizard.com. This 1s used only by TimeWizard.enterprise.
Manager This 1dentifies the resource who manages the employee and 1s used for reporting
purposes only.
. This 1dentifies the working location of the employee (e.g, company headquarters may
Location .
be location 01 or Seattle).
This code 1s selected from the list of Employee Code values. It identifies the
Emp Code employee's specific employee code in the TimeWizard system (e.g;, full-time, part-time,
contract). (See Tools > Code Values.)
Dept Code This identifies the department that owns the employee's approval unit. Often, these

are the same.

Approval Unit

This 1dentifies the department or subgroup to which the employee submuts his or her

timesheet. (See Tools > Departments.)

Salary Code

This code 1s selected from the list of Salary Code values. It identifies the employee's
spectfic salary code in the TimeWizard system (e.g;, SCO1, SC02). (See Tools > Code
Values.)

Permission

This identifies the employee's permission profile settings in the TimeWizard system.

(See Tools > Business Rules > Permissions.)

Objective 4. Assign department ownership for an employee

A department owner has the ability to view timesheets for employees in any departments
owned. In the Departments Owned By dialog box, you can manage the department owner’s

access and control over the timesheets in each owned department.

You can assign direct ownership of departments from any level of the department hierarchy.
« . » . . 5
Directly owned” departments are the departments listed in the department owner’s Depart-
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ments Owned text box. “Indirectly owned” departments are the departments that are subor-
dinate to a directly owned department in the department hierarchy and have not been as-
signed in the Departments Owned text box. Both directly and indirectly owned departments
display in the department owner’s View drop-down list on the timesheet. A department owner
has the same department permissions with an indirectly owned department as with the higher-
level directly owned department.

Usually, you assign direct ownership of all departments that the department owner regularly
approves, whether the departments are lower-level or higher-level departments. By allowing a
department owner to display indirectly owned departments in the approvals area, you can
enable a department owner of a higher-level department to act as the direct owner of a lower-
level department, e.g., in that owner’s absence. See Objective 5 for further information on
indirectly owned departments.

Assigning department ownership for an employee (continued on page 159)

E_-::?:.!IDepallmEnls Owned by: Lazio. Carol A
Department List: Departments Owned: 2 ety st el @uriesd Beiinzits
m = [ Approvals:
4R T echwiiing Approve/Reject TG @ Yes Mo
Ell;j\ness Development 5 Primary Approver: € YYes Mo
EH | < Group Approve: & Yes € Mo
egal
Payrol i Timeshest:
g: . Timesheet Access: ¢ Read-Only
Ipping .
SysEngineering © Edi
« | LlLI Timesheet Functions: & Yes Mo
oK I LCancel | Apply | Help |
Figure 11.5
To assign department ownership for an employee, follow these steps:
Assigning department ownership is not part of the initial In the Departments Owned By dialog box, all
- employee record setup. When you have completed an departments entered into the TimeWizard system
employee record for a new employee, you must save the (see Chapter 4: Assigning Code Values) are listed on
settings by clicking on Apply before the Ownership the left. All departments directly owned by the
command button becomes available. employee are listed on the right.
1. In the Employees window, double-click on an employee to 3. Select the department to be owned from the
open the Employee Detail window. Department List text box (at left).
2. Click “Ownership™ to open the Departments Owned By dialog
box.
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Assigning department ownership for an employee (continued from page 158)

4. Click on the “>”" to move the selected department to the Department List box. You also can double-click on the
Departments Owned text box (on the right). You also can incorrect entry to move it back.

double-click on the selected department to move it over.

. Click “Apply” to save the settings and remain in the

To correct or change a department assignment, select the dialog box, or click “OK” to save the settings and exit
incorrect entry and click on the “<* to move it back to the the dialog box.

Objective 5. Assign department permissions for an employee

=

The right side of the Departments Owned By dialog box contains permission settings that
manage the department owner’s access and control over the timesheets in his or her depart-
ment.

A department owner can have different permissions for each owned department.

If you use the department approvals process, you may enable approvers who use
TimeWizard.enterprise to display their indirectly owned departments in the approvals area.
The TimeWizard client/server approvals area uses a different procedure, which is explained in
Chapter 8, “Approving and Rejecting Timesheets for Departments.”

You can enable TimeWizard.enterprise department approvers to approve timesheets in a De-
partment Summary view by assigning the Group Approve permission. Department approvers
without this permission perform approvals in the more detailed Timesheet Summary view.

Group approvers may use either view. For more information, see the TimeWizard.enterprise
Users Guide.
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Assigning department permissions for an employee

To assign department permissions for an employee,

follow these steps:

1. Specify whether the employee can display indirectly owned
departments in the TimeWizard.enterprise Department

[V Display Indirectly Dwned Departments

— Approvals:
Approve/Reject TS: ¢ Yes MNo

Approvals area. Primary Approver:  Yes % Mo

2. Indicate (Yes or No) whether the employee can approve Group Approve: & Yes  © Na
and reject timesheets for the department owned.

. . . i Timesheet:

3. Indicate (Ye_s or No) whether the emp!oyee is the primary Timeshest Access: © Fead Onip
approver—if not, then the employee is a “backup™ & Edi
approver—of the timesheets for the department owned. !

This designation can be included in TimeWizard reports. Timesheet Functions: & Yes  © No

4. Indicate (Yes or No) whether the employee can ““‘group
approve™ in the TimeWizard.enterprise Department
Summary view. If not, the employee can perform approvals following permissions:
only in the Timesheet Summary view.

Figure 11.6

= Add Assignments
5. Indicate whether the employee has read-only or edit » Delete Assignments
timesheet access capabilities on the timesheets for the  Close Assignments
department owned. In other words, can the department = Open Assignments
owner only look at the timesheets (read-only) or actually  Historical Corrections
make changes to the timesheets (edit)? Making edits  Edit ETCs
requires leaving a note in TimeWizard. 7. Click “Apply” to save the settings and remain in the
6. Indicate (Yes or No) whether the employee is allowed to dialog box, or click “OK™ to save the settings and exit the
perform timesheet functions for everyone in the depart- dialog box.

ment owned. Table 11.4 gives a detailed explanation of
timesheet functions. Timesheet functions include the
|
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Table 8.4: Departmental Options (Timesheet Functions)

Departmental Options

Definition

Add Assignments

This option enables the department owner to add assignments to any timesheets within his or
her department.

Delete Assignments

This option enables the department owner to delete assignments from any timesheets within
his or her department.

Close Assignments

This option enables the department owner to close assignments so that no time may charged
against them on any timesheets within his or her department.

Open Assignments

This option enables the department owner to open closed assignments so that time may
charged against them on any timesheets within his or her department.

Historical Corrections

This option enables the department owner to make historical corrections to data on any
timesheets within his or her department.

Edit ETCs

This option enables the department owner to edit the Estimate to Complete project-related
data on any timesheets within his or her department.

Objective 6: Assign a resource code to an employee

If you chose to use resource codes, you can assign resource code values to individual employ-
ees. These values represent specific skills offered by the employee, such as programming, ac-
counting, and editing.

% Assigning resource codes is not part of the initial employee record setup. When you have
completed an employee record for a new employee, you must save the settings by clicking
Apply before the Resource Codes command button becomes available.
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Assigning a resource code to an employee

E_-_%Hesuurce Codes For: Albright. Lomie A

Resource Codes List: Agzgned Besource Codes;
EANT®
EaMN2Z*
EAMN3*

PRG1® > |
PRG2" < |

Cancel Apply Help

Figure 11.7
To assign a resource code to an employee, follow these steps:

1. In the Employees window, double-click on an employee to 4. Click on the > to move the selected resource code

open the Employee Detail window. to the Assigned Resource Codes box (on the right).
2. Click “Resource Codes™ to open the Resource Codes For You al§t() can double-click on the selected resource to
move it over.

dialog box.
To correct or change a resource assignment, select the
incorrect entry and click on the “<* to move it back to
the Resource Codes List box. You also can double-click
on the incorrect entry to move it back.

In the Resource Codes For dialog box, all resource codes
entered into the TimeWizard system (see Chapter 4:
Defining Custom Fields) are listed on the left. All resource
codes assigned to the employee are listed on the right.
3. Select the resource to be owned from the Resource Codes S C_"Ck “Apply” t‘? save the settings and remaln I the‘
List box (on the left) dlalog box, or click “OK™ to save the settings and exit
the dialog box.
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Objective 7: Assign employee passwords

The Password command button in the Employee Detail window opens the Change Password
For dialog box and enables you to enter the employee’s password, which is used in conjunction
with the Login ID to gain entry into the TimeWizard system. It must be at least six characters
in length, with the maximum length being 20 characters. Warning: Do not use uppercase for
the password and do not begin or end the password with the letter “a”! Once entered, the
password appears as asterisks to ensure privacy.

Assigning employee passwords

. Figure 11.8
To assign employee passwords, follow these steps:
1. Type the new password in the Enter New Password text box. 3. Click “OK™ to save the settings and exit the dialog
Remember: Do not use uppercase for the password. box.
2. Type the new password once again in the Confirm New

E_-_%Ehange Password for: Albright, Lorrie A

xxxxxxxx

Enter Mew Password: I

oK
Confirm Mew Pazzword; I ******* 4 LCancel |

Password text box.

If you do not enter a password when adding a new employee, the password default setting is
“password.” If you wish, you can let the default password apply and allow employees to change
their own passwords the first time they login.

If an employee forgets his or her password, you (as TimeWizard Administrator) can open the
default window for the employee, click on the Password command button, and follow the
steps outlined above to enter a new password. However, you cannot find out what the old
password was.
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Objective 8:

Objective 9:

Summary

Maintain employee security records

In the event an employee changes employment status (e.g., from contract or part-time to
fulltime), you can change the employee ID within his or her employee record. The new
employee ID must be unique. TimeWizard retains the original employee ID in historical
data. In addition, you can make other corrections to an employee’s security record as neces-

w
&
=
=<

Maintaining Employee Security Records

To maintain employee security records, follow these steps:
1. From the Employees window, select the employee whose record you wish to edit.

2. Click on the Edit Employee icon o |or double-click on the employee to open the Employee Detalil
window.

3. Make any necessary changes to the record.

4. Click “Apply” to save the settings and remain in the window, or click “OK” to save the settings and exit
the window.

Delete an employee

You cannot delete an employee who has timesheet transactions existing in any period (open or
closed). The only way to delete such an employee is to first archive any period in which time
has been entered for the employee (such periods must be closed) and then delete any assign-
ments associated with the employee.

Deleting an employee
To delete an employee, follow these steps:
1. From the Employees window, select the employee you want to delete.

2. Click the Delete Employee icon _QJ(Emponee > Delete Employee) to open the Delete Employee
dialog box.

3. TimeWizard displays a prompt, “‘Are you sure you want to delete this employee?”” Click “Yes™ to
delete the record.

In this chapter, you have learned how to add employees to your TimeWizard system and setup
security records for those employees. These records give you the ability to exercise precise
control over who is permitted to use the various functions in TimeWizard.
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Managing Projects
in TimeWizard

he implied prerequisite to needing a labor tracking system is, well, labor. And

by definition, labor includes workers and activities—the two key ingredients to
this section. TimeWizard’s basic project management capabilities enable you to setup
activities and then assign resources to them. TimeWizard defines an “activity” as a task
or project and an “assignment” as the link between a resource (employee) and an
activity. When you assign an employee to an activity, you authorize that employee to
enter or charge time to a project or task on his or her timesheet.

This section includes

Introduction to Project Management in TimeWizard
Chapter 12: Working with Activities

Chapter 13: Working with Resource Assignments
Chapter 14: Working with Employee Assignments

TIITICW nizard






Introduction to Project Management
in TimeWizard

The Activities and Assignments area enables you to create, maintain, and control access to
activities in your TimeWizard system. For any activity listed in the Activities and Assignments
window, you can add resource assignments, view employees available for assignment, assign
employees to an activity, and maintain existing assignments. Table I.1 gives a detailed explana-
tion of each section of the Activities and Assignments window (displayed in Figure I.1). Table
1.2 explains each toolbar icon in the Activities and Assignments window.

You also have the choice of managing projects in a project management system (e.g., Microsoft

% Project 98, Primavera P3, or Business Engine) and then sharing project-related data with
TimeWizard through one of its ProjectLink interfaces. For more information, Section 7:
Sharing TimeWizard Data with Other Systems.

There are two assignment types in TimeWizard:
* A resource assignment is the association of a resource code and an activity.

* An employee assignment is the association of an activity, a resource code, and
an employee.
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Before we go any further—just to be certain that you understand the difference between
TimeWizard assignment types—we are going to play a game that you probably haven't seen
since kindergarten: “Match the Worker to the Job.” On the top there are the following work-
ers: a postal worker, a waiter, a farmer, and a group of office workers. On the bottom there are
the following jobs: serving a bottle of wine, attending an office meeting, delivering mail, and
feeding a pig. The object of the game is to match the right worker to the right job.

t ¢+t
b ko e

In this exercise, the specific professional abilities—such as those represented by a postal worker,
a waiter, or a farmer—are resource types. Some of the jobs or activities—such as farming,

waiting tables, or delivering mail—can only be done by certain resource types. When you
match a specific resource type to a specific activity, you have created a resource assignment.
Only employees who have the appropriate resource codes may be assigned to resource assign-
ments.

Other activities—such as attending an office meeting—can be done by any worker. When
you match any resource type to a specific activity, you have created an <unclassified> resource
assighment. Any employee—regardless of what resource codes they have—may be assigned to
<unclassified> resource assignments.

Finally, when you put an individual employee—whether that is Joe the postal worker, Bob the
farmer, or Mary the office employee—to work on a resource or <unclassified> assignment,
you have created an employee assignment.
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Table I1.1: Activities and Assignments Window Area

Activities and Assignments Area

Explanation

Activities Quickfilter

The Activities Quickfilter enables you to retrieve only the activities with which you want
to work. The fields listed across the top are those specified as quickfilter fields in your
Activities Custom Field definitions. The drop-down box below each field contains all
possible values associated with the field.

Retrieved Activities

Once you click the Retrieve command button, all activities that match your filtering
criteria are listed in this area.

Resource Assignments

When you click on an activitiy, all associated resource assignments are listed in this area.

Assigned Employees

When you click on a resource assignment, all associated employee assignments are listed
in this area.

Available Employees

When you click on a resource assignment, all employees who have the appropriate
resource codes are listed in this area.

s and Assignments
Project | Task | Phase | GL# | GL Name | JobID
[l (=0l (=1l (=1 <> | [=df <0 (=1 <> [[  Betieve |
4 | |
| | Praject | Task | Phaze | Description | -
<unuseds Training far MicroFrame Support Staff —

B MICROFRAMET | TRAIMING

Bothmer, b ark A
+2 ProDey | Gerber, Robin B
L £ 0075 Campbell, Joseph & 0006 Luce, Kristine &
L 4 98701 Doughty, James 0oa7? McBrearty, Frank P
aoog Meads, Gregory N
a0 Disney, Paul M
oa12 Scheitlin, Bradley E
003 Grile, Scott R
0014 Yialow, ladimir
anv Kubaryk, Gregary J
o143 Tracy, Jennifer &
aoz0 D alida, Anthony C
o0z Farrell, Michael O
Fows 1to 13 of 28 _ILI
Fows Tto 3of3 Raows 1tad of 4 < | 4
Figure 1.1
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Table 1.2: Activities and Assignments Window Toolbar Icons

Activities and Assignments
Window Toolbar Icons

Explanation

The Add Activity icon opens the Activity Detail window and enables you to select from
existing activity values to add a new activity in TimeWizard.

The Delete Activity icon enables you to remove an activity from TimeWizard. You cannot
delete an activity if you have assignments to it in any period.

The Close Activity icon (which is red) enables you to close an activity to any additional
timesheet transactions. When the activity is closed, all associated resource and employee
assignments are closed.

The Open Activity icon (which is green) enables you to open a closed activity (and therefore
all associated resource and employee assignments) to additional timesheet transactions.

The Add Employee Assignment icon enables you to assign a selected available employee to
the selected resource assignment.

The Delete Employee Assignment icon deletes an employee assignment, thereby removing an
assigned employee from the Assigned Employees list and returning him or her to the
Available Employees list. You cannot delete an employee assignment if any transactions exist.

The Add Resource Assignment icon enables you to associate a resource code with the selected
activity.

The Delete Resource Assignment enables you to remove an association between a resource
code and an activity. You cannot delete a resource assignment if any transactions exist.

The Close Employee Assignment icon enables you to close a selected employee assignment
from any additional timesheet transactions.

The Open Employee Assignment icon enables you to open a selected closed employee
assignment to additional timesheet transactions.

The Close Resource Assignment icon enables you to close the resource assignment to
additional timesheet transactions. When the resource assignments is closed, all associated
employee assignments are closed.

B E B8 L B0 od

The Open Resource Assignment icon enables you to open the closed resource assignment
(and therefore any associated employee assignments) to additional timesheet transactions.
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Working with Activities

The Activities and Assignments area—which also includes the Activity Detail dialog box—
enables you to create, maintain, and control access to activities in your TimeWizard system.
In the next chapter, you will learn how to assign employees to activities so that they can charge
time to a project or task on their timesheets. Remember: TimeWizard defines an “activity” as
a task or project and an “assignment” as the link between a resource (employee) and an activ-

ity.

Objectives

Navigate the Activities and Assignments window
Use the Activities Quickfilter

Add a new activity

Define a new activity value

Edit an existing activity

Delete an existing activity

Close an existing activity

© N N R

Open an existing activity
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Objective 1:

Objective 2:

Navigate the Activities and Assignments window

From the Activities and Assignments window, you can create and maintain all TimeWizard
activities and assignments. Table 12.1 defines each icon used in this chapter.

Navigating the Activities and Assignments Window

To open the Activities and Assignments window, Global Preferences

follow either of these steps: Custom Fields...
Code Yalues. ..

1. Click on the Activities and Assignments icon. g | Approval Periods...

Departments...

2. Select Tools > Activities and Assignments from the
TimeWizard main menu.

Buginess Rules 3
Interface Controller..

Department &pprovals...
Sty Sspprovals.
Open Inbox

Reports 3

Archive. ..
Purge...

Figure 12.1

Use the Activities Quickfilter

Once you have entered activities into the TimeWizard system, you can retrieve them quickly
using the Activities Quickfilter located at the top of the Activities and Assignments window.
Rather than having to scroll through an entire listing of your company’s activities, you can use
the quickfilter to narrow the list of activities with which you want to work.

The fields listed across the top are those specified as quickfilter fields in your Activities Cus-
tom Field definitions. The drop-down box below each field contains all possible values associ-

ated with the field.

By selecting values for one or more quickfilter fields, you can reduce the number of activities
retrieved from the TimeWizard database. This can be a benefit for performance and for ease of
use.
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Using the activity quickfilter

Scenaiio ‘ Froject | Task | Dept | Category | FPhase
|<sll [=1<l [=l<= [=1l<a1 | [=ll <> [=1<a0: © Betieve
1| | |
BOP-: )evelop 1
B 99-Prod BOP-AD-99-Develop 1 Business Operations Standards
B 99-Prod BOP-AD-99-Develop 1 Conzulting P ¥2K Standard:
B 99-Prod BOP-&D-33-Develop 1 Procurement Standard:
B 99Prod BOP-&D-99-General 1 Business Admin Email. ‘¢
E 99-FProd BOP-AD-93-General 1 Buziness Continuity E mail, "¢
E 99-Prod BOP-AD-93-General 1 Buziness Dperations E mail, "¢
Rows 1 to 7 of 5082 -
1] | 3
1
Figure 12.2
To use the activity quickfilter, follow these steps:
1. Click on the scroll arrow in each quickfilter field and 3. All activities that fall within your selected filtering
select your desired filtering parameters. Note: To view parameters appear in the activity quickfilter window.

all activities, select <All> for each quickfilter field.

2. Click on the ““Retrieve” command button (Activities >
Quickfilter > Retrieve).

To view all activities, select <All> for each quickfilter field. Or you can type the first characters
of a value in a Quickfilter field; as you type, TimeWizard searches ahead for a match.

Table 12.1: Retrieved Activities Area Icons

Retrieved Activities Area Icons Explanation

= The open activity icon (which is green) indicates that the selected activity open and that
you may associate resource assignments with it.

The closed activity icon (which is red) indicates that the selected activity closed and that
B you may not associate resource assignments with it. Any existing resource and employee
assignments are automatically closed.
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Objective 3. Add a new activity

From the Activity Detail dialog box, you can combine the activity code values you created in
Chapter 4 to create new activities in your TimeWizard system. Each activity must be a unique
combination of activity code values. The Activity Detail dialog box consists of four sections:
key activity field information, non-key activity field information, project management infor-
mation, and last update information. Table 9.2 explains these sections in detail.

You have the option of adding activities into TimeWizard using three different methods:

* Direct entry into the Activity Detail dialog box from the Activities and Assignments
window (discussed here)

* Automated entry through a ProjectLink (see Section 7)
*  Automated entry through a Table Retrieval (see Section 7)

Once in the Activity Detail dialog box, you can click “Add” (in the lower left corner) to add a
new activity (rather than opening a new Activity Detail dialog box from the Activities and
Assignments window). When you open a new Activity Detail dialog box in this manner,
TimeWizard continues to display several of the activity data selections. This is especially con-
venient for adding several similar activities in succession.
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Adding an activity

2% Activity Detail

Activity ID:ID'|12405 Irternal Activity ID: 1
Activity Type: [N ﬂ Status: Priolity:|—2
Task: Dept =
Description: |S tandards/Guidelines/HR reviews
Categon: W Phase:l—
Taskzz
Actual Start: 07/04/93 Early Start:lw Planned Start:lw
#etual Finish 00/00/00 Early Finishe[00/00/00 | Planned Finiso[12731/39
Source: RezourceServer Pt Flag: Mot Posted
Sourcefile; svitwegl02BusinessE ngine
Last Update: 07A08/99 03 46:45 Ak Empid Update: 0
Logid Update: TwADKMIMN
add [ o ] cancel Bpply Help

To Add a new activity, follow these step

1. Click on the Add Activity icon to open the Activity
Detail window (Activity > Add Activity).

2. Enter the appropriate information requested for each
section of the Activity Detail window. (See “The

3. Click “Apply” to save the settings but remain in the

Figure 12.3

Activity Detail Window,” this chapter, for detailed
explanations.)

Activity detail window, or click “OK™ to save the
settings and close the Activity Detail window.

Example

Figure 12.3 shows an example Activity Detail window in which we created an activity d e -

scribed as “Standards/Guideline/HR Reviews.” The fields available in the Activity Detail win-
dow are determined by the custom field settings you defined in Chapter 3: Defining Custom
Fields. This example activity has the following key field values:

*  Project: BOP-AD-99-Develop
e Scenario: 99-Prod
e Task: 1
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Table 12.2: Activity Detail Area (continued on page 177)

Activity Detail

Explanation

Activity ID (Internal)

This is an internal identifier that TimeWizard enters automatically for each activity.

Activity ID (User-supplied)

This is an identifier that you enter for each activity.

Activity Type

This specifies whether the activity is project-related, overhead leave (OH-Leave),
overhead break (OH-Break), other overhead (OH-Other), or an expense (OH-Expense).
In the Clock-In/Clock-Out (CIO) timesheet, leave assignments accept an amount of
time instead of times of day, as they do in non-CIO timesheets. Time logged to break
assignments is not counted in daily or period totals. Expense assignments can be added
only to expense sheets.

IsActivity Status

This specifies whether the activity is open or closed. When an activity is closed, all
associated assignments are also closed.

Activity Priority

This enables you to rank the level of importance of the activity. A lower number
designates a higher priority (except in Microsoft Project, for which the opposite is true).

User-Defined Key Fields

These are the general categories of activity-related information that you want
TimeWizard to capture (see Chapter 3: Defining Custom Fields). The example user-
defined key fields shown in Figure 9.3 are scenario, project, task, and department.

Activity Description

This is the description of the activity as it will appear on the timesheet.
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Table 12.2: Activity Detail Area (continued from page 178)

Activity Detail

Explanation

The non-key activity section

This consists of information based on your custom-defined non-key activity fields (see
Chapter 3: Defining Custom Fields). The example non-key fields in Figure 12.3 are
category, phase, and task.

Planned Start/Finish

These reflect your company s desired dates to begin and end the activity.

Early Start/Finish

These are dates based on dependencies associated with the activity.

Actual Start/Finish

TimeWizard automatically generates these dates based on the date of the first timesheet
transaction associated with the activity (actual start) and the date of the last timesheet
transaction before the activity is closed (actual finish).

Source

This indicates the source application that added the activity. The source might be
TimeWizard if the activity was entered manually or another source if entered by
TimeWizard’s Table Retrieval or ProjectLink features.

Source File

This indicates the source file from which the information for the activity originated if it
is a source other than TimeWizard.

Project Management (PM) Flag

This indicates to TimeWizard whether update information on the activity has been
posted to a project management system.

Delete Flag

This is used only in conjunction with ProjectLink interfaces if the activity has been
deleted from the project management system. If the activity has time posted to it, then it
can only be marked for delete.

Last Update

This indicates the date of the last update to the selected activity.

Login ID (Logid) Update

This indicates the login ID of the last employee to update to the selected activity.

Employee ID (Empid) Update

This indicates the employee ID of the last employee to update to the selected activity.
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Objective 4. Define a new activity value

In the event you are attempting to create a new activity but a necessary activity value is not yet
in your TimeWizard system, you can create such a value on the fly. TimeWizard provides a
link from the Activity Details dialog box to the Code Values window, which enables you to
add a new value for a key field. You can then return to the Activity Details dialog box and
finish creating the new activity.

Defining a new activity value

To define a new activity value, follow these
steps:

:_ff‘ TimeWizard

9 Do you wish to add the value "BOP-AD-93-General 2" to Project?
1. Type the new value in the appropriate key

field text box. Cancel
2. Assoon as you enter and apply a new I~ Do net display code valse editer
project name (by either clicking ““Apply” or
clicking on any other text box in the Activity Az sl
Detail window), TimeWizard opens a dialog
box asking if you wish to add the value. B Activitics | [} Detal Codes | ) Enployess | 2 Export Targets |
3. Click “OK" to open the Code Values Code Name Desciption -

EE-DEVISDE-Upagrade EB-DEVSS-_DE-Upgrade
EB-DEY33-General EB-DEV33-Gereral
EE-DEW39-TechUpgrad fwEEB-DEWVSS-Techll pgrad)
EB-5UP33-General EE-5UP33-General

window, with your new value entered (see
Chapter 5: Assigning Code Values).

4. Click “OK” to save the Code Values

window information and return to the
Activity Detail window.

EB-SUP33-MNT-Adap

EB-SUP33-MNT-Adap

EE-SUPI3-MNT-Corr

EE-SUPI3-MNT-Carr

EE-SUPI3-MNT-Frev

EE-SUP33-MNT-Frev

EB-5LP33-USR-Assist

EB-5LP33-USR-Assist

EEB-r2K33

EE-Y2K33

add | | peme |

Scenario  Project |Task | Drept |

oK I Cancel | Lpply | Help |

Figure 12.4.2
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Objective 5:

You can bypass the Code Value Editor by checking the “Do not display Code Value Editor”
option in the TimeWizard dialog box. TimeWizard will automatically add the new value for
you.

In the example shown in Figures 12.4.1 and 12.4.2, we are adding a new value “BOP-AD-99-
General 2” to the Project field. When we return to the Activity Detail window, we can use the
newly added value to create a new activity.

Edit an existing activity

You can edit existing activities by modifying the data listed in the Activity Detail window. To
maintain the relationships and integrity of the TimeWizard database, you cannot modify the
key fields in activity records. If you need to change these fields, you must first delete the
activity (or close it if hours exist) and then re-add it with the new fields.

Editing an activity

To Edit an Activity, Follow these steps

1. Click on an activity listed in the Activities and Assign- 3. Modify existing information as needed.
ments window. 4. Click “Apply” to save the settings and remain in the
2. Click on Activity > Edit Activity (or double-click on the Activity Detail window, or “OK™ to save the settings
activity) to open the Activity Detail window for the and exit the Activity Detail window.

selected activity.

Objective 6:

Delete an existing activity

To maintain the relationships and integrity of the TimeWizard database, you cannot delete an
activity if you have assignments (open or closed) to it in any period (see Figure 12.6.2). For
more information on the Archive and Purge functions (which allow you to save and then
delete unneeded data) see Chapter 2: Working with the TimeWizard Database.

You can instruct TimeWizard to proceed without displaying the Delete Activity confirmation
dialog box by specifying “Do not ask this question again.”
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Deleting an activity

2 TimeWwizard x|

TimeWizard E2
9 Delete selected activity?

@ Cannot delete activity: transactions exist!

Cancel

I~ Do not ask this question again

Figure 12.5.1 Figure 12.5.2
To Delete an Activity, follow these steps:
1. Click on an activity. Click ““OK™ to delete the activity (see Figure 9.5.1). If

2. Click on the Delete Activity icon (Activity > Delete Activity). transactions exist for the activity, TimeWizard displays a dialog

) ) . o box stating that you cannot delete the activity (see Figure
3. TimeWizard displays a prompt, “Delete selected activity?” 12.5.2).

Objective 7: Close an existing activity

Once an activity is closed, employees cannot enter hours for any assignments associated with
iton their timesheets. Any time already entered on the timesheet will stay as is, but TimeWizard
will lock out any further transactions associated with those assignments and any additional
assignments to that activity. When you close an activity, you are saying that all work must stop
for all associated assignments.

Closing an existing activity

To close an existing activity, follow these steps: TimeWizard
1. Click on an activity.

2. Click on the Close Activity icon (Activity > Close Activity) to
close the selected activity.

@ Cloze the activity and all aszociated assignments?

3. TimeWizard displays a prompt, “Close activity and all Cancel |

associated assignments?” Click ““OK™ to close the activity.

Figure 12.6
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Objective 8: Open an existing activity

When opening an activity, associated assignments can be opened automatically at the same
time, and then new assignments and subsequently time entries can be associated with it.

When you open an activity, you can instruct TimeWizard to open all associated activities at

. e . . > .
the same time by specifying “Open all associated assignments” in the Open selected activities
confirmation dialog box.

Opening an activity

To open an existing activity, follow these steps:

1. Click on an activity. 9 Open selected activities?

2. Click on the Open Activity icon (Activity > Open Activity) to
open the selected activity.

3. TimeWizard displays a prompt, “Open selected activities?”
Click “Yes™ to open the activity.

Cancel

[~ Open all associated assignments

Figure 12.7

Summary

You can select multiple activities to assign to a resource assignment.

To select multiple activities in sequence: 1. Click on the top activity. 2. Hold down the Shift
key. 3. Click on the bottom activity.

To select multiple activities not in sequence: 1. Click on one activity. 2. Hold down the
Control key. 3. Click on an additional activity. 4. Continue to hold down the Control key and
click on additional activities as needed.

In this chapter, you learned how to create, maintain, and control access to activities in your
TimeWizard system. In the next chapter, you will learn how to assign employees to activities
so that they can charge time to a project or task on their timesheets.
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C HAPTER

Working with Resource Assignments

In Chapter 4, you specified resource code values to allow you to categorize your employees
by specific talent designations. Later, in Chapter 11, you assigned these resource code
values to specific employees. In this chapter, you create resource assignments, which is the
association of a resource and an activity. Only employees who have the appropriate resource
codes may be assigned to resource assignments. However, <unclassified> resource assign-
ments are available to any employee not already assigned to the activity.

One employee may have multiple resource codes, and therefore can be assigned to multiple
resource (as well as <unclassified> resource) assignments. Any employee—regardless of
what resource codes they have—may be assigned to <unclassified> resource assignments.

For instructions on adding activities to TimeWizard, see Chapter 12: Working with Activi-
ties.

Objectives

. Navigate the Assignments area of the Activities and Assignments window
. Add resource assignments

. Edit an existing resource assignment

. Delete an existing resource assignment

. Close a resource assignment

A N N~

. Open a resource assignment
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Objective 1. Navigate the Assignments area of the Activities and Assignments window

From the Assignments area of the Activities and Assignments window (Figure 10.1), you
can create and maintain resource and employee assignments for all TimeWizard activities.
This area is divided into three sections (from left to right): the Resource Assignments
section, the Assigned Employees section, and the Available Employees section. For a de-
tailed explanation of each section of the Assignments area of the Activities and Assignments
window, refer to Table I.1 in the Introduction of this section. Table 10.1 defines each icon
used in this chapter.

Table: 10.1: Resource Assignments Icons

Resource Assighments | Aszzigned Employees Available Employees - 0 selected |
Employes D Employee Name Employes D Employes Name
54 0075 Campbell, Joseph & 000 Lindsey, Robert F
54 0017 Fubaryk, Gregony ooz Buathmer, kark &
54 0013 Grile, Scott B ooo3 Harden, Stephen D
£ 0011 Dishiey. Paul M 0005 Kubaryk, Caral &
=4 (1003 Meads, Gregom N 0006 Luce, Kristine &
4 0007 bcBrearty, Frank P ooz Scheitlin, Bradley E
5 0023 Luu, Dong Y 0014 Wialov, Yladinmir
001a Gerber. Fiobin B
o009 Tracy, Jennifer &
aoz0 Dalida, Anthany C
o022 Farel. Michael O
0026 Cox, Eileen
0oza Paowers, Joseph W
0023 Stone, PeterJ
0030 Kilion, Dave
Rows 1 to 15 of 29 2
Rows 1t 6 of B Fiows 1107 of 7 ‘ | By
Figure 10.1

Resource Assignments Icons

Definition

The closed Resource Assignment icon indicates it is locked from any additional employee
assignments and that it is closed against any additional timesheet transactions.

The open Resource Assignment icon indicates that the associated resource assignment is
open for employee assignments and that it will accept timesheet transactions.
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Objective 2: Add resource assignments

For any activity listed in the Activities and Assignments window, you can add resource
assighments that stipulate which employees can be assigned to the activity.

Adding resource assignments

FResource Aszzignments

Available Resources

BF PraDey

*§§ Comm
5] SvsEng
*5f 0a

*§§ £dmin

Rows 1to5of 5

Ok I LCancel I Apply Help

Figure 10.2
To Add resource assignments, follow these steps
1. In the activities quickfilter, click on a listed activity. 4. Click OK to save the setting and return to
2. In the Assignment menu, select Add Resource Assignment to the Activity and Assignments window.
open the Resource Assignment dialog box. Adding a resource assignment to an
3. Select a resource code from the list to add a resource activity does not aEsiiginl G
assignment for the activity. employee to the activity. It merely

specifies the resource codes
available for the employee
assignment.

Example The Resource Assignments section of the Assignments area (left) in Figure 10.1 contains the
default <unclassified> resource assignment as well as five additional resource assignments
that we selected from the Resource Assignment dialog box. In addition, we closed two of the
resource assignments so that all related employee assignments are closed and no additional
employees may be assigned to them.
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Objective 3: Edit an existing resource assignment

You can edit existing resource assignments by modifying the data listed in the Resource
Assignment Detail dialog box. To maintain the relationships and integrity of the TimeWizard
database, you cannot modify the key field (resource) in assignment records. If you need to
change this field, you must delete the assignment and then add it with the new resource.
Table 10.2 defines each area of the Resource Assignment Detail dialog box.

Editing a resource assignment

To edit an existing resource assignment, follow these steps
1. Click on a resource assignment. 4. Click “Apply” to save the settings but remain in

2. Click on Assignment > Edit Resource Assignment to open the
Resource Assignment Detail window.

3. Alter the information as needed.

:__""? Resource Aszsignment Detail

Activity: TWDEWD198 PROCESS <unuzed: Process Improvement for Development Group

Activity 10: 1159 Internal Activity [0: 105
Resource ID: SysEng Status:
Plan Hrs:W ETC HIS:IW
Initial Actual Hrs: 0 Initial Date: 071/07/0012:00:00 &8
Actual Start: Actual Finish: 00400400 00:00;:00 Ak
Source: Timetwizard Pt Flag: Mot Fosted
Sourcefile: PM Deleted: Mat Deleted
Last Update: 08/31/02 04:15:25 P Erpid Update: 1

Logid Update; MAE

ok I LCancel Apply Help

Figure 10.3

the Resource Assignment Detail window, or click
“OK™ to save the settings and close the Resource
Assignment Detail window.

Example

Figure 10.3 shows an example Resource Assignment Detail dialog box in which we created
a resource assignment named SysEng for the selected activity. Any employee assigned to the
SysEng resource assignment for the selected activity must be associated with the SysEng
resource code.
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Table: 10.2: Resource Assignment Detail Area

Resource Assignment Detail Area

Explanation

Activity:

This area displays the key field values and description of the activity with which the resource assignment is
associated.

Activity 1D

This is an internal identifier that TimeWizard enters automatically for each activity.

Internal Activity ID

This is an internal identifier that TimeWizard enters automatically for each activity.

Resource ID

This indicates whether the resource assignment is generic (and based on a specific resource type) or
<unclassified>.

Assignment Status

This specifies whether the resource assignment is open or closed. When a resource assignment is closed, all
associated employee assignments are closed and no additional timesheet transactions may be applied.

Plan Hours

This indicates how many actual hours the task is planned to take, regardless of how many employee
assignmwents are associated with it.

Estimated Hours to Complete
(ETC)

This indicates the estimated number of hours remaining before all assigned employees complete the task.

Initial Actual Hours

This indicates the number of hours associated with the resource assignment prior to its being entered into
TimeWizard.

Initial Date

This indicates the date on which the initial actual hours began.

Actual Start/Finish

TimeWizard automatically generates these dates based on the date of the first timesheet transaction
associated with the resource assignment (actual start) and the date the resource assignment is closed (actual
finish).

This indicates the source application that added the resource assignment. The source might be TimeWizard

Source if the assignment was entered manually or another source if entered by TimeWizard's Import or
ProjectLink features.
source File This indicates the source file from which the information for the assignment originated if it is a source

other than TimeWizard.

Project Management (PM) Flag

This indicates to TimeWizard whether update information on the assignment has been posted to a project
management system.

PM Deleted

This indicates to TimeWizard whether the assignment has been deleted from a project management system.

Last Update

This indicates the date of the last update to the assignment.

LogID Update

This indicates the login identification of the last person to update the assignment.

Employee ID Update

This indicates the ID of the last person to update the assignment.
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Objective 4. Delete an existing resource assignment

To maintain the relationships and integrity of the TimeWizard database, you cannot delete a
resource assignment if there is any time entered for it in any period (open or closed). For
more information on the Archive and Purge functions (which allow you to save and then
delete unneeded data) see Chapter 2: Working with the TimeWizard Database.

You can instruct TimeWizard to procede without displaying the Delete Assignment confir-
mation dialog box by specifying “Do not ask this question again.”

Deleting a resource assignment

To delete an existing resource assignment, follow these E_-;"."ETimeWizard
steps
1. Click on a resource assignment. g Lizlgiz seleEEe iesalies

2. Select Assignment > Delete Resource Assignment to delete
the selected assignment.

Cancel |

3. TimeWizard displays a prompt, “Are you sure you want to Bl 06 127 =5 s e el

delete the selected assignment?”” Click “OK™ to delete the
assignment.

Figure 10.4

Objective 5: Close a resource assignment

Once a resource assignment is closed, all associated employee assignments are also closed
(i.e., the assigned employee cannot enter hours for it on the timesheet). Any time already
entered on the timesheet for that resource assignment will stay as is, but TimeWizard will
lock out any further transactions associated with that assignment.

You can instruct TimeWizard to proceed without displaying the Close Resource Assignment
confirmation dialog box by specifying “Do not ask this question again.”

When closing a resource assignment, Actual Finish is calculated based on latest transaction.
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Closing a resource assignment

To close a resource assignment, follow these steps B Time'Wizard

1. Click on a resource assignment.

2. Select Assignment > Close Resource Assignment to close the 9 Close selected resource

3. TimeWizard displays a prompt, “Are you sure you want to Cancel |
close the selected assignment?”” Click “OK™ to close the

selected assignment.
assignment. [~ Do not ask this question again

Objective 6: Open a resource assignment

Figure 10.5

When opening a resource assignment, associated employee assignments can be opened
automatically at the same time, and then new employee assignments and subsequently time
entries can be associated with it.

When you open a resource assignment, you can instruct TimeWizard to open all associated
employee assignments at the same time by specifying “Open all associated assignments” in

the Open selected activities confirmation dialog box.

% When opening a resource assignment, Actual Finish is cleared.

Opening a resource assignment

To open a resource assignment, follow these steps E_-_:""ETimeWizard

1. Click on a resource assignment.

selected assignment.

3. TimeWizard displays a prompt, “‘Are you sure you want to Cancel

open the selected assignment?”” Click “OK™ to open the
assignment.

[~ Open all aszociated assignments

2. Select Assignment > Open Resource Assignment to open the 9 Upen selected resource assignment?

Figure 10.6
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Summary

In this chapter, you have learned how to make resource and <unclassified> resource assign-
ments to the activites in your TimeWizard system. Your next step is to make employee
assignments based on the resource code criteria—thereby authorizing your company’s em-
ployees to work on specific projects and charge time against those projects on their timesheets.
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Working with Employee Assignments

From the the Assigned Employees section and the Available Employees section of the Activi-
ties and Assignments window, you can create and maintain employee assignments. In this
process, employees are assigned to a resource or <unclassified> resource assignment (employee-
specific) for a selected activity.

Only employees who have the proper resource codes are available for resource assignments.
However, any employee not already assigned to a selected activity is available for <unclassi-
fied> resource assignments (i.c., employee-specific assignments). Table 14.1 defines each icon
used in this chapter.

Objectives

Assign available employees to a resource assignment
View assigned employees

Edit an existing employee assignment

Delete an existing employee assignment

Close an existing employee assignment

AN N

Open an existing employee assignment
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Table: 14.1: Employee Assignments Icons

Employee Assignments lcons

Definition

|7

The closed employee assignment icon indicates that the selected assignment is closed to
any additional timesheet transactions.

B

The open employee assignment icon indicates that the selected assignment is open to
additional timesheet transactions.

Objective 1. Assign available employees to a resource assignment

An available employee is defined as one who is not already assigned to the selected resource
assignment. The list of available employees will vary depending on the resource code require-
ments of the resource assignment. For example, if the resource assignment is “SysEng,” only
employees who have the “SysEng” resource code will be listed. However, if the resource assign-
ment is <unclassified>, all available employees will be listed, regardless of which resource codes
they have. Multiple employees may be assigned to the same activity, and any given employee

may be assigned to multiple activities.

You can view employees by either name or employee ID by changing the display order (As-
signment > Display Order > By Name/By Employee ID). To do so, click on the data column

header you prefer in the Available Employees area.
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Assigning available employees to a resource assignment

To assign available employees to an activity, follow These
steps:

1. In the Retrieved Activities area, click on a listed activity.

2. In the Resource Assignments area (left), select either <unclassified>
or a specific resource assignment.

3. In accordance with your selections, all employees available for
assignment are listed in the Available Employees box (right).

4. Click on an available employee.

5. Drag and drop the available employee from the Available
Employees box (right) to the Assigned Employees box (center). Or
click on the Add Assignment icon (Assignment > Add Assign-
ment).

Awailable Employees - 1 selected |

Employee (D Employee Mame
| 307654 Shining, Brightly
2 | EAN1BEG" Green. Bill E
a EAMTHER Barker, Michele ¥
2| EANTPTL Little, Phillip T L
a EAMZCRDE Dickerson, Connor B
o EAM 2 T2 Williams, Mikey T
@ EANICAM tdarden, Chiis &
2 | EDCICOW ‘“Wiolfe, Colleen O
=|EDC1IPS Spore, James A
@ |EDC2C05 Sullivan, Charles 0
2 |EDC2LAH Hayes, Linda &
#|EDC2ZROR Royp. Rob O
Fows 1to 12 of 41 hd
1] | B
Figure 14.1

You can select multiple employees to assign to a resource assignment.

To select multiple employees in sequence: 1. Click on the top employee. 2. Hold down the

Shift key. 3. Click on the bottom employee.

To select multiple employee not in sequence: 1. Click on one employee. 2. Hold down the
Control key. 3. Click on an additional employee. 4. Continue to hold down the Control key

and click on additional employees as needed.
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Objective 2: View assigned employees

The Assigned Employees box (center) lists all employees assigned to specified resource assign-
ment for the selected activity.

You can view employees by either name or employee ID by changing the display order. To do
s0, click on the data column header you prefer in the Assigned Employees area.

Viewing assigned employees

To view assigned employees, follow these steps Assigned Emplayess - 1 selected | J
Employee (D Employee Mame
1. Click on a listed activity. tastbeater, Barthalomew
2. Click on an associated resource assignment. B EANZMTw williams, Mike T
feA EPG2MIH Hall, kike |

3. Check the Show Assigned Employees box at the bottom of the
Activities and Assignments window.

4. All employees assigned to the selected activity are listed in the
Assigned Employees box at right.

Rows 1 to 3 of 3

Figure 14.2
L _______________________________________________________________________________________________________|
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Objective 3: Edit an existing employee assignment

In the Employee Assignment Detail dialog box, you can edit the information associated with
one of the employees assigned to an activity. The Employee Assignment Detail window con-
sists of four sections: activity information, employee and assignment information, project
management information, and last update information. Table 14.2 explains these sections in
detail.

