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Chapter 1 — Tailoring

1. Connection & Logon Tailoring

Upon logging into the ATM software, the individual user has the ability to specify the

System Name and the Infor XA environment they wish to access.

1. System Name: The iSeries System that you are connecting with.

2. Infor XA Environment: The Infor XA Environment that you are connecting to.

3. Show at startup (only if unlocked): This gives the user the ability to see this screen &
make changes to the environment during start up. If this is not checked the user will
bypass this screen & continue to the user logon screen.

4. Lock Database Options: This will not allow users to change these options.

4 ATM T ailoring Dptions

o Datahase |ﬁ Start Up | AT Local Options |
-DB

System Marne |ISEOCOQ

MAPICS Environment IEE

¥ Show at startup (only if unlocked)
™ Lock Database Options

Abhout (8]’ Cancel

5. ABOUT button: This will display the current client version level and release date.

About ATM ((=][E3

Advanced Transaction Manager: ATM

Paper Less’

MNawofact g Execaatrorn Soibware

Version 5. 1.1.T70 06 June 2007
Copyright Paper-less, Inc. - All rights reserved

Close
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In addition, the user has the ability to have an auto-sign on function activated.
1. Auto Signon: When this is checked, the User ID & Password entered will be used to
open up the application, bypassing the User Signon screen.

L'ﬂ ATHM Tailoring Options

& Database |§{ATM Local Options |
Sign On
¥ Auto Signon
User D IMNEUMANN
Pasgward I“‘*‘m
Ahout | [8]%4 I Cancel |

If the Password is invalid, the following series of screens will appear. If you respond
with a “Yes”, you will be prompted to enter in the correct Password 4 times. If you select
“No” without updating the correct info, you will receive a Database Operation Error &
you will not be allowed to enter the application.

Signon to i5eries |
CwWBSYO002 - Pazsward for wser
FMMELMANM on zerver ISEOCOZ 1z not
carrect

Do you want ta praovide a different
pasziwond now’?

Mo | Detailz | HiztannLog |
Signon to iSeries |
! Server: [isEDCD2
User 1D |MNELIMANN

Passwaord: I

k. I Cancel
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If the User Id is invalid, the following series of screens will appear. If you respond with a
“Yes”, you will be prompted to enter in the correct User Id and Password 4 times. If you
select “No” without updating the correct info, you will receive a Database Operation
Error & you will not be allowed to enter the application.

Signon to 15enes |

CwBSY0007 - Uszer MHELMAMN on serer
ISEOCOZ does not exist

Do you want to provide a different uger (D
niow?

Mo | Dretailz | Hiatarn Lo |
Signon to 1Senes EEd |
! Server  |ISEOCOZ
Uszer 1D I
Passward: I

k. I Cancel

Security Issues
If you are using the Auto Signon, be aware that your User ID & Password will be stored
in the ATM.ini file, located in your ATM root directory.

ATM Client Auto-Update
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To set up the client for automatic updates click on the ATM Local Options tab.

[ ATM Tailoring Options

P Database | #3 Stant Up VATI'I.II Local Options:

~ATH Update

Update Server Path o544 PubliciPaper-Less\aThiversion 4.0individual Updates =]

-]

¥ Check for updates whenever ATh opens W Prompt before update

I™ Lock Local Optian “erify Server Path Check for Updates

Ahout | ]2 Cancel

On this tab there is a box that labeled ATM Update that contains the object for setting up
the update program.

1. Update server path: This is the folder where all the client updates (pbd’s) are
placed (i.e. a network drive/folder).

2. Check for updates whenever ATM opens: Check this box if you want ATM to
check the server path for any new updates whenever the program opens. Uncheck
this box if you do not want to check for updates when the program opens.

3. Prompt before performing updates: If there are files that need to be updated, then
check this box if you want a message box stating “There are ## updates for ATM.
Do you wish to download them now?” to appear.

PB ATH Update =l

@ There are 1 updates far ATH. Do pou wizh to download them now?

Select “Yes” if you want the update to take place. Select “No” if you want to
update the files at a later date.

Paper-Less, LLC Page 8 of 214



4. VERIFY SERVER PATH Button: Selecting this button will cause the program to

5.

verify whether it can access the folder specified. If the path is invalid a message
will appear stating, “Update server XXXX does not exist or cannot be accessed”.

Client T ailoring Options

@ Update server path SN T254%PublichFaper-LesshaMT Wersion 4.05ndividual Updates' does not exist or cannat be
accessed

If the path is valid then the message will state, “Update server path found”.

Client T ailoring Options |

@ |Ipdate zerver path found

CHECK FOR UPDATES Button: Select this button if you want to manually start
the update process.

Here is the step-by-step procedure of how the update takes place.

1.

2.

4.

The program checks if it can access the update server path. If it cannot the update
then the program ends.

If the server path can be accessed then the program searches the folder for any
files that can be updated. This includes .PBD files and .INI files.

If any of the files are found on the update server, the program then compares the
modification date of the local file to the modification date of the file on the server.

a. Server File > Local File - If the modification date on the server is greater
than the modification date in the local folder then the file is downloaded to
the local folder.

b. Server File = Local File - If the modification date on the server is the
same as the modification date in the local folder then the modification
times are compared. If the modification time on the server is greater then
the modification time in the local folder then the file is downloaded.

c. Server File < Local File — If the modification date on the server is less
than the modification date in the local folder then the file is not
downloaded.

Once all the files that required updating are downloaded a message will appear
that will tell the user that the program will now restart.
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PB ATH Update

i)

5. The program will then shut itself down and re-open.

*NOTE - All of the Client tailoring options discussed in Chapter 1 — Section 1, can also
maintained from the ATM Toolbar — Utilities — Tailoring Options.
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2. User Security

Individual users using the ATM software will need to be granted access to the ATM

Menus. Included as part of the install, the QSECOFR user profile has been granted

access to the ATM software. To define User Security, access the “Administrative Menu”

and select “Table Maintenance.”

1. Locate and highlight the Table Number “UM-User Profile Menu Table” and click on
the modify button.

File Edit Functions Utiliies Help

ATM Table Maintenance

Add Modify Copy Delete Display
| ThbiNumber Thi Description
10 |32 SELECT & EDIT SUBSET TABLE 2 :
11 |52 SELECT & EDIT SUBSET TABLE 3 -
12 |54 SELECT & EDOIT SUBSET TABLE 4
13 [Th TRAMNSACTION PROCESSING MEMNU
14 TS TRAMNSACTION STATUS TABLE NC
USER PROFILE MENU TABLE
16 99 SELECT & EDIT SUBSET TAELE 1 ;

= | Slalll ENE Session A - [24 xl W workspace at Df...l AT Implementa...lliﬂATM Dealiay B 11:224M
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2. Position to the bottom of the screen by clicking on the Page Down button.
3. Type in the “User Profile” of the user being authorized along with the “Menu
Identifier” (“Location” field is optional and can be filled in at anytime.).
3.1. User Profile: System User ID that is being allowed access to the ATM software.
3.2. Menu to Call: Identifying the ATM Menu to be called at the time of sign on.
3.2.1. AM - Administrative Menu
3.2.2. EM - Employee Menu
3.2.3. MA - Maintenance Menu
3.2.4. MM - Main Menu
3.2.5. TM - Transaction Processing Menu
3.3. Default Location: (optional) Establishes a “default” location for the user. The
user will still have the ability to change locations.
4. Click on the Ok button

I ATM - [=]x]

File Edit Functions Utilities Help

Table Maintenance - Revise

Table number: IUM
Table Description: |USER PROFILE MENU TABLE
USER PROFILE  [MENU TO CALL [DEFAULT LOCN
ADMINRR AM
ADMINRU AM :
ADMINTT AM
ADMINXX AM -
ATMEDD1 MM ATMEDU
ATMEDOZ2 MM ATMEDU
ATMEDO3 MM ATMEDU -
ATMEDD4 MM ATMEDU
ATMEDOS MM ATMEDU ;
v | X

0K Cancel
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3. Reset Subset Table

This table is optional. The reset subset function is to be used where one or more users

need to have the ability to reset any and all subsets company wide. (i.e. supervisors

approve individually assigned subset and a final subset approval is made company wide

by a manager) To establish authority for a particular user to Reset All Subsets, access the

“Administrative Menu” and select “Table Maintenance.”

1. Locate and highlight the Table Number “RSSB-Reset All Subsets Table” and click on
the modify button.

[ ATM - [=]x]

File Edit Functions Utiliies Help
ATM Table Maintenance

Add ‘ Modify Copy Delete Display

| TblNumber Thl Description

1 |am ADMINISTRATIVE MENU :

2 |as ABSENCE REQUEST STATUS NC "

3 Em EMPLOYEE MENU

4 s EMPLOYEE STATUS TABLE NC

5 |vA MAINTENANCE MENU

g [MM WIAIN MENU v
RESET ALL SUBSETS TABLE

= | Slalll W ATM Documentation. doc | W ATH Database Setup Instr...“ﬂATM DA B 2ErM
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2. Type in the “User Profile” and the “User Name” of the user to be given the authority
to reset all subsets.
User Profile: System User ID to be given the ability to reset all subsets
Description: User’s name
NA: (not used at this time)
3. Click on the Ok button.

[ ATM M= E

File  Edit Functions Utiities  Help

Table Maintenance - Revise

Table number: IRSSB
Table Description: IRESET ALL SUBSETS TABLE
USER ID |DESCRIPTION |
MHEUMANN MARGE NEUMANN
PJERZAK PAM JERZAK :
V'
v
Ok Cancel
= | Slalll W ATH Documentation. doc | W ATH Database Setuplnstr...“ﬂATM DA B zaarm
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4. Select & Edit Subset Table

This table is optional. To provide for the capability of allowing supervisors to perform a
select and edit process over one another’s employees/departments, these lists need to be
setup with multiple user ids (typically supervisors) within them. Assigning the Subset
Table Number (i.e. S4) to a particular User ID will allow that user to view/maintain
transactions as part of the Select & Edit process for all users being represented on this
list. To establish the Select & Edit Subset Table List, access the “Administrative Menu”
and select “Table Maintenance.”
1. Locate and highlight the Table Number “S1-Select & Edit Subset Table 1” and click
on the modify button. (Note — Additional Subset Tables can be defined as needed.)

[ ATM - [=]x]

File Edit Functions Utiliies Help
ATM Table Maintenance

Add ‘ Modify Copy Delete Display ‘
| TblNumber Thl Description
g8 [SE SELECT & EDIT AUTHORIZATION :
g [SM SHOP SUPERVISOR MEMU
A
10 S5 SUBSET STATUS TABLE MNC
SELECT & EDIT SUBSET TAELE 1
12 |52 SELECT & EDIT SUBSET TABLE 2
13 |53 SELECT & EDIT SUBSET TABLE 3 h 4
14 |54 SELECT & EDIT SUBSET TABLE 4 ;
= | Slalll W ATM Documentation. doc | W ATH Database Setup Instr...“ﬂATM D @A B a7eM
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2. Type in the list of “User Profiles” and the “User Names” to be considered as part of
the Select & Edit Subset Table List.
2.1. User ID: System User ID’s (Note — For those users that will only be viewing
their own employees/departments, a subset table does not need to be created.)
2.2. Name: User’s name
2.3. NA: (not used at this time)
3. Click on the Ok button.

File Edit Functions Utiliies Help

Table Maintenance - Revise

Table Number |S4

Table Description ISELECT & EDIT SUBSET TABLE 4
USERID(ALL CAPS][NAME NA
MNEUMANN MARGE NEUMANN :
PJERSAK PAM JERSAK
KKEKKE KRIS KEKKEI A

v
QK Cancel
iﬂSlalll B Session & - [24 xl !Workspace ath...l ATM Implementa...lliﬂATM sﬁ(ﬂéa ! 11:13 A
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5. Select & Edit Authority

This function provides authority to the individual users who are to have access to perform

Select & Edit processing. To establish the Select & Edit Authority, access the

“Administrative Menu” and select “Table Maintenance.”

1. Locate and highlight the Table Number “SE-Select & Edit Authorization” and click
on the modify button.

[ ATM M= E

File  Edit Functions Utiities  Help
ATM Table Maintenance

Add ‘ Modify Copy Delete Display ‘
| TblNumber Thl Description

S SELECT & EDIT AUTHORIZATION :

g SHOP SUPERVISOR MEMNU
V'

10 =S SUBSET STATUS TAELE NC
11 51 SELECT & EDIT SUBSET TABLE 1
12 |52 SELECT & EDIT SUBSET TAELE 2
13 |53 SELECT & EDIT SUBSET TAELE 2 v
14 |54 SELECT & EDIT SUBSET TAELE 4 ;

= | Slalll W ATH Documentation. doc | W4 TH Database Setup Instr...“ﬂATM D A B a5
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2. Type in the “User Profile” and the “User Name” of the users to be given the authority
to perform Select & Edit processing.
2.1. User ID: System User ID
2.2. Select & Edit User Table: - Select & Edit Subset Table ID (Note — For those
users that will only have authority to view their own employees/departments,
this field is to be left blank.)
2.3. Post?: Type ina*“Y” or “N” indicating whether or not the user has authorization
to Post/Prepare transactions.
3. Click on the Ok button

File Edit Functions Utiliies Help

Table Maintenance - Revise

Table Number |SE

Table Description ISELECT & EDIT AUTHORIZATION
USER [SELECT & EDIT USER TABLE lPosST?

PJERSAK N :
KKEKKE Y

MNEUMANN S4 Y S

I

v
0K Cancel Exit
iaSlalll BN Session & - [24 xl gw’mkspace at Df...l ATM Implementa...”;ﬁATM sﬁ(ﬂ%o ! 11:21 Ak
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6. Language and Date Formats

Currently the Language option is not available for tailoring, as English is the only
available language at this time. To change the date format, from the ATM Tool Bar at

the top of the Main Menu, select “Utilities” and then “Configure”.

Page 19 of 214
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i) Configuration

FIATM Language List
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7. Tailoring Flags

To set the Tailoring Flags, access the “Administrative Menu” and select “Table

Maintenance.”

1. Locate and highlight the Table Number “TAIL-Tailoring Options” and click on the
modify button.

[ ATM M= E

File  Edit Functions Utiities  Help
ATM Table Maintenance

Add ‘ Modify Copy Delete Display
| TblNumber Thl Description :

14 ‘84 SELECT & EDIT SUBSET TAELE 4

TAILORING OPTIONS
16 [TM

TRANSACTION PROCESSING MENU
17 [TS TRANSACTION STATUS TABLE MNC
18 [T2 SELECT AMD EDIT
19 UM LUSER PROFILE MENU TABLE v
20 Y SELECT & EDIT SUBSET TABLE TEST ;
g Start| EFJATM Documentation... [[ATM | [EATM Database Setu.. | [E]Mictosatt PowerPairt..| | S B¢ @p=A B 10:504M
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2. Activate/deactivate most Tailoring Flags by typing in a “Y/N”.

L I E | s
Eile  Edit Functions Utities Help
Table Maintenance - Revise
Table number: |TAIL
Table Description: [TAILORING OPTIONS

SEQUENCE # [TAILORING QUESTION JANSWER TO QUESTIONS

1 DO YOU USE MAPICS PAYROLL? ¥ (Y =YES, N = NO)

10 ATTENDANCE + APPROVED ABS MUST BE >= SHIFT LENGTH?Y (Y=YES, N=NO) :

" ACTIVATE ATM APPORTIONMENT? ¥ (Y=YES, N=NO)

2 DO YOU USE ATM ABSENCE AND LEAVE ¥ (Y =YES, N=NO) -~

3 IS MDCC INSTALLED ¥ [Y=YES, N = NO)

1 ACTIVATE PART DAY ABSENCE GENERATION? N (Y=YES, N=NO}

5 ACTIVATE FULL DAY ABSENCE GENERATION? ¥ [Y=YES, N=NO) v

6 ACTIVATE ABSENCE COMMENT ENTRY ¥ (Y=YES, N=NO)

7 ACTIVATE ABSENCE OVERAGE WARNING ¥ (Y=YES, N=NO) ;

‘ Exit ‘

0K Cancel

s | & G A Y || el # Cien Managem | [ Microsolt Excel -_| BFJATH Docunen ta.|[ M aTM [BBle MTR U £ 319p0

Infor XA Payroll Flag: Controls whether the department number field is edited on
the ATM Employee Extension File.

Absence/Leave Flag: Controls whether the Job Category, Approver Group,
Application Password and E-mail fields are available on the ATM Employee
Extension File.

MDCC Install Flag: (Future Use (set default to “Y™))

Part Day Auto Absence Generation: - (Default is “N”) Creation of Part Day Absence
Records during “Select & Edit”. This option can only be used when utilizing the
“Calendaring” functions within ATM. (Pre-requisite — MDCC application installed)

Full Day Auto Absence Generation: (Default is “N”) Creation of Full Day Absence
Records during “Select & Edit”. This option can only be used when utilizing the
“Calendaring” functions within ATM. (Pre-requisite — MDCC application installed)

Absence Leave Comments: (Default is “N”") Activate comment entry when creating
an absence.

Absence Overage Warning: (Default is “N”) Activates a warning when the user
enters an absence that will exceed the allowed absence hours.

Activate Reload Button in Select & Edit: (Default is “N”) Allow user to manually
initiate screen reloads.

Default status of Auto-Generated Absences: (Default is “2”) Choose what status
auto-absences should be assigned when created. All auto-generated absences, including
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defined Holidays, are created with the default status as determined by one of the three
options:
a. ‘0’ — Auto-generated absences are created using the status defined in the
Leave Code file. If the “Approval Required” status for the absence being
created is set to “Y”, the absence is created as requested. If the status is “N”,
the absence is created as approved. If the leave code is not defined in the
Leave Code file for the location, the status defaults to Approved.
b. ‘1’ — Auto-generated absences are created with a status of Requested.
c. ‘2’ — Auto-generated absences are created with a status of Approved (default).

Shift length reconciliation: (Default is “N”) Identifies a selected employee whose
attendance time and approved absence time does not equal or exceed the shift length.
When this option is set to “Y”, shifts that do not reconcile will not be posted.

Activate ATM Apportionment: Indicate whether or not ATM apportionment should
occur. Process takes place at the end of the Select & Edit run. This feature provides the
ability to apportion (divide) the labor time of multiple jobs that a user worked on at the
same time in proportion to the standards setup within Infor XA.

3. Click on the Ok button.
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8. Additional Features/Options

Employee Calendar Maintenance — This feature was added to version 5.1.1 of ATM.
This feature allows searching for and subsequently editing an employee calendar. To
setup this feature, the feature must be added to a menu using Table Maintenance.

L ATM EEX

File Edit Functions Lkities Help

Table Maintenance - Revise

Table number: ’W
Table Description: \MAINTENANCE MENU
MENU OPTION NUWMENU OPTION DESCRIPTION [OBJECT TO EXECUTE
] EMPLOYEE ABSENCE/LEAVE OVERRIDE EAOMAIN
12 ABSENCE/LEAVE APP. GROUP ASSIGN APPGRP :
13 TRAN REASON CODE MAINT STPTMR
14 TRAN TYPE SETTING MAINT STPTTP -~
15 CALENDAR MAINTENANCE CALING
16 CALENDAR COMMENT INQUIRY STPCCM
17 CALENDAR HOLIDAY MAINTENANCE STPHOL v
18 EMPLOYEE ABSRST
qm EMPLOYEE CALENDAR MAINTENANCE EMPCALQ ;

1M

Exit

X

Cancel
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User Data Fields - Each database file contains a User Data Tab. This option allows the
company to utilize additional User Data Fields within the file structure.

Location Master (=] x|
File ‘Window Help
=1
Location Detail Maintenance M=l 3
Location: Created Changed ﬂ
User:
Date: 00000000 00000000
Time: 00:00:00 00:00:00
Location Information  User Data
Switches Codes
Al A
B B
© ©
Dates MNumbers
A 01/01/0001 A
B [01,/01/0001 B
C 01,/01/0001 ©
K| H
|Ready

iaSlalll EATM I Microsoft Powe...l @ATM Database...l @ATM Documen...“ﬁlﬂLocalion Ma.. 5(&3‘)‘%){ ! 1210 PM
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Relocate Columns and Save Settings - By utilizing the “drag and drop” process, the
individual user has the capability to reposition the columns on the screens and then click
on File and Save Settings. (Note — The “settings” are unique to the PC.)

Transaction Inguirg/M aintenance HE E
File Edit ‘window Help
Tranzaction Inquiry =] B3
Location:lMIL vl Employee #: (501 -| GEORGE SMITH
*All Transactions | Time & Attendance  Jobs | [Fvertaty | =g Defied | Absence Leave |
Tran # Link Status Subset Type Active Order Op seq | Labor Date
9870 9868 FPOSTED 0 Y MO00210 a0zo 051 | 04/18/200
9371 0 POSTED ] M Maa0210 0020 0 | D04/18/200
11781 11782 NO ERROR 0 Y MO03260 0030 0 057217201
11783 11821 NO ERROR 0 Y MO03260 0040 0 05227201
11782 11781 NO ERROR 0 Y MO03260 0030 5.29 05227200
11821 11783 NO ERROR 0 Y MO03260 0040 268 05227200
| Kl | ]
|Ready
| Slalll Microsoft Powe...l @ATM Database...l @ATM Documen...l EIHATM “ﬂ Transaction. . 5@?0‘%){ ! 12:23 P
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Filtering Capability — The user has the ability to filter the data being viewed in order to
narrow down to the type of data they need to work with. Use the Unfilter option to
reposition to All Records.

File Maintenance - Employee Extension
File ‘Window Help

L=l B | | e - - T T

E mployee Extension Select H=1E3
Ermp Na. MNarme Location  Dept.  Job Category Machine?  Work  Approver User Switch User Switc 2
| 1[FIERRE DUFONT ]
10JEFF EATON WL DF20  MGR N 1 MGR
20RICK REITH WALSAL DP20 JNT N 2 MR
30 kI GUDMUNDSON WALISAL DR300 PRS i 3 MGR
40 5ANDRA KOERMER LA 400 SALES N 4 MR
SOMIKE CANIK JAMESWILLIZET GROUR B i WEC WGMT
BOKLAUS FROST WALUSAL DPE0 TREE N 5] MR
TOMARGE MEUMANN WALISAL DP20 SUPY i 7 MGR
G0 BARE KOWALSK] WAUSAL DP30 PGMR N g MR
A0JOHMN GALVIM WALISALL DPID ELE i MGR
100 DAN HANYILLE WAUSAL DPZ0  PGMR N MR
110 CAROL HARRIS AFPL DFS9  WLD N 0z SUPY
120 AL HOOD ATLANTA DP40 JNT N 0z MGR
121JUDITH R. LEWWANDOWYSEMILWY OFFC  HLPDSK N HLPAD
130T, J. JACKSOM ATLANTA DF200 MGR N MGR
140B0E JOHMNANMES LA 400 FRIM N FRMM
150 BILL JOHMSOMN - [JANESYILLE ~ RS i 1 MGR
160 MAURY KALNITZ jos FLE N SUPWS
170 JACK MACKNIGH|MIL S0UTH ROUP A i WGMT -
. 4 of
oco
Filter Calurnr —————————| Q,F,‘kn v
“Location j IE j Filter |
|Ready
= ] Slalll ER Clisnt Managem...l gMargeA Neuma...l BN Session & - [24 | | AT “ M| File Mainten... Dﬁ;ﬂ(ﬂ%(ﬂ 413 PM
T = = = | == e e e e I
ile Maintenance - Employee Extension E.IQ' EI HE R
File ‘Window Help
E mployee Extension Select H=1E3
Ermp Na. MNarme Location  Dept.  Job Category Machine? Work  Approver User Switch User Switch L
ML g g
280 KEVIN POWELL WL DPS0 SUPY N MGR
320JUDY WANDERWVEEN L 8ISE MGR N MR
JAOLEON WEAVER WL DPED MGR i MGR
BO0PEGGY POWEL L 400 PGMR N MR
G301 GEORGE SMITH Il 400 LD i SHOF
807 JOE HAMM L 400 ELE N SaL
1503 CAMIK, MIKE Il DP30 MGR i MEC MGR
1698 WILLIS, FRED L DF20  PGMR N MEC MR
2055 MEYER-KAMOSKE, PEGIMIL ISEG PEMR i SAL
4530 COTTON, TIRRELL L ISER PGMR N MR
5878 0SKEY, TOM L DF20  ASWMEB N SHIF
8635 MARIND, MONTY WL ISE4 PGMR N SaL
50080 JOHM FULLER L DF30  PGMR N SaL
J | ¥
Filter Calumn: ; =
“Location ﬂ IE IMIL j i Unfilker ||
|Ready
hstart| g CientMa. | W Marges | B Sesson. | WaTM | [W[File Ma... M)ATM Do.. | e T
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Sorting Capability — User has the ability to sort the data that is being displayed by
“double clicking” on the column heading.

7 1 5 ==

File Maintenance - Employee Extension
File ‘Window Help

Ermp Na. MNarme Location  Dept.  Job Category Machine? Work  Approver User Switch User Switch L
Crew A B

250 KEWIM POWVELL Il i
J20JUDY YANDERWEEN L i
350 LECH WEAVER Il i
GO0PEGGY POWEL Il i
801 GECRGE SMITH Il i
807 JOE HAKM Il i
1503 CAMIK, MIKE Il i
16284WYILLIS, FRED ML il
2055 MEYER-KAMOSKE, PEGIMIL N
4530 COTTON, TIRRELL Il i
5878 OSKEY, TOM Il i
8638 MARIMGD, MONTY Il i
i

50080 JOHM FULLER WL

| | b
Filter Caolumn:
“Location == =M =] Unier ”
|Ready
iﬂﬁlalll mCIientMa...l !MargeA...l B Session ... | EATM ||EFile Ma... @ATM Do.. | Dﬁ;ﬂ(ﬂﬂ% 4:23PM
File Maintenance - Employee Extension El IQ' EI [_ 2] x]
File ‘Window Help
Employee Extension Select Hi=1E3
Ermp Mo. MName Location  Dept.  Job Category Machine? ‘Work Approver User Switch User Switch L
Crew A B
ML (R ] ]
807 JOE HAMM MIL 0o il
10JEFF EATON MIL DP20 il 1
320JUDY WANDERVEEN MIL 8ISE il
J50LEON WEAVER MIL DPED il
1503 CANIK, MIKE MIL DP30 il MEC
50080JOHN FULLER MIL DP30 il
8638 MARINOD, MONTY MIL ISE4 il
4530 COTTON, TIRRELL MIL ISE6 il
20585 MEYER-KAMOSKE, PEG(MIL ISEG i
BO0PEGGY POWEL MIL 400 il
1698 WILLIS, FRED L DP20 il MEC
250 KEVIN POVWELL MIL DPs0 il
801 GEORGE SMITH MIL 400 il
« | ¥
Filter Calumn:
“ Location == = mic =] Uniiter ”
|Ready
hStart| g9 CientMa. | W Marge s | BfSession. | Watv  |[W]File Ma... E]ATM Do.. | B0 Smy A so5rM
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Split Screen Viewing — Located at the bottom of the screen as part of the scroll bar,
“point-click-move” the black portion of the scroll bar. This will allow the user to split

the screen in half and to scroll both halves.

