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1- Preface

1.1- About This Manual
This manual provides information about LaborTracker software configuration and operation

1.2- How to Use This Manual

Users are advised to become familiar with the complete contents of this manual prior to

working with LaborTracker software



2- Overview

Labor cost consumes a considerable part of organization expenses; accordingly, accurate tracking of
employees' attendance time and worked hours is mandatory. Using automated time tracking systems
enable organizations to:
\  Save time, effort and cost consumed in manual tracking of attendance logs / punch cards
Manage and control labor cost, prevent over payment

\

\' Eliminate human errors / misuse

\ Continuous monitoring of employees attitudes, take actions on time
\

Monitor workload to efficiently utilize workforce



2.1- Software Architecture:

LaborTracker software is a client application to run on user machine and connects to system server to
authenticate user rights and exchange data. All calculations are done at user machine (not at server),
this architecture benefits users machines processing power to eliminate the need for expensive high
specification system server

The software is designed to work as Stand-Alone package that can be interfaced with other Access
Control and Attendance Registration Systems. Separate interface modules are developed to collect

employees’ data from other systems into system database where the software can access

LaborTracker Lag:gll;aazléer
Web Server LaborTracker
Web Client
LaborTrac ker LaborTrack
Web Server aborTracker
= Database Server Employee
X I Manager
Integration Module e
Y e LaborTracker
\ / 7 Web Client
\ // -
\ ,/ - -
Payroll / Personnel R \ / @@
System Server Sl : ey AR e -
RS Z//*/**/' Internet Remote Employee
Local Network N I Manager
B < LaborTracker
Py ; \ ~. Windows Client
s V2 7/ \ ~
Pid ’ 7 N
7 7 Va N
’e - Vi 4 / ~ N
s / .
Integration Module 7 e // HR Admin
P < - 7 4 -
Access 1 &i Cﬁz‘t:?:;er
Control L}
Server

Card / Biometric
Reader

Attendance Unit

Attendance
Access Control System Registration PC




2.2- Software Objectives:
LaborTracker is designed to calculate figures related to workforce labor hours. These figures are:

1- Positive figures:

1- Attendance sheet

2- Worked hours

3- Overtime
2- Negative Figures (infractions):

4- Lateness

5- Early Leave

6- Shortage in worked hours

7- Absence

8- Single stamp (In without Out)
Reports can be produced for each figure separately or all figures together in a global report
Also calculated figures can be exported to Payroll Systems either manually (through files exported
from LaborTracker and imported by Payroll System) or automatically (Data exchange between

database tables)



2.3- Setup Information:

2.3.1- Corporate Hierarchy structure:

LaborTracker supports grouping employees by several information fields

2.3.1.1- Locations:
LaborTracker supports corporations with multiple locations (sites). Users can filter employees by
location to enable site managers to track their local employees while other central management

can track employees from all locations

2.3.1.2- Admin levels:

Administration structure varies based on corporate size, for example a holding company can
contain multiple underlying companies, each company contains multiple business sectors (sales,

finance, HR, etc....), each sector contains multiple departments and so on

2.3.1.3- Admin units:

Admin units are used to define corporate structure based on defined admin levels, for example

Admin unit Admin Level

ABC Company Company
- Sales Sector

- Domestic sales Department

- Overseas sales Department
- Finance Sector

- Procurement Department

- Collections Department
- HR Sector
- Security Sector

Each employee must have assigned admin unit, to be able to filter employees by admin unit while

generating reports or applying rules



2.3.1.4- Job levels:
LaborTracker supports using employees’ job levels (Employee, Manager, Director, etc....) to be

able to filter employees by admin unit while generating reports or applying rules

2.3.1.5- Jobs:

LaborTracker supports using employees’ jobs (Sales manager, maintenance engineer, etc...) to be

able to filter employees by admin unit while generating reports or applying rules

2.3.1.6- Workgroups:

Employees with identical working hours are grouped in workgroups and working hours are
assigned to workgroups to save time that will be lost to assign / modify working hours for each

employee separately

2.3.1.7- Readers:
LaborTracker supports tracking employees movements by relating Access Control / Attendance
readers with locations then recording with each attendance transaction the reader at which the

employee stamped

2.3.2- Employees data:

2.3.2.1- Employees Types:

LaborTracker supports grouping employees by types (permanent, temporary, contractor, etc...)

for easier reports filtration

2.3.2.2- Employees Groups:

LaborTracker supports grouping employees in customizable groups to be defined by user for fast

selection of employees in repetitive operations / reports

10



2.3.2.3-

Employees Extra Fields:

LaborTracker supports defining extra information fields for employees to be defined by users

Extra fields can be any of following types:

- String (text)

- Selection from a list of predefined values

- Numeric

- Boolean (Yes / No)

- Date

- Image

Image field can store scanned employee document files into system database for fast access and

easier sharing

-

o5l Employee Info

Extra info

National ID

Address

National ID Card

Passport

Bus

Graduation Certificate

Birth day

test

|123455?990
|123 st xyz
l Load H Clear X l
l Show /I@ l Print I'J'J l
Load
[E'Dctober '] "“
Load
: ;,_I-u
Tuesday , January 01, 1980 B
[4ddddddddddddddd -] =

Is manager

m
]

1

] »

(s 9 ot X
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2.3.3- Operational Information:

2.3.3.1- Workgroups and Time Schedules:
In order to calculate attendance figures mentioned above, LaborTracker needs to know

employees working hours (work shifts).

LaborTracker handles Work Time Schedules per Workgroup. A workgroup is a group of
employees having same work time schedule. Registering work schedule per group save time and
efforts consumed in registering same data for each employee. Also if an employee temporarily
changed his / her work schedule (work shift), he/she shall be assigned a temporary workgroup

without need to reenter his working time

Labor tracker supports most types of work shifts including normal shifts, overnight shifts and

cyclic shifts. In weekly work schedule, working hours are related to day of week, for example:

r

: _ B
3 . - | -
) Working ot SN - - ™ . | B -

From 01-06-2010 @- to Efl-12-2020 @~ ‘
Workgroup EB:UO - 5:00 (Fri- Sat) 5 ']
New Working Hours Current Working Hours
Start Time End Time Working Hours il
Saturday [ oo:00 [ Eloo:00 [ [E1 00:00
Date Start Time End Time Working Hours -
Sunday [V]os:00 = M17:00 £ ¥log:00 08:00 17:00 09:00
Wednesday 02-06-2010 | 08:00 17:00 09:00
Monday vl os:00 = ¥ 17:00 5 J109:00 = Thursday 03-06-2010 08:00 17:00 09:00
Friday 04-06-2010 00:00
Tuesday V] o8:00 £ M17:00 = @000 = Saturday 05-06-2010 00:00
o - - Sunday 06-06-2010 08:00 17:00 09:00
Wednesday vl 08:00 = Ml 17:00 = /1 09:00 Monday 07-06-2010 08:00 17:00 09:00
- — - Tuesday 08-06-2010 08:00 17:00 09:00
HBuECay U 05:00 (% ®17:00 ¢ S 000 Wednesday 09-06-2010 | 08:00 17:00 |09:00
Friday Hoooo B Boooo 2 Blonoo 2 Thursday 10-06-2010 08:00 17:00 09:00
Fridav 11-06-2010 00:00 .
cndl X |

In cyclic work schedules, working hours are changing in a cyclic form regardless of week day

Organizations working 24/7 (factories for example) always have groups of employees working in
shifts, for example group A, B, C & D. During cycle first part group A has morning shift (8:00 —
16:00), group B has night shift (16:00-00:00), group C has midnight shift (00:00 — 8:00) and group
D is off. During cycle second part group A shifts to night shift, group B shifts to midnight shift,

group C is off and group D shifts to morning shift, and so on.

12



a5l Working Hours Cycle info _ l =NAEN X
Start Date 01-06-2011 B~ End Date 30-06-2020 [
Warkgroup [Group A ']
MNew Working Hours Current Working Hours
— Start Time End Time Working Hours Load
Y
Add o o o i s ;
Q:}' 00:00 |5 08:00 [ 08:00 [ Date Start Time End Time Waorking Hours
Start Time End Time Working Hours &
08:00 16:00 08:00
08:00 16:00 08:00
08:00 16:00 08:00
16:00 23:59 08:00
16:00 23:59 08:00
16:00 23:59 08:00 il
00:00
00:00 08:00 08:00
{ i~

2.3.3.2- Attendance records:

LaborTracker process employees’ attendance and leave records to calculate worked hours and
overtime, these records can be registered within the software or imported from other time

machines or Access Control Systems

2.3.3.3- Excuses:

LaborTracker supports definition and control of approved absence excuses including:

2.3.3.3.1- Vacations:

Multiple types of vacations can be defined; LaborTracker can calculate employee

remaining balance of each type

2.3.3.3.2- Vacations Profiles
The software supports defining maximum number of vacation days per year for every

vacation type (annual, sick leave, emergency, etc.). Again this is not registered for every
employee separately but registered as profiles where all employees of same authorized

number of days are assigned to the same profile

2.3.3.3.3- Missions:

LaborTracker supports tracking employees work outside premises. Multiple mission types

can be defined

2.3.3.3.4- Permissions

13



LaborTracker support definition and control approved lateness, early leave or absence

with possibility to deduct time from vacation balance (as partial day vacation)

2.3.3.3.5- Holidays

LaborTracker support holidays definition

These factors can be fed manually from within the software or electronically using
interface programs to upload data from others systems into the system database, for
example vacations can be entered in LaborTracker software or imported from other HR

systems

14



2.3.3.4- Calculations Rules:

2.3.3.4.1- Rules Groups

The software supports specifying different rules for different employees according to their
level, grade, job, etc. System administrator can define unlimited number of rules groups
containing values for every system parameter, and then assign every employee the
appropriate rules group

Also LaborTracker supports specifying temporary rules to be applied during specified

durations

2.3.3.4.2- Attendance Reporting

LaborTracker supports show all attendance transactions or only displaying first In and last

Out transaction for each employee each day

2.3.3.4.3- Worked hours calculation

LaborTracker supports two methods of worked hours calculation:

1- Last Out — First In

2- Net hours: summation of time between every In and successive Out transactions

-

-

a5 Rules Groups — e " — _— . =L =
Group Name

Worked Hours | Overtime I Vacations I Permissions I Allowances I Penaltie5|

Attendance Report
@ Detailed (") First In / Last Qut

Worked Hours calculation

@ Net () Last Out - First In

Save ]

Cancel XI
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2.3.3.4.4- Overtime Calculation

LaborTracker support customizable overtime calculation method (as shown below), also

LaborTracker supports multiplying Overtime hours by factors based on the time overtime

starts and day type (working day, holiday or off day). Overtime control (setting maximum and

minimum thresholds) is also possible
o=l Rules Groups [il_lé

Group Name |Em|3|u',rees

Waorked Hours| Overtime | vacations | Permissions | Alowances | Penatties
‘Working Days Overtime limits

Daily Minimum 00:00:00 =
Daily Maximum 23:50:00 [

MNon Working Days Overtime

Daily Minimum 00:00:00 =
Daily Maximum 23:50:00 =
Overtime Profile Default Overtime Profile -

Overtime Calculation

@ §Worked hours exceeding working hours§ ) Worked hours after shift end time
Overtime Start
@ After Working Hours completion ) InTime
[7] Exclude hours before start time [] Exclude permissions
Save Cancel XI
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2.3.3.4.5- Allowances

As negative figures are measured precisely, software enables the user to define allowances
for negative figures, for example if the starting time of an employee is 8:00 and lateness
allowance is 15 minutes then employees coming till 8:15 will not be considered late however
employees coming 8:16 and later will be considered late 16 minutes, and so on

ul Rules Groups El_lé

Group Mame |Emplovees

Alowances

Lateness 00:15:00 5
Earliness 001500 5
Shortage 00:15:00 =

[7]Ignore absence

[ Ignore single stamp

Save l

Cancel XI
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2.3.3.4.6- Penalties

As forgiveness allowances are supported, LaborTracker software also supports penalty of day
cancellation if infraction exceeded predefined amount, for example consider employee
absent if lateness exceeded 60 minutes.