To maintain the relationships and integrity of the TimeWizard database, you cannot modify
the key field (employee/resource) in assignment records. If you need to change this field, you
must delete the assignment and then add it with the new employee/resource.

Editing an employee assignment

:_‘_"";‘. Employee Assignment Detail

Achivity: SWDh C5 ANYL CSANTLT7ES software development - customer support
Reszource |D: <unclassified: Activity 1D SWDVICSANTLY 725
Employee [D; EANZMTw Internal Activity D; 4
Emp. Mame: ‘Wiliams, Mike T Status: | Open :I
Flan Hrs:l 12.00 ETC Hrs: 5.00
Initial Actual Hrs: 0.00 Iritial D ate: 00A0000
Actual Start: 0000400 Actual Finizh: 00/00/00
Source: P Flag: Mok Posted
Sourcefile: Pt Deleted: Mot Deleted
Last Update: 01/01/00012:00:00 Abd Empid Update: EPG3LAA
Logid Update: lalbright
Ok Lancel T appy Help
Figure 14.3
To edit an existing employee assignment follow these steps:
1. Click on an assigned employee. 4. Click “Apply” to save the settings but remain in the
2. Click on Assignment > Edit Assignment to open the Employee Employee A$|gnment Detail window, or click “OK
Assignment Detail window.(Or double-click on the employee.) fo gave the Se“'”_gs a.nd close the Employee
) ) Assignment Detail window.
3. Alter the information as needed.
Example Figure 14.3 shows an example Employee Assignment Detail dialog box in which we assigned

employee Mike T. Williams to an <unclassified> resource assignment for the activity described
as “software development - customer support.”
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Table: 14.2: Employee Assignment Detail Area

Employee Assignment Detail
Area

Explanation

This area displays the key field values and description of the activity with which the employee assignment

Activity: is associated.

This indicates whether the resource assignment (with which the employee assignment is associated) is
Resource ID . e o

assigned to a specific resource type or <unclassified>.
Employee ID This indicates the user-defined ID of the assigned employee.

Employee Name

This indicates the name of the assigned employee.

Activity ID

This is a user-defined activity ID.

Internal Activity 1D

This is an internal identifier that TimeWizard enters automatically for each activity.

Assignment Status

This specifies whether the employee assignment is open or closed. When an employee assignment is closed,
no additional timesheet transactions may be applied.

Plan Hours

This indicates how many hours the task is planned to take for the assigned employee.

Estimated Hours to Complete
(ETC)

This indicates the estimated number of hours that the assigned employee has remaining before completing
the task.

Initial Actual Hours

This indicates the number of hours associated with the assignment prior to its being entered into
TimeWizard.

Initial Date

This indicates the date on which the initial actual hours began.

Actual Start/Finish

TimeWizard automatically generates these dates based on the date of the first timesheet transaction
associated with the employee assignment (actual start) and the last transaction date for the resource
assignment before it is closed (actual finish).

This indicates the source application that added the assignment. The source might be TimeWizard if the

Source assignment was entered manually or another source if entered by TimeWizard's Table Retrieval or
ProjectLink features.
source File This indicates the source file from which the information for the assignment originated if it is a source

other than TimeWizard.

Project Management (PM) Flag

This indicates to TimeWizard whether update information on the assignment has been posted to a project
management system.

PM Deleted

This indicates to TimeWizard whether the assignment has been deleted from a project management system.

Last Update

This indicates the date of the last update to the assignment.

LogID Update

This indicates the login identification of the last person to update the assignment.

Employee ID Update

This indicates the ID of the last person to update the assignment.
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Objective 4. Delete an existing employee assignment

To maintain the relationships and integrity of the TimeWizard database, you cannot delete an
assignment if there is any time entered for it in any period (open or closed).

Deleting an employee assignment

To delete an existing employee assignment
1. Click on an assigned employee.

2. Click on the Delete Assignment icon (Assignment > Delete
Assignment) to delete the selected assignment.

3. TimeWizard displays a prompt, ““‘Are you sure you want to
delete the selected assignment?”” Click “OK™ to delete the
assignment. Figure 14.4

[~ Danot ask this question again

Objective 5. Close an existing employee assignment

Once an assignment is closed, the employee cannot enter hours for it on the timesheet. Any
time entered on the timesheet will stay as is, but TimeWizard will lock out any further trans-
actions associated with that assignment.

% When you close an assignment, the Actual Finish is calculated based on the last transaction.

Closing an employee assignment

To close an existing employee assignment, follow these steps U Timewizard

1. Click on an assigned employee. 9 Close selected assignment(s)?
2. Click on the Close Assignment icon (Assignment > Close Assignment)
to close the selected assignment.

Cancel |

3. TimeWizard displays a prompt, “Are you sure you want to close the

. 5 (=Rl O~ (VD . [~ Do nat azk this question again
selected assignment?”” Click “OK” to close the assignment.

Figure 14.5
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. Click on an assigned employee.

. Click on the Open Assignment icon (Assignment > Open Assignment)

. TimeWizard displays a prompt, ““‘Are you sure you want to open the

Objective 6: Open an existing employee assignment

Once an assignment is opened, it reappears on the timesheet, and work may continue for that
employee on that task or project.

% When you open an assignment, the Actual Finish is cleared.

Opening an employee assignment

To open an existing employee assignment, follow these steps 5% TimeWizard

9 Open selected assignment(s)?

Cancel I

to open the selected assignment.
I~ Do nat ask this question again

selected assignment?”” Click “OK™ to open the assignment. Figure 14.6

Summary

In this chapter, you have learned how make employee assignments to the resource assignments
for the activities in your TimeWizard system. In so doing, you authorize your company’s
employees to work on specific projects and charge time against those projects on their timesheets.
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Applying Your Business
Rules to TimeWizard

Playing by the Rules

You can play just about any game without regard to the rules—from tennis to
chess to Candyland—but you just don't get the same outcome of the game.
TimeWizard is much the same. Through previous chapters, you have already setup
the system so that your employees can charge time against projects on their timesheets.
You could say that you have setup the playing board and all the pieces. By applying
rules to the game—or rather your company’s time accounting process—you improve
the outcome and ultimate impact the software will have on your company.

TimeWizard’s business rules enable you to determine what each user can or cannot do
within the system. For example, you can control where users can go in the system,
setup standard work days for different employee types (e.g., full-time or part-time),
grant or deny employee access to the activities in TimeWizard, specify what types of
time employees can charge on their timesheets (e.g., overtime, shift codes, and pay
codes), and decide who has access to certain levels of business reports.

TIITICW nizard
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This section includes

Introduction to Section 6

Chapter 15: Setting Permissions

Chapter 16: Setting Up Preferences

Chapter 17: Creating Access Lists

Chapter 18: Creating Activity Approval Pools
Chapter 19: Setting Up Detail Code Rules
Chapter 20: Defining Timesheet Rules
Chapter 21: Standard Text Editor

Chapter 22: Setting Report Category Profiles
Chapter 23: Setting Up Reports




Introduction

This introduction to applying your business rules to TimeWizard explains the principles that
are the same throughout all of the business rules categories. By understanding these common-
alities up front, you will find it easier to grasp the specific areas in which the categories differ.

TimeWizard has eight categories that enable you to set up the following business rules: Per-
missions, Preferences, Access Lists, Activity Approval Pools, Detail Code Rules, the Standard
Text Editor, Report Categories, and Timesheet Rules. Table 1.1 explains each business rule
category. When you define a business rule, you create a rules profile group. Then, when you
assign TimeWizard users to specific rules profile groups, they are—as members of that group—
bound by its permissions and restrictions.

Table 1.1: Business Rules Categories

Business Rules Category Explanation

Permissions grant users admittance to areas of TimeWizard; you specify who can perform which
functions within the system.

Preferences define standard work days, work weeks, and other timesheet and project
management settings for your company’ s employees; you restrict specific users to specific
preferences.

Access Lists specify which TimeWizard users can be assigned to particular activities.

|if | [ |=

Activity Pools enable you to specify who has approval authority over which activities in your
TimeWizard system.

@ Detail Code Rules allow you to restrict TimeWizard users to specific sets of detail code values
for their timesheet transactions.

Standard Text Editor enables you to compose standard notes that users can select for muitiple
,E timesheet functions. Note: Users will have the option of choosing a standard note or composing
an origina note.

Reports Categories enable you to specify who has access to which report categories. The actual
1Th report categories are maintained in the TimeWizard Define Report Categories window and
Define Reports window.

Timesheet Rules Timesheet Rules enable you to restrict time submitted for approval by activity or detall code
(menu item) value and to apply specific conditions to submitted time.
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Objectives

When you have finished this introduction, you should be able to do the following;:
1. Understand Employee and Activity Grouping Methods

2. Understand who Available Members are

3. Use the Quickfilter

Objective 1. Understand Employee and Activity Grouping Methods

One of the necessary steps in creating many of the business rules in TimeWizard is to group
together employees and/or activities. By grouping, you are specifying which employees or
activities should be treated alike for the specific rule you are creating. In short, you are saying
how you want to group your employees or activities for the purpose of assigning them—as
members—to specific rules.

The definition of “members” is controlled by your selections in the Employee and Activity
Members Grouped By drop-down boxes, located at the bottom of each Business Rules cat-

Table 1.2: Employee Grouping Methods

Employee Grouping Method Explanation

Department categorizes “members” as departments within your company (e.g., administrative
Department support, customer service). In this grouping method, you assign whole departments—and
consequently all employees therein—to specific rules profiles.

Employee Code categorizes “members” by employee types (e.g;, full-time employees, contract
employees, exempt employees, and non-exempt employees). In this grouping method, you
assign whole employee types—and consequently all employees therein—to specific rules

Employee Code

profiles.

Salary Code categorizes “members” by salary-level groups (e.g,, entry-level salary, manager-level
Salary Code salary, and executive-level salary). In this grouping method, you assign whole same-salary-level
groups—and consequently all employees therein—to specific rules profiles.

Cust List Custom Lists categorizes “members” as individual employees. This is the most flexible
ustom Lists . . .~ ~ -
method, as it enables you to assign specific employees to specific rules profile groups.
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Objective 2:

egory window and in the Activity Groups dialog boxes. Each grouping method controls how
your information is categorized and displayed in the selected category window; consequently,
you may choose only one method of employee or activity grouping for each category. Chang-
ing the method of grouping employees or activities for a specific profile or activity group will
remove all existing assignments for that profile or group.

The Employee Members Grouped By menu (located in most Business Rules category win-
dows) groups employees based on any of the three key employee fields. The Activity Members
Grouped By menu (located in the Activity Groups dialog boxes for the Access Lists and
Activity Approval Pools business rules categories) groups employees based on any of the four
custom key activity fields. In addition, for most of the grouping methods (employee or activ-
ity) you can select a custom list. Table 1.2 explains the TimeWizard employee grouping meth-

ods.

Understand who Available Members are

From within the Permissions, Preferences, Detail Codes, and Report Categories business rules
categories, an available member may belong only to a single rules profile group, as that set of
rules governs all actions by that member. For these business rules categories, the term “avail-
able members” is defined as those members not previously assigned to another profile group
from within any same Business Rules category.

The same restriction does not apply to the Access Lists and Activity Approval Pools business
rules categories. An employee may belong to multiple access lists and activity approval pools.
For these busines rules categories, the term “available members” is defined as those members
not previously assigned to the same access list or activity approval pool.
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Objective 3. Use the Quickfilter

Once you have entered employees and activities into the TimeWizard system, you can retrieve
them quickly using the quickfilter located in each Business Rules category window. Rather
than having to scroll through entire listings of your company’s employees and activities, you
can use the quickfilter to narrow the list with which you want to work.

The fields listed across the top are those specified as quickfilter fields in your Custom Field
definitions. The drop-down box below each field contains all possible values associated with

the field.

By selecting values for one or more quickfilter fields, you can reduce the number of activities
or employees retrieved from the TimeWizard database. This can be a benefit for performance
and for ease of use.

Using the quickfilter

Diept. Code Emp Code Salary Code | S5M | Emp Status

<Al <Al w[[ <Al [= <A | [=l[<&n> - Retiieve |

Figure 1.1

To use the quickfilter, follow these steps:

1. Click on the scroll arrow in each quickfilter field and select your 3. All activities or employees that fall within your
desired filtering parameters. Note: To view all activities or selected filtering parameters appear in the
employees, select <All> for each quickfilter field. appropriate window.

2. Click “Retrieve.”

Summary

In this introduction, you have been introduced to the basic concepts and functional common-
alities of the TimeWizard Business Rules categories. In the following chapters, you learn the
specific steps needed to define each rule for your TimeWizard system.
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Setting Permissions

The Permissions business rules category enables you to control user access throughout the
system. Simply put, users must have your permission to access certain functions in TimeWizard.
You control access to TimeWizard users by setting up permissions profile groups and assign-
ing employee members to appropriate groups.

After reviewing all of the individual permissions (as shown in Figure 15.2 and defined in
Tables 15.2-4), decide how many different sets of rules are needed for permissions. For ex-
ample, you may have a default list of permissions for most employees, a different set of per-
missions for managers, and an additional one or two sets for different levels of TimeWizard
Administrators. These sets of rules are called profiles.

In addition, think about how you want to group employees for the purpose of assigning them
to these sets of rules. Do all employees—without exception—have the same set of permissions
based on the department to which they belong? Or is the grouping based on what type of
employee they are (e.g., regular employee vs. contractor)? Or if grouping does not fit your
organization, you can use custom lists.

Objectives

When you have finished this chapter, you should be able to do the following:
Navigate the Permissions area

Define a permissions profile

Assign members to a permissions profile

Edit a permissions profile

hAEE AN

Delete a permissions profile
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Objective 1. Navigate the Permissions area

From the Permissions area, you can create and maintain all TimeWizard permissions profiles.
Table 15.1 defines each toolbar icon used in this chapter.

Navigating the Permissions area

To open the Permissions area, follow either Permi
of these steps Pieterences. . k
1. Click on the Permissions icon. = *! Access Lists..
2. Select Tools > Business Rules > Permissions from Activity Approval Poalz.

the TimeWizard main menu. Dietail Codes..

Standard Text...
Figure 15.1
Table 15.1: Permission Icons
Permissions Icons Definition

*

The Add Permissions icon opens an empty Permissions Profile dialog box.

The Delete Permissions icon deletes a selected permissions profile.

Bl

The Edit Permissions icon opens the Permissions Profile dialog box with data for a
selected permissions profile.

Objective 2. Define a permissions profile

The Permissions Profile categories in the Permissions Profile dialog box refer to typical levels
of TimeWizard users. Any profile that you create is not limited to a single category. In other
words, you can pick and choose among all of the permission selections to create a unique
profile. Tables 15.2-4 explain all of the selections available in the Permissions Profile dialog

box.
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The Default permissions profile contains all employees who do not belong to any other pro-

file. You cannot delete the default profile. You create new permission profiles so that groups of
employees are governed by different permission rules.

Defining a permissions profile

:_i‘ Permizzions Profile

Profile:

Timesheet Manager

Description:

r— Timesheet Pemissions:— |

W Add Assignment
V¥ Delete &ssignment
[ Close Assighment

I anagement Permission settings

— &dvanced Permissions:

& Azsignments

r— Administrator Permizsions:

[~ Archive Database
[~ Approval Perinds
v Clear &pprovals

[ Detail Codes

¥ Define Report Categaries
v Define Reports

¥ Run Feports

[~ Standard Test

[~ Code“alues

[ Custom Fields

v Employees & Departments
[~ Global Preferences

v Interface Contraller

[ Pemmigsions

[~ Preferences

V' Dpen Assignment
v User Sont

W Corporate Sart

¥ Historical Comections
¥ EdtETCs

LCancel Apply | Help

Figure 15.2
To define a permissions profile, follow either of these steps
4. Check every permission box appropriate to the
profile. (See Tables 15.2-4 for detailed explanations.)

1. Open the Permissions window (Tools > Business Rules >
Permissions).

2. Click the Add Profile icon to open the Permissions Profile dialog 5. Click “Apply” to save the settings but remain in the
box (Profile > Add Profile). dialog box, or click “OK” to save the settings and

3. Type the name and description of the profile in the text boxes. close the dialog box.

Figure 15.2 shows an example Permissions Profile dialog box in which we created a new
permissions profile group named “Timesheet Manager.” In this example, the permissions
profile group members (who will be managers of TimeWizard timesheets) have a variety of
permissions selected from each permissions level to enable them to manage timesheets effec-

Example

tively.
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Table 15.2: Timesheet Permissions

Timesheet Permissions

Explanation

Add Assignment

This selection enables the timesheet owner to add assignments from the available list of
activities to his or her own timesheet.

Delete Assignment

This selection enables the timesheet owner to delete assignments with no time entries
from his or her own timesheet.

Close Assignment

This selection enables the timesheet owner to close assignments on his or her own
timesheet against any further time entries.

Open Assignment

This selection enables the timesheet owner to open closed assignments to an open
activity on his or her own timesheet.

User Sort

This selection enables the timesheet owner to specify unique sorting criteria for the data
on his or her own timesheet. This feature is available for the client-server timesheet only.

Corporate Sort

This selection enables the timesheet owner to specify unique sorting criteria for the data
on all timesheets. This feature is available for the client-server timesheet only.

Historical Corrections

This selection enables the timesheet owner to edit timesheet data from closed approval
periods and utilizes the TimeWizard SmartAudit feature.

Edit ETCs

This selection enables the timesheet owner to edit the estimate-to-complete for each
assignment on his or her own timesheet.

Table 15.3: Advanced Permissions

Advanced Permissions

Explanation

Activities and Assignments

This selection enables the timesheet or department owner to add new activities into
TimeWizard and make new assignments for your companies employees.

Business Rules: Access Lists

This selection enables the timesheet or department owner to create access lists that control
which employees may be assigned to which activities.

Activity Approval Pools

This selection enables the timesheet or department owner to specify who has approval
authority over which activities in your TimeWizard system.

Business Rules: Detail Codes

This selection enables the timesheet or department owner to create detail code profiles that
govern what type of time each user may charge on his or her timesheet.

Define Reports Categories

This selection enables the timesheet or department owner to setup categories of business
reports to which you later can assign specific reports. In addition, using the Reports
Categories business rules feature, you specify who has access to which report categories.

Define Reports

This selection enables the timesheet or department owner to modify the settings of reports
based on timesheet data companywide.

Run Reports

This selection enables the timesheet or department owner to run reports based on
timesheet data and the categories with which they are associated.

Standard Text

This selection enables the timesheet or department owner to compose standard notes that
users can select for multiple timesheet functions. Note: Users will have the option of
choosing a standard note or composing an original note.
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Table 15.4: Administrator Permissions

Administrator Permissions

Explanation

Archive Database

This selection enables the TimeWizard administrator to save old data and remove it from
the TimeWizard database.

Approval Periods

This selection enables the department owners or activity owners to generate and maintain
your company's approval periods.

Clear Approvals

This selection enables the TimeWizard administrator to clear timesheet approvals for an
open approval period.

Code Values

This selection enables the TimeWizard administrator to create and edit code values for
TimeWizard fields.

Custom Fields

This selection enables the TimeWizard administrator to create and edit custom fields for
activities, employees, and detail codes.

Employees and Departments

This selection enables the TimeWizard administrator to generate and maintain your
company's employee records and maintain a departmental approval hierarchy in your
TimeWizard system.

Global Preferences

This selection enables the TimeWizard administrator to set system-wide preferences such as
whether your approval process is departmental- or activity-based, the conditions under
which you want to automatically close activities and resource assignments, and the duration
of the audit time in the Smart Audit feature.

Interface Controller

This selection enables the TimeWizard administrator to generate and maintain interfaces
between TimeWizard and your company's other applications.

Business Rules: Permissions

This selection enables the TimeWizard administrator to generate and maintain Permissions
business rules for TimeWizard users.

Business Rules: Preferences

This selection enables the TimeWizard administrator to generate and maintain Preferences
business rules for TimeWizard users.
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Objective 3:

Assign members to a permissions profile

When you assign TimeWizard users to specific permissions profile groups, they are—as mem-
bers of that group—Dbound by its permissions and restrictions. All members start out in the
<default> permission profile. Create all the additional permissions profiles you need. Then
decide how to group employees (i.c., by department, salary, employee code, or custom lists).
As you select a profile on the left, you see the current members of that profile on the right.

Move the members on the right (from the <default> group) into the appropriate profile on
the left.

Assigning members to a permissions profile

Figure 15.3
To assign members to a permissions profile, follow either of these steps
1. Open the Permissions window (Tools > Business Rules > of the “profile group” named “‘<Default>"").
Permissions). The <default> profile can be modified but
2. Choose an employee grouping method (see “Employees % never deleted.
Grouping Methods, this chapter). 4. Drag and drop each appropriate
3. To view all available members, select ““<Default>"" in the employee from the list in the Members box to the
Permissions Profile window (the members listed are “members™ appropriate profile in the Permission Profiles box.

2% Permissions (O] %]
Depl. Code Emp Code Salary Code
<Al <Al x||<All - Retrieve
Pemissions Profiles | Members |
i <defaulty <dfault> I Employee 1D Employee Name
sion | El Iy s, Horse
< None: b % gl 9a7es4 Shining, Brightly
G Mo clear Mo clear approval b=/ %  EANIMEE Barker, Michele
# |EDCZROR Roy, Rob 0
|~ # glEPG2sER Bullock, Susan E
I~ % glErGaLas Albiight, Lorre &,
4] | | Flows 1o 6 of 6

Employee Members Grouped EYTEustnm Lists =
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In the members box, you can sort the display lists by clicking on the Employee ID tab and the
Employee Name tab.

In addition, you can multiple select members by using the shift or control keys on your

keyboard.

Objective 4. Edit a permissions profile

When you edit a permissions profile, you automatically change the permission settings for all
of its members.

Editing a permissions profile

To edit a permissions profile, follow these steps:

1. Select a Permissions Profile.

2. Click the Edit Profile icon to open the Permissions Profile dialog box (Profile > Edit Profile).
3. Madify the profile information as desired.
4

. Click “Apply” to save the settings but remain in the dialog box, or click ““OK™ to save the settings and close the dialog box.

Objective 5. Delete a permissions profile

When you delete a permissions profile, its members return to the <Default> group. You
cannot delete the <Default> profile, because its members are those not belonging to any other

group.

Deleting a permissions profile

To delete a permissions profile, follow these steps TimeWizard
1. Select the desired profile.
2. Click the Delete Profile icon (Profile > Delete Profile). Members of deleted @ Delete the selected profile?
profiles
Mo
Figure 15.4
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Summary

In this chapter, you have learned how to control access to TimeWizard users by setting up
permissions profile groups and assigning members to appropriate groups.




C HAPTER

Setting Up Preferences

You can create preference business rules groups to define standard work days, work weeks, and
other timesheet and project management settings for your company’s employees. You then
assign members to these groups. You can create as many preference profiles groups as needed,
but each employee may be assigned to only one—e.g., one employee may have a standard
work day of four hours, while another may have a standard work day of eight hours.)

Objectives

When you have finished this chapter, you should be able to do the following:
1. Navigate the Preferences area

2. Define a preferences profile

3. Assign members to a preferences profile

4. Edit a preferences profile

5. Delete a preferences profile
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Objective 1: Navigate the Preferences area

From the Preferences area, you can create and maintain all TimeWizard Preference profiles
and manage the memberships to each. Table 16.1 defines each toolbar icon used in this chap-

ter.

Navigating the Permissions area

steps:

Table 16.1: Preferences Icons

To open the Preferences area, follow either of these Pemissions. .

1. Click on the Preferences icon. = *!

2. Select Tools > Business Rules > Preferences from the
TimeWizard main menu.

Access Lists..

Activity Approval Pools. ..
Detail Codes. ..

Standard Test...

Figure 16.1

Preferences Icons

Definition

=

+j The Add Preferences icon opens an empty Preferences Profile dialog box.
=l The Delete Preferences icon deletes a selected permissions profile.

2

The Edit Preferences icon opens the Preferences Profile dialog box with data for a selected
preferences profile.
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Objective 2. Define a preferences profile

The Default preferences profile contains all employees who do not belong to any other pro-
file. You can rename—but not delete—the default profile. You create new preferences profiles
so that groups of employees are governed by different preference rules. Tables 16.2-5 explain

all of the selections available in the Preferences Profile dilaog box.

1. DPossible access to information and permissions that otherwise would be restricted.
This could occur when employees who are logged on to TimeWizard leave it run-

The Timer Logoff (minutes) is a unique client/server feature that serves as additional system
security. This feature can guard against two potential problems:

ning and leave their workstations unattended for a period of time.

2. Resource overload. This could occur (depending on your DBMS server licensing and
setup) if many users are logged on to TimeWizard and are, therefore, connected to

the TimeWizard database.

= "
2}‘ Preferences Profile

Defining a preferences profile

Profies[Restict |
Description:lﬁestlicl to Assigned Resources
— Logon/Logoff Preferences:———— [~ Email Preference:
Timer logoff [minutes] ¥ Send E-Mail on &pprove
Pazzword expiration in: |3E|_ days ¥ Send E-Mail on Fieject
W Enter Timesheet on Logon [ Send E-Mail via TWADMIN
i Timesheet Editing and Appraval i Timesheet Dizplay:
[ Autocale on ETCs [~ Display Special Amount  Standard Wark Day [hrs]:lw
¥ Require Reason for Timeshest Changes ¥ Digplay User Figld Stardard Work Period [rs): IW
3 i
Periods Past: Periods Fonward:
Adding Assignmenlsi Festrict to Assigned Resources ;I Aszign Rules... |

oK I LCancel | Apply

Help

To define a preferences profile, follow these steps:

1. Open the Assign Preferences window (Tools > Business Rules >
Preferences).

2. Click on the Add Preferences icon to open the ““Preferences
Profile™ dialog box (Profile > Add Profile).

3. Type the profile name and description in the text boxes.

4.

5. Click “Apply” to save the setting but remain in the
dialog box, or click “OK™ to save the setting and

Figure 16.2

Specify profile settings (see Tables 16.2-5).

close the dialog box.
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Table 16.2: Logon/Logoff Preferences

Logon/Logoﬁ' Preferences

Explanation

Timer Logoff (munutes)

Timer Logoff (munutes) 1s a unique feature that serves as additional system secunty. The
Timer Logoff feature automatically terminates TimeWizard at the predetermined logoff
time 1f the user has stopped working with TimeWizard. The default 1s set to “0”
minutes, which provides unlimited time without the application being terminated. The

system supports a range of from 0 munutes to 1,000 minutes.

Password Expiration

This option enables you to specify the exact number of days before the employee must

change his or her login password.

Enter Timesheet on Login

This option enables employees to enter directly into the timesheet when they log on
successfully.

Table 16.3: Email Preferences

Email Preferences

Explanation

Send E-Mail on Approve

Send E-Mail on Approve enables TimeWizard to automatically send an e-mail
notification to the timesheet owner upon timesheet approval. If you do not select this

function, you will have to send the e-mail notification yourself.

To receive the e-mail message, the TimeWizard timesheet owner's e-mail address must be
entered in the Email Login text box (Employees > Employee Detail window). Simularly,
the TimeWizard.enterprise timesheet owner's Internet e-mail address must be entered in

the Domain text box (Employees > Employee Detail window).

Send E-Mail on Reject

Send E-Mail on Reject enables TimeWizard to automatically send an e-mail notification
to the timesheet owner upon timesheet rejection. If you do not select this function, you
will have to send the e-mail notification yourself.

To receive the e-mail message, the TimeWizard timesheet owner's e-mail address must be
entered in the Email Login text box (Employees > Employee Detail window). Simulasly,
the TimeWizard.enterprise timesheet owner's Internet e-mail address must be entered 1n

the Domain text box (Employees > Employee Detail window).

Send E-Mail via TWADMIN

Send E-Mail via TWADMIN enables TimeWizard to automatically send all e-mail

notifications via the TimeWizard Administrator..

To use this feature, a fully-qualified Intemet mail account must be set up for the user
"TWADMIN." The same password used to access the TimeWizard Administrator
application with the Login ID, "TWADMIN," must be assigned to this e-mail account.
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Table 16.4: Timesheet Editing Preferences

Timesheet Editing Preferences Explanation

Autocalc on ETCs enables TimeWizard automatically to decrement the ETC hours
by the number of hours that were entered on the timesheet. If disabled, TimeWizard
Autocalc on ETCs does not perform this task automatically. The default setting 1s disabled. (If
Autocalc 1s turned on, when time 1s deleted from an open period, the time 1s added

back into the ETC.)

This option requires timesheet owners to leave a reason why they are changing
timesheet entries 1f the SmartAudit time limut for that entry has lapsed.
Require Reason for Timesheet
Changes For example, 1f on Friday an employee attempts to change a time entry from
Monday (and the audit time has lapsed), TimeWizard requires a reason for the
change.

. . - This option enables employees to submit their own timesheets for approval b
Submut Timesheet for Approval P €S employ PP Y
department or activity owners.

. This option enables you to specify the exact number of periods past that the
Periods Past P b pectly . P b
employee may access through his or her timesheet.

. This option enables you to specify the exact number of periods forward that the
Periods Forward P y pectty . P
employee may access through his or her timesheet.

For employees who have permussion to add assignments to their timesheets, this
Adding Assignments option enables you to specify whether they are resticted to assigned resources (skill

set descriptions) or they can add assignments as an <unclassified> resource.
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Table 16.5: Timesheet Display Preferences

Timesheet Display Preferences Explanation

Display Special Amount Field This preference enables you to display a field for special rates (e.g;, bonus, special

billing, etc.) on the detail line on the timesheet.

Display User Field This preference enables you to display a user-defined field of up to 255 characters

on the detail line on the timesheet.

Standard wotk day (his.) allows you to define the number of hours in a standard
wortk day for your company’s employees. The default 1s set to “8” hours, but the
Standard Work Day (hrs) system supports a range of from 1 hour to 24 hours.

Based on your "standard" selections, TimeWizard color codes daily totals that are

less than or more than the predefined standard for each employee.

Standard wotk week (hts.) allows you to define the number of hours in a standard
work week for your company’s employees. The default 1s set to “40” hours.

Standard Work Period (his.)
Based on your "standard" selections, TimeWizard color codes weekly totals that are

less than or more than the predefined standard for each employee.

This command button opens the Timesheet Rules window, in which you can assign

. defined timesheet rules to preference profiles. Timesheet rules restrict hours that can
Assign Rules ... . . . . . -
be submutted for specific activities or detail code values under specified conditions.

See Chapter 20: "Defining Timesheet Rules."

Objective 3. Assign members to a preferences profile

When you assign TimeWizard users to specific preferences profile groups, they are—as mem-
bers of that group—bound by its preferences and restrictions. All members start out in the
<default> preferences profile. Create all the additional preferences profiles you need. Then
decide how to group employees (i.c., by department, salary, employee code, or custom lists).
As you select a profile on the left, you see the current members of that profile on the right.

Move the members on the right (from the <default> group) into the appropriate profile on
the left.

In the members box, you can sort the display lists by clicking on the Employee ID tab and the
Employee Name tab.

In addition, you can multiple select members by using the shift or control keys on your keyboard.
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Assigning members to a preferences profile

orkday

S hort W/

Bothmer, Mark &
Kubaryk, Carol &

2% Preferences _[O]
Dept Cade | EmpCode _ Salap Code | 55H | EmpStatus
<Al [ [zlf<an> ] [= ]2 | [=lf<An ] =<2 - Retrieve
Freference Profiles | Members |
Ermployee 1D Employee Name:

Contract Half regular work wesk

Harden, Stephen D

& Resticted Emplayee who work under special asignment restrictions

Luce, Kristine &

Chemyavsky, Gennady

D'Silva, Ranjan

‘wiang, Jay

Disney, Paul M

Scheitin, Bradley E

Grile, Scott R

Wialow, Wladimit

Meads, Gregory N

Kubaryk, Gregory J

Gerber, Rabin B

Alten, Mick

Bowes, Kevin M

Tiacy, Jennifer &

To assigh members to a preferences profile, follow these steps:

1. Choose an employee grouping method (see “Employee
Grouping Methods,” this chapter).

Select “<Default>"" in the Preferences Profile window to view all
available members (the members listed are ““members’ of the
“profile group™ named ““<Default>").

< | ) Rows 1t 17 of 46 =l
Enployee Members Grouped By Custom Lists ]
Figure 16.3

3. Drag and drop each appropriate employee from the
list in the Members box to the appropriate profile in
the Preferences Profiles box.

Example

In Figure 16.2, we created a new Preferences profile named “Short Workday” for employees

who have a shorter workday and work week. According to the set rules of this example profile
(among other preferences), a typical workweek for its members—the employees listed in Fig-
ure 16.3—consists of a 7-hour work day and a 35-hour standard work week.
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Objective 4. Edit a preferences profile

When you edit a preferences profile, you automatically change the preference settings for all
of its members.

Editing a preferences profile
To edit a preferences profile, follow these steps:

1. In the Preferences window, select a preference profile from the Preference Profiles box.

2. Click the Edit Profile icon or double-click on the profile to open the Preferences Profile dialog box (Profile > Edit Profile) for
the selected profile.

2. Edit the profile information.

3. Click “Apply” to save the settings but remain in the dialog box, or click “OK™ to save the settings and close the dialog box.

Objective 5. Delete a preferences profile
When you delete a preferences profile, its members return to the <Default> group. You
cannot delete the <Default> profile.
Deleting a preferences profile

To delete a preferences profile, follow these steps: TimeWizard

1. Select the desired profile. :
Delete the selected profile?
2. Click the Delete Profile icon (Profile > Delete Profile). Members of deleted

profiles return to the <Default> group. (Remember: You cannot delete the
<Default> profile.)

Summary

In this chapter, you have learned how to create preference profile groups—to define standard
work days, work weeks, and other timesheet and project management settings for your
company’s employees—and then assign members to these profiles.
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Creating Access Lists

Assigning an access list to an activity enables you to have greater control over the way assign-
ments to an activity are made. By creating access lists, you limit the list of employees who have
“access” to a specific activity. In other words, an access list specifies which TimeWizard users
can be assigned to a particular activity.

Your work with access lists follows a three-step process:

1. Define activity groups (in the Activity Groups dialog box).
2. Assign activities to the activity groups (in the Activity Groups dialog box).

3. Assign members to the activity groups (in the Activity Groups dialog box), thus
defining an access list.

Objectives

Navigate the Access Lists area

Define an activity group

Assign available activity members to an activity group
Assign available employee members to an activity group
Edit an activity group

NN N

Delete an activity group
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Objective 1. Navigate the Access Lists area

From the Access Lists area, you can create and maintain all TimeWizard Access Lists. Table
17.1 defines each toolbar icon used in this chapter.

Navigating the Access Lists area

To open the Access Lists area, follow either Permizsians

of these steps:
Freferences. .

1. Click on the Access Lists icon. F3

Achivity Approval Poolz.?,
Detail Codes...
Standard Text...

2. Select Tools > Business Rules > Access Lists from
the TimeWizard main menu.

Figure 17.1

Table 17.1: Access Lists Icons

Access Lists Icons Explanation
(==[=z] The Add Activity Groups icon opens the Activity Group dialog box so that you can create a
+H new activity group.
=z]=z| . . - )
- The Delete Activity Groups icon deletes a selected activity group profile.
[=2] =z The Edit Activity Group icon opens the Activity Group dialog box so that you can edit an
2H existing activity group.
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Objective 2: Define an activity group

The first step in creating access lists is to create groups of activities—activity groups—to
which you will later grant access to selected employee members. In this objective, you create
and name the group to which you will assign activity members.

Defining an activity group

To define an activity group, follow these BRI

StepS: Froject | Subpraject | Phase
<l [ <All fnal | LAY 3 = Hetieve
[l [=f<a (=l <& J Rt |

1. Click the Add Activity Group icon to open
.. . .. N arme: ISnftwarE Development fodd
the Activity Groups dialog box (Activity =

Group > Add Group) (see Figure 9.8).

Descriptior: |5 oftware Development Activity Grour] adding...

Activity Groups Activity Members |

2. Type the activity group name and descrip-
tion in the text boxes.

3. Click “Apply” to save the settings but
remain in the dialog box, or click “OK” to
save the settings and close the dialog box.

Once you click on Apply, the

retrieve button is enabled so you
can assign activity members.

Row 1 of 1 Mo Rows
I I3 [— I™]
Agctivity Members Grouped By: [ Custom Lists 'l
oK I Lancel | Lipply | Help |

Figure 17.2

Example Figure 17.2 shows an example Activity Groups dialog box in which we are adding a new
activity group named “Software Development.”
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Objective 3: Assign available activity members to an activity group

Once you have defined an activity group, the next step is to assign individual activities—
activity members—associated with the larger activity group. Available activities are those ac-
tivities not assigned to another activity group. All activity members start out in the <Core
Group> activity group. Create all the additional activity groups you need. Then decide how to
group activities—i.e., by any of the four custom key Activity fields you defined previously or
by custom lists. As you select an activity group on the left, you see the current activity mem-
bers of that activity group on the right. Move the members on the right (from the <Core
Group>) into the appropriate activity group on the left.

Assigning available activities to an activity group

Example

. . T A S A ctivil
To assign available activities to an activity
) Project | Subproject | Phase
group, follow these steps: ol = T [=il<els v; Fistiieve
1. Inthe Access Lists window, click the tab of the activity
i 5 . Mame: |Software Development Add |
grOUp to WhICh yOU want to aSSIQn activities. Description: |Suﬂwars Development Activity Group
2. Click the Edit Activity Group icon (or double-click on T AR e
the appropriate activity group tab) to open the
. . e are (B SwWOV  C5 HHTL
Activity Groups dialog box. Ay

3. Specify an activity member grouping method.

4. Specify your quickfilter parameters (see “Using the
Quickfilter,” this chapter).

5. Click “Retrieve™ to display available activities in the
Members box (the activities listed are “members™ of

the <Core Group>).
P>) . | bl | 2
6. Drag and drop available <Core Group> activity Aclivly Members Grouped By [Custom Lists 7]
members from the Members box onto a desired Ok | cConcel | ey | Hep |

activity in the Activity Groups box.

7. Click “OK™ to return to the Access Lists window.

Rows1to 2 af 2 Fows1to3af 3

Figure 17.3

Figure 17.3 shows an example Activity Groups window in which we have assigned three
activity member—SWDV/AT/ANYL, SWDV/CS/ANYL, and SWDV/MN/ANYL—to the
activity group named “Software Development. In this example, we chose to group activity
members by custom lists.




Chapter Seventeen = Creating Access Lists

Objective 4:

To edit the activity membership for an activity group, move the appropriate activities from the
membership area on the right back to the <Core Group> activity group on the left.

In the Activity Members box, you can sort the display lists by clicking on the Activity fields
tabs.

In addition, you can multiple select activity members by using the shift or control keys on
your keyboard.

Assign available employee members to an activity group

When you assign available employee members to an activity group, you allow them to create
assignments for any of the activities in the activity group. Employees who are not assigned to
the activity group do not have access to those activities.

Available employees are those who are not already assigned to the selected activity group. A
single employee may be assigned access to multiple activity groups. Create all the additional
activity groups you need. Then decide how to group employees. As you select an activity
group from the tabs at the top of the Access Lists window, you can see available employees on
the right. Move the appropriate employees on the right into the membership area on the left.

To edit the employee membership for an activity group access list, move the appropriate
employees from the membership area on the left back to the available employees area on the
right.

In the Activity Members box, you can sort the display lists by clicking on the Activity fields
tabs.

In addition, you can multiple select activity members by using the shift or control keys on
your keyboard.
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Assigning available employee members to an activity group

MAccess Lists _ (O] x]
BE <Cors Groups BB Software Development |
Software Development Activity Group
Dept Code Emp Code 5alaiy Code
<Al <Al |2l - Retrisve
Aocess List Members | Available Emplopees |
Employes 1D Ermployes Name T Employes 1D Employes Hame =
987652 Billard, Bamaby Bo| @ newly Flies, Horse:
987653 Mastbeater, Bartholomews newly2 Fly, Horses
EANIMEE Barker, Michele X b %) ghl9avess Shiring, Brightly
EANIPTL Little, Philip T | |#®| |eanises Green, Bil E
EDC2C0S Sullvan, Charles 0 & |EsnzcRDS Dickersan, Conner R
EPGICTM Mayer, Cornad T 7%| EANZMTH wiliams, Miks T
EFGIRAW white, Fich & & |EaNaMTWEZ Willams. Micey T
| [# [eanacam Marden, Chis &
| '#®| |eocicow Wolle, Colleen 0
AN Spore, James &
| % |EDC2LeH Hayes, Linda &
| '#| |eoczror Roy, Rob O
% |eDcasre Banks, Allen i
7%| EPG1TOC Cumming, Thomas 0
% |EPG2CVD Denovan, Charles ¥
7§| EPG2MEW wol, Mark £
Rows Tto7af 7 Rows 1 ta 16 of 40 =
Employee Members Grouped By.lm

Figure 17.4
To assign members to an activity group, follow these steps:

1. In the Access Lists window, click the tab of the activity group 4. Click “Retrieve” to display available employees.

to which you want to assign employees. 5. Drag and drop each appropriate employee from the

2. Specify an employee grouping method (see “Employees Available Employees box to the Access List Members box.

Grouping Methods,” this chapter). To reverse the Access List assignment, simply drag and

3. Specify your quickfilter parameters (see “Using the drop the employee from the Acces List Members box
Quickfilter,” this chapter). back to the Available Employees box.

Example Figure 17.4 shows an example activity group access list. From the list of available employees
on the right, we assigned seven employees access to the activity group “Software Develop-
ment.” In this example, we chose to group activity members by custom lists.

Another example could be to group employees by department and then assign SE to the
Software Development tasks access list.
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Objective 5: Edit an activity group

The Edit Activity Group dialog box enables you to rename and change the description for an
existing activity group.

Editing an activity group

EﬂEdil achivity group

M arne: |5 aftware Development

Dezcrption: |S oftware Development Activity Group

Ok Cancel
Figure 17.5
To edit an activity group, follow these steps:
1. In the Access Lists window, click the tab of the activity group to you want to edit to open the Edit Activity Group
which you want to make corrections. dialog box.
2. Click the Edit Activity Group icon to open the Activity Groups 5. Edit the activity group information (i.e., name or
dialog box (Activity Group > Edit Group). description) as necessary.
3. Click “Retrieve™ to display available activities. 6. Click “OK” to save the changes and return to the

4. In the Activity Groups box, double-click on the activitiy group Activity Groups dialog box.
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Objective 6: Delete an activity group

When you delete an activity group, its activity members return to the <Core Group>, and its
employee members return to the Available Employees box for other activity groups.

% Activities belonging to the deleted activity groups return to the <Core> group. Consequently,
employees belonging to the deleted activity groups return to the available employees list.

Deleting an Activity Group

To delete an activity group, follow these steps: TimeWizard Ed
1. In the Access Lists window, click the tab of the activity group that .
you want to delete. [relete current activity group?

2. Click the Delete Activity Group icon (Profile > Delete activity
group).

3. TimeWizard displays a confirmation window: ““Delete current
activity group?” Click “OK” to delete the activity group.

Cancel |

Summary

In this chapter you have learned to create groups of activities and then assign employee mem-
bers to those groups. In so doing, you allow those employees to create assignments for the
activities in the activity groups.
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Creating Activity Approval Pools

If you chose integrated approvals as your approval process, you need to set up activity approval
pools. Creating activity approval pools enables you to specify who can approve time charged
to specific activities. An activity approver, who is called an activity owner, is usually a project
team leader who is authorized to approve time for a particular project’s activities. An activity
owner does not need to be a department owner to approve time for employee assignments.

Your work with project approval pools follows a three-step process:
1. Define activity groups (in the Activity Groups dialog box).
2. Assign activity members to the activity groups (in the Activity Groups dialog box).

3. Assign employee members to the activity groups (in the Activity Approval Pools
window), thus defining an activity approval pool.

Objectives

Navigate the Activity Approval Pools area

Define an activity group

Assign available activity members to an activity group

Assign available employee members to an activity approval pool
Edit an activity group

AN N

Delete an activity group
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Objective 1. Navigate the Activity Approval Pools area

From the Activity Approval Pools area, you can create and maintain all TimeWizard activity
approval pool activity groups. Table 18.1 defines each toolbar icon used in this chapter.

Navigating the Activity Approval Pools area

To open the Activity Approval Pools area, follow
either of these steps:
1. Click on the Activity Approval Pools icon. &

2. Select Tools > Business Rules > Activity Approval Pools from
the TimeWizard main menu.

Table 18.1: Activity Approval Pools Icons

Eemiizzions. ..
Freferences. ..
Aooess Lists.