Transaction Inguirg/M aintenance HE E
File Edit ‘window Help
Transaction Inquiry =] B3
Location:|MIL vl Employee # 501 ~| GEORGE SMITH
*All Transactions | Time & Attendance rventaty | =g Defied | Absence Leave
Tran # Link Status Subset Type Active Date Time  Adj Date 4
) 0471872001 | 06:01:595 (04/18/2001
8870 9863 POSTED ] OF Y 04/18/2001  08:32:17 04182001  C
9871 a POSTED 0 [l il 04/18/2001 | 068:33:24 0401872001 | C
11781 11782 NO ERRCR ] [o]4 Y 05/21/2001  23:.01:53 05/21/2001 =
117813 11821 NOERROR 0 [l b Q82272001 | 0415326 092272001 0 C
11782 11781 NOERROR 0 OF b Q82272000 | 04:22:32 092272001 C
11821 11783 NO ERROR 1] QF Y 05/22/2001  06:32:85 08222001  C
L | 2l
|Ready

iaSlalll Microsoft F'owe...I @ATM Database...l @ATM Documen...l EATM

“ﬂTlansaclion... 5(&3‘)‘%){ ! 1:32PM

Transaction Inguirg/M aintenance HE E
File Edit ‘window Help
Transaction Inquiry =] B3
Location:|MIL vl Employee # 501 ~| GEORGE SMITH
*All Transactions | Tirme & Attendance  Jobs | [Fvertaty | =g Defied | Absence Leave |
Tran # Link Status Order Op seq ltern  Tran Gty Scrapgty  Eff%  Comp Cd
a0 | Moo2to 000 ] | 0 | 0 | 0 |
9870 9868 POSTED MOD0210 0020 2.000 0 0 0
9871 a POSTED mOoao210 aoz2o a a a
11781 11782 NO ERROR MO03260 0030 0 0 0
117813 11821 NOERROR MO03260 ao4o0 a a a
11782 11781 NOERROR MO03260 ao3o a.000 a 0.080 a
11821 11783 NOERROR MOD03260 0040 100.000 0 1455 0
KN — i K [E—
|Ready

iaSlalll Microsoft F'owe...I @ATM Database...l @ATM Documen...l EATM

“ﬂTlansaclion... 5(&3‘)‘%){ ! 1:37 PM
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9. Call PC Commands

This feature provides the ability to call PC based programs (i.e. Acrobat Reader) within
ATM. To define PC Commands, access the “Administrative Menu” and select “PC
Commands Maintenance.” The window will show all the PC commands defined for this
installation of ATM.

Fields:
Command Name — The unique identifier for that PC command. The command name
must begin with “PCCMD” and can be up to 25 characters long.

Command String — The full path to the program to be run. If the path to the program
exists in the PC’s defined path, only the program name need be entered.

Switch A, Switch B, Switch C — User Fields — Single Character Alpha
Code A, Code B, Code C — User Fields — 15 Character Alpha

Date A, Date B, Date C — User Fields — Date

Number A, Number B, Number C — User Fields — 12 Digit Number

i PC Command Maintenence HE E
File  Edit “Window Help
51
! PC Command Maintenance - [O] %]
Comrmand Narne Command String S
PCCKMDO001 CACOMMAND. COM
PCCMDO00Z NOTERAD
PCCMDO003 CAPROGRAM FILESVADDEEVACROBAT 5. MREADERVACRORDS2 . EXE
il | |

|Ready
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Once the command has been defined, the PC command can be added to any menu as
illustrated below:

i ATM =[] x]

File  Edit Functionz Utilites Help

Table Maintenance - Revise

Table number: IKM \

< Table Description: JADMINISTRATIVE MENU
MENU OPTIOIWUITIMEN'H-BPHSN BESCRIPHON

|OBJECT TO EXECUTE

TABLE MAINTENANCE TABLE

»

02 CONVERT SCHEDULES TO LOCATIONS STP900B
= ATMPTF
oS
PC COMMANDS MAINTENANCE PCCMDM
ACROBAT READER
90 SIGNOFF SIGNOFF
v

X

Cancel

Ok
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Chapter 2 — Database Setup

1. Create Location Record

The “Location” field is used throughout the application to drill down to data that is
unique to the location specified. A “location” could be that of an actual plant location,
grouping or general area. (i.e. MIL = Milwaukee Plant) (Note — Required Field. At least
one Location record needs to be defined in order for ATM to function.) To create a
location record, access the “Maintenance Menu” and select “Location Maintenance”.

1. Click on the Add button

Location Master (=] x]

File Edit ‘window Help

|8l o]

alion Select [_ (O] x]
Location Location Description Switch Switch Switch Code A Code B Code C

APPL |APPLETON

ATLANTA  ATLANTA

ATMEDU  ATM EDUCATION LOCATION
JANESVILLE  TEST LOCATION

LA LOS ANGELES

L MILWALKEE

MIL SOUTH  MILWAUKEE, SOUTHERN LOCATION
ILWY MILWALKEE LOCATION

oco OCOMOMOWOT

SHOP SHED

WALSAL WAUSAU

L | |
|Ready
= | Slalll @ATM Documentation....l EIHATM | @ATM Databaze Setu... “Eﬂ Location Master 5@?0‘%){ ! 10:28 AM
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2. Fill in the appropriate information on the Location Information Tab.
2.1. Location: (10 characters alphanumeric) Type in the Location ID. Location can
be unique to each company and could represent separate plant locations, or a
specific grouping or general area.
2.2. Description: (40 characters alphanumeric) Type in a description associated with
the location.
3. Click on the “X”” in the upper right hand corner to save/exit.

Location Master (=] x]
File ‘Window Help
@]
Location:  MIL MILWALIKEE Created Changed ﬂ
User: MMELIMARNN PJERZAK
Diate: 02/20/2001 02/23/2001
Time: 13:26:04 11:46:21

Location Information |User Data |

Location:lMIL

Deseription: [MILWAUKEE

21 H
|Ready

gl Start| BATM Docu...| EaTM | EATM Dateb.|[ BB Location... [E]Microsalt P..| SEG @A B 10414
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2. Create Labor/Job Categories

Optional based on whether or not the company elects to utilize the ATM Absence Leave
Reporting capability. Provides the ability to create job ids and descriptions (i.e. welder,
programmer, etc...), which will be used in conjunction with absence and leave setup. To
create Labor/Job Categories, access the “Maintenance Menu” and select “Labor/Job
Category Maintenance.”

1. From the Job Category Selection screen, select the appropriate “Location” record.

2. Click on the Add button.

Joh Category Maintenance M= R
File Edit ‘Window Help
|8 2|
Joh Category Selection H=] &3
Location: |l - | MILWALKEE
Job Description User Switch A User Switch B User Switch ©  User Code A User Cod
category

ASMEB ASSEMBLY

ELE ELECTRICIAN

JNT JANITOR

MGR PLANT MANAGER

PGMR COMPUTER PROGRAMMER
FRS PRESS OFPERATOR

SUPY PLANT SUPERYISOR

WD

4] | |

|Ready

i Start| #Help De..| g Client M. | B Session .| WaTd | BExplorin.. | EATM Do |[Myob .. M50 & Big 1232PM

Paper-Less, LLC Page 35 of 214



3. Fill in the appropriate information on the Job Category Tab.
Location: Specify the location in which the Job Category is to be defined for.
Category: (10 characters alphanumeric) Type in the Job Labor Category.
Description: (40 characters alphanumeric) Type in a description associated with the

Job Labor Category.

4. Click on the X’ in the upper right hand corner to save/exit.

Joh Category Maintenance - 7] =]
File ‘Window Help
=3
Joh Category Maintenance H[=] 3
Location: MIL Created Changed j
Job Category: WLD YWELDER User: MMNELMANMN
Date: 02/20/2001 01,/01/0001
Time: 15:46:33 00:00:00

Job Category |User Data |

Location:IMIL leILWAUKEE
Category:IWLD

Description:E)VELDER

KI| A7)
|Ready

gstart| # HelpDe...| @9 ClentM... | BffSession...| EaTM | Gy Evplorin.. | BTATM Do..|[Eyob . [ S0 & Bod 12:31 Py

Paper-Less, LLC Page 36 of 214



3. Create Approver Groups

Optional based on whether or not the company elects to utilize the ATM Absence

Leave Reporting capability. This option allows for the grouping of employees in

which an approver will be given the authority to approve Absence/Leave transactions.

To create Approver Groups, access the “Maintenance Menu” and select

“Absence/Leave Approver Group Maint.”

1. From the Approver Group Selection screen, select the appropriate “Location”
record.

2. Click on the Add button.

Appmvet Group Select/M aintenance HE E
File Edit ‘window Help
|8l 2]
E‘pmvet Group Selection [_ (O] x]
Location: (118 - || MILVWALKEE
Graup Group Description User User User User Code A User Code B User
________ SwitchASwitchBSwichC__________________________
MANAGERS I S S N R
SAL SUPERVISORS & OFFICE PERSOMMEL
SHIF SHIFFING DEFARTWMENT PERSOMNMNEL
SHOP SHOP FLOOR PERSONNEL
TEST TEST APPRCWER GROUP
< | 0
|Ready
iﬂSlalll Microsoft Powe...l @ATM Database...l EIHATM | @ATM Documen...“ﬂAppmvet Gr... 5@?0‘%){ ! 1:42PM
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3. Fillin the appropriate information on the Leave Code Tab.
3.1. Location: Specify the location in which the Approver Group Leave Code is to
be defined for.
3.2. Group: (5 characters alphanumeric) Type in the Approver Group Leave Code.
3.3. Description: (40 characters alphanumeric) Type in a description associated with
the Approver Group.

4. Click on the “X”” in the upper right hand corner to save/exit.

Appmvm Group Select/Maintenance =] x|
File  “Window Help
=]
Appmvm Group Maintenance =] B3
Location: MIL ﬂ
neatian Created Changed
Group: SHOP User: MMNEURMANN
Date: 02/20/2001 01010001
Time: 16:04:20 00:00:00

Leave Code |User Data |

Location:IMIL VIM|LWAUKEE
Group:ISHOP

Deseription: [EHOP FLOOR PERSONNEL

-

] 1
|Ready
imﬁlalll Microsoft Powe...l @ATM Database...l EATM | @ATM Documen..."ﬂAppmvet Gr.__ sﬁ(ﬂ?o%h ! 1:45 PM
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4. Update Employee Extension File

Any employee that is to be selected as part of the Select & Edit process, the location, job

category, and approver code need to be added to the employee extension file records.

(Note - New employees must be entered through Infor XA Payroll (if installed) or PMC.)

To update the Employee Extension File, access the “Maintenance Menu” and select

“Employee Extension Maintenance”.

1. From the Employee Extension screen, locate the employee to be modified, and double
click.

[ File Maintenance - Employee Extension =) e = S
File ‘Window Help
] Employee Extension Select 9 [=]
Emp Mo MName Location  Dept.  Job Category Machine?  Multi Work  Approver User Switch User Switch User Switch  User Code A2
jobs? Crew A =] C
DAVDBREEZE s fopo | W v | | | | |
20BILL BRIGGS ISE DP40 il l
J0RICHARD BEMNMWETT HDESK ~ DP40  SUPY il ' SUPY
SOMIKE CANIK ISE DP20 1-3%R N i MIKE
G0BARBARA DOAT HDESK DF20 PR3 N hi SHOP
7OPALUL DOUGHER HDESK  [DP40 WLD N hd SHOP
B0JOHN FULLER HDESK ~ DP20 PRS il ' SHOP
SO0JOHN GALVIN ISE DP30 N i2
100 DAN HANVILLE DP20 i 1
110 CAROL HARRIS ISE DP9 1-3%R N hi SANDY
120 AL HOOD HDESK  DP40  WWLD il l SHOP
121 JUDITH R. LEWANDOYWSHISE OFFC il il
130T, J. JACKEON DP20 il
140JEFF EATON IZE DPS0 OVERS N il JEFF
150 SANDY EATON ISE DPf0 OVERS N N SANDY s
1E0 MAURY KALNITZ HDESK  DP99  FRS il l SHOP
170JACK MACKNIGHT DP7O il
1B0BERT MILLER HDESK  DPS0  PRS N i SHOP
130 CLARENCE MOODY HDESK DP90 PR3 N hi SHOP
200BILL MORRIS DP99
210 DAVE MOSHER HDESK ~ DP40  PRS il ' SHOP
220DAVE PHILLEY HDESK  DP40  PRS N i SHOP
230 PAT PHILPOTT DP90
240MIKE PICKELS HDESK  DPs0 PRS N hd SHOP
250 KEVIN POWELL HDESK ~ DPs0 FPRS il l SHOP
260 JOHN REINHARDT HDESK — [DP93 WiD N i2 SHOP
270AUGUSTUS ROCKFELLEFHDESK  DP30 PRS N i SHOP
280 TOM RYAN DP40 -
4 | _’l_l
Filter Column
I == oo |

|Ready

Hstan||| & A W || @HepDesk- | ERCiEntMana, | BlaTH Docum. | B|aTh | Efsession - |[W]Fie Maint | [Blo M FLBTD s14rm

2. Utilizing the drop down bar, select the appropriate “Location”, “Job Category”,
and “Approver Group Code” (Note — If the company has elected not to utilize the
ATM Absence Leave functionality, the Job Category and Approver Group fields will
not appear on the screen.)

Location: Using the drop down bar, select the location that this employee will be
assigned to.

Job Category: Using the drop down bar, select the appropriate Labor/Job Category
for the employee. (Note — This field will not appear if ATM Absence Leave functionality
has been turned off.)

Is this a Machine: (not used at this time) The company has the ability to establish a
fictitious employee in the database and flag it as a machine and track labor costs against
the machine. A program automatically jobs off/on the machines at a specific cutoff for
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the day. (Note — Only the “Location” field and the “Machine” flag is required for
defining a Machine.)

Department: The department in which the employee has been assigned to. Currently
brought in from the Infor XA Employee Master file.

Allow Multiple Job: Indicate whether or not the employee has the ability to work on
multiple jobs at a time. Currently brought in from the Infor XA Employee Master file.

Work Crew: If “crew clocking” is being utilized, this is the crew that the employee
has been assigned to. Currently brought in from the Infor XA Employee Master File.

Approver Group: Using the drop down bar, select the appropriate Approver Group
code for the employee. This feature provides the ability to “group” employees into a
category in which they are to be approved. Supervisors are then assigned to these groups,
and are given authority to approve absences for those employees who are assigned to the
specified “Approver Group” id. (Note — This field will not appear if ATM Absence
Leave functionality has been turned off.)

Application Password: Type in a password to be used by the employee to submit
Absence Leave requests. (Note — This field will not appear if ATM Absence Leave
functionality has been turned off.)

Retype Password: Type in the same password as the Application Password. (Note —
This field will not appear if ATM Absence Leave functionality has been turned off.)

Email Address: (not used at this time)

Reset Date: Used to archive an Employee’s absences and reset their absence totals.

Last Posted Date: Represents that date in which the transactions were last posted for
an Employee (based on the last “shift date” that was posted for that employee), and aids
in the generation of Full & Part-day absences. Cannot be older than 30 days.

NOTE - Please be aware when a new employee is added into the INFOR XA
EMPMAS file, this date will default with a date of 01/01/0001. In order to
prevent multiple auto-absences to be created for this new employee, you
must change this to a more recent/valid date.
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File Maintenance - Employee Extension

=] x]

File ‘Window Help
E
[ Employee Extension Maintenance |_ (O] x|
Employee: 501 GEORGE SMITH Created Changed =
User: MNELURMANN T C AR
Date: 02/21/2001 02/25/2003
Time:00:11:08 15:32:45
Ermployee Information |User Data |
Location: [T | 11/ AUKEE
Job Category:[WiD | WELDER
5 this a machine? O Yes % Ho Reset Date: W
Department: l‘iUU— Last Posted Date: W
Allow rultiple jobs? * Yes Mo Hire Date: 024212001
Wark crew:l—
Approver Group: [SHOP | SHOP FLOOR PERSONNEL
Application Password:lm"”—
Retype Password:lr
E-mail Address:l
S| "z
[Fready

gstart| #Help De.. | @9 CieneM... | BffSession .| EaTh

| GyEvplarin.. | EATMDo..|[BFiem . M5S0 A Bg 1233p

3. Click on the “X”” in the upper right hand corner to save/exit.
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5.  Assign Approver Groups

Optional based on whether or not the company elects to utilize the ATM Absence Leave
Reporting capability. This function is used to establish a primary approval person for a
particular approver group. (i.e. Supervisor has approval authority over shop employees,
and a Manager has authority over Supervisors) To assign an Approver Group to an
Approver person, access the “Maintenance Menu” and select “Absence/Leave App.
Group Assign.”

1. From the Approver Group Assignment screen, select the appropriate “Location”
record.

Appmvm Group Assignment [_ (=] %]
File  Edit ‘window Help
52
Appmvm Group Assignment Select M= E3
Location: | ;I
JANESWILLE TEST LOCATION -
LA LOS ANGELES
WL MILYWALIKEE
MIL S0OUTH MILWALIKEE, SOUTHERM LOCATION - - =
Badge Ag[:;ou\f MILWY MILWALUKEE LOCATION Lfitch A User Switch B User Switch C
FETOTET T
< | i3
|Ready
imﬁlalll Microsoft Powe...l @ATM Database...l EATM | @ATM Documen..."ﬂAppmvet Gr.__ sﬁ(ﬂ?o%h ! 2:40 PM
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2. Click on the Add button.

Appmvet Group Assignment HE E
File Edit ‘window Help
|8l o
E‘vaet Group Assignment Select H=] B3
Location:  [l8 - || MILYWALKEE
Badge Appraver E-rnail Primary Eff. From Date Effective To  User Switch & User Switch B User Switch C
Group Appraver Date
803 SHOP I I 01/01,/2001 01/01/2002
a05 SAL il il 01,/01.0001 01010001
1803 MGR I I 01/01,/2001 01/01/2002
1803 SHOP I I 01/01,/0001 01/01,/0001
4530 SHOP I ki 01/01,/0001 01/01,/0001
53545 MGR I I 01/01,/0001 01/01,/0001
53545 SHOP il il 01,/01.0001 01010001
4] | ol
|Ready
| Slalll Microsoft Powe...l @ATM Database...l EIHATM | @ATM Documen...“ﬂAppmvet Gr... 5@?0‘%){ ! 243 PM

3. Utilizing the drop down bar, select the appropriate “Approver Employee Badge
Number” and the “Approver Group” in which they will have authority to approve.

Location: Using the drop down bar, select the location to be working with.

Badge: Using the drop down bar, select the correct Employee Badge Number of the
“approving” person.

Group: Using the drop down bar, select the appropriate Absence Leave Approver
Group in which this approver has authority to approve.

Primary Approver: Check this box if the approving person being assigned to this
particular Approver Group, happens to be the “Primary Approver” for that group.

Effective From: (optional) This function provides the ability to have a “temporary”
approver assigned to an Absence Leave Approver Group, in the absence of the primary
approver. Enter in an Effective From date.

Effective To: (optional) This function provides the ability to have a “temporary”
approver assigned to an Absence Leave Approver Group, in the absence of the primary
approver. Enter in an Effective To date.

4. Click on the “X”” in the upper right hand corner to save/exit.
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Approver Group Aszignment - 7] <]
File ‘Window Help

=1
Location: =
Approver badge: Created Changed j
Approver Group: User:
Date: 00/00/0000 00/00/0000
Time: 00:00:00 00:00:00
Job Categaory |USer Data |
Location: [MIL - | MILWALKEE
Badge:[B03 -] MICHEAL MEYER
Group: |ElxElN
Primary Approver:D
Effective From:FDfDUJ‘UDDD
Effective TDZW
21 H
[Ready
g start| [ Microsoft Powe...| BFJATM Database...| EEJATH | EATM Documen... [ B Approver 6r | | S8 @@= B 250PM
Example:
Employee 801 — George Smith Employee 802 — Charles Jones
Job Category = WLD (Welder) Job Category = PRS (Press)
Approver Group = SHOP Approver Group = SHOP

Employee 803 — Micheal Meyer - Primary approver over employees with SHOP
Approver Group
Job Category = SUPV (Supervisor)
Approver Group = SAL

Employee 805 — Jim Lindert — Primary approver over employees with SAL
Approver Group
Job Category = MGR (Manager)
Approver Group = MGR
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6. Create Leave Codes

Optional based on whether or not the company elects to utilize the ATM Absence Leave
Reporting capability. By location, the capability is there to create Absence/Leave Codes
for the types of “leaves” that are utilized within an organization. (i.e. VAC = Vacation,
SCK = SICK, JRY = Jury Duty) History by employee/leave code will be stored within
ATM database, tracking hours allowed, approved, requested, rejected, and hours used. To
create Leave codes, access the “Maintenance Menu” and select “Absence/Leave Code
Maintenance.”

1. From the Leave Code Selection screen, select the appropriate “Location” record.

2. Click on the Add button.

i Leave Code Maintenance k |@ (5] x]
File Edit ‘window Help
|8l o]
Addm ode Selectio _ 1O x
Location  {ij|IR Vl MILWALIKEE
Leave Code Leave Code Description Appraval User User User User Code A User Code E
JRY JURY DUTY A
LEY LEAWVE OF ABSENCE N
SCK SICK A
WAC WACATION A
W WWORKER COMPENSATION RELATED N
1| | O
|Ready
iﬂSlalll B Session & - [24 xl @ATM Implementa...l R ATM | !MargeA Meuma... “iﬂLeave Code . sﬁ(ﬂéo ! 1:43 PM
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3. Type in the “Leave Code”, “Description”, and check the box marked “Approval
Required” where appropriate.
3.1. Location: Using the drop down bar, select the location to be working with.
3.2. Code: (5 characters alphanumeric) Type in an Absence Leave Code ID.
3.3. Description: (50 characters alphanumeric) Type in a description associated with
the Absence Leave Code.
3.4. Approval Required: Check the box if the Absence Leave Code requested needs
to have approval by an Approver.
3.5. Interface Code: (3 characters alphanumeric) Not used for ATM processing.
Leave this field blank.
4. Click on the *“X”” in the upper right hand corner to save/exit.

E4 | eave Code Maintenance

File ‘indow Help

2] Leave Code Maintenance

Location: HOESK Created Chaniged
Laave Code: AL User  MRELURARNN BRAULSERN
Date: 1041372003 07/2052004
Tirne: 16:28:57 10:50:04

Leave Code ‘User Data l

Location: |HDESK -
Code: VAL

Description: WACATION
Approval Reguired: (7]

Interface Code:

Ready

7. Labor/Job Category Default Hours

Optional based on whether or not the company elects to utilize the ATM Absence Leave
Reporting capability. Specify the number of default hours allowed for leave codes based
on job category. (i.e. for VAC-vacation, the PGMR-programmer receives 120 hours of
vacation) To establish the default hours allowed by Labor/Job Category, access the
“Maintenance Menu” and select “Labor/Job Default Allowed Hours.”
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1. From the Job Category Default Selection screen, select the appropriate “Location” and

“Category” records.
2. Click on the Add button.

Joh Category Default Maintenance HE E
File Edit ‘“Window Help
|8l o]
E Category Default Selection [_ (O] x]
Location: [MIL | MILWAUKEE
Leave Default Carryover  User Switch A User Switch B User Switch C User Code A User Code B User Code C
Code Hour: Hours
WAL
4] | |
|Ready
il Start| [ Microsoft Powe...| BFJATM Database...| EATM Documen...| HE]aTM |[Eaob Categor... | 5Bl @2 A B 513PM
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3. Utilizing the drop down bar, select the appropriate “Leave Code” along with the
“Default Allowed Hours” and *“Carryover Hours.”
3.1. Location: Using the drop down bar, select the Location to be working with.
3.2. Category: Using the drop down bar, select the Labor/Job Category.
3.3. Leave Code: Using the drop down bar, select the appropriate Absence Leave
Code.
3.4. Default: Type in the default number of hours allowed for the Labor/Job
Category and Absence Leave Code combination.
3.5. Carryover: Type in the vacation hours allowed to carryover from one year to the
next year. Or sick time that can be accrued year after year after year.
4. Click on the “*X’” in the upper right hand corner to save/exit.

Joh Category Default Maintenance MmEE
File ‘Window Help
=3
Joh Category Default Maintenance =] 3
Location: MIL Created Changed j
Job Category: WLD User: MNEURMARNN
Lz Cimiler SICIK Date: 03/29/2001 01/01/0001
Time: 14:50:34 00:00:00
Job Category Default |User Data |
Location:lMIL j MILWALIKEE
Category:lWLD j WELDER
Leave Code:ISCK j SICk,
Default:l‘ljfl.DD
Carryover: I.DD
kI 2P|
|Ready
iR Slalll 5] Microsoft F'owe...I W ATH Database...l AT ”;llﬂ.loh Categor... | W]ATM Documen...l S DA B 52apu
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8. Employee Allowed Hours Override

Optional based on whether or not the company elects to utilize the ATM Absence Leave

Reporting capability. By employee, specify the specific number of hours allowed for

leave codes based on job category, which overrides the default job category hours for

those leave codes. To establish Employee Absence/Leave Override Hours, access the

“Maintenance Menu” and select “Employee Absence/Leave Override.”

1. From the Employee Absence Override Selection screen, select the appropriate
“Location” record and “Employee Number™.

2. Click on the Add button.

Employee Absence Ovemide HE E
File Edit ‘window Help

8w o]

llo_vee Absence Override Select H=] E3
Locatian: |MIL j
Ermployee: Iam j GEORGE SMITH

Badge Employee Mame Leave Leave Code Description Hours Hours User
Allowed Carryover  Switch A
GEORGE SMITH WAC  [VACATION 2m | o | ]

| | |
Filter Calumn:
’7 j |= v” j Filter ”
|Ready
R Start| [E]Microsoft Powe...| B1ATM Database...| EjaTh | ®aTM Documen... [ Employee & | | B34 @2 B 60apy
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3. Select the Absence Leave Code to be overridden at the Employee level, and the
overriding hours.
3.1. Location: Using the drop down bar, select the Location to be working with.
3.2. Employee: Using the drop down bar, select the Employee Badge Number in
which the override is to take place.
3.3. Leave Code: Using the drop down bar, select the appropriate Absence Leave
Code to be overridden.
3.4. Hours Allowed: Type in the number of overriding hours for this Employee —
Absence Leave Code combination.
3.5. Carryover Hours: Type in the number of overriding carryover hours for this
Employee — Absence Leave Code combination.
4. Click on the *“X”” in the upper right hand corner to save/exit.

Employee Absence Ovemide - 7] <]
File ‘Window Help
=
Employee Absence Ovemide M aintenance H=] E3
Employee Absence |User Datal j

Location:IMIL leILWAUKEE
Employee: IBD1 vIGEORGE SMITH
Leave Code: ISCK vlSICK

Hours Allowed: [16.00 Default: 24.00

Carryover Hours: I.DD Default: .00

You must specify both the allowed and carnyover hours unless you want them to he zero.

Created Changed
User:

Date: 00000000 00000000
Tirne; 00:00:00 00:00:00

21 H
|Ready

iﬂSlalll 8] Micrasoft Powe...l W ATH Database...l | aTH | AT Documen...“ﬂF I A | DENDEA B c12rM
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9. Create Select & Edit Department Tables

Through the creation of department tables, the capability is there to specify by table, what

departments will be included/excluded as part of the Select & Edit generation (sub-

setting). To define the Department Table Entries, access the “Maintenance Menu” and

select “Select/Edit Department Table Maint.”