In addition, LaborTracker supports deduction of worked hours / days if repetitive violations
occurred (while each of them did not reach day cancelation limit), for example system can
deduct one day from employee worked days if employee was 3 times late more than grace

period

r .
-l Rules Groups El_lg

Group Name ]Emplnyees

Worked Hours | Overtime I Vacations | Permissions | Allowances | Penalties

Consider absent if

Lateness 01:00:00 =
Earliness 01:00:00 =
Shartage 01:00:00 :

Penalty Profiles

Lateness [Lateness x|

Earliness [ 7]
Shortage [ ) |

Absence [ x |&

Single Stamp [ ']
Cancel XI

[ Save

— i - -
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2.3.3.4.7- Permissions Control
LaborTracker supports specifying count and time limits for non-vacation permissions (not to
be deducted from vacation balance)

o=l Rules Groups EI_IéJ

Group Name |Employee5

r

Permissions

Maximurm Monthly Hours ’F
Maximum Yearly Hours ,?
Maximum Monthly Times ’3_
Maximum Yearly Times ’F

Save l

Cancel x‘

2.3.3.5- Calculations Periods closing:

Since LaborTracker calculation results can be exported to Payroll Systems, LaborTracker
supports calculation period closing after calculation results are sent to payroll. If a period is
closed by system administrator, no factor (holiday, vacation, mission, permission or

transaction) can be registered / canceled

19



2.4- Data Flow

Labor Tracker Software Data Flow Diagram

Administrator

Users / Operators -
Wsers [ Qperators Define Users / Rights

Enter setup / operational data Hamwars

2

bn-ﬂ'

———— Generate employees transactions Define Rules
, Employees Data i Transactions i Users Data / Rules
Database
Calculations Rules Allowances Penalties

(Attendance J(Worked HoursI Overtime J( Lateness I Earliness I Shortage J( Lateness I Earliness I Shortage J

v i i I |

L y If *I v )

\Worked Attendance Existin Incomplete
Attendance  \Worked Overtime  Lateness  Early Leave Hours Absence During J -
Report Report  Report Report Report Shortage Report Vacations  EMPloyees  Transactions
ours Repo
P a— Report Report Report
J
: \7 v v
Infractions Report
Manually Manually
Entered Modified 0&2{;‘:?
Transactions = Transactions
Global Report
Attendance .
During Existing | Incomplete Labor Trackgr Soﬂ}.vare o Manwaly | o oraiors
Yampons | Tyesd |(Tamsacions Factors Relations Diagram Entered | Modified | “herer
Report Repat Repa Transactions | Transactions

Calculation Rules ) Allowances Penalties
Attendance IW ked H Overti Lat Earli Shortz [ Lat I Earli I Sh j
[ orked DUTSI vertime ( ateness I arliness I ortage ) ateness arl H'|=GSS onage
— J
Transactions b = | ( (—)
3 N N 3 3 N A
' Holidays ; N N \ ~\ ™
Vacati
acations < < S < ~
Missions W w -~ w —~
Permissions
VY l"? ‘M"YV")"""VV)‘YYV"‘ Yyv A 4
Worked
Attendance | Worked Overtime Lateness |[Early Leave Hours Absence
Report  |Hours Report| Report Report Report Shortage Report

Report

Exceptions Report

Global Report ‘
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2.5- System Security

System security is implemented using following:

1- Controlling which system menus every user (operator) can access

2- Controlling which employees’ data every user can access

3- Registering users activities in the system

To reduce data entry when multiple users have the same rights, security is defines into profiles
(authority levels) then all users of same rights are assigned same profile

To satisfy criteria No. 1, Menus Access Profiles should be defined including menus authorized
for users of different authority levels

To satisfy criteria No. 2, Employees Access Profiles, Admin Units Access Profiles and Extra Fields

Access Profiles should be defined to define which employees and which info a user can see

21



3-

Using LaborTracker:

3.1- Starting LaborTracker:

From “Labor Tracker” folder (created during software installation) run “LaborTracker6.exe”

& | abor Tracker 6

File Edit ‘iew Favorites Tools Help

@ Back - -\_‘) L@ p Search

“.- Folders v

Address @ E:Labor Tracker &

File and Folder Tasks &

®i Rename this file

@ Mo this file

D Copy this file

4N Publish this file to the

Web
() E-mail this File
¥ Delete this file

Other Places

age Local Disk (E:)
@ My Docurments
[5) Shared Documents
Q My Computer

id Il Metwork Places

»

Details

LaborTracker6.exe
Application

Date Modified: Saturday,
March 21, 2009, 10:37 FM —

Size: 2,81 MB

2 = BusinessLogicClassLibrary. dll
"5 1.0.0.0
BusinessLogicClassLibrary
DESetupt. exe
DESetups
| IEM

LaborTrackeréSettings, dat
MPlaver Video File
1KE

2 workareaS mdb
= | Microsoft Office Access Applic...

= 4 612 kB

CreatedttendanceTables, exe
CQuip

=4 TASYSTEM,mdw
Microsoft Office Access Workg. ..
| 20 KB
4 Zedaraph.dil
“ﬁ 5.1.2.878
ZedGraph

Enter user ID and password, for the first time access enter “System” as user ID and “Startup” as

password and click “Login”

r |
@ LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employe, Licensed to,. IESE

User

Password

1D I System

roooooc

Change #
>

[ &)= @
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3.2- How to navigate in LaborTracker menus

LaborTracker menus can be accessed in 3 ways:

1- Using menu bar on the top of the window
2- Clicking on menu label in front panel
3- Using tree panel on the left of the window

For example to view employees list, select “Employees” menu by either way of the 3

-
(&) LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

=E)

&) Hierarchy Structure & Security  #1 System Control (

-

EJ--a Hierarchy Structure e

3 Employees Types

-y Security ¥ Extra Information

| Reports

= t[ a; Employees™

(-1} System Control

m

P # Employee Groups

E—Il[ &z Employees I

----- & Employees Types <) Search for employee

| B
L

Extra Information

<,

Search for
employee

----- (3 Search for employee

- Factors

Hierarchy Structure

Security

System Control

rlom @)

4j Statistics & Payroll

(5] Exit

@2

g

Employees

e

Employee Groups

Employees |
Factors '\g_
Reports %: |
Statistics i
Payroll & | Current user: System
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3.3- How to define / update setup information

To add new record or update / delete existing record, user should open requested information list

window (for example employees list as explained before) then click related button on top of the

window
Select first row
p Select previous row
Selected row number (0 when no selection)
Total number of objects
Select next row
- Select last row
Add new object
Update object info
Delete object info
———  Refresh list
Export list to excel file
Copy object to new object
Search selected column
o Hmplpyges B u E‘E‘g
Y VY ¥ Vv V Y Vv X %7
<o /50200 () 4 = 2
D Name Employee ID Photo Card Number Admin Unit il
1 Mohamed Mahmoud Mohamed 601847 x 38028 Filling & Loading - Alex. Portland Cement Company - Alexandria Plant &
2 Atef EI- Sayed Diab 706008 x 73 Electrical Maintenance - Blue Circle Cement Egypt - Alexandria Plant
3 Sameer Hessen Ebraheem 701173 x 1096 Electrical Maintenance - Blue Circle Cement Egypt - Alexandria Plant
4 Elsaied Mohamed Elsaied Khalil 601512 x 923 Filling & Loading - Alex. Portland Cement Company - Alexandria Plant
5 Adel Mohamed Ahmed Mostafa 601572 x 1955 Information Technology - Alex. Portland Cement Company - Alexandri
6 Ahmed Gamal El- Noby 8141 x 0 1BS - Alexandria Plant
7 Essam Kamal Kamel Kotb 701206 x 1054 Mechanical Maintenance - Blue Circle Cement Egypt - Alexandria Plant
8 Elsaied Ahmed Mohamed Kershah 601183 x 920 Filling & Loading - Alex. Portland Cement Company - Alexandria Plant
9 Abd-Elrazek Aly Abd-Elrazek 701640 x 276 Mechanical Maintenance - Blue Circle Cement Egypt - Alexandria Plant
10 Mohamed Mohamed Mahmoud Ahmed 606098 X1 |s15 Method Office - Alex. Portland Cement Company - Alexandria Plant
11 Ahmed Saeed Mohamed 701045 X1 |1083 Quality Control - Blue Circle Cement Egypt - Alexandria Plant
12 Mohamed Hessin Ahmed Seliman 701885 x1 |3087 Production - Blue Circle Cement Egypt - Alexandria Plant
13 Adel Mohamed Ahmed Okasha 701815 x 21 Production - Blue Circle Cement Egypt - Alexandria Plant
14 Mohamed Ahmed Mohamed Abdel Nabi El Helw | 606068 x 318 Sales - Alex. Portland Cement Company - Alexandria Flant
15 Mohamed Ahmed Seleman Hamid 701542 x 269 Mechanical Maintenance - Blue Circle Cement Egypt - Alexandria Flant _

4| mn |

¢

Object info window shall appear, enter object info then click “Save”

-
o Admin Unit Info

-
F { o | L=

Name

Adrmnin Level

Upper Admin Unit

Location

IXYZ Holding Company

[Holding Company

(e ) ot X
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3.4- How to register factors
1- Open Factors panel by clicking any of the following

(U LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo _ [ & S

@ Hierarchy Structure & Security 4t System Control & Employees = Reports (i Statistics & Payroll (U Exit
@& Hierarchy Structure
L-q-"-. Security s ﬁ $ s&
-2 System Control Hierarchy Security System Control Employees Factors
ﬂ‘-‘.‘ Factors
TJT—_' Reports ‘d_ d ~
e = 'z
| q @ Payca Reports Statistics Payroll
U
Hierarchy Structure a
i Security b
System Control @
Employees ;s
Factors \g_l
P—
Statistics ‘

! Payroll & | Current user. System

2- Factors panel shall appear, Click required factor, for example “Time Schedules”

r hl
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo @M

@ Hierarchy Structure = Security X System Control &z Employees ™ Factors & Reports < Statistics & Payroll  [Sj Exit

-

% Factors \g FaCtOI'S

Ié,--e:; Time Schedules | : .
903 Temporary Workgroups | = @& ®a @
E‘ - Temporary Rules groups Main Panel Time Schedules \;or‘i{gmués i ,_gmu;sRules Holidays
| @4 Holidays -

| @& vacations

L & Concerted Vacaton @ @ @ %

| @& Transferred vacation bak L =
B Concert: Transferre

IT e’. Missions Vacations Vacation vacation balances Missions Permissions
4; : 1 3 5
Hierarchy Structure e
o @
System Control @ Transactions
Employees ‘3
Factors \!j‘
Reports _:-_—'I.
Statistics ‘

el = l Current user: System




3- If working times is related to day of week (i.e. not cycle independent on the day of week) then

open “Weekly Time Schedule” form upper menu as follows

() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

El'l—? Factors -

=

)

-83, Time Schedules

£

&

-&% Temporary Workgroups [

[
B

E_-\ Termporary Rules groups

m

- #¥ Holidays

[
=

¥ Vacations
[+ Concerted Vacation
[-#¥ Transferred vacation bala

[+, Missions

4 I 3

Hierarchy Structure

Security

System Control

ren e

Employees
Factors \ )
—
Reports | ? |
! Statistics <

&

| L Payroll -

@ Hierarchy Structure & Security 1 System Control

\&  Factors

(=

Main Panel

Vacations

W

Transactions

&z Employees | & | Reports < Statistics & Payroll  [§j Exit
o Time Schedules v
o3 Temporary Workgroups v
@ = Temporary Rules groups N
# Holidays
Timed & Y 3 pgorl;,ag:ules
& Vacations »
@ Concerted Vacation s
(‘ @ Transferred vacation balances
% Missions v :
C\,‘?n - o Missions
a Permissions N
@ Transactions v

=

&

Holidays

Permissions

Current user: System

Or right click on “Time Schedules” icon on factors panel

- e
(.} LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure = Security ¥ System Control &z Employees ™ Factors |© Reports < Statistics & Payroll  [9) Exit
B # Factors -
\&  Factors
#-83 Time Schedules ' s
(=
83 Temporary Workgroups L,,..- @ 3 b
[H- gf\ Temporary Rules groups - em|;-\orar5|r Temporary Rules .
Main Panel | orkaroups aroups Haolidays ]
¥ Holidays =
- &% Vacations
-4 Concerted Vacation { @ @ / % @
(- #¥ Transferred vacation bak t/ .
Vacati Concerted Transferred Missi Permissi
EJ---% Missions acations Vacation vacation balances Issians ermissians
4 L (3
Hierarchy Structure e
Security i:l @
1 : l |
System Control I.?'I Transactions
: H
Employees 33
Factors \_'_
Reports -:__:i
Statistics <
Payroll S | Current user: System :5|'
\ = — = — =
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Or expand “Time Schedules” node in tree view and click “Weekly”

-
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo I E

@ Hierarchy Structure & Security  tfx System Control &z Employees ™ Factors = Reports 4 Statistics & Payroll  [Gj Exit

&% Factors i \g_ Factors

-03, Time Schedules

V="
- o3 o2 Cy
2 = Tem;;orary Temporary Rules =
1 = Main Panel Time Schedules Workgroups groups Holidays

#-03 Temporary Workgroups

7=+ Temporary Rules groups

| s Gy (o Ci @

Vacations Con:e:_'led Tn_ansferred Missions Permissions
[+-%% Concerted Vacation Vacation vacation balances
4' m b
Hierarchy Structure s
Security EI ' @
System Control @ . Transactions
Employees ‘5
Factors \!:-
Reports = '
Statistics ‘
Ryl 6 Current user: System
L -_—

4- Required factor info window shall appear, enter factor info then click “Save” to save record or

I"

click “Cancel” to exit without saving

a5l Working Hours info ' - =]