Detail Codes....
Define Timesheet Rules. ..
Standard Text...

Report Categaries...

Figure 18.1

Activity Approval Pools Explanation

Icons

=2 ] The Add Activity Groups icon opens the Activity Group dialog box so that you can create a
+H new activity group.

=:[=:] . . - :

= The Delete Activity Groups icon deletes a selected activity group profile.

[==[=:] The Edit Activity Group icon opens the Activity Group dialog box so that you can edit an
THE existing activity group.
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Objective 2: Define an activity group

The first step in creating an activity approval pool is to create an activity group. In this objec-
tive, you add and name the group. In Objective 3, you assign activities (activity members) to
the group. Finally, in Objective 4, you assign employee members to the group. These em-
ployee members are activity owners, who have the authority to approve time for all employee
assignments associated with the group’s activity members.

Defining an activity group

To define an activity group, follow these 87 Activity Groups
steps. M e ITimesheet Link. el
f 2o Desaription: [Timesheet Link,
1. After opening the Activity Approval Pools sscrption:|Tmesheet Lin adding...
window, click the Add Activity Group icon or Activity Groups [ ctivity Members |

select Activity Group > Add Activity Group
from the main menu to open the Activity

Business-to-Busines:
Groups dlalog box. = eCommerce eCommerce

2. Type the profile name and description in the
text boxes at the top of the dialog box.

3. Click “Apply” to save the settings but remain
in the dialog box, or click “OK™ to save the
settings and return to the Activity Approval
Pools window. If you remain in the dialog box,
continue with Objective 3, step 3, to assign

activity members. Fiows 1to 3 of 3
= ) 1 | KN | |
EO Once you click _On Apply’ the Add Activity Members Grouped By:IPmiect 'l
A%/ putton in the dialog box is enabled, T
and you can add additional activity = == = =
groups without exiting. Figure 18.2
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Objective 3: Assign available activity members to an activity group

Once you have defined an activity group, the next step is to assign individual activities—
activity members—associated with the larger activity group. Available activities are those ac-
tivities not assigned to another activity group. All activities start out in the <Core Group>
activity group. Define all the additional activity groups you need (see Objective 2). Then
decide how to group activities—i.e., by any of the key activity fields you defined previously in
the Custom Fields area (from activity field 1 through field 4). As you select an activity group
on the left of the Activity Groups dialog box, you see the current activity members of that
activity group on the right. When the <Core Group> is selected, you can move available
activities on the right into the appropriate activity group on the left.

Assigning available activity members to an activity group

To assign available activity members to an 8% Activily Groups
activity group, follow these steps: o A
1. In the Activity Approval Pools window, click on Bescritian: [eCommerce
the activity group to which you want to assign Activity Groups [ Activity Members |
activities.
:: <Core Group> <Core Groups eCommerce eCommerce
2. Click the Edit Activity Group icon or select Activity 2HB2E - Elsiess. o Bl el
Groups > Edit Activity Group from the menu to e e L
open the Activity Groups dialog box.
3. Specify activity grouping method in the Activity
Members Grouped By drop-down box (see the
introduction of this chapter).
You must use the same grouping method
for each activity group in the Activity
Approval Pools area. Rows Ttad of 4
. | Ml | |
4. With <Core Group> selected on the left, drag and actvty Menbers GrovpedBy [Profest =]
drop 'avallable <Core Group> E'iCtIVItIeS from the [ o | cowes | ey | b |
Activity Members box on the right onto the
desired activity group on the left. Figure 18.3
5. Click “Apply” to save your assignments and 6. While the Activity Groups dialog box is open, click on any activity
remain in the dialog box or click “OK”” to save group on the left to view its assigned members on the right.
and exit the Activity Groups box.
Example Figure 18.3 shows an example Activity Groups window in which we have assigned one activ-

ity member to the activity group named “eCommerce.” In this example, we chose to group
activity members by Project.
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Objective 4.

=

Example

You can multiple-select activity members by holding down the Shift key and clicking on the
top and bottom rows of the series you want to select or by holding down the Control key and
clicking on each row you want.

Assign available employee members to an activity approval pool

When you assign available employee members to an activity group, you grant approval au-
thority for all employee assignments associated with the activities in the activity group. Other
employees, who are not assigned to the activity group, do not have approval authority over
those activities. An activity group may have more than one approval pool member; however,
only one member’s approval will be required for that group of activities. Additional pool
members are for backup purposes.

Available employees are those who are not already assigned to the selected activity group. A
single employee may be assigned to multiple activity groups. Define all the additional activity
groups you need. As you select an activity group in the upper frame of the Activity Approval
Pools window, you can see available employees in the lower right frame. Move the appropriate
employees from the right into the Approval Pool Members area in the lower left frame.

You must assign activity members to an activity group before assigning employee members to
the associated activity approval pool.

To edit the employee membership for an activity group, move the appropriate employees
from the membership area (on the left) back to the available employees area on the right.

Figure 18.4 shows an example activity approval pool. From the list of available employees on
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Assigning available employee members to an activity approval pool

5% Activity Approval Pools

Activity Approval Groups

eCommerce

Timesheet Link

Fows Tto4of 4

Dept. Code | Emp Code |

Busingss-to-Business

employees.

=

<Al > <Al =] Betrieve
Approval Paol Hembers | Avalable Emplayess
[l Emploges [0 Emplopee Name | Employes D Employss Nams B
T Bothmer, Mark & BEEED Alten, Nick
BEIE Lazio, Caral & | (& |28 Scheilin, Brad
250 Shohedbiod, Leo
288 Malek, Tad
210 Shah, Japssh _
BEIREH Patange. Viiay
| (& |0 Criswell, Ted
Fiows 1 ta 2of 2 Fows 110 7 of 11 hd
Figure 18.4

the right, we assigned two employees approval authority over the activities in the activity

group “B2B.”

In the Approval Pool Members box and the Available Employees box, you can sort the display

1. In the Activity Approval Pools window, click on the activity
group to which you want to assign employees.

2. Specify your quickfilter parameters (see “Using the Quickfilter,”
in the introduction of this section). If you choose any parameters
other than <All>, click “Retrieve™ to display the filtered list of

To assign available employee members to an activity approval pool, follow these steps:

3. Drag and drop each appropriate employee from the
Available Employees box to the Approval Pool
Members box.

To reverse the activity approval pool
assignment, simply drag and drop the
employee from the Approval Pool Members
box back to the Available Employees box.

lists by clicking on the Employee ID or Employee Name Column headings.
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In addition, you can multiple-select activity members by holding down the Shift key and
clicking on the top and bottom rows of the series you want to select or by holding down the
Control key and clicking on each row you want.

Objective 5: Edit an activity group

The Activity Groups dialog box enables you to rename and change the description for an
existing activity group. You can change the membership of an activity group in the same

dialog box.

Editing an activity group

To edit an activity group, follow these steps:

1. In the Activity Approval Pools window, click on the Edit Activity 4. To edit the activity membership of the group, drag
Group icon to open the Activity Groups dialog box (Activity the appropriate activities from the membership
Groups > Edit Activity Group). frame on the right to the <Core Group> activity

2. In the Activity Groups dialog box, click on the activity group you group on the left. ACt"V't'eS moved t‘? the
wET e @t <CoreGroup> are available to be assigned.

5. Click “Apply” to save the settings but remain in the
dialog box, or click “OK™ to save the settings and
close the dialog box.

3. To edit the group name or description, make the desired
change in the text boxes in the top frame.




236

Section Six = Applying Your Business Rules to TimeWizard

Objective 6: Delete an activity group

When you delete an activity group, its activity members return to the <Core Group>, and its
employee members return to the Available Employees frame to be available for other activity
groups. Deleting an activity group deletes the corresponding activity approval pool.

Deleting an activity group
To delete an activity group, follow these steps: TimeWizard %]

1. In the Activity Approval Pools window, click on the activity group
that you want to delete. ® Delete curent activity group?

2. Click on the Delete Activity Group icon (Activity Groups > Delete

Activity Group). Cancel |
3. TimeWizard displays a confirmation window: “Delete current
activity group?”” Click “OK”™ to delete the activity group. Figure 18.6
Summary

In this chapter, you have learned to create activity approval pools that assign approval author-
ity over specific activities to specific employees.
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Setting Up Detail Code Rules

The detail code fields and detail code values that you entered previously enable employees to
associate different types of data with specific timesheet transaction entries. For example, if
your company’s Payroll managers need TimeWizard to capture pay code information, you
would set up a detail code custom field entitled “Pay Codes.” For TimeWizard to capture
specific information within this custom field category, you would add specific pay code val-
ues, such as “regular time” or “overtime.”

Creating detail code business rules enables you to restrict TimeWizard users to specific sets of
Detail Code values for their timesheet transactions. To further enhance those restrictions, you
can associate the detail code business rules with activity groups so that employees’ access to
detail codes is based on the activity to which they are assigned. For example, just because the
pay code value “overtime” exists does not mean that every employee is allowed to charge
overtime to a timesheet. TimeWizard enables you to specify that only a certain group of
employees working on a certain activity can charge overtime to their timesheets (for that
activity only).

If you want the same “rules” to apply to employees for all activities, then you can skip objec-
tives 2-5, because all activities would be in the “core” activity group. Later, to create exceptions
to this setup, you may create new activity groups and associate new detail code profiles with
each group.

Objectives

Navigate the Detail Codes area
Define an activity group

Assign available activity members to an activity group

Delete an activity group

1.
2.
3.
4. Edit an activity group
5.
6. Define detail code profiles for an activity group
7.

Assign employee members to detail code profiles
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8. Edit a detail code profile
9. Delete a detail code profile

Objective 1: Navigate the Detail Codes area
The Rules for Detail Code drop-down box at the top of the Detail Code Rules window

contains the detail code fields.

From the Detail Code Rules area, you can create and maintain all TimeWizard detail code
activity groups and detail code profiles. Table 19.1 defines each toolbar icon used in this

chapter.
Navigating the Detail Codes area
To open the Detail Codes area, follow either of .

these steps: Freferences...
1. Click on the Detail Codes icon. @ Acoess Lists...

2. Select Tools > Business Rules > Detail Codes from the Aol Appssl o

TimeWizard main menu.
Standard Teut...

Figure 19.1
- ___________________________________________________________________________________|

Table 19.1: Detail Codes Icons

Detail Codes Icon Definition
ﬂ The Add Profile icon opens an empty Detail Codes Profile dialog box.
_:I The Delete Profile icon deletes a selected detail codes profile.
:‘LI The Edit Profile icon opens the Detail Codes Profile dialog box with data for a selected
Detail Codes profile.
=== .. . .. .
+8 The Add Activity Group icon opens the Activity Groups dialog box.
=]z .. . ..
=M The Delete Activity Group icon deletes a selected activity group.
z]=z] . . . . .
G| The Edit Activity Group icon opens the Activity Groups dialog box.
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Objective 2: Define an activity group

The first step in creating detail code rules is to create activity groups for which you will later
create detail profiles and assign selected employee members. In this objective, you create and
name the activity group to which you will assign activity members.

Defining an activity group

To define an activity group, follow these

steps: Fules for Detail Cnde:l Cost Tupe j

1. Click on the Detail Codes icon to open the
Detail Code Rules window.

Figure 19.2

2. Click on the Rules for Detail Code drop-down - : —

. . |
box (Figure 19.2) to select the Detail Code b o O e |
field for which you want to create a profile < | |

group. Scroll through the drop-down list to Name: Foftware Development Add
make the selection, e.g., “Cost Type.” Description: |

Project | Task

3. Click the Add Activity Group icon to open Activity Groups | Activity Members |
the Activity Groups dialog box (Activity Group |<E — [ [Project Task [Phase
are aroup:
> Add Group).

4. In the Activity Groups dialog box, type the
profile name and description in the text
boxes (Figure 19-3).

5. Click “Apply” to save the new settings and

keep the dialog box open, or click “OK™ to
save the settings and close it.
Fows1to2of 2 No Rows
Once you click on Apply, the Retrieve 1 | Mg I
. button is enabled so you can assign &civity Members Giouped By [Custom Lists 7|
activity members to the newly-created activity [ ok | cencel | zpb | Hep |
group(s).

Figure 19.3

If you want the same “rules” for all activities, then you can skip objectives 2-5, because all
activities would be in the “core” activity group.

Example  Figure 19.3 shows an example Activity Groups dialog box in which we have added a new activity
group named “Software Development” for the detail code “Cost Type.”
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Objective 3: Assign available activity members to an activity group

Once you have defined an activity group, the next step is to assign individual activities—
activity members—which will populate the activity group(s). Available activities are those
which have not already been assigned to another activity group. All activity members start out
in the <Core Group> activity group. Once you have created all the activity groups you need,
you must decide how to group the activities themselves—i.e., by any of the four custom key
Activity fields you defined previously, or by custom lists. As you select a newly-created activity
group on the lower left of the Detail Code Rules window, you will see the activity members
already a part of that activity group on the right. Click on the <Core Group> on the left to
display the available activities on the right. Next, click on and drag the desired activity mem-
bers on the right into the appropriate activity group on the left.

Changing the method of grouping activity members for activity groups will remove all exist-
% ing assignments of activity members to activity groups (see Section 6 Introduction, Objective
1, “Understand Employee and Activity Grouping Methods” for details).

Assigning available activity members to an activity group

To assign available activities to an activity 8% Activity Groups
roup, follow these steps: Project | Task \ Phase \ GL#
9 P P [« | [=dl<20> =<0 [ =l <0 Rstieve
Once you have created an activity group, the i | i
next step is to assign individual activities to that Name: Softwar Development Add
activity group. Descrlptlon:l
1. In the upper left list of the Detail Code Rules R G'”“"Sl — A?“’i‘:mmb“ — |
B n A oa . 1oject a3l ase
window, highlight the activity group to which <Core Group> | B\ T30 Developme 5239 Tnstall Shisld
you want to assign activities . B8 W30 Developme53 Scheduler
B |TWw3.0 Developme 5317 QA Tasks
2. Click the Edit Activity Group icon to open the
Activity Groups dialog box (Figure 19.4).
3. At the bottom of the dialog box, specify an
activity grouping method.
4. Specify your quickfilter parameters (see Section
6, Objective 3, “Use the Quickfilter”” for details) RowsTta2ef2 Rows o3 ef3
» 0 ’ : « | 1[4 | 2
5. Click “Retrieve” to display available activities in Activity Members Grouped By: [ Custom Lists 7]
the Members box (the activities listed are 06 | Canesl | aeew | Hep |
“members’ of the <Core Group>). -
] B Figure 19.4
6. Dhrag andbdropbavallable aztlv!ty(;nenjt.)ersf frc;m 7. Click “Apply” to save the new settings and keep the dialog box
L e.l\./lem N open, or click ““OK™ to save the settings and return to the Detail
Activity Groups box. Code Rules window.
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Example

Objective 4:

To remove an activity member from an activity group, highlight the activity group and move
the appropriate activity from the membership frame on the right back onto the <Core Group>
activity group on the left.

In the Activity Members frame, you can sort the display lists by clicking on the Activity field
column headings.

In addition, you can simultaneously select multiple activity members by using the shift or
control keys on your keyboard.

Figure 19.4 shows an example Activity Groups dialog box in which we have assigned three
activity members to the activity group named “Software Development.” In this example, we
chose to group activity members by custom lists.

Edit an activity group

The Edit Activity Group dialog box enables you to rename and change the description for an
existing activity group.

Editing an Activity Group

N o o r 0w DR

To edit an activity group, follow these steps:

In the Detail Code Rules window, click on the activity group to which you want to make corrections.

Click the Edit Activity Group icon to open the Activity Groups dialog box ( or, Activity Group > Edit Group).

Click “Retrieve™ to display available activities.

In the Activity Groups box, double-click on the activitiy group you want to edit to open the Edit Activity Group dialog box.
Edit the activity group information (i.e., name or description) as necessary.

Click ““OK™ to save the changes and return to the Activity Groups dialog box.

Click “Apply” to save the settings and remain in the dialog box, or click “OK” to save the settings and close the dialog box.
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Objective 5. Delete an activity group

When you delete an activity group, its activity members return to the <Core Group> of
activity members available for (re-)assignment to other activity groups, and its employee mem-
bers return to the available employee members list.

Deleting an activity group

To delete an activity group, follow these steps:

Timewizard | x|
1. In the Detail Code Rules window, click on the activity group that you
want to delete. @ Delete current activity group™
2. Click the Delete Activity Group icon (Activity Groups > Delete Activity
Group).

f Cancel |

Figure 19.5

3. TimeWizard displays a confirmation window: “Delete current activity
group?” Click “OK™ to delete the activity group.

Activities belonging to the deleted activity groups return to the <Core
Group>. Consequently, employees belonging to the deleted activities
return to the available employees list.
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Objective 6: Define detail code profiles for an activity group

Now that you have created activity groups and assigned specific activities to them, you must
create detail code profiles for each activity group and then assign employee members to those
profiles. These detail code profiles will determine how employees charge time upon being
assigned to an activity; the codes include such information as Cost Type, Pay Code and Billing
Type. Information about the values used to create detail code profiles can be found in Chap-
ter 4, Objective 3, “Assign available activity members to an activity group.”

Defining detail code profiles for an activity group

:_:"'3 Codes Profile

Frafile: [Contract Employees
Diezcription:
Mame |Permitted|Defau|t [Pns]lNega’[ive ‘v‘aluesl D1 efault [Neg]|
Haliday i [ [ [
o1 I r I I
REG B ~ ~
"Vacation [ [ [ [
9872675465 [ [ I I
Leave o o [ [
M aternity [ [ [ [
Bereavement [ [ I I
Sick Leave i o rd I
1] | !
Ok I Cancel | Lpply | Help I

Figure 19.6
To define detail code profiles for an activity group, follow these steps:
1. In the Detail Code Rules window, click on the activity group for 4. Select the appropriate permissions. You must
which you want to create detail code profiles. specify one default setting for one permission for

2. Click the Add Profile icon to open the Codes Profile dialog box the entry of positive Fimesheet hours. If your
(Profile > Add Profile). company uses negative hours, see note below.

5. Click “Apply” to save the settings and remain in
the dialog box, or click “OK” to save the settings
and close the dialog box.

3. Type the profile name and description in the text boxes.

% If your company uses negative hours (e.g., for sick leave), you must select one default setting
for the set of negative permitted code values, as well as one default setting for the positive
permitted code values.
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Objective 7: Assigh employee members to detail code profiles

When you assign available employee members to detail code profiles, you allow them to
charge the specified detail code values to assignments of activities in the activity group with
which the profile is associated.

“Available” employees are those who are not assigned to a given detail code profile for an
activity group. A single employee may only be assigned to one detail code profile per activity
group; however, that employee may belong to other profiles for other activity groups. The
general procedure is to first create all necessary activity groups, assign activities to them, asso-
ciate detail code profiles with activity groups, and assign employees to those profiles.

When you select an activity group from the list at the top of the Detail Code Rules window,
the <default> profile in the lower left will be highlighted, and you will see available employees
in the Members list below and to the right. Click on and drag the appropriate employees on
the right into the appropriate profile on the left.

To remove an employee member from an activity group profile, highlight the profile and
move the appropriate employee from the Members frame on the right back to the <default>

profile on the right.

In the employee members frame, you can sort the display lists by clicking on the Members
field column headings. In addition, you can simultaneously select multiple employees by
using the shift or control keys on your keyboard.

Changing the method of grouping employee members for detail code profiles will remove all
existing assignments of employeess to detail code profiles (see Section 6 Introduction, Objec-
tive 1, “Understand Employee and Activity Grouping Methods” for more information).
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Assigning employee members to detail code profiles

g_-::f:!Delail Code Rules

Rules for Detail Code: I Pay Code ﬂ

— &ctivity Groups:

E <Core Groupx <Core Group>
£ ] B2B Project
;; eCommerce eCommerce Froject

Rows 1 bo 3 of 3

B ZE Project
Dept. EocLa | Emp Code | Salay Code
[<all> > f«a <Al - Retrisve |
Pay Code Profiles I Members I
Frofile Description Ermployee 10 E mploves Mame -
= <defaulty <defaulty Kl Stone, Pete
ShManager Manager | 004 Scheitiin, Brad
B Enginesr Engineer 2 |00 Matthai, Wil
ZH Contractor Contractor 2 |007 Beall, April
dl | _’I_ Rows 1 ta 4 af § Ll
Employee Members Grouped B_l,l:l Custom Lists 'l
Figure 19.7

To assign employee members to detail code profiles, follow these steps:

1. Click on the Detail Codes icon to open the Detalil 5. Specify your quickfilter parameters (see Section 6,
Code Rules window. Objective 3,“Use the Quickfilter”).

2. Click on the Rules for Detail Code drop-down box and 6. Click “Retrieve” to display available employees. The
select the Detail Code field that contains the profile to available employees are members of the <default>
which you want to assign members. Scroll through profile.
the drop-down list to make the selection. 7. Drag and drop each appropriate employee from the

3. Click on the activity group that contains the profile to Members frame in the lower right to the appropriate
which you want to assign members. profile in the lower left Profiles frame.

4. At the bottom of the window, specify an employee To reverse the profile assignment, simply
grouping method. drag and drop the employee from the profile

Members box back to the <default> profile.
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Example In Figure 19.6, we defined a codes profile named “Contract Employees.” In Figure 19.7, we
assigned employee members to that Contract Employees profile. In this example, the mem-
bers of the Contract Employees profile are only permitted to charge time for holiday, over-
time, regular time, and sick leave when they work on the activities in the Software Develop-
ment activity group.

Objective 8: Edit a detail code profile

When you edit a detail code profile, you automatically change the settings for all of its mem-
bers.

Editing a detail code profile

To edit a detail code profile, follow these steps:

1. Click on the Detail Codes icon to open the Detail Code Rules window.

2. Click on the Rules for Detail Code drop-down box and select the Detail Code field that contains the profile you want to
edit. Scroll through the drop-down list to make the selection.

Click on the activity group that contains the profile you want to edit.

Specify your quickfilter parameters (see Section 6, Objective 3, “Use the Quickfilter’).
Click “Retrieve” to display the profiles.

Select the code profile you want to edit.

Click the Edit Profile icon to open the Codes Profile dialog box (Profile > Edit Profile).

Madify the profile information as desired.

© © N o o~ W

Click “Apply” to save the settings and remain in the dialog box, or click “OK” to save the settings and close the dialog box.
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Objective 9: Delete a detail code profile

When you delete a detail code profile, its members return to the <default> profile. You cannot
delete the <default> profile, because its members do not belong to another group.

Deleting a detail code profile
To delete a detail code profile, follow these steps: = =
4 . TimeWizard E2

1. Click on the Detail Codes icon to open the Detail Code

Rules window. @ Delete the selected profile?
2. Click on the Rules for Detail Code drop-down box and

select the Detail Code field that contains the profile you

want to delete. Scroll through the drop-down list to Mo
make the selection.

3. Click on the activity group that contains the profile you Figure 19.8
want to delete.

4. Specify your quickfilter parameters (see Section 6, 8. TimeWizard displays a confirmation window:
Objective 3, “Use the Quickfilter”). “Delete the selected profile?”” Click “OK” to delete

5. Click “Retrieve” to display the profiles. the profile.
6. Select the code profile you want to delete.
7. Click the Delete Profile icon (Profile > Delete Profile).
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Summary

In this chapter, you have seen how to define activity groups and how to assign activities to
them. You have also seen how to associate detail code profiles with activity groups and how to
populate those profiles with employees. You have learned that the creation of detail code
profiles allows you to restrict TimeWizard users to specific sets of Detail Code values for their
timesheet transactions.




C HAPTETR

Defining Timesheet Rules

Defining timesheet rules enables you to apply your organization’s time accounting rules to the
timesheet data that employees submit for approval. Timesheet rules allow you to enforce
restrictions on the amounts of time submitted and the amounts of time associated with desig-
nated detail code values. Because timesheets that reach approvers are in compliance with the
defined timesheet rules, the approval process is quicker and easier, and the data shared with
other systems is more accurate.

When you define a timesheet rule, you first create the rule, and you then apply the rule to
employees by assigning it to preference profile groupings. You can define multiple timesheet
rules and determine when and how each will be applied. For each rule, you determine the
affected days or date range, the affected activities or detail code values, and whether a timesheet
owner who violates the rule is prevented from submitting the timesheet or merely receives a
warning.

For example, you can make a timesheet rule that employees in one preference profile cannot
submit more than 90 hours for a two-week period. For another preference profile, you can
make a rule that hours cannot be submitted as overtime until 40 hours have been submitted as
regular hours for a week. Another rule might apply to specific holiday dates, such as 12/25/01,
and either require submitted hours to be logged to a holiday activity or prevent submission of
project-related hours. If your employees are instructed to account on their timesheets for all
weekly totals less than 40 (e.g., leave without pay), you can have TimeWizard enforce a rule
that total hours must be greater than or equal to 40.
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Objectives

Add a timesheet rule for an operator type and hours total
Define the range

Define the classification

Define the severity and compose error message text
Assign a timesheet rule to a preference profile

Edit a timesheet rule

NN Wb =

Delete a timesheet rule

Objective 1: Add a timesheet rule for an operator type and hours total

You start the process of defining a timesheet rule by adding a name for the rule in the Define
Timesheet Rules window, selecting an operator type, and entering the total number of hours
on which the rule will be based. For example, if you want a rule that regular weekly hours
must not exceed 40, then you can name a rule “Regular Hours,” select the operator “Must be
less than or equal to (<=),” and enter the total hours “40.00” as in Figure 20.1.

You may select any of the following operator types:

* must be equal to (=)

* must not be equal to (<>)

* must be greater than (>)

* must be greater than or equal to (>=)
¢ must be less than (<)

* must be less than or equal to (<=)
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Adding a timesheet rule, operator type, and hours total
~ Rule List:
e T — Add
Holiday &ctivity Delete:

Caniractor Rule Total Hours: [must be less than or equal to [<=] =] [sn00
Regular Hours

Range | Classiicaton | Seveiy |

Interyal -

oK I Lancel Apply Help

Figure 20.1
To add a timesheet rule, follow these steps:
1. Open the Define Timesheet Rules window through the Tools name will display in the Rule List in the left of the
main menu (Tools > Business Rules > Define Timesheet Rules window and in the Rule Name text box in the upper

). center.

2. Click on the Add command button in the upper right to open 4. Click on the drop-down box below the Rule Name
the Add New Rule window. text box and select an operator for the rule.

3. Enter the desired Timesheet Rule name in the Rule Name text 5. Enter the total number of hours for the rule in the
box. Click on the OK button to save the rule name and return text box to the right of the operator drop-down box.
to the Define Timesheet Rules window. The newly saved rule 6. Follow the steps in Objective 2 to continue defining

the rule.

Objective 2: Define the range

The range designates the interval of time in days or dates to which the timesheet rule will
apply. Table 20.1 explains the interval types you can select. The selection of some interval
types entails additional steps to define the range.
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Table 20.1: Interval types

Interval

Explanation

Every day

The timesheet rule will apply to every day in every approval peniod, one day at a time.

Day of week list

The timesheet rule will apply to a day or days of the week, e.g;, Monday and Wednesday,
every week 1n every approval period.

Day of week range

The timesheet rule will apply to a range of days of the week, e.g, from Monday through

Friday, every week 1n all approval periods. Days 1n a range are always consecutive.

The timesheet rule will apply to a specific date or specific dates that the user selects from a

Date list calendar in the Define Timesheet Rules window. Selected dates may be 1n one approval
petiod or 1n many pertods.
The timesheet rule will apply to a range of dates that the user selects from a calendar in
Date range

the Define Timesheet Rules window, e.g, from 10/01/00 to 12/31/00.

Period rule

The timesheet rule will apply to all days within every approval period, one perniod at a time.

Defining the range (continued on page 251)

BADefine Timesheet Rules

2. In the Range tab page, click on the Interval drop-down box and
select the interval type from the list.

-~ Rule Lt
Orvertime Hours Ruke Name: [Statf Mesting pod
Helday _ beke |
Contractor Rule Total Hours: [must be greater than [7) =] [0
Riecular Hours
Stalf Mesting
iR EE Range | Classication | Severty |
Interval [ Dy of week st 2
Select Weekdays Weskday List
KN Bl
3 Cancel Apely Help
Figure 20.2

To define the range, follow these steps:

1. In the Define Timesheet Rules window, see that the Rule Name 3. If you selected “Every day” or ““Period rule,” follow
text box displays the desired rule. the steps in Objective 3 to continue defining the

rule. If you selected another interval type, continue
with the steps of Objective 2.
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Defining the range (continued from page 250)

EADefine Timesheet Rules

+ Rule List:

Cvertine Hours RueMame: Holdey | o
Contractor Rule Total Hours:[must be less than or equal ta [<=) I E &I
Regular Hours
Staff eeting Renge | Classiicalion | Severty |
Iievak [Daee it =]
List of Dates:
«H December 2000 >3]
£ M T W T F S
(N EN
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[0 [7 [72 [3 [14 [15[16
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ED
[l i}
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Figure 20.3
4. If you selected “Day of week list,”” boxes labeled “Select button to display your selection in the List of Dates
Weekdays™ and “Weekday List™ display on the Range tab page box or double-click the date to display it in the list.
(Figure 20.2). Highlight the desired day in the Select Weekdays Repeat until all desired dates display in the List of
box and click on the right-arrow (>) command button to move Dates box. Click on the left-arrow (<) button to
your selection to the Weekday List box or double-click on the delete a highlighted date from the list.

day to display it in the list. Repeat until all desired days display in 7.
the Weekday List box. Click on the left-arrow (<) button to

move a highlighted day from the Weekday List box to the Select
Weekdays box.

If you selected ““Date range,” a calendar and boxes
labeled “From Date’” and ““To Date™ display on the
Range tab page. In the calendar, click on the double
arrows to select another year and click on the single

5. If you selected “Day of week range,” boxes labeled “From™ arrows to select another month. Click on the desired
and ““To”” display on the Range tab page. Click on the “From™ date to begin the range, and click on the upper
drop-down box and select the first day of the range from the right-arrow (>) command button next to the “From
list. Click on the “To”” drop-down box and select the last day of Date” box. Click on the desired date to end the
the range from the list. range, and click on the lower right-arrow button

6. If you selected “Date list,”” a calendar and a box labeled ““List of next to the “To Date” box.

Dates™ display on the Range tab page (Figure 20.3). In the 8. Follow the steps in Objective 3 to continue defining
calendar, click on the double arrows to select another year and the rule.

click on the single arrows to select another month. Click on the

desired date and then click on the right-arrow (>) command
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Objective 3: Define the classification

The classification designates the activities or detail code values to which the timesheet rule will
apply. Table 20.2 explains the classifications you can select. The selection of some classifica-
tions entails additional steps to define the activities or detail code values on which the timesheet

rule will be based.

Table 20.2: Classifications

Classification Explanation

All hours The timesheet rule will apply to all hours, regardless of activity or detail code value.

The timesheet rule will apply to all activities defined as project-related in the Activity
All project-related activities | Detail window. The rule will not apply to activities defined as overhead leave or overhead
other.

By (activity field valuc) The timesheet rule will apply to the specific activity field values, 1.e., activity keys values,

that the user selects.

By (detail code value) The timesheet rule will apply to the specific detail code values that the user selects.

The timesheet rule will apply to specific detail code values, and hours must be applied to
By (detail code value) particular detail code values designated by the user before being applied to other detail
with condition code values. For example, the rule's hours total must be applied to the detail code value

"Regular Time" before any hours can be applied to the detail code value "Overtime."
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Defining the classification (continued on page 254)

text box displays the desired rule.

Objective 3.

£ Define Timesheet Rules [<]
~ Rule List:
Dvetime Hours Rule Neme: [Contiactor e | fod
Holiday Delete
Total Hours: [must be less than or equal to (<=] =] [z —I
Fieqular Hours
Stalf Meeling Rangs Clasiizaion | Sevesy |
Process Rule for:
[B Proiect =1
Aot Key List Aot Key Selected:
eCommerce
Timesheet Link 5
«
A 3 - : -
oK Cocel | ppob | Hep
Figure 20.4
To define the classification, follow these steps:
1. In the Define Timesheet Rules window, see that the Rule Name an activity item in the Act Key List box and click on

2. In the Classification tab page, click on the “Process Rule for”
drop-down box and select the classification from the list.

3. If you selected “All hours™ or ““All project-related activities,”
follow the steps in Objective 4 to continue defining the rule. If
you selected another classification, continue with the steps of

4. If you selected an activity field name, boxes labeled “Act Key
List” and ““Act Key Selected”” will display (Figure 20.4). Highlight

the right-arrow (>) command button to move your
selection to the Act Key Selected box. Repeat until
all desired items display in the Act Key Selected box.
You can click the double right-arrow (>>) button to
select and move all the items. Click on the left-
arrow (<) button to delete a highlighted item from
the Act Key Selected box or click on the double left-
arrow (<<) button to delete all the items.
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Defining the classification (continued from page 253)

FuleName feckerd | A
Contiactor Total Hours: [mus be greater than or equal to =) =] [t &I

Range Classification | SEVE’M

Process Rule for.

[By Pay Cade =l Clear

Detail Code List
Must charge ta these codes:
oT
= | =
L 5 | Eniforos nils only when hours have been posted |2
OK | Comcel | beph | Hep
Figure 20.5
5. If you selected a detail code field name, boxes labeled ““Detail in the Detail Code List box and click on the upper

Code List” and “Must charge to these codes™ will display. right-arrow (>) command button to move your
Highlight a detail code value in the Detail Code List box and selection to the Must charge to these codes box.
click on the right-arrow (>) command button to move your Repeat until all desired code values display in the
selection to the Must charge to these codes box. Repeat until all Must charge to these codes box. To move a code
desired code values display in the Must charge to these codes value to the Before these codes box, highlight the
box. Use the horizontal scroll bars as needed. To delete the value in the Detail Code List box and click on the
values from the Must charge to these codes box, click on the lower right-arrow button. Repeat until all desired
Clear button in the upper right of the tab page. code values display in the Before these codes box.

Use the horizontal scroll bars as needed. To delete
the values from the Must charge to these codes or
Before these codes boxes, click on the Clear button
in the upper right of the tab page.

6. If you selected a detail code field name, but you did not select a
detail code with condition, you can select “Enforce rule only
when hours have been logged™ to prevent the rule from being
applied when no hours have been entered in the defined range
(see Figure 20.5 above and the example below). 8. Follow the steps in Objective 4 to continue defining

7. Ifyou selected a detail code field name with condition, boxes the rule.

labeled “Detail Code List,” “Must charge to these codes,” and
“Before these codes’ will display. Highlight a detail code value

Example

Suppose you define a rule that employees must log at least four hours when they apply a detail
code for overtime to weekend hours. Select the “Enforce rule only when hours have been
logged” checkbox to prevent the timesheet rule from invalidating timesheets that have no
hours logged for the weekend.
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Objective 4. Define the severity and compose error message text

The severity level of the timesheet rule determines whether a timesheet that violates the rule
can be submitted for approval. If you want to require timesheets that violate the rule to be
corrected before submittal, choose the “Error” level. If you want the timesheet owner to re-
ceive a warning but have the option of submitting an uncorrected timesheet, choose the
“Warning” level instead.

Regardless of the severity level you select, when the timesheet owner attempts to submit a
timesheet that violates a rule, your custom error message displays with the dates of the timesheet
columns that contain the violations. If the timesheet owner does not have the permission to
submit timesheets, the department owner who performs the submittal will receive the mes-
sage. You are required to enter a message before you can complete the definition of a timesheet
rule.

A property setting enables you to use a different error message specifically for violations of
timesheet rules for leave balances. By applying this property setting, the alternative message
displays when an employee exceeds a leave balance and attempts to submit the timesheet. If
the employee violates a timesheet rule other than a leave balance rule, the message entered in

the Define Timesheet Rules window displays.

The alternative message text is “Leave Balance Exceeded.” You may edit this text to create a
custom message for leave balance violations. See the TimeWizard Installation Guide to learn to
change the property setting and to create an alternative message.
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Defining severity and composing error message text

2% Define Timesheet Rules

Fude Mame: [overine Fows | A
Delete
Contractor Fule Total Hours: must be equalto (<) =] [000 o |
Reqular Hours
Stalt Mesting Fange | Classiication Swem|
Process Rule &5 [Eror - do ot allow the tinesheet 1o be subritted |
Enor Message:
:;:r.sn:: tn\czrt[m Fnu#]rs for the period must equal 40.00 before you can chage any ||
[
Ll 0|
oK I Cancel Apply Help.
Figure 20.6

To define severity, follow these steps:

1. In the Define Timesheet Rules window, see that the Rule Name alternative property setting, for all violations except
text box displays the desired rule. excessive leave balances.

2. In the Severity tab page, click on the ““Process Rule as’ drop- 4. Click the Apply command button at the bottom of
down box and select the severity from the list. If a timesheet the window to save all aspects of your timesheet
violates a rule processed as ““Error,”” the timesheet cannot be rule and remain in the window. Click the OK button
submitted until corrected. to save all aspects of your timesheet rule and exit

the window.

3. In the Error Message text box, enter the message text you want
displayed for all timesheet rule violations, or, if you use the
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Objective 5: Assign a timesheet rule to a preference profile

Before a timesheet rule can be applied to a timesheet, the rule must be assigned to the em-
ployee. TimeWizard enables you to assign timesheet rules to selected groups of employees by
assigning the rules to preference profiles in the Preferences area of TimeWizard Administrator.

Assigning a timesheet rule

:_E:! Timesheet Rules

Timesheet Fules: Assigned Rules:
Contractor Rule Ovwertime Hours
Fegular Hours

Staff Meeting

KI| i KN i
ak I LCancel | Apply | Help I
Figure 20.7
To assign a timesheet rule, follow these steps:
1. In the Preferences area, open the desired Preference Profile 4. Repeat step 3 until all the rules you want to assign
detail window (see Chapter 16). to the profile display in the Assigned Rules text box.
2. Click on the “Assign Rules ... “ command button in the lower 5. To delete a rule from the Assigned Rules box,
right to open the Timesheet Rules window (Figure 20.7). highlight the rule and click on the left-arrow (<)
button.

3. In the Timesheet Rules text box in the left side of the window,
highlight the name of the rule you want to assign. Click on the 6. Click on the Apply command button at the bottom

right-arrow (>) command button to move the selected rule to of the window to save your assignments and remain
the Assigned Rules text box on the right side of the window. in the window. Click on the OK button to save your

The rule will apply to all members of the preference asggnments and return to the Preference Profile
% profile. window.
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Objective 6: Edit a timesheet rule

Editing a timesheet rule

1.

To edit a timesheet rule, follow these steps:

In the Define Timesheet Rules window, highlight the name of the desired rule in the Rule List box
on the left side of the window to display the name in the Rule Name text box in the upper center
(Figure 20.1).

To edit a rule name, make the edit in the Rule Name box rather than the Rule List box.
Change the entries in the desired input text boxes or drop-down boxes.

To make an edit on a Classification tab page that displays a Clear command button in
the upper right, first click on the Clear button.

Click on the Apply command button to save your edits and remain in the window or click on the
OK button to save your edits and exit.

Objective 7: Delete a timesheet rule

Deleting a timesheet rule

Summary

You have learned to create timesheet rules so that timesheet data is more accurate. You have

1.

To delete a timesheet rule, follow these steps:

In the Define Timesheet Rules window, highlight the name of the desired rule in the Rule List box
on the left side of the window to display the name in the Rule Name text box in the upper center
(Figure 20.1).

Click on the Delete command button in the upper right of the window.

A prompt box, which includes the rule name, opens to ask if you want to delete that rule. Click
on the OK button in the box to confirm the deletion or click on the Cancel button to stop the
deletion.

If you deleted the rule, it is deleted from both the Define Timesheet Rules window and the
Preference Profile Timesheet Rules window.

Click on the “X’” control on the right side of the windowv title bar or click on the Cancel button at
the bottom of the window to exit the window.

also learned to assign different timesheet rules to different groups of employees.
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Standard Text Editor

TimeWizard’s communication system consists of several types of notes that can be attached to
a variety of transactions. Some notes—such as a timesheet transaction note or a timesheet
summary—are composed voluntarily by the timesheet owner. Other notes—such as an em-
ployee edit note or an approval statement—are required for auditing purposes.

Rather than requiring all TimeWizard users to write their own notes (which may not commu-
nicate effectively), you can use the Standard Text Editor to compose standard notes that users
can select for multiple timesheet functions. Users then will have the option of choosing a
standard note or composing an original note.

For convenience, one default standard text note comes predefined for each standard text
category. You can edit these notes to reflect the wording you desire and add additional notes
for each standard text category.

Objectives

1. Navigate the Standard Text Editor Area
2. Compose Standard Notes

3. Edit Standard Notes

4. Deleting Standard Notes

261
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Objective 1. Navigate the Standard Text Editor area

From the Standard Text Editor area, you can compose standard notes that users can select for
multiple timesheet functions.

Navigating the Standard Text Editor area

To open the Standard Text Editor area, Permizzions. .
follow either of these steps: Preferancas
1. Click on the Standard Text Editor icon.  #% dcoess Lists

2. Select Tools > Business Rules > Standard Text Activity Approval Pools...
Editor from the TimeWizard main menu. Detail Codes. ..

Figure 21.1
|

Table 21.1: Standard Text Categories

Standard Text Category Explanation

This category enables you to compose a standard note that users with approval authority can
use to explain an approval that overrode a lower-level approval. This lower level may have
been the employee's submit of his or her own timesheet or a lower-level department owner's
approval.

Approval Override

This category enables you to compose a standard note that users with approval authority can

Approval Statement .
use to explain an approval.

This category enables you to compose a standard note that users with administrator-level
Closed Period Override permissions can use to explain the action of closing an approval period even when approvals
are missing.

This category enables you to compose a standard note that users with permission for

rrection Lo - . - .
Corrections Historical Corrections can use to explain changes to original timesheet data.

This category enables you to compose a standard note that users with department ownership

Employee Edit can use to explain their entry into another employee's timesheet.

This category enables you to compose a standard note that users with approval authority can

Rejections use to explain a timesheet rejection.

This category enables you to compose a standard note that timesheet owners can use to

Timesheet Summary explain the entire timesheet for a single approval period.

This category enables you to compose a standard note that timesheet owners can use to

Transaction Notes explain detailed timesheet transactions.
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Objective 2. Compose standard notes

The standard text categories cover all functions of the timesheet for which users may desire or
be required to leave notes. You can compose and save multiple notes for each standard text
category—except for the Approval Statement category, which allows for only one note. Table
21.1 explains each standard note category.

Composing standard notes

:—? Standard Text Editor

Test Categony: Teut [D: Teut:

Approval Dwemide Summary Mote | have reviewed the timesheet entriez an
4 pproval Statement have subrmitted the timesheet for approval
Close period override

Carrections

Employee Edit

Rejectionz

Limmary

Tranzaction Maotes

|

bdd | peme |

0k | cCancel | apew | Hep

Figure 21.2

To compose standard notes, follow these steps:

1. Select Standard Text Editor from the Tools menu (Tools > 4. Enter the name of the standard note in the text box.
Business Rules > Standard Text Editor) to open the Standard Text 5. Click in the Text box (at right) and compose the
Editor window. standard text for the selected note.

2. Select the Standard Text Category for which you want to 6. Click “Apply” to make the settings but remain in

compose a standard note. the dialog box, or click “OK” to save the settings

3. Click “Add™ to add an empty text box in the Text ID box. and close the dialog box.

Example In the example Standard Text Window shown in Figure 21.2, we added a new note entitled
“Summary Note” to the Timesheet Summary Standard Text Category. We then composed the
text for the new note in the Text box. Now that this note exists in the TimeWizard system,
timesheet users can select this note as their timesheet summary, rather than having to type a
new note (which may not communicate as effectively).
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Objective 3: Edit Standard Notes

TimeWizard enables you to edit the text in an existing standard note at any time. Once you
apply the change, TimeWizard users making new selections will see the new text when they
place that standard note. Notes already saved to the database remain unchanged.

Editing Standard Notes

To edit standard notes, follow these steps:

1. Select Standard Text Editor from the Tools menu (Tools > Business Rules > Standard Text Editor) to
open the Standard Text Editor window.

Select the Standard Text Category that contains the note you want to edit.

In the Text ID box, select the note that you want to edit.

In the Text box, make any necessary changes to the text.

o > 0N

Click “Apply” to save the settings but remain in the dialog box, or click “OK” to save the settings
and close the dialog box.

1
Objective 4. Delete standard notes

TimeWizard enables you to delete unused standard notes. When you delete a standard note,
it will no longer be available to TimeWizard users.

Deleting standard notes

To delete standard notes, follow these steps:

1. Select Standard Text Editor from the Tools menu (Tools > Business Rules > Standard Text Editor) to
open the Standard Text Editor window.

Select the Standard Text Category that contains the note you want to delete.

In the Text ID box, select the note that you want to delete.