1. From the Department Header Selection screen, select the appropriate “Location”
record.

2. Click on the Add button.

File Maintenance - Department Table HE E
File Edit ‘window Help

|8 o8

E:pallmenl Header Select H=] B3

Location:  O0N - || MILVWALKEE
Remember after creating the Department Header to create the table entries associated with the header.
Table Table Description Switch Switch Switch Code A Code B Code C
1 [MAINTENANCE DEPTS
2 ASSEMBLY/SHOP FLOOR o
3 SUPY / MGRE / OFFICE PERSOMMEL 01
4 QFF-SITE EMPLOYEES o
5 ISES OMLY 01
53 DEPT. 400 EMPLOYEES o
7 DERT DF20 o
8 DPs0 o
9 DEPT 40, B0, 120 EMPLOYEES o
10 ISE7 o
1" ISE2 o
12 GISE oMLY 01
13 DEPT. ISE1 o
4] | i
|Ready
| Slalll Microsoft Powe...l @ATM Database...l EIHATM | @ATM Documen...“ﬂ File Mainten... 5@?0‘%){ ! E:21 PM
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3. Type in the “Table ID” number and “Table Description.”
3.1. Location: Using the drop down bar, select the Location to be working with.
3.2. Table: (5 character numeric) Type in the Table ID number.
3.3. Description: (40 character alphanumeric) Type in a Description associated with
the Department ID.
4. Click on the “X” in the upper right hand corner to save/exit.

File Maintenance - Department Table M= e

File  “Window Help

IC]

Department Header Maintenance M=l &3

Locatian: Created Changed j
Entries for table: User:

Date: 00000000 00000000
Tirne: 00:00:00 00:00:00

Department Information | User Data |

Location: IM”— 'l
Table: I 1

Descriptian: IMAINTENANCE DEFTS

Header, You Heed to
Create the Table Entries.

I ' 4
|Feady
] Slalll Microsoft Powe...l @ATM Database...l EATM | @ATM Documen...”ﬂ File Mainten... 5@?0‘%){ ! E:30 PM
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5. Define the Department Table Entries associated with the Department record. This
would be the actual Infor XA Department Numbers. To do this, right click on the
Department Table and select Table Entries.

i File Maintenance - Department Table = |@ M= E
File  Edit ‘window Help
8w o7&l
i Department Header Select M= E3
Location: Il LIMILWAUKEE
Remember after creating the Department Header to create the table entries associated with the header.
Table Table Description Switch Switch Switch Code A Code B Code C
A B [
[ antewavcEDEPTs | L L | 0
2 AZSEMBLY/SHOP FLOOR 01
3 SUPY S MGRE / OFFICE PERSOMMEL u)|
4 OFF-SITE EMPLOYEES : 01
Table Entries
5 ISES OMLY a1
4| | [+
|Feady
] Slalll B Session A - [24 xl @ATM Implementa...l R ATM | !MargeA Meuma... “ﬂ File Maintena. . 54‘]?@ ! 225 PM
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6. From the Department Detail Selection screen, click on the Add button. (Note — This
option can be repeated as many times as necessary in order to establish the correct
Select & Edit selection criteria.)

File Maintenance - Department Table HE E
File Edit ‘window Help
8w o]
nallmenl Detail Select I[= B3
Location: 1 MAINTENANCE DEPTS Created Changed
Entries for table:  MIL MILYWAUKEE User MMEUMARD  MNEURAND
Date 027212001 032972001
Time 13:35:10 14:06:34
Fram  To Dept Include Switch Switch Switch Code A Code B Code C Date A Date B
Dept Exclude A B ©

L | i
|Ready
= ] Slalll Microsoft F'owe...I @ATM Database...l EATM | @ATM Documen...“ﬁlﬂ File Mainten... 5(&3‘)‘%){ ! E:38 PM
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7. Type in the “From” and “To” Department Numbers, and indicate whether or not those
departments should be considered when processing the Select & Edit.
8. Click on the “X’” in the upper right hand corner to save/exit.

1 File Maintenance - Department Table

| JDepallmenl Detail Maintenance
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10. Create Select & Edit Warehouse Tables

Through the creation of warehouse tables, the capability is there to specify by table, what
warehouses will be included or excluded as part of the Select & Edit generation (sub-
setting). During the Select & Edit processing, the warehouse field is used in conjunction
with Inventory Transactions. To define the Warehouse Table Entries, access the
“Maintenance Menu” and select “Select/Edit Warehouse Table Maint.”

1. From the Warehouse Header Selection screen, select the appropriate “Location”
record.

2. Click on the Add button.

File Maintenance - Warehouse Table [_ (=] %]
File  Edit ‘window Help

|8l o8

Bhouse Header 5elect

I =] 3
Location:  [lIN - || MILYWALKEE

Remember after creating the YWarehouse Header to Create the Table Entries associated with the Header.

Table Table Description Switch Switch Switch Code A Code B

Code C

dl | i
|Feady

iﬂﬁlalll Microsoft Powe...l @ATM Database...l EATM

| @ATM Documen...”ﬂ File Mainten. 5@?0‘%){ ! E:51 PM
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3. Type in the “Table ID” number and “Table Description.”
3.4. Location: Using the drop down bar, select the Location to be working with.
3.5. Table: (5 character numeric) Type in the Table ID number.
3.6. Description: (40 character alphanumeric) Type in a Description associated with
the Warehouse ID.

4. Click on the “X” in the upper right hand corner to save/exit.

File Maintenance - Warehouse Table [_ (=] %]
File  “Window Help
9]
W’alehouse Header Maintenance M= E3
) Locatmn.: Created Changed j
Entries for table: User
Date: 00000000 00000000
Time: 00:00:00 00:00:00
YWarehouse Information | User Data |
Lacation: |MIL | MILWAUKEE
Table: 1
Description: |SOUTH PLANT WHSE]
After Creating the Table
Header, You Need to
Create the Table Entries. hd
ETN | H 4
|Feady
] Slalll Microsoft Powe...l @ATM Database...l EATM | @ATM Documen...”ﬂ File Mainten... 5@?0‘%){ ! E:53 PM
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5. Define the Warehouse Table Entries associated with the Warehouse record. This
would be the actual Infor XA Warehouse Numbers. To do this, right click on the

Warehouse Table and select Table Entries.

File Maintenance - Warehouse Table [_ =] %]
File Edit ‘Window Help
8w sl
W’alehouse Header Select M= E3
Lacation: ML | MILWAUKEE
Remember after creating the Warehouse Header to Create the Table Entries associated with the Header.
Table Table Description Switch Switch Switch Code A Code B Code C
A B [
1 WWHSE SELECTION - WHSE 1
2 EF1

SOUTH PLANT WHSE

Delete

Table entriez

4 | 0
|Ready
iR Slalll Microsoft Power...l @ATM Database | EATM | @ATM Document...“ﬂ File Mainten. .. sﬁ(ﬂ?o‘%h E:57 PM
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6. From the Warehouse Detail Selection screen, click on the Add button. (Note — This
option can be repeated as many times as necessary in order to establish the correct
Select & Edit selection criteria.)

File Maintenance - Warehouse Table [_ =] %]
File Edit ‘Window Help

[8ls 2]

ehouse Detail 5elect o =] ES
Lacation:  MIL MILYWALIKEE Craated Changed
Entries for table: 20 SOUTH PLANT WHSE Ugzer MNELIMANN
Date: 08/15/2001 01/01/0001
Tirne: 18:56:23 00:00:00
Fram To Include Switch Switch Switch Code A Code B Code Date A Date B

Whs Whs Exclude A B C

4 | i
|Ready
| Slalll Microsoft Power...l @ATM Database | EIHATM | @ATM Document...“ﬂ File Mainten... ﬁ@éo%h 7:00 PM
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7. Type in the “From” and “To” Warehouse Numbers, and indicate whether or not those
warehouses should be considered when processing the Select & Edit.
8. Click on the ““X” in the upper right hand corner to save/exit.

[ File Maintenance - Warehouse Table
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11. Block Transaction Functionality and Table Creation

Security policies sometimes require control over the creation of certain transaction types.
In order to control the creation of these transactions, ATM allows blocking of the
creation of specific transactions using the transactions listed in a table. No ATM user
within the environment may create a transaction that is listed in the Block Table (BT)
NOTE: this enhancement operates only within ATM, and will not prevent the creation of
transactions within INFOR XA, PaperLess, or any other data collection software.

Table Creation
1. To create the control table, go to the ATM Main Menu and Select the Administrative
Menu

)L S— BEE
MAIN MENU

EMPLOYEE MENU >> ‘

TRANSACTION PROCESSING MENU »> ‘

MAINTENANCE MENU »> ‘

ADMINISTRATIVE MENU > ‘

SIGNOFF ‘

Exit
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2. From the Administrative Menu, select Table Maintenance

EEX

File Edit Functions Utilities Help

ADMINISTRATIVE MENU

TABLE MAINTENANCE ‘

CONVERT SCHEDULES TO LOCATIONS ‘

ATM PTF INQUIRY ‘

PC COMMANDS MAINTENANCE ‘

SIGNOFF ‘

3. From the listing of tables, select ‘Add’ to create the new table

File Edit Functions LUtilties Help

ATM Table Maintenance

Add ‘ Modify ‘ Copy Delete ‘ Display ‘

| Thl Mumber Thl Description

ADMNSTRATIVE MENU :
5 a5 ABSENCE REQUEST STATUS NC
3 EM EMPLOYEE MEMNU -
4 ES EMPLOYEE STATUS TABLE NC
5 |MA MAINTENANCE MENU
8 MM MAIN MENU v
7 [RSSB RESET ALL SUBSET AUTHORIZATION ;
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4. To create the new table, enter the following information:
Table number: BT
Table Description:

Left Column heading: Trans Type
Center Column Heading: Trans Description
Right Column Heading: Not Used

Fle Edit Functions Ukiliiss Hslp

Table Maintenance - Create

Table number: I
Table Description: |
[
V'S
v
b 4
v

X

Cancel

0K

Exit

Block Transaction Create

5. When complete, click *OK’, and the new table will be created and will appear as
below:

File Edit Functions Uilities Help
Table Maintenance - Display
Table number: BT
Table Description: [BLOCK TRANSACTION CREATE

TRANS TYPE ITRANS DESCRIPTION lNOT USED
o
v
b 4
v
oK Cancel Euxit

Paper-Less, LLC
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6. To block the creation of a transaction:
From the Table Maintenance table list, highlight the BT table and click ‘Modify’

File Edit Fupctions Utlities Help

ATM Table Maintenance

Add Modify Copy ‘ Delete Display ‘
| TbliNumber Thl Description
1 |AM ADMINISTRATIVE MEMNU :
2 AS ABSENCE REQUEST STATUS NC
] TION CREATE
4 EM EMPLOYEE MENU
5 ES EMPLOYEE STATUS TABLE MNC
6 [MA MAINTENANCE MEMU v
7 M AN MEML
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7. Enter the INFOR XA transaction type to block in the “Trans Type’ column
8. Enter the transaction description in the ‘Trans Description’ column
9. Repeat for all transactions to be blocked, and click ‘OK” when complete.

File Edit Functions Utilities Help

Table Maintenance - Display
Table number: BT
Table Description: BLOCK TRANSACTION CREATE

TRANS TYPE ITRANS DESCRIPTION lNOT USED

IP PLANNED ISSUE

IS MISCELLANEOUS ISSUE :

RC MISCELLANEOUS RECEIPT

RM PRODUCTION RECEIPT A
v
v
v

0K Cancel Exit ‘
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Block Transaction Operation

From any screen where transactions can be created after right-clicking and selecting the
‘Create Transaction’ option, the transaction selection list will appear, and the blocked
transactions will not appear on the list.

1. Create a new transaction from Transaction inquiry by right clicking on the screen

E4d Transaction Inguiry/Maintenance
File Edit Window Help

4 Transaction Inquiry, |ZHEH‘Z‘
Location: |MIL - Employee #: |50 = | MELSON, TOM
*All Transactions lTime & Attendance I Jobs I Inventary } } \
Tran Mo Link Subset  Type Sub Type Action  Active Date Time
ﬁ-_ DERRORS | | OF | R | | v | 120772004 45:43
8379 i} ON R ¥ 12/07/2004 14:45:44
g380 0 MO ERRORS OF [ ¥ 1200772004 14:45:44
8381 0 MO ERRORS OM R ¥ 1200772004 14:45:45
382 0 ERROR OoF R ¥ 1280772004 14:45:45
8383 i} MO ERRORS TA ¥ 12/07/2004 14:45:55
8389 i} ERROR IP EA ¥ 12/07/2004 14:46:15
g380 0 MO ERRORS IP EA ¥ 1200772004 14:46:19
8393 0 MO ERRORS R EA ¥ 1200772004 14:46:42
0394 1} MO ERRORS TA i 12807 /2004 14:46:57
Deactivate
< o

Ready

2. Note that the IS and IP transactions, which were listed as blocked, do not appear on
the list.

EY New Transaction - Double Click on ltem to create a New Transaction.

) Double click ar Push
Type: | Create | button to create

Transaction Type Description A
( ONENT TRANSFER TO LINE
CHM COMPOMNENT RETURN TO STORES
CQ CYCLIC ITEM QC COMPLETE
ER TRANSACTION ERROR
I UNFLANNED COMPONENT ISSUE
[y INTERWAREHOUSE ISSIUE
MW MISCELLANEOUS CHARGE
M) MANUFACTURED ITEM QC COMFLETE
MY MOWE
W
3 | &
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3. If the user manually types in a transaction in the “Type” field, the transaction is in the
BT table, and they click create they will receive the following error message:

Mot Found [‘5_<|

' The entered cade is nat available,
[ Please seleck a transaction from the lisk,
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Chapter 3 — Transaction Processing

1. Updating Work Schedule Definitions

In order to copy the existing Infor XA work schedule definitions into the ATM database,
the “Convert Work Schedule” function needs to be processed off the “Administrative
Menu”. The “Convert Work Schedule” program will convert all schedules from the
INFOR XA’ SCHDTA file into all existing Locations in ATM. (i.e. If 10 schedules are
currently defined in Infor XA, and 3 locations defined in ATM, a total of 30 schedule
records will be defined in ATM.) The Convert Schedules option may be run repeatedly,
as it will only add new schedule records into ATM and not overlay any existing
schedules.

ATM Work Schedule enhancements include — Rounding enhancements, Maximum
Lunch Range, and a Minimum Standard Lunch. To update the Work Schedule
Definitions, access the “Maintenance Menu” and select “Work Schedule Maintenance.”
1. From the Work Schedule Selection screen, select the appropriate “Location” record.
2. Double click on the Work Schedule to be maintained.

L Work Schedule Maintenence Select L e e Y
File Edit “indow Help
8w o8
4 work Schedule Select O] x|
Location: r'-.-'1IL vl ML ALIKEE
Work Work Schedule Description Shift TA Max  Earliest Start  Latest End  TA Early  TA Norme=
Schedule Shift Length Time Tirme Shift Start  Shift Star
2 1 o073 14:20 223 14:20 14:30
S YWEEKEND SCHEDLULE 1 07:30 04:50 12:30 04:50 05:00
5 2 12:00 05:45 19:30 05:45 0700
B 2 07:40 13:45 2200 13:45 14:00
7 3 17:55 19:45 14:15 19:45 20:00
8 3 07:40 21:45 0&:00 21:45 22:00
9 1 07:40 05:45 14:00 05:45 0g:00
10 1 03:30 06:55 16:00 06:55 0700
1 1 07:40 05:45 14:00 05:45 06:00
12 1 03:00 03:55 17:30 03:55 03:00
13 2 11:39 13:45 01:59 13:45 14:00
14 3 07:30 21:45 06:00 21:45 22:00
| KN I _>l_I
Filter Calurmn:
’7 j |= vl I j Filter ”

|Ready

histan| | 24 @ FE R G || 2Esessio.| 3)Esivi.| By Micos.| BPover | Wath  |[Wwor. [mf OEAD B 1011 aM
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TA Tab:
This tab is optional if you are not intending to perform TA transactions or process these
transactions through Payroll. In order to capture and adjust Time and Attendance
transactions for an employee, the Early, Late, and Standard times are required for Shift
Start & End, along with Lunch Out & In.
Early: Earliest time a punch would be allowed to occur for this schedule.
Late: Latest time a punch would be allowed to occur for this schedule.
Standard: The time to which the Early and Late punches will be adjusted to.
TA Required: Indicate whether or not a Time and Attendance transaction is
required for all employees who are assigned to this work schedule.

In an off-only reporting system, the first off transaction uses the TA in transaction
to calculate the first job on time. If this field is left blank, and no TA record exists
for the employee, the start time for the first job is the start of the shift time. If this
box is checked and no TA records exist, an error message is recorded.

4 Work Schedulo Maintonanco St TP IEN S
File ‘Window Help
]
L'Lﬂ Work Schedule Maintenance M =]
Lacation: |MIL - [MILWALKEE Created Changed
Schedule:l " User. QUSER
Description:| Date: 08/14/2001 01010001
Shiﬂ:|1 vl Tirne:  10:21:44 00:00:00

_________ | Job | Rounding | Mizcellaneous | “ariances | Breaks | Uszer Data
Start Lunch Out Lunch In End
Early: 545 [12:49 f13:09 [13:59
Standard: )00 12:50 [13:10 f14:00
Late: 1501 f12:51 f13:11 f14:01

T/A Required: D

2 1
|Ready
iﬂSlalll J :\_%j ﬁ ﬁ K @ “ E'ﬁSessio...I @Explori...l WMicros...l @Power...l PJATM ";ﬂﬂwm_" - f:_:i;f? ! 016 AM
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Job Tab:
This tab is optional if your company is only performing TA transactions. In order to
capture and adjust Job transactions for a manufacturing order or machine, the Early, Late,
and Standard times are required for Shift Start & End, along with Lunch Out & In.

Early: Earliest time a punch would be allowed to occur for this schedule.

Late: Latest time a punch would be allowed to occur for this schedule.

Standard: - The time to which the Early and Late punches will be adjusted to.

An additional function on the “Job” tab labeled “Copy T/A to Job,” assists the user in
copying the Early/Standard/Late times from the T/A card to the Job card.

LI Work Schedule Matenence Select PP mEIE
File  Window Help
[ |
[ work Schedule Maintenance = [=]
Location: |kIL | MILWAUKEE Created Changed
Schedule: 11 User: QUSER
Description: Date: 08/14/2001 01/01/0001
Shiﬂ:l‘] .l Time: 10:21:44 00:00:00
T | Rounding | Miscellaneous | Yariances | Breaks | User Data |
Copy /4 to Joh |
Start Lunch Cut Lunch In End
Early:[13:59 [12:49 [13:09 [13:59
Standard: [16:00 [12:50 f13:10 [14:00
Late: |06:01 [12:51 [13:11 [14:01
A 1
|Ready

iﬂSlall”J 7 & B K 5 |J EVﬁSessio...I @Explori...l E}?Micros...l @Power...l | ATM I@Wm.._ ||‘<fj5‘%}° B 1o1saM
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Rounding Tab:

From the rounding tab, the user has the ability to establish the number of minutes to
round forward, back, or to the nearest time interval. This will then round those
transactions fall outside of the Early/Standard/Late criteria defined on the T/A tab. Also
the capability is there to establish a “Maximum Lunch Range.”
Minutes: Specify the number of minutes and/or time interval to be rounded to.
Code: Using the drop down bar, select the appropriate rounding criteria. Round
forward, back, or to the nearest minutes specified.
Maximum Lunch Range: - This field is used in determining the Lunch Out
transaction. Specify the companies Lunch Range window.
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Advanced Rounding Rules: ATM contains several rounding fields that can be defined
for each Work Schedule. These rounding rules were designed to round transactions that
occur outside the normal shift start, lunch out, lunch return and shift end windows. They
automatically round Time and Attendance transactions due to overtime (employee starts
work early and/or stays late), flexible start times, flexible lunch times or mid-shift T/A’s.
Proper use of these rules results in a significantly decreases the need to manually round
transactions or change employee schedules.

Code: Objective:
START Created to auto round transactions due to employee flexible start

times or when employee works overtime by coming in early.

END Created to auto round transactions when employee works overtime
by staying late.

OTHER Created to round Time and Attendance transactions that occur mid-
shift due to reasons such as employee leaving for doctors
appointment.

The following codes support flexible lunch times.

Code: Reason:

LUNCH OUT: Created to round a flexible lunch out transaction.

LUNCH IN: Created to round a flexible lunch in transaction.

LUNCH MAX

RANGE: Used to identify a Lunch Out transaction as opposed to an
“OTHER?” transaction.

MINIMUM

LUNCH: Used to ensure that lunches are of a *Standard’ length.

KEY POINT: The advanced rounding rules were designed to only round Time and
Attendance transactions. No rounding will take place against Job On or Off transactions

unless the rounded Time and attendance transaction requires it.

Example 1: The employee clocks in at 5:57 and clocks on to his first job at 6:01. The Time and
attendance transaction would be rounded to 6:00 but the JOB ON would remain at 6:01.

Example 2: The employee clocks in at 5:57 and clocks on to his first job at 5:59, ATM will round the T/A
to 6:00 It then recognizes that the actual Job On time is now prior to the rounded T/A time. In this case,
the JOB ON transaction time will be rounded to 6:00 also.
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Each advanced rounding rule, START, OTHER, END, LUNCH OUT and LUNCH IN
contain two other fields: MINUTES and CODE. These two fields control how rounding
occurs for each rule.

MINUTES: This field is used in conjunction with the CODE field to determine
what value to round a transaction time to.

For example:
If overtime is paid in %2 hour increments, then this value would be
30 minutes.
(30 minute increment divided by 60 minutes in an hour,
30/60 = 1%).
If the company wants to round to 1/10 of an hour, this value would
be set at 6

(6 minutes divided by 60 minutes in an hour, 6/60 = 1/10)

If this value were set at 6, the transaction would be rounded to multiples of 6 minutes
after the hour. This means a transaction time could be rounded to the even hour, six
minutes after the hour, 12 minutes after, 18 minutes after, 24 minutes after, 30
minutes after, 36 minutes after, 42 minutes after, 48 minutes after, 54 minutes after or
the next even hour, depending on the rounding code.

CODE: There are three possible values:
Forward — Round forward to the next occurring ‘MINUTE’
increment.
Nearest — Round to the nearest ‘MINUTE’ increment.
Backward — Round backward to the last occurring ‘MINUTE’
increment.

Example:

The company pays overtime in % hour increments. Assume Standard shift start is 7:00

and standard shift end is 3:30 p.m.

Rounding Rule Minutes Code
START 30 Forward
END 30 Backward

The employee is asked to come in an hour early and stay a half hour late.
His time and attendance transactions are:

Actual transaction time Rounded to

5:57:23 6:00:00 (Rounded forward to the next occurring 30 minute
increment)

4:01:57 4:00:00 (Rounded backward to the last occurring 30 minute
increment)

Paper-Less, LLC Page 73 of 214



Maximum Shift Length: xx:xx

e N
- | —
gra::i Lunch L_unch Shift
i Start  Return End
] il
IR R
ESL ESL ESL E S L
Start Other “«~ ‘' Other \Er\{d_/
Lunch Lunch
Out* In*

Advanced Rounding Rules:

NOTE: Fields identified with an asterisk (*) are fields that were added to enhance the
rounding rules.

*Start:
Objective: To support automatic rounding of TA’s if employee comes in prior to Early
Shift Start due to overtime or flexible start times.

Rule: Applied to any TA transaction that occurs prior to Early Shift Start. (for this shift
date) (If the TA that occurs between Early Shift Start & Late Shift Start, it will
automatically be rounded to Standard Shift Start).

*End:
Objective: Automatically round T/A transactions when the employee works overtime.

Rule: Use the END rounding rules for any T/A that occurs after LSE.

Paper-Less, LLC Page 74 of 214



*L_unch Out:

Objective: The lunch out, lunch in, and minimum lunch fields are used to support
flexible lunch schedules. The Window created between LUNCH OUT and LUNCH IN
will be used by ATM to identify whether the employee clocked out for lunch. If no
LUNCH OUT transaction is identified and auto extract lunch is turned on, auto extract
will occur.

Rule: ATM assumes that ANY T/A OUT transaction that occurs between Lunch In
cutoff and Lunch Out cutoff (But NOT between ELO and LLO) means the employee is
leaving for lunch. This clock OUT transaction will be rounded using the LUNCH OUT
rounding rules. The key to this rule is identifying a Time and Attendance OUT
transaction during the lunch window. If ATM identifiesa LUNCH OUT transaction, no
auto extract of lunch time will take place.

ELO - Early Lunch Out

SLO - Standard Lunch Out

LLO - Late Lunch Out:

These three rules used together to handle rounding of transactions at standard Lunch out.
These rules handle rounding if employee clocks out during the standard lunch period as
defined in the work schedule. Any TA that occurs between ELO and LLO is rounded to
SSO. ATM advanced rounding rules will never override these.

Auto Extract Lunch.

Objective: This rule allows the software to ASSUME that the employees were on lunch
during a given time period. This avoids requiring that all employees MUST clock out
and then clock back in for lunch. However, many companies require the employees
clock out if they leave the premises for lunch (for insurance purposes) Therefore, auto
extract should ONLY be applied if the employee did NOT clock out for lunch and is
present during the auto extract lunch period.

Rule: ONLY auto extract if:

1) No LUNCH OUT T/A’s were identified.

2) The employee MUST be clocked IN over the auto extract FROM and TO time
fields.

ELR - Early Lunch Return

SSR - Standard Lunch Return

LLR - Late Lunch Return:

These three rules used together to handle rounding of transactions at standard Lunch
Return. These rules handle rounding if employee clocks in during the standard lunch
period as defined in the work schedule. Any TA that occurs between ELR and LLR is
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rounded to SSR. ATM advanced rounding rules will never override these standard
INFOR XA work schedule definition rules.

*Lunch In:

Objective: LUNCH IN, used in conjunction with LUNCH OUT, identifies a ‘lunch’
window. ATM assumes that any Time and Attendance OUT transaction that occur inside
of this window is due to an employee leaving for lunch and will round the transaction
accordingly. 1fa LUNCH OUT transaction is identified (using ATM LUNCH OUT
rounding rules) the next T/A transaction is assumed to be the employee returning from
lunch.

Rule: for rounding the LUNCH IN transaction:

1) ATM identified and rounded the Lunch OUT. (The T/A OUT is NOT
between ELO and LLO. If the T/A OUT is between ELO and LLO, let
standard INFOR XA rounding rules apply)

2) Round the Lunch IN using Lunch IN rules if it is BEFORE the Lunch IN
TIME Cutoff.

3) Round the Lunch IN using OTHER rules if the LUNCH IN transaction is
AFTER the Lunch IN Cutoff Time.

4) Check to make sure that ROUNDED LUNCH IN - ROUNDED LUNCH
OUT > MINIMUM Lunch field. If not, the ROUNDED LUNCH IN should
be re-calculated as ROUNDED LUNCH OUT + MINIMUM LUNCH FIELD.

ESE - Early shift End

SSE - Standard shift End

LSE - Late shift End.

These three rules are used together to round the TA transactions at the standard End of
Shift. Any TA that occurs between ESE and LSE is rounded to SSE.

*Qther:
Objective: Round T/A’s that occur in the middle of the shift that are NOT related to
Lunch. (Example, leave work to pick up sick child, go to doctors appointment etc.)