From 26-06-2011 [~ to 26062011 [Ev
Workgroup [ v]
Mew Working Hours Current Working Hours
Start Time End Time Working Hours
| Saturday oooo B Doo:oo Coo:00 E
| Date Start Time End Time Working Hours
Sunday Coo:o0 B Coo:00 Coo:00 B
Monday o000 B Hoo:00 B o000 B
Tuesday Coo:oo oo 5 O oo:00 F
Wednesday Moo B Do Doooo B
Thursday Cloo:o0 B Coo:00 B Coo:oo B
Friday Coo:oo Coo:o0

|
b
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3.5- Selecting Employees

During operation, a user shall want to select group of employees to record a factor (vacation

for example) or to produce report, LaborTracker provides a consistent way of employees

filtration all over the system

User can add an employee to selected employees list by entering employee ID and clicking

“Add” button, this can be repeated for multiple employees but user must remember their ids

ol Vacation registeration

==

N

Start Date

Employee ID | 950041

©) e &)

%,

53

Selected employees count: 0

26-06-2011 B-

End Date

Vacation Type

26-06-2011

[ Save ] [rjncei )(]

(PR

4

Or to select multiple employees user can click “Select” button, Employee Selection Form shall

appear, enter selection criteria then click “Search” button

Search by
@I

() Name

() Card

() Job Level

() Manager

(2) Vacations Profile

) Employees group

e mem—-—'-—_& E_
T

EmployeelD Name CardNumber - Search “@
966004 Hassan Badr Hassan Hafez 34761
806132 Abdaliah Moharam Mohamed Moharam 22464
966242 Mohamed Samir Ahmed Ebrahim 83710
806317 Mohamed Rabeeh Abdou 15289
806307 Ahmed Elsayed Mohamed 15306
806327 Mohamed Fakhry Ahmed 8863
Tarek Farag Abdelrahman Mahgob 97200
Mohamed ElSayd Mohamed Morsy 70093
Sara Salah El Dien Ali Zaitoun 1092 K
| Hedaya Fawzy Ahmed Hasan 83425 &
Select by Filter
) Location RgveL;ste No Overtime Group In service only
() Admin Unit [ Specific gender vl
| @ Rules Group L T AT [] Specificreligion ‘ vl
Il © workgroup [] specific Types

() Extra Information

Selected employees count: 540
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Employees valid for selection criteria shall be highlighted, click “OK” button, selected employees shall be

added to original form

! Vacation registeration LF-“

Employee ID 960041

-+
z
]
e

Abdallah Mamdouh abdallah -
Abdallah Mohamed Zedan Sad Diab |:|
Abdallah Moharam Mohamed Moharam

(%)

Abdel Aal Mohamed Abdel Aal

Abdel Hafez Antar Abdel Hafez

Abdel Maksoud Abdalah Abdelmawgoud
Abdel Naser Mostafan Mohamed Eh
Abdel Sabour Osman Mohamed Ali e
Abdel Wahab Ali Mohamed Ali

Abdel Wahab Talaat Abdel Wahab

Abdelaziz Ahmed Abdelaziz

Abdelhalem Mahmoud Ahmed

Abdelhamed Abdelhamed Mansour B

Selected employees count: 540

-}‘

Start Date 26-06-2011 E~ End Date 26-06-2011 B~

e 3] ot ]
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3.6- System Menus:

3.6.1- Main Menu

r - - Al
(_ LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employe, Licensed to Demo H E=REE

& Hierarchy Structure & Security  # System Control & Employees ™ Factors & Reports <fj Statistics & Payroll  [9) Exit

EJ--E Hierarchy Structure

o, Security a ﬂ g{ &3 Yy '

D'")‘d‘l System Control E’L:J:{E?g Security System Control Employees Factors

[-#3 Employees

- Factors

i —
G- Reports el ﬂ 7
&4 Statistics Ao S

Reports Statistics Fayroll

& Payrol

Hierarchy Structure

Security

System Control

2@

| Emplayees
Factors ‘12_
—3
Reports :_—I
Statistics
Rzl & | Current user Systemn
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3.6.2- Hierarchy Structure menu

Hierarchy Structure menu enable user to define corporate hierarchy structure info

described in section 2.3.1

F ~
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo @Elﬂ—hJ

@ Hierarchy Structure & Security 1 System Control &2 Employees ™ Factors & Reports < Statistics & Payroll 9 Exit

=& Hierarchy Structure s e Hleral’Chy StI’UCtUI’e
‘ @
& e 5

| Locations
 —
Main Panel Locations Admin Levels Admin Units Job Levels

G
- Admin Levels = P I
~zte Admin Units -
-8 Tob Levels

ET 10bs | 5

2% Workgroups ) ;;; .

Wl Readers —u

= i Jobs Workgroups Readers
- Security

-1 System Control

Hierarchy Structure

Security

System Control

Employees

Factors

| [ @)

Reports

Statistics <
Payroll @

Current user: System

Examples:

Admin Levels: Company, sector and department

Admin Units: Companies names, sectors names, departments’ names, etc.

Job Levels: Sector Manager, Department Manager, Technical specialist, etc.

Jobs: Finance sector manager, marketing sector manager, technical support department
manager, etc.

Workgroups: Administration, Security morning shift, Security night shift, etc....
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3.6.3- Security menu
Security menu enables system Administrator to define uses and assign their access rights
LaborTracker administrator can control which menus / information other users can access

Each user shall be assigned a group of profiles defining his / her access rights

I W e

& Hierarchy Structure = Security i System Control &z Employees ™ Factors & Reports < Statistics & Payroll  [9f Exit

5‘? Security : Ei SECU I'lty
B

-
(o LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

----- = Menus Access Profiles

------ % Employees Access Profile __,_,___F '}] ]E& [11 .:12

E Ce b )
..... 52 Admin Units Access Profil Main Panel Menus Access Employees Access Admin Units Workgroups
AL Profiles Profiles Access Profiles Access Profiles

----- 52 Workgroups Access Profi

----- %52 Employees Groups Acces 0

il - “-1 Rules Groups Access Prof ol 2 = -, O~ u
----- £ Custom Reports Access F 1 = |l 5-} -
Employees Groups Rules Groups Custom Reports Extra Fields Access Users

_____ £ Extra Fields Access Profie Access Profiles Access Profiles Access Profiles Profiles

4| (1 r

Hierarchy Structure

System Control

Security h .
X

Employees a&
Factors \f__
= |
Reports A=
Statistics <
Payroll & | Current user: System
F ——  —=
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r

3.6.3.1- Menus Access Profiles

Menus Access Profiles contains which menus a user having this profile can see and

which actions he/she can do

-l System Menus Access Profiles

=B %

a2 /5200 =

ID Name

super-user

ot Menus Access Profile Info y bl

Lm.

e

Name super-user

-
=N
=

Update

Delete

Menu Mame Authorized

Admin Levels

Admin Units

Clear

select &
Q

Job Levels

Jobs

Waorkgroups

Readers

Menus Access Profiles

Employees Access Profiles

AdminUnits Access Profiles

Waorkgroups Access Profiles

Rules Groups Access Profiles

Custom Reports Access Profiles

Employees Groups Access Profiles

ExtraFieldsAccessProfiles

Users

9 E 0 0EEEEREREREERRR DN

4 EO0REEEREEEEE®EEE D

Maratinne Twpasg

| EO0REEEREREERE RO E

| E0O0EEER=E = E = = E O E

Blocked users

active users [

Save

A2

Cancel XI
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3.6.3.2- Employees Access Profiles
Employees Access Profiles contains which employees a user having this profile can see in

addition to employees in admin units included in user’ Admin Units Access Profile

Active users

Abd-Elmegeed Masoud Abd-Elmegeed
Abd-Elmenem Ragab Abd-Rabbou
Adel Abbas Ibrahim Nagy

Adel Aly Ragab

Adel Mohamed Ahmed Okasha

Adel Nabih Ghanem Elsaied Ghan
Ahrmed Abd-Elghany Al Mohamed
Ahmed Abd-Ellatif Mohamed

Ahrmed Abd-Ellatif Selerman

Ahmed Abd-Elrahman mosaad Ogea

Selected employees count: 114

Blocked users

D Name Employees count Users count Active Blocked
2 test 2 1 1 ]
3 test 1 ] ] ]
O test3 114 0 0 0
o2 Employee Access Profile Info ’ EE
Name I
Empl ID —
R ‘ ’ Select 13
Abd-Elhalim Abd-Elgalil Ibrahim - |
Abd-Elhalim Hafiz Aly Shaaban |:|

(]

"

Cancel X‘
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3.6.3.3- Admin Units Access Profiles

Admin Units Access Profile contains which admin unit a user having this profile can see in

addition to employees included in user’ Employees Access Profile. Admin Unit Access Profile

automatically grant user the right to see new employees added to any of admin units included

in the access profile without the need to add them th his / her Employees Access Profile

o=l Admin Units

Access Profile Info

Mame

Admin Units

Active users

& Quality Control - Alex. Portland Cement Company - Alexandria Plant
& Quality Control - Blue Circle Cement Egypt - Alexandria Plant
& Quality Control - Blue Circle Cement Egypt - Alexandria -Quarries
- Quarries - Alex. Portland Cement Company - Alexandria -Quarries

- Quarries Development - Alex. Portland Cement Company - Alexandria Plant

- Quarries Development - Alex. Portland Cement Company - Alexandria -Quarrias
- Gales - Alex. Portland Cement Company - Alexandria Plant

- Security - Alex. Portland Cement Company - Alexandria Plant

- Stores - Alex. Portland Cement Company - Alexandria Plant

- Stares - Blue Circle Cemeant Egypt - Alexandria Plant

- Temporaries - Alex. Portland Cement Company - Alexandria Plant

- Temporaries - Blue Circle Cement Egypt - Alexandria Plant

- Training & Development - Alex. Portland Cement Company - Alexandria Plant
- Training & Development - Blue Circle Cement Egypt - Alexandria Plant

- Transportation - Alex. Portland Cement Company - Alexandria Plant

- Transportation - Blue Circle Cement Eqypt - Alexandria Plant

|Qua|’rty Control

R R T ST (Y Bl [ R L RS e B g e

m

test Blocked users

%
Clear B
s

Save |

Cancel x‘

Note: if a user should access admin units of different admin levels, then all authorized admin

units should be added, for example granting a user access to a higher admin unit like Company1

will not automatically grant the user access to all admin units under company1 because a user

may be specialized for higher management only, accordingly authorized admin units under

companyl should be selected one by one
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3.6.3.4- Workgroups Access Profiles

Workgroups Access Profile contains which Workgroups a user having this profile can see and

accordingly can set working times

3.6.3.5- Employees Groups Access Profiles

Employees Groups Access Profile contains which employees groups a user having this profile can

see and accordingly can select when producing reports or performing other tasks

3.6.3.6- Rules Groups Access Profiles

Rules Groups Access Profile contains which rules groups a user having this profile can see and

accordingly can set rules

3.6.3.7- Custom Reports Access Profiles

Custom Reports Access Profile contains which custom reports a user having this profile can see and

accordingly can request

3.6.3.8- Extra Fields Access Profiles

Extra Fields Access Profile contains which employee extra information field a user having this

profile can see, for example some sensitive employee information should be accessible by limited

number of HR department employees
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3.6.3.9- Users definition:

To define a new user, system administrator should enter login ID and default password and assign

access profiles.

If the user is an employee (HR or time keeper) administrator can relate user account to employee
record such that if employee service ended (for example due to resignation), user account shall be
automatically blocked.

If the user is a contractor, account expiry date can be specified

At any time, system administrator can block user by check marking “Blocked” flag

[ - | =) N

Name ||

Login ID |

Login Password |

Menus Access Prafile [ v] B
Employees Access Profile [ -]
Admin Units Access Profile [ v]
Workgroups Access Profile [ v]
Employees Groups Access Profile [ v]
Rules Groups Access Profile [ v]
Custom Reports Access Profile [ -]
Extra Fields Access Profile [ v]

;
[ 3

|1 Blocked

Expiry Date l—
| l Save ] lCanceI x‘
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3.6.4- System Control menu

r -
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

& Hierarchy Structure
-1 System Control
.#¥% Vacations Types

- 4% Vacations Profiles

£ Security #t System Control

-

&z Employees

Yo

¥ Factors

% System Control

z @

| Reports < Statistics & Payroll

A

8] Exit

B A Penalty Profiles 3 Main Panel ‘Vacations Types ‘Vacations Profiles Penalty Profiles Overtime Profiles

| ) Overtime Profiles 1
| & Missions Types
I - i { Rules Groups m % ﬁ _
[l -/ Customnized Reports A E 5
| == Calculation periods MissionsTypes Rules Groups CL::;;”;: Calculationperiods
|| @z Employees i
| Hierarchy Structure e
i Security h .
I“ System Control ,ﬁl .
I“ Employees a&
I“ Factors \g_
ll Reports ; .
| -

Statistics <

Payroll & | Current user: System
.