Click “Delete.”

ok 0D

Click “Apply” to save the settings but remain in the dialog box, or click “OK’” to save the settings
and close the dialog box.

L]}
Summary

In this chapter, you have learned to compose standard notes in the system so that communi-
cation between TimeWizard users remains convenient and consistent.
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Setting Up Clock-In/Clock-Out Use

Clock-In/Clock-Out (CIO) timesheets record start and stop times of an employee’s work for
each assignment during the day. A time cell displays the time of day instead of the amount of
hours worked. The Daily Total and Period Total cells display amounts of hours in the usual

way.

Clock-In/Clock-Out users

You can designate some or all TimeWizard.enterprise users as CIO users. CIO users automati-
cally receive the Clock-In/Clock-Out timesheet when they open their timesheets.

Time formats

CIO timesheets can display time in AM/PM format or in 24-hour format. “01:00PM” is an
example of AM/PM formag; the same time would display as “13:00” in 24-hour format. The
selected time format applies globally to all CIO users in your TimeWizard database. To change
the property setting to 24-hour format from the default AM/Pm format, refer to the 7ime Wizard
Installation Guide.

Leave and break activities

Leave activities, such as Vacation Leave or Sick Leave, can be set for entry of an amount of
hours, rather than start and stop times, by defining their activity type as OH-Leave in the
Activity Detail window. Activities such as Lunch or Break Time can be set so that they do not
add time to daily and period totals by defining their activity type as OH-Break. See Chapter
12, “Working with Activities,” for information on creating activities.
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=

When a CIO timesheet is submitted for approval, TimeWizard does not check the timesheet
data for adherence to the Timesheet Rules set in the Define Timesheet Rules window and
assigned to preference profiles. Restrictions can be enforced through the balance settings for
OH-Leave assignments and through the approval process. DataBridge scripts can prevent the
export of certain kinds of invalid data.

To learn to use the CIO timesheet, see Chapter 5, “Clocking In and Out,” in the
TimeWizard.enterprise User’s Guide.

Objectives

1. Set up Clock-In/Clock-Out timesheets
2. Set Detail Codes for different types of users
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Objective 1: Set up Clock-In/Clock-Out timesheets

Employees who are designated as CIO wusers can clock in and out of the same assignment
many times during a day by adding multiple detail code rows to the assignment.

Once you have completed the setup for CIO timesheets, the first detail field of each assign-
ment will automatically display a sequence number (positive integers such as 1, 2, or 3). Any
other detail code fields will display your default detail code values and will be read-only fields.

Setting up Clock-In/Clock-Out timesheets
Paszward... | Internal ID: Thw'?

First Mame: |Anita Initial:l_ Status: O Active  Inactive Schive Date:

Last Mame: |Futh Administrator. ¢ Yes % No [o1/01/03

AutoPopulate User, © Yes O Mo ClO Uger ™ye: Mo Inactive D ate:
Time Ir: [00*90.00 &M [o0/00/00

Figure 27.1

To set up Clock-In/Clock-Out timesheets, follow these steps:
1. To set the first detail code field for CIO sequence numbers, 4. In the Code Values area, assign positive integers in

consult the TimeWizard Installation Guide and set the sequence to the first Detail Code field (Tools > Code
appropriate property setting to ““Y.” Values > Detail Codes), from “1”* to the maximum

2. To assign the CIO timesheet to an employee, select CIO User times an employee can use an assignment in one day.
in the Employee Detail window for the employee (Employees For each number, click ““Add”” and enter the number in
> Employee Detalil). (Figure 22.1). the blank Name box. After entering all the numbers,

3. In the Custom Fields area, define the first Detail Code field for click “OK.”
the CIO sequence number (Tools > Custom Fields > Detail 5. To complete the setup, continue with the steps on the
Codes). Enter a Caption and the maximum length (number next page to make and assign Detail Code Rules for
of digits) of the sequence number, and click “OK.™ CIO users.
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Completing the Clock-In/Clock-Out setup

£% Codes Profile

Profile: |C10 Activities
Description: I
MName IPermittedI Defaulll

{unused>

RURURURUIC IR I |
e o

0K | Concel | Amob | Hep

Figure 22.2

To complete the Clock-In/Clock-Out setup, follow these steps:

1. In the Detail Codes area (Tools > Business Rules > Detail Codes), 5. If CIO users may use detail code fields other than
define new activity groups, if needed, in the Activity Groups the first field, select the permitted code values for
dialog box, and save the new settings. those fields. If any associated transactions will be

negative, select the corresponding Negative Values

2. Assign activities to activity groups, as needed, and save the new ]
box(es) and one negative default.

settings. Do not change the Activity Members Grouped By

selection unless you want to remove all exisitng activity 6. Save the Codes Profile settings.
assignments. 7. Assign CIO users to the appropriate detail code

3. In the Codes Profile dialog box (Figure 22.2), define a detall profiles, defined in step 3 above. Do not change the
code profile for each activity group that CIO users may access. Employee Members Grouped By selection unless
Select the Permitted box of each sequence number. Do not you want to remove all existing employee
permit any other code values for the first detail code field. assignments. Close the Detail Code Rules window.

4. Select the code value “1” as the positive default.
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Objective 2: Set Detail Codes for different types of users

You can have the first detail code field show different sets of codes to different types of users.
Non-CIO users need not see the sequence numbers described in Objective 1.

Setting Detail Codes for different types of users

=4 Codes Profile
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Figure 22.3
To set detail codes for different types of users, follow these steps:
1. In the Code Values area, assign code values for non-CIO users detail code field that are inappropriate for these

to the first detail code field (Tools > Code Values > Detall users.
Codes). For each code, click “Add™ and enter the code in the 4

. . . Select one code as the positive default or, if the
blank Name box. After entering all the codes, click “OK.”

associated transactions will be negative, select the

Retain the sequence numbers assigned in Objective 1 (Figure corresponding Negative Values boxes and one

22.3). negative default. Save the Codes Profile settings.
2. In the Codes Profile dialog box of the Detail Codes area (Tools > 5. Assign users to the appropriate detail code profiles,

Business Rules > Detail Codes > Codes Profile), define a detail defined in step 2 above. Do not change the

code profile for each activity group that a specific non-ClO user Employee Members Grouped By selection unless

group may access (Figure 22.2). Select the Permitted box of you want to remove all existing employee

each code you added in step 1. Do not permit codes for the first assignments. Close the Detail Code Rules window.
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C HAPTER

Setting Up Accrual Hours

Many employees accrue leave hours, such as vacation or sick leave, each payroll period.
TimeWizard can automatically generate the leave accrual for selected activities and employ-
ees. You can schedule leave balances to be updated at the end of each approval period or on a
selected day prior to the end of the period.

Objectives

Set up accrual activities

Define an accrual profile

Assign employees to an accrual profile
Schedule balance updates

Edit an accrual profile

NN S

Delete an accrual profile
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Objective 1: Set up accrual activities

=

You can select any activities that are designated as activity type “OH-Leave” to accrue leave
hours. If you add multiple leave activities to the TimeWizard database, you can set up differ-
ent activities to accrue different amounts of hours each approval period. For example, you can
set Vacation Leave to accrue 3.08 hours each period and Sick Leave to accrue 1.54 hours each
period.

Setting up specific activities for different types of leave also enables you to assign different
employees to different accrual profiles. For example, you can choose to assign all employees to
a profile for Sick Leave and only some employees to a profile for Personal Leave.

An accrual profile is set up for an activity rather than a specific employee assignment. When
timesheet balances are updated, the accrual amount is applied to all employee assignments
based on the accrual activity.

Setting up accrual activities

TN Activity Detail =

Activity |D: I'I m Intermal 1D Add |

Activity Type: | OH - Leave [ ] Status:IDPEn ~] F'rinrily:l 0
Project: |Leave | Task:|vacation |
Subtagk: |Va-:atic-n LI

Description: I\.fac:ation Leave

Figure 23.1
To set up accrual activities, follow these steps:
1. In the Activities and Assignments area, select Activity > Add new activity” to complete the setup for the activity.
Activity from the menu or click the Add Activity icon to add a Remember that each activity must have a unique
new activity. combination of key activity values in the top section of
2. In the Activities Detail window (Figure 23.1), click the Activity the window.

Type drop-down box and select “OH-Leave’ from the list.
3. Follow the instructions in Chapter 12, Objective 3, “Add a
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Objective 2: Define an accrual profile

When you define an accrual profile, you specify the amount of hours to accrue to one selected
leave activity in one period. You define a separate accrual profile for each activity that you
want to use for accruals. Employee assignments based on an accrual activity only accrue hours
if the employee is assigned to the accrual profile for that activity.

You can define multiple profiles for one activity if different employees accrue different amounts
of hours for the activity. For example, you can define one vacation profile for entry-level
employees and a second vacation profile for employees with more seniority who accrue more
vacation hours each period. You must give each profile a unique name.

Defining an accrual profile

2N\ Accrual Hours I8 [=] 3

Accrual activities

L1 Project [ Task [ subtask [ Description ]
i ick

D% Code Profie Name: [Senior Stait
<Al ~

Desciiplion: [Senior staff with mirimum 4 yrs. seniority Betiieve
Accualhows: [ w2
[Profile
Concel | foob | Heb
£ Managers
2910 Schute, Jeff
214 Johnston, L aurie
2815 \Johnson, Jr., Edde
i |Dalal, Prashant
2 0 Ruth, Anita
Figure 23.2
To define an accrual profile, follow these steps:
1. Click the Accrual hours icon on the toolbar or select Tools > 4. Type a unique profile name and optional description
Business Rules > Accruals from the menu to open the Accrual in the text boxes. Enter the amount of accrual hours
Hours window. in the bottom box.

2. Select the activity for the profile in the Activity Groups listin the 5. Click “OK™ to save the profile and close the Accrual
top frame. Scroll down in the list as needed. hours dialog box.

3. Click the Add Profile icon or select Profile > Add Profile from the 6. To define more accrual profiles, repeat steps 2 — 5
menu to open the Accrual hours dialog box for the selected above.
activity (Figure 23.2).
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Objective 3: Assign employee members to an accrual profile

=

Assigning employee members to an accrual profile

Figure 23.3
To assignh employees to an accrual profile, follow these steps:
1. In the Accrual Hours window, click the Retrieve button on the selected members to the appropriate profile in the
right to display the Accrual Hours Profiles in the lower left lower left.
frame. 4. To view assignments to a profile, select the profile in
2. To change the employee grouping method for all accrual the lower left. The members of the selected profile
profiles, select a grouping method in the Employee Members display in the lower right.
Grouped By drop-down box at the bottom of the window. 5. To change an assignment, drag and drop a member

Changing the grouping method removes all existing assign-
ments to accrual profiles.

3. Select members in the lower right frame. Drag and drop the needed.

You can assign an employee to many accrual profiles, provided that each of the employee’s
profiles is defined for a different accrual activity.

All employees are initially assigned to the <defaule> profile for each accrual activity. You may
edit the accrual hours amount in the <default> profile or keep its initial setting of zero hours.
When you assign an employee to a profile, you remove the employee from the <defaule>
profile for that activity. However, the employee remains in the <default> profiles for other
activities until you make assignments for those activities.

Changing the method of grouping employee members for accrual profiles will remove all
existing assignments to accrual profiles. See the Section Six Introduction, Objective 1, “Un-
derstand Employee and Activity Grouping Methods” for more information on grouping meth-

ods.

] ot
Erples ientas Goupadty|Cumtom Lot =]

from the Members frame to the <default> profile.
Select the <default> profile and repeat step 3 if
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Objective 4: Schedule balance updates

You can schedule TimeWizard to update the leave balances at specified times. You accomplish
this by setting up a Custom Application interface in the Interface Controller, setting an Inter-

val Type, and starting the Scheduler.

Setting up a Custom Application for accruals
ﬂ‘ Interface Controller

Application
B E Retriewal

Lazt Date
Starts 0 daw(=)00/00/00 00:00:00 A

M ame

[Databidge  ~||Custom Fiter DataBridae  [Starts 5 dapl=l00700/00 00 00 00 2

Enter Application Mame

Ilwaccrual

1. Click the Interface Controller toolbar icon or select Tools >
Interface Controller from the main menu to open the Interface
Controller window.

Click the Add Interface icon or select Interface > Add Interface
from the menu to add a new interface row.

In the new row, select Custom Application from the Interface
Type drop-down menu.

To set up a Custom Application for accruals, follow these steps:

Figure 23.4

4. Click the Setup icon or double-click the blank
application name box to open the Enter Application
Name dialog box.

5. Enter the following name for the application:

twaccrual

6. Click “OK™ to save the name and close the dialog

box. Continue with the steps on the next page.
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1.

To learn more about working with the Interface Controller, see “Introduction to the TimeWizard
Interface Controller” in Section Seven, particularly Objective 3, “Navigate the Interface Con-
troller window” and Objective 7, “Review the Interface Status.”

Scheduling balance updates

To schedule a balance update, follow these steps:

In the Interface Controller window, select the twaccrual
application. Select Interface > Interval from the menu or click
the Interval icon on the toolbar to open the Change Interval
dialog box (Figure 23.5).

Select an interval type such as Period ending. If you select
Period ending, the default value of zero in the ““Current period
end minus __ day(s)”” box schedules the update for the last
day of each period.

To schedule the update for a specified number of days before
the end of the period, select Period ending as the interval
type, and edit the number in the “Current period end minus
__day(s)”” box as needed.

In the Time box, specify the time of day to update the
balances. Enter the time in the format HH:MM:SS AM or
HH:MM:SS PM.

Click “Apply” to view a confirmation of your settings. Click
“OK” to save the settings and close the dialog box.

Select Interface > Start Scheduler from the menu or click the
Start Scheduler icon on the toolbar.

To stop a scheduled update, select the application row in the
Interface Controller window. Select Interface > Stop Scheduler
from the menu or click the Stop Scheduler icon.

1~ Interval Type:
MNone Currert period end minus [1 dayls) ‘
€ Hourly
C Daiy :
Time: ,m
 Weekly
C BiWeekly i~ Interval Text:
 Monthly Starts 1 day(s) before every period end date at 04:30:00PM

" Sequenced
@ Period ending

Cancel

Figure 23.5
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Objective 5: Edit an accrual profile

When you edit an accrual profile, your change applies to all members of the profile.

Editing an accrual profile

To edit an accrual profile, follow these steps:

1. Click the Accrual hours icon on the toolbar or select Tools > 5. Click “OK” to save your changes and close the dialog
Business Rules > Accruals from the menu to open the Accrual box.
Hours window. 6. To modify member assignments to the profile, see
2. Click the Retrieve button on the right side of the window to the steps of Objective 3, “Assign employee
display the profiles in the lower left. members to an accrual profile.”
3. Select the accrual profile you want to edit. Click the Edit Profile 7. To change the accrual activity for the profile, delete
toolbar icon or select Profile > Edit Profile from the menu to the profile and define a new profile. See Objective
open the Accrual hours dialog box for the profile. 6, “Delete an accrual profile.”

4. Edit the profile definition as needed.

Objective 6: Delete an accrual profile

When you delete an accrual profile, its members return to the <default> profile. You cannot
delete the <default> profile.

Deleting an accrual profile

To delete an accrual profile, follow these steps:

1. Click the Accrual hours icon on the toolbar or select Tools > 3. Select the accrual profile you want to delete. Click
Business Rules > Accruals from the menu to open the Accrual the Delete Profile toolbar icon or select Profile >
Hours window. Delete Profile from the menu.

2. Click the Retrieve button on the right side of the window to 4. A dialog box displays to confirm that you want to
display the profiles in the lower left. delete the selected profile. Click “Yes™ to delete the
profile or “No” to retain the profile.
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C HAPTER

Setting Up the Expense System

The expense system enables you to track employee expenses in relation to TimeWizard assign-
ments. It also provides employees with an easy system for recording and submitting detailed
expense sheets, whether or not the employees use timesheets. Department owners can approve
expense sheets in the Expense Approval area, which uses the same approval hierarchy as de-
partment approvals.

You customize the expense system for your business. Expense types, payment types, and ex-
pense sheet names are all user-defined. Users can produce expense sheets for specific projects,
date ranges, or any other categorization of expenses.

The expense system accommodates all internationally recognized currency types and can be
configured to perform exchange rate calculations.

You can export expense data to external corporate systems through TimeWizard’s DataBridge.
See Chapter 27, “Working with the DataBridge Toolkit,” for information on the DataBridge
feature.

Objectives

. Set expense permissions
. Set up optional expense activities

. Set default currency and exchange rates

1
2
3
4. Set up currency profiles
5. Define expense types

6

. Define payment types
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Objective 1: Set expense permissions

Three permission settings govern access to the expense system. Table 24.1 explains each ex-
pense permission.

Table 24.1: Expense Permissions

Permission Explanation

This permission allows a user to create expense sheets, add assignments
Expense System and expense items to them, and edit the expense sheets. When the user
submits the expense sheet for approval, the sheet becomes read-only.

This permission allows a user to set up expense types and payment types

Expense System Setu )
P y P to be used in expense sheets.

This permission allows a user to define currency profiles so that different
Currency employees can have different default currency types. The permission also
allows the user to assign employees to profiles and to modify profiles.

Setting expense permissions

To set expense permissions, follow these steps:

1. Open the Permissions window (Tools > Business Rules > 4. Click “OK™ to save the settings and close the
Permissions) and click “Retrieve.” dialog box. Repeat steps 2 - 4 to modify other

2. To modify an existing permissions profile for all of its employee permissions profiles.
members, select the profile and open the Permissions Profile 5. To apply your changes, close the Permissions
dialog box (Profile > Edit Profile). window.

3. From Advanced Permissions, select “Expense System’ as 6. To add a new permissions profile or change
needed. From Administrator Permissions, select “Expense employee profile assignments, see Chapter 15,
System Setup” and “Currency” as needed. ““Setting Permissions.”
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Objective 2: Set up optional expense activities

An expense sheet user can add any assignment—even a closed assignment—to an expense
sheet, provided that the user is not restricted from adding the assignment by other business
rule settings. The assignment does not need to be on the user’s timesheet to be added to an
expense sheet.

Expense activities

Assignments based on expense activities can only be added to expense sheets; they cannot be
added to timesheets. An expense sheet may contain timesheet assignments, expense assign-
ments, or both. Expense activities are particularly useful for employees who do not use
timesheets, but need to submit expense sheets. For example, salaried or exempt employees
may not be required to submit timesheets but may have travel expenses to record.

% To use an expense sheet, an employee must be entered in TimeWizard (Administrator >
Employees) and must be assigned the “Expense System” permission (see Objective 1, “Set
expense permissions’).

Setting up expense activities

To set up expense activities, follow these steps:

1. Open the Activities and Assignments window (Tools > 5. Click “Apply” to save the settings and remain in the
Activities and Assignments). Activity Detail dialog box, or click “OK” to save the

2. Open the Activity Detail dialog box (Activity > Add Activity). settings and close the dialog box. After clicking

“Apply,”” you can click “Add”” to add another activity.
3. Click the Activity Type drop-down box and select ““OH-

Expense” from the list. 6. In the Activities and Assignments window, make one or

more resource assignments based on each new activity.
4. Enter the appropriate information requested for each section The resource assignments may use the resource code
of the dialog box, as needed. “<unclassified>.”

For more information on adding and editing activities and resource assignments, see Chapter
12, “Working with Activities,” and Chapter 13, “Working with Resource Assignments.”




282

Section Six = Applying Your Business Rules to TimeWizard

Objective 3: Set default currency and exchange rates

ANA

Currencies

Initially, the US Dollar is designated as the default company currency type in TimeWizard.
You may change which currency type is set as your company default. When you define an
expense type for use in the expense system, you may use your company default or select
another currency type for the expense type.

The box on the next page describes one method of setting the default currency type that will
display in the Expense Type setup window. You may choose to change this company default
currency by running a database script instead. An example of such a script is included later in
this objective.

An expense sheet user may have a different default currency than the company default cur-
rency. You have the option of setting up currency profiles to assign different user default
currencies to different employees or groups of employees. Whether or not an expense sheet
user’s default currency is the same as the company’s, the user may select another currency for
an expense item entry.

If a user selects a currency other than the user’s default for an expense entry, and if TimeWizard
has been set up to perform exchange rate calculations, then the expense sheet will automati-
cally display the amount of the entered expense in both currencies.

If a user enters expense items with different currencies on the same expense sheet, the sheet
will display totals grouped by currency type, rather than displaying one grand total.

Setting the company default currency in the database does not automatically set the currency
type in the <default> currency profile in the Currency window (Administrator > Currency).
See Objective 4, “Set up currency profiles,” for more information.

Exchange rates

Entering exchange rates in TimeWizard is optional. However, if you complete the exchange
rate setup for the currencies your employees use, TimeWizard will perform rate calculations
for you and display the results on expense sheets. You may update the rates as often as you
wish.
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TimeWizard’s database accepts exchange rates up to four decimal places and performs calcu-
lations using four decimal places.

When TimeWizard is set up for exchange rate use, the rates display in the expense entry
window and on the expense sheet. The expense sheets are initially set to round the rate to two
decimal places for display purposes. You can configure the expense entry window and the
expense sheet to display up to four decimal places by changing the setting of the
FRACTIONSIZE property in the TWeb properties file on the TimeWizard Web server.

The box below describes one method of setting exchange rates. You may choose to update the
rates by running a database script, instead. An example of a such a script is included at the end
of this objective.

Setting the default currency and exchange rates

To set the default currency and exchange rates, follow these steps:

1. In the TimeWizard database table named Currency, locate the exchange_rate column for that ID row to the
currency you want to designate as your company default exchange rate you want the system to use for the
currency. In the default_currency column, change the value to currency.

“1” (from““-iL’"). Only one currency in the column should have 4. Modify the value in the eff_date column for that ID
the value “1. row to the date you want the new exchange rate to

2. If you want to use exchange rates, note the identification (ID) of take effect in the system.
all the currencies you want to use, located in the currency _id 5. Repeat steps 4 and 5 above for each currency you

column. You will need these IDs in step 4 below. want the system to use.

3. In the database table named effdate_currency, locate an ID of a 6

_ - To complete the set up for exchange rates, on the
currency you want to use. Modify the value in the

TimeWizard Web server, in the TWeb properties file,
set the EXCHANGERATE property to: Yes
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Sample script for updating exchange rates in the database

Running a database script is optional.
For MS SQL Databases:

Run a statement similar to the statement in number 1 below from query analyser in MS SQL
Server.

For Oracle Databases:

1. Run a statement similar to the one below from SQL Plus or SQL Plus worksheet in
Oracle.
update effdate_currency set exchange rate=0.993,eff _date="02-Feb-2003'
where currency_id=(select currency_id from currency where name="Euro’);
2. Next, for Oracle databases only, run the following statement:

commit;

Substitute values for MS SQL and Oracle Databases:

Run the statement(s) again for each currency that has an exchange rate you want to change,
replacing three values for each currency. The three places where you must substitute an appro-
priate value are described below.

exchange_rate=  (Exchange rate that you want the system to use)

eff_date= (Date the new exchange rate will be applied in
the system)

name= (Name of the currency to which the new exchange rate
will be applied)

You must type currency names exactly as they appear in the Currency table in the database.
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Sample script for changing the company default currency

Running a database script is optional.
For MS SQL Databases:

Run a statement similar to the statement in number 1 below from query analyser in MS SQL
Server, substituting the appropriate value in the place described below:

name=(Name of the currency which you want to set as the company default)
For Oracle Databases:

1. Runastatement similar to the statement below from SQL Plus or SQL Plus worksheet
in Oracle:
update currency set default_currency=-1;
update currency set default_currency=1 where name="Euro’;
Before running the statement, substitute the appropriate value in the place described
below:
name=(Name of the currency which you want to set as the company default)
2. Next, for Oracle databases only, run the following statement:

commit;

You must type currency names exactly as they appear in the Currency table in the database.
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Objective 4: Set up currency profiles

You can assign different default currencies to different employees by defining currency profiles
and assigning employees or groups of employees to the profiles. Employees can still choose

other currencies for expense entries.

Employees are initially assigned to the <default> profile. The <defaule> profile is originally set
to the currency type US Dollar, but you may change this to another currency.

Defining a currency profile

N Cunency = E3
Dept. Code Emp Code Salary Code
<Al ~Jan ~ Retrieve
Curtency Profies | Members |
[Profile [Desciiption Employee 1D Employee Name
<default> y
Expenses in EU Countries Q 107 Ruth, Anita
< | &l Rows1to20f 2
Employes Members Grouped By| Custom Lists |
Figure 24.1
To define a currency profile, follow these steps:
1. Select Tools > Business Rules > Currency from the menu or click 4. Click the Currency drop-down box and select the
the Currency Profile icon to open the Currency window. default currency for the profile from the list.
2. Select Profile > Add Profile from the menu or click the Add 5. Click “OK” to save the settings and close the dialog
Profile icon on the toolbar to open the Currency Profile dialog box.
box (Figure 24.1). 6. Continue with the steps on the next page.
3. Enter a name and description for the profile in the text boxes.
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% Changing the method of grouping employee members will remove any existing assignments
of employees to currency profiles and will return all employees to the <default> profile.

Assigning members to a currency profile

I Currency - [O]
Dept. Cade | Emp Code | Salary Code
[<all> < =[f<an - Retrieve )
Currency Profiles | Members I

Employee |D Employee Name

<default>

Schulte, Jeff
Johnston, Laurie
Johnizon, Ji., Eddie
Dalal, Prashant

'\Europe - ELl Expenzes in ELl Countries

W
2 s
2 s
2
2

Figure 24.2
To assigh members to a currency profile, follow these steps:
1. In the Currency window (Tools > Business Rules > Currency), 4. To remove a member from a profile, select the
click the Retrieve button on the right to display the list of profiles profile. The profile’s members display in the lower
in the lower left frame (Figure 24.2). right. Select the members you want to remove and

2. To select a grouping method other than ““Custom Lists,” click drag and drop them into the <default> profile.

the Employee Members Grouped By drop-down box. 5. To apply your assignments, close the window.

3. Select employees or groups of employees from the Members list
in the lower right frame and drag and drop them into the
appropriate profile in the lower left.

For more information on grouping methods, see Objective 1, “Understand Employee and
Activity Grouping Methods,” in the Introduction to Section Six, “Applying Your Business
Rules to TimeWizard.”
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Objective 5: Define expense types

You set up expense categories called expense types in the Expenses area of TimeWizard.enterprise.
You must have the Expense System Setup permission to access the Expense Type setup win-

dOW.

An expense type may be a flat amount or an expense rate. Choose “Expense Rate” for expenses
that have a rate per unit, such as mileage (rate per mile) or equipment rental (rate per day).

Defining an expense type

1.

To define an expense type, follow these steps:

In your TimeWizard.enterprise Employee Home Page, open
the Expenses menu on the main navigation bar. Select
Expense Setup > Expense Type Setup from the menu.

In the Expense Type dialog box, enter the expense name and
description in the text boxes.

Click the Amount Type drop-down box and select “Flat
Amount” or “Expense Rate.”

If you selected “Expense Rate,” select a currency type for the
rate in the Unit Rate drop-down box and enter a rate in the
box to the left of the currency type.

If you selected “Expense Rate,” enter the type of unit in the
Unit Title box.

Click “Save™ to save the settings.

Click “Return™ to close the dialog box and return to your
Employee Home Page. Or, to empty the text boxes and restore
the drop-down boxes to their defaults, click “Reset.”” Clicking
“Reset” will not delete settings that have been saved.

To review or edit a saved expense type, select View/Edit
Existing Expense Type. Select the type from the drop-down
box and click “Retrieve™ in the lower left of the dialog box.

To delete a saved expense type, select Delete Existing Expense
Type. Select the type from the drop-down box and click
“Delete™ in the lower left of the dialog box.

Expense Type

Q' Add a new Expense Type

Mame :
Description :
Amourt Type :
Unit Rate :
Unit Title :

IMiIeage

IBusinesstrips in employes's vehicle

IExpense Rate -

Jos7 |us pollarusp

Figure 24.3
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Objective 6: Define payment types

You set up payment types in the Expenses area of TimeWizard.enterprise. You must have the
Expense System Setup permission to access the Payment Type setup window. Typical pay-
ments types are “Employee Paid” (for amounts to be reimbursed to the employee) and “Com-
pany Paid” (for amounts charged to the company).

When you define a payment type, you must set the payment type to add expense entries to the
expense sheet total or to subtract expenses from the total. For example, you can set a payment
type such as “Employee Paid” for expenses to be added to the total. Expense entries to be
subtracted display as negative numbers.

% Setting the “Add to Total Expense” option to “No” can result in a negative total on the expense
sheet. If you want to prevent this outcome, set all payment types to “Yes,” which will add the
expense amounts to the total.

If your company issues advances to employees, you may want to set up payment types in the
following manner. Set a payment type to add employee expenditures to the total. Set another
type to subtract the amount of an advance. If the expense sheet total displays a negative
number, then the total shows the unspent amount to be returned to the company. If the total
is a positive number, the total shows the amount to be reimbursed to the employee. A total of

zero means that the employee’s expenditures equaled the advance.

Payment type can be used to indicate payment method (e.g., corporate credit card, personal
credit card, check, or cash) or other information you want to track.
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Defining a payment type

1.

To define a payment type, follow these steps:

In your TimeWizard.enterprise Employee Home Page, open
the Expenses menu on the main navigation bar. Select
Expense Setup > Payment Type Setup from the menu.

In the Payment Type dialog box, enter the payment name and
description in the text boxes.

Select “Yes™ to add the amount to the total on an expense
sheet or “No™ to subtract the amount from the total.

Click “Save™ to save the settings.

Click “Return” to close the dialog box and return to your
Employee Home Page. Or, to empty the text boxes and restore
the drop-down boxes to their defaults, click “Reset.”” Clicking
“Reset” will not delete settings that have been saved.

To review or edit a saved payment type, select View/Edit
Existing Payment Type. Select the type name from the drop-
down box and click “Retrieve” in the lower left of the dialog
box.

To delete a saved payment type, select Delete Existing
Payment Type. Select the type name from the drop-down box
and click “Delete” in the lower left of the dialog box.

Payment Type

9 Add Hew Payment Type:

Mame : IEmponee Paid
Description : ITo be reimbursed

Acdd to Total Expensze

Figure 24.4

To learn to prepare expense sheets, sce Chapter 10, “Preparing Expense Sheets,” in the

TimeWizard.enterprise User’s Guid.

For information on performing expense sheet approvals, sece Chapter 15, “Approving and
Rejecting Expense Sheets,” in the TimeWizard.enterprise Users Guide.
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Setting Report Category Profiles

The Report Categories business rules section enables you to control user access to all TimeWizard
report categories. Simply put, users must have your permission to access certain reports in
TimeWizard. You control access to TimeWizard users by setting up report categories profile
groups and assigning employee members to appropriate groups.

Objectives

When you have finished this chapter, you should be able to do the following
Navigate the Report Categories frame

Define a reports category profile group

Assign members to a reports category profile group

Edit a reports category profile group

RIS

Delete a reports category profile group
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Objective 1: Navigate the Report Categories frame

From the Report Categories area, you can assign and maintain user access to all TimeWizard
report categories. Table 22.1 defines each toolbar icon used in this chapter.

Navigating the Report Categories frame

To open the Report Categories frame, follow Pemizzions. ..

either of these steps: Preferences...
1. Click on the Report Categories icon.  fa; | bcoess Lisks.
2. Select Tools > Business Rules > Report Categories from At Aoy el Famlz.
the TimeWizard main menu. Detail Codes...
Standard T ext..

Feport Categ

Figure 22.1

Table 22.1: Report Categories Icons

Permissions Icons Definition
-I-] The Add Profile icon opens an empty Report Codes Profile dialog box.

The Delete Profile icon deletes a selected Report Categories profile.

—_

-
-—
—

'I The Edit Profile icon opens the Report Codes Profile dialog box with data for a selected
Report Categories profile.

Objective 2: Define a reports category profile group

The report categories in the Reports Codes Profile dilaog box refer to typical levels of
TimeWizard users. Any profile that you create is not limited to a single report category. In
other words, you can pick and choose among all of the report category selections to create a
unique reports category profile group. Table 22.2 explains all of the pre-defined selections
available in the Reports Codes Profile dialog box. These are the default categories and reports
that come with TimeWizard.
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The Default Reports Category Profile contains all employees who do not belong to any other
profile. You can rename—but not delete—the default profile. You create new reports category
profile groups so that groups of employees are governed by different restrictions.

Defining a reports category profile group

:_E_d Report Profile

Profile: |Timesheet Manager

Dezcription: |Owner of Department ar Activity

Mame I F'elmitledl
Timeswizard Adrminiztrator |
Department Owner [Functional Manager) =l
Activity Owrer [Project bManager) il
Timesheet User v
Financial I
<nonex |
Time and Attendance User ]

Ok | LCancel

Help |

Figure 22.2

To define a reports category profile group follow these steps:
1. Open the Report Categories window (Tools > Business Rules > 4. Check every reports category box appropriate to the

Report Categories). profile group. Table 22.2 lists each report included in
2. Click the Add Profile icon to open the Reports Codes Profile the report categories.
dialog box (Profile > Add Profile). 5. Click “Apply” to save the settings but remain in the

dialog box, or click “OK” to save the settings and

3. Type the name and description of the reports category profile :
close the dialog box.

group in the text boxes.

Example Figure 22.2 shows an example Reports Codes Profile dialog box in which a new reports cat-
egory profile group called Timesheet Manager has been created. In this example, the profile
group members have permission to run reports from the following report categories: Depart-
ment Owner, Activity Owner, Timesheet User.
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Table 22.2: Report Categories

Report Categories

Available Reports

TimeWizard Administrator

Activity Summary
Employee Profile

Missing Approvals

Missing Timesheet
Resource Code Associations
Timesheet Audit Report
Timesheet Status

Timesheet Summary

Department Owner (Functional Manager)

Bar Chart for Department Owners

Employee Profile

Expense Report

Missing Approvals

Missing Timesheet

Pie Chart for Department Owners

Resource Assignments for Department Owners
TAS Resource Assignments for Department Owners
TAS Timesheet for Department Owners

Time and Attendance Summary

Timesheet Report for Department Owners
Timesheet Status

Timesheet Summary

Activity Owner (Project Manager)

Activity Summary

Bar Chart for Activity Owners

Pie Chart for Activity Owners

Resource Assignments for Activity Owners

Timesheet Summary

Timesheet User

Timesheet Report

Financial

Activity Summary

Bar Chart for Activity Owners
Bar Chart for Department Owners
Billing Report

Expense Report

Pie Chart for Activity Owners

Pie Chart for Department Owners

Timesheet Summary

Time and Attendance User

TAS Timesheet

<none>
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Objective 3: Assign members to a reports category profile group

When you assign TimeWizard users to a specific reports category profile group, they are—as
members of that group—bound by its permissions and restrictions.

Assigning members to a reports category profile group

::‘H Report Categonies = (O]
Dept. Code Emp Code Salary Code
<Al <Al w||<Al - FRetrizve
Report Profiles | Members |
<defaults Detault prafile | Ermplayee 1D Ernployee Marme
<default <defaulty 72 0009 MNeeda, Captain
Timesheet Manac o Fiky o 0010 Caliissian, Lando
Timesheet User %) g 00m Sol, Han
| |2 |ooe Skywalker, Luke

Fows 1todof 4

Employes Members Grouped Ey:l Custom Lists -

Figure 22.3
To assign members to a reports category profile group follow these steps:
1. Open the Report Categories window (Tools > Business Rules > “profile group™ named ““<Default>""). Note that the
Report Categories). <Default> profile can be modified (renamed) but

2. Choose an employee grouping method (see “Employees never deleted.

Grouping Methods,” in the Introduction to this section). 4. Drag and drop each appropriate employee from the
list in the Members box to the appropriate profile

3. To view all available members, select “<Default>"" in the Report ] )
group in the Reports Category Profile box.

Categories window (the members listed are ““members™ of the

In the members box, you can sort the display lists by clicking on the Employee ID tab and the
Employee Name tab.
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Objective 4.

Objective 5:

Summary

Edit a reports category profile group

When you edit a reports category profile group, you automatically change the permission
settings for all of its members.

Editing a reports category profile group

To edit a reports category profile group, follow these steps

1. Select a reports category profile group.

2. Click the Edit Profile icon to open the Reports Codes Profile dialog box (Profile > Edit Profile).
3. Madify the profile information as desired.
4.

Click “Apply” to save the settings but remain in the dialog box, or click “OK’ to save the settings
and close the dialog box.

Delete a reports category profile group

When you delete a reports category profile group, its members return to the <Default> group.
You cannot delete the <Default> profile, because its members are those not belonging to any
other group.

Deleting a reports category profile group

To delete a reports category profile group, follow these steps

1. Select the desired profile group.

2. Click the Delete Profile icon (Profile > Delete Profile). Members of deleted profiles return to the
<Default> profile.

In this chapter, you have learned how to control access to TimeWizard reports by creating
report category profile groups and assigning members to appropriate groups.




C HAPTETR

Setting Up Reports

TimeWizard provides for a number of pre-installed report categories and reports. In addition,
it allows for customized report categories and reports to be created and added for use within
TimeWizard. In this chapter you learn how to setup custom report categories and reports, and
how to setup the enterprise web configuration.

Refer to the TimeWizard Guide to Reports for additional information on pre-installed report
categories, pre-installed reports, and running reports.

Objectives

1. Define report categories
2. Define reports
3. Set up the enterprise Web Configuration

The reports definition is a simple process. First, you create report categories. Second, you
create new reports and specify whether each is designed to expect parameter input at runtime.
Third, you assign individual report files to each report category. Finally, you assign report
categories to report profiles that enable specified users to have access to those report categories
and reports contained within. See Chapter 22, Setting Report Category Profiles, for informa-
tion on setting up report category business rules.
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Objective 1: Define Report Categories

From the Define Report Categories dialog box, you can create report categories that will later contain

individual report files. For example, a report category named “Resource Utilization” might include

reports such as employee hours by activity, employees by department, or employees who own depart-
ments.

Defining Report Categories

1.

To add a new category, follow these steps:

To open the Define Report Categories dialog box, select
Tools > Reports > Define Categories from the TimeWizard
main menu.

2. Click on the Add command button.
3. Enter the name of the report category in the Category

Name text box.

Enter the path to the report category folder in the Path text

box. To enter an existing path, click on the Browse button,
and navigate to and select the report category folder. This
designates the location of the folder that contains the
individual report files.

Click OK to save the settings and exit the dialog box, or
Apply to save the changes and remain in the dialog box..

To delete a report category, follow these steps:

1. Select the report category you want to delete.

2. Click on the Delete command button.

Click OK to save the settings and exit the dialog box, or
Apply to save the changes and remain in the dialog box.

i__‘;:! Define Report Categories

—Report Categories

Category Mame

ctivity Owiner [Project Mang

Add Delete

Bowss |

D TwA_sqlE 1 Bueporshactonn

D epartment Qwner (Function)

ID:ATW30_sglB 1 Shreportshdeptown

[Financial

D ATw30_sqlB 15 vreportshfinancial

[Timesheet Llser

[\\devlap02 Tw30_sqlB154Reportshtsuser

[Timetw/izard Administrator

ID:ATw30_sglB 1 Sreportshtwadmin

Lo |

Cancel Apply Help

additional

2. Remove (uncheck) the category from any Report
Category business rules (see Chapter 22, Setting
Report Category Profiles, for additional information.

Before deleteing a report category you must first:

1. Delete all associated reports see Objective 2 for

information).

Figure 23.1
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Objective 2: Define Reports

From the Define Reports dialog box, you can create report or import reports, specify whether
each report is designed to expect parameter input at runtime, and assign reports to appropri-
ate report categories.

% For any newly created report category you must first select (check) the category in at least one
Report Category Business Rule Profile to which you belong before it becomes available to
have reports assigned to it. See Chapter 22, Setting Report Category Profiles, for information

on setting up report category business rules.

Defining Reports and Identifying Report Parameter Specifications

To add a new report, follow these steps: £ Defino Ropotts =
Catesoy
. . Path: D:ATW30_sqlB15weportsitwadmin
1. To open the Define Reports dialog box, select Tools > ~Repats
Reports > Define Reports from the TimeWizard main menu. b | Dekle | Bamse |
Report Name Description P p
2. From the Category drop down menu, select the report y E] L]
. . [ppSiaSOLpt [pproval Status I ~ v I
category to which you want to assign reports. Lo Frpioes P A ~ i
. [MistppSaLpt [Missing Approvals 2 4 ~ ~
3. To add a new report, click the Add command button. Tl ip_[issng Tresiest o ~ d
[FresEmpSOLIR! [Resource Code Associations Il ~ I 2
4. Enter the name of the report in the Report Name text box. imShSOL p_[fimesheet Sy L] Ll ] L
.. . [TimStaSOLpt  [Timesheet Status 2 ~ icd i
To copy an existing report, click on the Browse button and
select the report file.
5. Enter the description of the report in the Description text T - |
box. Figure 23.2

6. Specify whether the report is designed to expect parameter
input at runtime. You select (yes or no) from the following
options: Parameters, Period End, Depart ments Owned,
EmplID. Table 23.1 explains each report option.

7. Click OK to save the settings and exit the dialog box, or Apply to save the changes and remain in the dialog box.

To delete a report, follow these steps:

1. Select the category that contains the report you want to 4. Click OK to save the settings and exit the dialog box, or
delete. Apply to save the changes and remain in the dialog box.
2. Select the report. The report file is not physically deleted, rather the

3. Click on the Delete command button reference to it is deleted from the category.
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Table 23.1: TimeWizard Report Definition Options

Reports Options

Explanation

Parameters

These specifies whether or not the report is designed to expect parameter input at run time.

Period End

This specifies whether or not the report was designated to accept period end date filtering
information at runtime. The report must use a parameter name of Period_Enddate.

Departments Owned

This specifies whether or not the report was designated to accept departments owned
filtering information at runtime. The report must use a parameter name of
Departments_owned.

EmpID

This specifies whether or not the report was designated to accept employee ID filtering
information at runtime. This is for reports that are to be run by employees that only have the
need to see their own data. The report must use a parameter name of EmpID.

Objective 3: Set up the enterprise Web Configuration

The enterprise Web Configuration setup process enables you to run interactive, presentation-
quality reports over the Internet. This is perhaps the most powerful feature of
TimeWizard.enterprise in that it enables you not only to capture valuable business data via the
web but also to analyze and act upon that information while online.
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Setting up the Enterprise Web Configuration

:_EE Enterprize Web Configuration

Fublish Path Wwieb Servername
4 netpubhvaraot MW etDpr102.50.50.52- 80/ M etDynal

Yersion

Access Control | Cleanup Interval| Autostart Cleanu
3

[ o |

LCancel |

Apply

|__ter |

1. To open the Enterprise Web Configuration dialog box, select
Tools > Reports > Enterprise Web Configuration from the
TimeWizard main menu.

2. Specify the configuration setting for the following selections:
Version, Publish Path, Webservername, Access Control,

Table 23.2: TimeWizard.enterprise Configuration Settings

To set up the Enterprise Web Configuration, follow these steps:

3. Click OK to save the settings and exit the dialog box.

Figure 23.3

Cleanup Interval, Autostart Cleanup. Table 23.2 explains
each configuration setting. See the TimeWizard
Implementation Guide provided on the installation CD
for further information.

Configuration Settings

Explanation

Version

This is a TimeWizard internal designation. The setting is always 1.

Publish Path

This identifies the web server directory where the reports will be "published".

Web servername

This identifies a virtual path to the web server directory where the published reports will be
found.

Access Control

This is a TimeWizard internal designation. The setting is always 0.

Cleanup Interval

This is a TimeWizard internal designation. The setting is always 30.

Autostart Cleanup

This is a TimeWizard internal designation. The setting is always 0.
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Summary

In this chapter, you learned about how to create and delete customized report categories, add
and delete reports from specified categories, add and delete reports from specified categories,
and how to set up the TimeWizard.enterprise web reporting configuration settings.




SECTI ON S EV EN

Sharing Information Between
TimeWizard and Other
Corporate Systems

Can We Talk?

In today’s business climate, the need for accurate and timely information is
paramount. Successful companies cannot afford to have isolated departments
duplicating efforts or even competing against one another. Rather, each depart-
ment must be willing and able to share its data so that the company as a whole can
benefit. Corporate applications that contribute to the overall success of a company
must be able to interface with one another to be fully effective.

TimeWizard’s Interface Controller enables you to setup and maintain interfaces
for one- and two-way transfers of data to and from your TimeWizard system. By
allowing TimeWizard and your other corporate systems to communicate with one
another, you ensure that data from one system has the same meaning company
wide. These interfaces keep TimeWizard and your other corporate systems in synch
without redundant data entry. In addition, you can setup TimeWizard to perform
scheduled processes.

The interfaces enable you to use your application of choice for all of your business
efforts. For example, you may prefer to manage your projects and activities in
Microsoft Project 98 and your Human Resources efforts in Peoplesoft. An inter-
face with these systems enables you to populate TimeWizard with the appropriate
project and personnel records. Once the data is approved or updated, TimeWizard
can update you external system, making manual updates unnecessary.