Rule: Any T/A between Late Shift Start and Early Shift End that is NOT considered a
lunch transaction will be rounded using the OTHER rule. (NOTE: See Lunch In
rounding rules. It is possible in certain conditions that a Lunch In transaction gets
rounded using the ‘OTHER’ rounding rules)

*Minimum Lunch

Objective: This field is used to ensure that if an employee clocks out for lunch, the
system will make sure that they are clocked out for at LEAST the minimum lunch period.
Example: If the employee clocks out at 11:45, runs across the street to McDonalds and is
back by 11:47, we want to make sure that we extract at LEAST the minimum lunch.
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Rule: For a description on how the Minimum lunch field is used, see the RULE section
on the LUNCH IN transaction (specifically rule #4)

Standard Hierarchy for testing T/A’s

1) Does it fall within a standard INFOR XA rounding window? If YES, let standard
INFOR XA rounding logic apply. EXCEPTION: If ISE rounds an LO transaction,
we will always round the LI even if it falls into INFOR XA rounding logic.

2) Is it before ESS? If YES, use START rounding rules.

3) lIsitafter LSE? If YES, use END rounding rules.

4) lIsitaLunch OUT transaction?

5) IsitaLunch IN transaction and we rounded the LO then:

e IF LI is Prior to LI cutoff, use LI rounding rules.

e |F LI is After LI cutoff, use OTHER rounding rules.

e After rounding LI, compare rounded LO to rounded LI to ensure that it is > Minimum
lunch, if not, recalculate L1 as rounded LO + Minimum Lunch.

Paper-Less, LLC Page 77 of 214



Rounding Rule Examples:

Maximum Lunch Range — 11:30-13:00
Auto Extract Lunch — 12:00-12:30
Minimum Lunch — 30 minutes

START Rounding Rule — 15 minutes forward

ESS -6:45

SSS - 7:00

LSS -7:00

OTHER Rounding Rule — 6 minutes nearest

LUNCH OUT Rounding Rule —11:30 (15 minutes backward)
ELS -12:00

SLS-12:00

LLS-12:10

ELR -12:20

SLR -12:30

LLR -12:30

LUNCH IN Rounding Rule — 13:00 (15 minutes forward)
OTHER Rounding Rule — 6 minutes nearest

ESE - 15:30

SSE - 15:30

LSE - 15:45

END Rounding Rule — 15 minutes backward
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LUNCH [REASON Lunch [Total
ACT | ADJ EXTRACT time [Paid
(Y/N) Time
DAY1
TA 7:000 7:00 LSS rule :30:00 [7:30:00
TA 11:16 11:1800 Other rounding
TA 11:46| 11:480I Y Other rounding
TA 15:32] 15:30 LSE rule
DAY?2
TA 7:04 7:06 Other rounding :48:00[7:36:00
TA 12:30] 12:30LO Lunch out rounding
TA 13:16/ 13:18LI N Lunch in with Other
rounding and warning
that lunch has been
exceeded.
TA 15:32] 15:30 LSE rule
DAY3
TA 7:04 7:06 Other rounding :00:00 6:24:00
TA 11:16| 11:1800 Other rounding
TA 13:16| 13:180I N Other rounding
TA 15:37] 15:30 LSE rule
DAY4
TA 6:15] 6:15 Start rounding :00:00 6:15:00
TA 9:321 9:3000 Other rounding
TA 12:10| 12:120I N Other rounding, no auto
extract because they
were not TA'd in prior to
the Lunch Extract Range
TA 15:14] 15:12 Other rounding
DAY5
TA 6:12] 6:15 Start rounding :30:0019:15:00
TA 12:03] 12:00LO LLS rule (Infor XA)
TA 12:14f 12:30|LI N Lunch in rounding
rounded to 12:15, then
Minimum lunch of 30
minutes
TA 16:08] 16:00 End rounding
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Miscellaneous Tab:
Shift Length Calculated: Displays the total number of hours based on the times
specified on the TA Tab.
Max Shift Length: Specify the maximum number of hours allowed for this
schedule. (shift length plus overtime hours)
Earliest Start Time: This is the earliest time an employee can punch in.
Latest End Time: This is the latest time an employee can punch out.

e By adding the Earliest Start and Latest End times the shift window
can be expanded at the beginning and the end of the normal shift
start/end times, allowing for more flexibility.

Dated as Start/End: Determines whether or not the day’s transactions is to be
dated based on the date in which the shift started or ended.
Pay Basis Code: Indicates how pay is calculated for those employees who have
been assigned this schedule.
e Pay by time & attendance only — An employee will be paid according to
time and attendance records and no job detail will be passed to Payroll.
e Pay by time & attendance with job detail — An employee will be paid
according to time & attendance records and job detail is passed to Payroll.
e Pay by job only — An employee is paid based on job time records.
Automatically Extract Lunch: Specify whether or not lunch transactions are to be
automatically generated for those employees who are attached to the schedule.
Include the “from” and “to” lunch times. (Note — If an employee is not to get paid
for lunch time, and yet the “Auto Extract” function is not being utilized, then the
employee must manually clock themselves out and in from lunch.
Exceed OT Warning: Specify whether or not a warning message should be
displayed as part of the Select & Edit process, when an employee on this schedule
exceeds the Maximum Shift Length.
Standard Lunch: Type in the total minimum number of minutes allowed for
lunch.
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4 work Schedule Maintenence Select
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Variances Tab:
Calculate: Specify whether or not employee variance time is to be calculated.
Variance time is time the employee was present, minus any time accounted for by
job records and paid/unpaid breaks.
Limit: If variance time is to be calculated, specify a variance limit in minutes. If
an employee is paid based on “job only” records, the employees are paid for this
variance time if the limit is not exceeded.
Department & Facility: If variance is to be calculated, specify a department or
facility (or both) to be charged for this variance time. If no value is entered, the
employee’s home department and facility will be charged.

L Work Schedule Maintenence Select - luapP9io(ey] EEES)
File ‘Window Help
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L'Lﬂ Work Schedule Maintenance _[O]
Location: | MIL jMILWAUKEE Created Changed
Schedule: 1" User QUSER
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Shiﬂ;|1 v| Time: 10:21:44 00:00:00
TiA, | Job | Rounding | Miscellaneous ~ “ariances | Breaks | User Data
Calculate:D Depaﬂment:l

Limit:l Wurkcenter:l
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Paid/Unpaid Breaks Tab:
Break Type: Specify whether or not the assigned break times are to be paid or
unpaid to the employee.
Start & End: Type in the starting and ending times for the breaks.
Department & Workcenter: - If the employees attached to this schedule are to be
paid for breaks, specify a department or facility (or both) to be charged for the
break times. If no value is entered, the employee’s home department and facility
are charged.

[d work Schedule Maintenence Select
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2. Calendar Maintenance

Calendar Maintenance accessed via the “Maintenance Menu” and choosing the “Next
screen” button. From this screen you will be able to select “Calendar Maintenance.”

There are two types of Calendars that can be defined within ATM.

Default Calendar: Designed to assign a schedule for each day, throughout a

designated period of time.

Advanced Calendar: Primarily designed to accommodate rotating shifts, and can
be defined as cycles for specific periods of time.

Default Calendar:
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Features of the Default Calendar:

Screen Layout (Header)
Location field: Ability to define calendars by location.
Calendar name field: Unique identity to define calendar.
Calendar start & end dates: The period of time defined for the calendar. These
fields are not maintainable after the calendar has been created. Should the date
range need to be changed, it would be best to delete and recreate the calendar.
Schedules: Displays a default set of schedules that are defined for each day of the
week. These fields can be maintained via the “header update” function.

Screen Layout (Detail)
Today button: The calendar will automatically display for the current month.
Use the arrow buttons to advance from one month to another, one month at a
time.
Go To button: Provides the ability to select a specific month and year.
Week # field: Displays the week number for the year.
Employee button: Ability to assign employees to the calendar, and define specific
employee overrides to the calendar.
Legend area: If the “highlighting” feature is turned on it will display the
“working days” for that calendar period.
Holiday: If Holidays have been associated (linked) to a Calendar, the date that
corresponds to the Holiday, will be in BOLD and will contain an “*” an asterisk.

Screen Features
Add: Create a new calendar.
Header Update: Maintain header portion of the calendar.
Detail Update: Maintain detail portion of the calendar.
Delete Calendar: Removal of existing calendar.
Copy Calendar: Provides the ability to copy an existing calendar in order to
create a new calendar for that specific location only.
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Add Default Calendar:

1. Click on the Add button, or right click and select the Add Calendar option from the
drop down list.

S Calendar Scheduling Gl e
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2. Fill in the following parameters in order to create a Default Calendar.

2.1

2.2
2.3

2.4.

2.5.

2.6.

. Location: Using the drop down bar, select the location that this calendar is to be
defined for.

. Calendar Name: (10 characters alphanumeric) Unique calendar id.

. Calendar Description: (50 characters alphanumeric) Type in an appropriate

description for the calendar.

Calendar Start & End Dates: Type in a date range for the calendar for the period

of time in which it is valid.

First Day of the Week: Specify the day of the week that your company considers

their work week to start on. Options available are either Sunday or Monday.

Default Schedule: Type in the default schedules for each day of the week. Upon

creating the calendar, the days of the month will be automatically filled in with

the schedule numbers you defined in these fields.

3. Click on the create button in order to create the Default Calendar.

(Note — The creation of the Advanced Calendar will be discussed later in this chapter.)
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Update Calendar:

There are two ways to update a calendar.

Default Header/Detail Update: Provides the ability to update the description of
the calendar, the calendar end date, along with the default schedule numbers in
both the header and detail sections of the calendar.

Detail Update: Ability to maintain the default schedule numbers in only the
detail section of the calendar. To do this, a specific start date is specified, along
with the ability to select frequency of occurrence (daily, weekly, monthly, yearly).

1. To update the calendar, either select the appropriate update button in the upper left

hand corner of the screen, or perform a right mouse click and choose from the drop
down menu.
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Detail Update:
Performing a Detail Update will change a particular detail record for the calendar.

2.

On the screen provided, you will be asked to fill in the following parameters.

2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

Schedule Number: Type in the number of the work schedule that you would like
to replace the calendar with.

Start Date: Type in the start date in which the work schedule update should take
place for. (Note — The ability is there to also double click on a specific day on
the calendar, therefore populating the start date field automatically.)

Repeat Button: This button can be selected should you need to update more than
one day on the calendar with the new work schedule number.

Repeat Override: Provides the ability for repeating the new work schedule
number over a duration of time (i.e. repeat daily, weekly, monthly, yearly).
Repeat Every: Type in the number of repeating weeks. (i.e. update the calendar
with this schedule number every week, ever other week, every 3™ week, etc...)
End Date: Specify the end date in which this calendar update should repeat to.
Defaults with the End Date of the calendar itself.
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Detail Calendar Header/Detail Update:

From this option, you can maintain the Description for the calendar, change the Calendar

End Date, or make a change to the Default Schedule for a particular day of the week.
Changing the work schedule number at this level will affect both the header and detail

sections of the calendar. (i.e. If Monday has a schedule of 66 and you change it to 68, all

Mondays for that calendar will now be schedule 68.)

Please note ... when changing a Calendar End Date, the new end date will not be allowed

to be less than the old end date. All employees associated with this calendar with the
same effective thru date as the End date of the Calendar, and do not have overlapping
calendars, will have their effective date increased to the new End date.
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Deleting a Calendar:

To delete an existing calendar, either choose the delete button in the upper left hand
corner of the screen, or perform a right mouse click and choose from the drop down
menu. Prior to the actual deletion of the calendar, a verification prompt will be provided
asking if you wish to proceed or cancel.

['] Calendar Scheduling Ilﬂlg@ =g
File Edit Highlight Help
EERAY
~Default Schedule
jon: - ADOCUMENT -
Locatmn.lKKEKKE J Calendar; J Employees |
Calendar Start Date: 01/01/2001 End Date: 12/31/2001
Schedules:
Sun Mon Tue Yed Thur Fri Sat
[ o [[ s [ & |[ & [[ & J[ & J[ 0 |
~Legend
- | Toda & Are pou sure pou want to Delete the Calendar: DOCUMEMT i Location: KKEKKE 7
eek # Sun
0K e Calendar
4 |_ | e Wark Day: |:.
BN Ta T4 T4 T4 T AR
Kf 1 [4l4] 1 J4l4] 1 E7 1 67 1
. T e e e B
‘ 47 ‘ [ 79 [74 [2d [ 2] [22 [ 23 [ 24
Kf 1 [4l4] 1 J4l4] 1 E7 1 67 1
‘ 43 ‘ [ 25 [ 26 [ 27 [ 23 [ 24 1.5 C
Ef 1 l4l4] 1 G 1 E7 1 67 1
‘ ‘ L L L L L L L
ghstan| | A @ FE K 0 || Bses. | BPon | Watu | GyEsl | gyMier |[Wca..
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Copying a Calendar:

This feature copies a calendar’s information into that of a new calendar. It is important to
note that the new calendar must remain in the same location from which you are copying

from (location is not a “maintainable” field).

1. Type in the new Calendar Name along with a corresponding Calendar Description.

2. Should you choose, you can at this point replace one particular work schedule number

with that of another by filling in the Replace Schedule and With Schedule fields.

w

4. In order to complete the copy process, click on the Save button.

['] Calendar Scheduling

File Edit Highlight Help

The Insert button provides the ability to replace more than 4 work schedules.

B|er|5<| = 5y] ~1six|

[az0s8

~Default Schedule

Calendar Start Da

Schedules:
Sun Man
[0 ][ &

Location:IKKE BG4 ] Copy Calendar

Location: KKEKKE
Calendar; DOCUMENT

To:
Location: KKEKKE

Calendar Name:ll

Calendar Description:l

| |
=10] ] Ermployees

—Legend

Calendar

Wark Day: |:.

- Toc
eek # Sun Optional: Replace Schedule: with Schedule:
44 [ ] [0 [0
[0 [0

- = [ [
‘ 5 ‘ L] [0 [0
. e
‘ — ‘ Iﬁ Save | Insert Cancel |
‘ ‘ [ ] L L L | [
ghstan| | A @ FE KK O || BEses. | BPow | Batu | ByEsel | g7 micn | Wcae [[Weo...  |[mOd B0
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Assigning Employees to a Calendar:

Instead of attaching a work schedule to an employee, in the case of calendaring, you
assign an employee to an entire calendar. To perform this task, click on the Employees
button on the calendar itself. At this point, an Employee Inquiry screen will appear, and
if any employees have been previously assigned to the calendar, they will be displayed
first.

1. To add employees to the calendar, either click on the Add button in the upper left
hand corner of the screen, or click the right mouse button and choose Add Employee
to Calendar option from the drop down list. A listing of employees for that particular
“location” will appear.

(Note — From this screen, the ability is there the Assign employees to other calendars/
locations at this time as well. The Range From & To fields can also be maintained.)

Calendar Scheduling i E. IQ' EI =] x]
File Edit Highlight Help
J] E Employee Inquiry =] E3
_[p fle Edt Help |
[Baz-em
Location: IAF'F'L vl Range
| Calander Name: [DFF 002 = ’7 Frgm;|12f30f2001 Tao: 1273142002
& Ermp Mo. Ermp Mame Location Calendar Eff From Date Eff To Date Shif
CARDOL HARRIS OFFCO2 1243052001
34253 |REITH, RICK APPL OFFC0z2 1243052001 1
— 50020 WOHM CHAMMESS APPL OFFC0z2 1243052001 1243172002 1
frve
i | -
Filter Calumt:
aill ==l ||

dstart| @ientta | Watv | EaTMDo.. | B Session... | M Calendar..| # workspa...| WEmplove... | |20 S0 & 248PM
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2. From this list of employees, click on the employee(s) to be assigned to the calendar
(multiple employees can be selected at one time), and then press the Add button.
Also note that the ability is there to “filter” the employee listing that is being

displayed.
Calendar Scheduling = B | Bl |mlEsfie] BN ) SETES)
File Edit Highlight Help
g e B Location: [APPL +| Cal Start: 12/30/2001 End: 12/31/2002 —
||z
a L= " | calander Name: |OFFCDZ j Eff ,:mm:|12,r30;20m To:|12f31f2002
(] Emp Na. Ernp Mame Location Shift Dept Team Mo. Wulti ¥~ ]
Emp 0 [CAROL HARRIS APPL 1 DP5g 7] ] St
6 |MAGGIE MADISON APPL 1 OFFC ¥ |
T JOHM REINHARDT 1 r
| &g | 270 |AUGUSTUS ROCKFELLER |APPL 1 F50 ¥ —i
| 250 |LEOMARD SIMON 1 550 N -
CHARLES HEMMIN 1 ¥
e MAC JONES 1 ¥
952  |HERE KOHL 1 ¥
[ 34253 |REITH, RICK 1 ¥
50020 WJOHMN CHAMMESS APPL 1 DP20 ¥
E 50070 |PAUL DOUGHER 1 DP70
50090 WOHM GALWIN APPL 1 DP70 ¥
E 50700 |DAN HANVILLE APPL 1 DP20 123 v
[ 50710 |CAROL HARRIS APPL 1 DP70 ¥
50130 [T. J. JACKSON APPL 1 F50 ¥ -
T | B
|: IT ;illter Column: I :
l_“ === = ‘ Add | Cancel |

i Start| FClent... | W warks...| B Sessio.. | EIATMD..| MATH | M|Calend..| WEmploy. |[Wadd | DO SMY £ s24am

Paper-Less, LLC Page 94 of 214



Employee Calendar Maintenace:

1 From the Maintenance Menu, click the Employee Calendar Maintenance button

AT [ | ]
MAINTENANCE MENU
TRAN TYPE SETTING MAINT ‘
CALENDAR MAINTENANCE ‘
CALENDAR COMMENT INQUIRY ‘
CALENDAR HOLIDAY MAINTENANCE ‘
EMPLOYEE RESET DATE MAINTENANCE ‘
5 | x | Jd
2 The following Screen will appear:
[ Employee Calendar Maintenance
Location: |glel==] j
Employee: ||:| j
Target Date: |DEIIEIEIIEIEIEIEI
QR Cancel
2.1 Location: Select the location for the employee
2.2 Employee: Select the employee badge number
2.3 Target Date: Select the date of the calendar to edit
3 Click OK to look up the employee calendar
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4 The Employee Calendar Inquiry screen will show if the employee is assigned to a
calendar for the Target Date specified

2] Employee Calendar Inguiry E@

File Edit Hahlight Help
Calendars

Employee Calendar

Location; HDESK Start Date: 01/01/2003 Legend
Calendar: SHIFT1 End Date: 12/31/2007 Scheduling:
Owgriele
Calendar
Employee: 180 BERT MILLER Effective From: 01/01/2003 Work Day
To: 1273172007
Dept: DP30 Tearn: 21 Plulti N Absences:
Mon Conforming
Absences: X
s [ Ty
-« ‘ Today » I June 2006 Gutu.‘ Posted
eck #][ Sun Won Tue Wed Thur Fri Sat )
=z T T O O O O 4T 05| meeelaad
1 [l 1 Holid.
ys: &
3 ’_1 qu ljJ1 DJ1 IJ ; L_L LJ li Dates will be Bold.
1 1 1 1 1
e ’_1 LA 1T 141 [ ] L[4 L4 1 [g 1 [ Doaiycommens
1 11 i1 i1 i1 1 No: |
= LAl T [ T 1 Tz BB O IR
1 11 11 1 £l 1 ves M
% ’_l IEJ1 Iin1 @J1 |i1 ] %J1 |%J [ 1| ~obi click Updats
" Ab:
’_1 Lrr ojr i o LT T O FOSE”;E
+ Override

5  This screen indicates the schedules, over-rides, and holidays for the employee.
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Deleting Employee from Calendar:

In order to remove an employee that is assigned to a specific calendar, first highlight/

select the employee to be deleted, then either click on the Delete Employee button in the

upper left hand corner of the screen, or right mouse click and select option for menu.

The system will provide a confirmation window, awaiting final approval of the deletion

process.

Q Calendar Scheduling = E. IQ' EI M= E
File Edit Highlight Help
J] E D Employee Inquiry M=] 3
“De File Edit Help |

|| okem|

Location: |AF'F'L j Range
Calander Name: [OF FCO12 -] ’7 Fromft 2:30/2001 ' 2312002
Emp No. Ermp Marme Location Calendar Eff From Date Eff To Date Shift

i

CAROL HARRIS APP OFFCO2 1243042001
34283 |REITH, RICK APPL OFFCO2 1243042001
50020 [JOHN cH/ GRS

& Do you want to Delete the Employes: CAROL HARRIS from Calendar: OFFC027

f2002 I —

1 |

Filter Column:
—T S]]

1 E

g start| @ Cient..| AT | EIATM .| EffSessi.. | ME]Calen.| # Work..|[MEm
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Employee Calendar Overrides:

The Employee Calendar Override function provides the user with the ability to assign an
employee to a different work schedule. This could be due to the employee working a
different shift, a change in the hours therefore a new/different work schedule, or due to an

absence request.

1. To create an employee override, either double mouse click on the employee to be
maintained, or right mouse click and choose Display Employee Calendar from the

drop down menu.

OHN FULLER HDESK SHIFT1 01/01/2003 124312004

160 MAURY KALNITZ HDESK SHIFT1 01/01/2003 1243172004

| 20 |MIKE PICKELS HDESK SHIFTT 01.01/2003 1243172004
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EJJ Employee Calendar Inquiry

Eille Edit Highlight Help
~Employee Calendar

Features of Employee Override Screen:

| | | E ==

Calendars |
Location: HDESK Start Date: 01/01/2003 ~Legend
Calendar: SHIFT1 End Date: 12/31/2004 Scheduling:
Cverride: I:
Empl 160 MALRY KALNITZ Effective F 01/01/2003 \u’\cu’:allsn[?ar :'
mployee: EClive From arl ay!
To: 12/3172004
Dept: DP9S Team: Multi: Y Absences:
Maon Confarming
Absences: X
- Todayl - | March 2004 Gom:| Postec: [T
eek # Sun Mon Tue Wed Thur Fri Sat
1T L DO D 1 4] AT Lo || e M
il i 1 1 i i 1 1 i 1 q
Holidays: %
| 11 /J L1 [g1 [971 Lo ] A1 14 Dates will b Bold.
1 1 1 1 1 1 1 1 l il
| 12 ’_I |ﬁ_| (15 [ |£_| K& L ] EE | [ 2d Daily Comments:
1 i | i il 1 1 Me: |
7 ERgE IR E R E B [ Ix 12
1 i1 T U 1 1 Yes: I
| i ’_I Ii_l1 \i_|1x Iﬂ_l1 D O O | e s
q 1 1
i+ A
| H [ I 1 I O I B rose”dw —‘
verrde

istan || @ & A W || @HebD | g@Cien . | ElaTHD | EaTh

Paper-Less, LLC

| ZEsession | Wcalend. | WEmploy |[WEmel.. |[EBe 'S MY BF STD sa2rm

Maintain Effective Dates: Allow the ability to change the “from” and “to” dates
for that employee, for their specific calendar. This feature allows for the ability to
specify a specific date range from which this particular employee will be assigned
to this calendar. (Note - The date range cannot go outside of the original Default
Calendar start and end dates.)

Add Override Records: Create a specific work schedule override, or create an
employee absence override, which updates the detail section for the employee’s
override calendar.

Dbl. Click Updates: Works in conjunction with the Add Override Records
feature, in that based on the toggle button selected (absence or override), will
determine what type of employee calendar override will take place.

Highlight: Turning on this feature (via the tool bar), will provide the users with a
“color” look and feel to the employee calendar, and will highlight in color, the
specific overrides that have taken place for the employee. See the “legend”
section of the screen for color references.

Calendar button: - Brings the user back to the Default Calendar.
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By positioning ones mouse on a particular day on the employee calendar, a pop-up

window will appear displaying specific information regarding the work schedule assigned
to the employee for that day. In the case of an absence override, specific information will

be displayed in relationship to that absence record.

uﬂ Emplopee Calendar Inquiry
Eile  Edit Highlight Help
i Ernployee Calendar

#sten | & G A Y || @HepD | @lien | FATMD | Wlati

Calendar
Location: HOESK Start Date: 01/01/2003 1 egand
Calendar: SHIFT1 End Date: 12/31/2004 Scheduling:
Ovettide :.
Calendar
Employee: 160 MALRY KALMITZ Effective From: 01/01/2003 Work Day: :.
To: 12/31/2004
Dept: DP33 Team hulti: ¥ Absences:
Non Caonfarming
Absences: X
— L —
| Today | w | March 2004 [ Colendar Work Doy I
Date: 0362542004
Ll s st Logation: HOESK o-cct: I
10 [ J1 [ _|1 [ J1 L3 ScheduleNo: 1 FIRST SHIFT 7:00 - 15:30
1 1 1 b
Time And Attendance:  Job: lidays: %
| " | UJ L_l lJJ \L Early: 0B:45 Esrly: 06:45 Dates will be Bold.
i 1 1 1 1 1 |Late: 07:00 Late 07:00
| 12 | [EE | [EE | [EE | [ #7_|standerd 07:00  Standard 0700 [y Comments:
1 il | | 1| shift Length: Stancard: 05:00  Maximum: 10:00 |
| 13 | [E | [EE N [EE [ 24| advanced Attendance Rounding: ves M
1 Al a1 1| attendance:  Round Minutes:
14 | [ R EE [ P I R T Forward 15 Click Updlate
1 1 1 1 1 1 Late: Back 15
[ T|m] ] ] |orer Nearsst 3 Absence
| | Lunch: Breaks: Override
Erom: To Erom: To
1200 1230 0m00 0300
Auto Extract:  Yes ToaD ToaD
0m00 0300
0ood  0ooo
0m00 0300
Advanced Lunch Rounding
Winelow. From: 11:30 Tox 1300
Lunch: Bound: hinutes:
Leave: Back 15
Return: Forward 15

| | )

Paper-Less, LLC

| B session. | M|Colend.. | 8|Employ...| [ Empl... H@}oh‘ﬂ(ﬂg?g@@j 435 PM
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Deleting an Employee Override:

1.

Deleting of employee override records can be performed by selecting Delete
Employee Overrides from the tool bar, or by right mouse clicking on the specific day
to be deleted, and selection the option from the menu.

Upon selecting the Delete Employee Overrides option, you will be prompted to type
in the specific “from” and “to” dates to be deleted. Should the deletion be for only
one specific date, type in the same date for both of these fields.

Select the Delete button to proceed.

A confirmation window will then be displayed, asking if you wish to continue.