3.6.5- Employees menu
(@ LaborTracker Version 6.2.2.16 Ultmate Edion, BB8999 employes, Licensed to Deme WG_—_— -_ .. — [ESREERE)
& Hierarchy Structure = Security 1t System Control | &z ™ Factors | Reports 4 Statistics & Payroll  [§ Exit

J--a Hierarchy Structure
H-g Security

i ¥ Systemn Control
-4z Employees

L Employees Types

¥ Bxtra Information
& Employees
% Employee Groups

@ Search for employee

{5 Factors

m

Hierarchy Structure

Security

System Contral

¥ @)

Employees
Factors (&
=)
Reports =
A=l
Statistics
Fayroll

[i‘&

&2 Employees
-

Main Panel

/I\..r
Search for
employee

A

Employees Types

W &

Extra Information Employees

Employee Groups

Current user: System
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3.6.6- Factors menu

r

i\ LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo ) S

& Hierarchy Structure g Security ¥ System Control &2 Employees ' Factors = Reports <[ Statistics & Payroll  [G) Exit

i

& Factors \&
£ Factors
=23 Time Schedules
- . . o
(-3 Temporary Workgroups [ — i i
- ' i g - =1
-5 Temporary Rules groups Main Panel Time Schedules “,TJETkDgDeraur;s TEngDrI'DELII';sRLHES Holidays
I (-5 Holidays 3

-5 Vacations

-#¥ Concerted Vacation ﬁ ﬁ ﬁ* : @
(- 4% Transferred vacation bala - - y
Vacati Concerted Transferred
(-4, Missions acations Vacation vacation balances

=
3}

Missions Permissions

1

i e " »

Hierarchy Structure a
Security h @
i System Control E} Transactions
]
i Employees -l
i Factors \?j
—N
Reports A
o |

Statistics

Razall S | Current user: System

Enable users to define affecting factors:

- Time schedules: start time, end time and worked hours for registered workgroups
- Temporary Workgroups:
To support business needs the software supports to define different work times for an employee
(rather than his original workgroup) for a specified period. To do this the employee should be
assigned to the workgroup having the new working times for the required period
Concerted Vacations: in case of having vacation bridge (two holidays / off days with one working
day in between) and you want to give it as vacation to all employees to be deducted
from their annual balance
Transactions:
System enables users to register attendance transactions manually in case there is
no Access Control or Attendance Registration Systems (with cards, fingerprints, etc.)
or when an employee forgets his card, however manual transactions are flagged and

can be filtered using “Manual Transactions Report”
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3.6.7- Reports menu

r
i LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo r , C=TREf X" |
@ Hierarchy Structure & Security i System Control &z Employees " Factors  |© Reports < Statistics & Payroll  [Of Exit
et "I £ Reports
€ Attendance
B T T TR T T
S0 0 O O 9 O
DRIEIE |2 Main Panel Attendance Worked Hours Overtime Lateness Earliness
(| ) Lateness
W - Earliness
--€Z3 Worked hours Shorta @ % %
#& Absence * = N
Worked hours Incomplete
“ Sl SErTy Shortage Absence Single Stamp et Holidays Vacations
€ Incomplete transactic
| il X
4| | T ' =
Cu) ¢ % O3
Hierarchy Structure @ ~ o L y -
. - vacation balances Missions Permissions Violations Global Working Times
Security [ al
System Control Kg
Employees -
ploy -l . ﬁ r
Factors i@’ /J .)‘ L Ly =
Reports 1" Existing Employees Vacation Conflicts Trapr?:g;ltawlnns Users Actions Cf:;:ritz:d Readers conflict
Statistics <
el S | Current user: System

e Infractions: Employees days with lateness, early leave, worked hours shortage and / or

absence

® Global: detailed daily status of employees including start time, first in time, late time, end

time, last out time, early leave time, worked hours, working hours, overtime, absence,

vacation, mission and permission

* Working Hours: employee’ start and end times and working hours during every day in the

requested period.

e Existing Employees: employees attended in specific duration (for security reasons)

* Manual Transactions: transactions recorded by operator (not received from machines)

® Vacation Conflicts: Attendance During Vacations (for security reasons)

e Operator Actions: actions performed by operators (login, adding, updating or deletion

records, etc...)
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3.6.8- Statistics menu

r = =
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

e Hierarchy Structure

i Statistics

) Attendance
€ worked Hours
) Overtime

) Lateness

-39 Earliness

* Absence
£l Violations

%% Vacations

& Security ¥ System Control &z Employees " Factors = Reports < Statistics

4 Statistics

= 0 o

€79 Worked hours Shorta [ i.i i i

Worked hours
L Shortage

Hierarchy Structure

Security

System Control

Employees

riom e

Factors

—
|

Reports

.
_‘IL LY

Statistics

Payraoll

Main Panel Attendance Worked Hours Overtime Lateness Earliness

e

¢

Absence Violations Vacations Missions Permissions

& Payroll  [3) Exit

@

& &

] Current user: System

3.6.9- Payroll menu

() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

=

=

@ Hierarchy Structure

2@ Hierarchy Structure

H-p Security

H- i System Control
- &3 Employees
7% Factors

P

~ Reports

-<fjj Statistics

Payroll

&

& Security ¥ System Control &z Employees ' Factors | Reparts

2 Payroll

o -

Main Panel Send calculations

Hierarchy Structure

Security

System Control

e e

il statistics & Payroll  [9) Exit

Employees
Factors \
<
—9
Reports i
a=l
Statistics <
Payroll =

Current user: System
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4-

Common Administration Tasks:

4.1- Setup Information definition

4.1.1- Location definition
1- Open Hierarchy Structure panel by clicking any of the following

| & Hierarchy Structure I x Security 1t System Control &z Employees ® Factors = Reports < Statistics & Payroll  [J] Exit

- Hierarchy Structure l —
-, Security a El @ i& ‘g

3"'* AT gﬁ;’:r: Security System Control Employees Factors

-:&-...:.; Employees

(U LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo ;{ﬂﬁu

| - Factors
i,...,_:_' Reports f a z
I -4 Statistics = @
I g;a Payrol e e o
i
Hierarchy Structure E
I Security 2l .
System Control $
Employees ‘_{
Factors "'.S‘-
Reports _:_——.,.
Statistics ‘
! Payroll & | Current user: System

2- Click “Locations”
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@aboﬂradoer Version 62216 UIﬁmu'E' Edition, 999999 &y!e. l.icem'zd% )

@ Hierarchy Structure & Security 1 System Control &z Employees ' Factors

<5 H|erarchy Structure

"

Locations

2 W

Jobs Workgroups Readers

=@ Hierarchy Structure il

Admin Levels

& Admin Levels

35 Admin Units

e Job Levels

KT 10bs | 4
2% Workgroups

- Security

-1t System Control

Hierarchy Structure

“ Security

System Control

> 8@

Employees

Factors

%

!

Reports

I! Statistics

= Reports < Statistics & Payroll

v.vﬂ

Admin Units

Job Levels

'y

Byl ] Current user: System

3- Locations list shall appear, click “New” button to define new location or “Update” button to

update previously defined location

Update

a1 2 O_ﬁee@ J;

4- Enter location name then click “Save”

D Name Admin Units count Employees count Readers Count
Bl: iocation:: 0 0
2 Location 2 |1 0 0
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-
o=l Location info

==

Mame

Admin Units

Included readers

Location 1

= Company 1
Company 1 Finance Sector
- Company 1 Sales & Distribution Sector

Save

Cancel XI
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4.1.2- Admin Level definition
1- Open Hierarchy Structure panel by clicking any of the following

(© LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo ;@M
| ﬂuieram Structure | & Security 1 System Control &z Employees ' Factors |: Reports 4 Statistics & Payroll  [Cj Exit
U--e Hierarchy Structure I

@& = u w

-1 System Control :;::Z{E:': Security System Control Employees Factors

[+ &3 Employees

w-% Factors

@£ Reports et d >
- Statistics la=] ?

! - —  —
n
3 ||-
8 |
3
@

w @ rarol Statistics Payroll
Hierarchy Structure g
| Y
System Control 1o}
I Employees 1;
Factors "._!f
foo =
Statistics ‘
ﬂ Payroll & | Current user: System o

2- Click “Admin Levels”
Eabomacker Version 62216 Ultimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure & Security @ System Control &z Employees “ Factors = Reports < Statistics & Payroll  [Gf Exit

-

F@uyemars o (N Hierarchy Structure

- ch 2] -

Main Panel Locations Admin Levels Admin Units Job Levels

2 W

Workgroups Readers

(-4 System Control =

Hierarchy Structure e

" Security E‘L .

System Control $ .

Employees &

Factors "-g:

Reports B

[ Statistics ‘
Payroll & | Current user: System

45



3- Admin Levels List shall appear, click “New” button to define new admin level or “Update” button

to update previously defined admin level

Update

New

Department

0
-Sectur 0
0
0

Team

4- Enter admin level name and select upper level then click “Save” button

a8 - - 7 =
e 1] [ ==

Mame
Upper Level ’Holding Company '] }&‘:
Admin Units

I Save

Cancel XI
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4.1.3- Admin Unit definition
1- Open Hierarchy Structure panel by clicking any of the following

(© LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo ;@M
| ﬂuieram Structure | & Security 1 System Control &z Employees ' Factors |: Reports 4 Statistics & Payroll  [Cj Exit
U--e Hierarchy Structure I

@& = u w

-1 System Control :;::Z{E:': Security System Control Employees Factors

[+ &3 Employees

w-% Factors

@£ Reports et d >
- Statistics la=] ?

Statistics Payroll

&I @ Payrol

Hierarchy Structure

! - —  —
n
3 ||-
8 |
3
@

&
i Security h .
System Control 1o}
I Employees 1;
Factors "._!f
) =)

Statistics

Iy

ﬂ Sayrall Current user: System =t

2- Click “Admin Units”

Eaborﬁadoer Version 62216 Uttimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure & Security @ System Control & Employees * Factors | Reports < Statistics & Payroll [ Exit

F@uysman o (N Hierarchy Structure

&l| Locations
(5= S80
| 552 Admin Units I Main Panel Locations Admin Levels Admin Units JobLevels

& J0b Levels
% W

i n Jobs L4

% Workgroups

L Readers
=y S.ecurtv Jobs Workgroups Readers
---& System Control -
Hierarchy Structure e
")
System Control & '
Employees h
Factors \_g-'
Reports = '
|1 Statistics ‘
gagel 7 ] Current user: System
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3- Admin Units List shall appear, click “New” button to define new admin unit or “Update” button to

update previously defined admin unit

Update

New

I"'E‘ Admin Units -—M——%M

MO Q200 4

P 8

D Hame Admin Level Location Employees count Parent Admin Unit
: 1 XYZ Holding Company Holding Company 0

2 Company 1 | Company Location 1 L X¥Z Holding Company

:3 :Compan'f 2 | Company locationz |0 XYZ Holding Company

4 Company 1 Finance Sector Sector Location 1 0 Company 1

lS _Companv 2 Finance Sector ‘Sector Location 2 .D Company 2

6 | Company 1 Sales & Distribution Sector | Sector Locationl |0 Company 1

7 Company 2 Sales & Distribution Sector Sector Location 2 1} Company 2

[ = —_— —— — —_— —

4- Enter admin unit name and select admin level, upper admin unit and location then click “Save”

J (B

J [l

) |

button
-
gl Admin Unit Info
Mame
Admin Level [Sector
|
Upper Admin Unit [Cornpanyz
| |
I Location [Lomtion 2

Save
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4.1.4- Job Level definition

1- Open Hierarchy Structure panel by clicking any of the following

- .

() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

5@ Hierarchy Structure |

£ Security
@1 System Control

® £ %

Hierarchy

| & Hierarchy Structure | ¥ Security 1 System Control &3 Employees  Factors & Reports < Statistics & Payroll  [G] Exit

&2

Structure Security System Control Employees
&y Employees
I # Factors
Reports ‘—i d >
| 4 statistics =] fd
|| Reports Statistics Payroll
- Payrol
|
II Hierarchy Structure E
|[ Security h
System Contral 61
U
Employees h
Factors \g"
Reports .:__—‘I
Statistics ]
! Payrall & | Current user: System
=

2- Click “Job Levels”

’gaboﬂracker Version 62216 Uttimate Edition, 999999 emloyee, Licensed to Demo
e

@ Hierarchy Structure & Security 1Y System Control &z Employees ™ Factors

=@ Hierarchy Structure

—gl| Locations

@& Admin Levels

£

(-1t System Control

Hierarchy Structure e
System Control $
Employees h
Factors \.’f
Reports =
Statistics «
Payroll = .