TIITICW nizard
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This section includes the following:

Introduction to the TimeWizard Interface Controller
Chapter 27: Working with the DataBridge

Chapter 28. Working with the Table Retrieval

Chapter 29: Working with Custom Applications

Chapter 30: Working with AutoPopulate

Chapter 31. Working with the Closed Period Override Utility
Chapter 32: Working with the Exception Processor




Introduction to the TimeWizard
Interface Controller

The Interface Controller enables you to set up and maintain all TimeWizard interfaces, sched-
ule interface intervals, and create re-usable filters and database profiles for use with multdiple
interfaces.

Objectives

Overview of TimeWizard Interface Types
Overview of Running TimeWizard Interfaces
Navigate the Interface Controller window
Execute TimeWizard Interfaces

Browse Interface Log Files

Set up the Interface Interval

Review the Interface Status

Create database profiles

Y XN s

. Delete database profiles
10. Edit database profiles
11. Filter interface data

305
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Objective 1:

=

The TimeWiz

=

Overview of TimeWizard Interfaces

This introduction briefly describes each type of interface available through the Interface Con-
troller.

TimeWizard also enables you to setup the execution of an interface of your own design. See
Chapter 26: Working with Custom Applications.

ard Interface Controller has the following interface types:
ProjectLinks
TimeWizard provides automated links to selected project management systems, allowing two-

way transfer of data: from your project management system to TimeWizard and from
TimeWizard to your project management system.

Each TimeWizard ProjectLink has its own supplement to the TimeWizard Administrator’s
Guide. Refer to the appropriate supplement for detailed usage instructions.

TimeWizard provides links for the following project management systems
*  Microsoft Project 98

*  Primavera Project Planner (P3)

*  Business Engine (ResourceServer and ProjectServer)

The ProjectLinks enable you to create TimeWizard timesheet activities and assignments auto-
matically from your project management system (rather than having to enter them manually).
Employees then can enter time for these assignments on their timesheets. TimeWizard cap-
tures the following project-related data:

¢ Actual Start/Finish Dates

¢ Planned Start/Finish Dates

*  Early Start/Finish Dates

*  Estimate to Complete in Hours
*  Original Planned Hours

¢ Initial Actual Hours

¢ Actual Hours Accumulated

Once the data is approved, TimeWizard can update your project management system with
this information, making manual updates unnecessary.
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Databridge Toolkit

TimeWizard provides the capability for you to create automated exports to other systems
within your organization—such as Payroll, Accounting, Human Resources, etc.—allowing a
one-way transfer of data from TimeWizard to your selected system.

Table Retrievals

TimeWizard enables you to import and update data from other systems in your company to
your TimeWizard system.

AutoPopulate

TimeWizard enables you to have time entered automatically on timesheets of employees who
are designated as AutoPopulate users.

Close Period: Override

TimeWizard enables you to close the oldest period currently open, even if timesheets in the
period have missing approvals.

Exception Processor

TimeWizard enables you to specify circumstances under which you want to have exception
logs (specifying such conditions as missing timesheets, approvals, or rejected timesheets) sent
via e-mail to specified individuals within your company.

% The ProjectLinks are available only if you have purchased the add-on systems.

Objective 2: Overview of Running TimeWizard Interfaces
Introduction to Distributed Computing

Distributed computing allows you to get the most out of your investment in the client/server
architecture. By building distributed applications, you can:

*  Centralize business logic on servers.

*  Partition application functions between the client and the server, thereby reducing
the client workload.

*  Make your applications scalable and easy to maintain.

* Increase application performance by utilizing higher-end server hardware.
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5\\; TimesWizard.enterprise
% (Netscape or Internet Explorer)

. ‘ Timesheet
=] Database Server 5\\ Client
(TimeWizard Database \Q / (Application files,
and Oracle or MS SQL) % Timwiz.ini file,
and Oracle

or MSS SQL client)

Timesheet
Client
(Application files,
Timwiz.ini file,
and Oracle
or MSS SQL client)

Web Server installation
includes the following =
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Help files

Graphics and images
NetDynamics files
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Application Server

J— TimeWizard
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NetDynamics Application IAS and Log files %’ Timwiz.ini file, '
TimeWizard.enterprise Application Interface Applications and Oracle '
Database Setup files or MSS SQL client)
Registration files
(Timwiz.ini file)

Client
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(Netscape or Internet Explorer) E
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4
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Figure 1.1

Running the Interfaces from an Application Server

Import and export processes tend to consume substantial computer resources. In the interest
of efficiency, security, and convenience, the TimeWizard data interfaces must be run on an
application server, with the execution initiated and controlled from a TimeWizard Adminis-
trator client workstation.

The Administrator application does not have to be running for the scheduler/interfaces to
run.

Figure 1.1 illustrates the TimeWizard Application Environment, which outlines the relation-
ship between the TimeWizard administror/client machines, the TimeWizard.enterprise web
server, the TimeWizard database, and the application server.
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Setting up the TimeWizard Server Application

The server application is stored and executed on an application server. The server application
also is required to be in run mode at all times. The traffic signal displayed on the application
server’s main window indicates whether the service status is active or inactive. The green light
indicates it is active; the red light indicated it is inactive. In addition you can start or stop the
service manually, if necessary.

You are required to assign a port number for the application/service in the SERVICES file on
the application server. The TimeWizard server application requires a unique port number on
the server machine.

For example, you could assign a port number as follows in the WINNT\SYSTEM32\SERVICES
file:

tw_serv  10014/tcp tw_serv
tw_serv  10014/udp

The InterfaceApp.ini file keeps Interface applications information such as Status, Start time,
and Stop time. The file gets created every time when TimeWizard server starts. It has three
sections:

* Interface Application, which keeps status information for Interface applications
based on the control ID, which can be viewed in the Interface Controller.

e Start Time, which keeps date and time stamp when an application has started
based on the control ID.

*  Stop Time, which keeps date and time stamp when an application has stopped
execution based on the control ID.

Setting up the TimeWizard Administrator Application

In the TimeWizard Administrator system Hosts file, you are required to declare the TCP/IP
address of the application server where the TimeWizard server application resides.

In addition, you must also identify the HostName and Port number under the [Application
Server] heading in the Timwiz.ini file:

HostName = Dev005
Port = 10014
IP Address = DEV0005
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Objective 3: Navigate the Interface Controller window

The TimeWizard Interface Controller gives you quick access to manage all of your interfaces
between TimeWizard and your other corporate applications. Table I.1 explains the interface
commands of the Interface Controller window.

Navigating the Interface Controller window

To open the Interface Controller window, follow ElrloclFrtiznzmmee
either of these steps: Custom Figlds. ..
Code Yalues. ..
1. Click on the Interface Controller icon on the TimeWizard Appraval Periods...
Administrator toolbar. Departments...
2. Select Tools > Interface Controller from the TimeWizard main Emplayess...
menu. Activities and Assignments...
If the application server is not running, the Interface Business Rules »
Controller will not connect and will kick you out. Intertace Contraller...

Wepartment AEpayal s,
At AnpEyals..

Beparts 3
Archive...
Purge...
Figure 1.2
Example Figure 1.3 shows an Interface Controller window in which we have created a DataBridge,

Table Retrieval, Exception Processor, a ProjectLink Retrieval, and a close period override. For
each interface, we have specified appropriate intervals.

=4 TimeWizard Administrator - [Interface Controller]

% File Interfface Toolz Window Help ;Iilﬂ
Bk 5% »eElhe 00 0EEH A2l 00 EA % F M- ¢

o] Interface Type Interyval Last Date Next D ate Last Status

1

2 |Table Retrievals *|[TWRET Every week on Tuesday at (! 00,/00/00 8/10/99 05 0

3 |Exception Processor || TWE=P On the 1 day of every month at 0§00./00./00 00:0)09./01 /39 08:00:00

4 |Microzoft Project Retrieve [« || TwWMSFRET Every week on Monday at 08:00400,/00/00 00:0{02/09/93 02:00:00

5 |Clase Period - Overide |+ |[T/CLPOVA Every 'wWeekday at 10:00:004M |00,/00/00 00:0)08/09./99 10:00:00

Figure 1.3
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Table 1.1: Interface Controller Commands

Interface Controller Commands Explanation

Add/Delete Interface

!E !E | These commands add or delete an Interface row in the Interface Controller window.

Execute Now

This command runs a selected interface.

¥

Stop Interface

This command stops a selected interface.

®

Setup Options

This command opens the setup windows for a selected interface.

Interval
This command opens the Change Interval dialog box for a selected interface and enables
you to schedule an interface interval.

=l

Browse Log File

% This command enables you to browse the log file for the selected interface.
Refresh
This command refreshes the Interface Controller window so that the most current data is
@ displayed.
Start/Stop Scheduler
. . These commands start or stop the scheduler on the application server.

Interface Status
= This command opens the Interface Status dialog box that displays the 1D, start and stop
EE times, and current status (running or idle) of each interface on the application server.
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Objective 4. Execute TimeWizard Interfaces

The execute interface command runs the selected interface in accordance to your setup and
scheduling parameters.

Executing TimeWizard interfaces

To execute TimeWizard interfaces, follow these [ Add Interface Chl+lnz

teps:
S Delete Interface  Crrl+Del

1. In the Interface Type column of the Interface Controller
window, select the interface you want to run. |

2. To execute the selected interface, click the Execute Now Stop Interface

icon or select Interface > Execute Now from the main Setup Options. ..
menu. ¥ | Interval. ..
Browse Log File
3. To stop an interface during execution, click the Stop Befreszh
Interface icon or select Interface > Stop Interface from the
main menu. A Start Scheduler

o Stop Schedular

Interface Statuz

Figure 1.4
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Objective 5. Browse Interface Log Files

The Interface Status dialog box displays the ID, start and stop times, and current status (run-
ning or idle) of each TimeWizard interface you have created in the Interface Controller.

Browsing interface log files

To execute browse interface log files, follow these - Add Interface Chil+lnz

t :
S Delete Interfface Cril+Del

1. In the Interface Type column of the Interface Controller

window, select the appropriate interface. % Execute Mow
2. To browse log files for the selected interface, click the Stop Interface
Browse Log Files icon (Place Icon .6 here.) or select Interface Setup Options...
> Browse Log Files from the main menu. Interval..
Refrezh

Start Scheduler
Stop Schedular

|nterface Status

Figure 1.5
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Objective 6: Set up the Interface Interval

Setting up the interface interval enables you to run interfaces at scheduled times. In addition,
you can sequence two or more interfaces to run in a specified order at specified times. Once
you have set up an interface interval, click the Start Scheduler icon (Interface > Start Sched-
uler) to activate the TimeWizard scheduler. The scheduler then runs continually in the back-
ground and executes all scheduled intervals.

% When you run sequenced interfaces, each interface must run successfully before the next
interface will run. In other words, if one interface in a sequence fails, the sequence stops and
no subsequent interfaces run.

Setting Up the Interface Interval

— Interval Type:
i Euey veskon [Fidey 7]
" Hourly
" Daily .
Tirne: (08:00: 00 Ak
ekl
" Menthly ~Intenval Tewt:
" Sequenced <Mone>

Ok I LCancel Apply Help

To set up the interface interval, follow these steps:
1. To open the “Change Interval’ dialog box, click on the Interval 4. Click Apply to save the settings and remain in the

Figure 1.6

icon, select Interface > Interval from the main menu, or Change Interval dialog box, or click OK to save the
double-click on the interval field. settings and exit the dialog box.

2. In the Interval Type area, click on the check boxes to select or 5. @ @ Click the Start Scheduler icon or select
deselect the intervals. Your interval options are hourly, daily, Interface > Start Scheduler from the main menu.
weekly, monthly, or sequenced. Table 1.2 explains these options. 6. To stop a scheduled interface interval, click the Stop

3. Use the appropriate drop-down boxes to select the correspond- Scheduler icon or select Interface > Stop Scheduler
ing interval specifications (e.g., specific day and time). For a from the main menu.

sequenced interval, click on the interface drop-down box and
select from the list of existing interfaces.
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Table 1.2: Interval Options

Interval Options Explanation
None This option specifies no interval selection.
This option specifies that you have scheduled the interface to run hourly. You must specify
Hourly -
the sequence of hours or minutes (e.g., every 2 hours).
Dail This option specifies that you have scheduled the interface to run daily. You must specify the
y starting time each day (e.g., every day at 9:00 AM).
Weekl This option specifies that you have scheduled the interface to run weekly. You must specify
y the starting time and day (e.g., every week on Monday at 9:00 AM).
Monthl This option specifies that you have scheduled the interface to run monthly. You must specify
y the starting time and day (e.g., every first weekday of the month at 9:00 AM).
This option specifies that you have scheduled two or more interfaces to run in sequence.
Sequenced Note: If any interface in the sequence fails, the sequence stops so that no subsequent
interfaces run.

Objective 7: Review the Interface Status

The Interface Status dialog box displays the ID, start and stop times, and current status (run-
ning or idle) of each TimeWizard interface you have created in the Interface Controller.

Reviewing the interface status

:ft‘ Interface Status

18] | Start Time | Stop Time Status I
07/01/00 12:00:00 44 00400700 00:00:00 &b Tdle
07/01/00 12:00:00 44 00400700 00:00:00 &b Tdle
07/01/00 12:00:00 44 00400700 00:00:00 &b Tdle
07/01/00 12:00:00 44 00400700 00:00:00 &b Tdle
07/01/00 12:00:00 44 00400700 00:00:00 &b Tdle

. . Figure 1.6
To review the interface status, follow these steps:
1. To open the Interface Status dialog box, click on the Interface 2. In the Interface Status dialog box, review the data
Status icon L= |or select Interface > Interface Status from the and verify the status of each interface.

main menu.
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Objective 8: Create Database Profiles

By creating database profiles, you add the flexibility to re-use connectivity information across
interfaces—without the effort of having to redefine it each time. The same database profiles
can be used for Table Retrieval, DataBridge, and ProjectLink interfaces.

% The Database Profile command button (which opens the the Select Database Profile dialog
box) is located wherever you are required to select a database profile for Table Retrieval,
DataBridge, and ProjectLink interfaces. From the Select Database Profile dialog box, you can

access the Database Profile Setup dialog box.

Creating Database Profiles

E_—%Dalahase Prohle Setup

Profile Mame: IF'EEIF'LESEIFT [ atabaze [n] 4
DEMS: IMS S0L Server 6.0/6.5 |:| Bzl |
Lag1D: |$a

Pazzword:

Ixxxxx

Databaze Mame: IQES_TIME

Server Mame: |mtssewer

DBPARM: | Test |

Figure 1.8
To create database profiles, follow these steps:
1. Click the Database Profile command button to open the 4. Click the Test command button to verify your data.
Select Database Profile dialog box. TimeWizard attempts to connect to the specified

) database.
2. Click the New command button to open the Database atabase

Profile Setup dialog box. 5. Click OK to save the settings and exit the Database

3. Enter the appropriate setup information in the data fields. Profile Setup dialog box.

Table 1.3 explains each database profile setup selection.
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Table 1.3: Database Profile Selections

Database Profile Selections Explanation

Profile Name This is the name you assign to the profile you are creating.

Depending on prior implementation settings, your choices are as follows:
1) MS SQL Server 6.5/7.0

DBMS 2) Sybase System 11.5/11.9 CTLIB
3) Oracle 7.3/8.0
Log ID This is the login identification required to access the database.
Password This is the password for the Login ID.
Database Name This identifies the database for which you are creating a profile.

This identifies the server on which the database resides. For Oracle 7.3, this should be an

Server Name - nan
alias name preceeded by an "@" character, e.g., @acsserver.

This sets specialized DBMS connection parameters. Refer to DBMS documentation for

DBPARM T -
specific instructions.

Objective 9: Edit Database Profiles

TimeWizard enables you to edit and maintain your database profiles so that you can ensure
ease of connectivity to your external systems.

Editing Database Profiles

To edit database profiles, follow these steps:

1. In the Select Database Profile dialog box, click on a profile to select it.

Click the Edit command button to open the Database Profile Setup dialog box for the selected profile.

Edit the appropriate setup information in the data fields. Table I.2 explains each database profile setup selection.

Click the Test command button to verify your data. TimeWizard attempts to connect to the specified database.

o & 0D

Click OK to save the settings and exit the Database Profile Setup dialog box.
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Objective 10: Delete Database Profiles

TimeWizard enables you to delete database profiles that you no longer require.

Deleting Database Profiles

To delete database profiles, follow these steps:
1. In the Select Database Profile dialog box, click on a profile to select it.

2. Click the Delete command button to delete the selected profile.
3. Click OK to save the settings and exit the Database Profile Setup dialog box.

Objective 11: Filter interface data

TimeWizard enables you to specify a filter to further define which records are processed.
Specifically, the filter function allows you to build a test expression that then is applied to the
inport and export fields. This limits the records being processed to those that meet the condi-
tions of the expression.

% The Filter command button (which opens the the Select Filters dialog box) is located wher-
ever you are able to filter data for Table Retrieval, DataBridge, and ProjectLink interfaces.
From the Select Filters dialog box, you can access the Filters dialog box.

Filtering interface data (continued on page 291)
]

Filter Mame: |PrnDev Diept Filter

Fieldname Test Walue And/Or | Apply Filter |
LCancel |
{Delete How |
Delete Al |

: LI Yerify |

Expression:

beginz with prades’ 1

Dept Code

2 |

=

o

=]
LR ER L ER | EN BN | K
LR ERLER | EX ] EN | K
LA R ER | EN ] EN | KD

)

[ security_profile.dept_code like 'prodev®’ ] ;I

= Help |

Figure 1.9

To filter the interface data, follow these steps:

1. In the Filter dialog box, click on the Fieldname drop-down list and 2. Click on the Expression drop-down list and select
select the first fieldname you want to use for the filter test expression.  the expression.Table I.4 explains the expression
options.
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Filtering interface data (continued from page 290)

3. Click on the value text box and enter the value to use for the 6. Click on Apply Filter. The filter expression is
test. The filter is case-sensitive: Description = ““Project 1”” is not displayed on the “Field Layout™ tab page.
the same as Description = “project 1.” 7. To change the test expression, you can change

4. If you are using more than one fieldname for the filter, you must individual criteria (e.g., fieldname, test expression,
use the parentheses to separate the expressions and a final set value), select and delete a row by clicking the Delete
around the outermost expression. Click on the and/or drop- Row command button, or click the Delete All
down list and select the appropriate condition. command button to delete the entire test

expression and start over. Verify any changes or new
expressions by clicking on the Verify command
button.

5. Click on Verify to verify that your expression is valid. If the
expression is valid, TimeWizard displays a Valid Expression dialog
box. If it is not valid, TimeWizard displays a Invalid Expression
dialog box, in which case you must correct the expression errors
as necessary.

3, Don'’t forget that if you are using more than
2/ one fieldname for the filter, you must use
parentheses to separate the expressions and a final
set around the outermost expression.

Table 1.4: Filter Expressions

Filter Expressions Explanation

= The fieldname is equal to the value.

< The fieldname is less than the value.

<= The fieldname is less than or equal to the value.

> The fieldname is greater than the value.

>= The fieldname is greater than or equal to the value.
<> The fieldname is not equal to the value.

begins with The fieldname begins with the value.

contains The fieldname contains the value.

ends with The fieldname ends with the value.

The fieldname does not contain data. Using this test expresion, you can filter on the absence

is NULL of data in the fieldname.

is not NULL The ﬂeld name contins data. Using this test expresion, you can filter on all of the data
contained in the fieldname.
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Example Filter Expression 1

To retrieve project “Test Project”, the correct filter is:
(Project Title = “Test Project™)

Example Filter Expression 2

To retrieve task “coding” for project “Test Project”, the correct filter is:
( (Project Title = “Test Project”) and
(Task Name = *“coding”) )

Example Filter Expression 3

To retrieve Projects “Test Project 1” and “Test Project 2”, the correct filter is:

( (Project Title = “Test Project 1) or
(Project Title = “Test Project 2) )

Example Filter Expression 4

To retrieve tasks “coding”, “testing”, and “ga” for project “Test Project”, the

correct filter is:

( (Project Title = “Test Project”) and
((Task Name = “coding”) or

(Task Name = “testing”)

(Task Name = “ga™) ) )

Example Filter Expression 5

To retrieve projects with Planned Start 11/20/98 and 11/30/98, the correct filter is:

( (Planned Start = 11/20/98) or
(Planned Start = 11/30/98) )

Summary

In this Introduction, you have been introduced to the TimeWizard’s Interface Controller,
which enables you to set up and maintain interfaces for one- and two-way transfers of data to

and from your TimeWizard system.




C HAPTER

Working with the DataBridge Toolkit

TimeWizard provides the capability for you to create automated links to other systems within
your organization—such as those used for Payroll, Accounting, Human Resources, and Project
Management—allowing a one-way transfer of data from TimeWizard to your selected sys-
tem.

The DataBridge is a sophisticated export tool that requires some understanding of relational
databases and of the data captured within TimeWizard. You can use the DataBridge interface
to guide you through the scripting and setup process; however, you may need to seck technical
assistance to achieve the desired results. If you are experienced in writing SQL statements, you
can write your own script in a DataBridge text box.

In the DataBridge interface, script variables map out what data the DataBridge will gather for
transfer. These “data maps” can be straight-forward variables if the information you want
collected resides in a database table column. For more complex data collection, you can set
conditions that TimeWizard must meet during the information gathering. You do this by
scripting computed conditional expressions.

Objectives

Introduction to Scripting a DataBridge
Add a DataBridge Interface type to the Interface Controller window
Use the DataBridge interface to add a DataBridge script

Script a database variable

hAEEEN

Script a computed variable
* Script a computed constant variable

* Script a computed sequenced variable

321
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* Script a computed simple expression variable
* Script a computed conditional expression variable

6. Edit a script variable

7. Delete a script variable

8. Filter the DataBridge transaction data

9. Specify the output type

10. Script a database output target profile

11. Script a file output target profile

12. Edit a database output target profile

13. Clone a database output target profile

14. Delete a database output target profile

15. Create a file profile

16. Edit a file profile

17. Delete a file profile

18. Write your own script in SQL

19. Edit, clone, or delete a manual script

Objective 1. Introduction to Scripting a DataBridge

Building a DataBridge from TimeWizard to targeted systems contains three basic steps (though
each step involves its own unique process). Table 24.1 explains these basic steps.

Table 24.1: Steps to Building a DataBridge

DataBridge Steps Explanation

. . In this step, you define the data elements that you want to extract from TimeWizard and
Step 1: Scupt Export Varables .
exportt to your target application.

Sten 2: Setup Filtes In this step, you define the record selection crteria and, 1f necessary, build a test
ep 2: Setup Filterin, . .
P P e expression that 1s applied to the export fields.

Step 3: Scupt Export Target In this step, you choose and define a database table or file to recetve the exported data.
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Creating DataBridge Scripts

The DataBridge Script Editor enables you to set up a data export by specifying the content of
the data, computations required, and the output format. Lists of employees, activities, depart-
ments, and other database entities can be exported subject to standard filter conditions. More
complex exports that involve accumulating transaction data or controlling updates to external
systems are subject to additional setup requirements. These include the following:

*  Defining the content to be extracted

*  Computing fields using arithmetic or comparison operators and a limited
conditional

*  Accumulating transaction hours by specifying fields within which totals will be com-
puted and output records created

* Filtering the selection of transactions by period or date ranges, activity attributes,
employee attributes, period states, timesheet approval states, and other conditions

For each DataBridge script, users must specify the output format and destination. In so doing,
you can create database profiles or file profiles that can be re-used for later exports. You have
already assigned values to the export targets in the Code Values area of TimeWizard. We
discussed this process in Chapter 4, Objective 5, in the section entitled, “Customizing
TimeWizard.”

Posting Transactional Data

When updates to other systems occur on a regular basis and comprise required input to those
applications, several requirements arise for tracking and controlling the TimeWizard exports.
When exported data is used to update a target system for operational purposes, the exported
data should be identified accordingly. This indication is called “posting,” which identifies
both the TimeWizard record and the target system. The key purpose of posting is that it
should prevent the user from posting the same data more than one time for each target system.

In the event that an export process fails due to hardware failure, power outage, or other reason,
the user can roll back the postings that occurred during the failed process. This allows the user
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to rerun the export accurately.

Objective 2: Add a DataBridge Interface type to the Interface Controller window

To begin building a DataBridge, you must add a new Interface row in the Interface Controller
window and select DataBridge as the interface type. Once you have added the DataBridge
field to the Interface Controller window, you can begin the steps outlined in the Introduction
to this chapter. For more information about the Interface Controller window, see the Intro-
duction to Section 7: Sharing Information Between TimeWizard and Other Corporate Sys-
tems.

Adding a DataBridge

To add a DataBridge, follow these steps: [LiEtiEEe 112D

|=

1. From the Interface Controller window, click the Add Interface icon . Clase Perind - Override 2|
Cusztom Application

2. Select DataBridge from the Interface Type data window. To locate Exception P'DCES$§

the selection, scroll through the drop-down menu. Microsoft Project Retrieve
Microzoft Project Update

Figure 24.1
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Objective 3: Use the DatBridge interface to add a DataBridge script

The first step in creating a DataBridge is to name the script you are about to write and specify
your posting preferences. The DataBridge Script contains all of the key instructions for the
DataBridge, i.c., what data it contains and where it is going to deliver that data. In the script,
you define the variables, filters, and output targets.

Adding a DataBridge script

Seript Editor

Sciipt Name:

[5aP ™ Past Dutput to Selected Targets Close
Seript | Fitrs | Output |
Variables
Souce _|Name Daata Type |Giroup Accumulate Details -
Database |Transaction. Transaction Dats Datetime | No Mo
Database |Transaction. Transaction Hows  Decimal | Na No
Database |Transaction. Transaction Hours Decimal No Yes
Database |Employes Emp Code String Yes | Mo
Database |Activity Project Stiing No Mo

1]

To add a DataBridge script, follow these steps:
1.

From the Interface Controller window, select the DataBridge
from the Interface Type column.

Click on the Setup icon or double-click on the DataBridge
interface type cell to open the Script Editor window. B

Enter the name of the DataBridge in the Script Name data
window.

Click on the check box to specify whether you want to post
output to selected targets. For a detailed discussion about

Figure 24.2

posting exported data, see Objective 1: Introduction to
Scripting a DataBridge, ““Posting Transactional Data,” this
chapter.

You created the overall list of DataBridge targets

when you specified the Code Value Export
Targets. The values you assigned designated certain
external systems as targets for regular updates from
TimeWizard.
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Objective 4. Script a database variable

The script variables map out what data the DataBridge will gather for transfer. These “data
maps” can be straight-forward variables if the information you want collected resides in a
database table-column. In addition, you can specify whether you want to group by or accu-
mulate certain variables.

See the example script in Figures 24.4 through 24.7 for a start-to-finish view of this process.

2D ataBridge Script Editor

Script Name:

[activity 1D Dridge I~ Post Dulput ta Selected Tagets Close
Seript | Fitters | Dutput |
Variables
Souce  |Mame [Data Type_Group [Accumulate Details
Ed; §

DEEE

. . Figure 24.3
To script a database variable, follow these steps: g

1. In the Script Editor window, click the Scripts tab. (This tab is to return to the previous dialog box.

the default setting when you first open the Script Editor The Column selections change in accordance

window.) % with each Table selection.
2. Right-click in the empty area of the Variable section of the 6. Specify if you want to “Group by” o
Scripts tab window to display the variable drop-down menu. “Accumulate” the variable. (See Figure 24.6). Table 24.2
3. Select Add to open the Create/Edit Variable dialog box. explains these options. Click Next to continue or Back to

4. Select “Database (Table and Column)” as the Variable Type return to the previous dialog box.

(See Figure 24.4). Click Next to continue. 7. The last setup dialog box displays all prior selections.
Review your variable settings before creating the variable.
(See Figure 24.7). Click Finish to create the variable or
Back to return to the previous dialog box.

5. Select a Table and then an associated Column for the variable.
(See Figure 24.5). Specify if you want to “Sequence on this
variable’” by checking the box in the lower left. Table 24.2 and
Example 1 explain this option. Click Next to continue or Back
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Create/Edit Yariable

Vanable Type:

€ Computed

< Each | Hext > | Cancel I

Create/E dit Variable

Table: Calumn:

Activity Rove ;I
Assignment Salary Code

CI0 Entry Salary Rate 1

Department Salary Rate 2

Employes Special Amount

Employes Code Status Date

Generic Assignment
Resource Code
Salary Code

Transaction Date

Trareaction [0
Tranzaction Type

:

LCancel |

[~ Sequence on this vanable

< Back. I Hext > |

Figure 24.4

[~ Group by this variable

Figure 24.5

Click. Finish to create the following wariable:

Vaniable Type: Database Table & Column ;I
Tahle: Transaction  Column: Transaction Hours
Group: Mo Accumulate: Yes

p
< Back Next > | LCancel I < Back Finish | LCancel |
Figure 24.6 Figure 24.7

Example 1

We can create database variable scripts to tell our external target system how many em-

ployee records will be exported for each activity. In this example, we would follow these

steps:

1. Add a database variable script for the Employee ID column in the Employee table

and check the box to “Sequence

on this variable.”

2. For the Employee ID variable, check the box to “Group by this variable.”
3. Add a database variable script for the Activity ID column in the Activity table.

Because we have sequenced on Employee ID, the values for Employee ID will be converted to
numerals that act as a counter in the output.
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Sample Output

Employee ID Activity ID

001
002
001
002
003

Table 24.2: Variable Options

82
82
95
95
95

Variable Options

Explanation

Sequence on this vanable

This option converts the values of the selected vanable to sequentially incremented
numbers (e.g, 1, 2, 3) to count the records for each identical value of another varable. For
example, your export target system may need to know the number of transmutted

assignment records for each employee. (See Example 1.)

Group by this vanable

This option collects all 1dentical values of the selected vanable (e.g, a project 1n an
activity field) 1n the selected records without summing the numeric values of another
selected vanable (e.g;, transaction hours). This option then groups these records into a
single common record.

NOTE: Be careful when using this option. It can produce faulty results if the user 1s not

famuliar with the grouping functions within SQL.

Accumulate this variable

This option creates a sum total of the numeric values for the selected varnable by adding
the numeric values from the TimeWizard table. The total becomes part of the common
record made by applying the "Group by" option. (See Example 2.) This option 1s most
commonly used with the Transaction Hours vanable, however, you may accumulate any
numeric variable.

NOTE: You can apply this option to only one vanable per DataBridge. When you use this
option, you must apply the "Group by" option to all other variables in the DataBridge.

NOTE: Be careful when using this option. It can produce faulty results if the user 1s not
famuliar with the grouping functions within SQL.
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Example 2

Objective 5:

In Figures 24.4, 24.5, 24.6, and 24.7, we created a database variable script that accumulates
(i.e., sums) numeric data from the Transaction Hours column of the Transaction table.

For the same Databridge interface, we might next script a database variable for an activity
custom field. If we script a database variable for the column called “Project” from the Activity
table, and apply the “Group by this variable” option, we can output a summary of transaction
hours for each project in the database.

Sample Output

Project Transaction Hours
B2B 640.00
eCommerce 367.50
Online 425.00

Script a computed variable

For more complex data collection, you can set conditions that TimeWizard must meet during
the information gathering. You do this by scripting computed conditional expressions.

Due to the complex nature of scripting computed variables, this objective includes supple-
mental instructions for each Variable Value Type selection, see “Scripting a computed vari-
able: Step 7a-7d,” following step 9, below.
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Scripting a computed constant variable (continued on page 303)

Create/Edit Yariable Create/Edit Yariable
‘ariable Narne:
Wanable Type: ————————————— IF‘aylo\I hours
" Database [Table and Column] Data Type:
Decimal h2

sk | mews | Cancel | < Back Net> | Cancel |

Figure 24.8 Figure 24.9

To script a computed constant variable, follow these steps:

1. In the Script Editor window, click the Scripts tab. (This Your data type selections are as follows:

tab is the default setting when you first open the Script « Datetime

Editor window.) * Decimal
2. Right click in the empty area of the Variable section of ° Intgger

the Scripts tab window to display the variable drop- = String

down menu. 6. Select the Variable Value Type. (See Figures 7a, 7b, 7c,
3. Select Add to open the Create/Edit Variable dialog box. ;nld 7d) in the special instructions following step 9,

elow.

4. Select “Computed” as the Variable Type. (See Figure

24.8)) Click Next to continue. Your value type selections are as follows:

* Constant Value
5. Enter a name for the variable in the Variable Name

* Sequence
data filed and select the Data Type from the drop- « Simple Expression
down menu. (See Figure 24.9.) « Conditional Expression
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Scripting a computed constant variable (continued from page 302)

Table 24.3 explains these options. Click Next to continue or

Back to return to the previous dialog box.

7. For detailed instructions based on each Variable Value Type
selection, see “Scripting a computed variable: Step 7a-7d,”
following step 9, below. v i

™ Accumulate this variable

]

8. If applicable, specify whether you want to “Group by’ or
“Accumulate’ the variable. (See Figure 24.10.) Table 24.2
(Objective 4, this chapter) explains these options. Click Next
to continue or Back to return to the previous dialog box.

< Back Hest> I LCancel |

9. The last setup dialog box displays all prior selections. Review
your variable settings before creating the variable. Click
Finish to create the variable or Back to return to the
previous

Figure 24.10

Step 7a: Scripting a computed constant variable

Create/E dit Yariable Create/Edit Variable

Wariable Yalue Tupe:

& Lonstant Vahae Constant alue:

 Simple Expression

" Conditional E spression

< Back | MNext > | LCancel | < Back MNext > | Cancel |

Figure 24.11 Figure 24.12

To script a computed constant variable, follow these steps:

1. Select “Constant” as the Variable Value Type. (See Figure 24.7al.) 3. Click Next to continue or Back to return to the
previous dialog box. (Proceed to Step 9,

2. Enter the constant value in the data window. (See Figure 24.7a2.) o
Objective 5.)
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Example In Figures 24.11 and 24.12, we scripted a computed constant variable with a constant value of
00124.

Step 7b: Scripting a computed sequenced variable

To script a computed sequenced variable, Q“‘c"v'“i"" =]
follow these steps: 3 I~ Post Output to Selected Taigets Close
Seipt Fiers | guipu |
1. Select “Sequence™ as the Variable Value Type. (See b Hiree CorecenT
Figure 24'7b1.) # Transaction Date <= Period Ending. [5/20798 [~ # Transaction Date <= Period Ending: [6720/39__[=]
" Transaction Date <= End Date of Last Closed Period © Transaction Date <= End Date of Last Closed Period
- . " Transaction Date <= Cunient Period End Dats.  Transaction Date <= Current Period End Date
2. Click Next to continue or Back to return to the £ Transaction Date Between: [10/00/0000 and [00/00/0000 € Transaction Date Between [00-00/0000 and [00/00/0000

previous dialog box. (Proceed to Step 9, Objective o porovaStat| ~Postng State " Trensacion Datoine Stamp ¢~ Peod Endings [ =]
I OpenPeriods = ¥ Approved " Unposted Only " Transaction Datetime Stamp ¢= End Diate of Last Closed Period
5 .) " W Closed Periods "F Unavurﬂved—‘ ’Vf? Posted % Unpns:‘ " Transaction Datetime Stamp <= Current Period End Date
Audit T ‘ T tion Datetime Stamp Between: [00/00/0000 and |00/00/0000

[ I Include Audit Recards

Figure 24.13

Table 24.3: Variable Value Types

DataBridge Steps Explanation

Contrast Value A set specified value that does not vary.

A starting numeric value that will be sequentially incremented for each output record. For

example: 001, 002, 003, etc.

Sequence

The value 1s a mathmatical statement not based on conditions.

Simple Expression The simple expression 1s limuted to the following operators:

+ (plus), - (minus), x (multiplied by), / (divided by).

The value 1s a more complex mathmatical "If, Then, Else" statement based on conditions.

It "if" statement 1s limited to the following operators: < (less than), > (greater than), = (equal
Conditional Expression | to), <= (less than or equal to), >= (greater than or equal to).

The "Then" and "Else" statements are simple expressions limited to the following operators:

+ (plus), - (minus), x (multiplied by), / (divided by).
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Step 7c: Scripting a computed simple expression variable

Wariable Yalue Type:
£ Constant Yalue \arisble: Ehmsal Clear Wariable: Ehﬂnsal Clear
£ Sequence Transaction Transaction Hours Transaction. Salary Rate 1
g 1o oR —— M= of ——
€ Conditional Expression Constant: Constant
< Back I Next » I LCancel | < Back | Nexst > I LCancel |
Figure 24.14 Figure 24.15
To script a computed simple expression variable, follow these steps:
1. Select “Simple Expression™ as the Variable Value Type 3. Click Next to continue or Back to return to the previous
and click next. (See Figure 24.14) dialog box. (Proceed to Step 8, Objective 5.)
2. Enter the variables or constant values in the data
windows. (See Figure 24.15)

Example In Figures 24.14 and 24.15, we created a simple expression with the following statement:
“Transaction, Transaction Hours multiplied by Transaction, Salary Rate 1.”
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Step 7d: Scripting a computed conditional expression variable

Create/E dit Yariable

Wariable Value Type:
" Constant Yalue
1 Sequence

" Simple Expression

& Conditional Expressioni

< Back | Next » | Cancel |

Create/Edit Yariable

Figure 24.16

If...
Vaisblee | _Chooee | Ciear | o Choose | Clear |
ITransacliDn Transaction Hours
0fF —— > | O0fF ——
Constant: Constant:
[40
< Back | MNeut > | LCancel |
Figure 24.17

Create/Edit Yariable

1. Select “Conditional Expression™ as the Variable Value
Type. (See Figure 24.16.)

2. In the “If” dialog box, enter the variables or constant
values and the appropriate operators in the data
windows. (See Figure 24.17.) Click Next to continue or
Back to return to the previous dialog box.

3. Inthe “Then” dialog box, enter the variables or constant

_Then___ ...Else
Variable: Choose | Clear Wit Choose | Clear \ariable: Choose I Clear I \ariable: Choose | Clear |
ITransacliDn Transaction Hours
—0R—— i — 0O0R —— 0fF —— = O0fF ——
Constant: Constant: Constant: Constant:
40
< Back | DNest» | LCancel | < Back | MNeut > | LCancel |
Figure 24.18 Figure 24.19

To script a computed conditional expression variable, follow these steps:

values and the appropriate operators in the data
windows. (See Figure 24.18.) Click Next to continue or
Back to return to the previous dialog box.

In the ““Else”” dialog box, enter the variables or constant
values and the appropriate operators in the data
windows. (See Figure 24.19.) Click Next to continue or
Back to return to the previous dialog box. (Proceed to
Step 8, Objective 5.)
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Example In Figure 24.17, we began a conditional expression with the following “If” statement: “If
Transaction, Transaction Hours is greater than 40. . ..”

In Figure 24.18, we continue the conditional expression with the following “Then” state-
ment: “...Then40....”

In Figure 24.19, we conclude the conditional expression with the following “Else” statement:
“. .. Else Transaction, Transaction Hours.”

Objective 6: Edit a script variable

TimeWizard enables you to edit script variables to correct or redirect the DataBridge in gath-
ering data for transfer. However, before editing a script, verify that your changes will not alter
the accuracy of the DataBridge.

Editing a script variable

294 DataBridge Script Editor

Seript Mame:

w I~ Post Output to Selected Targets Close:

Seript | Filters | Output |

Wariables

=]

. . . Figure 24.20
To edit a script variable, follow these steps: -

1. In the Script Editor window, click the Scripts tab. (This tab 3. Select Edit to open the Create/Edit Variable dialog boxes

is the default setting when you first open the Script Editor for the selected variable.
window.) 4. Make any changes necessary. Click Finish to save the
2. Right click on the variable row that you want to edit to corrections to the variable or Back to return to the
display the variable drop-down menu. previous dialog boxes and continue to make correc-
tions.
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Objective 7: Delete a script variable

You can delete a script variable at any time. However, before deleting a script, verify that your
changes will not alter the accuracy of the DataBridge.

Deleting a script variable

To delete a script variable, follow these steps

1.

Delete

In the Script Editor window, click the Scripts tab.
(This tab is the default setting when you first open @ Are you sure vou want to delete the selected variable?
the Script Editor window.)

Right click on the variable row that you want to edit
to display the variable drop-down menu.

Select Delete to open the Delete confirmation dialog Figure 24.21
box for the selected variable.

Click Yes to delete the selected variable.

Objective 8: Filter the DataBridge transaction data

TimeWizard enables you to specify a filter to be used in the DataBridge to further define
which transaction data is shared. If your script variables do not direct the DataBridge to gather
any transactional data, you may select No Filter in the normal transactions and historical
corrections filtering settings areas. Table 24.4 navigates the Transaction Filters window and
explains each area. Tables 24.5 and Table 24.6 explain the filtering options for Normal Trans-
actions and Historical Correction Transactions.
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Table 24.4: Transactions Filter Window Areas

Transactions Filter Window
Areas

Explanation

Normal Transactions

This area enables you to specify the data for which you want to filter transactions.

Historical Transactions

This area enables you to specify the dates for which you want to filter historical

corrections.

Periods

This area enables you to specify whether you want to filter open or closed periods (yes or
no) or both for the transaction dates already selected.

Approval State

This area enables you to specify whether you want to filter approved or unapproved

timesheets (yes or no) or both for the transaction dates already selected.

Posting Status

This area enables you to specify whether you want to filter only unposted data or posted

and unposted data (yes or no) for the transaction dates already selected.

Include Audit Records

This area enables you to specify whether you want to include audit records (yes or no)

for the transaction dates already selected.

Filter

This command button enables you to setup additional filtering parameters for the

DataBndge overall.

% For filtering Historical Corrections Transactions, Transaction Date refers to the date of the

actual transaction for which a historical correction was made. Transaction Datetime Stamp

refers to the date and time that the historical correction was made, regardless of the date
transaction that the date was posted to.

Example Assume that on 08/20/99 you make a historical correction to a transaction dated 02/15/99.
Your Transaction Date equals 02/15/99, and your Transaction Datetime Stamp equals 08/20/

99.
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Filtering the DataBridge transaction data

=4 DataBridge Script Editor

Script Name:

Far

Seipt Fiters | Output |

[~ Past Dutput to Selected Targsts

Close

i~ Namal Transactions:
Mo Filter

@ Transaction Date <= Period Ending [B720/93__ =]
© Transaction Date <= End Dats of Last Closed Period
¢ Transaction Date <= Current Period End Date

" Transaction Date Between: [00/00/0000 and |00/00,/0000

[~ Historical Correction Transactions:
Mo Filter

Transaction Date <= Period Ending: |8/20/33 =l

Transaction Date <= End Date of Last Closed Period

Chie)

Transaction Date <= Cunent Period End Date

Transaction Date Between: [0000/0000 |and |00/00/0000

- Periods:

[¥ Closed Periods

Approval State:  —Posting Status:
I~ Open Periods FF Appioved —‘ F‘ Unposted Only

¥ Unapproved

Transaction Datetime Stamp <=Feriod Ending: [ =]

Transaction Datetime Stamp <= End Date of Last Closed Period

 Posted & Unposted Transaction Datetime Stamp <= Cunent Period End Date

Audic Trail;

i Nie Nhie Nie i hie Rie |

Transaction Datetime Stamp Betwesn: |00/00/0000 and |00/00/0000

¥ Include Audt Records

i~ Custom Filter:

| Fiter Mame:

each selection.

each selection.

Table 24.5: Normal Transactions Filter Options

1. In the Script Editor window, click the Transaction Filters tab.

2. Specify the normal transactions filtering settings. Table 24.6 explains

3. Specify the historical corrections filtering settings. Table 24.7 explains

Figure 24.22

To filter the DataBridge transaction data, follow these steps:

4. Specify the filtering settings for periods,
approval state, and posting status. Table 24.5
explains each area.

Specify whether you want to include audit
records.

Normal Transactions Filter Options

Explanation

No Filter

This 1s the default option, which specifies no transaction filter.

Transaction Date <= Penod Ending

In this option, you filter all transactions that have a transaction date on or

before a period ending date that you specify.

Transaction Date <= End Date of Last
Closed Period

In this option, you filter all transactions that have a transaction date on or

before the end date of the last closed perod.

Transaction Date <= Current Period End
Date

In this option, you filter all transactions that have a transaction date on or

before the end date of the current penod.

Transaction Date Between

In this option, you filter all transactions that have a transaction date between

the start date and the end date that you specify.
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Table 24.6: Historical Transactions Filter Options

Normal Transactions Filter Options

Explanation

No Filter

This 1s the default option, which specifies no transaction filter.

Transaction Date <= Peniod Ending

In this option, you filter all historical corrections for transactions that have a

transaction date on or before a period ending date that you specify.

Transaction Date <= End Date of Last
Closed Period

In this option, you filter all historical corrections for transactions that have a
transaction date on or before the end date of the last closed pertod.