Employee Calendar Inquiry B E.Q'EI 2] x]

File Edit Highlight Help

~Employee Calendar

Lacation: AP Delete Employee Overide Records (Ol =]
Calendar OF Calendars |
p—— Location: APPL
Employee: 110 Employes: 110 CAROL HARRIS
Diept: DP9S Effective Date
L ( From: 4022002 To: [24/02/2002
] ~Legend
4 Cancel | Override: I:.
Fiianl 2| Calendar
eek # Sun T
— Wark Day:
- = Am—
- . . Absence
Do you want ta Delete Employee overide records: CAROL HARRIS for Calendar: OFFCO2
‘ 15 ‘ I & from 4/2/02 to 4/2/027 AppiRe[ ]
1 1
‘ 16 ‘ [ 74 oK Posted: [___]
1 1 - .
Rej/De-Act:
R T T P L =
1 1 1 1 1 1 1 1
‘ 18 ‘ Iﬁ 1 Iﬁ 1 Iﬁ I— I— I— I— ~ Dbl Click Update
1 1
I_ I_ I_ I_ I_ I_ I_ & Absence
‘ ‘  Override

i Start| @9 Cient..| MaTM | EATM .| EffGessi..| M]Calen.| # Work..| EEmpl. | BEmpl.. |[ ool |2 5MY & 357 PM
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Employee Calendar Features:
4 Employee Calendar Inguiry P I

File Edit Highlight Help

~Erployee Calendar

Calendars
Lacation: HOES K, Start Date: 01/01/2003 ~Legend
Calendar: ZHIFT1 End Date: 12/31/2004 Scheduling:
Overrida :'
Empl 160 MALRY KALMITZ Effective F 01/01/2003 e :
mployee: ective From: Wark Day:
To: 12/31/2004
Dept: DPS9 Team Pefulti Y Absences:
Man Conforming
Absences: X
AppReq ]
- | Tudayl » | arch 2004 Goto:l Posted: [
eek #][ Sun Man Tue wed [ Thor Fri Sat
BEREEES Cn [ [m [im [ Imus ReiDe-Act. [
1 1 1 1 1 1 1 1 1 1 :
Holidays:
‘ 1 ’_| LT g1 [9g] \L’i L 1 [T [ Dates will be Bold.
1 1 1 1 il 1 1 1 1 1
‘ E r' w1l [ mrl L ] T[T [ | pailyComments:
1 i | i i | = 11 i Moz |
BT O O COF O BE ok = Yoo oo
1 1 1 1 il 1 1 1 1 1 2
‘ 14 H R EREE N @H I O O | | e
1 1 1 1 1 1
1 Ab
‘ H [ O I A O LH LT T LT L[] e —‘
& Owertide
dstan || & G114 Y || @Mag. | gRCien. | Bsesi. | Blati | @)atM...| Bjcakn..| Bemslo. |[MEmp._ e me £ DD 19rm

Screen Layout (Header)
Location field: Ability to define calendars by location.
Calendar name field: Unique identity to define calendar.
Calendar start & end dates: The period of time defined for the employee’s
calendar.
Calendar button: Return the default calendar.

Screen Layout (Detail)

Today button: The calendar will automatically display for the current month.

Use the arrow buttons to advance from one month to another, one month at a

time.

Go To button: Provides the ability to select a specific month and year.

Week # field: Displays the week number for the year.

Legend area: If the “highlighting” feature is turned on, the legend will provide

user with corresponding description to the various colored days of the month.

a) Scheduling Override — Indicates if the particular day of the employee’s

calendar month contains a work schedule override, or if it is a working
day.
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b) Absences — If an absence record happens to be present for a particular day
of the employee’s calendar month, there will be an indication of the
current status of that employee’s absence record (non-conforming,
approved/requested, posted, rejected/de-activated). A “Non-Conforming”
absence is created when an absence record does not fit into a work
schedule, or is created for a non-working day.

¢) Holiday — If Holidays have been associated (linked) to a Calendar, the
date that corresponds to the Holiday, will be in BOLD and will contain an
“* an asterisk.

d) Daily Comments — If a particular day on the employee’s calendar has a
comment associated with it, the box in the upper left corner of that specific
day will be highlighted in blue.

e) Double Click Update — By selecting the appropriate “radio button”, you
will have the ability to double click on a particular day on that employee’s
calendar and either override the assigned work schedule for that day, or
add an absence record.

Screen Features
Update Effective Dates: Change the employee calendar effective date range.
Delete Employee Override Records: Remove any employee schedule override
records.
Add Employee Override Records: Create employee schedule overrides.
Activate Highlighting Legend: Turn on the color coating feature contained in the
Legend area of the employee’s calendar.
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Advanced Calendar

Calendar 5cheduling - [a]x]
File Edit Highlight Help
==Y
~Advanced Scheduls
ion: - - JADYSHOP -
Locatlon.lAPPL J Calendar: J
Calendar Start Date: 01/01,/2001 Mo, of Periods in Cycle: 2 Start of Cycle: 12/30/2002
End date: 12/31/2003 Mo, of times Cycle Repeats: O End: 12/31/2003
Period |Mo. of Days Onf| Payroll Code || Schedule [[Mo. of Days Off
1 5] 3 3
2 g 2 ]
~Legend
- | Today | [ | tarch 2003 Goto:l
eek # Sun tlon Tue Wyed Thur Fri Sat Calend
¥ alendar
? I— I— I— I— I— I_ I_ Work Day: :
=1 9. 9. 9., 9. 9. 9 O .
3 1 1 1 3 1 s 1 iallidery
[ ] L [0 L[ [ [ [ [g|| Sewiseten
2 1 2 1 2 1 2 1 2 1
=] 5 T O H = oo =
= 5. 9, 5, 5 O @ =
3 1 3 1 3 1 3 1 3 1
‘ 14 ‘ [ 29 [ ] [ ] L] L] [ ] L]

|

Start| # Help Desk .| @ Cliert Man... | BSession & -..| BJATM Docu.. | HEJaT [ Catendar. [ 50 & Big 1:35PM

Features of the Advanced Calendar:

Screen Layout (Header)

Location field: Ability to define calendars by location.

Calendar name field: Unique identity to define calendar.

Calendar start & end dates: The period of time defined for the calendar. These
fields are not maintainable after the calendar has been created. Should the date
range need to be changed, it would be best to delete and recreate the calendar.
No. of Periods in a Cycle: Used to represent rotating work patterns that may not
follow a standard 7 day work week.

No. of Times Cycle Repeats: The number of times a cycle repeats is used to
define the number of times a rotating work pattern (call the cycle), made up of
one or more periods, is used to populate the calendar.

Start of Cycle: Start date for the cycle.

End: End date for the cycle. Upon creating an Advanced Calendar, either the
number of Cycles can be entered, or a specific End Date entered for the cycles.
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Calendar Table:
Period: Period number
No. of Days On: Number of working days on the schedule for that period.
Payroll Code: (not used at this time)
Schedule: Work schedule number for that period.
No. of Days Off: Number of non-working days for that period.

Screen Layout (Detail)
Today button: The calendar will automatically display for the current month.
Use the arrow buttons to advance from one month to another, one month at a
time.
Go To button: Provides the ability to select a specific month and year.
Week # field: Displays the week number for the year.
Employee button: Ability to assign employees to the calendar, and define specific
employee overrides to the calendar.
Legend area: If the “highlighting” feature is turned on, the legend will provide
user with corresponding description to the various colored days of the month.
(work day, employee override, absences requested/approved, absences rejected or
deactivated, posted)
Holiday: If Holidays have been associated (linked) to a Calendar, the date that
corresponds to the Holiday, will be in BOLD and will contain an “*” an asterisk.

Screen Features
Add: Create a new calendar.
Header Update: Maintain header portion of the calendar (i.e. First day of cycle,
No. of period in a cycle, No. of times a cycle repeats, End cycle date)
Detail Update: Maintain detail portion of the calendar.
Delete Calendar: Removal of existing calendar.
Copy Calendar: Copy an existing calendar in order to create a new calendar for
that specific location only.
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Add Advanced Calendar

2. Click on the Add button, or right click and select the Add Calendar option from the

drop down list.

Calendar Scheduling
File Edit Highlight Help

= =] x|

= 2=
~Advanced Schedule

jon: |APPL - - A0 -
Locatmn.l J Calendar.l J ‘ Employess |
Calendar Start D: [EFRTERI L [_ O] <]
End dz
2 Lacation: APPL j
Calendar Narme: POVTEST
Calendar Description: IAdvanced Calendar Test
Calendar: Start Date:Eh’Dh"QDDS End Date:I1EG1QDDS 2
[ =
oek # cur | First day of Week: [
dar
& ~Default Schedule
Day:
= Sun. Man. Tues. YWed. Thurs. Fri. Sat. l:.
N o oo e e dor:
te will be Bold
"]
202
‘ 12 ‘ Create I AdvancedScheduIel Cancel |
2
‘ 13 ‘ EE [ 24 EE T .27 .24 |29
11 1 11 1 11 1 11 1 1 1
=, &, @ I I 1 1 O
1 1 1 1

g start| W HelpDe.. | @9 Client M... | B Session .. | 1AM Do..| Math

| ] calender. |[Waddc . [ 50¢ & Bos 153pM

2. Fill in the following parameters in order to create a Default Calendar.

2.1.

defined for.
2.2.
2.3.

2.4.

of time in which it is valid.

2.5.

Location: Using the drop down bar, select the location that this calendar is to be

Calendar Name: (10 characters alphanumeric) Unique calendar id.

Calendar Description: (50 characters alphanumeric) Type in an appropriate
description for the calendar.

Calendar Start & End Dates: Type in a date range for the calendar for the period

First Day of the Week: Specify the day of the week that your company considers

their workweek to start on. Options available are either Sunday or Monday.

2.6.

Default Schedule: Leave these fields set to zero for the Advanced Calendar.

3. Click on the Advanced Schedule button in order to create the calendar.

Paper-Less, LLC

Page 106 of 214



4. On the “Advanced Schedule Header” pop-up screen, type in the following
information.

4.1.
4.2.

4.3.

44.

First Day of Cycle: Enter in the “start date” of the cycle.

No. of Periods in the Cycle: Periods are used to represent rotating work patterns
that may not follow a standard 7 day work week. A period consists of
consecutive days worked on a given schedule optionally followed by a number of
days not worked or off. The number of days worked plus the number of days not
worked = the length of the period. A cycle contains one or more periods grouped
together to define a rotating work pattern. A cycle can consist of multiple
periods, each period potentially having a different length.

No. of Times a Cycle Repeats: Used to define the number of times a rotating
work pattern (called a cycle), made up of one or more periods, is used to populate
the calendar. (Example: If a cycle is created that consists of 4 periods, each
period containing 5 working and 2 non-working days, the total number of days
defined by the cycle is 4 (periods in a cycle) x 7 days (5 workings days + 2 non-
working days) = 28 days. If this cycle repeats 3 times, it will populate a total of
84 days in the calendar (28 day cycle x 3 repeats = 84 days)).

End Cycle on Date: If the number of cycle repeats was not entered, a specific
end date for the cycle can be entered.

5. Click on the Continue button in order to proceed.

Calendar Scheduling =[] x|
File Edit Highlight Help
EETNE
—Advanced Schedule
jon: |AFFL - | ADNT -
Locatlon.l J Calendar.l J . —— |
Calendar Start Date: 01/01/200 =
End date: 127311201 L I L B= e
Location: APPL
Period Mo of
T Calendar Name: ADYWTEST
g Fitst Day of Cycle:'i1JrD1JrzuD3
MNo.of Periods in the Cycle:F A
I Legend
E Today | No.of times Cycle Repeats:F
eek # Sun s oz ETTAE i
q End Cycle on Date:l | | Calendar
I_ K YWork Day: I:'
‘ 10 ‘ [ 4 E o
1 1 Calendar End Date:l12f31f2003 | 2| HDolltday..” b* e_—
11 |_Q E ate will be Bo
‘ ‘ 202 2| zo2 | 1]
‘ T ‘ Iﬁ Cancel | E
2 1 2 1
=, &, = = (= 2
11 1 11 1 1 1
™ | W o O O
1 1 1 1
Start| #Hep... | g Cient .| BSessio. | EIATM... | MATM | WCaen.. |[Mady | MOOG A B 1aap
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6. On the “Advanced Schedule Add” pop-up screen, type in the following information.
6.1. No. of Days On: Specify for each period, the number of work days.
6.2. Pay Code: (not used at this time)
6.3. Schedule: For each period, specify the work schedule number.
6.4. No. of Days Off: For each period, specify the number of days off.
7. Click on the Create button to continue.

Calendar Scheduling =S
File Edit Highlight Help
===
—Advanced Schedule
jon; [AFPL - ADV - ‘ ‘
Locatmn.l J Calendar.l J T — |
Calendar Start Date: [ Advanced Calendar Add H=1E3
End date: 1 Ei®
Period | | gcation|__APPL Calendar [ ADVIEST
] : .
2 . .
3 No.of Periods in Cycle: First Day of Cycle: 01,/01,/2003
- |Mo. oftimes Cycle Repeats: Cycle End Date: 123152003
e — yele Repeatsi [0 ] cy ogond
E T Calendar End Date: 12/31/2003
eek # Sun
g |_ Period |Mo. of Days on| Pay Code | Schedule |Mo. of Days off alendar
1 3 1 |3 ork Day: |:.
2 5 2 3
10
- 4 Y Holiday: &
1 —[ Date will be Bold
202
12 1
‘ ‘ 5 |_ Create I Cancel |
‘ 13 ‘ [ 29 = = = = = =
11 1 11 1 11 1 11 1 1 1
‘ 14 ‘ 54 [ 31 [] [ ] [ ] [] [ ]
1 1 1 1
i Start| W Hep... | ERClent... | BESessio. | EATM .. | MatM | HI|Caten. |[Mady WSO A Bos 152
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Results of Advanced Calendar:

Calendar Scheduling
File Edit Highlight Help

M= E3

===

—Advanced Schedule
Location:lAPPL

Calendar Start Date: 01/01/2003

End date: 12/31/2003

El

Calendar: [SDVTEST

El

Mo. of Periods in Cycle: 2 Start of Cycle: 01/01/2003
Mo. of times Cycle Repeats: 12

End: 00/00/0000

Employees |

Period |Mo. of Days Onf| Payroll Code || Schedule [[Mo. of Days Off
1 3 1 B
2 3 2 3
Legend
- | Today | - I June 2003 Go to: |
ek # Sun Man Tue Wed Thur Fri Sat —
= o 4 L[ [4 L[4 L[q L[S
2 1 1 12 1 1 work Day: [___1
Z 4 9 09 [ [9 [9 =
9 ) 9 1 9 ) Holiday:. &
[ =] BE KE (7] BE E (2] (27| Bate villbe Bold
2 1 2 1 1 1
‘ % ‘ [22 [ 23 [24 [ 29 [ 25 [27 [ 29
2 1 1 1 1 1
‘ 7 ‘ [ 29 L3 L] L] L] L] L]
‘ ‘ L] L] L] L] L] L] L]

ghistart| i Help Desk .| @9 Cient Man... | B Session .| BATM Docu... | HE[aTM
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Calendar Comments

Calendar Comment Inquiry is accessed via the “Maintenance Menu” and choosing the
“Next screen” button. From this screen you will be able to select “Calendar Comment

Inquiry.”

The purpose of Calendar Comments is to allow specific comments to be displayed on an

Employee’s calendar, for a specific date.

Based on the From and To dates, the Calendar Comment inquiry will display comments
for employee’s of the same location.

[4 calendar Comment Inguiry _[=]x]
File Edit Window Help
|8 &
[4 calendar Comments Inquiry _[O] x|
Lacation: [KEKT | KIKCTEST LOCATION Fram:1/01/2002
To:l] 0AB/2002
Marne Ernp Mbr. Loch Dept. Date Commen
DAWID BREEZE 10KERA 03
DayID BREEZE 10[KEKI DP20 05,/04,2002 test
BILL BRIGGS 20KEK1 DP20 07/23/2002 test 21
BILL BRIGGS 20KEKT DP20 05/01,2002 test
BILL BRIGGS 20KEK1 DP20 05/14/2002 12
RICHARD BEMMETT 30/KEK1 DF30 058/07 2002 tres
1| | |
Filter Calurmn:
( | || e
|Ready

Astart| | MW | WP | Gin. | #Ese | BWa |Ea ([Hc || &K QS BIOHIEOL 1043 aM
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You can update, delete or add comments by right clicking.
[ Calendar Comment Inguiry

|_[=]x]
File Edit Window Help
E=rea
Y Calendar Comments Inquiry =1 E3
Location: [KEK! ~| KK TEST LOCATION From:p1/01/2002
T0:|1Df16f2002
MNarne Comimen

DAYID BREEZE

DAYID BREEZE test

BILL BRIGGS 20/KEK1 Delete 07/23/2002 test 21

BILL BRIGGS 20/KEK1 = 03/01/2002 test

BILL BRIGGS 20/KEK1 DP20 03/14/2002 12

RICHARD BEMNETT SOKEK1 DF30 0g/07 /2002 tres

4] | i
Filter Calurni:

“ d |= vl I d Filter ”

|Ready

Astart| | MW | WP | Gin. | #Ese | BWa |Ea ([Hc || &K QS BIOHIETOL 1045 aM
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Uidate screen.

01/01/2002
10/16/2002
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You can display/update/add or delete comments from the calendar by double clicking on

the comments box. Notice the Legend to the right.
[ Employee Calendar Inguiry _[=]x]
Fil: Edit Highlight Help

—~Employee Calendar
Calend
Lacation: KEK1 Start Date: 01/01/2002 ﬂl
Calendar: 2002 CAL End Date: 12/31/2002 R
. ; . Scheduling:
Employee: 20 BILL BRIGGS Effective Fram: 01,/01/2002 -
To: 12/31/2002 Override: [__]
Dept: DP20 Shift 1 Team: Multi: ¥ VS;'E”[?:;:'
Absences:
AppRen [ ]
Today | - | Algust 2002 Go to; | F'Dsted:l:.
eek # Sun Maon Tue Yed Thur Fri Sat _
7 L O O (W D31 LT 3 Reiloe-Act
1 W o1 1 . .
(= |7 OO T BM [ L9 (9| Dutssuiltapols
1 1 1 1 1 1 1 1 1 1
[ ‘H LA T 41 e mH K G L
1 1 1 1 1 1 1 1 1 1
I L A S S S € Wk
1 1 1 1 1 1 1 1 1 1
‘ 2 ‘H |E_|1 |_%13_|1 |L1TJ1 |i13/J1 |?19 |1 |31O [ 3 | ool click Update
& Ah
‘ ‘H LT L L I_H LT LT L[ SEEE —‘
& Civerride

Hstare| | 0] WP 21| 505 Ba|a| Bo| We([WE || 5F 2 3 [BOTHIEOR 10474M
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3. Calendar Holidays
In order to utilize the Holiday feature, the “Automatic Absence Generation” tailoring
option must be activated.

EIATH
File Edit Functions LUtilities Help

Table Maintenance - Revise
Table number: ITAIL

Table Description: [TAILORING OPTIONS

[ [5]]

SEQUENCE # ITAILORING QUESTION IANSWER TO QUESTIONS
1 DO YOU USE MAPICS PAYROLL? ¥ (¥ =YES, H=H0)
2 DO YOU USE ATM ABSENCE AND LEAVE Y (¥ =YES, N=H0) :
3 TSTACLED Y= N=NO)
<— 4 DO YOU USE AUTOMATED ABS CREATION ¥ (¥ =YES, N=H0) -
ﬁ\ﬂrTIVATE ABSENCE COMMENT ENTRY N (Y=YES=H=1t
7 ACTIWATE ABSENCE OVERAGE WARNING N (Y=YES, H=NO)
v

x

Cancel

Ok

g start| # Help Desk .| @B Client Man... | BFJATM Docu... [ ATH B]ATM Docu.. | WSO A Bos 230

Exit
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Holidays are designed to allow an Absence/Leave record to be automatically created
when a holiday is assigned to a calendar. We allow a holiday to cross locations as long
as the Absence Leave code is in both locations.

Create a Holiday Absence record:

Leave Code Maintenance HE R

File ‘Window Help

N

Leave Code Maintenance Hi[=] &3

Lacatian: AFPL Created Changed ﬂ
User:  MMELMANN
Leave Code: HOL sE

Date: 05/27 /2003 01010001
Time: 14:23:39 00:00:00

Leave Code |User Data |

Location: IAF'F'L vl APPLETON
Code: IHOL

Description: |HOLIDA‘.‘r

Approval Reguired: D

A 4

|Ready
g start| M Help Desk .| @B Cient Man... | BFATH Docu. | EBaTh | ®1aTM Docu. |[Mieaver . M B0 & Big 255PM

Holiday leave records WILL NOT be generated for employees that have an override for
the shift that includes a holiday. Overriding a schedule breaks the link to the holiday for
that employee. Otherwise, holidays are absolute. If a holiday is scheduled and an
employee belongs to a calendar linked to that holiday, a holiday leave record WILL be
created. Examples: If an employee has other leave scheduled for that day, ATM will still
create a holiday leave record for the full duration of the holiday. If an employee works
during the holiday, a holiday record will still be created for the full duration of the
holiday.

Holidays will not carryover each year, you will have to assign a new holiday to each date

or you can change the date to reflect the new year. Be aware though you may want to
hold on to the historical holidays. By changing the date you will lose this capability.
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Calendar Holiday Maintenance:

In order to create a Holiday records and link it to a Calendar, access the “Maintenance
Menu”, and select “Calendar Holiday Maintenance.”

Paper-Less, LLC Page 116 of 214



Add / Update / Delete a Holiday record:

In order to add, update or delete a Holiday record, right click on the Holiday Window,
and choose the appropriate option from the dropdown list.
Date: Date in which the Holiday is to occur.
Description: Description of the holiday.
Start/End SW: Determines if the holiday starts at the End of a Schedule or the
Start of a Schedule. This field is used for creation of part day holidays. For
example: If a four-hour holiday is scheduled and this field is set to “S”, the
generated absence will begin at the date and time of the shift start. If a four-hour
holiday is scheduled and this field is set to “E”, the generated absence will begin
at the date and time that is four hours before the shift is scheduled to end. Leave
this field set to “S” unless you are creating a part day holiday that occurs at the
end of a shift.
Duration: The length of a holiday. Since schedules differ in length, & the
holiday length may differ, you may want to create different holidays for the same
day & assign them accordingly. A scheduled holiday will never create a holiday
absence that is longer than the employee’s scheduled shift length. If a holiday has
a duration that is longer than the scheduled shift length, the shift length will
determine the duration of the recorded absence. A holiday with a duration that is
less than the scheduled shift length will generate a part day holiday absence for
that shift date.
Leave Code: Must contain a valid leave code from the Absence Leave code file.

i ATM V3.doc - Microsoft Word M=
M [ calendar Holiday Maintenance o] x| Xl
|0 & B Fie Edit Window Help o |
Elﬂ - Holidays: From: 1/01/02 To:[12/31/02 -
- Dr
- m:;: Key Calendar Date Description Start/End  Duration Leave Creat
i Dest Switch Code
Leaw m Mew Year's Day Holiday “m HOLP
N ) 2 05/26/02  Memorial day Holiday 5 8.00HOLP KKEK
S| e 3 07/04M2  Independance Day s BOOHOLP  KKEK
MU ! Calendar Holiday Add/Update x|
Key: 1 Start/End SW:IS vl
i Diate: Iﬁh"DZQDDQ Duration:l 8.00
- Desc: |New Year's Day Holiday Leawe Code: IHOLF' vl
. Update I Cancel | Delete |
- L1 FD2 second shift KEKT
] FD3 third shift KEK1
N ] o caL old cal KEKI1
[0 wESTAS3D vestas test KEK1 -
1 MEGA mega calendar KEK1 E
m ] 7o ermp 170 thru 200 KEK1 B
HE] EEE]| = |+
J Draw = [ < | 4|
[Page s Click Link to add the Holiday to Calendar.

Astart|| ME. |G |=se |ma. |Be. |Ha |[Hc. ||&Fe @ BIOHIEOL 27pM
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By placing a check mark in the Calendars Link column, will indicate that the selected
Holiday is assigned to the calendar. The From & To fields will restrict the information

—[=2] ]

|

you want to see.
LJAaTM
File Edit "o T o
4 calendar Holiday Maintenance M=k
File Edit Window Help
N A From: [)1/01/02 To:[12/31/02
Key Calendar Date Description Start/End ~ Duration Leave
I Switch Code
[ [ omm DayHoliay | 5| BUDHOLP
2 0542602 Memaorial day Holiday 5 8.00HOLP
3 0704/02  Independance Day 3 3.00HOLF
4 090302 Labor Day =) 8.00HOLP
3 04/14/02  Good Friday E 4.00HOLU
B 11/22/02  Thanksgiving Day ] 8.00HOLP
| KN | ,
Calendars:
Link? Cal Narme Desc Location =
M 2002 caL 2002 calendar KEKI1
| |Z| 2002 Wik ¢ weekend calendar KEK1
— ] FD1 first shift KEK1
] oz secand shift KEK1
EN 1 Fo3 third shift KEKI1
_— [] |OLDcAL old cal KEK1
[] WESTAS 30 vestas test KEK1
] MEGA mega calendar KEK1 ||
1 7o emp 170 thru 200 KEK1

i L

Previous

Click Link to add the Holiday to Calendar.

Exit

Mstart| | MK | Gin |ofse @A |Bp. | B |[Wc || &Ko 3 [BSCHIEOL 225PM
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Notice the Legend displaying Holidays with bold numbers and an asterisk next to it.

[4 Calendar Scheduling [_[=]x]
File Edit Highlight Help
EEE Y
~Default Schedule
- = i =
Locat|0n.||'<E|'<1 J CE"‘W':'E”-I-'DDZ CAL J
Calendar Start Date: 01,/01/2002 End Date: 12/31,/2002
Schedules:
Sun don Tue YWed Thur Fri Sat
Lo L+ Jf v L+ Jf v J[ v J[ ©
_L g a
- | Todayl [ | October 2002 Goto:l
eek # Sun Mon Tue || ded==dl  Thur Fri Sat
© ] O < 4 4 L[g S
1 b 1 1 1 Wark D
T I N I K [ K R K
1 11 11 11 1 1 ( el .
(2] [ 4 KE [ [ BE [rg)\ Deevibebold
1 1 1 11 1 1 1 1
L P L = L P =
1 [ 11 11 1 1
s R,
1 11 11 11 1
‘ ‘ L] L] L] L] L] L] L]
Astart| | MK | Gin. =g |Fa |Be. | Wa |[Wc || &K QS [BIOPIEO2 229PM
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4.  Activating Transaction Maintenance Logging

This ATM feature is optional. ATM offers the capability of tracking transaction

maintenance logging by transaction type. Reason codes are defined for each transaction

type, and upon the actual maintenance of that transaction, a reason code will be required.

The system will then track, for that transaction, the before and after image of that

transaction in a History Log. To enter Transaction Reason Codes, access the

“Maintenance Menu” and select “Tran Reason Code Maint.”

1. Utilizing the drop down bar, select the appropriate “Location”, “Application” and
“Transaction Type”.

2. Click on the Add button.

Tranaction Maintenance Reason Codes [_ =] %]
File Edit ‘Window Help
el 2|
@'naction Maintenance Reason Code Selection
Location:l v[ MILWALUKEE
Application:lC j Production Cantral and Costing
Transaction Type:lON j JOB O
Reason Reason Code Description User  User User UserCode A UserCode B User Code ©
Code Switch Switch Switch

MO [NCORRECT MANUFACTURING ORDER I R

TADS  TIME ADJUSTMENT

4 | |
|Ready
= ] Slalll Microsoft Powe...l @ATM Database...l EATM | @ATM Documen...“ﬂ Tranaction ... 5(&3‘)‘%){ ! 9:38 PM
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3. Type in the “Reason Code ID” and “Description.”
3.1. Location: - Using the drop down bar, select the location to work with.
3.2. Application: - Using the drop down bar, select the application type.
3.2.a. C: - Production Control & Costing
3.2.b. I: - Inventory Management
3.2.c. J: - Production Monitoring & Control
3.2.d. Q: - Repetitive Production Management
3.3. Transaction Type: - Using the drop down bar, select the transaction type
Maintenance Logging is to be tracked against.
3.4. Reason Code: - (5 characters alphanumeric) Type in a Reason Code ID.
3.5. Reason Description: - (50 characters alphanumeric) Type in a Description
associated with the Reason Code ID.
4. Click on the X’ in the upper right hand corner to save/exit.