@ Hierarchy Structure
oy, o
= Gl

Main Panel Locations
ﬂ &‘ 5 )
Jobs Workgroups

Admin Levels

Readers

i Reports 4 Statistics & Payroll

=2 X

Admin Units

(S} Exit

Job Levels

Current user: System
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3- Job Levels List shall appear, click “New” button to define new job level or “Update” button to

update previously defined job level

Update

"-éld<2.f5 U+ EIP

D Name Employees count
' 1 Employee 0
I: 2 General Manager 0
' 3 Director 0
-+ Manager 0 |
' 5 Team leader 0 l
| . ;
4- Enter job level name and then click “Save” button
a5 Job Level Info - L=l

Name Gerleral Manager
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4.1.5- Job definition

1- Open Hierarchy Structure panel by clicking any of the following

ru Labor'l_‘l;aclner Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

& Security  x System Control

a3 Employees " Factors

- Hierarchy Structure l

£

2" Reports 4 Statistics & Payroll

3 &

:’ [ ) ]

(3 xit

u.;— Security
-1t System Control g::{m Security System Control Employees Factors
(a2 Employees
- Factors
-1E Reports e a >
- Statistics ==
il ! Reports Statistics Payroll
@@ Payroll
I
Hierarchy Structure E
Security n
i o
System Control ©
Employees a7
Factors "lg-'
Reors 2
Statistics ‘
Payroll & | Current user System
% ——

2- Click “Jobs”

Eaboﬁmdoer Vﬂl 6.2.2.16 UIﬁmaTe:Ediliun. 999999 &yee Licensed iﬁg.&mo

=@ Hierarchy Structure

R

Main Panel

& Job Levels

@ Hierarchy Structure & Security 1Y System Control & Employees * Factors

€ Hierarchy Structure

ai

Locations

J

% Workagroups

.M Readers

L2}

Workgroups

@$ System Control

Hierarchy Structure

m Security

System Control

2 [ & @)L

Employees

%

Factors

d

Reports

I Statistics

Oy

Payroll Current user: System

= Reports < Statistics & Payroll

Admin Levels

Readers

=X X3

Admin Units

(S} Exit

Job Levels
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3- Jobs List shall appear, click “New” button to define new job or “Update” button to update

previously defined job

Update
New

e BT —)
; " TP
a2 QIO 4 2 8
= ji} Name Employees count
8] 1 Employee 0

2 Company 1 IT Manager 0

L 4

4- Enter job name and then click “Save” button

_
gl Job Info ‘ ﬁi‘g

Name Company 1 IT Managed




4.1.6- Workgroup definition

1- Open Hierarchy Structure panel by clicking any of the following

- S
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

_ -

¥ Security 1 System Control &z Employees ™ Factors & Reports & Statistics & Payroll  [J] Exit

- Hierarchy Structure l N
— | £ & & ¥
&‘ -~ System Control gz:{m Security System Control Employees Factors
(a2 Employees
% Factors
-1E Reports e a >
5 Statistics A= ?
il ! Reports Statistics Payroll
@@ Payrol
i
Hierarchy Structure E
Security -
! o
System Control ©
Employees 33
Factors llllg-'
Reports I':__—‘
Statistics ‘
I Payroll = | Current user: System
——————————————

2- Click “Workgroups”

Elaboﬁladmr Version 6.2.216 Ullim:u:'-Ediliun. 999999 ﬁy& Licensed t&.&m

=@ Hierarchy Structure

& Job Levels

7 1obs

@$ System Control

@ Hierarchy Structure & Security 1Y System Control & Employees * Factors

Hierarchy Structure e
Security - '
System Control $ |
Employees h
Factors \.g"
reors B
Statistics ‘
Payroll = .

€ Hierarchy Structure
k "-> oy
= Gl

Main Panel Locations

L)

Jobs Workgroups

Current user: System

Admin Levels

Readers

= Reports < Statistics & Payroll

=X X3

Admin Units

(S} Exit

Job Levels
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3- Workgroups List shall appear, click “New” button to define new workgroup or “Update” button to

update previously defined workgroup

Update

New

Night Shift

4- Enter workgroup name and then click “Save” button

T

MName .-!u:lrnin istration
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4.1.7- Reader definition

1- Open Hierarchy Structure panel by clicking any of the following

ru Labor'l_‘l;aclner Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

- Hierarchy Structure l

u. - Security

& Security  x System Control

a3 Employees " Factors

£

g

<

(3 xit

:’ [ ) ]

2" Reports 4 Statistics & Payroll

-1t System Control g::{m Security System Control Employees Factors
(a2 Employees
- Factors
-1E Reports e a >
- Statistics ==
il ! Reports Statistics Payroll
@@ Payroll
I
Hierarchy Structure E
Security n
i o
System Control ©
Employees a7
Factors "lg-'
Reors 2
Statistics ‘
Payroll & | Current user System
% ——

2- Click “Readers”

Eaboﬁmdoer Vm 6.2.2.16 Ulhmats Edition, 999999 &yee Licensed iﬁg.&mo
@ Hierarchy Structure & Security 1Y System Control & Employees * Factors

€ Hierarchy Structure

=@ Hierarchy Structure

& Job Levels
n Jobs

|l Readers I

i Security
@$ System Control

Hierarchy Structure e
Security - '
System Control 1o '
Employees h
Factors \.g"
weors B
Statistics ‘
Payroll = .

R

Main Panel

Current user: System

ai

Locations

L2}

Workgroups

= Reports < Statistics & Payroll

(S} Exit

Job Levels

=1 T3
Admin Levels Admin Units
Readers
E_—— — aa
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3- Readers List shall appear, click “New” button to define new reader or “Update” button to update

previously defined reader

Update

D Name Reader ID Location Last Transaction Date Last Transaction Time
1 Entry Reader 1 R1 Location 1 30-12-1899 12:00 AM
I 2 Exit Reader 1 |R2 Location 1 30-12-1899 12:00 AM

= = =
—

. e ——]

4- Enter reader name, ID and location then click “Save” button.
Reader ID should be specified as it appears in reader system transactions database table

Location should be the physical location where the reader is installed

r —— — i=) |
o : = u
o= Reader info - F— ‘ =
Name Entry Reader 1
ID |R1
Location [Location 1 "] h&‘;
| |
|
| Save
h _
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4.1.8- Menus Access Profile definition

1- Open Security panel by clicking any of the following

.

O LaborTracker Veraon 62216 Ultanate Edrar GI0000 samirme Fearoed i Do %@_@g
@ Hierarchy Structure | & Security I x System Control &z Employees * Factors | Reports 4 Statistics & Payroll (3] Exit
@ Hierarchy Structure

T <] g 1351 & (g

E‘ 4 System Control g:&m Security System Control Employees Factors
- Employees

® Factors

£ Reports ‘—_* 4 &
I -4 Statistics =

Reports Statistics Payroll

@ @ Payroll

|
Hierarchy Structure 9
Security B I
i o
System Control 101
L] 1
Employees ‘3
Factors \g-‘
Reports I:-_:|
Statistics

Ve

l gzl Current user: System =
4

2- Click “Menus Access Profiles”

@ Hierarchy Structure & Security @ System Control &z Employees “ Factors = Reports < Statistics & Payroll  [Gf Exit H

E-g Security

-

=) -l

~ i |
23 P2 24
Ernploy;es Access Admin Units Workgroups
Profiles Access Profiles Access Profiles I

Menus Access
Profiles

Main Panel

52 Workgroups Access Profi

52 Employees Groups Acces il

¥,

--*-1 Rules Groups Access Prof ;_‘_ 1 lﬂ;_ E_ . s TG Q
% Custom Reports Access F 1 ::‘m L W =

Employees Groups Rules Groups Custolﬁ Reports Extra Fields Access

| & Extra Fields Access Profile Access Profiles Access Profiles Access Profiles Profiles DEsia |'|
« i 3 :
Hierarchy Structure e
Security . '
System Control 1o} '
Employees &
Factors \.f
Reports B
Statistics ‘

&

Payroll Cument user System
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3- Menus Access Profiles List shall appear, click “New” button to define new profile or “Update”

button to update previously defined profile

Update

New

F

ol System Menus Access Profiles

a2 2o ) 20O = o

D

Name Users count

Active  Blocked

|1

e ——

Administrator |1

1

0

4- Enter profile name and select authorized menus / tasks then click “Save” button.

= ———|

1

-

a5 Menus Access Profile Info

Name Super User

Adrnin Levels

Menu Mame

Authorized

Add

Update

Delete

Adrmin Units

m

select @
Clear Q

Job Levels

Jobs

Workgroups

Readers

Menus Access Profiles

Employees Access Profiles

Adminlnits Access Profiles

Workgroups Access Pr

ofiles

Rules Groups Access P

rofiles

Custom Reports Access Profiles

Employees Groups Access Profiles

ExtraFieldsAccessProfiles

Users

Maratinne Twnee

0005000000000 EE

0O 0E00E @O E O OO 3|3 3 @3 3 E

00050000000 OGoOEE

0O 0E00E @O E O OO 3|3 3 @3 3 E

Active users

Blocked users

Save

-

Cancel X‘

O N T e
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4.1.9- Employees Access Profile definition
1- Open Security panel by clicking any of the following

TS LoborTracker Ve 6 2.2 16 Ultanate Eoan D e T et I Der %@_@g
@ Hierarchy Structure @ x System Control &z Employees * Factors | Reports 4 Statistics & Payroll (3] Exit
@ Hierarchy Structure
. Security | a ﬁ $ 3& @
E‘ #x System Control g:&m Security System Control Employees F;ctors
Eli?. Employees
' Factors
£ Reports r__* 4 >
@.‘ Statistics = “
@ai Payroll Reports Statistics Payroll
Hierarchy Structure 9
Security P I
System Control 101
Employees ‘3
Factors \g-‘
fenois |:-—:| |
Statistics ‘
l Payroll & | Current user: System
y

2- Click “Employees Access Profiles”

@ Hierarchy Structure & Security @ System Control &z Employees “ Factors = Reports < Statistics & Payroll  [Gf Exit
Tl | g Security
¥ Menus Access Profiles . ~ =
e = = 2 22 22
yees Access Pr
= 2 2 2
%2 Admin Units Access Profi Main Panel Menus Access Employees Access Admin Units Workgroups
! i Profiles Profiles Access Profiles Access Profiles
%2 Workgroups Access Profi|
-52 Employees Groups Acces |
-*-1 Rules Groups Access Prof = 1 lﬂ;_ = . » Q
% Custom Reports Access F 1 :=m U Eﬁ[ 2
Employees Groups Rules Groups Custom Reports Extra Fields Access U
& Extra Fields Access Profile Access Profiles Access Profiles Access Profiles Profiles Sers |'|
1: T L3
Hierarchy Structure e
o g
System Control 1o}
Employees &
Factors \.f
Reports :__—}|
Statistics ‘

&

Payroll Cument user System
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3- Employees Access Profiles List shall appear, click “New” button to define new profile or “Update”

button to update previously defined profile

Update

New

PRSI T I )

D Name Employees count Users count Active Blocked

4- Enter profile name and select authorized employees then click “Save” button.

{.,9 Er T :MDP—‘

iﬂame |test

Employee ID

Hamdy El Sayed Ameen El Shekha
Masief Nasry Nesem Gad Elkarim

Ayman Shokry Abdel Haleem @

Selected employees count: 3

Active users Blocked users

Save [
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4.1.10- Admin Units Access Profile definition
1- Open Security panel by clicking any of the following

.
O LaborTracker Veraon 62216 Ultanate Edrar GI0000 samirme Fearoed i Do %@_@g

@ Hierarchy Structure | & Security I x System Control &z Employees * Factors | Reports 4 Statistics & Payroll (3] Exit
@ Hierarchy Structure

T <] g 1351 & (g

E‘ 4 System Control g:&m Security System Control Employees Factors
- Employees

® Factors

£ Reports ‘—_* 4 &
I -4 Statistics =

Reports Statistics Payroll

@ @ Payroll

|
Hierarchy Structure 9
Security B I
i o
System Control 101
L] 1
Employees ‘3
Factors \g-‘
Reports I:-_:|
Statistics

Ve

Current user: System

l Payroll

2- Click “Admin Units Access Profiles”

@ Hierarchy Structure & Security @ System Control &z Employees “ Factors = Reports < Statistics & Payroll  [Gf Exit H

-

i " | Security

% Menus Access Profiles

5 c :
A Employees Access Profile lkr_'___-:f ﬂ 'E-& [11 !:21

h& Admin Units Access Prml’li= Menus Access Employees Access Admin Units Workgroups
Profiles Profiles Access Profiles Access Profiles I

Main Panel

L %2 Workgroups Access Profi

-52 Employees Groups Acces

¥,

--*-1 Rules Groups Access Prof ;_‘_ 1 lﬂ;_ E_ . s TG Q
% Custom Reports Access F 1 ::‘m L W =

Emplo',.rees Gr_oups Rules Grou_ps Custolﬁ Reports Extra Fields Access Daes
: &7 Extra Fields Access Profik J Access Profiles Access Profiles Access Profiles Profiles |'|
1: T 13
Hierarchy Structure e
Security il '
System Control 1o} '
Employees &
Factors \.f
Repors =)
Statistics ‘

&

Payroll Cument user System
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3- Admin Units Access Profiles List shall appear, click “New” button to define new profile or
“Update” button to update previously defined profile

Update

New

B Admin Units Access Levels b

e e N~ |

MM A00E 4 £ 8

D Name Admin Units count Employees count Users count

Active  Blocked

4- Enter profile name and select authorized admin units then click “Save” button.