Transaction Date <= Current Period End
Date

In this option, you filter all historical corrections for transactions that have a

transaction date on or before the end date of the current penod.

Transaction Date Between

In this option, you filter all historical corrections for transactions that have a
transaction date between the start date and the end date that you specify.

Transaction Datetime Stamp <= Peniod

Ending

In this option, you filter all historical corrections that occurrend on or before

a period ending date that you specify.

Transaction Datetime Stamp <= End
Date of Last Closed Period

In this option, you filter all historical corrections that occurred (have a

datetime stamp) on or before the end date of the last closed penod.

Transaction Datetime Stamp <= Current
Period End Date

In this option, you filter all historical corrections that occurred (have a

datetime stamp) on or before the end date of the current period.

Transaction Datetime Stamp Between

In this option, you filter all historical corrections that occurred (have a

datetime stamp) between the start date and the end date that you specify.

Objective 9: Specify the output type

For each output destination, users must specify the output type as either “Database” or “File.”

Depending on your choice of output type, this information will become part of either a
database output target profile or a file output target profile that you can re-use for later ex-

ports.

Output destinations are called “export targets.” You have already assigned values to the export
targets in the Code Values area of TimeWizard. We discussed this process in Chapter 4, Ob-
jective 5, in the section titled, “Customizing TimeWizard.”
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Specifying the output type
———

Please choose a target:
Target Name Description - Browsze |
Path:
|D:'\TWBDbuiIdS_sqI_dept\SGL\SYEASE
Filename Type: Prefix:
|F'refi:-c + Date vI |TW'
7 Format Type: Drelimiter:
s [Delimited [x] |5pace [ 1=l
< Back | Hext > | LCancel | QK I Eancel
Figure 24.23 Figure 24.24
To specify the output type, follow these steps:
1. In the Script Editor window, click the Output tab. 5. Select either “Database’ or “File as the output
2. Right-click in the empty area of the Variable section of the type. (See Figure 24.24.) If you chose “Database,”
Output tab window to display the variable pop-up menu. leave the “Include Header” checkbox unselected. If

you chose “File,”” you can select “Include Header”” if

3. Select Add to open the output target dialog box. you want to include header text for each variable in

4. Select an export target from the list. (See Figure 24.23.) Click the output file. Click Next to continue or Back to
Next to continue. return to the previous dialog box.
One DataBridge script may be used with multiple
export targets.

If you chose “Database” as the output type, continue with Objective 10: Script a database

output target profile. If you chose “File” as the output type, continue with Objective 11:
Script a file output target profile.
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Objective 10: Script a database output target profile

An output target profile consists of an export target, an output type, and information on how
to connect to the export target. If your output type is “Database,” in this objective you learn
to complete a database output target profile by providing connectivity information.

Scripting a database output target profile

Please choose a connection profile: Output ¥ ariable Set:

LCannection Name Server Wariable Name Output Column Date Format ~ «

4| | _"d
Table Mame: |&ssionment_actual_Cost - Create Profile
. J 4‘ Add Delete |
< Back | Mest > | LCancel | < Back Hest > I LCancel I
Figure 24.25 Figure 24.26

To script a database output target, follow these steps:

1. Complete the steps in Objective 9 by selecting “Database™ Then hold down the Control key and click on each
as the output type and clicking Next. additional variable you want to select.

2. Select a database connection profile from the list or click 5. Enter the appropriate settings in the Output Column
the Create Profile command button to create a new and Date Format drop-down boxes, if applicable. (See
profile. (For information on creating a database profile, see Figure 24.26.) Click Next to continue or Back to return
Objective 8 in the Introduction to this section.) to the previous dialog box.

3. Select the appropriate output table name from the Table To change the sequence of the output variables, click on
Name drop-down box. (See Figure 24.25.) Click Next to the variable name of a row you want to move and the

g2 cursor will become a double-headed arrow.
I-,/ Continue to depress the mouse button and
drag-and-drop the variable row to the desired location
in the list.

continue or Back to return to the previous dialog box.

4. In the Output Variable Set dialog box, click the Add
command button to open the Choose Variable dialog box.
Select one or more output variables from the list. Click
Choose to return to the Output Variable Set dialog box. 6. Verify your variable settings before creating the

variable. Click Finish to create the variable or Back to

return to the previous dialog box and make correc-
tions.

To select multiple variables in sequence, click on the top
variable you want to select. Then hold down the
Shift key and click on the bottom variable you

27 want to select. To select multiple variables not in
sequence, click on the top variable you want to select.




Section Seven < Sharing Information Between TimeWizard and Other Corporate Systems

Objective 11: Script a file output target profile

An output target profile consists of an export target, an output type, and information on how
to connect to the export target. If your output type is “File,” in this objective you learn to
complete a file output target profile by providing connectivity information.

Scripting a file output target profile

Please choose a file profils:

Format Type |Delimiter |
D elimited Tah

Prefiz + Date |01

< \temphile tit

|« |

Edit Profile Delete Prafile |

{Create Profile I

< Back | Nest > | Cancel |

DOutput Variable Set:
Wariable Name

|Dacima| Type
Required

Transaction. Transaction Date

1]

Add Remove

< Back HNext > | LCancel |

Figure 24.27

1. Complete the steps in Objective 9 by selecting “File”” as
the output type and clicking Next.

2. Select a file profile from the list or click the Create Profile
command button to create a new profile. (See Figure
24.27.) For instructions on how to create a new file profile
or edit an existing file profile, see Objectives 15 and 16 in
this chapter. Click Next to continue or Back to return to
the previous dialog box.

3. In the Output Variable Set dialog box, click the Add
command button to open the Choose Variable dialog
box. Select one or more output variables from the list.
Click Choose to return to the Output Variable Set dialog
box.

[P=4, To select multiple variables in sequence, click on
[ the top variable you want to select. Then hold
down the Shift key and click on the bottom variable you
want to select. To select multiple variables not in

To script a file output target profile, follow these steps:

Figure 24.28

sequence, click on the top variable you want to select.
Then hold down the Control key and click on each
additional variable you want to select.

4. Enter the appropriate settings for the output variable
set. (See Figure 24.28.) Table 24.7 explains each
setting. Click Next to continue or Back to return to the
previous dialog box.

To change the sequence of the output

2 variables, click on the variable name of a row
you want to move and the cursor will become a
double-headed arrow. Continue to depress the mouse
button and drag-and-drop the variable row to the
desired location in the list.

5. The last setup dialog box displays all prior selections.
Review your settings before creating the output
variable. Click Finish to create the variable or Back to
return to the previous dialog box and make corrections.




Chapter Twenty-Seven = Working with the DataBridge Toolkit 343

Table 24.7: Output Variable Set Options

Output Variable Set Settings Explanation

Variable Name The user-selected name of the variable.

Decimal Type Your options are as follows: not applicable, required with fixed positions, required with

floating position, implied with fixed position, optional with floating position.

Decimal Position Specity the placement of the decimal.

Date Format If applicable, select a date format from the drop-down menu.

Header Text If you selected "Include Header," enter user-specified header text for each output
eader Tex

variable.

Objective 12: Edit a database output target profile

TimeWizard enables you to edit and maintain your output target profiles so that you can
ensure ease of connectivity to your export targets.

Editing database output target profiles

To edit output target profiles, follow these steps:

1. In the Script Editor window, click the Output tab.

2. Right-click on the output target that you want to clone to display the drop-down menu.
3. Select Edit to open the Output dialog boxes. Make any necessary changes.
4

. The last setup dialog box displays all prior selections. Review your settings before creating the output target. Click Finish
to create the variable or Back to return to the previous dialog box and make corrections.
|
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Objective 13: Clone a database output target profile

In the event you need to add a database profile that is very similar to an existing profile,
TimeWizard enables you to make an exact copy of the existing profile and then edit the copy
as needed. This saves time and helps to ensure accurate output target setup.

Cloning database output target profiles

To clone output target profiles, follow these steps:

1. In the Script Editor window, click the Output tab.
2. Click the Create Profile command button to open the New File Profile dialog box.

The Create Profile command button is located wherever you are required to select a file profile for Table Retrieval,
DataBridge, and ProjectLink interfaces.

3. Enter the appropriate setup information in the data fields. Table 24.9 explains each file profile setup selection.

4. Click Done to save the settings and exit the New File Profile dialog box.

Objective 14: Delete a database output target profile

TimeWizard enables you to delete output target profiles that you no longer require.

Deleting database output target profiles
To delete output target profiles, follow these

steps:

X ) . _ @ Are poy gure pou want to delete the selected target?
1. In the Script Editor window, click the Output tab.

2. Right-click on the output target that you want to
delete to display the drop-down menu.

3. Select Delete to open the Delete confirmation dialog Figure 24.29
box.

4. Click Yes to delete the output target profile.
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Objective 15: Create a file profile

If your output type is File, you can create file profiles for export targets and have the flexibility
to re-use file interfaces—without the hassle of having to reconfigure the connection each time.

Creating file profiles
To create file profiles, follow these steps: Mew File Profile

1. Click the Create Profile command button to open
the New File Profile dialog box. Path: Browse |
The Create Profile command button is |D:\TWSDbuiIdE_sql_dept\SII!L\SYB.-‘-‘«SE

located wherever you are required to select Filename Tune: Prafix
a file profile for Table Retrieval, DataBridge, and b -

ProjectLink interfaces. Mﬂ ITW

2. Enter the appropriate setup information in the data F':"'T'a_t Type: Deimiter.
fields. Table 24.8 explains each file profile setup [ Delimited [=] [5pace | =]
selection.
ok I Cancel

3. Click Done to save the settings and exit the New File

Figure 24.30
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Table 24.8: File Profile Settings

File Profile Settings

Explanation

Path

Specify the location of the file output target. Click the Browse command button to identify
the path.

Filename Type

Your options are as follows: Prefix + Date, User Specified. An example of Prefix + Date
1s "Payrol + 1999."

Prefix

If the Filename Type 1s "Prefix + date," specify the filename prefix in the Prefix text input

box.
. If the Filename Type 1s "User Specified," enter the filename in the Filename text input box
Filename I .
that will display in place of the Prefix box.
Format Type Your options are as follows: Delimited, CSV, Fixed Format, Line Format.
Delimiter If the format type 1s Delimited, your options are as follows: Tab, Space, Comma, Dash.

% The Format Type “Line Format” will output one value per line.
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Objective 16: Edit a file profile

TimeWizard enables you to edit and maintain your file profiles so that you can ensure ease of
connectivity to your export targets.

Editing file profiles
To edit file profiles, follow these steps: Edit File Profile

1. Click on a file profile to select it. =
ToNEe |

2. Click the Edit Profile command button to open the Path: —

Edit File Profile dialog box for the selected profile. |D:RTWSDbuiIdE_sqI_dept'\SDL'\SYB.&SE
3. Edit the appropriate setup information in the data Filename Tuope: Prefis:

fields. See Table 21.9 for explanations on the file |Preﬁ:.< + Date v| |TW

profile setup selections. Format Type: Delimiter
4. Click Done to save the settings and exit the Edit File | Delimited [=ll|5pace | |;|

Profile dialog box.
(1] I LCancel

Figure 24.31

Objective 17: Delete a file profile

TimeWizard enables you to delete file profiles that you no longer require.

Deleting file profiles

To delete file profiles, follow these steps:

1. Click on a file profile to select it.

2. Click the Delete Profile command button delete the selected profile.
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Objective 18: Write your own script in SQL

If you are experienced in writing SQL scripts and are familiar with the TimeWizard database,
you can write your own DataBridge script to output TimeWizard data to a flat file.

Writing “select” statements in your script is the safest policy. Data manipulation statements

such as “create,” “insert,” “update,” and “delete” statements could irrevocably damage your

TimeWizard database.

Writing your own script in SQL

[Manual DataBridge Script Editor

SeciptName: | ot | oee |
— L o Seript Manual Sciipt Heb
Manual St | ManualOutput |
Menua Scipts

Descrpion Paih J

Descriptions ~[4th Quarter |

SOL Fietoun ] _ Bowe |

Scipt Edtor Save gose |

Figure 25.32
To write your own script, follow these steps:
to select and filter the data and to perform any
calculations needed for the output.

1. In the Interface Controller window, add a new DataBridge
interface.

Select Interface > Setup Options or click the Setup
Options icon or double-click the DataBridge application
name cell to open the DataBridge Script Editor window.

open the Manual databridge setup dialog box. To write a
script based on an existing script, click “Browse” and
select the file to modify.

Write your SQLscript in the text box, including statements

If you plan to post the output data (i.e., flag the
database records that are sent to a specific target), you
must select trans_id from the transactions table.

3. Click the Manual Script button to open the Manual 8. Click “Compile” to test whether the script could be
DataBridge Script Editor window. executed as written. If an error message displays, make
4. In the Manual Script tab page, right-click in the empty elny Tequweqri:orrecnotr;sl. if no message displays,
Manual Scripts area and select “Add” from the popup GortinNLIEe Wit step 9 below.
menu to open the Manual databridge setup dialog box. 9. Click “Save™ to open the Select File dialog box. Enter a
5. Enter a description for your script. unique file name, click the “Sa.ve in” drgp-down box to
] o ) i select where to save the SQL file, and click “Save.”
6. To write a completely new script, click ““Script editor” to . .
9. Enter a unique script name. To open the non-manual

Script Editor, click ““Script,” or to close the window and
return to the Interface Controller, click “Close.”

10. Continue with the steps on the next page.
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Setting up the output for your manual script

Script Mame: [mport I Erport I LClose ‘|
|4th Guarter [ Post Output to Selected Targets

e fjule I o arual Senpt I Help "

Manual Script  Manual Output |

Targets Script Hiztony

Target Mame Description Path and File Mame File Fc |Batch Date & Time I Delete Batch

Atk Qtr Filker \M anual DataBridge G:%Program Files\Time'wizard\ty DIF! -

Figure 25.33

To set up the output for a manual script, follow these steps:

1. Inthe Code Values area (Tools > Code Values), click the 6. Click the Manual Output tab. Right-click in the empty
DataBridge Targets tab to open the DataBridge Targets area to open the Create/Edit Manual Output box. Click
tab page. “Next.”

2. Click “Add” and enter a target name for the export 7. Select whether the output file is to include a header for
destination. Enter a description with the first word each variable in the script and click “Next.”
“Manual,.” 8. Click “Browse.” To retain the name of the file you

3. Repeat step 2 to add multiple targets. Click “OK’ to save want to use, select the file. To change the name of the
the target(s) and close the window. file, select the path, and enter a new name in the File

name box.

4. In the Interface Controller, select the DataBridge
application to be used. Select Interface > Setup Options or 9. Click the Format Type drop-down box and select a

click the Setup Options icon or double-click the format for the output. Click ““Finish.”” The Manual

DataBridge application name cell to open the DataBridge Output page displays the target name, the description

Script Editor window. from Code Values, the path and file name, and the file
format.

5. Click “Manual Script” to open the Manual DataBridge
Script Editor window.

% To retain more than one manual script, add another DataBridge interface in the Interface
Controller window. In the Manual databridge setup window, enter a new, unique script name
and write the script.

349
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Manual script output formats

You can select any of the following file types for the output:

* Comma-separated values

*  Data Interchange format

*  Microsoft Excel format

*  Microsoft Excel 5 format

*  Text with HTML formatting

*  DPowersoft Report (PSR) format
*  SQL syntax

*  Microsoft Multiplan format

*  Tab-separated columns

* Lotus 1-2-3 format

¢  Windows Metafile format

Objective 19: Edit, clone, or delete a manual script

Editing, cloning, or deleting a manual script

To edit, clone, or delete a manual script, follow these steps:

1. To edit a script, select the interface row and open the
DataBridge Script Editor. In the Manual Script tab page,
right-click and select “Edit™” from the popup menu. After
editing and compiling, click ““Save™ and select where to 3
save the SQL file. You can edit the Manual Output
settings in the same manner.

2. To clone a script (i.e., to duplicate a script to be the base 4
of a new script), select the interface row, select Interface >
Clone Interface or right-click the row and select “Clone

Interface.”” Open the DataBridge Script Editor and edit
the default script name, cloned script, and cloned
output settings as desired (see step 1).

. To delete a script but retain the output settings, right-

click the script row or empty area in the Manual Script
tab page. Select “Delete”” from the menu.

. To delete output settings but retain the script, right-click

on the output target row in the Manual Output tab
page. Select “Delete” from the menu.
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Summary

In this chapter, you have learned how to write DataBridge scripts that enable you to gather
specified data in TimeWizard and deliver and post it to targeted external systems.
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C HAPTER

Working with the Table Retrieval

TimeWizard provides the capability for you to create automated links to other systems within
your organization—such as Payroll, Accounting, Human Resources, etc.—allowing a one-
way transfer of data from your selected system into TimeWizard. The Table Retrieval is a
sophisticated import tool that requires some understanding of the data captured within
TimeWizard, time-accounting interfaces, and relational databases. You may need to experi-
ment with this function and seek technical assistance to achieve the desired results.

% In a Table Retrieval, you can choose to import into one or more tables. For example, when

importing employees, you would first want to import any departments, employee codes,
salary codes, and resource codes associated with them. You could combine all of these into a
single retrieval.

Objectives

Create a Table Retrieval

Set up a Table Retrieval

Add a Map Table

Identify the Data Source for a Flat File

Identify the Data Source for a DBMS

Designate the Employee ID (for an Employee MAP Table)
Map the Data

Map the Data (for an Employee MAP Table)

. Preview the Table Retieval

10. Change the Employee ID (for an Employee MAP Table)

YN AN R
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Objective 1. Create a Table Retrieval

Creating a Table Retrieval

To create a Table Retrieval, follow either of these steps: Inierigce Type l

[ atabridge -
1. From the Interface Controller window, click the Add Interface icon. i
?5 ?-E | Primavera Update -

ProjectServer Retrieval
2. Select “Table Retrieval” from the Interface Type data window. To ProjectServer Update

locate the selection, scroll through the drop-down menu. RiesourceServer Retiisve
ResourceServer Update

-

Figure 28.1
|

Objective 2: Set up a Table Retrieval
The first step in creating a Table Retrieval is to name the retrieval set you are about to map.

Setting up a table retrieval

— Retrieval Set
Mare: |TabFiet Log Path: M:\retiogs

. Figure 28.2
To set up a Table Retrieval, follow these steps:

1. Click on the Setup icon or double-click on the interface type 3. TimeWizard automatically specifies the log path.
cell to open the Table Retrieve dialog box. @

2. Enter a name for the retrieval set in the “Retrieval Set Name™
data window.
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Objective 3. Add a Map Table

Each Map Table is a table in the TimeWizard database into which you want to import data. In
addition to the TimeWizard standard selections—Employees, Activities, Employee Codes,
Department Codes, and Salary Codes— you may add map tables for user-defined activity

keys and detail codes.
Adding a map table
To add a map table, follow these steps: iabalicbls
1. In the Table Retrieve dialog box, click the “Add Table”” command [Salay Codes | =]
button to add a map table. Department Code [
2. Click on the Map Table data window to select a map table. To locate g:;:::zz;e :
the selection, scroll through the drop-down menu. EPrvep—. =
[Aotiviies ]

Add Table |
Lielete Table |

Figure 28.3
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Objective 4. Identify the Data Source for a Flat File

For each Map Table, you must identify the data source and data mapping parameters. The
data source can be either a flat file or a DBMS.

Identifying the Data Source for a Flat File

% Flat File
" DBEMS

File Types | CSY [comma separated values] =] Browze |

File Name: frans. s

Figure 28.4

To identify the Data Source for a Flat File, follow these steps:

1. Click on the “File Type™ data window to select either TAB 2. Type the appropriate file name in the File Name data
(Tab Delimited) or CSV (Comma Separated Values) as the window or click on the Browse command button to
file type. To locate the selection, scroll through the drop- locate the file.
down menu.

3. Click Apply to save the settings and remain in the Data
The source file cannot have more than 30 tab Source window.
delimited columns.

Objective 5: Identify the Data Source for a DBMS

% If you click on the external data column, TimeWizard retrieves a list of all tables and views in
the database available for mapping.
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Identify the Data Source for a DBMS

:_f(u Table Retrieve

Retrieval Set
|7Name' TabRet Log Path: M:4etlogs ‘
7~ MAP Tablk
[+| DataSaurce |Emp|uyeeID Data Mapplngl Prevlewl Change IDI
[Sclary Codes |
Salary Codes [=] o LTS
£+ DBMS
DB Prafile Name: ACS_TIME Database Database Profile
Extemnal T able: [security_profile
Filter Mame: Employees
#dd Table
Delete Table |
oK | Lancel | Apply | Help
Figure 28.5

To identify the Data Source for a DBMS, follow these steps:

1. ldentify the data source type as DBMS. 5. In the External Table data window, enter the name of the
2. Click the Database Profile command button to open the table from which you want to retrieve data.
Select Database Profile dialog box. 6. Click on the Filter command button to specify a filter for
3. Select a database profile from the list. the retrieval.
For instructions on how to create a new database For instructions on how to create a new filter or
profile or edit an existing database profile, see the edit an existing filter, see the Introduction of this
Introduction of this section. oLl

4. Click OK to save the setting and return to the Data Source 7. Click Apply fsze the settings and remain [ the Data
it Source window, or click OK to save the settings and
return to the Interface Controller window.
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Objective 6: Designate the Employee ID (for an Employee MAP Table)

Designating the Employee ID (for an Employee MAP Table)

To import employee data, you must map the structure of employee names in each system and
specify employee status preferences upon retrieval. In addition, you must map certain re-

quired fields.

5% Table Retrieve E

Fietrieval Set
[Name TabRet Log Path: M:etlogs |
~ MAP Tabl

w|| DataSource Employes D | Data Mappmgl F'lewawl Change ID |

Salary Codes hd

Depatmen Cods [=] | Emplayes Name Source: INamEs are in separale fields ™

=

Trarsactions E

Emp Rescode hd

Resources = =

Activities i Employze Stalus Clption: [ e

Source Emplayee Active Status is designated by the value: ECT\VE
Timeizard Field Action Source Field Mame
aor T Default
T Last Mame Map Ta Character
*—”I iddle Initial Map Ta [=fl|Yes |x Character| |
Delete Table Status Map Ta [=fl|Yes |x Character| |
ok I Cancel | Apply | Help I
Figure 28.6

In the Employee ID section, click on the “Employee Name
Source™ data window to specify your field preference. To

locate the selection, scroll through the drop-down menu. The 4

choices are as follows:

* “Names are in Separate Fields™
* “Full name is in One Field”

If you select “Full name is in One Field,”” click on the “Full
Name Format™ drop-down windows to specify a preferred
name format (e.g., Last Name, First Name, Middle Initial).

Click on the “Employee Status Option™ data window to
specify your preference. To locate the selection, scroll through

To designate the Employee ID (for an Employee MAP Table), follow these steps:
1.

the drop-down menu. Table 28.1 explains the status
options.

If the status option is ““Status is mapped from input
data,” click on the “Source Employee Active Status is
Designated by the Value™ data window to enter the
value that represents an active employee. For example,
“A” could designate Active, and “I’’ could designate
Inactive.

5. To change the data in each TimeWizard field, click on
the data windows to specify an action and default
value.
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Table 28.1: Employee Status Options

Employee Status Options Definition

In this option, the status is mapped to the field (file import) or column (database

Status is mapped from input data im port).

In this option, the status defaults to 1 (active). (Note: You still must set datamap

All imported employees are active . . N
P ploy specifications for the field or column.)

In this option, the status defaults to -1 (inactive). (Note: You still must set datamap

All im ported employees are inactive specifications for the field or column.)

Objective 7: Map the Data
The TimeWizard required fields and available optional fields differ for each map table.

Mapping the Data

22 T able Retrieve
Retrieval Set |

[Name [T abRiet Log Path: M:4retlogs

[~ MAP Tabl

DataSowrce Data Mapping | F'rewewl

= | TmeWizadField|  Action | Replace | Source Field No. | Souce Field
Depatment Lode Exsling?| or T Defauit_| ~Datalype
Lransactions = | "Reauied Ficids
Emp Rescode |
Fiesouces -
Activiies -
TimeWizard Field | Action | Replace | Source Field Name| Source Field | Leave Activ |
Evisting?| _or Default Value | Datatype
Dptional Field)
Add Table | [Scenario *||Map Ta [=||ves Liﬁeld Character
Delete Table [Fraie=t wi[MapTo [=l[es [=iffield Character _
[Task =M To_[=i[7es [=ifeid Character
4| | _’l—l
AddEield WElEE Field!

Ok | Cened | appb | Hen |

Figure 28.7
To map the data, follow these steps:

1. In the Data Mapping section, click the Add Field command 3. To delete a datamap field, select the appropriate field
button. and click the Delete command button.
2. Select the appropriate parameters from the drop-down boxes. 4. Click Apply to save the settings and remain in the Data
Table 28.2 explains the parameter columns. Mapping section, or click OK to save the settings and
return to the Interface Controller window.
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Table 28.2: Data Mapping Parameters

Data Mapping Parameters

Explanation

TimeWizard Field

This parameter specifies the field of information within your TimeWizard system (e.g., Priority, Department
Code).

If the field is ETC (Estimate to Complete), a property setting determines whether or not TimeWizard’s ETC
calculations will be combined with the value mapped from the external source. The default property setting does
not include TimeWizard calculations to adjust the ETC. To change the property setting to include the calculations,
see the TimeWizard Installation Guide; you will also need to set the Replace Existing parameter to "Yes" and the
Action parameter to "Map To."

Replace Existing?

This parameter specifies whether or not you want to change or update information in the selected TimeWizard
field for existing records.

Action

This parameter identifies to TimeWizard whether to "Map" (i.c., transfer) the incoming data to the selected
TimeWizard field or to "Default” a specific value to the selected field.

Source Field Name, Field No.,
or TimeWizard Default Value

This parameter identifies the incoming field name, field number, or default value. "Field number" refers to the
position of the field in a tab-delimited or comma-separated text file.

Source Field Datatype

This parameter identifies the type of incoming data (i.e., character, numeric, or date).

Note: For text files, all data will be considered character.

Objective 8: Map the Data for an Employee MAP Table

In the Data Mapping window for an Employee MAP Table, the TimeWizard required fields
differ according to the settings in the “Employee Name Source” data field in the Employee ID
window. The available optional fields do not differ.

If you selected Separate Fields, required TimeWizard fields are: Approval Level, Employee
Code, Employee ID User, First Name, Last Name, Middle Initial, Salary Code, and Status.

If you selected One Field, required TimeWizard fields are: Approval Level, Employee Code,
Employee ID User, Salary Code, and Status. (See Section 4: Managing Resources.)

For either selection, the optional TimeWizard fields are: Department Owner, Domain Name,
Email Login ID, Email Type, Employee Status, Employee ID, Manager, Network Login 1D,
Password, SSN, and Leave Balance #1-15.
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Mapping the Data for an Employee MAP Table

24 Table Retrieve
Retrisval Set
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Ficuired Figlds
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M

Action
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Add Tahls Leave Bal B1 [#[Map To [=[¥es [=]fied | Character [Comp Time[ =]
Delete Table Emp Sialus_|7|[MapTe_|=|[Tes_[=]fied Character

< | »

Add Field Dl e
Ok I Lancel | £pply | Help |
Figure 28.8

To map the data for an Employee MAP Table, follow these steps:

1. In the Data Mapping window, select the appropriate required 3. To delete a datamap field, select the appropriate field
field parameters from the drop-down boxes. Table 28.3 and click the Delete command button.

explains the employee data mapping parameter selections. 4. Click Apply to save the settings and remain in the Data

2. Click the Add Field command button to add optional fields. Mapping window, or click OK to save the settings and

return to the Interface Controller window.
|
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Table 28.3: Employee Data Mapping Parameters

Data Mapping Parameters Explanation

This parameter specifies the field of information within your TimeWizard system (e.g., Employee Code,

TimeWizard Field Department Code).

This parameter specifies whether or not you want to change or update information in the selected TimeWizard

S
Replace Fxisting? field for existing records.

This parameter specifies to TimeWizard whether to "Map" (i.e., transfer) the incoming data to the selected

Action TimeWizard field or to "Default” a specific value to the selected field.

Source Field Name or

TimeWizard Default Value This parameter identifies the incoming field name or default value.

Source Field Datatype This parameter identifies the type of incoming data (i.e., character, numeric, or date).

This parameter is used strictly by the Employees table for Leave Balance mappings (e.g., which activity in
TimeWizard is mapped to "vacation” in the external system) when the selection in the TimeWizard Field box is a
Leave Balance. Note: First, you must create the overhead leave type of activity, resource assignments, and
employee assignments. Then TimeWizard can map the leave balances into the BAL field in the employee’s

Leave Activity assignment record.

By default, the Leave Balance drop-down list displays values from the activity Description field. To change a
property setting so that the list displays values from the first activity field instead, see the TimeWizard
Installation Guide.

This parameter specifies the resource code (<unclassified> or a user-defined resource code, such as Admin, Mgr,

Leave Resource or SysEngr) that should be used when creating Leave Assignments.

Objective 9: Preview the Table Retrieval

If you are retrieving data from a database, TimeWizard enables you to preview your Table
Retrieval settings.

% To use the preview function, the Map Table data source should be DBMS.

If you preview before mapping the data, you will see all fields available in the table. You may
choose to use this function as a tool when initially building a Table Retrieval to see what is in

the fields you want to retrieve.
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Preview the Table Retrieval
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Figure 28.9
To preview the Table Retieval, follow these steps:
1. Verify that all of your Map Table settings are correct. 3. Click OK to return to the Interface Controller window.

2. Click the Preview tab to preview your Table Retrieval settings.

Objective 10: Change the Employee ID Field (for an Employee MAP Table)

There are times when the need arises to change employee IDs in TimeWizard. For example,
your company moves to a new Human Resources system or a group of contract employees are
hired as permanent employees. To accomodate this need, the Change ID window enables you
to change a TimeWizard employee ID from an outside application update.

% This function is not for changing employee IDs one at a time. Rather it enables you to change
an employee ID field for group alterations. If there is no change, then the values for both old
ID and new ID can be the same.
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Changing the Employee ID Field
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Figure 28.10
To change the Employee ID Field, follow these steps:

1. In the Change Employee ID window, enter the old employee 3. Click Apply to save the settings and remain in the
ID field number or column in the Old Employee ID text box. Change ID window, or click OK to save the settings

2. Enter the new employee ID field number or column in the and return to the Interface Controller window.
New Employee ID text box.

Summary

In this chapter, you have learned how to create automated links to other systems within your
organization—such as Payroll, Accounting, Human Resources, etc.—allowing a one-way trans-
fer of data from your selected system into TimeWizard.




C HAPTETR

Working with Custom Applications

In the event you require a unique interface between TimeWizard and another application,
TimeWizard enables you to set up the execution of an interface of your own design.

The custom application “.exe” must reside on the application server in the TimeWizard direc-
tory. For information about the TimeWizard application server, see Objective 2 in the Intro-
duction to this section.

Objectives

1. Set up a Custom Application
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Objective 1. Set up a Custom Application

Setting up a custom application

To set up a custom application, follow these steps: Interface Type |
Databridge
1. Click the Add Interface icon B (Interface > Add Interface) to add a new interface field. 2 d
o Table Retrievals -

2. Select Custom Application from the Interface Type drop-down menu. (See Figure 26.1.)

3. Click on the setup icon or double-click on the interface type cell to open the “Enter Cloes Period - Dvanid =
Application Name™ dialog box. (See Figure 26.2.) RS SIC e

Cuztom Application

[ratabridge h

5. Once you have completed the setup procedures, click the Execute Now icon (Interface > |Exception Processar
Execute Now) to run the interface. You also can set up interface intervals for scheduled Microzoft Project Fetrieve

4. Type in the name of the custom application and click on OK.

execution. For information about the TimeWizard interface intervals, see Objective 6: Microzaft Project Update
Set up the Interface Interval, in the Introduction to this section. il
Figure 26.1
myapp.exel
Figure 26.2
Summary

In this chapter you have learned how to set up an interface of your own design in the TimeWizard
system.




C HAPTER

Working with AutoPopulate

TimeWizard AutoPopulate enables you to have time entered automatically on employees’
timesheets. You may want to automatically populate timesheets of employees who usually
work the same amount of time on standard assignments.

For example, your accounts payable staff may work eight hours a day, Mondays through
Thursdays, on the assignment “Accounts Payable” and eight hours a day on Fridays on the
assignment “Payroll.” Employees can still enter and edit time when an exception occurs in
their routine.

Objectives

1. Seta Timesheet Template through the Timesheet
2. Set up the AutoPopulate process in the Interface Controller
3. Execute the AutoPopulate process

367



368

Section Seven < Sharing Information Between TimeWizard and Other Corporate Systems

Objective 1. Set a Timesheet Template through the Timesheet

Setting a Timesheet Template

To set a Timesheet Template, follow these steps:

1.

A timesheet template is a model of the time and employee assignments for one employee, in
one period, that TimeWizard can use to automatically populate that employee’s timesheet in
other periods. Employees who are designated as AutoPopulate users (Employees > Employee
Detail window) can make templates of their timesheets for use in the AutoPopulate process.
Department owners can also set templates in the timesheets of AutoPopulate users in their

departments.

In the Timesheet of the employee, select a period that has the
time entries for the assignments you want to include in the
template. Do not select a period that includes any time entries
you do not want in the template. The period may include
assignments without time transactions.

All of the assignments with time entries in the period
must be open assignments.

From the Timesheet menu, select Set Template. When
the template has been set from the period’s timesheet,
a checkmark will display to the left of the Set Template
menu item.

An employee may have only one timesheet template
at a time.

To select a different period for a timesheet template, first
select the desired period. Then select Set Template from the
Timesheet menu. A checkmark will display by the menu item
of the new period’s timesheet. A checkmark will no longer
display by the menu item of the previously used period.

You can also deselect a template by clicking on the
Timesheet > Set Template menu item that displays a
checkmark.
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Hotes... Chel+M
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Sort By k
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Figure 27.1
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Objective 2: Set up the AutoPopulate process in the Interface Controller

To continue setting up AutoPopulate, you will first add the AutoPopulate Interface in the
Interface Controller window. You can then run the AutoPopulate process for the current
period or you can set up an interface interval to have the process run at regularly-scheduled
times.

% AutoPopulate only populates timesheets in the current period. However, AutoPopulate can be
scheduled to run automatically once every period by setting up the appropriate interval in the
Interface Controller.

Adding the AutoPopulate Interface type
=1

B4 Timewizard Administrator

File Interfface Tools Window Help

=8| » e etz @5=2H S 288 S BEE| %= w0

Budd a new interface

Figure 27.21
To add the AutoPopulate Interface type, follow these steps:
1. In the Interface Controller window, click the Add Interface 2. In the new interface row, select AutoPopulate from
icon E or select Interface > Add Interface from the menu. the Interface Type drop-down menu.

If you choose to have AutoPopulate run automatically at scheduled intervals, follow the steps

in the introduction to this section in Objective 6: Set up the Interface Interval.
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Objective 3. Execute the AutoPopulate process

Summary

Each time AutoPopulate runs, TimeWizard checks whether employees, assignments, and the
current period meet specific AutoPopulate criteria. Some employees’ timesheets, which met
the criteria when the templates were set, may not meet all the criteria at the time when
AutoPopulate is run. When the AutoPopulate process finishes, a log file is generated that lists
the employees whose timesheets were populated and any cases of employees with timesheet
templates who did not meet the other validation criteria.

For all active employees with timesheet templates, AutoPopulate checks adherence to the
following criteria:

1. The current period is open.
2. The current timesheet has no previously entered time transactions.

3. All time entries on the template are associated with assignments included on the
current timesheet.

4.  The assignments in criterion 3 above are currently open.

5. The employee is authorized to use activities associated with the assignments in crite-
rion 3, in accordance with current Access Lists defined in the TimeWizard business
rules.

To execute AutoPopulate for the current period only, follow the steps in the introduction to
this section for Objective 4: Execute TimeWizard Interfaces. To have AutoPopulate execute at
scheduled intervals you have set, click on the Start Scheduler icon or select Interface > Start
Scheduler from the main menu.

To see the log file to learn what errors may have occurred, follow the steps in the introduction
to this section for Objective 5: Browse Interface Log Files.

In this chapter, you have learned how to use AutoPopulate to automatically populate timesheets
with time transactions.




C HAPTETR

Working with the Close Period
Override Utility

Using the Close Period udlity in the Interface Controller window, you can schedule the clos-
ing of approval periods in your TimeWizard system. In addition, you can sequence the execu-
tion of the Close Period wtility so that it runs just prior to other interfaces.

When the Close Period utility executes, it closes the last unclosed period—even if timesheets

in the period have missing approvals.

Objectives

1. Define a Close Period override
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Objective 1. Define a Close Period override

Defining a close period override

To define a close period override interface type, follow these steps: Interface Type |
D atabridge -
1. Click the Add Interface icon (Interface > Add Interface) to add a new interface field. Table Retievals =
2. Select Close Period-Override from the Interface Type drop-down menu. Custom Application -
3. Setup interface intervals for scheduled execution of this interface. See the Introduction to this x
section, Objective 6: Setup the Interface Interval. -
. . . Custom Applicati
4. Click the Execute Now icon (Interface > Execute Now) to run the interface. D:Taz: dgzplca o

Exception Processor
Microzoft Project Retriesve
icrozoft Project Update

-

Figure 28.1

Summary

In this chapter you have learned how to close the last unclosed period even if timesheets in the
period have missing approvals.




C HAPTER

Working with the Exception Processor

The TimeWizard Exception Processor allows you to specify circumstances under which you
want to have exception messages or email notification (specifying such conditions as missing
timesheet submittals, missing approvals, or rejected timesheets) sent to specified individuals
within your company.

% You can set up multiple exception interfaces, and each exception interface can have its own set
of mail o, filter, and date specifications.

Exception data is written to an interface log file, regardless of whether TimeWizard is con-
nected to a mail system. To set up the mail link to send exception e-mail messages, refer to the
TimeWizard Implementation Guide.

Objectives

Add a standard exception to the Interface Controller window
Set up a standard exception
Create a custom exception

Edit standard or custom exception text

hANE I S

Delete a custom exception
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Objective 1:

Objective 2:

1. In the Interface Controller window, select the exception 3. In the Exception Processor Name data field, enter a
processor from the Interface Type column. name for the exception interface.

2. Click on the setup icon g or double-click on the interface 4. Click the Standard tab.
type cell to open the “Exception Processor Options™ dialog 5. Click on the boxes to select or deselect (turn on or
box.

Add a standard exception to the Interface Controller window

The first step is to select a standard exception interface type in the Interface Controller win-
dow.

Adding a standard exception

To add a standard exception, follow these steps: il T |

Dratabridge -

1. Click the Add Interface icon (Interface > Add Interface) to add a new Table Retrievals -
interface field. Custorn Application -

2. Select Exception Processor from the Interface Type drop-down menu. Clase Period - Ovenide |+

Cloge Period - Overide &
Custom Application
Databridge

= or Pr

Microzoft Project Retrieve
Microgzoft Project Update -

Figure 29.1
|

Set up a standard exception

The standard exception setup process enables you to filter the exceptions and specify who
receives the email notifications.

To have the exception data simply write to the interface log file, without connecting to an

email system, do not select any recipients in the “Mail Exception Logs To” area. (See Figure
29.2.)

Setting up a standard exception (continued on page 343)

To set up a standard exception, follow these steps:

off) the standard exceptions. (Table 29.1 describes
each selection.)
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Setting up a standard exception (continued from page 342)

E_-_—_%Exceplion Processor Options

MHame: ITWEXP
Standard |Eust0m |

Exception M ame:
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Mizsing Submit v On/Of
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[~ Employes

— Mail Exception Logs Ta:

[T Manager of Employee
[T Department Owners of Employes
[T Timewizard Administrators

Edi... |
Filter... |

Filtername: <M one:

ing Dept Appra: )
v
ey —— T on [ F'er?d.lng Department Owrer
Timesheet Audit [~ On/0f I Activity Dwner
Far Period Ending: | Lz Current Period ;I

Each employee who has a missing approval

u] LCancel I

Apply | Help |

6. The exception data is written to an interface log file directory
named ““exlogs” regardless of whether you send exception logs
by email. To send exception email messages, select the
recipients in the ““Mail Exception Logs To™ area from the
following:

* Employee

* Manager of Employee

* Department Owners of Employee

* TimeWizard Administrators

« Pending Department Owner

* Activity Owners

Your choices of exceptions will affect the availablity of recipients
(e.g., if you pick “Missing Dept Approvals,” then ““Activity
Owner” will be unavailable).

To send mail to the TimeWizard Administrator, a fully-

qualified Internet mail account must be set up for the
user, “TWADMIN.”” The same password used to access the
TimeWizard Administrator application with the Login ID,
“TWADMIN,” must be assigned to this email account.

Figure 29.2

7. Click on the “For Period Ending” drop-down box to

specify the period for which you want to report the
exceptional data. The list includes:

« Use Current Period

* Use Last Closed Period

« Period Ending Date = (in which case you must
specify the period ending date)

You will still need to set up an interface

interval if you want to schedule when the
Exception Processor will run. (See Objective 6 in the
Introduction to this section.)

. Click on the Filter command button to specify a filter

for the exception processor.

For instructions on how to create a new filter
or edit an existing filter, see the Introduction
of this section.

. Click Apply to save the settings and remain in the

Exception Processor Options dialog box, or click OK to
save the settings and exit the dialog box.
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Table 29.1: Standard Exceptions

Exception Name

Description

Broadcast Message

A general broadcast message

Missing Activity Approvals

Each employee who has a missing activity approval

Missing Submit

Each employee has a missing submit

Historical Corrections

Each employee whose timesheet data was modified in a closed period

Missing Dept Approvals

Each employee who has a missing department approval

Rejected Timesheets

Each employee who has a rejected timesheet

Timesheet Audit

Each employee whose timesheet data was modified by someone else in an open period

message. You can also set up multiple Exception Processor interfaces if you want to send the

If you want to send different exception messages at different times, you can set up multiple
Exception Processor interfaces in the Interface Controller, instead of editing the exception

same exception message to different recipients at different times.

Objective 3: Create a custom exception

In addition to the standard exceptions provided, TimeWizard enables you to create an excep-

tion of your own design.
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Creating a custom exception (continued on page 346)

gEm:epliun Processor Dptions

Mame: JIWEXF
Standard  Custom |
E tior Mame:
*CEP on e i Mail Exception Logs Tar
Overtime & On/Oft [ Emploves Add.
¥ Manager of Employee Edit
[™ Department Dwners of Employes —
[ TimeWizard Administrators Delste
[~ Pending Department Ovner Eilter...
[T Activity Dwner
For Period Ending: | U2 Current Period 'I
Detail Code Test Hours
I(Total Hours» »|[> =] 4000
Timesheets with more than 40 hours
oK I Cancel | Apply I Help I
Figure 29.3

To create a custom exception, follow these steps:

the exception interface.

4. Click the Custom tab.

5. Click on the Add command button to open the “Enter

Exception Name” dialog box (see Figure 29.4). Type in the
name. In the Description box, type in the text you want
included in the exception message. Click on OK to save your
entries and close the dialog box. When the exception is
highlighted in the left frame, the text will display below the
frame.

1. In the Interface Controller window, select the exception 6. Click on the boxes to select or deselect (turn on or off)
processor from the Interface Type column. each available custom exception.

2. Click on the setup icon g or double-click on the interface 7. In the “Mail Exception Logs To™ area, select the recipients
type cell to open the “Exception Processor Options™ dialog of the exception logs from the following:
box. * Employee

3. In the Exception Processor Name data field, enter a name for * Manager of Employee

» Department Owners of Employee
» TimeWizard Administrators

» Pending Department Owner
 Activity Owners

To send mail to the TimeWizard Administrator, a

fully-qualified Internet mail account must be set
up for the user, “TWADMIN.”” The same password used
to access the TimeWizard Administrator application with
the Login ID, “TWADMIN,”” must be assigned to this
email account.
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Creating a custom exception (continued from page 345)

8. Click on the “For Period Ending™ drop-down box to specify :_f‘? Enter Exception Hame
the period for which you want to report the exceptional data.

. MHanne:
The list includes: |Dvertim d
e Use Current Period o
Dezcription:

 Use Last Closed Period
« Period Ending Date = (in which case you must specify
the period ending date)

Timezheetz with rore than 40 hours. ;I

||

You still need to set up an interface interval if you
want to schedule when the Exception Processor will oK
run. (See Obijective 6 in the Introduction of this section.)

Figure 29.4

9. Define the detail code test statement for each custom
exception. oT).

10. Click on the Filter command button to specify a filter

a. Click on the Detail Code drop-down box to select either !
for the exception processor.

Total Hours or other user-defined detail codes (e.g., Cost Type).
For instructions on how to create a new filter or edit an
% existing filter, see the Objective 9 in the

Introduction of this section.

b. Click on the Test drop-down box to select the appropriate
comparison operator (e.g., <, >, =).