Tranaction Maintenance Reason Codes M= e
File ‘Window Help

IE1
Tranaction Maintenance Reason Code Maintnenace 1=l 3

Reason Code |User Data | j

Location: [MIL < MILWAUKEE
Application: m Production Contral and Costing
Transaction Type: lh,JOB (o]}
Reason Code: ||MO—

Reasan Description: I[NCORRECT MANUFACTURING ORDER

Created Changed
User: MNEURMAMNMN
Date: 06042001 01,/01,0001
Tirne: 11:57:08 00:00:00
A H oz
|Ready
= ] Slalll Microsoft Powe...l @ATM Database...l EATM | @ATM Documen...“ﬂ Tranaction ... 5(&3‘)‘%){ ! 263 PM
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The next step in this process is to activate the Transaction Type in which Maintenance

Logging is to take place. To activate a Transaction Type for Logging, access the

“Maintenance Menu” and select “Tran Type Setting Maint.”

5. Utilizing the drop down bar, select the appropriate “Location” and “Application
Identifier.”

i Transaction Property Maintenance = |@ M= E
File Edit ‘Window Help
IEA
i Transaction Type Settings Selection M= E3
Location: |MIL =] MiLwaukeE
Application: j
65 Production Control and Costing
| Inventary Management
iEeaEiEn -[J F'rodu_c?ion Monito_rin_q and Control hde B
T 2l Repetitive Production Management
¥pe T i)
4] | |
|Ready

i start| BESessions -[..| BEsessions .| @haTH | # workspace .. | EFJATM Databa. |[@l Transact | | Sl a@p B 1:45PM
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6. The next screen that appears will be a list of transactions that are part of the
“application identifier” type.

7. Double click on the transaction type in which maintenance logging is to take place and
flag the appropriate fields for “Logging Changes” and “Comments.”

" Transacton Property Mamenance LGz mE )

File Edit ‘Window Help

Cl
i Transaction Type Settings Selection M= E3
Location: |MIL =] MiLwaukeE
Application: |C j Production Contral and Costing
Transaction Transaction Description: Comments  Log User User User User Code A User Code B
Type Required Changes Switch A Switch B Switch C
G MISCELLANEOUS CHARGE N i
hlh MONE M i
o ORDER COMPLETE M i
oF JOB OFF M i

._| 0B OM

< | i
Feady
i stant| B Session A..| EfSessionB.| gBATM | # Workspa... | BFJATM Dat... | [l Transa. Sl B 45pM

" Transaction Propeny Mamtenance LIl

File ‘Window Help

=
: Transaction Type Settings Maintenance M=l 3
Created Changed
User:  MCANIK
Date:  05/23/2001 01010001
Time: 00:00:00 000000

Transaction Properties l User Data

Location: MIL MILWALIKEE
Application: C Production Contral and Costing
Transaction Type: ON JOB OM

Log Changes: E

Comment Required: E

Comment Required cannot be checked if the Log Changes box is not checked

Feady

i stant| B Session A..| EfSessionB.| gBATM | # Workspa... | BFJATM Dat... | [l Transa. SEl @B s3apM
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After activating Transaction Maintenance Logging, and upon maintaining a transaction
that has maintenance logging activated for, the user will be prompted to fill in a “reason
code”.

I Tranzaction Inguiry/M aintenance

4 Transaction Maintenance

parion
13:29:47

IC INCORRECT PUMCH TIME
WP MISSED PUNCH
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5. Create Select & Edit Subsets

The ATM application provides a secure Select/Edit/Post environment for each user.
Utilizing highly flexible department and warehouse selection tables, users are able to
define and manage individual subsets of the transaction on file. It is no longer necessary
for multiple users of Select & Edit to “wait in line” — ATM provides for concurrent
Select, Edit and Post. Subsets are created based on the specific selection criteria used to
extract a grouping of transactions to be viewed, edited, or posted. (Note — The Select &
Edit Subsets need only to be created once, and only the cutoff date and time changed as
needed.) To create a subset definition, access the “Transaction Processing Menu” and
select “Select/Edit/Post Transactions.”
1. Ensure that the correct User ID appears in the “Show Subset for User” field.

2. Click on the Add button.

i Select and Edit
File Edit ‘window Help

|8|o v |

i Work with Select and Edits [_ O] ]
Show Subset for User:  MMEUNMANN Ll

Description Location|Subset| Cutoff Date Cutaff | Co. Status Dept Lis

Time
PRESS DEPT B 05 001 Mew or Recently Changed  |ASSEMBLY/SHOP
OFFICE MIL 17 05/18/2001 2358 1 Posted SUPY / MGRS / OF
FRESS DEPT #2 MIL 18 05/18/2001 2358 1 Mew or Recently Changed  |ASSEMBLY/SHOP
TEST APPL 22 05/18/2001 2358 1 Mew or Recently Changed  |SHOP EMPLOYEE!
OFFICE APPL 23 05/18/2001 2359 1 Posted OFFICE/SALARIED
MAINTEMANCE DEPT MIL 2 05/21/2001 2358 1 Warnings MAINTEMANCE DE
1| | [+

Filter Colurm:
’7 j = I j Filter ”
|Ready

Paper-Less, LLC

Page 125 of 214



3. Fillin the appropriate information required.

3.1.
3.2.
3.3.
3.4.
3.5.
3.6.
3.7.

3.8.
3.9.

Location: - Using the drop down bar, select the correct location.

Description: - Type in a description associated with this subset.

Company: - Type in the company number.

Warehouse: - Using the drop down bar, select the warehouse table.

Department: - Using the drop down bar, select the department table.

Date: - Type in the cutoff date for this subset.

Time: - Type in the cutoff time for this subset. Note — The cutoff time must be
after the “latest end time” for the employee’s work schedule. The latest end time
is located on the Misc. tab on the work schedule.

Include?: - Check the appropriate boxes as they pertain to this subset.

Select Employee(s): - Provides the ability to define a subset for a particular set of
Oemployees instead of by departments.

4. Click on the X’ in the upper right hand corner to save/exit.

Select and Edit H =izl E EE S E = 51X
File ‘Window Help
[
Select and Edit Maintenance = B3
 Subset Info Cutoff
Subset: 2 Date: ' 3022001
User: MNELURANN .
. Time: [23:59
Location: r-.-1||_ vl
Description: IMAINTENANCE DEFT Include?
Company: |1 Laber. E
Inventory: IZ[
YWarehouse: I'l j From WHS ToWHS  Inc/Exc ? User. 7]
1 1 | :
Phys lrw: E
Repetitive: D
Shit 1: [7]
Department: [1 j From DEPT To DEPT Inc/Exc ? shit 2 [7]
400 400 | Shift 3 IZ[

|Ready

iﬂﬁlalll ’ClientMana...l BﬂSessionA-...I @ATM Docu... | !Workspace...l EATM ||ﬂ59lecl an._. Dﬁ;ﬂ@é(ﬁ 230 PM
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Defining a Subset by Employee

1. In order to define the subset that contains a specific set of employees, the
department field needs to be left blank.

2. Click on the Select Employee(s) button, and a list of all employees for that
particular “location” will be displayed. Simply check the employee(s) that you
want to be considered as part of the subset, and click the finish button.

LI Select and Edit ) I I | 1| S I = (21 <]
File ‘Window Help
=@
T
- Subset It Location: MIL
Check to Ermp Mo. Ermp Mame Location Shift Dept Team Mo.
| include
] 10 JEFF EATON rAIL 1 DF20 1
De: ] 250 KEWIN POWWELL rAIL 1 DPs0
c ] 320 JUDY VANDERWEEN Ml 1 il
O 350 LEOM WEAVER rAIL 1 DPE0
Wa ] a0oo PEGGY POWEL Il 1 400
] a01 GEORGE SMITH rAIL 1 400
¥ a0y JOE Ham rAIL 1 400
] 1503 |CANIK, MIKE rAIL 3 DF30 MEC
O 1628 WILLIS, FRED rAIL 1 DF20 MEC
] 55 MEYER-KAMOSKE, PEGG|MIL 1 ISER
O 4530 |COTTOM, TIRRELL rAIL 1 I1SER
o 7 5578 |OSKEY, TOM hIL 1 DP20
] 8638 [MARING, MONTY rAIL 1 I1SE4
| 50080 JOHW FULLER rAIL 1 DF30
l | 1|
Filter Calumn:
( - =] ] [__Eiter || Finish |  Cancel |
|Ready

iaSlalll lEIientMana...l BﬁSessionA-...I @ATM Docu... | !W’orkspace...l :-‘JATM “!‘JSelecl an... Dﬁ;ﬂ(ﬂ?(ﬂ 2:60 PM
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6. Processing a Select & Edit

No reports will be generated as part of the Select & Edit process. All viewing/editing

will be performed on-line. Also, during the generation process of the Select & Edit, the

process will be performed real-time; no batch processing will take place. (Note — Subsets

can be run/re-run as often as necessary, and no longer need to be “reset” prior to re-

running.)

1. Change the Cutoff Date & Time if necessary.

2. Right click on the subset to be processed, and from the drop down window, select
“Run Select & Edit.”

i Select and Edit B8 | | =0 5| & =T =T
File  Edit ‘window Help
8w 2|
i Work with Select and Edits M= E3
Show Subset for User: | MMNMEUMANN Ll
Description Location Subset| Cutoff Date Cutoff | Co. Status
Time
PRESS DEPT MIL B 05/18/2001 2388 |1 WYARMNINGS
TEST APPL 22 05/18/2001 2389 1 MO ERRORS
OFFICE APPL 23 05/18/2001 2389 1 FPOSTED
MAINTENANCE DEPT I |-1 MEWY OR RECENTLY CHANGED
OFFICE Wadify 1 1
Delete
Reset Subset
Eresetilll Sutsats
Run Select and Edit
Bt
Details

Change Cutoff dates
isplay Eraaran Emors

| | i
Filter Calurnn:
’7 j |= v” j Filter ”
|Feady
iﬂﬁlalll B Session A - [24 xl !MargeA Meuma... | R ATM | @ATM Trans Main...“iﬂﬁelecl and Edit 54‘]?@ ! 11:25 AM
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3. A pop-up window will appear asking which subset would you like to process; the
Current Subset, All Subsets, or to Cancel — Select the appropriate button.

[ %] "7
APP NEWY OR RECENTLY CHANGED
APP NEWY OR RECENTLY CHANGED

I ECE ¥ ED

MNEWY OR RECEMTLY CHAMGED
NEWY OR RECENTLY CHAMGED
NEWY OR RECENTLY CHAMGED
FOSTED
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4. Upon completion of the Select & Edit Process, the subset status will be changed to
represent the status of the transactions within that subset.
4.1. Absence Warning: - Pertains to an absence for that subset.
4.2. Attendance Warning: - Indicates if there is a reason code on the “TA” transaction
that occurred prior to the Early Start Time or after the Late End Time from the

work schedule.
Select and Edit (=] ]
File Edit ‘window Help
|aw o ®|
EdwWork with Select and Edits [_ O] =]
Show Subset for User: |MNEUMANI\J ;I
Description Location Subset  Absence Attendance Cutoff Time  Cutoff Date
Warning  Warning
ALL DEPT L G i i 2359 07/21/2002  MEW OR RECE
SPECIFIC EMPLOYEE SELECTION — APPL : 03302002 MEW OR RECE
10 \EW OR RECE
3.0 TEST - FIRST SHIFT Il 01212005 MEW OR RECE
TEST CASE #7436 APPL 0142772003 MEW OR RECE
TEST (RM) ISSUE MIL 037282003 MEW OR RECE
TEST CASE #7244 APPL 04/30/2003  MEW OR RECE
TEST CASE #8226 APPL 05/27/2003 MO ERRCR
ISE - CASE #5229 APPL 060372003 MEW OR RECE
TEST CASE #3228 APPL 060372003  MEW OR RECE
4] | 0|
Filter Caolumn:
’7 j |= vl I j Filter ”

|Ready
g Start| ¥ Help Desk - | BfiSession - .| BIATM Docu... | @ Client Mana. .| HJaTH |[Eselectan . MBS A B 11:420m
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7.  Transaction Editing

After a Select & Edit has been processed, the transactions can be viewed and maintained
by Employee/Shift Date.

NEW IN VERSION 3.1 - By answering “Y” to the “Attendance + Approved Absence
must be >= Shift Length” tailoring question, you can withhold posting of a particular
employee’s shift. During the Select & Edit process, attendance time and approved
absences are accumulated. (Note - Transactions will need to have a status of “NO
ERRORS” and all absences must be “APPROVED”.) If the total does not meet or
exceeds the expected shift length, the shift will be flagged with an “N” in the “Allow
Post” column on the Select & Edit Employee summary screen. After making corrections
and approving absences, you must reconcile the subset.

Absences: Auto-generated absences are deleted and recreated each time the Select &
Edit is processed. Reason being, something could have changed for that employee (i.e. a
TA was entered, or a TA time was adjusted). For those absence records that require
approval you will want to perform the following steps.

» Correct all transaction errors in the subset first.

> Run the Select & Edit.

> Approve the requested auto-generated absences.

» Then “Reconcile” the subset (DO NOT re-run the Select & Edit).

[ Select and Edit HE R
File Edit ‘Window Help
!4 Select and Edit Employee Level M=l &3
Subset:B3  WESTAS TEST &/20 Status: POST PROGRANM ERRORS
Cutoff, 07 ADBA2003 12:00 Location: APPL
User: MMEUMANN Labor:[¥] Ine:[ JUser:[ ] Pire[ ] Rep:[ ] Shit1: ] Shit2:[¢] Shit3: (]
Ermp Mo, Marme Status Absence  Attendanc Post Shift Date =
YWarning  Wamning Allowed
| B53  |OFARRELL, RENEE A ERROR E
653  OFARRELL, REMEE A NO ERROR M ¥ 0B/03/2003
B53  |OFARRELL, REMEE A N ERROR M i 0B/04/2003
653 | OFARRELL, REMEE A NO ERROR M ¥ 0B/05/2003
B53 | OFARRELL, RENEE A, AEsENCE LEAVE ONLY [N M DBB/2003
65 OFARRELL, REMEE A spsencELEavE oMLY [ ™ i 0B09/2003
B53  |(O'FARRELL, REMEE A, ApsencELEAVE ONLY [ M ¥ 05072003
£5  OFARRELL, REMEE A spsencELEavEONLY [ M i 06¢11/2003
B53  |(O'FARRELL, REMEE A, ApsencELEAVE ONLY [ M ¥ 0B/ 2/2003
£5  OFARRELL, REMEE A spsencELEavEONLY [ M i 0B¢13/2003
B53  |(O'FARRELL, REMEE A, ApsencELEAVE ONLY [ M ¥ 0B 6/2003
£5  OFARRELL, REMEE A spsencELEavEONLY [ M i 0B¢17/2003
B53  |(O'FARRELL, REMEE A, ApsencELEAVE ONLY [ M ¥ 0B/ B/2003
£5  OFARRELL, REMEE A spsencELEavEONLY [ M i 0B¢19/2003
B53  |(O'FARRELL, REMEE A, ApsencELEAVE ONLY [ M ¥ 0542042003
£5 |OFARRELL, REMEE A spsencELEavE ONLY [ M i 0B/23/2003
| K | 2
Filker Column:
| H- A e
|Ready
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1. Double click on the Subset just processed.

2. The first screen that appears is a summary listing of each employee/shift-date that was
selected based on the subset definition. (Note — The Select & Edit Summary screen
contains information from the original Infor XA “Labor Summary Report” based on
Employee & Shift Date.)

3. To view an Employee’s transactions, either double-click on the employee or right

click and select Transaction Maintenance. This will only display the transactions

associated with the Shift Date you selected for that Employee.
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4. To obtain a graphical look at an employee’s transactions, right click on that employee
and from the drop down window select “Display Labor Graph.”

Select and Edit (=] x]
File Edit ‘window Help
Select and Edit Employee Level M=l E3
Subset: 28 DEFT. 400 Status: ERRORS
Cutoff: 08/06/2001 23:59 Location: MIL
User: MCANIK Labor: ] Inv:[TUser:[ ] Pinw:[ ] Rep:[_] Shit1:[¥'] Shit2: ] Shit3:[¥]
Emp # MNare Status Shift Date Conflict  |Exceed Shift| =«
Length
FPEGGY POWEL ERRORS 05/22/2001 N b
PEGGY POWEL ABSENCE LEAVE ONLY  |0B/158/2001 il il
1 N

0301 1

MICHEAL MEYER ViEiesin elflizimies 03A3/2001 N N
Abszence Leave Maintenance
MICHEAL MEYER N am— LY 04,/02/2001 N N
MICHEAL MEYER Dizplay Labar Graph 052272001 i i
MICHEAL MEYER ERRORS 07/31,/2001 N N
MICHEAL MEYER ERRORS 0a8/a1,/2001 M M
MICHEAL MEYER ERRORS 08/02/2001 M M
BEM O-HARRA, ERRORS 03152001 N N
BEM O-HARRA, MO ERRORS 06/01,/2001 M M
BEM O-HARRA, ABSEMNCE LEAWE OMLY 06/05/2001 M M

-
1 | »

Filter Calummn:
’7 j |= v” j Filter ”

|Ready

i Start| EfSession A..| E)ATM Doc..| EFATM Tra.. | BjaTM | #hWorkspa.. || E[setect S3fap B 323rM

Select and Edit (=] x]

File Zoom Window Help

[ ATM Labor Graph |- (O] x]

Employee: PEGGY POWEL Crew: Multi Job: ¥ Status: ERRORS
Location:  MIL Select/Edit Cutoff Date: 08/06/2001 Time: 23:59 Haome Dept: 400

06:00I US:S-DI 12:00! 13:00' ll-l:SOI 15,00 hr. M FY

ime & Mendance
000 0010

[ OO0 OO0}

TIIIITIIIITIIII

TIIIITIIIIFIIII

iSched: 1 Sar: 0600 End: 14200 Ma. Length: 1200 Lunch Bat: H 11201

|Ready

i Start| EfSession A..| E)ATM Doc..| EFATM Tra.. | BjaTM | #hWorkspa.. || E[setect B3 B 326rM

Paper-Less, LLC Page 133 of 214



5. The different types of bars being represented on the graph indicate:
Yellow — Time & Attendance (no error)
Green — Manufacturing Order Transaction (no error)
Red — Error Transaction
(Note — The Labor Graph is based on employee not by shift date, and will show All of
that employee’s transactions.)
6. Specific transaction detail can be viewed by positioning the cursor on a particular bar
on the graph, as a drop down window will appear.

Select and Edit -2 ] x|
File Zoom ‘Window Help
ATM Labor Graph - (O] x]
Employes: PEGGY POWEL Crew: Multi Job: ¥ Status: ERRORS
Location:  MIL Select/Edit Cutoff Date: 08062001 Time: 23:59 Horme Dept: 400
|
06:00 08:50 Manufacturing Order: 18:30 12,00 tr. W a
T ezl | MOO3260 0030 [t ] %]
] MO0 1010 ! tem: Opersation Desc: J
| : 26006-20 GRIND
il : wark Center: GRIND
st Completed: Scrapped:
—] 1] 1]
_ Efficiency: 1]
mt Clock On:
—] Actual Adjusted:
n 10:00:00 10:00:00
= Clock Off:
] Actual Adjusted:
— 14:30:00 14:30:00
zo: Labor Type: Fun Labor
— Elapsed Time: 4hir, 30min
] Job Time: 350 hr
— 03:30:00
25— -
] :
Sohed: 1 Ba: 0600 End: 1400 Waw, Lengh: 1200 Lunc

|Feady
g Start| Ef Session&..| BATM Doc..| BFATM Tra.. | EHlaTM | #hWorkspa.. |[ @] Select S B s42pM

7. In order to maintain a transaction in error, simply double click on the bar.
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Upon requesting to view/edit specific employee’s transactions, the next screen will
appear. The transactions are color coded to represent the status of that transaction (Green
— No Errors, Yellow — Warnings, Red — Errors)

To enhance performance during the Select & Edit process, a new tailoring option was
added to the TAIL table. The new option is labeled "Activate RELOAD button on S&E
screens”. If you tailor this with a "Y™, and maintain records within the Select & Edit
process, ATM will no longer "auto-update” the screens with the change as part of the
update process. The individual can choose to update the Select & Edit screens manually
via this RELOAD button. Please keep in mind, this does NOT replace the need to re-run
a Select & Edit.

From this Employee Transaction Detail screen, the capability is there to sort the data
being displayed, view the transaction detail by accessing the different card tabs in
conjunction with the scroll bar, and to see the total job/paid/variance hours. The card
tabs that are available — All Transactions, Time & Attendance Transactions, Job
Transactions, Inventory Transactions, User Defined Information, and Absence & Leave
Information.

[ Select and Edit HE R
File Edit ‘Window Help
'] Transaction Select M=l &3
~ Subset Info ~Labor -
Emp # B53 O'FARRELL, REMEE A Hours Time
Subset: B8 TEST B/20 Total Job: O 00:00:00
Cutoff. 07/06/2003 12:00 Status: ERROR Tt lT\Dfa'_ Paid 8'15 ggfggfgg
Shift: 1 06/02/2003 Home Dept: 620 F,D .ad varfancej 0 00-00-00
Location: APPL alt varlance: T
Schedule: 312 ~Transaction Status
Early Start Time: 09:55 Early End Time: 16:00 Shift Length: 0530 |:| ‘Ma Errars - ‘Errors
Mormal Start Time: 10:00 Mormal End Time: 16:00 Earliest Start: 06:00 l:l :Warnings l:l :.De-activated
Late Start Time: 10:01 Late End Time: 16:03 Latest End: 2354
A Tomsacton T s tetrs | =)
Status Type  Action Active Tirne Adj Date AdTime
MO ERRORS | TA | o | ¥ | 0Bm2m003 06
3365 3366 MO ERRORS TA Lo f 06022003 12:12:00
3369 C EFRE - U ¥ 06022003 | 18:02:50 051242003 16:00:00
3365 0 WO ERRORS TA M 06/02°2003  08:12:20 06022003 03:12:20
3367 0 KO ERRORS TA il 06022003 | 12:03:11 0BAD2/2003 12:03:11
1 | 2l

|Ready
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Edit a Transaction - (Note - Transactions no longer need to be “de-activated” before a
change can be made to it.) To edit a transaction, locate the transaction that needs to be
changed, and double click.

Select and Edit BlEE E El2 EEEEER
File ‘Window Help
[
Transaction Maintenance H=1E3
[lobGn D Error
Tran # 31614 AMYBZ71 |E AM-5271 TiA RECORD MISSING
Ermp #:|B4253  REITH, RICK AMYEE |E AM-E318 OFF RECORD MISSING
Type: [Run Labar =] STP140MS|E AM-E318 OFF RECORD MISSING
Turnaround: 300000337
Order:lW Operatiun:w
Crew: [ Facilty ID:faSH
Date: P1/24/2002
Time: W
Mapics Disposition: Posted 4| | |
Do not round this transaction D
Re-Edit
|Ready
Start| # Clentba..| BSession.. | EATMDo.. | #hworkspa..| WatM  |[M[setect B 5 A smpu

8. Make the necessary changes to the transaction.
9. Click on the “X”” in the upper right hand corner to save/exit.

Re-edit button — It is important to recognize the purpose behind the re-edit button and it’s
effects it has on a transaction. Under certain conditions, a transaction may be marked as
an error at the time that it is received by INFOR XA Unattached Jobs. When this
happens, Select & Edit will select the transaction, but will not edit it. The S&E user will
see that it is in error, but there will be no messages as to why it is in error. The re-edit
button basically sends the transaction through the editing process as if it were a changed
record, generating any missing error messages. During this process, the transaction gets
de-activated and then re-activated.

When selecting the re-edit button on a transaction with errors (error messages are
displayed), the transaction will be left in a “de-activated” state, and in the case where the
transaction happens to be an inventory transaction, a negative adjusting transaction will
be sent to the INFOR XA IMHIST file.

Exit without Saving — Should an individual access a transaction that is in error, sees the

messages but elects not to maintain the transaction, but simply “exits without saving”, the
transaction will remain in a “de-activated” state.
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If a transaction type has been flagged to track Maintenance Logging History against it,
you will be prompted to enter a “Reason Code” during the maintaining of that transaction

type.

10. Make the necessary changes to the transaction.
11. Click on the “*X*” in the upper right hand corner to save/exit.

 Select and Edit B8 | | =21 51 & ST

File  “Window Help

=]

+ Transaction Maintenance =] 3

—Job On 0
Tran # 11783

Ermnp #: p01 GEORGE SMITH
Type:lm[

Turnaround: 300012762

Order:lW Operatiun:w
Crew: I Facilty D:[GRIND |

Date: 5222001 |
Time:p41528 |
Mapics Disposition: Posted
Do nat round this transaction D

1] | i
Reason Code:l vl

M0 INCORRECT MANUFACTURING ORDER
TADJ  TIME ADJUSTMENT

|Ready
listant| BEsessiona- (24| M workspace at . | iRATM | E1ATM Trans Mai.. | [gRSelect and £ | Sl @ B 11:534m
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De-Activate /Activate a Transaction - Locate the transaction to be deactivated or
activated, and “right” click. From the drop down window, select the appropriate task.
Note ... the Deactivated transaction will appear colored in gray for easier viewing.

File Edit ‘Window Help
—Subset Info —Labor
Emp # 270 AUGUSTUS ROCKFELLER Hours Time
Subset: 113 TEST CASE #8228 Vel Jalee 9.0 700100
Cuteft. 05/27/2003 23:59 Status: ERROR Tetal Paid: - 11.00 110000
Shift: 1 05/23/2003 Home Dept: ATO3 TF,D:'E: ﬁ::::zs g ggﬁggﬁgg
Location: APPL : T
schedule: 2 Transaction Status
Early Start Time: 04:30 Early End Time: 12:55 Shift Length: 08:00
Normal Start Time: 05:00 Normal End Time: 13:00 Earliest Start. 04:30 [ :No Ermars B Errors
Late Start Time: 05:01 Late End Time: 1330 Latest End: 1500 [ :warnings []:De-activated
_Time & Attendance |-

Tran Mo Link Status Type Action Active Date Time Adj Date Adj Time
43389 48475 NO ERRORS TA, Cl Y 05/23£2003 04:50:21 05/23£2003 05:00:00
48466 43467 MO ERRORS On i 05/23/2003 | 05:01:00 05/23/2003
45474 ERROR T [ )3
48457 | 43456 O ERRORS OF ¥ T 05252003
48475 453339 NO ERRORS TA, co Y set Subet Transactions 05/23£2003 16:00:00
48390 0 MO ERRORS TA, N ievs Histor lLog 05/23/2003 16:00:00

4] | |

|Ready
ghstart| # Help Des. | EffSession .. | ®IATM Do... | Z ClientMa.| AT

”ﬂ Select ...
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Add a Transaction — In order to add a transaction, “Right” click anywhere on the screen.
From the drop down window, select “Create New Transaction.” (Note —Transactions that
have been “added” do not automatically appear in the subset. The Select & Edit process
for that subset will need to be re-run before any “new” transaction will be picked up.)