_ —
88l Admin Units Access Profile Infol L [

Name Company 1 admin

Admin Units

El- X¥Z Holding Company

Clear @
mpany 1 Finance Sector

Company 1 Sales & Distribution Sector
Company 2

Company 2 Finance Sector
Company 2 Sales & Distribution Sector

Active users

Blocked users

Save

Cancel XI

Lo————
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4.1.11- Workgroups Access Profile definition

1- Open Security panel by clicking any of the following

-
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

. s

@ Hierarchy Structure

- Security I

#x System Control
¥ il En-pbyees

l ¥ Factors
= Reports
l -4 Statistics
- Payrol
|
Hierarchy Structure s
| Security h I
System Control $
| Employees ‘&
Factors \g-'
Reports I:-_—i'l.
Statistics ‘
l Payroll

@ Hierarchy Structure | & Security I 1 System Control &z Employees ™ Factors |+ Reports < Statistics & Payroll [} Exit

£ | ¥

ey Security System Control
— d
= =
==

Reports Statistics Payroll

&2 Lo

Employees Factors

= l Current user: System

2- Click “Workgroups Access Profiles”

& Hierarchy Structure |Z Reports 4 Statistics & Payroll

- Security

..... ¥ Menus Access Profiles

-

«1 Employees Access Profie

52 Admin Units Access Profil 1

Iﬁ; Waorkgroups Access Prof‘

524 Employees Groups Acces
*-{ Rules Groups Access Prof
% Custom Reports Access F

¥ Extra Fields Access Profile

-

- [T ’
Hierarchy Structure s
Securiy g
System Control $ .
Employees 3;
Factors i\gf
Reports |:__:|
Statistics ‘

¥ Security 1t System Control

& Security
==
/=y

Main Panel

Employees Groups
Access Profiles

&z Employees " Factors

e

Menus Access
Profiles

23

Profiles

: m e

Rules Groups Custom Reports
Access Profiles Access Profiles

Employees Access

(G Exit
|
Admin Units Wor‘i.cgroups
Access Profiles Access Profiles I
Extra Fields Access
Users

Profiles

&

Payroll Current user: System
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3- Admin Units Access Profiles List shall appear, click “New” button to define new profile or

“Update” button to update previously defined profile

Update

New

ﬂwmmwmmh—b————a—b-
MM Q0= o 28

D Name Workgroups count Employees count Users count Active Blocked

0099999 Ad 3 0 0

4- Enter profile name and select authorized workgroups then click “Save” button.

—
B o imroap ac e eI ﬁ‘ [ e
o= M

I Name |Dem0

Workgroups (8-3 Fri-Mon) % %
Clear 9

(8-3) 5 Days

i (8 P.m<4 A.M) 5 Days

10 - 6 (5 Days)

10 - 6 (6 Days)

10 -6 DT { 6 days , Friday )
10 -6 DT ( 6 days , saturday )

10 - 6 DT (6 days , Thursday )

10 - 7 (6 Days) I
10:00 - 6:00 (Fri- S3t) 5
10:00 - 6:00 (Fri - Thu) 5

10:00 - 6:00 (Fri- Tug) 5

10:00 - 6:00 (Sat - Sun) 5

10:00 - 6:00 (Sun,Mon, Thu) 9:00 - 5:00 (Sat,Wed) (Fr-Tue)5s

12-8(6Days)

2-10 DT ( 6 days , saturday ) b

Active users Blocked users

Save

Cancel x‘
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4.1.12- Employees Groups Access Profile definition
1- Open Security panel by clicking any of the following

.

O LaborTracker Veraon 62216 Ultanate Edrar GI0000 samirme Fearoed i Do ;@_@u
@ Hierarchy Structure | & Security I 1 System Control &z Employees ™ Factors |+ Reports < Statistics & Payroll [} Exit
@ Hierarchy Structure

= @ (2] 8 am W

-t System Control Hisrarchy 7
Structure Security System Control Employees Factors

- Employees
® Factors

£ Reports ‘—_.‘ d &
I @.‘ Statistics [

| @a Payroll Reports Statistics Payroll
L
Hierarchy Structure 9
| Security h I
System Control 101
| Employees ‘3
Factors \_g-'
fenois |:-_:| |
Statistics ‘
L Payroll & | Current user: System =
4

2- Click “Employees Groups Access Profiles”

@ Hierarchy Structure & Security @ System Control &z Employees “ Factors = Reports < Statistics & Payroll  [Gf Exit v
il seatty | g Security
% Menus Access Profiles : : - .
(= 2 e 3
2 Employees Access Profie \== .:_3 11 11
= = -
%2 Admin Units Access Profi Main Panel Menus Access Employees Access Admin Units Workgroups
! i Profiles Profiles Access Profiles Access Profiles |
%2 Workgroups Access Profi
Employees Groups Accei— |
*-1 Rules Groups Access Prof = 1 i;_ = . - B g
% Custom Reports Access F 1 ::‘m u E§ =
Employees Groups Rules Groups Custom Reports Extra Fields Access U
L &% Extra Fields Access Profik Access Profiles Access Profiles Access Profiles Profiles Sers f
4: L L3
Hierarchy Structure e
o g
System Control 1o}
Employees &
Factors \.g:
Reports :__—']
Statistics ‘

&

Payroll Current user: System it
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3- Employees Groups Access Profiles List shall appear, click “New” button to define new profile or
“Update” button to update previously defined profile
Update

New

o' Employees Groups Access Pr

4- Enter profile name and select authorized employees groups then click “Save” button.

s = = ~
ol Employees Groups Access Profile inﬁt - }‘ﬂg
|
Name |Demo
Employee groups Demo 1 %
demo 2 Clear %
Active users Blocked users
Save
|
| Selected reports: 1 e .J
.
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4.1.13- Rules Groups Access Profile definition

1- Open Security panel by clicking any of the following

-
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

I

@ Hierarchy Structure

@".._ Security I
@r& System Control
E,;g Employees

' Factors

i Reports

@.‘ Statistics
.Qai Payroll
Hierarchy Structure 9
Security El I
System Control 101
Employees ‘3
Factors \g-‘
fenois |:-—:| |
Statistics

l Payroll

£

Hierarchy 3
Structure SEaILy
d
T
| e
Reports Statistics

@ Hierarchy Structure | & Security I x System Control &z Employees * Factors | Reports 4 Statistics & Payroll (3] Exit

@

System Control

Z

Payroll

-

Employees

Factors

Ve

Current user: System

2- Click “Rules Groups Access Profiles”

@ Hierarchy Structure & Security 1Y System Control &z Employees * Factors

-5 Security

% Menus Access Profiles

A Employees Access Profile
52 Admin Units Access profi
L %2 Workgroups Access Profi

52 Employees Groups Acces.—

-

¥

1 Rules Groups Access Prnl

4 m

' Custom Reports Access F

¥ Extra Fields Access Profik

3

-

Hierarchy Structure e
Security . '
System Control 1o} '
Employees h
Factors \.f
Reports =)
Statistics ‘

Iy

Payroll Cument user System

Main Panel

o
2
Employees Groups
Access Profiles

Menus Access
Profiles

Rules Groups
Access Profiles

= Reports < Statistics & Payroll

23

Employees Access

Profiles

-

=

u
Custom Reports
Access Profiles

(51 Exit
g 22
Admin Units Workgroups
Access Profiles Access Profiles |

y @

Extra Fields Access

Profiles Hiers
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3- Rules Groups Access Profiles List shall appear, click “New” button to define new profile or
“Update” button to update previously defined profile

Update

a1 /2

YT Tr 2

j11] Hame Users count Active Blocked

999999  Administrator | 0

4- Enter profile name and select authorized rules groups then click “Save” button.

o= Rules groups access g L

Mame Demol

Rules Groups Drivers
MO Late No Overtime Group g §
L

No Late With Overtime

With OverTime
Without OverTime

i Active users Blocked users

Save
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4.1.14- Custom Reports Access Profile definition

1- Open Security panel by clicking any of the following

.
(_ LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure

@l‘._ Security I

:B #x System Control

- Employees
® Factors

i Reports

£

Hierarchy 3
Structure SEaILy Sy
d
T
| e
Reports Statistics

@

stem Control

&2

Employees

Z

Payroll

@ Hierarchy Structure | & Security I 1 System Control &z Employees ™ Factors |+ Reports < Statistics & Payroll [} Exit

Factors

- Statistics
' .Qai Payroll
|
Hierarchy Structure 9
| Security h I
System Control 101
| Employees ‘3
Factors \_g-'
Reports I:-_—"I.
Statistics ‘
L Payroll = .

Current user: System

2- Click “Custom Reports Access Profiles”

-5 Security

% Menus Access Profiles

|

A Employees Access Profile
52 Admin Units Access ProﬁfE
L %2 Workgroups Access Profi
. 52 Employees Groups Acces.—

1 Rules Groups Access Prof

-

' Custom Reports Access

4 m (3

¥ Extra Fields Access Profile

-

Hierarchy Structure e
Security . '
System Control 1o} '
Employees h
Factors "'.f
— B
Statistics ‘

&

Payroll Current user: System

@ Hierarchy Structure & Security 1Y System Control &z Employees * Factors

Main Panel

o
2
Employees Groups
Access Profiles

=

Menus Access
Profiles

= Reports < Statistics & Payroll

g
Admin Units
Access Profiles

23

Employees Access
Profiles

Rules Groups
Access Profiles

-

| i % —; i
u
Custom Reports

Access Profiles Profiles

Extra Fields Access

[S) Exit

22
Workgro ups
Access Profiles

o

Users
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3- Custom Reports Access Profiles List shall appear, click “New” button to define new profile or

“Update” button to update previously defined profile

Update
New
[ as! Custom Reports Access F;roﬁlcs__- .~ 4 -L'C_"J_'El"_n‘
A (PR
MG Q 2400 4 2
m Name Users count Active Blocked
999999 Administrator 0 1] a

4- Enter profile name and select authorized custom reports then click “Save” button.



4.1.15-

Extra Fields Access Profile definition

1- Open Security panel by clicking any of the following

-
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure | & Security I x System Control &z Employees * Factors | Reports 4 Statistics & Payroll (3] Exit

@ Hierarchy Structure

@".._ Security I
@r& System Control
E,;g Employees

' Factors

i Reports

@.‘ Statistics
.Qai Payroll
Hierarchy Structure 9
Security El I
System Control 101
Employees ‘3
Factors \g-‘
fenois |:-—:| |
Statistics

Hierarchy

£ | ¥

Structure Security System Control
d
L -
= /‘
Reports Statistics payroll

-

Employees

Factors

I

Ve

Payroll

Current user: System

2- Click “Extra Fields Access Profiles”

@ Hierarchy Structure & Security 1Y System Control &z Employees * Factors

E-g Security

-

% Menus Access Profiles

A Employees Access Profile
%2 Admin Units Access Profil

S24 Workgroups Access Profi

-52 Employees Groups Acces

|

1 Rules Groups Access Prof

' Custom Reports Access F

i Iﬁ:f Extra Fields Access Proii

4 T L3

Hierarchy Structure e
Security . '
System Control 1o} '
Employees &
Factors \.f
Reports B
Statistics ‘

&

Payroll Cument user System

Main Panel

s
n
Employees Groups
Access Profiles

23

Menus Access

Profiles Profiles
o ~
l;_.m =
— |

Custom Reports
Access Profiles

Rules Groups
Access Profiles

= Reports < Statistics & Payroll

Employees Access

(S} Exit

g 2R
Admin Units Workgroups
Access Profiles Access Profiles

.
&y |
Extra Fields Access U
Profiles Kl




3- Extra Fields Access Profiles List shall appear, click “New” button to define new profile or “Update”
button to update previously defined profile

4- Enter profile name and select authorized extra fields then click “Save” button.
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4.1.16- Users definition

1- Open Security panel by clicking any of the following

.
(_ LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure

= | 8 [&

-8 System Control Hierarchy 5
Structure Security

w

il Reports Statistics

' Factors

L
Hierarchy Structure 9
| Security h I
System Control 101
| Employees ‘3
Factors \_g-'
fenois |:-_:| |
Statistics

@ Hierarchy Structure | & Security I 1 System Control &z Employees ™ Factors |+ Reports < Statistics & Payroll [} Exit

@

System Control

Z

Payroll

R &

Employees Factors

Ve

Current user: System

L Payroll

2- Click “Users”

-
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure ¢ Security 1 System Control &z Employees  ®* Factors
@ Hierarchy Structure ol El Security
(5=

B4, Securtty
i |

\ﬂ

- Menus Access Profiles

. «3 Employees Access Profile 2 Main Panel Mmpl:: rﬁ:?ss
%2 Admin Units Access Profi

: %2 Workgroups Access Prof

| %2 Employees Groups Acces, E_ i.