¢. Click on or tab to the Hours text box and enter the number

of hollrs, 11. Click Apply to save the settings and remain in the

Exception Processor Options dialog box, or click OK to

d. If you selected a user-defined detail code in step 9a, click on save the settings and exit the dialog box.

the Detail Value drop-down box to select a detail value for the
detail code (e.g., for the detail code Cost Type, pick REG or

You may want to set up a missing submit exception interface to email employees only on

Friday afternoon, a second missing submit exception interface to email to the employees’
managers on Monday morning, and a third missing submit exception interface to email to
department owners on Monday at noon.
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Objective 4. Edit standard or custom exception text

Standard exception data displays with default text that describes the exception. You can edit
standard or custom exception text or append additional text to be sent to the designated
recipients.

When an exception is highlighted in the left frame, the current text for that exception displays
below the frame.

Editing standard or custom exception text

To edit exception text, follow these steps: 294 E dit E xception

M arne:

1. Click the standard or custom tab. —
Mizzing Dept Approvals

2. Highlight the exception name. ; .
Email Meszage Description:

3. Click on the Edit command button to open the “Edit Each emplayes who has amissing |« |
Exception” dialog box. appraval

4. In the “Email Message Description™ text box, modify the text. =

5. Click on OK to save your modifications and close the dialog ok | Concel |
box Figure 29.5

Objective 5. Delete a custom exception

Deleting a custom exception

To delete a custom exception, follow these steps:

1. Click the custom tab.

2. Highlight the custom exception name in the left frame.
3. Click on the Delete command button.
4

. TimeWizard displays a prompt, ““Are you sure you want to delete the selected Exception?” Click Yes to
delete the custom exception.
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Summary

In this chapter, you have learned how to specify circumstances under which you want to have
exception messages (specifying such conditions as missing submittals, missing approvals, or
rejected timesheets) sent via email to specified individuals within your company. Regardless of
whether you connect to an email system, exception data can be written to an interface log file.
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Introduction to Reporting Business
Information in TimeWizard

Let Me Draw You a Picture

All of the corporate data in the world is not worth a cent if it cannot be shared so that others can understand
it. Thatsaid, TimeWizard’s reporting capability may be the most important feature of all. In other TimeWizard
manuals, you learned how to customize TimeWizard to capture data unique to your company. You also
learned how to share that data with other systems used throughout your company. In this guide, you learn
how to gather all of that data into specific informational categories and produce interactive, presentation-
quality reports. TimeWizard has pre-installed report categories and standard reports designed to compile the
information you need to make accurate business decisions. You also have the option of customizing report
categories and reports using the Crystal Report Writer 7.0 software product.

% The report setup process and the selection of pre-installed reports is the same for TimeWizard and
TimeWizard.enterprise. In the objectives in Chapter 2, follow the steps for setting parameter values
for your selected report—regardless of which TimeWizard application you are using. For your convenience,
an example setup screen from TimeWizard and TimeWizard.enterprise is provided for each report.
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This guide includes the following:

Chapter 1: Identifying Pre-installed Report Categories and Reports
Chapter 2: Setting Parameter Values for Pre-installed Reports
Chapter 3: Exporting and Printing Reports

Appendix A: Pre-installed Reports Reference
Appendix B: Custom Field Formula Specifications




CHAPTTER

Identifying Pre-installed Report
Categories and Reports

TimeWizard has six pre-defined report categories and 21 pre-installed standard reports—all
designed to compile the information you need to make accurate business decisions. This
chapter offers administrative data on each report that will help you run and customize them
for your use.

Objective

1. Identify the pre-installed report categories and reports




Chapter One

Identifiying Pre-Installed Report Categories and Reports

Objective 1: Identify the pre-installed report categories and reports

The tables in this objective present the six pre-defined report categories and 21 pre-installed
standard reports. TimeWizard has supplied these report categories and reports for your
convenience. However, your company is not bound by these selections. You may decide to
modify existing report categories and reports, or you may decide to compose completely
new reports to add to the existing selection. Table 1.1 lists the standard reports and identifies
the report file names for Oracle and SQL Server. Table 1.2 lists the report categories and
identifies the reports available to each category.

The Time and Attendance User categories and reports are referenced in the following tables
and are discussed in the TimeWizard Time & Attendance Suite User’s Guide.
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Identifiying Pre-Installed Report Categories and Reports

Table 1.1: TimeWizard Standard Reports

Department Owners

Report File Name: Oracle File Name: SQL Server
Employee Profile EmpListOra.rpt EmpListSQL.rpt
Timesheet Audit Report AuditOra.rpt AuditSQL.rpt
Activity Summary ActSumOra.rpt ActSumSQL.rpt
Timesheet Summary TimShtOra.rpt TimSheSQL.rpt
Resource Assignments for Department Owners [ ResAsnDOOra.rpt ResAsnDOSQL.rpt
Resource Assignments for Activity Owners ResAsnPMOra.rpt ResAsnPMSQL.rpt
Expense Report ExpOra.rpt ExpSQL.rpt
Pie Chart for Department Owners PieChtDOOra.rpt PieChtDOSQL.rpt
Pie Chart for Activity Owners PieChtPMOra.rpt PieChtPMSQL.rpt
Bar Chart for Department Owners BarChtDOOra.rpt BarChtDOSQL.rpt
Bar Chart for Activity Owners BarChtPMOra.rpt BarChtPMSQL.rpt
Timesheet Report TimesheetOra.rpt TimesheetSQL.rpt
Timesheet Report for Department Owners TimesheetDOOra.rpt TimesheetDOSQL.rpt
Missing Timesheet MisTimOra.rpt MisTimSQL.rpt
Missing Approvals MisAppTimOra.rpt MisAppTimSQL.rpt
Timesheet Status TimStaOra.rpt TimStaSQL.rpt
Billing Report BilSumOra.rpt BilSumSQL.rpt
Resource Code Associations ResEmpOra.rpt ResEmpSQL.rpt
Time and Attendance Resource Assignments for [ TASResAsnDOOra.rpt TASResAsnDOSQL.rpt

Time and Attendance Timesheet for
Department Owners

TASTimesheetDOOra.rpt

TASTimesheetDOSQL.rpt

Time and Attendance Summary

TASTimShtOra.rpt

TASTimShtSQL.rpt

Time and Attendance Timesheet

TASTimesheetOra.rpt

TASTimesheetSQL.rpt
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Table 1.2: TimeWizard Report Categories

Report Categories

Available Reports

Administrator

Employee Profile

Activity Summary
Timesheet Summary
Missing Approvals

Missing Timesheet
Timesheet Status

Resource Code Associations
Timesheet Audit Report

Department Owner (Functional Manager)

Employee Profile

Timesheet Summary

Resource Assignments for Department Owners
Expense Report

Missing Timesheet

Missing Approvals

Pie Chart for Department Owners

Bar Chart for Department Owners

Timesheet Report for Department Owners
Timesheet Status

TAS Resource Assignments for Department Owners
TAS Timesheet for Department Owners

Time and Attendance Summary

Activity Owner (Project Manager)

Activity Summary

Resource Assignments for Activity Owners
Pie Chart for Activity Owners

Bar Chart for Activity Owners

Timesheet User

Timesheet Report

Financial

Activity Summary

Expense Report

Billing Report

Timesheet Summary

Pie Chart for Department Owners
Pie Chart for Activity Owners

Bar Chart for Department Owners
Bar Chart for Activity Owners

Time and Attendance User

TAS Timesheet




CHAPTTER

Running TimeWizard Reports

In this chapter, you will learn how to select a report category and report, and to set the
prer, y p gory p
parameter values before previewing, exporting or printing the TimeWizard reports.

Objectives

1. Select a reports category and report
2. Set parameter values for a report
2a.  For an Employee Profile report
2b.  For an Activity Summary report
2c.  For a Timesheet Summary report
2d.  For a Resource Assignments for Department Owners report
2e.  For a Resource Assignments for Activity Owners report
2f.  For an Expense report
2¢g.  For a Pie Chart for Department Owners report
2h.  For a Pie Chart for Activity Owners report
2i.  For a Bar Chart for Department Owners report
2j.  For a Bar Chart for Activity Owners report
2k.  For a Timesheet report
2l.  For a Timesheet Report for Department Owners report
2m. For a Missing Timesheet report
2n.  For a Missing Approvals report
20. For a Timesheet Status report
2p.  For a Billing report
2q. For a Resource Code Associations report

2r.  For a Timesheet Audit Report
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Objective 1: Select a report category and report

Depending on your company’s needs, your Administrator has preset your access to report
categories, which contain a specific group of reports. A typical report access setting for
timesheet users is the Timesheet User report category.

TimeWizard includes several pre-installed report categories and reports for your company’s
convenience. The report listings may change if they are customized by your company.

Selecting a report category and report

To select a report category and report, follow these steps

1.

3.

:—ft‘ Hun Reports x| =
r Report Categories————————————— - Elrer Gl Rsturm
Preview. . | P Qary
| Timetafizard Administrator |:| |
it Department Owner (Functional Manager) j

Print Setup. |
— Reports List: Close | Feports |

| Activity Summary
ppraval Status
=

Iizzing Approvals

Missing Timesheet Reports
Timesheet Status Erol ot
; mployee Profile -
Timesheet Summary .
Timesheat Summal

Fesource s

Expense Report
Approval Status
Pie Chart hd|

N i

. LT YT
Figure 2.1A  woRD

" ExcEL

Execute Report |

Click the Run Reports toolbar icon by | or select Tools >
Reports > Run Reports from the main menu to open the
Run Reports dialog box. For TimeWizard.enterprise, click Figure 2.1B
on the reports button @EEETEENE] from your employee
home page. Figure 2.1B displays the
) i TimeWizard.enterprise report selection
In the Report Categories area (Figure 2.1A), select a ——
report category from the drop-down menu. For . . .
TimeWizard.enterprise, click on the reports command 4. Click on the Preview @y At commandvbuttc‘)n to
button to populate the reports list for the category. run the report. For TimeWizard.enterprise, click on
i the Execute Report command button.
In the Report List area, select a report.
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Objective 2: Set parameter values for a report

TimeWizard requires that you specify parameter values for your reports. These values tell
TimeWizard and the Crystal Report Writer application how to construct your selected
report using the data you require. The parameter value settings differ for each report, but
the process is the same. The following steps are explained in more detail for each report in
Objectives 2a - 2r.

1. Click the Run Reports toolbar icon LI | or select Tools > Reports > Run Reports
from the main menu to open the Run Reports dialog box.

2. In the Run Reports dialog box, select a report category and report.

3. Click “Preview” or “Print” to open the Enter Parameter Values window for the
selected report.

4. Click each parameter value tab and enter the appropriate values. Table 2.1 explains
specific rules that apply to the parameter value setup for TimeWizard.enterprise.

5. Click “OK” to save the settings and preview or print the report.

Both the “Preview” and “Print” command buttons open the Enter Parameter Values window
for the sclected report. The difference in the commands is when you complete the param-
eter values setup process and click the “OK” command button. TimeWizard then either
previews or prints the selected report, depending on which command began the setup
process.

Assuming your custom fields for activities are “Project” and “Task™:

* Ifyouwant to see hours summed by Project in the report, then select only act_ukeyl.

* If you want to see hours summarized at the Task level, then select act_ukey 1 and
act_ukey2

* If you want to see hours summarized by detail code values, then select that value.
For example, the detail code field named “Cost Type”may be selected to summarize
hours by an associated value named “regular” or “overtime.”
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Objective 2a: Set parameter values for the Employee Profile report

Enter Parameter Values x|

departments_owned I

Report Parameters

For which Diepaitment(z]?

departments_omned

Walue |SalasMrkt j

QuahlyAssurance;I

Add

Delete Preview

Cancel

Figure 2.2 Figure 2.3

To select a report category and report, follow these steps:

1. Click the Run Reports toolbar icon Lt | or select Tools > generate the report. Click on the Value drop-down
Reports > Run Reports from the main menu to open the menu to display the fields that contain the departments
Run Reports dialog box. owned. Select the desired field and click Add to add the

field to the selection box. To delete a selection, select a

2. In the Run Reports dialog box, select a report category field in the lower box and click Delete

and report.
5. Click OK to preview the selected report with the

3. Click “Preview” to open the Enter Parameter Values . .
specified settings.

window for the selected report .
Figure 2.3 displays the TimeWizard.enterprise

4. Click the department d tab (Fi 2.2) t [
ick the departments_owned tab (Figure 2.2) to specity parameter setup frame for the report.

the departments (that you own) for which you want to
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Objective 2b: Set parameter values for Activity Summary report (continued on page 16)

Enter Parameter ¥alues x| Enter Parameter ¥alues x|
Aativiy Deseriplion | From | To | dctivity Desciglion. Fiom | Ta |
‘wihich figld[s] containg your Activity Description? Enter & From date
Yalue act_ukeyd =l Walie I 114111933 ﬂ
Add 4|  HMovember1993 |
act_ukey? —
act_ukey3
act_ukeyd K1 2 3 4 5 [

T8 93 g1z o132
14 15 18 17 18 13 2
2N o2 23 2 /WO
202903 1203 4
5 FE 7 8 3 10N

1 Today: 11411799

0K Cancel | Cancel |

Figure 2.4 Figure 2.5

To set up an Activity Summary report, follow these steps:

1. Click the Run Reports toolbar icon tl | or select Tools > Add to add the field to the selection box. To delete a
Reports > Run Reports from the main menu to open the selection, select a field in the lower box and click Delete.
Run Reports dialog box. % Contact your company’s TimeWizard Administra-

2. In the Run Reports dialog box, select a report category tor for exact field descriptions.

and report. e act_ukey = activity codes

, . ot key = detail codes.
3. Click "Preview” to open the Enter Parameter Values fans_ukey = aetall codes

window for the selected report . 5. Click the From tab (Figure 2.5). TimeWizard displays a
drop-down calendar, from which you may select a
specific period starting date. Specify the starting date
from which you want to generate the report.

4. Click the Activity Description tab (Figure 2.4). Click on the
Value drop-down menu to display the fields that contain
your activity description. Select the desired field and click
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Objective 2b: Set parameter values for Activity Summary report (continued from page 15)

Achivity Des:nphnnl From To |
Report Parameters
Enter a To date.
Activity Deseription lm
From [09/17/93
Value | 7237200 | To [11/12/98
Cancel |
Figure 2.6 Figure 2.7
6. Click the To tab (Figure 2.6). TimeWizard displays a drop- 7. Click OK to preview the selected report with the
down calendar, from which you may select a specific specified settings.
period ending date. Specify the ending date for which Figure 2.7 displays the TimeWizard enterprise
you want to generate the report. parameter setup frame for the report.
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Objective 2c: Set parameter values for Timesheet Summary report (continued on page 18)

Enter Parameter ¥ alues x| Enter Parameter ¥alues x|
Fieport Grouping IActiwly Descnpl\unl depallmenlsﬁuwnadl paliudjnddatal Report Grouping  Activity Description | deparlmenls_uwnedl peﬂud_enddalel
Enter "E"' to Group by Employee. [Default equals Dept only.] ‘Which field(s] contains wour Activity Description?
Yalue j Walue |transﬁuke}ﬂ 0 j

Cancel | 0K | Cancel |

Figure 2.3 Figure 2.9

To set up a Timesheet Summary report, follow these steps:

1. Click the Run Reports toolbar icon by | or select Tools > 5. Click the Activity Description tab (Figure 2.9). Click on the
Reports > Run Reports from the main menu to open the Value drop-down menu to display the fields that contain
Run Reports dialog box. your activity description. Select the desired field and click

Add to add the field to the selection box. To delete a

2. In the Run Reports dialog box, select a report category ; - i
selection, select a field in the lower box and click Delete.

and report.

3. Click "Preview” to open the Enter Parameter Values % Contact your Fompany’§ TimeWizard Administra-
window for the selected report tor for exact field descriptions.

® act_ukey = activity codes
4. Click the Report Grouping tab (Figure 2.8). Click on the « trans_ukey = detail codes.
Value drop-down menu and select “E” to group by
employee (i.e., yourself) or “D" to group by a depart-
ment.
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Objective 2c: Set parameter values for Timesheet Summary report (continued from page 17)

Enter Parameter Yalues [ %]

Report Grnupingl Activity Description  depatments_owned I perind_enddalel

Far ‘Which Departrent(s]?

Walue C5TR j

Add

Enter Parameter ¥Yalues x|

HEpUrIGrUupingl Activity Descripliunl departments_owned  pefiod_enddate |

Select the desired Peniod Ending date far this repart.

i :
Value EEEES =l

0k Cancel

Figure 2.10

6. Click the departments_owned tab (Figure 2.10) to
specify the departments (that you own) for which you
want to generate the report. Click on the Value drop-
down menu to display the fields that contain the
departments owned. Select the desired field and click
Add to add the field to the selection box. To delete a
selection, select a field in the lower box and click Delete.

. Click the period_enddate tab (Figure 2.11). Specify
whether or not you want to select the period enddate
from a default list. If the box is checked, TimeWizard

displays a drop-down menu of available period enddates.

If the box is not checked, TimeWizard displays a drop-
down calendar, from which you may select a specific
period enddate.

. Click OK to preview the selected report with the
specified settings.

Figure 2.12 displays the TimeWizard.enterprise
parameter setup frame for the report.

Cancel |

Figure 2.11

L]

Report Parameters

Repart Grouping [O)
Activity Deseription |act_ukeyl.act_ukey2act)

Clien &

- |
Communications
] o ri=uiting

10/10/1359

period_enddate

10/24/1939 —
10/31/1999 =

Preview

Figure 212
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Objective 2d: Set parameter values for Resource Assignments for Department Owners report

(continued on page 20)

Enter Parameter Yalues

Enter Parameter Yalues x|

Assignment Status |Activity Descriptionl denarlmenls_ownedl Assignment Status  Activity Description IdEDallmEn[SﬁUWnEdI

Enter "C" for Closed &ssignments, "A" for All Assignments [Report defaults ta 0" for

| wihich field[s] containg pour Activity Description?
Open Assighments

Walue IE j Walue act_ukeyd

act_ukeyl
act_ukey?

act_ukey Delete |

Cancel

Figure 2.13

Ok Cancel |

Figure 2.14

To set up a Resource Assignments for Department Owners report, follow these steps:

1. Click the Run Reports toolbar icon bl | or select Tools > 5. Click the Activity Description tab (Figure 2.14). Click on

Reports > Run Reports from the main menu to open the
Run Reports dialog box.

2. In the Run Reports dialog box, select a report category
and report.

3. Click “Preview” to open the Enter Parameter Values
window for the selected report .

4. Click the Assignment Status tab (Figure 2.13). Click on
the Value drop-down menu and select “C"” to group by
closed assignments or “A" to group by all assignments or
“O" to group by open assignments.

the Value drop-down menu to display the fields that
contain your activity description. Select the desired field
and click Add to add the field to the selection box. To
delete a selection, select a field in the lower box and click
Delete.

% Contact your company’s TimeWizard Administra-
tor for exact field descriptions.
® act_ukey = activity codes
e trans_ukey = detail codes.
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Objective 2d: Set parameter values for Resource Assignments for Department Owners report

(continued from page 19)

Enter Parameter Values x|
Assignment Statusl Activity Description  departments_owned |

Report Parameters
For “which Department[s]?

Assignment Status |4,
Ativity Bescription |act_ukeyl,act_ukey?.act,

Walue ISaIelekt j

Cornmunications
Conzulting

ProdDev Delete departmeants_ownad
Quality Assurance

Communicafions

ProfSuc
Quality Assuram:e;l

oK | Cancel
Figure 2.15 Figure 2.16
6. Click the departments_owned tab (Figure 2.15) to 7. Click OK to preview the selected report with the
specify the departments (that you own) for which you specified settings.
BHEIS 12 SR the 2 Click on the Yalue drop- Figure 2.16 displays the TimeWizard.enterprise
down menu to display the fields thalt conjtam the . parameter setup frame for the report.
departments owned. Select the desired field and click

Add to add the field to the selection box. To delete a
selection, select a field in the lower box and click Delete.
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Objective 2e: Set parameter values for Resource Assignments for Activity Owners report (contin-

ued on page 22)

Enter Parameter ¥alues E

Assignment Status | Achivity Description I

Enter "C" for Closed Assignments, "A" for &ll Assignments (Report defaults to "0 for
Open Assignments

Walug IE j

Enter Parameter Values [ %]

Assignment Statys  Activity Description I

‘Which field(z] containz your Activity Description’?

Walue act_ukepd

act_ukeyl
act_ukey?
act_Ukep3

Cancel |

0K Canesl

Figure 2.17

To set up a Resource Assingments for Activity Owners report, follow these steps:

1. Click the Run Reports toolbar icon T} | or select Tools >
Reports > Run Reports from the main menu to open the
Run Reports dialog box.

2. In the Run Reports dialog box, select a report category
and report.

3. Click “Preview” to open the Enter Parameter Values
window for the selected report .

4. Click the Assignment Status tab (Figure 2.17). Click on
the Value drop-down menu and select “C"” to group by
closed assignments or “A" to group by all assignments or
“O" to group by open assignments.

5. Click the Activity Description tab (Figure 2.18). Click on

Figure 2.18

the Value drop-down menu to display the fields that
contain your activity description. Select the desired field
and click Add to add the field to the selection box. To
delete a selection, select a field in the lower box and click
Delete.

% Contact your company’s TimeWizard Administra-
tor for exact field descriptions.
® act_ukey = activity codes
e trans_ukey = detail codes.
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Objective 2e: Set parameter values for Resource Assignments for Activity Owners report (contin-

ued from page 21)

6. Click OK to preview the selected report with the
specified settings.

Fusort Fararmalurs

Figure 2.19 displays the TimeWizard.enterprise
parameter setup frame for the report. nesgarsant ot [T

Figure 2.19
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Objective 2f: Set parameter values for the Expense report (continued on page 24)

Enter Parameter Yalues x|

Auctivity Deseription I Enpense Codel pemod_enddalel departmemls_ownedl

Which figld[s] contain your Activity Description?

Value act_ukeyd j

act_ukeyl
act_ukey?

act_Ukepd Delete

Enter Parameter Yalues x|

Activity Description  Expense Code I periud_enddatel deparlments_owmedl

Which detail code contains the Expense Codes?

Walue

0K | Cancel Caneel |
Figure 2.20 Figure 2.21

To set up a Timesheet Summary report, follow these steps:

1. Click the Run Reports toolbar icon i | or select Tools
> Reports > Run Reports from the main menu to open
the Run Reports dialog box.

2. In the Run Reports dialog box, select a report category
and report.

3. Click "Preview” to open the Enter Parameter Values
window for the selected report .

4. Click the Activity Description tab (Figure 2.20). Click on
the Value drop-down menu to display the activity fields

that contain your activity descriptions. Select the desired
activity field.

. Click the Expense Code tab (Figure 2.21). Click on the
Value drop-down menu to display the detail code fields
that contain your expense codes. Select the desired
detail code field.

% Contact your company’s TimeWizard Administra-
tor for exact field descriptions.
e act_ukey = activity codes
e trans_ukey = detail codes.
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Objective 2f: Set parameter values for the Expense report (continued from page 23)

Enter Parameter ¥alues x|

Aclivity Descripliunl Expense Code  period_enddate I deparlmenlsﬁuwnedl

Select the desired Period Ending date for this report,

™ Pick from defaults

Walue

Enter Parameter Yalues x|

Activity Descﬂpt\unl Expense EUdEI period_enddate  departments_owned I

For Which Department(s]?

Wale SalesMike j

Client Server Add
Communications
Consulting
ProdDey

Quality Sssurance

ProfSve
Training

Cancel | oK Cancel |
Figure 2.22 Figure 2.23

6. Click the period_enddate tab (Figure 2.22). Specify M

whether or not you want to select the period enddate Repor Parameters

from a default list. If the box is checked, TimeWizard

displays a drop-down menu of available period enddates.

If the box is not checked, TimeWizard displays a drop- B e

down calendar, from which you may select a specific Fipanie G fliane Lkey1 vanc_Lkey2

period enddate.
7. Click the departments_owned tab (Figure 2.23) to perlzd_snagate Hﬁrﬂggg

specify the departments (that you own) for which you Hﬁ;fﬂg?gj

want to generate the report. Click on the Value drop-

down menu to display the fields that contain the

departments owned. Select the desired field and click e UEV

Add to add the field to the selection box. To delete a Quality Assurance |

selection, select a field in the lower box and click Delete. |
8. Click OK to preview the selected report with the L]

specified settings. el

Figure 2.24 displays the TimeWizard.enterprise
parameter setup frame for the report.
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Objective 2g: Set parameter values for the Pie Chart for Department Owners report (continued

on page 26)
Enter Parameter Yalues x| Enter Parameter Yalues x|
departments_owned |Activity Descmpt\onl Fram | To | departments_owned Activity Description | Fram | Ta |

For Which Department(s]? Which field(s] contains your Activity Description?

Walug Salesrkt =1 Walue

trans_ukeyl0 j
Communications fi act_ukey2 A
Conaulting = act_ukey3
ProdDey Delete act_ukeyd Delete
Quslity Azsurance trans_ukeyl
Web Dev trans_ukey?
web dev b trans_ukeyd
PrafSve trams_ukeyd
Training trans_ukeyd

e kst =

Ok | Cancel 0k | Cancel

Figure 2.25 Figure 2.26

To set up a Pie Chart for Department Owners report, follow these steps:

1. Click the Run Reports toolbar icon T} | or select Tools > Add to add the field to the selection box. To delete a

Reports > Run Reports from the main menu to open the selection, select a field in the lower box and click Delete.

Run Reports dialog box. 5. Click the Activity Description tab (Figure 2.26). Click on

2. In the Run Reports dialog box, select a report category the Value drop-down menu to display the fields that
and report. contain your activity description. Select the desired field
3. Click “Preview” to open the Enter Parameter Values and click Add to add the field to the selection box. To
window for the selected report . delete a selection, select a field in the lower box and click
4. Click the departments_owned tab (Figure 2.25) to elete, ; ; o
specify the departments (that you own) for which you % Contact your ;ompany’§ Tlmerzard Administra-
want to generate the report. Click on the Value drop- for for exact fEld_ cjescrlptlons.
down menu to display the fields that contain the * act_ukey = aCt'V'tY codes
departments owned. Select the desired field and click * trans_ukey = detail codes..
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Objective 2g: Set parameter values for the Pie Chart for Department Owners report (continued

from page 25)
Enter Parameter Yalues x| Enter Parameter Yalues x|
departments_ownedl Activity Description  From | To I depaltments_nwnedl Achivity Descriptinnl From To |
Enter & From date Enter a Ta date.
Valu IEREES = Value [11:11/1333 =

Cancel Cancel

Figure 2.27 Figure 2.28

6. Click the From tab (Figure 2.27). TimeWizard displays a
drop-down calendar, from which you may select a
specific period starting date. Specify the starting date
from which you want to generate ther report.

7. Click the To tab (Figure 2.28). TimeWizard displays a
drop-down calendar, from which you may select a

Report Parameters

ProdDey

depadments_owned

specific period ending date. Specify the ending date from |
which you want to generate the report. ctity Disoiption [ac_ukey1.act_ukeyZ.act,
8. Click OK to preview the selected report with the From 0871799
specified settings. To f11/11/59
% Figure 2.29 displays the TimeWizard.enterprise
parameter setup frame for the report.

Figure 2.29
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Objective 2h: Set parameter values for the Pie Chart for Activity Owners report (continued on

page 28)

Enter Parameter Yalues x|

Activity Description |F|om | To |

Which field(s] contains pour Activity Description?

Walue |lrans_ukey1 1]

act_ukeyl
act_ukey2
act_ukey3
act_ukeyd
trang_ukewl
trans_ukeyd
trans_ukeyd
trans_ukepd
ukeys LI

e

Enter Parameter Yalues x|

Aclivity Description From |Tn I

Enter a From date

Value | 81211383 =l

Ka August 1999 |

2502 27 2@ 23 30 A
12 3 4 6 6 7
& 8 10 1 A2 13 14

15 16 17 18 13 20 A

22 23 24 H™/ W/ F =

28 330 #1234

T Today: 11411499

oK | Cancel

Cancel

Figure 2.30

Figure 2.31

To set up a Pie Chart for Activity Owners report, follow these steps:

1. Click the Run Reports toolbar icon T} | or select Tools >
Reports > Run Reports from the main menu to open the
Run Reports dialog box.

2. In the Run Reports dialog box, select a report category
and report.

3. Click “Preview” to open the Enter Parameter Values
window for the selected report .

4. Click the Activity Description tab (Figure 2.30). Click on
the Value drop-down menu to display the fields that
contain your activity description. Select the desired field
and click Add to add the field to the selection box. To

delete a selection, select a field in the lower box and click
Delete.

% Contact your company's TimeWizard Administra-
tor for exact field descriptions.
e act_ukey = activity codes
e trans_ukey = detail codes.

5. Click the From tab (Figure 2.31). TimeWizard displays a

drop-down calendar, from which you may select a
specific period starting date. Specify the starting date
from which you want to generate the report.
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Objective 2h: Set parameter values for the Pie Chart for Activity Owners report (continued from

page 27)
ﬂ
Activity Descriplionl From To |
Enter a To date.
Activity Desaription |act_ukeyl,act_ukey? act|
From [10/17/99
Value 1141171933 =l efims ]
Cancel
Figure 2.32 Figure 2.33
6. Click the To tab (Figure 2.32). TimeWizard displays a 7. Click OK to preview the selected report with the
drop-down calendar, from which you may select a specified settings.
speqﬂc period ending date. Specify the ending date from Figure 2.33 displays the TimeWizard.enterprise
which you want to generate the report. < parameter setup frame for the report.
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Objective 2i: Set parameter values for the Bar Chart for Department Owners report (continued

on page 30)
Enter Parameter Yalues x| Enter Parameter Yalues x|
Activity Description | departmeﬂlsﬁuwnedl From I To | Activity Description  departmerits_owned IFrDm | To I
‘which figld containg your Activity Description? For which Department(]?
Walue

j Walue Saleshrkt j

{unused>

Cancel Cancel

Figure 2.34 Figure 2.35

To set up a Bar Chart for Department Owners report, follow these steps:

1. Click the Run Reports toolbar icon bl | or select Tools > % Contact your company’s TimeWizard Administra-
Reports > Run Reports from the main menu to open the tor for exact field descriptions.
Run Reports dialog box. e act_ukey = activity codes

2. In the Run Reports dialog box, select a report category * trans_ukey = detail codes.

and report. 5. Click the departments_owned tab (Figure 2.35) to
specify the departments (that you own) for which you
want to generate the report. Click on the Value drop-

, . o . . down menu to display the fields that contain your activity
4. Click the Activity Description tab (Figure 2.34). Click on description. Select the desired field and click Add to add
the Value drop-down menu to display the fields that

contain the departments owned. Select the desired field
and click Add to add the field to the selection box. To
delete a selection, select a field in the lower box and click
Delete.

3. Click “Preview” to open the Enter Parameter Values
window for the selected report .

the field to the selection box. To delete a selection, select
a field in the lower box and click Delete.
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Objective 2i: Set parameter values for the Bar Chart for Department Owners report (continued

from page 29)

Enter Parameter ¥alues x|

ActivityDascnptionldapartments_owned From ITo |

Enter a From date

el | 5/ 411933 |

Enter Parameter Yalues x|

Lictivity Descﬂpl\unl depallmenlsﬁuwnedl From To |

Enter a To date.

Walue 1141141539

Cancel |

Figure 2.36

6. Click the From tab (Figure 2.36). TimeWizard displays a
drop-down calendar, from which you may select a
specific period starting date. Specify the starting date
from which you want to generate the report.

7. Click the To tab (Figure 2.37). TimeWizard displays a
drop-down calendar, from which you may select a
specific period ending date. Specify the ending date from
which you want to generate the report.

8. Click OK to preview the selected report with the
specified settings.

% Figure 2.38 displays the TimeWizard.enterprise
parameter setup frame for the report.

Cancel

Report Parameters

Activity Deseription |act_ukeyl.act_ukeyZ.act)

Client Senver
Communications

depaments_ownsd

Oua\nyAssuran:e;I
Fram (510
To |510

Preview

Figure 2.37

Figure 2.38
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Objective 2j: Set parameter values for the Bar Chart for Activity Owners report (continued on

page 32)
x
Activity Description |To | From |

Wwhich field contains your Activity Description

Walug

Enter Parameter Values x|
Activity Description To |Frnrn I

Enter a Ta date

Value /1171339 =l

Cancel

Cancel

Figure 2.39

To set up a Bar Chart for Activity Owners report, follow these steps:

1. Click the Run Reports toolbar icon T} | or select Tools >
Reports > Run Reports from the main menu to open the
Run Reports dialog box.

2. In the Run Reports dialog box, select a report category
and report.

3. Click “Preview” to open the Enter Parameter Values
window for the selected report .

4. Click the Activity Description tab (Figure 2.39). Click on
the Value drop-down menu to display the fields that
contain your activity description. Select the desired field
and click Add to add the field to the selection box. To

Figure 2.40

delete a selection, select a field in the lower box and click
Delete.

% Contact your company's TimeWizard Administra-
tor for exact field descriptions.
e act_ukey = activity codes
e trans_ukey = detail codes.

Click the To tab (Figure 2.40). TimeWizard displays a
drop-down calendar, from which you may select a
specific period ending date. Specify the ending date from
which you want to generate the report.
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Objective 2j: Set parameter values for the Bar Chart for Activity Owners report (continued from

page 31)
a
Activity Descmptinnl To From |

Report Parameters

Enter a From date

Activity Deseription |act_ukeyl,act_ukey?2 act

Walue /111339 =l depariments_oaned

Saleshrkt

To |09/18/39
From 11712739
Figure 2.41 Figure 2.42

6. Click the From tab (Figure 2.41). TimeWizard displays a 7. Click OK to preview the selected report with the
drop-down calendar, from which you may select a specified settings.
specific period starting date. Specify the starting date

: Figure 2.42 displays the TimeWizard.enterprise
from which you want to generate the report. -

parameter setup frame for the report.
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Objective 2k: Set parameter values for the Timesheet report

Enter Parameter Yalues B

period_enddate I

Select the desired Periad Ending date far this repart,

Value

Cancel

Figure 2.43

To set up a Timesheet report, follow these steps:

1. Click the Run Reports toolbar icon i | or select Tools >
Reports > Run Reports from the main menu to open the
Run Reports dialog box.

2. In the Run Reports dialog box, select a report category
and report.

3. Click "Preview” to open the Enter Parameter Values
window for the selected report .

4. In the period_enddate tab (Figure 2.43). Specify whether
or not you want to select the period endate from a

. Click OK to preview the selected report with the

Report Parameters

period_gnddate

Preview

Figure 2.44

default list. If the box is checked, TimeWizard displays a
drop-down menu of available period enddates. If the box
is not checked, TimeWizard displays a drop-down
calendar, from which you may select a specific period
enddate.

specified settings.

% Figure 2.44 displays the TimeWizard.enterprise
parameter setup frame for the report.
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Objective 2I: Set parameter values for the Timesheet Report for Department Owners (continued

on page 35)

Enter Parameter ¥Yalues E

period_enddate | deparlments_nwnedl

Select the desired Period Ending date for this report.
Value 41572000 =l

Figure 2.45
To set up a Timesheet Report for Department Owners, follow these steps:

1. Click the Run Reports toolbar icon bl | or select Tools > 4. Click the period_enddate tab (Figure 2.45). Specify
Reports > Run Reports from the main menu to open the whether or not you want to select the period enddate
Run Reports dialog box. from a default list. If the box is checked, TimeWizard

displays a drop-down menu of available period enddates.

If the box is not checked, TimeWizard displays a drop-

down calendar, from which you may select a specific

period enddate.

2. In the Run Reports dialog box, select a report category
and report.

3. Click “Preview” to open the Enter Parameter Values
window for the selected report .
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Objective 2I: Set parameter values for the Timesheet Report for Department Owners (continued

from page 34)

Enter Parameter Yalues [ <]

period_enddate departments_nwnedl

For Which Department(s]?

Walue

Payral

Delete |

Cancel
Figure 2.46

5. Click the departments_owned tab (Figure 2.46) to
specify the departments (that you own) for which you
want to generate the report. Click on the Value drop-
down menu to display the fields that contain the
departments owned. Select the desired field and click
Add to add the field to the selection box. To delete a

selection, select a field in the lower box and click Delete.

parise_arddas

dapatriant_cenad

specified settings.

Figure 2.47 displays the TimeWizard.enterprise
parameter setup frame for the report.

Vacork Fararradurs

I]Ifl]] &

. Click OK to preview the selected report with the

Figure 2.47
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Objective 2m: Set parameter values for the Missing Timesheet report (continued on page 37)

Enter Parameter Yalues x|

period_enddate | depaltments_ownedl Mizsing Timeshest Hours Thresholdl

Select the desied Period Ending date far this repart.

¥ Pick from defaults
Walue [10/17/1533]

Enter Parameter ¥Yalues x|

period_enddate  departments_owned | Miszing Timesheet Hours Thleshold'

For Which Department(s]?

WValue Salechdrkt j

Client Server
Communications
Conzulting
ProdDey

Quality Azsurance

ProfSvc
Training

Cancel |

Figure 2.48

0K Cancel

Figure 2.49

To set up a Missing Timesheet report, follow these steps:

1. Click the Run Reports toolbar icon i | or select Tools >
Reports > Run Reports from the main menu to open the
Run Reports dialog box.

2. In the Run Reports dialog box, select a report category
and report.

3. Click "Preview” to open the Enter Parameter Values
window for the selected report .

4. Click the period_enddate tab (Figure 2.48). Specify
whether or not you want to select the period enddate
from a default list. If the box is checked, TimeWizard
displays a drop-down menu of available period enddates.

5.

If the box is not checked, TimeWizard displays a drop-
down calendar, from which you may select a specific
period enddate.

Click the departments_owned tab (Figure 2.49) to
specify the departments (that you own) for which you
want to generate the report. Click on the Value drop-
down menu to display the fields that contain the
departments owned. Select the desired field and click
Add to add the field to the selection box. To delete a
selection, select a field in the lower box and click Delete.




Chapter Two  Running TimeWizard Reports

Objective 2m: Set parameter values for the Missing Timesheet report (continued from page 36)

Enter Parameter Values x|

Deliod_enddalel departments_owned  Missing Timeshest Hours Thieshold I

Enter the threshold below which a timesheet is to be considered “missing”. Default = 1

Walue 0 j

Cancel

Figure 2.50

6. Click the Missing Timesheet Hours Threshold tab (Figure
2.50). Select or enter the threshold below which a
timesheet is considered “missing.”

=

The default value = 1. This means that any
timesheet with fewer than one hour is
considered as “missing.” However, you may alter
this hours value.

Report Parameters

10/24/1499 =
1043171899

11071999
1141471593

period_snddate

11/28/1999 =

Consulting

depatments_ouned

Missing Timesheet Hours Threshold [1 00
Preview

Figure 2.51
7. Click OK to preview the selected report with the
specified settings.

Figure 2.51 displays the TimeWizard.enterprise
parameter setup frame for the report.
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Objective 2n: Set parameter values for the Missing Approvals report

Enter Parameter Values | Enter Parameter Yalues x|
period_enddate Idepartments_ownedl period_enddate  departments_owned |
Select the desired Period Ending date for this report Forwhich Departmeni(s]?

¥ [Fick from defavits
Value [107171350 =l Rl

[

Client Server Add
Communications

Conzulting Delet
ProdDev ﬂ

Quality Assurance

ProfSvc
Training
Saleshrkt

Cancel | Cancel

Figure 2.52 Figure 2.53
To set up a Missing Approvals report, follow these steps:

1. Click the Run Reports toolbar icon tly |orse|ect Tools > et Parseases
Reports > Run Reports from the main menu to open the Run
Reports dialog box.

10-1999 &

parise_arddas

2. In the Run Reports dialog box, select a report category and
report.

3. Click "Preview" to open the Enter Parameter Values window
for the selected report .

4. Click the period_enddate tab (Figure 2.52). Specify whether
or not you want to select the period enddate from a default
list. If the box is checked, TimeWizard displays a drop-down
menu of available period enddates. If the box is not checked,
TimeWizard displays a drop-down calendar, from which you
may select a specific period enddate.

5. Click the departments_owned tab (Figure 2.53) to specify the
departments (that you own) for which you want to generate

dapatrant_cened |

the report. Click on the Value drop-down menu to display the RpuEsizot
fields that contain the departments owned. Select the 6. Click OK to preview the selected report with the
desired field and click Add to add the field to the selection specified settings.

box. To delete a selection, select a field in the lower box and

Figure 2.54 displays the TimeWizard.enterprise

click Delete. parameter setup frame for the report.
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Objective 20: Set parameter values for the Timesheet Status report (continued on page 40)

Enter Parameter ¥alues x| Enter Parameter Yalues x|
period_enddate | deparlmants_ownedl Missing Timesheet Hours Thlesholdl period_enddate  departments_owned I
Select the desired Period Ending date for this repoit. For which Department(s)?

V¥ Pick from defaults
Value Ao/ EE =l ele

[

Client Server Add

Delete

Cancel | Cancel

Figure 2.55 Figure 2.56

To set up a Timesheet Status report, follow these steps:

1. Click the Run Reports toolbar icon Hly | or select Tools > displays a drop-down menu of available period enddates.
Reports > Run Reports from the main menu to open the If the box is not checked, TimeWizard displays a drop-
Run Reports dialog box. down calendar, from which you may select a specific

2. In the Run Reports dialog box, select a report category period enddate.

and report. 5. Click the departments_owned tab (Figure 2.56) to
specify the departments (that you own) for which you
want to generate the report. Click on the Value drop-

) ; i ; down menu to display the fields that contain your activity
4. Click the period_enddate tab (Figure 2.55). Specify description. Select the desired field and click Add to add

whether or not you want to select the period enddate the field to the selection box. To delete a selection, select
from a default list. If the box is checked, TimeWizard B Tl i e loweer bex 2nd dlidk Dalse,

3. Click "Preview” to open the Enter Parameter Values
window for the selected report .
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Objective 20: Set parameter values for the Timesheet Status report (continued from page 39)

Enter Parameter ¥alues x|
period_enddate I departments_owned  Missing Timesheet Hours Threshold I
Repart Parameters

Enter the threshald below which a timesheet iz to be considered "'missing”, Default = 1

08/15/1399 =
08/22/1999
08/29/1939
prod_enddats | ot oo

Walug 5.00 -
I J 03/19/1599 =|

Client Server
Cornriunications
Cansulting
ProdDesw
ProfSve

Cluality Assuram:e;l

Missing Timesheet Hours Threshold [1.00

departments_owned

Cancel |
Figure 2.57

Figure 2.58

6. Click the Missing Timesheet Hours Threshold tab (Figure 7. Click OK to preview the selected report with the
2.57). Select or enter the threshold below which a specified settings.

timesheet is considered “missing.” Figure 2.58 displays the TimeWizard.enterprise

The default value = 1. This means that any parameter setup frame for the report.

timesheet with fewer than one hour is
considered as “missing.” However, you may alter
this hours value.
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Objective 2p: Set parameter values for the Billing report (continued on page 42)

Enter Parameter ¥alues x| Enter Parameter Yalues x|
Customer Iﬂgsnulce Ea[egnwl Rate | F'rn\ectl o I e | Customer  Resource Categary | Rate I F’luiecll From | Ta |
Which activity field containg the Customer name? Enter "R" for Resowrce, Enter "E" for Emplayes Specific
Walue Monel j Walue j

act_ukeyd -
act_unonk]
act_unonk3
act_unonkd had

Cancel | Cancel

Figure 2.59 Figure 2.60
To set up a Billing report, follow these steps: X
1. Click the Run Reports toolbar icon | Elt | or select Tools > ) [ (e o
Reports > Run Reports from the main menu to open the _
RUr] Repor’fs dlalog bOX. Choose the Rate values you want for this report.
2. In the Run Reports dialog box, select a report category
and report. Value |
3. Click "Preview” to open the Enter Parameter Values
window for the selected report.
4. Click the Customer tab (Figure 2.59). Click on the Value
drop-down menu to display the field that contains your
customer name.
% Contact your company’s TimeWizard Administra-
tor for exact field descriptions. Carcel_|
® act_ukey = key activity codes
e act_unonk = non-key activity codes Figure 2.61
5. Click the Resource Category tab (Figure 2.60). Click on 6. Click the Rate tab (Figure 2.61). Click on the Value drop-
the Value drop-down menu and select “R” to group by down menu to display the field that contains your desired
Resource or “E” to group by Employee Specific. rate.
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Objective 2p: Set parameter values for the Billing report (continued from page 41 and continued

on page 43)
B £
Eustnmerl Resource Ealegmyl Rate  Froject Ime | Tao | Custumerl Resouce Caleﬂuﬁ'l Rate | Project  From |TD I
“which field contains your Project names? Enter a From date
Yalue =l el | 8171333 7|
4| September 1993 _+ |
@ @ 7 1 2 3 4
5 6 7 &8 3 10 M
12 13 14 15 16 A7 18
1900 A 2 23 2% 5
® ¥ ow oMWW 12
i 4 5 B 7 8 19
T Today: 11111499
Figure 2.62 Figure 2.63
7. Click the Project tab (Figure 2.62). Click on the Value 8. Click the From tab (Figure 2.63). TimeWizard displays a
drop-down menu to display the field that contains your drop-down calendar, from which you may select a
Project name. specific period starting date. Specify the starting date
from which you want to generate the report.
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Objective 2p: Set parameter values for the Billing report (continued from page 42)

Enter Parameter Values %]

Eusmmall Resource Eategnryl Rate I Prn\ectl Fiom To I

Report Parameters

Enter a To date.