Select and Edit ME B
File Edit ‘Window Help
Transaction 5elect Hi[=] &3
~Subset Infa ~Labor
Emp # 270 AUGUSTUS ROCKFELLER Hours Time
Subset: 113 TEST CASE #8225 Total Job: 11.00 - 11:00:00
Cutoff: 05/27/2003 23:59 Status: ERROR Total Paid: 1.0 110000
Shift: 1 05232003 Home Dept: ATO3 TF,DatZ: ﬁ::::zz g ggﬁggﬁgg
Location: APPL . o
Schedule.: 2 ) ; ~Transaction Status
Early Start Time: 04:30 Early End Time: 12:55 Shift Length: 08:00
Narmmal Start Time: 05:00 Narmmal End Time: 13:00 Earlist Start: 04:30 [:No Errors B Errars
Lste Start Time: 05:01 Late End Time: 13:30 Latest Enct 15:00 [I:wamings []:De-activated
_Time & Attendance |-
Tran Mo. Link Status Type Action Active Date Time Adj Date Adj Time
48389 48475 WO ERRORS TA Cl Y 05/23/2003 | D4:50:21 05/23/2003 (05:00:00

45466 45467 MO ERRORS Oon Y 05/23/200 05:01:00 05/23/2003 05:00:00

ERROR 05, 003 07:00:00 0 13 07:00:00
48467 48466 MO ERRORS OF Al 05/23/2003 | 16:00:00 05/23/2003 16:00:00
45475 45389 WO ERRORS Ta co b 05/23/2005 | 1&:15:00 05/23/2003 16:00:00
48390 0 NO ERRORS TA, N 05/23/2003 | 16:00:00 05/23/2003 16:00:00

Reset Subset Transactions

wiew Histan Log
< | 1|
|Ready
g Start| W Help Des..| EffSession .. | E)ATM Do.. | @ Clentba..| MaTM  |[MSelect WO 5 A B 122rm
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12.

13.
14.

From the list of available transaction types to add, either type in the transaction type
and click on Create, or double click on the transaction type that is to be added.

Fill in the appropriate information on the transaction add screen

Click on the X’ in the upper right hand corner to save/exit.

['] Select and Edit ==
File Edit ‘Window Help
[] Transaction Select O] x|
-~ Subset Info Labar -
Ermp # 270 AUGUSTUS ROCKFELLER ’7 Hours Time
Subset: 113 TEST CASE #8228 Uil Jolr 900 1700100
(o M=2r0 [1] New Transaction - Double Click on Item to create a New Transaction. B ggg
Shift: 1 '
- Double click or Push 0:00
Locatmn: ARPL Type: Il Create | huttan to create
Schedule: 2
Early Start Time: 04: 30
Mormal Start Time: 05:0C rs
Late Start Time: 05:01 Transaction Type Description 4| petivated
_ COMPONENT TRANSFER TO LINE
Tran Mo, | Link |CMN COMPOMNENT RETURM TO STORES Adj Time
48389 484?% CQ CYCLIC ITEM QC COMPLETE 05:00:00
18465 46067 [FR TRANSACTION ERROR 000
48457 4B846E :E Etimggg :ggﬁg 16:00:00
48475 A538¢ 16:00:00
e [ MISCELLANEOUS ISSUE TR
Il UNPLAMNED COMPOMENT ISSUE
[\ INTERWAREHOUSE ISSUE
4 | _’l_l
< | 2l
|Ready
iaﬁlalll B Help Des...l BN Session .. | W1 ATH Do.. | 'CIientMa...l | £TH ”!Selecl |3MDS§<3§¢,’% B 1:23pM
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8. Reconciling Shift Dates

By answering “Y” to the “Attendance + Approved Abse
tailoring question, you can withhold posting of a particu

nce must be >= Shift Length”
lar employee’s shift. During the

Select & Edit process, attendance time and approved absences are accumulated. If the

total does not meet or exceed the expected shift length, t

he shift will be flagged with an

“N” in the “Allow Post” column on the shift date summary screen and will not be able to
be posted until time accounted for meets or exceeds shift length.

To manually reconcile the subset:
1. Right click on the subset
2. Select “Reconcile Subset” from the menu

4 Select and Edit
File Edit ‘Window Help

|8 v o=x|

TEST ABSENCE ARCHIVE
TEST WERSION 3.1.0

HDESK

23:59

10/22/2003

' work with Select and Edits 1 =] B3
Show Subset far User: |MNEUMANN ;I
Description Location Subset  Absence Attendance Cutoff Time  Cutoff Date
Warning  Warning
TEST ATMPTFS4 & 3.0.15 HOESK i il meian 10/16/2003  MNEWY OR RECE

MO ERROR

Modiy
Delete

Reset ALL Subsets
Reset Subset

leconcile Subset

Run Select and Edit

Post

Details
Change Cutoff dates

4 | | [isplay Eraaran Emors j
Filter Calumi:
’7 j - - I j Eilter ”
|Ready
st | A & || @ Moo | gocien | Bfsessi | @)ath | Wak |[ M sel... (BTG 5& a32pu
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[ Select and Edit 8| | (| = =B

File Edit ‘window Help

L'Lﬂ Select and Edit Employee Level =] E3

Subset: 3 TEST %ERSION 3.1.0 Status: MO ERROR

Cutoff 10/27/2003 23:59 Lacation: HDESK,

User: MMEURMANN Labor:[¥] I User: [¢] Pinw: [ | Rep:[ ] Shitl:[¥] Whﬂ&m

y A A ¥
Emp Na. MNarne Status Absence  Attendanc Post Shift Date
Warning  Warning Allowed

120 AL HOOD ABSEMNCE LEAWE OMLY Y 102352003
120 AL HOOD ABSEMNCE LEAWE OMLY Y 102452003
220 DANVE PHILLEY ABSEMNCE LEAWE OMLY Y 102352003
220 DANVE PHILLEY ABSEMNCE LEAWE OMLY Y

JUDY VANDERWVEEN N0 ERROR
ABSENCE LEAVE ONLY

1042372

320 JUDY YANDERYEEN
320 JUDY YANDERYEEN ABSEMNCE LEAVE OMLY 10/26/2003
1 | i
Filter Calumi:
“ j |= vl I j Filter ”
|Ready

|4 @ || @Mao.| @oien.| BEsesi. | @lam..| Tarw |[Wsel BT D 338rM

i Start |

IMPORTANT - If using auto-generated part-day absences that need to be
approved, these absences must be approved as the last step of Select & Edit; just
before posting. If Select & Edit is rerun, the absences will be deleted and recreated
and must be re-approved. A good indicator that the part-day absences need to be
re-approved is by looking at the “Post Allowed” field will be flagged with an “N”.
Approve your part-day absences, then run the “reconcile” option on the Subset.
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9. Apportionment

PURPOSE

This feature provides the ability to apportion (divide) the labor time of multiple jobs that
a user worked on at the same time in proportion to the standards setup within INFOR
XA. It was created because INFOR XA equally divides the total labor time reported by
an individual by the number of jobs they are running regardless of the number of units
reported for each job during that period of time. For example, if an employee runs three
jobs simultaneously for three hours, INFOR XA will divide the time equally so that one
hour is applied to each job (3 Hours/3 Jobs = 1 Hour/1 Job. Paper-Less uses the
Apportionment program to divide time more accurately in relation to the standard time
per unit defined in INFOR XA. NOTE: APPORTIONMENT CAN ONLY BE RUN
WITHIN PAPER-LESS FROM THE RPG/GREEN SCREEN VERSION AND
NOT FROM THE GRAPHICAL VERSION. IT CAN ALSO BE RUN FROM
INFOR XA IF YOU HAVE THE PAPER-LESS CUSTOM LIBRARY IN YOUR
LIBRARY LIST.

TAILORING OPTIONS THAT CAN AFFECT THIS PROGRAM:
PLMC Table Maintenance\Table 10: Additional Tailoring Options Questions\Sequence
71:Send Crew Flag with Off Tran? Y/N

ADDITIONAL INFORMATION

This is a custom program that resides in the PPLCPRxx library (where ‘xx’ is the two-
character designator of the environment). Apportionment is not included in the base
installation programs although it can be requested from customer support for no
additional cost.

RULES/REQUIREMENTS

Your INFOR XA version MUST BE at XA Release 4 or higher.

Any labor time for a routing without standards will have the standard INFOR XA
apportionment applied.

Any labor time for SETUP (subtype ‘S’) or INDIRECT (subtype ‘I’) will have the
standard INFOR XA apportionment applied.

Any Orders/Operations without quantities reported for that time period would be
apportioned using the INFOR XA program instead of the Paper-Less Apportionment
program. Quantities must be reported for the labor transactions to use the Paper-Less
Apportionment program.
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INSTALLATION

Follow the Modification Installation Instructions provided in this document for installing
this to your server. The program to call is DC930QC. This program can be set up on a
INFOR XA or Paper-Less menu. You will need to reference the appropriate
documentation for instructions of how to add a menu option. IMPORTANT NOTE: If
you run this option from a INFOR XA menu, then you must have the Paper-Less
custom library, PPLCPRXxx, in your INFOR XA library list. If you run this option
from a Paper-Less menu you must have the Paper-less custom library, PPLCPRXxX,
in your Paper-Less library list.

There are two options on the Paper-Less Apportionment screen; one is for Labor
Apportionment and the other is for Machine Time Apportionment. The Paper-Less
Apportionment program must be run after the Select & Edit program, but before the
Prepare program. It will re-apportion all records selected during the last run of the Select
& Edit program.

Set up for running the option from INFOR XA:
Edit your library list while within INFOR XA adding the Paper-Less library, PPLCPRxx

(where “xx’ is your two-character environment) to your library list as shown below:
e eSS

File Edit Wew Communication Actions ‘Wwindow Help

Bl || 2% mE=m) 8|tk | &) @l

Edit Library List
System: ISEOCO2
Type new/changed information, press Enter.

Sequence Sequence Sequence
Number Library Number Library Number Library
150 300

|D
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QTEMP
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F3=Exit F5=Refresh
Library list changed.
MA a A 07/004

= 1902 - Session successFully started i\iseocoZiprtS1 on Yliseocoz|prtsl

From this point, you could either select a menu option which you would have previously
set up to call the program, DC903QC, from the PPLCPRxx library or <ENTER> the
phrase, CALL PGM(PPLCPRxx/DC930QC).
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The PLMC Apportionment screen will display. It will display three questions which will
be defaulted to “Y’ for YES regarding whether you want labor and/or machine time to be
apportioned. NOTE: Machine time will ONLY be apportioned IF the OF

transactions were created with a quantity and the CREW FLAG setting is “Y’. The

third question defines whether you wish a report to be run.
3| | | L

File Edit Wew Communication Actions ‘Wwindow Help

B By 2| ) = % 2| o] el

PLM&C Apportionment

Run PLM&C Labor Apportionment.... (Y/N)
Run PLM&C Machine Apportionment.. (Y/N)

Print Apportionment Report Y (¥Y/N)

Press Enter To Continue..
F3=Exit

MA b 09/051

o 1902 - Session successfully started ‘liseoca2iprtS1 on \liseacoZ\pris1

Press <ENTER> to continue.
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The program will run and the following message should be sent to the user upon

completion of the program:
B3| I ) -5

Eile Edit ¥ew Communication Actions Window Help
B BB = ] %] B B @@
Display Messages

System: ISEOCO2
Queue . . . . . : QPADEVOO5K Program . H *DSPMSG
Library . . . : Qsys Library .

Severity . . . : [o]o] Delivery . . . : =NOTIFY

Type reply (if required), press Enter.
From . . . : KGUDMUND 05/18/04 09:30:30
PLM&C Apportionment Finished Successfully

Bottom
F3=Exit Fl1l=Remove a message Fl2=Cancel
F13=Remove all F16=Remove all except unanswered F24=More keys

MA b 08/001

o' 1902 - Session successfully started ‘liseoca2iprtS1 on \liseacoZ\pris1

Set up for running the option from PAPER-LESS:
Add the PLMC Apportionment program call to a custom menu. NOTE: Remember

that zou can no Ion= er modi2 Pa:er-Less base menus from AA — 49.
i Session € - [24 % 80] = [ | T

Eile Edit Wew Communication Actions window Help
B BB = | %] B B @@

ST102D1-01 System Table Master QPADEVOOGBS 5/18/04
ISEOCO2 Maintenance Screen KGUDMUND 09:34:48

Table Number...... 55
Table Description. Custom Administrator Menu

MENU OPTION NUMBER MENU OPTION DESCRIPTION OBJECT TO EXECUTE  BATCH

12 Refresh P.0 Data By Range DCO31C
13 Load Default Shift Schedules DCO17B
Refresh by Single Workcenter DCO18C
Refresh by Item DCO189C
Work Center Delay Notification DCWCNRPG
Refresh Allocation Quantity DCO23B
Work With Spooled File WRKSPLF

Display Messages DSPMSG
Work With Active Jobs WRKACTJOB

Work With Queries RKQRY
RUN APPORTIONMENT PROGRAM DC930QC

T T T

l

|

=
w

l

=
2]

l

=
=~

i

More. ..
Fl=Help F3=Exit F4=Prompt F7=Backward F8=Forward F1l2=Return To Selection

MA [ 06/022

‘liseoca2iprtS1 on \liseacoZ\pris1

o' 1902 - Session successfully started
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Sign into Paper-Less with a User ID that can access the custom menu containing the
Apportionment command. You will also need to verify that the library list contains the
PPLCPRxx library. If it does not contain the PPLCPRxx library by default, then you will
need to be sure the user has the ability to edit their library list before trying to select the
option. Notice how the user has the PPLCPRxx custom library above the PPLBPRxx

base library and also above the INFOR XA libraries.
B9 1 ) =L

Eile Edit ¥ew Communication Actions Window Help

@ B|R o b ] & @ ele
STO12D1-01 PLM&C APPLICATION SUITE QPADEVOOSK 18/05/04
ISEOCO2 LIBRARY LIST MAINTENANCE PLMCTT 09:42:40

ENVIRONMENT.........
DESCRIPTION......... PLMC APPLICATION SUITE TT ENVIRONMENT

LIBRARY LIBRARY LIBRARY
12
PPLCPRTT 13
PPLBPRTT 14
AMALIBT 15
AMFLIBT 16
AMTLIBT 17
PPLSYS 18
19
20
21
22

1
P
3
4
5
[
7
8
9
0
1

e

Bottom
F3=EXIT F5=REFRESH DEFAULTS F12=CANCEL

MA b 11/007

2 (1902 - Session successFully started ‘liseoca2iprtsl on \liseacoz\pris1
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Select the APPORTIONMENT PROGRAM menu option you previously added.
| E=IISEE:

File Edit Wew Communication Actions Wwindow Help
] 2| | [%| &8 @ @l
Paper-Less Manufacturing & Communications - Application Suite
Custom Administrator Menu

option or command; press Enter.

. Load Default Shift Schedules
. Refresh by Single Workcenter
. Refresh by Item

. Work Center Delay Notification
. Refresh Allocation Quantity
. Work With Spooled File

. Display Messages

. Work With Active Jobs

. Work With Queries

. RUN APPORTIONMENT PROGRAM

. Signoff

Bottom

Fl=Help F3=Exit F9=Retrieve F12=Cancel
Copyright Information Systems Engineering Inc. 1993, 1997

20/010

=" [1902 - Session successfully started [\ntzs4ipubliciPaper-Less\MDCCiManuals\MDCC Release 61

The PLMC Apportionment screen will display. It will display three questions which will
be defaulted to Y’ for YES regarding whether you want labor and/or machine time to be
apportioned. NOTE: Machine time will ONLY be apportioned IF the OF

transactions were created with a quantity and the CREW FLAG setting is “Y’. The
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third question defines whether you wish a report to be run.
G| [ S ETES

File Edit Wew Communication Actions ‘Wwindow Help

B By 2| ) = % 2| o] el

PLM&C Apportionment

Run PLM&C Labor Apportionment.... (Y/N)
Run PLM&C Machine Apportionment.. (Y/N)

Print Apportionment Report Y (¥Y/N)

Press Enter To Continue..

MA b 09/051

o 1902 - Session successfully started ‘liseoca2iprtS1 on \liseacoZ\pris1

Press <ENTER> to continue.
The program will run and the following message should be sent to the user upon

completion of the program:
) | ) i1 ¢
File Edit Wew Communication Actions Wwindow Help

B BE| 2% | ] 2t E @l

Display Messages

System: ISEOCO2

Queue . . . . . : QPADEVOOS5K Program . . . . : #DSPMSG
Library . . . : Q5YS Library . :

Severity . . . : 00 Delivery . . . : #NOTIFY

Type reply (if required), press Enter.
From . . . : KGUDMUND 05/18/04 09:30:30
PLM&C Apportionment Finished Successfully

Bottom

F3=Exit Fll=Remove a message Fl12=Cancel
F13=Remove all F16=Remove all except unanswered F24=More keys

MA b 08/001

= 1902 - Session successFully started i\iseocoZiprtS1 on Yliseocoz|prtsl
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APPORTIONMENT PROGRAM PROCEDURE

Run the Select & Edit program sequence after correcting transaction issues until all of the
transactions have been processed without error. Reference the appropriate INFOR XA or
ATM documentation about how to run the Select & Edit procedure.

Run the Paper-Less Apportionment program (call DC930QC) for Labor Time and
Machine Time.

Run the Prepare Transactions program. Reference the appropriate INFOR XA or ATM
documentation about how to run the Prepare Transaction procedure. NOTE: If you are
running the INFOR XA Prepare Transactions program, verify the Paper-Less
library, PPLBPRXX, is in your library list to insure the AMJPZZ program is
invoked so that transactions will be written to the appropriate SHOPHST or
LABRHST file.

EXAMPLES OF PAPER-LESS APPORTIONMENT ARE SHOWN ON THE
FOLLOWING PAGES TO HELP YOU UNDERSTAND THE FEATURE.
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PAPER-LESS APPORTIONMENT EXAMPLES

EXAMPLE 1
Employee #1 ran 5 jobs simultaneously from 8:00am — 10:am and reported the following
quantities:

ORDER OPER QTY REPORTED
M000001 0010 25 Units
M000002 0010 50 Units
MO000003 0010 100 Units
M000004 0010 75 Units
MO000005 0010 50 Units
TOTAL QTY 250 Units

The program will calculate the standard hours needed to manufacture the number of units
produced. In this example, we will assume the standard time is 50 Units/Hour.

ORDER OPER # UNITS/#PCS PER HR STANDARD PER ORDER
MO000001 0010 25/50= 0.5 Hrs
M000002 0010 50/50= 1.0 Hrs
MO000003 0010 100/50= 2.0 Hrs
M000004 0010 75/50= 1.5 Hrs
MO000005 0010 50/50= 1.0 Hrs
STD HRS FOR JOBS RUN BY THE EMPLOYEE= 6.0 Hrs

Divide the STANDARD PER ORDER by the total STD HRS FOR JOBS RUN BY THE
EMPLOYEE to find the percentage of hours to apportion to each job rounded to the
fourth decimal place.

ORDER OPER ORDER STD/TOTAL STD APPORT. OPERAND
MO000001 0010 0.5/6.0= 0.0833
MO000002 0010 1.0/6.0= 0.1667
MO000003 0010 2.0/6.0= 0.3333
MO000004 0010 1.5/6.0= 0.2500
MO000005 0010 1.0/6.0= 0.1667

The Paper-Less Apportionment program will recalculate each detail record to apportion
the time based upon the standards. Therefore, the following results would be calculated
for Employee #1 for the time period from 8:00am — 10:00am:

ORDER OPER APPORTIONED TIME
MO000001 0010 2 x0.0833 =0.1667
M000002 0010 2x0.1667 = 0.3334
MO000003 0010 2 X 0.3333 = 0.6666
M000004 0010 2 x 0.2500 = 0.5000
MO000005 0010 2x0.1667 = 0.3333
TOTAL HOURS WORKEDAND APPORTIONED= 2.0000 Hrs
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EXAMPLE 2
Employee #2 ran 3 jobs simultaneously from 9:00am — 10:00am and reported the
following quantities:

ORDER OPER QTY REPORTED
MO000006 0010 25 Units
MO000007 0010 50 Units
M000008 0010 100 Units
TOTAL QTY 175 Units

The program will calculate the standard hours needed to manufacture the number of units
produced. In this example, we will assume the standard time is 50 Units/Hour.

ORDER OPER #UNITS/#PCS PER HR STANDARD PER ORDER
MO000006 0010 25/50= 0.5 Hrs
MO000007 0010 50/50= 1.0 Hrs
MO000008 0010 100/50= 2.0 Hrs
STD HRS FOR JOBS RUN BY THE EMPLOYEE= 3.5 Hrs

Divide the STANDARD PER ORDER by the total STD HRS FOR JOBS RUN BY THE
EMPLOYEE to find the percentage of hours to apportion to each job rounded tot he
fourth decimal place.

ORDER OPER ORDER STD/TOTAL STD APPORT. OPERAND
MO000006 0010 0.5/3.5= 0.1429
MO000007 0010 1.0/3.5= 0.2857
MO000008 0010 2.0/3.5= 0.5714

The Paper-Less Apportionment program will recalculate each detail record to apportion
the time based upon the standards. Therefore, the following results would be calculated
for Employee #2 for the time period from 9:00am — 10:00am:

ORDER OPER APPORTIONED TIME
MO000006 0010 1x0.1429 = 0.1429
MO000007 0010 1x0.2857 = 0.2857
M000008 0010 1x0.5714=0.5714
TOTAL HOURS WORKEDAND APPORTIONED= 1.0000 Hrs
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EXAMPLE 3
Employee #3 ran 5 jobs simultaneously at varying time periods. Reference the schedule
and the quantities reported below:

ORDER OPER TIME PERIOD QTY REPORTED
M000010 0010 8:00am - 9:00am 25 Units
M000020 0010 8:00am — 9:00am 50 Units
MO000030 0010 8:00am - 9:00am 100 Units
M000040 0010 8:00am - 10:00am 75 Units
MO000050 0010 8:00am — 11:00am 50 Units
TOTAL QTY 250 Units

The program will calculate the standard hours needed to manufacture the number of units
produced from 8:00am — 9:00am assuming the standard time is 50 Units/Hour.

ORDER OPER #UNITS/#PCS PER HR STANDARD PER ORDER
MO000010 0010 25/50= 0.5 Hrs
M000020 0010 50/50= 1.0 Hrs
MO000030 0010 100/50= 2.0 Hrs
M000040 0010 75/50= 1.5 Hrs
MO000050 0010 50/50= 1.0 Hrs
STD HRS FOR JOBS RUN BY THE EMPLOYEE= 6.0 Hrs

Divide the STANDARD PER ORDER by the total STD HRS FOR JOBS RUN BY THE
EMPLOYEE to find the percentage of hours to apportion to each job rounded to the
fourth decimal place.

ORDER OPER ORDER STD/TOTAL STD APPORT. OPERAND
M000010 0010 0.5/6.0= 0.0833
M000020 0010 1.0/6.0= 0.1667
MO000030 0010 2.0/6.0= 0.3333
MO000040 0010 1.5/6.0= 0.2500
MO000050 0010 1.0/6.0= 0.1667

The Paper-Less Apportionment program will recalculate each detail record to apportion
the time based upon the standards. Therefore, the following results would be calculated
for Employee #3 for the time period from 8:00am — 9:00am:

ORDER OPER APPORTIONED TIME
M000010 0010 1x0.0833 =0.0833
M000020 0010 1x0.1667 = 0.1667
MO000030 0010 1x0.3333=0.3333
MO000040 0010 1 x0.2500 = 0.2500
MO000050 0010 1x0.1667 = 0.1667
TOTAL HOURS WORKEDAND APPORTIONED= 1.0000
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The program will calculate the standard hours needed to manufacture the number of units
produced from 9:00am — 10:00am assuming the standard time is 50 Units/Hour.

ORDER OPER # UNITS/#PCS PER HR STANDARD PER ORDER
MO000040 0010 75/50= 1.5 Hrs
MO000050 0010 50/50= 1.0 Hrs
STD HRS FOR JOBS RUN BY THE EMPLOYEE= 2.5 Hrs

Divide the STANDARD PER ORDER by the total STD HRS FOR JOBS RUN BY THE
EMPLOYEE to find the percentage of hours to apportion to each job rounded to the
fourth decimal place.

ORDER OPER ORDER STD/TOTAL STD APPORT. OPERAND
M000040 0010 1.5/2.5= 0.6000
MO000050 0010 1.0/2.5= 0.4000

The Paper-Less Apportionment program will recalculated each detail record to apportion
the time based upon the standards. Therefore, the following results would be calculated
for Employee #3 for the time period from 9:00am — 10:00am:

ORDER OPER APPORTIONED TIME
M000040 0010 1 x 0.6000 = 0.6000
MO000050 0010 1 x0.4000 = 0.4000
TOTAL HOURS WORKEDAND APPORTIONED= 1.0000

The program will calculate the standard hours needed to manufacture the number of units
produced from 10:00am — 11:00am assuming the standard time is 50 Units/Hour.

ORDER OPER # UNITS/# PCSPERHR  STANDARD PER ORDER
MO000050 0010 50/50= 1.0 Hrs
STD HRS FOR JOBS RUN BY THE EMPLOYEE= 1.0 Hrs

Divide the STANDARD PER ORDER by the total STD HRS FOR JOBS RUN BY THE
EMPLOYEE to find the percentage of hours to apportion to each job rounded to the
fourth decimal place.

ORDER OPER ORDER STD/TOTAL STD APPORT. OPERAND
M000050 0010 1.0/1.0= 1.0

The Paper-Less Apportionment program will recalculate each detail record to apportion
the time based upon the standards. Therefore, the following result would be calculated
for Employee #3 for the time period from 10:00am — 11:00am:

ORDER OPER APPORTIONED TIME
MO000050 0010 1 x 1.0000 = 1.0000
TOTAL HOURS WORKEDAND APPORTIONED= 1.0000
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SPECIAL NOTES

Since Setup is defined as a constant (i.e. 1-hour of Setup), we have to assume that all the
time is used for Setup labor. If a person is Jobbed On to one job as Setup (subtype S) and
two other jobs as Run (subtype R), then we will let INFOR XA divide the total time
evenly between the three jobs; We will use that time period as the Setup time and then
apportion the remaining time using the ISE apportionment calculation. If a person is
Jobbed On to Setup for two jobs, then we will let INFOR XA apportion the time evenly
for the two jobs.
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10. Post Transactions

The employee transactions not in “error” will be selected and flagged as ready to post
during the Select & Edit Process. When performing the posting process, either a
particular subset or all subsets without errors can be selected. Employees that have
transactions in error status will not be posted. These transactions can be re-edited and
included in a future posting. (Note - Security exists within the SE Table Set-up,
determining who will be given the authority to “post” transactions.)

NEW IN VERSION 3.1 - By answering “Y” to the “Attendance + Approved Absence
must be >= Shift Length” tailoring question, you can withhold posting of a particular
employee’s shift. During the Select & Edit process, attendance time and approved
absences are accumulated. If the total does not meet or exceed the expected shift length,
the shift will be flagged with an “N” in the “Allow Post” column on the shift date
summary screen. These shift dates will not post until time and attendance exceeds shift
length. (Note — Absences with a “Requested” status will not be posted.)

1. Right click on the Subset to be posted.
2. From the drop down window select “Post.”

[ Select and Edit B8 | i | 81| = =
File Edit ‘window Help
8w o ®|
i work with Select and Edits _[O] x]
Show Subset for User: |MNEUMANN LI
Description Location Subset  Absence Aftendance Cutoff Time  Cutoff Date
YWarning  Warning
TEST ATMPTFS4 & 3.0.15 HDESK =1 M &l A 10A16/2003 MNEW OR RECE
TEST ABSENCE ARCHIVE HDESK s v 23:50 10/22/2003 MO ERROR
TEST YERSION 3.1.0 pEsk | 8 e L | 233 | 10272003 [MO ERROR
Add
M adify

Delete

Reset ALL Subsets
Reset Subset
Reconcile Subset

Run Select and Edit

D etails
Change Cutoff dates

4] | [Wizplay Braaran Erors _’I
Filter Calumn:
’7 j - I j Filter ”
|Ready
#stan| | A & || @ Moo | g cient. | Bfsessi. | @AM .| Tah |[MHsel. [FBeFSEDHZ aapu
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3. A pop-up window will appear asking which subset you would like to process; the
Current Subset, All Subsets with status of “NO ERRORS?”, or to Cancel — Select the
appropriate button.