' o 2 =]

f —*:1 Rules Groups Access Pro 1 = ]

f i Employees Groups Rules Groups
.= Custom Reports Access | Access Profiles Access Profiles

¥ Extra Fields Access Profik

/£ Reports < Statistics & Payroll  [S] Exit

~
| s

Employees Access
Profiles

e

Custom Reports
Access Profiles

- ~
24 W
Admin Units Waorkgroups
Access Profiles Access Profiles

Extra Fields Access
Profiles

il « it »
Hierarchy Structure s
= iw
: System Control &
Employees h
Factors \_g_‘
| Reports ..i_;. |
Statistics wl
Payroll & | Current usen: System
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3- Users List shall appear, click “New” button to define new user or “Update” button to update
previously defined user

Update

New

ZT— . e
G2 Q00 = 4 p e

D Name Login ID Blocked Expiry Date Menus Access Profile Employees Access Profile AdminUnits Access

7 test [test g | test1 test [test

T — E 3 -

v
o — =

4- Enter user info, select access profiles then click “Save” button

Name fest
| Login ID | test
|| Login Password |)oooooooo(
Menus Access Profile [estz -
| Employees Access Profile [test v]
Admin Units Access Profile [test v]
I Workgroups Access Profile [test .]
! Employees Groups Access Profile [ .]
I Rules Groups Access Profile [test .]
Customn Reports Access Profile [test v]
M Extra Fields Access Profile [test v]
employee [Adel Abdou Abdel Aal -
Blocked
Expiry Date [ ] i
I Save ] I lCanceI XI
S g
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4.1.17- Vacation Types definition

1- Open “System Control” panel by clicking any of the following

" LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo L@I@M
@ Hierarchy Structure - Security | fx System Control I & Employees " Factors = Reports < Statistics @& Payroll  [U) Exit
- Hierarchy Structure -
71."- Security e El :@ ‘& @'I
51 System Control l g:‘::;:r: Security System Control Employees Factors
31‘ Employees
' E{L’ Factors
& Reports 2 ﬂ >
| Ei& payrol Reports Statistics Payroll
U
Hierarchy Structure a
\ Security Il
System Control Gx ]
Employees 3‘;
Factors \_ ;
Reports i__—}l
Statistics <
I Payroll 6 Current user: System
2- Click “Vacation Types”
:E-_h;bor'l'racloer Version 6.2.2.16 Ultimate Edition, 999999 empw Licensed to Demo ! o Q=l0o X
| @ Hierarchy structure ¥ Security i System Control &z Employees ™ Factors |= Reports & Statistics @& Payroll  [Gj Bxit
E?:“:’ swewe O @y System Control
(o4 Secu - . —
=4t System Control lg_:_? @ @ A
E | Main Panel Vacations Types Vacations Profiles Penalty Profiles Qvertime Profiles
(4% Vacations Profiles T
-~d\ Penalty Profies
&) Overtime Profiles % = a-_.' ——
@ Missions Types R - g:j]] - iz—_' - .
- { Rules Groups Missions Types Rules Groups Reports Calculationperiod:
Customized Reports
- Calculation periods
[#-& Employees

Hierarchy Structure

Security

System Control

Employees

rlem@ .

Factors

|5

Reports

iy

Statistics

Payroll

&4

} Current user: System
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3- Vacation Types List shall appear, click “New” button to define new user or “Update” button to

4-

update previously defined type

Update

— .
s Vacations Types y

§I<<1 115 Pl é_;‘}o@iil (o

D Name

1 REST SUBSTITUTION HOURS
“ 2 Substitute for Official Holiday |

3 Coptes Holiday

4 Rest Substitution Days

5 Funeral Leave

6 haj

7 Maternity Leave

8 marriage

9 Leave Without Pay

10 Injury

11 SICK LEAVE WITHOUT PAY

12 SICK LEAVE 75%

13 Sick Leave 100%

14 Emergency

15 Annual

Enter vacation type name then click “Save” button

-

a5l Vacation Type Info n

Name REST SUBSTITUTION HOURS)

Save
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4.1.18- Overtime Profile definition
5- Open “System Control” panel by clicking any of the following

"(© LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo &M
@& Hierarchy Structure g Security | ¢ System Control | a3 Employees " Factors & Reports 4 Statistics & Payroll (U] Exit
- Hierarchy Structure

® & (o]

M System Control l g:;gﬁr: Security System Control Employees Factors
G- & Employees

l @' Factors

: _.‘ « -
o = =
il Reports Statistics Payroll

@ Payrol

|
Hierarchy Structure e
| Security i"[
System Control Gx |
| Employees &3
Factors \ ‘_'
Reports =)
Statistics <

&

l el % | Current user: System
—_——

6- Click “Overtime Profiles”

r o
(U LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo [ S [

@ Hierarchy Structure g Security i System Control &z Employees ™ Factors = Reports < Statistics @ Payroll  [5f Exit

-

- Hierarchy Structure o $ System Control

- Security =

=¥ System Control L—-—" @ @ A

& vacations Types

Main Panel Vacations Types Vacations Profiles Penalty Profiles Overtime Profiles

m

.. 4¥ Vacations Profiles

£\ Penalty Profiles

&) overtime Profiles % n_‘m i
| -y, Missions Types e
== & Customized ; 2
Missions Types Rules Groups Calculationperiods
ll i1 Rules Groups Reports

.| Customized Reports

-5 Calculation periods

- a3 Employees

Hierarchy Structure

Security

System Control

w8 @)

Employees

—
d

|4

Factors

Reports

e
I

Statistics

& &

Payroll

Current user: System




7- Vacation Types List shall appear, click “New” button to define new user or “Update” button to

update previously defined type

Update

e

8- Enter overtime components then click “Save” button

ot Owvertime Profile info

Name |oT Prafile 1

Overtime Components

Component Mame I

ma@

Day Type Value Type
@ Working Day ) Off day () Holiday @ Time ) Hours
From 00:00:00 Iﬁl to 00:00:00 lﬁl Factor |
MNarme Day Type Value Type From to Factor
Working-day day hours Working Day 06:00 18:00 4
Working-day night hours Working Day Time 18:00 00:00 T
Waorking-day night hours Working Day Time 00:00 06:00 1.7
Holiday overtime hours Waorking Day Time 00:00 00:00 2
Offday overtime hours Off Day Tirme 00:00 00:00 1:5;
|
Save
||
= —
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4.1.19- Mission Types definition

1- Open “System Control” panel by clicking any of the following

(U LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

@@ Hierarchy Structure

- Security

@)1 System Control l

-

&z Employees

ik
l (i)

+- ' Factors

- Statistics

@@ Payrol

Hierarchy Structure

(]

| Security -.1
System Control Gx

| Employees &3
Factors \_!:_'

Reports =)

Statistics <

&

Hierarchy
Structure

irl

Reports

£

Security

w

Statistics

B

System Control

&2

Employees Factors

7

Payroll

. o

@ Hierarchy Structure - Security | g System Control | & Employees '® Factors & Reports < Statistics @& Payroll  [U) Exit

l el Current user: System

2- Click “Mission Types”

EJ--e Hierarchy Structure
-4 Security
=1 System Control
4% Vacations Types
... %% Vacations Profiles
£\ Penalty Profiles
) Overtime Profiles
i - i | Rules Groups

--|£ Customized Reports

%™ Calculation periods

[+ &3 Employees

-

m

Hierarchy Structure

Security

System Control $
Employees ‘3
Factors \,_

-

Reports l_f—.'

& |
Statistics -

Payroll "s

@ Hierarchy Structure & Security 1 System Control

(=

Main Panel

a1 Employees

% System Control

@

Missions Types

¥ Factors & Reports

r ™
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo _ [Elm
—

4 Statistics & Payroll  [J) Exit

@ @ A O

Vacations Types

Rules Groups

Vacations Profiles Penalty Profiles Overtime Profiles

Customized

Reports

Calculationperiods

Current user: System
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3- Mission Types List shall appear, click “New” button to define new user or “Update” button to

update previously defined type

-
o Missions Types - Elélg
Ha M QE0Q0= 4 2
D Hame
1 Army Request
2 Business mission I
1 3 Duty Travel
4 Training

4- Enter vacation type name then click “Save” button

-

a5l Missions Types =
b | .
Name Business mission
[ Save [ ] lCanceI XI
m




4.2- Factors registration

4.2.1- Working hours definition

1- Open Factors panel by clicking any of the following

() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

[+-&3 Employees

@ Hierarchy Structure

-1 System Control

- Factors

M|
@ Payrol
|
Hierarchy Structure e
(] £ h |
System Control &
Employees &3
Factors "'._ ‘- I
Reports ?.
Statistics ‘
=

£

Hierarchy 2
Structure Security
d
1=
a8
Reports Statistics

Current user: System

@

System Control

&

Payroll

&

Employees

@ Hierarchy Structure & Security @1 System Control &2 Employeesl ** Factors IZ‘ Reports 4 Statistics & Payroll  [f Exit

ﬂ Payroll

2- If working hours are related to day of week, Click “Time Schedules” — “Weekly” from main menu

) LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

& Hierarchy Structure

= Factors

83, Time Schedules
©3, Temporary Workgroups [

o Qg\ Temporary Rules groups

- 4% Holidays

¥ Vacations

-#¥ Concerted Vacation

#¥ Transferred vacation bals

- & Missions

T 2

§ Security ¥ System Control

Hicrarchy Structure

Security

System Control

ey

Employees
Factars { ='_
Reports :__-"‘
Statistics ]
Payrall &=

\®  Factors

(=

Main Panel

@

Vacations

@

Transactions

&z Employees

B Factors | |= Reports <] Statistics & Payroll 3 Bxit
——
‘"’3 Time Schedules y | €9 Weekly I
o3, Temporary Workgraups ¥ ) Cyde
@ 2 Temporary Rules groups '
@ Holidays o
Time 3 = groups
@ Vacations N
@ Concerted Vacation v
Q <] Transferred vacation balances
@ Missions » 5
Cor
Val gy Permissions ) s
@ Transactions v

[

&

Holidays

Permissions

Current user: System

L

Or right click on “Time Schedules” icon in “Factors” panel then click “Weekly”
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f e e e
(o) LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo
- DR —— . s ——— i S o P— - S

& Hierarchy Structure & Security 1 System Control  az Employees  “* Factors = Reports < Statistics & Payroll  [9f Exit

\&  Factors

-

=% Factors

-@3, Time Schedules

=
©3 Temporary Workgroups [ e @ a @ 3 @
| - =+ Temporary Rules groups Moin Pandd Time schi Bl Weekly ‘Dgor;aur;s Tempgorr:urzsRu\es Holidays
- Holidays E Q) Cycle
| ¥ vacations i

' -#¥ Concerted Vacation @ @ (

-(#¥ Transferred vacation bala
| Vacations Concerted Transferred
@ Missions Vacation vacation balances

(&

@ O |

Missions Permissions

Il « = i, 3 i

® |

Transactions

'
ke
0

| Hierarchy Structure

Security

System Control

o

Employees
Factars \ -2
=
Reports A= |
las]
Statistics

v)e

Payroll Current user: System

Or expand “Time Schedules” node in tree view then click “Weekly”

[ i i i i — [=]E )
(o LaborTracker Version 6.2.2.16 yi&m Edition, 399999 employee, Licensed to W . =’_
@ Hierarchy Structure = Security 14X System Control & Employees ™ Factors |i” Reports < Statistics & Payroll [ Exit
=% Factors & v
; \®" Factors

=03 Time Schedules

& o o & @

Temﬁorary Temporary Rules
E ©3 Temporary Workgroups

- Main Panel Time Schedules Workgroups groups

Holidays

+ &+ Temporary Rules groups ||

® @ @ @

Vacations Concerted jiiemsfenec Missions Permissions
e -f? Concerted Vacation Vacation vacation balances
“ \%| »
Hierarchy Structure a
o o @
System Control ls} Transactions
Employees i;
Factors e
Reports ::_'
Statistics o
Fayeol & | Current user: System

S

3- Select workgroup, enter period start and end dates, mark working days, enter start time, end
time and working hours then click “Save” button, “Process Completed” message shall appear,

click “OK” then click “Load” button to review saved values



ol W(:ddm_;}‘k:ﬁinfn

From 01-06-2010 [~ to gl12-2020 [~
Workgroup [8:00 - 5:00 (Fri - sat) 5 -
New Working Hours Current Working Hours
Start Time End Time Working Hours
Saturday o0 Moo B Doo:o0 2
Date Start Time End Time Working Hours o .
Sunday 08:00 ﬁi 17:00 '+_ 09:00 i 3 06 08:00 17:00 09:00 D '!
Wednesday 02-06-2010 | 08:00 17:00 09:00
Monday 08:00 |5 17:00 09:00 5 | Thursday 03-06-2010 08:00 17:00 09:00
i S - __ |Friday 04-06-2010 00:00
Tuesday 08:00 @] 17:00 | #109:00 | saturday 05-06-2010 00:00
= : Sunday 06-06-2010 08:00 17:00 09:00
Wednesday 08:00 % 17:00 & 09:00 1 Imonday 07-06-2010 08:00 17:00 09:00
- — | Tuesday 08-06-2010 08:00 17:00 09:00
Thursday 06:00 L) 17:00 s 09:00 =7 [\ ednesday 09-06-2010 |08:00 17:00 09:00
o N ~+|Thursday 10-06-2010 | 08:00 17:00 09:00
Friday Hoo:00 Boo00 Boo00 Y
Fridav 11-06-2010 00:00 %
| — I
Notes:

a.