Resource Categony lR—
Value [11411.138 =] Rate [faie1 |
LI November 1999 LI Project [act_ukeyl act_ukey? act)

fom [51299 |
371 ; g 1aué)1sz 153 o [liases

14 165 16 17 18 18 20
21 22 23 M B xE® X

® o2 W 1 o2 o3 4

5 B 7 B8 9% 10 N
€ Today: 11/11/99

Cancel
Figure 2.64 Figure 2.65
9. Click the To tab (Figure 2.64). TimeWizard displays a 10. Click OK to preview the selected report with the
drop-down calendar, from which you may select a specified settings.

specific period ending date. Specify the ending date from

) Figure 2.65 displays the TimeWizard.enterprise
which you want to generate ther report.

parameter setup frame for the report.
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Objective 2q: Set parameter values for the Resource Code Associations report

Enter Parameter Values E

departments_owned I

Forwhich Departments?

Walug [2a sTAFH =l

Client Server Add
ProdDey —

Cancel |

Figure 2.66

To set up a Timesheet Status report, follow these steps:

1. Click the Run Reports toolbar icon bl | or select Tools >
Reports > Run Reports from the main menu to open the
Run Reports dialog box.

2. In the Run Reports dialog box, select a report category
and report.

3. Click “Preview” to open the Enter Parameter Values
window for the selected report .

4. Click the departments_owned tab (Figure 2.66) to
specify the departments (that you own) for which you

Figure 2.67

want to generate the report. Click on the Value drop-
down menu to display the fields that contain the
departments owned. Select the desired field and click
Add to add the field to the selection box. To delete a
selection, select a field in the lower box and click Delete.

Click OK to preview the selected report with the
specified settings.

Figure 2.67 displays the TimeWizard.enterprise
parameter setup frame for the report.
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Objective 2r: Set parameter values for the Timesheet Audit report

] E|
period_enddate Idepartments_ownedl period_enddate  departments_owned |
Select the desired Period Ending date for this report Far'which Department(s)?
¥ [Eick from defaults
Walue [107171350 =l Value =l
Client Server Add
Communications
Conzulting
ProdDev %
uality Assurance
ProfSve
Training
Saleshrkt
Figure 2.68 Figure 2.69
To set up a Timesheet Audit report, follow these steps:
1. Click the Run Reports toolbar icon ly |or select Tools > st Purnsies
Reports > Run Reports from the main menu to open the
Run Reports dialog box.
2. In the Run Reports dialog box, select a report category izt TR
and report. 12-141999 =]

3. Click "Preview” to open the Enter Parameter Values
window for the selected report .

4. Click the period_enddate tab (Figure 2.68). Specify
whether or not you want to select the period enddate
from a default list. If the box is checked, TimeWizard
displays a drop-down menu of available period enddates.
If the box is not checked, TimeWizard displays a drop-
down calendar, from which you may select a specific
period enddate.

npatmaat s |-

5. Click the departments_owned tab (Figure 2.69) to specify
the departments (that you own) for which you want to
generate the report. Click on the Value drop-down menu 6. Click OK to preview the selected report with the
to display the fields that contain the departments owned. specified settings.

Select the desired field and click Add to add the field to
the selection box. To delete a selection, select a field in the
lower box and click Delete.

Figure 2.70

Figure 2.70 displays the TimeWizard.enterprise
< parameter setup frame for the report.
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Exporting and Printing Reports

Once you have completed setting up the parameter values, TimeWizard enables you to
generate the report as a file for export or to print the report.

Objectives

1. Set up printing specifications
2. Export a report
3. Print a report
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Objective 1: Set up printing specifications

TimeWizard enables you to specify a soecific network or local printer from which you can
send reports.

% TimeWizard.enterprise uses your browser settings for printing. To print a generated report,

select File > Print in your browser’s main menu.

Setting up printing specifications

To set up printing specifications, follow these steps: [PrinterSetup Y
1. Click the Run Reports toolbar icon  ElI | or select Tools > Reports > Run Brinter:

ok I
HF Desklet 870Cse on WACS_DEWVOA &

Tl microLaser PowerPro/12 2015 on \\M_I Cancel |
Hilaak Print Capture on LPT1:

Scitew PS Bridge on LPT1:

iHE Laserlet 4 Plus/dh Flus an \Whbsprr

Reports from the main menu to open the Run Reports dialog box.

2. Click Print Setup to open the Printer Setup dialog box.

3. Select the appropriate printer from the printer menu.

H
4. Click "Setup” to specify printer setup preferences. Follow the setup ﬂl
instruction supplied by your printer vendor.

Figure 3.1
5. Click "OK" to save printer settings and exit the dialog box.
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Objective 2: Export a report

Once you have completed setting up the parameter values for the selected report and you
have previewed the report, TimeWizard enables you to export the report to a specified
destination in a format of your choosing. Tables 3.1 and 3.2 list the export destination and
format options available in the TimeWizard client-server application.

% The export file formats available in TimeWizard.enterprise are HTML, Word, and Excel.

You select the desired file format before executing and previewing the selected report (see

Figure 3.3).
Exporting a report
To export a report, follow these steps: Y
1. In the report preview window, click the Export icon |§I to open the Fomat: [ ok |
Export dialog box. [Excel 8.0 (LS) Extenced) =l = |
2. In the Export dialog box, click the Format drop-down box to select your i
format option. Table 3.2 lists the format options.

3. Click the Destination drop-down box to select your destination option.

Figure 3.2
Table 3.1 lists the destination options. 9

4. Click “OK" to save the settings and begin the export.

Figure 3.3 displays the TimeWizard.enterprise file format
selection options, located in the Reports frame. Timesheet Summary &

kissing Timesheet
Missing Approwvals

ciations

™ EXCEL

Execute Report

Figure 3.3
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Table 3.1: Export Format Options Table 3.2: Export Destination Options
Export Destination Options Export Format Options
Application character-separated values
Disk File comma-separated values
Exchange Folder Crystal Reports
Lotus Notes Database Data Interchange Format
Microsoft Mail (MAPI compliant) Excel 2.1

Objective 3: Print a report

Once you have completed setting up the parameter values for the selected report, TimeWizard
enables you to print the report to a pre-specified printer destination. You may print the
report immediately after the parameter value setup, or you may print the report from the
report preview window.

Printing a report

To print a report, follow these steps:
Frinter: System Printer [HP Lazerlet 4

Pint
1. In the report preview window, click the Print icon %l to  Plus/dh Plus)

open the Print dialog box. Cancel
2. In the Print dialog box, specify the print range and number of :_[_irt_t_zange

copies desired.  Pages Copies: | 1]
3. Click “OK” to save the settings and print the report. e e | IV | Callate Copies

Figure 3.4

% TimeWizard.enterprise uses your browser settings for printing. To print a generated report,
select File > Print in your browser’s main menu.

Summary

In this chapter, you have learned how to set up printer specifications, export a report in a file
format of your choosing, and print a report.
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Pre-installed Reports Reference

This Appendix offers a reference for each pre-installed TimeWizard report. Fach reference
includes a report name and description, categories to which the report belongs, and a
standard report table that includes technical data. The following page displays a TimeWizard
(client-server) example of the referenced report. Table A.1 explains the information pre-
sented in each standard report table (i.e., report file name, parameters used, and query).
Table A.2 explains the indicators used within the subsequent reference tables.

Table A.1: Reports Reference Table

Report Table Data Explanation
Report File Name The name of the report file includes either "Ora" for Oracle or "SQL" for Microsoft SQL
Server. The file extension is always ".rpt".
Parameters Used The parameters are used to filter report data at runtime.
Query Th; l?uery specifications identify the table and column of the SQL statement. The query structure is
as rollows:

Select: "TABLE"."COLUMN"

From: "TABLE"."COLUMN"

Where: "TABLE"."COLUMN" = "TABLE"."COLUMN"
And: "TABLE"."COLUMN" = "TABLE"."COLUMN"

Table A.2: Table Indicator Key

Indicator | ORACLE Datatype | MS SQL Datatype Indicator | ORACLE Datatype | MS SQL Datatype
* VARCHAR2(100) | varchar(100) NUMBER float
*x VARCHAR2(255) | varchar(255) NUMBER decimal(14,0)
NUMBER int o DATE datetime
NUMBER smallint LONG VARCHAR | text
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Report Name: Employee Profile

Report Categories: Administrator, Department Owner

Description: This report will return a list of employees based on the departments owned by
the user. If the user does not own any departments it will return the user’s employee record.
It includes all of the user defined fields from the security_profile table. It also will display the
departments owned by each employee and the associated permissions for those depart-

ments.

Report File Name

EmpList (Ora or SQL).rpt

Parameters Used

Report Grouping, departments_owned, empid, sec_unonkl, sec_unonk2,
sec_unonk3, sec_unonk4, sec_unonk5, sec_unonk6, sec_unonk7, sec_unonks,
sec_unonk9, sec_unonk10

Query (select)

"SECURITY_PROFILE"."EMP_ID",
"SECURITY_PROFILE"."EMP_ID_USER", "SECURITY_PROFILE"."LOGINID",
"SECURITY_PROFILE"."STATUS",
"SECURITY_PROFILE"."FULLNAME",
"SECURITY_PROFILE"."DEPT_CODE",
"SECURITY_PROFILE"."DEPT_LOWEST",
"SECURITY_PROFILE"."EMP_CODE",
"SECURITY_PROFILE"."SALARY_CODE",
"SECURITY_PROFILE"."SEC_UNONKI1",
"SECURITY_PROFILE"."SEC_UNONK?2",
"SECURITY_PROFILE"."SEC_UNONK3",
"SECURITY_PROFILE"."SEC_UNONK4",
"SECURITY_PROFILE"."SEC_UNONKS5",
"SECURITY_PROFILE"."SEC_UNONKG6",
"SECURITY_PROFILE"."SEC_UNONK7",
"SECURITY_PROFILE"."SEC_UNONKS",
"SECURITY_PROFILE"."SEC_UNONKO9",
"SECURITY_PROFILE"."SEC_UNONK10",
"SECURITY_PROFILE"."EMAIL_LOGIN",
"SECURITY_PROFILE"."IS_ADMIN",
"DEPT_PROFILE"."DEPT_OWNED",
"DEPT_PROFILE"."EMP_ID",
"DEPT_PROFILE"."FNTIMSH",
"DEPT_PROFILE"."FNDEPT",
"DEPT_PROFILE"."TIMSHACCESS",
"DEPT_PROFILE"."PRIMARY_APPROVER",
"DEPT_PROFILE"."GROUP_APPROVE",
"SECURITY_PROFILE1"."FULLNAME"

Query (from)

"SECURITY_PROFILE" "SECURITY_PROFILE",
"DEPT_PROFILE" "DEPT_PROFILE",
"SECURITY_PROFILE" "SECURITY_PROFILE1"

Query (Where)

"SECURITY_PROFILE"."EMP_ID" = "DEPT_PROFILE"."EMP_ID"(+)

Query (And)

"SECURITY_PROFILE"."MANAGER" = "SECURITY_PROFILE1"."EMP_ID"(+)
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N|<| 1af1 >|>| -| %|®||mnz -] Tosts 100z 9af 24

- [
Employee Profile Report
Frint Date: 1151/29
Frint Time: 94824 Ab Iime
Standard Resource Reports
ProdDev
Employee: Anuelari, Stacey E
Login ID: Stacey Salary Code: Pay Grade 2 S55N:
Emp ID: Ermp033 Emp Code: FTE
Email aquelari@websoftc Dept Code: FrodDev
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Report Name: Activity Summary

Report Categories: Administrator, Activity Owner, Financial

Description: This report will return a list of every activity in the database with a planned
start date within the range the user specifies in the period_enddates field. It will also total the
actual hours and the ETC hours from the transactions table. It will also find the earliest
resource actual start date (Actual Start) and the latest actual finish date (Actual Finish) from
the assignments table.

Report File Name | ActSum (Ora or SQL).rpt

Parameters Used Activity Description, period_enddates, act_ukeyl, act_ukey2, act_ukey3, act_ukey4

Query (select) "ACTIVITIES"."ACT_UKEY1",
"ACTIVITIES"."ACT_UKEY2",
"ACTIVITIES"."ACT_UKEY3",
"ACTIVITIES"."ACT_UKEY4",
"ACTIVITIES"."PLANNED_START",
"ACTIVITIES"."PLANNED_FINISH",
"ACTIVITIES"."PRIORITY", "
ACTIVITIES"."DESCRIPTION",
"ASSIGNMENTS"."ACTIVITY_ID",
"ASSIGNMENTS"."EMP_ID",
"ASSIGNMENTS"."RES_AS",
"ASSIGNMENTS"."RES_AF",
"ASSIGNMENTS"."ETC_HRS",
"ASSIGNMENTS"."REC_STATUS",
"ASSIGNMENTS"."PLAN_HRS",
"TRANSACTIONS"."EMP_ID",
"TRANSACTIONS"."ACTIVITY_ID",
"TRANSACTIONS"."TRANS_TYPE’,
"TRANSACTIONS"."TRANS_HOURS"

Query (from) "ACTIVITIES" "ACTIVITIES",
"ASSIGNMENTS" "ASSIGNMENTS",
"TRANSACTIONS" "TRANSACTIONS"

Query (Where) "ACTIVITIES"."ACTIVITY_ID" = "ASSIGNMENTS"."ACTIVITY_ID"

Query (And) "ASSIGNMENTS"."ACTIVITY_ID" = "TRANSACTIONS"."ACTIVITY_ID" AND
"ASSIGNMENTS"."EMP_ID" = "TRANSACTIONS"."EMP_ID"
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Report Name: Timesheet Summary

Report Categories: Administrator, Department Owner, Financial

Description: This report displays all assignments and associated transactions on the timesheet
for the selected period_enddate.

This report will ONLY return rows for employees who have entered time in the selected

period.

Report File Name | TimSht (Ora or SQL).rpt

Parameters Used Report Grouping, Activity Description, departments_owned, empid,
period_enddates, act_ukeyl, act_ukey2, act_ukey3, act_ukey4

Query (select) "SECURITY_PROFILE"."FULLNAME",
"SECURITY_PROFILE"."DEPT_CODE",
"TRANSACTIONS"."TRANS_DATE",
"TRANSACTIONS"."TRANS_TYPE",
"TRANSACTIONS"."PERIOD_ENDING",
"TRANSACTIONS"."TRANS_HOURS",
"ACTIVITIES"."ACT_UKEY1",
"ACTIVITIES"."ACT_UKEY2",
"ACTIVITIES"."ACT_UKEY3",
"ACTIVITIES"."ACT_UKEY4"

Query (from) "SECURITY_PROFILE" "SECURITY_PROFILE",
"TRANSACTIONS" "TRANSACTIONS",
"ACTIVITIES" "ACTIVITIES"

Query (Where) "SECURITY_PROFILE"."EMP_ID" = "TRANSACTIONS"."EMP_ID"

Query (And) "TRANSACTIONS"."ACTIVITY_ID" = "ACTIVITIES"."ACTIVITY_ID"
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Report Name: Resource Assignments

Report Caregories: Department Owner, Activity Owner

Description: This report contains two reports in one. Both versions let the user choose the
fields that comprise the activity description. The description can consist of one or more of
the activity key fields and is selected by setting the Activity Description parameter. Both
versions let the user select whether to display Open, Closed, or All assignments by changing
the value of the Assignment Status parameter to “O,” “C” or “A” respectively. The default

value of Assignment Status is “O.”

The value of the Report Type parameter is used to determine whether the report is of an
activity owner or a department owner.

Report File Name

ResAsn (Ora or SQL).rpt

Parameters Used

Report Type, Assignment Status, ActivitK Description, departments_owned, empid,
act_ukeyl, act_ukey2, act_ukey3, act_ukey4

Query (select)

"ASSIGNMENTS"."RES_AS",
"ASSIGNMENTS"."RES_AF",
"ASSIGNMENTS"."ETC_HRS",
"ASSIGNMENTS"."REC_STATUS",
"ASSIGNMENTS"."PLAN_HRS",
"SECURITY_PROFILE"."FULLNAME", "SECURITY_PROFILE"."DEPT_CODE",
"TRANSACTIONS"."TRANS_TYPE",
"TRANSACTIONS"."TRANS_HOURS",
"ACTIVITIES"."ACT_UKEY1",
"ACTIVITIES"."ACT_UKEY2",
"ACTIVITIES"."ACT_UKEY3",
"ACTIVITIES"."ACT_UKEY4",
"ACTIVITIES"."DESCRIPTION",
"ACTIVITY_OWNER"."APPROVER_ID",
"SECURITY_PROFILE1"."FULLNAME"

Query (from)

"ASSIGNMENTS" "ASSIGNMENTS",
"SECURITY_PROFILE" "SECURITY_PROFILE",
"TRANSACTIONS" "TRANSACTIONS",
"ACTIVITIES" "ACTIVITIES",
"ACTIVITY_OWNER" "ACTIVITY_OWNER",
"SECURITY_PROFILE" "SECURITY_PROFILE1"

Query (Where) "ASSIGNMENTS"."EMP_ID" = "SECURITY_PROFILE"."EMP_ID" AND
"ASSIGNMENTS"."EMP_ID" = "TRANSACTIONS"."EMP_ID" AND
"ASSIGNMENTS"."ACTIVITY_ID" = "TRANSACTIONS"."ACTIVITY_ID"

Query (And) "ASSIGNMENTS"."ACTIVITY_ID" = "ACTIVITY_OWNER"."ACTIVITY_ID"(+) AND

"ACTIVITY_OWNER"."APPROVER_ID" = "SECURITY_PROFILE1"."EMP_ID"(+)
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The report will display the following information for every assignment: Planned Hours,
Actual Hours, ETC (Estimated Time to Complete), Start (Resource Actual Start from the
assignment), Finish (Resource Actual Finish from the assignment), Status (whether the
assignment is Open or Closed)

If Report Type is “P” (Default), the report will be an activity owner report. The report will
display all of the activities owned by the user running the report (the value of the empid
parameter), and all of the assignments for cach activity. The departments owned field is
ignored.

If Report Type is “D,” the report will be a department owner report. The report will display
all of the employees by department (for the departments selected using the departments_owned
parameter). The user can select more than one department. The report will also display all of
the assignments (based on the Assignment Status parameter) for each employee.
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Report Name: Expense Report

Report Categories: Department Owner, Financial

Description: This report displays a standard expense report for users who have entered

expense amounts into the Special Amount field associated with a detail code.

The user can select which combination of the four activity keys best describes the activity
and which detail code contains the Expense Categories. Department owners can select
which departments to include in the report. Otherwise the report will return the records for

the current user.

Report File Name

Exp (Ora or SQL).rpt

Parameters Used

Activity Description, Expense Code, empid, period_enddates, departments_owned,
act_ukeyl, act_ukey2, act_ukey3, act_ukey4, trans_ukey1, trans_ukey2,
trans_ukey3, trans_ukey4, trans_ukey5, trans_ukey6, trans_ukey?7, trans_ukey8,
trans_ukey9, trans_ukey10

Query (select)

"SECURITY_PROFILE"."EMP_ID",
"SECURITY_PROFILE"."EMP_ID_USER",
"SECURITY_PROFILE"."FULLNAME",
"SECURITY_PROFILE"."DEPT_CODE",
"SECURITY_PROFILE"."EMP_CODE",
"TRANSACTIONS"."TRANS_DATE",
"TRANSACTIONS"."TRANS_TYPE",
"TRANSACTIONS"."PERIOD_ENDING",
"TRANSACTIONS"."SPECIAL_AMT",
"TRANSACTIONS"."TRANS_UKEY1",
"TRANSACTIONS"."TRANS_UKEY2",
"TRANSACTIONS"."TRANS_UKEY3",
"TRANSACTIONS"."TRANS_UKEY4",
"TRANSACTIONS"."TRANS_UKEY5",
"TRANSACTIONS"."TRANS_UKEYG6",
"TRANSACTIONS"."TRANS_UKEY7",
"TRANSACTIONS"."TRANS_UKEYS8",
"TRANSACTIONS"."TRANS_UKEY9",
"TRANSACTIONS"."TRANS_UKEY10",
"ACTIVITIES"."ACT_UKEY1",
"ACTIVITIES"."ACT_UKEY2",
"ACTIVITIES"."ACT_UKEY3",
"ACTIVITIES"."ACT_UKEY4"

Query (from)

"SECURITY_PROFILE" "SECURITY_PROFILE",
"TRANSACTIONS" "TRANSACTIONS",
"ACTIVITIES" "ACTIVITIES"

Query (Where)

"SECURITY_PROFILE"."EMP_ID" = "TRANSACTIONS"."EMP_ID"

Query (And)

"TRANSACTIONS"."ACTIVITY_ID" = "ACTIVITIES"."ACTIVITY_ID"
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Report Name: Pie Chart

Report Categories: Department Owner = DO = Pie Chart for Department Owners
Activity Owner = PM = Pie Chart for Activity Owner
Financial = Both

Description: This report returns a pie graph for cach department selected by the
departments_owned parameter. The graph represents different activities for which time was
charged during the period sclected. The right-hand side of the report displays a list of the
activities, the percentage of the total time charged to that activity, and the total hours
charged to that activity. The top line will display the department and the total hours for the
period for that department.

Report File Name | PieCht (Ora or SQL).rpt

Parameters Used Report Grouping, Activity Description, period_enddates, departments_owned,
empid, act_ukeyl, act_ukey2, act_ukey3, act_ukey4

Query (select) "SECURITY_PROFILE"."DEPT_CODE",
"TRANSACTIONS"."TRANS_TYPE",
"TRANSACTIONS"."PERIOD_ENDING",
"TRANSACTIONS"."TRANS_HOURS",
"ACTIVITIES"."ACT_UKEY1",
"ACTIVITIES"."ACT_UKEY2",
"ACTIVITIES"."ACT_UKEY3",
"ACTIVITIES"."ACT_UKEY4"

Query (from) "SECURITY_PROFILE" "SECURITY_PROFILE", "
"TRANSACTIONS" "TRANSACTIONS",
"ACTIVITIES" "ACTIVITIES"

Query (Where) "SECURITY_PROFILE"."EMP_ID" = "TRANSACTIONS"."EMP_ID"

Query (And) "TRANSACTIONS"."ACTIVITY_ID" = "ACTIVITIES"."ACTIVITY_ID"




Appendix A ¢ Pre-Installed Reports Reference

RESOURCE UTILIZATION PIE CHART

Departnient, Project We. - Curul2ive
Privt Dme: 11201

Prist Tme: 105542 AM
For Perods Ending betwesan 14400 and 113000

Time'

| o O
] oz |
O oD |
| i d

Ol @ m

2141

2121

5 EnoErT Resaurss Repars
Total Houra:
Project Mo, Peefca: i Hionrs
[1501] MATE x2m
Dea2 106k im
Dedd BAXE Hm
1.221) 278% s5m
1813 1.39°% m
ey} 3% 0m
3 BETE 1500
gt ERE 4 am
a2 SOEE 1Em
21 19T9E s
213 2TFE m
214 1256 *m




Appendix A e Pre-Installed Reports Reference

Report Name: Resource Utilization Bar Chart

Report Categories: Department Owner = DO = Bar Chart for Department Owners

Description: Both the department owner and the activity owner use a similar report. The
formula "Report Type" determines whether the report will display a department owner

Activity Owner = PM = Bar Chart for Activity Owners

Financial = Both

report or an activity owner report.

The department owner report shows a stacked bar for each employee with each element of
the stack indicating a different project. When this report is run by a department owner, it

will display each departments data on a separate page.

Report File Name

BarCht (Ora or SQL).rpt

Parameters Used

Report Type, Activity Description, period_enddates, empid, departments_owned,
act_ukeyl, act_ukey2, act_ukey3, act_ukey4

Query (select)

"SECURITY_PROFILE"."FULLNAME",
"SECURITY_PROFILE"."DEPT_CODE",
"TRANSACTIONS"."TRANS_TYPE",
"TRANSACTIONS"."PERIOD_ENDING",
"TRANSACTIONS"."TRANS_HOURS",
"TRANSACTIONS"."SPECIAL_AMT",
"ACTIVITIES"."ACTIVITY_ID",
"ACTIVITIES"."ACT_UKEY1",
"ACTIVITIES"."ACT_UKEY2",
"ACTIVITIES"."ACT_UKEY3",
"ACTIVITIES"."ACT_UKEY4",
"ACTIVITY_OWNER"."APPROVER_ID",
"SECURITY_PROFILE1"."FULLNAME"

Query (from)

"SECURITY_PROFILE" "SECURITY_PROFILE", "
"TRANSACTIONS" "TRANSACTIONS",
"ACTIVITIES" "ACTIVITIES",
"ACTIVITY_OWNER" "ACTIVITY_OWNER",
"SECURITY_PROFILE" "SECURITY_PROFILE1"

Query (Where) "SECURITY_PROFILE"."EMP_ID" = "TRANSACTIONS"."EMP_ID"
Query (And) "TRANSACTIONS"."ACTIVITY_ID" = "ACTIVITIES"."ACTIVITY_ID"
Query (And) "ACTIVITIES"."ACTIVITY_ID" = "ACTIVITY_OWNER"."ACTIVITY_ID"(+) AND

"ACTIVITY_OWNER"."APPROVER_ID" = "SECURITY_PROFILE1"."EMP_ID"(+)
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The activity owner report will show a stacked bar for each project, with each element of the
stack indicating a different department.
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Report Name: Timesheet Report

Report Categories: Department Owner, Timesheet User

Description: This report displays the assignments with associated transactions on the

timesheet for the selected period_enddate.

The timesheet for the current user is displayed unless the TimesheetDOXXX report is
run. A department owner can print the timesheets of the employees in his or her depart-

ment.

Report File Name

Timesheet (Ora or SQL).rpt

Parameters Used

Empid, period_enddates, act_ukeyl, act_ukey2, act_ukey3, act_ukey4

Query (select)

"SECURITY_PROFILE"."EMP_ID",
"SECURITY_PROFILE"."EMP_ID_USER",
"SECURITY_PROFILE"."FULLNAME",
"SECURITY_PROFILE"."DEPT_CODE",
"SECURITY_PROFILE"."EMP_CODE",
"TRANSACTIONS"."TRANS_DATE",
"TRANSACTIONS"."TRANS_TYPE",
"TRANSACTIONS"."PERIOD_ENDING",
"TRANSACTIONS"."TRANS_HOURS",
"TRANSACTIONS"."TRANS_UKEY1",
"ACTIVITIES"."ACT_UKEY1",
"ACTIVITIES"."ACT_UKEY2",
"ACTIVITIES"."ACT_UKEY3",
"ACTIVITIES"."ACT_UKEY4",
"ACTIVITIES"."DESCRIPTION"

Query (from)

"SECURITY_PROFILE" "SECURITY_PROFILE",

"TRANSACTIONS" "TRANSACTIONS",
"ACTIVITIES" "ACTIVITIES"

Query (Where) "SECURITY_PROFILE"."EMP_ID" = "TRANSACTIONS"."EMP_ID"
Query (And) "TRANSACTIONS"."ACTIVITY_ID" = "ACTIVITIES"."ACTIVITY_ID"
Query (And) "TRANSACTIONS"."TRANS_TYPE" = 1.
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Report Name: Missing Timesheet

Report Categories: TimeWizard Administrator, Department Owner

Description: This report displays timesheets that are ""missing"" (where ""missing"" is a
user-defined threshold, e.g., 1 hour). If this report is grouped by department, it will return
records for all associated employees for the selected period_enddate. If this report is run by
an employee who does not own departments, it will return the record for that user for the
selected period_enddate.

The script to create the view is as follows:

ORACLE: create or replace view TW_V_TRNSTOT as select PERIOD_ENDING,
EMP_ID, SUM(TRANS_HOURS) TRANSTOTAL from TRANSACTIONS where
TRANS_TYPE = 1 group by PERIOD_ENDING, EMP_ID

SQL SERVER: create view TW_V_TRNSTOT as select PERIOD_ENDING, EMP_ID,
SUM(TRANS_HOURS) TRANSTOTAL from TRANSACTTONS where TRANS_TYPE
= 1 group by PERIOD_ENDING, EMP_ID

The user has the option of adjusting the “missing timesheet” threshold. All records which
have a transactions hours summary of the selected period LESS THAN the Missing Timesheet
Hours Threshold parameter will display “Missing Timesheet” in the Timesheet Status field.
If the user is displaying the Missing Timesheet report, only those records will be displayed.

Report File Name | MisTim (Ora or SQL).rpt

Parameters Used Report Type, period_enddates, departments_owned, Missing Timesheet, Hours
Threshold, empid

Query (select) "TIMESHEET"."PERIOD_ENDING", "TIMESHEET"."EMP_ID",
"TIMESHEET"."APPROVAL_STATE", "TIMESHEET"."TS_COMMENTS",
"SECURITY_PROFILE"."FULLNAME", "SECURITY_PROFILE"."DEPT_CODE",
"TW_V_TRNSTOT"."TRANSTOTAL"

Query (from) "TIMESHEET" "TIMESHEET", "
"SECURITY_PROFILE"
"SECURITY_PROFILE",
"TW_V_TRNSTOT" "TW_V_TRNSTOT"

Query (Where) "TIMESHEET"."EMP_ID" = "SECURITY_PROFILE"."EMP_ID" AND
"TIMESHEET"."PERIOD_ENDING" = "TW_V_TRNSTOT"."PERIOD_ENDING"(+)

Query (And) "TIMESHEET"."EMP_ID" = "TW_V_TRNSTOT"."EMP_ID"(+)
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Report Name: Missing Approvals

Report Categories: TimeWizard Administrator, Department Owner

Description: This report displays timesheets that have not completed the approval process.
If this report is grouped by department, it will return records for all associated employees for
the selected period_enddate. If this report is run by an employee who is not a department
owner, it will return the record for that user for the selected period_enddate.

Report File Name

MisApp (Ora or SQL).rpt

Parameters Used

period_enddates, departments_owned, Missing Timesheet Hours Threshold, empid

Query (select)

"TIMESHEET"."PERIOD_ENDING", "TIMESHEET"."EMP_ID",
"TIMESHEET"."APPROVAL_STATE", "TIMESHEET"."TS_COMMENTS",
"SECURITY_PROFILE"."FULLNAME", "SECURITY_PROFILE"."DEPT_CODE",
"TW_V_TRNSTOT"."TRANSTOTAL"

Query (from)

"TIMESHEET TIMESHEET",
"SECURITY_PROFILE" "SECURITY_PROFILE",
"TW_V_TRNSTOT" "TW_V_TRNSTOT"

Query (Where)

"TIMESHEET"."EMP_ID" = "SECURITY_PROFILE"."EMP_ID" AND
"TIMESHEET"."PERIOD_ENDING" *= "TW_V_TRNSTOT"."PERIOD_ENDING"
AND "TIMESHEET"."EMP_ID" * = "TW_V_TRNSTOT"."EMP_ID"

AND "TIMESHEET"."PERIOD_ENDING" >= "Oct 28 1999 00:00:00AM"

AND "TIMESHEET"."PERIOD_ENDING" < Oct 29 1999 00:00:00AM"




Appendix A ¢ Pre-Installed Reports Reference

I4|4 1af1 >|>|| I| %|®| 100% v[ TotakE

100%

EofE

MISSING APPROVALS

Department, Employee
Frint Date: 11411/

Frint Time: 12:58:07FM

For Period Ending 10474 888

Time

Standard Resource Raporls

Client Server

Approval Status

Timesheet Comments

Humana, Rosh &

Communications

Mot Submitted/Rejected

Approval Status

Timesheet Comments

Brown, Mark A

ProdDev

Mot Submitted/Rejected

Approval Status

Timesheet Comments

Aguelari, Stacey E
kKubangk, Caral A

Quality Assurance

Mot Submitted/Rejected
Mot Submitted/Rejected

Approval Status

Timesheet Comments

Goode, Kelly P

Weh Dev

Mot Submitted/Rejected

Approval Status

Timesheet Comments

Surri, Sanjay 5

Mot Submitted/Rejected




Appendix A

Pre-Installed Reports Reference

Report Name: Timesheet Status

Report Categories: TimeWizard Administrator, Department Owner

Description: This report displays the timesheet approval status (i.e., Not Submitted, Ap-
proved, Rejected, or Unapproved) for a list of employees grouped by department for the
selected period_enddate. If this report is run by an employee who is not a department
owner, then the report displays the timesheet approval status for that user for the selected

period_enddate.

Report File Name

TimSta (Ora or SQL).rpt

Parameters Used

Report Type, period_enddates, departments_owned, Missing Timesheet Hours
Threshold, empid

Query (select)

"TIMESHEET"."PERIOD_ENDING",
"TIMESHEET"."EMP_ID",
"TIMESHEET"."APPROVAL_STATE",
"TIMESHEET"."TS_COMMENTS",
"SECURITY_PROFILE"."FULLNAME",
"SECURITY_PROFILE"."DEPT_CODE",
"TW_V_TRNSTOT"."TRANSTOTAL"

Query (from)

"TIMESHEET TIMESHEET",
"SECURITY_PROFILE" "SECURITY_PROFILE",
"TW_V_TRNSTOT" "TW_V_TRNSTOT"

Query (Where)

"TIMESHEET"."EMP_ID" = "SECURITY_PROFILE"."EMP_ID" AND
"TIMESHEET"."PERIOD_ENDING" *= "TW_V_TRNSTOT"."PERIOD_ENDING"
AND "TIMESHEET"."EMP_ID" * = "TW_V_TRNSTOT"."EMP_ID"

AND "TIMESHEET"."PERIOD_ENDING" >= "Oct 28 1999 00:00:00AM"

AND "TIMESHEET"."PERIOD_ENDING" < Oct 29 1999 00:00:00AM"
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For Period Ending 10474999
Standard Resource Raporls

ProdDev Approval Status Ti heet Hours Ti heet C it
Aguelari, Stacey E Mot Submitted 49.00
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Pre-Installed Reports Reference

Report Name: Billing Report

Report Categories: Financial

Description: This report allows the user to specify which activity fields are the Customer
field and Project field. The user also specifies whether to group the summary by Employee
or by Resource code. The user can specify the date range for the report. The dollar amounts
are calculated from the hourly rate (Rate 1 or Rate 2) + special amount for each transaction,

then summed.

Report File Name

BilSum (Ora or SQL).rpt

Parameters Used

Customer, Resource Category, Rate, period_enddates, Project, act_ukeyl, act_ukey2,
act_ukey3, act_ukey4, act_unonk1, act_unonk2, act_unonk3, act_unonk4,
act_unonk5, act_unonk6, act_unonk?7, act_unonk8, act_unonk9, act_unonk10

Query (select)

"TRANSACTIONS"."TRANS_DATE",
"TRANSACTIONS"."TRANS_TYPE",
"TRANSACTIONS"."PERIOD_ENDING",
"TRANSACTIONS"."TRANS_HOURS",
"TRANSACTIONS"."SPECIAL_AMT",
"TRANSACTIONS"."RATE1",
"TRANSACTIONS"."RATE2",
"SECURITY_PROFILE"."FULLNAME",
"TWRESOURCE"."NAME",
"ACTIVITIES"."ACT_UKEY1",
"ACTIVITIES"."ACT_UKEY2",
"ACTIVITIES"."ACT_UKEY3",
"ACTIVITIES"."ACT_UKEY4",
"ACTIVITIES"."ACT_UNONKI1",
"ACTIVITIES"."ACT_UNONK?2",
"ACTIVITIES"."ACT_UNONK3",
"ACTIVITIES"."ACT_UNONK4",
"ACTIVITIES"."ACT_UNONKS5",
"ACTIVITIES"."ACT_UNONKG6",
"ACTIVITIES"."ACT_UNONK?7",
"ACTIVITIES"."ACT_UNONKS",
"ACTIVITIES"."ACT_UNONKOY9",
"ACTIVITIES"."ACT_UNONKI10",
"ACTIVITIES"."DESCRIPTION"

Query (from)

"TRANSACTIONS" "TRANSACTIONS",
"SECURITY_PROFILE" "SECURITY_PROFILE",
"TWRESOURCE" "TWRESOURCE",
"ACTIVITIES" "ACTIVITIES"

Query (Where) "TRANSACTIONS"."EMP_ID" = "SECURITY_PROFILE"."EMP_ID"
Query (And) "TRANSACTIONS"."RESOURCE_ID" =
Query (And) "TRANSACTIONS"."ACTIVITY_ID" = "ACTIVITIES"."ACTIVITY_ID"
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I4|4 1t 7 >|>I| -| %|®| 100% =] Totak133  100% 1290f139

Billing Report

Department ! Project / Resowrce

Frint Date: 1141 1,/89 Time

Frint Time: 1:08:40PM

For Periods Ending between 09/ 71299 and 11114923 Standard Billing Reports
Cust H Administrative
Project: Administrative
Description: Trawel Activity
Resource Hours Dollars($)
“Unclassified> 205.00 $2,685.00 —
Sub-Total Project: Administrative 205.00 $8,685.00
Total Customer: Administrative 205.00 $8,685.00
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Report Name: Resource Code Associations

Report Categories: TimeWizard Administrator, Department Owner

Description: This report lists all employees associated with specific resource codes, grouped by department.

Report File Name ResAsnDO(SQL or ORA).rpt
Parameters Used Assignment status, activity description, departments owned
Query(select) assignments.res_as, assignments.res_af,

assignments.etc_hrs,
assignments.rec_status,
assignments.plan_hrs,
security_profile.fullname,
security_profile.dept_lowest,
transactions.trans_type,
transactions.correct_status,
transactions.trans_hours,
activities.act_ukeyl,
activities.act_ukey?,
activities.act_ukey3,
activities.act_ukey4,
activities.description
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Query (from) ((((assignments as assignments INNER
JOIN security_profile as security_profile ON
assignments.emp_id =
security_profile.emp_id) INNER JOIN
transactions as transactions ON
(assignments.activity_id =
transactions.activity_id) AND
(assignments.emp_id = transactions.emp_id)
AND (assignments.resource _id =
transactions.resource_id)) INNER JOIN
activities as activities ON
assignments.activity_id =
activities.activity_id) LEFT JOIN
activity_owner as activity_owner ON
assignments.activity_id =
activity_owner.activity_id) LEFT JOIN
security_profile AS security_profilel ON
activity_owner.approver_id =
security_profilel.emp_id

Query (Where) assignments.emp_id =
security_profile.emp_id

Query (And) assignments.emp_id = transactions.emp_id
AND
assignments.resource_id =
transactions.resource_id AND
assignments.activity_id =
transactions.activity_id AND
assignments.activity_id =
activities.activity_id
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RESOURCE CODE ASSOCIATION
Print Time: 1:32:21PM 'Iime

Project Manager
Wwebh Dev

Bothmer, Mark A

Quality Tester
ProcDey

Aguelari, Stacey E
Kubaryk, Caral A

Software Engineer
FrodDev

Aguelari, Stacey E
Fubaryk, Caral A

Web Programmer
Client Server

Humana, Rosh &




Appendix A ¢ Pre-Installed Reports Reference

Report Name: Timesheet Audit Report
Report Categories: TimeWizard Administrator
Description: This report displays all time entries and edits made to an employee’s timesheet

within a selected period. This will allow an administrator to monitor all entries and edits
made to an employee’s timesheet.

Report File Name Audit (SQL or ORA).rpt
Parameters Used period_enddate, departments_owned
Query (select) security_profile.emp_id_user,

security_profile.fullname, security_profile.dept_code,
security_profile.dept_lowest,
security_profile.emp_code,
security_profile.salary_code,

transactions.trans_date, transactions.period_ending,
transactions.correct_status, transactions.trans_hours,
transactions.last_update, transactions.logid_update,
transactions.trans_ukey1, transactions.trans_ukey?2,
transactions.trans_ukey3, transactions.trans_ukey4,
transactions.trans_ukey5, transactions.trans_ukey®6,
transactions.trans_ukey7, transactions.trans_ukey8,
transactions.trans_ukey9, transactions.trans_ukey10,

activities.act_ukeyl, activities.act_ukey?2,
activities.act_ukey3, activities.act_ukey4,
activities.description,

twresource.name

Query (from) security_profile security_profile, transactions transactions,
activities activities,

twresource twresource,

periods periods

Query (Where) security_profile.emp_id = transactions.emp_id

Query (And) transactions.activity_id = activities.activity_id AND
transactions.resource_id = twresource.resource_id AND
transactions.period_ending = periods.period_ending
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Frut Cate: 171201
FrutThme: {0:344Z AN

For Peried Ending 13001

TIMESHEET AUDIT

Timy

SN0 RES0UTE RADots

Employes Name: Angslides, Fhilios
Erployes 10: 0016

Dept Code : BOEV

Employes Code: VEER

Sal=ry Code : 0016

Resource Breject Io. Task e Dept e Lecation

Tnclazaed- TE00 [l

ollday Pay

TRAIT DATE Lo I TIMETATE STATUY Labor Cods CostType

101 Ascord 10:32:52AM 171201 ACTIVE i R
Azsord 10:17:22A00 111201 OFIGIHAL o) F
Azsord 103244200 111201 BACKOUT o) F

14101 Ascord 10:32:38A8M 1712001 ACTIVE o0 E

151 Azsord 10324140 111201 ACTIVE o) F

Unciazaed- 606 [l

now Days

TRAIT DATE LOGI I TIMEDATE STATIE Labor Cods CostType

1oL Aggard 10:28:42 400 171201 ACTIVE i R

2.00
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Custom Field Formula Specifications

All user-defined captions for custom fields are sent to the report automatically at runtime.

This is done by replacing the formulas in the report named for the particular field. Table B.1
lists these custom fields and identifies the default settings and field descriptions.

If you write your own custom reports for TimeWizard using Crystal Reports Professional
and wish the captions to be sent to the report at runtime rather than hard-coding the values,
then you need to create formulas using the field names specified in the following table.




Appendix B ¢ Custom Field Formula Specifications

Table B.1: TimeWizard Report Field Settings

Field Default Description Field Default Description
act_ukeyl <unused> Activity Keyl Trans_ukey7 | <unused> Detail Code 7
act_ukey?2 <unused> Activity Key2 Trans_ukey8 | <unused> Detail Code 8
act_ukey3 <unused> Activity Key3 Trans_ukey9 <unused> Detail Code 9
act_ukey4 <unused> Activity Key 4 Trans_ukeyl0 | <unused> Detail Code 10
act_unonkl <unused> Non Key Activity Field 1 Dept_code Dept. Code Department Code Field from
- . security_profile
act_unonk2 <unused> Non Key Activity Field 2 P
Sal 4 Salary Cod Salary Code Field from
act_unonk3 <unused> Non Key Activity Field 3 alary_code alary Lode security_profile
act_unonk4 <unused> Non Key Activity Field 4 Emp_code Emp Code Employee Code Field from
- i fil
act_unonk5 <unused> Non Key Activity Field 5 Secunty_prome
. Sec_unonk1 <unused> Non Key Employee Field 1
act_unonk6 <unused> Non Key Activity Field 6
. Sec_unonk2 <unused> Non Key Employee Field 2
act_unonk?7 <unused> Non Key Activity Field 7
. Sec_unonk3 <unused> Non Key Employee Field 3
act_unonk8 <unused> Non Key Activity Field 8
. Sec_unonk4 <unused> Non Key Employee Field 4
act_unonk9 <unused> Non Key Activity Field 9
S k5 d Non Key Empl Field 5
act_unonkl0 | <unused> Non Key Activity Field 10 ce_tnon unnse® on Ty mmproyee T
S k6 d Non Key Empl Field 6
Trans_ukeyl <unused> Detail Code 1 ceunon unuse on ey mmproyee e
S k7 d Non Key Empl Field 7
Trans_ukey2 | <unused> Detail Code 2 ceunon une on ey mmpoyee e
S k8 d Non Key Empl Field 8
Trans_ukey3 | <unused> Detail Code 3 B unee on ey mmpoyee T
S k9 d Non Key Empl Field 9
Trans_ukey4 <unused> Detail Code 4 ec_unon <unused> on ey Bmployee e
S k10 d Non Key Empl Field 10
Trans_ukey5 <unused> Detail Code 5 eeunon “unused on ey Bmproyee Fie
Trans_ukey6 | <unused> Detail Code 6