MNEWY OR RECE

MO ERROR

03 |No ERRCR
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4. If interfaced with Infor XA Payroll, the following pop-up window will appear asking

for Payroll batch control information. Fill in the appropriate information, and click on
the “submit” button.

[] Select and Edit

s | £ QU T
File Edit indow Help
8w ox

["] work with Select and Edits

=10lx|

111 R | &
Show Subset for User: [ Select Edit Pre-Post for subset: 9 B3

Create Balancing Records: B

Current Accounting F'eriod:IO vl

Descriptior Date
TEST ATMPTFS4 .3.0.1 | [ Favroll 003 NEW OR RECE
TEST ABSENCE ARCHN Date Day # Cycle Pay Rate

TEST WERSION 3.1.0

2003 MO ERROR
1042212003 [o o= [ = 2003 _JNO ERROR

" 1
Filter Calumm ————
" ilter Columir Cla| 5 e |

|Ready

iaSlalll

| @& || @Mao. | goient. | Bfsessi. | @latM | et |[Wsel.. PosingT.| | HBlaF>RE D 0L 346rM

Note - During the generation process of the Post, the process will be performed real-time,
no batch processing will take place. Upon completion of the posting process, the subset
status will either be “posted” (all employees/transactions have successfully posted), or
“partial post” (one or more employees/transactions did not get posted). If “partial post”,
re-run the Select & Edit and review the employees and transactions for errors.
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11. Transaction Inquiry/Maintenance by Employee

This function provides the user with the ability to view, add, maintain, and activate/
deactivate employee transactions without having to perform a Select & Edit process first.
To inquire or maintain an employee’s transactions, access the “Transaction Processing
Menu and select “Transaction Inquiry/Maintenance.”

1. Utilizing the drop down bar, select the appropriate “Location” and “Employee” or just
key in the Employee Badge Number.

Through the use of multiple card tabs, the transactions can be viewed or filtered into
different categories. The filtering tabs available are — All Transactions, Time &
Attendance Transactions, Job Transactions, Inventory Transactions, User Defined
Information, and Absence & Leave Information.

i Transaction Inquiry/Maintenance B2 |@ HE E
File Edit ‘window Help
i Transaction Inquiry [_ (O] x]
Location: MIL v| Employee# 501 ~| GEORGE SMITH
Tran # Link Status Subset Type  Sub Type Action Active i Ad
ﬁm o | 1Al 1 _Joi [ Y | 20 05:57:32 |04
9864 9370 Posted 0 On = Y 060185 04
9870 9869 Posted 0 OF = A4 04/18/2001 06:32:17 04
9371 0 Posted 0 N R I 04/18/2001 03324 04
9368 9867 Posted 0 TA o Co A4 04/18/2001 07:37:19 04
10927 0 Posted 0 TA M 05/07/2001 10:35:00 05
512464 0 Mo Errars 2 TA M 05/10/2001 06:01:55 05
11389 11390 Mo Errors 2 TA | Cl A4 05/21/2001 05:55:00 05
11391 11392 Mo Errors 2 On R A 05/21/2001 06:00:00 05
11392 11391 Warnings 2 OF R A4 05/21/2001 14:30:00 D&
11390 11389 Mo Errors 2 TA o Co A 05/21/2001 14:31:.00 D&
1| | IO
|Ready
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Edit a Transaction — (Note - Transactions no longer need to be “de-activated” before a
change can be made to it.)

1. Locate the transaction that needs to be changed, and double click

2. Make the necessary changes to the transaction, and click on the “save” button

3. Click on the “X”” in the upper right hand corner to close/exit

i Transaction Inguiry/M aintenance = |@ = E

File  “Window Help
=]

+ Transaction Maintenance =] 3

—Job On
D Errar
VS e ANKE3IE |E AM-E3I18 OFF RECORD MISSING
Ermp #: Em STP140MS|Labor transaction occured outside of TAA window.

Type: IRun Labor 'I

Turnaround: 300012754

Cirder: |MDDSZED Ciperation: ﬁDfiD
Crew: [ Facility ID: [GRIND

Diate: ESQQQDD1
Time: ' 4:15:26
Mapics Disposition: Posted

Do nat round this transaction D

1 | i

|Ready

listart| BEsessiona-[24 x| M workspace at 0F. | iRATM | EE1ATM Trans Main..| [ Transaction | | | Sedi @ B 1048 am
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De-Activate /Activate a Transaction —
1. Locate the transaction to be deactivated or activated, and right click
2. From the drop down window, select the appropriate task

i Transaction Inguiry/M aintenance B |@ MmEE
File  Edit ‘window Help
i Transaction Inquiry M=l 3

Location: MIL v| Employee & 501 ~| GEORGE SMITH

*All Transactions |Time & Attendance | Jobs | [ty | Ueer Defined | Absence Leave

Tran # Link Status Subset Type  Sub Type Action  Active Date Time Ad
9867 9868 Posted 0 TA | Cl Y 0441872001 05:57:32 04
5369 89370 |Posted 0 on = Y 04/18/2001 06:01:65 04
9870 9869 Posted 0 OF =) Y 0441872001 06:32:17 04
9871 0 Posted 0 (o[} R M 04/18/2001 06:33:24 04
9868 98657 Posted 0 TA o CO Y 0441872001 07:37:18 04
10827 ] Posted ] TA M 05/07/2001 10:35:00 05
512464 0 ERRORS 28 TA o Cl Y 05/21/2001 225446 05
R

11781 11782 ERRORS
ERRC

Deactivate

Y 05/22/2001 04:22:32 05

11782 1781 ERRORS Bezet Subszet Transactions
Create New Transaction
wiew History Log
1 | 0|
|Ready
listart| BEsessiona-[24 x| M workspace at 0F. | iRATM | R 1ATM Trans Main..| [ Transaction | | | Sedi @ B 1043 M
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Add a Transaction -

1.
2.
3.

SRR

Right click anywhere on the screen

From the drop down window, select “Create New Transaction”

From the list of available transaction types to add, either type in the transaction type
and click on Create, or double click on the transaction type that is to be added.

Fill in the appropriate information on the transaction add screen

Click on the “X”” in the upper right hand corner to close/exit

i Transaction Inquiry/Maintenance
File Edit ‘window Help

11782 11781 ERRORS 28 OF R

Deactivate

Heset Subset Tranzactions
Create Mew Tranzactio
iew Histan Log

05/21/2001
05 001
05/22/2001

i Transaction Inquiry H=] B3
Location: MIL v| Employee# 501 ~| GEORGE SMITH
*All Transactions |Time & Attendance | Jobs | [Fiveritary | Uz er Defined | Ahsence Leave
Tran # Link Status Subset Type  Sub Type Action  Active Date Time Ad
Q857 0868 Posted 1] TA | Cl A 044132001 05:67:32 04
3369 9870 Posted 0 On = A 04/18/2001 06:01:55 04
Q370 0863 Posted 1] OF = A 044132001 063217 04
9871 0 Posted 0 OM R i 04/18/2001 06:33:24 04
Jeeats) 0867 Posted 1] TA o O A 044132001 073719 04
10827 ] Posted ] TA I 05/07/2001 10:35:00 05
512464 1] ERRORS 28 TA ol A 05/21/2001 228445 05
11781 11782 ERRORS 28 [l R A

23:01:53 05
04:15:26
04:22:32 05

1| | IO
|Ready
R Start| BESessiona - (24 x| #hworkspace at 0f.| gRATM | EZ1ATM Trans Main..| [l Transaction 1| | S @ B 1053am
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Tranzaction Inquiry/M aintenance ==l
File  Edit ‘window Help
Tranzaction Inquiry I [=] B3
Location:|MIL vl Employee #1301 -| GEORGE SWITH
Mew Transaction - Double Click on Item to create a Mew Tranzaction.
*All Transactions e el o B
EEE— ouble click ar Pus
Tran # [0 Type: I | Clreeli | buttan ta create Time Ad
9867 9 05:67.32 04
9869 ] 06:01:55 04
87l 8 [Transaction Type|Description a[f|0B:32:17 04
oa7i | S 06:33:24 |04
aomg 9 COMPONENT TRANSFER TO LINE crorls M
512454 7 Ch COMPOMNEMNT RETURM TO STORES 22:54:48 05
T 11lca CYCLIC ITEM QC COMPLETE I B
11783 11IER TRANSACTION ERROR Ja1596 108
11782 1P PLANNED ISSUE 49799 05
11821 11|IP PLANMED ISSUE 06:32:85 05
14643 21IS MISCELLANEOUS ISSUE 07:34:00 05
15380 I UNPLAMNED COMPOMENT ISSUE DE:48:00 |07
18892 W INTERWAREHOUSE ISSUE 16:22:58
( i | LI_I Bl
|Feady

] Slalll @ATM Documentation....l @ATM Tranz Maint Ins...l EIHATM

i Transaction Inguiry/M aintenance

File  “Window Help

“Eﬂ Trangaction Inqu.._ |§@§°‘%A ! 220 PM

| &7 - IETx]

=]

+ Mew Transaction

IS[=] E3

—Job Off

Tran # 11521

Emp # Em GEORGE SMITH
Type: IRun Labar 'l

Crew: [

Qity: [100.000

Scrap: 000

Reference:l

Turnaround: |
Order: IMDDSZED Operation: ﬁDfiD
Facility ID:|

Reason:l

Date: ﬁSQQQDm
Time:ﬁE:32:55
Mapics Disposition:

O

Do nat round this transaction

Cormplete: |0 - Operation not Vet Complete.

El

1 |

|Ready

m Slalll BﬂSessionA -[24 xl g\:\u"mkspace at Df...l iaATM

Paper-Less, LLC
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12. Transaction Inquiry/Maintenance by Manufacturing Order

This function provides the user with the ability to view, add, maintain, and activate/
deactivate job related transactions without having to perform a Select & Edit process
first. To inquire or maintain a job related transaction, access the “Transaction Processing
Menu and select “Transaction Inquiry by MO.”

1. A manufacturing order can be retrieved by either typing in the MO #, or by utilizing
the drop down bar and selecting the appropriate “Manufacturing Order Number”.

Through the use of the filtering feature, the job related transactions can be viewed or
filtered into different categories. Those transactions that have already been posted cannot
be inquired or maintained upon.

Trangaction Inquiry/Maintenance by M.0. B E.IQ' EI HE R
File Edit ‘Window Help
Transaction Inguiry By M.0_ H=] &3
hanufacturing Order:lMDDQBBDl vl
Op Seq  Employee # MNarne Tran Mo. Link Type Active Date Time
2065 IMAGGIE MADISC _0_[oF | v _|o4120002] 124951 [0
0010 208 MAGGIE MADISON 36852 0 oM N 04/12/2002  09:07:09 0<
020 208 MAGGIE MADISOMN 37449 a [l Yoo 0441572002 070300 0
0030 208 MAGGIE MADISOMN 37452 37480 OF Yo 04/15/2002  15:28:00 D¢
ao3o 208 MAGGIE MADISOMN 374450 374582 ON Yoo 0441502002 09:52:00 0¢
0030 4530 COTTON, TIRRELL 34759 0 OF Y 03/0B/2002 | 1B:27:.47
ao3o 4530 COTTON, TIRRELL 34720 a [l Y 03/082002  16:01:47
ao3o 1313 LILY MUNSTER 34502 a OF Y DARR002 ) 113322
ao3o 1313 LILY MUNSTER 34471 a [l Yo DARR002 ) 112247
ao3o 1313 LILY MUNSTER 334931 a OF Yo 04192002 10:053:40
0030 1313 LILY MUNSTER 33481 0 O Yo 02/15/2002 | 10:05:26
1] | |
Filter Calumn:
’7 j |= v” j Filter ”

|Ready

iaSlalll ’EIientMana...l BﬁSessionA-...I !Workspace...l @ATM Docu... | EATM ||ETlansacli... Dﬁ;ﬂ(ﬂ?(ﬂ 4:24 PM
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13. View Transaction Maintenance History

For those transaction types that have been flagged for Transaction Maintenance Logging,
the ATM software maintains an audit trail of the specific changes made to the
transaction. These before and after images remain in the history file until purged from
the system, and can be viewed/accessed from two different areas.

Access via Menu Structure to Transaction Maintenance Log:

1. Access the “Transaction Processing Menu” and select “Transaction Maintenance
History”

2. Utilizing the drop down bar, select the appropriate “Location” and “Employee”

3. Those transactions that have been logged as having changes made against them will be
listed

+ ¥iew Transaction Maintenance Log L |
File ‘Window Help
i Transaction Log Select [_ (O] x]
Location:  |MIL ~| APPLETON
Employee: [201 ~| GEORGE SMITH
Tran # Type Link Active Transaction Date  Transaction Time Adjusted Date Adjusted Tit

1] | |
Filter Calumn:
’7 j - - I j Filter ”
|Ready
R start| RATM | FE1ATM Trans Maint Instucti.. |[i@liView Transaction Mai._ |2 54 @A B 1055PM
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4. To view the detail of the changes made to that transaction (before and after images),
double click on the transaction/date combination to be viewed

+ ¥iew Transaction Maintenance Log L |@ _[5] ]

File Edit ‘window Help

: Transaction maintenance log M=l E3
Employee Mumber, 801 GEORGE SMITH
Transaction Number. 11783
Transaction Type:  ON JOB ON
Comments  Employee Reason Code Reason Description Type Order Mumber Operation Facilit:
Number [In]
N R R N 7= T R
i a01 1] INCORRECT MANUFACTURING ORDER R W003260 oas0 GRIND
1< | [+
|Ready
| Slalll R ATM | @ATM Tranz Maint Instructi... “iﬂ\l"iew Transaction Mai__. 5@?0‘%){ ! 11:01 P4
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Access Via Select & Edit to Transaction Maintenance Log: The Maintenance Log

can be viewed by drilling down to the Employee’s transactions, select a transaction, right

click and select View History Log. Note ... the View History Log option will only be

available for a “changed” transaction.

File Edit ‘Window Help
—Subset Info —Labor
Emp # 270 AUGUSTUS ROCKFELLER Hours Time
Subset: 113 TEST CASE #8228 Vel Jalee 9.0 700100
Cuteft. 05/27/2003 23:59 Status: ERROR Tetal Paid: - 11.00 110000
Shift: 1 05/23/2003 Home Dept: ATO3 TF,D:'E: ﬁ::::zs g ggﬁggﬁgg
Location: APPL : T
schedule: 2 Transaction Status
Early Start Time: 04:30 Early End Time: 12:55 Shift Length: 08:00
Normal Start Time: 05:00 Normal End Time: 13:00 Earliest Start. 04:30 [ :No Ermars B Errors
Late Start Time: 05:01 Late End Time: 1330 Latest End: 1500 [ :warnings []:De-activated
_Time & Attendance |-

Tran Mo Link Status Type Action Active Date Time Adj Date Adj Time
43389 48475 NO ERRORS TA, Cl Y 05/23£2003 04:50:21 05/23£2003 05:00:00
48466 48467 WO ERRORS On Y 05/23/2003 | D5:01:00 05/23/2003 (05:00:00
43474 0 [o]4] Y 05/23£2003 07:00:00 05/23£2003 07:00:00
4B4E7 LELal O ERRORS OF Y 05/23/2003 | 16:00:00 052352003 16:00:00
48475 453339 NO ERRORS TA, co Y 05/23£2003 16:15:00 05/23£2003 16:00:00

MO ERRORS I N Y. : 05 3
Create Mew Tranzaction
Activate
Feset Subset Transactions
! iy Log
4] | |

|Ready
ghstart| # Help Des. | EffSession .. | ®IATM Do... | Z ClientMa.| AT
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Chapter 4 — Absence/Leave Tracking

1. Submitting Absence/Leave Requests

Through ATM, an employee has the ability of submitting their own Absence/Leave
requests. The capability is there for the employee to modify or de-activate their Absence/
Leave Requests, view the comments attached to the requests, and to view Absence/
Leave totals. To submit an Absence/Leave Request, access the “Employee Menu” and
select “Absence/Leave Maintenance.”

1. The employee will then be prompted for their badge number and password. (Security
is set up as part of defining the Employee Extension file within ATM.)

2. The “Do you want the approver menu” box is strictly for those individuals who have
been given the authority to Approve employee’s vacation time.

3. Click on the OK button

i Abzence Entriy/Maintenance = | @ - [=] %]

File  “Window Help

i Signon - Absence. Leave. Yacation

Enter badge number and password
Badge:

Password:

Do you want the
Approver Menu?

Cancel

|Ready

listart| BESessiona-[..| B sessionB-[.| M workspace .| E)ATM absen... | RaTM |[ghabsence | BBl @ B 1057 am

Paper-Less, LLC Page 168 of 214



4. Select the Add button from the upper left corner of the screen, or right click anywhere
on the screen and select the “add” option from the drop down window.

i Abzence Entriy/Maintenance = |@ - [=] %]
File  Edit ‘window Help
8w 2|
i Abzence leave Select screen M= E3
Leave Code: I*.»"-‘\LL vl Requested: E Approved: E
Rejected: E Deactivated: E Refresh |
From:[05/01/2001 | Te:[06/30/2001 Posted. [7]
Badge MNarne Location Category Departrnent  Leave Code  Comments  Status St
Sly MIL REQUESTEL]  05)
801 GEORGE SMITH ML M APPROVED 05,
HModify
Delete
Employee Maintenance
Abzence Leave Totals for Employee
iew Histar and HistorEomments
iew General Comments
Change Status 3
4] | [+
|Ready
listart| BESessiona-[..| B sessionB-[.| M workspace .| E)ATM absen... | RaTM |[ghabsence | BBl @ B 11:02am

Note — An absence record with a status of “Requested” will not be posted.
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5. Fillin the appropriate information - “Leave Code”, “Date”, “Start Time”, and
“Duration” for the request.

Leave Code: - Using the drop down bar, select the correct Leave Code ID.

Start Date: - Type in the date being requested off.

Start Time: - Type in the beginning start time. Usually represents the employee’s
normal shift start time. (The system can determine the start time & duration if you elect
to type in a “Number of Days”.)

Duration: - Number of hours requesting off for this particular day. (Note — Cannot
exceed 24 hours.) If you enter in 16 hrs, an absence record will be created for 16 hrs, it
will not split into two different days. You will want to use the “Number of Days” field in
order to accomplish this task.

OR

Number of Days: - If duration exceeds a 24 hour period (i.e. 1 week vacation), this
field can be used to specify a number days being requested off, starting with the date
specified in the “Start Date” field. The system will then automatically generate an
absence record for each individual day, based on valid calendar working days for that
employee. (Note — If the employee happened to be linked to a “flex” work schedule, this
field cannot be utilized.)

6. Click on the “X’” in the upper right hand corner to close/exit

Absence Entriy/Maintenance M= E
File ‘Window Help
I
Absence Leave Maintenance I [=] B3
Created Changed
Status: sy
Date
Time 00:00:00 00:00:00

Absence Infarmation | User Fields |

Employes:[S01  ~| GEORGE SMITH
Leave Code: [VAC =] WACATION

Start Date:m

Start Time:p5:00

And Duration: g.00 Or Mo, of Days:l

ust be using Calendar to use No. of Days. Start time and
Duration will be determined by the Schedule.

Approved By: ]
Appraval Date: 01,/01/0001

|Ready

start| b Help Desk - | BfiSession 4 - .| Math | EATM Docu.. | g Cient Mana...|[Wabsence | 54 & B 10084M
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7. If tailoring has been activated, a “Comment” screen will then appear and allow the
employee to attach comments to the absence/leave record. (Comments screen is tailor

able under Table Maintenance in the TAIL table.)
8. Click on the OK button

i Abszence Entry/Maintenance
File Window Help

i Absence Leave Comments M= E
Employee: 801 GEORGE SMITH
Location:  MIL MILYWALKEE
Leave Code: WAC WACATION
Start Date:  05/23/2001
Start Time:  06:00:00
Duration:  5.00
Comment:
Trip to Florida] =l
[~
0K Cancel

|Ready

Paper-Less, LLC
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2. Approval of Absence/Leave Records

Once the employee has submitted an Absence/Leave request, an authorized manager
needs to approve or reject the requests. The capability is there for the manager to modify,
add, reject, approve, or de-activate an employee’s Absence/ Leave Requests, view the
comments attached to the requests, view the employee’s Absence/ Leave totals, and edit
the Employee Extension file. (Note — For those Absence/Leave Codes that have not been
flagged as requiring approval, this process is not necessary.) To approve Absence/ Leave
Requests, access the “Employee Menu” and select “Absence/Leave Maintenance.”

1. The manager will then be prompted for their badge number and password. (Security
is set up as part of defining the Employee Extension file within ATM.)

2. Place a “check mark” in the “Do you want the approver menu” box. This will bring
up a list of all the approver’s employee absence/leave requests.

3. Click the “OK”” button.

i Abzence Entry/Maintenance & | @ M= E3

File ‘window Help

i Signon - Absence, Leave. Yacation

Enter badge number and password
Badge:

Password:

Do you want the
Approver Menu? 2

|Fieady
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Locate the absence/leave record, and “right” click

From the drop down window, select the “Change Status” option

Select the appropriate function — Approve, Reject, or De-activate

If tailoring has been activated, a “Comment” screen will then appear and allow the
employee to attach comments to the absence/leave record. (Comments screen is tailor
able under Table Maintenance in the TAIL table.)

8. Click the “OK” button

No ok

(Note — Should an employee request or a manager approve more absence/leave hours
than allowed for a particular employee, and warning message will be sent stating that
hours were exceeded.)

i Abzence Entriy/Maintenance B |@ MmEE
File  Edit ‘window Help
8w 2|
i Absence leave Select screen =] 3
Lerym Code:I*ALL ,l Reguested: IZ[ Approved: E
Rejected: E Deactivated: E Refresh |
From:[05/01/2001 | Te:[06/30/2001 Posted: [7]
Add Leave Code  Comments  Status St
Todify
Delete

Employee taintenance WAC N APPROVED 05
Abszence Leave Totals for Employes

“Wiew History and History Comments

“iew General Comments

Change Status

De-Activated

1| | [+
|Ready

imﬁlalll BﬂSessionA-...l Ef Session B | !W’orkspace...l ] AT Absen...l R ATM "iaAhsence | PR @ B 1141 aM
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3.  View Absence/Leave History

In order to view the YTD totals by employee, from the “Absence/Leave Selection”
screen, right click and select “Absence Leave Totals for Employee.”

Absence Entry/Maintenance

= E
File  Edit ‘window Help
52
Ahsence leave Select screen M= E3
Leave Code: I*.»"-‘\LL vl Requested: E Approved: E
Rejected: E Deactivated: E Refresh |
From:[05/01/2001  Te:[08/17/2001 Posted. [7]
Badge MNarne Location Category Departrnent  Leave Code  Comments  Status St
[ TH WL ) Al D
g1 GEORGE SMITH WL WL ISE7 WAL i APPROWVED 05
801 GEORGE SMITH L i WD ISET SEK A APPROVED 08,
Eodif}l
WElete
Employee kaintenance
i far Employes
Wiews Histony and Hister Eamments
Yiew General Comments
[Ehange Statis 3
4] | |
|Ready
i Start | BFATM Documen..| EE|aTM |[E]Absence En... i waikspace at | | B Bp=s B 327rM
[1] Absence Entry/M aintenance = [=]x]
File  “Window Help
[1] Absence Leave totals I =] 3
Employee: [T ~| GEORGE SMITH
Leave Code  Allowed Hours  Carry Over ¥TD Used Hours Approved Total Available  Hours MNet available Ho
hours Hours Reguested Haours ||
JRY a a 5.00 -5.00 a -5.00 ]
LEY 0 0 0 ] 0 0 0 0
PER 0 0 0 ] 0 0 0 0
SCK 24.00 0 g 4.00 12.00 0 12.00 0
WAC 24.00 0 0 5.00 16.00 0 16.00 0
WC 24.00 0 0 ] 24.00 0 24.00 0
4] | |
|Ready
i Start | BFATM Documen..| EE|aTM |[E]Absence En... i waikspace at | | B 2oL B 332rM
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4. Employee In/Out Inquiry

At a quick glace, the supervisor can determine the In/Out status of every employee
working for them. The screen will display whether or not the employee is In, Out or
Absent for that particular day. To view the Employee In/Out Inquiry, access the
“Transaction Processing Menu” and select “Employee In/Out Inquiry by Approver.”

File  Edit Functions Utiitiez  Helo

Appmvm Employee In/Out Inguiry Hi=E3
Location: APPL Approver Group: SHOP Current
Employee: 50090 JOHN GALYIN Date: 04/15/2002
Dept: DPF0 Shit: 1 Team: Multi: Y Time: 16:43:35
Etmp M. Mame In? Ahs? Sched  Eatly Start Tm Start Date Late End Tim End Date &
260 JOHN REIMHARDT . 1] 00:00 0411 572002 00:00 0401 5/200%
270 AUGUSTUS ROCKFELLER . 1] 00:00 0411 572002 00:00 0401 5/200%
290 LECHARD SIMCMN . 2 757y 0411 572002 21:00 0401 5/200%
930 CHARLES HEMMIMGIALLY @ 2 757y 0411 572002 21:00 0401 5/200%
931 MAC JONES . 2 757y 0411 572002 21:00 0401 5/200%
34253 REITH, RICK . 1] 00:00 0411 572002 00:00 0401 5/200%
0020 JOHN CHAMMESS . 1] 00:00 0411 572002 00:00 0401 5.200%
50070 PALL DOUGHER . 1] 0000 044 52002 00:00 044 52002
0100 DAMN HANYILLE . 1] 00:00 0411 572002 00:00 0401 5.200%
-
. | i
Totals:
Type Description Total
Total Mo, of Employees 13 Refresh |
In Erployees Clocked In 1
Out Employees Clocked Out 12
Absent Ernployees Absent 0

i Start | F Clent .. | F1ATM D..| B Sessio.. | #) Marge .| B|Poper-.. | MWatH [ appr...

Paper-Less, LLC
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5.  Yearly Absence Inquiry

From the “Transaction Processing Menu”, choose “Yearly Absence Inquiry.” You will
be prompted to enter in a valid badge number and password. This must be the badge
number and password of the “Approver” for absence records.

)
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Double click on the employee whose absence records you wish to view.

|l [l | S TR

File  Edit Functions LUtilitiez Help

Location: APPL Approver Groups: SHOP SUPY E—
TRA Employee: 50020 JOHM GALWIN J
Dept: DP70 Shit: 1 Team: Multi: ¥
Ermp MNo. Ermp Marme App | Home Dept | Team Mo. Multi ? =
SE Group ﬂ
ARRIS SUPY D i
260 JOHM REIMHARDT SHOP TES b
270 AUGUSTUS ROCKFELLER SHOP b J
= [z=0 LEOMARD SIMON SHOP i
710 JERRY WILSON SHOR b
250 CHARLES HEMMIMNGWAY SHOP b J
- |#91 rAC JONES SHOR  |ATO4 b
252 HERE KCOHL SUPY Bal b
§ |4253 REITH, RICHK SHOP DP9 TsT b
— |a0020 JOHM CHAMMNESS SHOF  |DPZ0 b
S0070 PALIL DOUGHER SHOP  |DF7O b
TRA (50080 JOHM GALYIN SUPY |DFY0 b
S0100 DM HANYILLE SHOP  |DPZ0 123 Y —
s0110 CARCL HARRIS SHOP  |DF7