For non working days uncheck “Start Time”, “End Time” and “Working Hours” time boxes

b. For overnight shifts end time should be registered shifted (as in the following example)

V= - - e easssseees w5 5 e S TS BEESSSmS 02020 Iaaaaaaaae

| o)

End Time

Working Hours

.
sl Working Hours info g . - -
From 01062011  [E+ to 30-06-2020 [~
Workgroup [Demo v]
MNew Warking Hours Current Waorking Hours
Start Time End Time Working Hours
Saturday oo:00 B o0:00 B o0:00 B
| pate Start Time
Sunday 23:00 [ 00:00 B 08:00 2
Monday 23:00 [ 07:00 £ 08:00 &
Tuesday 23:00 07:00 08:00 3
Wednesday 23:00 [ 07:00 & 08:00 &
Thursday 23:00 (2 07:00 08:00 5
Ll
| Friday oo:00 B 07:00 o0:00 B
|

Cancel
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4- If working hours are cyclic, Click “Time Schedules” — “Cycle” from main menu

=-# Factors

-

(3]

@3 Time Schedules

-

[

@3 Temporary Workgroups
EJ---E_‘\ Temporary Rules groups

% Holidays

Il
()

-8 Vfacations

]
(E3)

Il
{63}

- Concerted Vacation
(- Transferred vacation bal

-4y, Missions

] 1 | b

s

1

| Hierarchy Structure

Security

System Control

>em @

l Employees
l Factors \ 4 v
=
o |
l Reports =
| & |

l Statistics

Payroll

Or right click on “Time Schedules” icon in “Factors” panel then click “Cycle”

é

\&"  Factors

r : TR PSS e —— -
@ LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo TR - -t & [E=HEE
e e  a - - - . . - N e
& Hierarchy Structure & Security i System Control & Employees - Reports  jj Statistics @& Payroll  [S) Exit

o Time Schedules

o3 Temporary Workgroups

( j,.-&

=y 5 T Rul

s @ emporary Rules groups
i Holidays

Main Panel Time

Vacations
Concerted Vacation

@

@

@
/. Transferred vacation balances
@

» |porary Rules
groups

»
» A

=

Missions
Vacations con Missions Permissions
Va Permissions »
@ Transactions »
Transactions
Current user: System
= ——
bl ——

& Hierarchy Structure

El'@ Factors

-~

¥ Security  #ft System Contral

\*  Factors

& Employees ' Factors  |& Reports

< Statistics

7
(o) LaborTracker Version 6.2.2.16 UJtlma_te Edition, 999999 employee, Licensed hu_[]emc“ p . e Sulls Sl

(= bl

& Payroll

(5] exit

83 Time Schedules &
=, I
2% Temporary Workgroups [ [ ; @ ; b
e : g : T ary Rl :
[#-== Temporary Rules groups Main Panel Time ScH Weekly ':lfgorroaurgs empgorl;,al-ll'gs ules Holidays
-8 Holidays 3 | cycle |
F-% Vacations
(#-#% Concerted Vacation / @ @ f @ %
(- #¥ Transferred vacation bala b U .
Vacations Cnered ot tRre Missions Permissions
-4 Missions Vacation vacation balances
<[ I b
Hierarchy Structure e
Security h:l @
System Control é} Transactions
Employees 33
Factors \_'_
Reports :__—.‘I
Statistics <
fanzali S | Current user: System
h = — — — =

Or expand “Time Schedules” node in tree view then click “Cycle”
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(O LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo l ;
—
@ Hierarchy Structure & Security 1 System Control &2 Employees * Factors = Reports 4 Statistics @ Payroll [ Exit
=% Factors = y
\&  Factors
-3 Time Schedules - =
= o o3 : @
N = Main Panel Time Schedules ;:rrlpgor::ur;s Tengor:::;sRUIes Holidays
I 03, Temporary Workgroups
Vacations c\‘?;g'i:ﬁ‘d “t:f(?g:f;;:sus Missions Permissions
< 1 | 3
Hierarchy Structure e
Security h Q
System Control Q Transactions
Employees ‘3
Factors \_!:"
Reports i_—:,
Statistics ]
Payroll 6 ] Current user: System =k
= —_— e ——)

5- Select workgroup, enter period start and end dates, mark working days, enter start time, end

time and working hours then click “Save” button, “Process Completed” message shall appear,

click “OK” then click “Load” button to review saved values

i rore T - ==

Start Date 01-06-2011 B End Date 30-06-2020 B
Workgroup [ Group A -]
MNew Working Hours Current Working Hours
Start Time End Time Working Hours
I | Add @ - - -
[l oo:o0 B Elos:00 F [l os:00 B Date Start Time End Time Waorking Hours e
| Start Time End Time Working Hours + 0500 20:00 skl
r Thursday 02-06-2011 08:00 16:00 08:00
08:00 16:00 08:00 Friday 03-06-2011 08:00 16:00 08:00
08:00 16:00 08:00 - Saturday 04-06-2011 08:00 16:00 08:00
08:00 16:00 08:00 Sunday 05-06-2011 16:00 23:59 08:00
16:00 23:50 08:00 Monday 06-06-2011 16:00 23:59 08:00
16:00 23:50 08:00 B Tuesday 07-06-2011 16:00 23:59 08:00
16-00 23:50 08:00 Wednesday 08-06-2011 00:00 !
- - 00:00 Thursday 09-06-2011 00:00 08:00 08:00
00:00 08:00 08:00 Friday 10-06-2011 00:00 08:00 08:00 X I
- Catird=we 11 NA 011 nn=nn nos=nn na=nn
|
— e — = r— pr——— — = T

Notes:

a. Start Date should match the work cycle start day otherwise times will be shifted

b. For non working days uncheck “Start Time”, “End Time” and “Working Hours” time boxes

c. For overnight shifts end time should be registered shifted (as in the following example)
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4.2.2- Temporary Workgroups registration

1- Open Factors panel by clicking any of the following

s —
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

© Reports < Statistics & Payroll [Uj Exit

@ Hierarchy Structure g Security %t System Control &3 Employees
- Hierarchy Structure

8w @ & % &

-4 System Control Hierarchy ) -
Structure Security System Control Employees Factors
&3 Employees

[

#* Factors

4 =
-4 Statistics
Reports Statistics Payroll
@ Payrol
L
Hierarchy Structure
i Security
System Control

Employees

Factors

e

Reports

&Msr e @

Statistics

' Payroll = ] Current user: System

2- Click “Temporary Workgroups” — “Register” by any of the following

T borTrcker Version 2216 Uimate Edtion, 909999 mplyes ieemed beme W 0 e oo e e
@Hierarchy Structure Security Xt System Control &2 Employees @ Factors i Reports < Statistics @ Payroll (5 Ext @tierarchy Structure . Security 1 System Control & Employees. ports @ Statistics @ Payroll (G Exit
4.9 Factors A v L9 Factors " oy Time Schedules R
\® Factors \® Factors 2 |
563 Time Schedules ; 463 Tme Schedues e o3 Temporary Workgroups » |7 Regster i
= (=

503 Temporary Workgroups [ =7 @& @ 503 Temporary Workgroups [ /==Y @z Temporary Rues groups L Cconcel @

S ey ks oo MainPanel Time Schedules Holidays -3 Temporary Rules groups MainPanel Tned @ Holdys " fr Holidays

- Holidays v - Holdays E @ Vaations " I
| @@ vactions &-@ Vacations @ Concerted Vacation 9

- Concerted Vagation @ @ Concerted Vacation @ Q @ Transferred vacation balances %

-4 Transferred vacation bala @ Transferred vacation bala Q@ Missions 3
I} Vacations Concuted e s Missions Permissions Vacations G issions Permissions.

@, Missons Vacaton vacation balances Vil permissons
 —— @] Transactions 3

Hierarcy Structure
-5 @ @
Sytem contol & Tansactons Tarsacons
Employees. ay
Facors =
Reports
Sttistics
Payrol B | Cunent user system

=% Factors
03 Time Schedules i = . }
IS = o3 oy =

Temporary Temporary Rules

- L Main Panel Time Schedules etk P | Holidays
T oncel |
|
@ 3 Temporary Rules groups.
e @ @ @ %
@ Vacations
Vacations Concered ioafened Missions Permissions
Vacation vacation balances

@ Concerted Vacation

R P——

Hierarchy Structure Q I

Transactions

Seaurity

System Control

]
A
ol
&

Employees.

Factors &
Repars B
s <4

g2l Current user: System

&




3- Enter employee ID then click “+” button, repeat for every employee

Or click “Select” to sel

ect multiple employees

Search by |
® ID ) Name © Card
EmployeelD Name CardNumber i
80022 Husien Balzgh Husien Ahmed 43866 |
806718 Mahmoud El Sawy Mahmoud ElSawy 97279
806708 Ayman Mehamed Abdelmomen El Makeeb 19803 D
966218 Khaled Gameel Farghal Hussien 97384
806728 Amr Saeed Mahmoud Ameen 97209 I
966208 Waleed All Mohamed Ebrahim 98922
966137 Khaled Samir Ali Abdel Al 34835
966158 Mohamed Ashraf Mostafa Mahmoud 88936
966238 Adel Ramadan Mahmoud Mohamed 83465
960054 Mohamed Abdel Rahman El Tabakh 15339 £
Selectby Filter I
=4 N Accessories-Egypt e . .
() Location B 3 In service only
Accessories-Egypt-Alex [ Specific gender [ = i
- Accessories-Industrial =
) Rules Group Accessories-Industrial-Alex [] Specific religion | -|
. - Accessories-Misr
©) Workgroup Accessories-Misr-Abo [7] specific Types
. - Accessories-Misr-Alex
() Vacations Profile A
) Job Level - After Sales-Egypt
- After Sales-Egypt-Abo
) Employees group - After Sales-Egypt-Alex "
Afine Colne Todcisinl
f () Extra Information
) Manager
Selected employees count: 21 i
H . «“ ”
4- Enter duration, select workgroup then click “Save” button
~
]|

-
a-l Temporary Workgroup registration ' - — -

Employee 1D

Abdulaziz Ahmed Ali Yousef Al

Adel Aabdel Salam El Shourbagy
Ahmed Sadek Abdel Sabour Ahmed
Amr Mohamed Mohamed aboul rous
Ayman Ebrahem Ebrahim Rakha
Ayman Mohamed Abdelmomen El Nakeeb
Ehab Sayed Abdelmonem Sayed
Ezzeldin Mostafa Abdelkhalek
Hatem Kamel Esmaeel Hasaneen
Hesham Morsy Ahmed Mahmoud
Khaled Gameel Farghal Hussien
Khaled Mohamed Esmail Mohamed
Mahmoud Ali Kourash

d|0+)

Selected employe

Start Date

Workgroup

es count: 21

27-06-2010 B~ End Date

[[§-07-2010

Dema

5

[ERg

Save

[Cancel XI
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4.2.3- Temporary Rules Groups registration
1- Open Factors panel by clicking any of the following

() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure & Security 11 System Control &z Employees | Reports <@ Statistics & Payroll (5 Exit
@& Hierarchy Structure
g e & £ = & | &
-1 System Control ::Jgﬁ:': Security System Control Employees Factors
(-3 Employees
%' Factors I
w2 Reports —"‘;_ d -
- Statistics =1 =
Reports Statistics Payroll
& Payrol
i
Hierarchy Structure e
Security )
[ Kl
System Control $
U
Employees ,&
Factors "ng"‘l
—
Sepals =
Statistics o
! Payroll & | Current user: System
S ——— )

o s e st vy e
a oy w.Seaery B iy Empless T Fousis i Repots iSwtitcs o Peyedl  [lEa |
o ‘ '\ Factors s ® Factors [ ™ :
&, Trne Schedshe Y A & 0 Trme Scheduies o Tamporary Werigreups .
o3, Temporary Workgousn = o o3 E‘ @ PP e —— =4 Q2 TemonyRispogs | Regue @
£ Tamporary s s [r— L. T ey ke it -3 Tamocey b ooues ! [ Tmag @ Mokde L [
o Holdays = D Rageier 3 oz Ll @ Vacatons i
# Vacatons L8 Coe @ vacators ‘ g Concerted Vacatisn .
e ¢ ¢ @& @ O e @ QTR O
P Tardfered vacaton bab e % B Tarsfered acaten ba @ Mosens .
ZAEE I [—— Conces = s Wy reressns —-— peam—_—
& v @ Trmsacons
[—r— 2]
- @
‘Sstem Conrsd £ Tesmsactions
Emgaren &y
e »
Ry E|
e ]
Fayrell ‘](uﬂnwﬂiﬂw

System Contrel - Transactions
Empiyees &
Factors [
Rupons El
""W"—ii| Cument e System i

88



3- Enter employee ID then click “+” button, repeat for every employee

Or click “Select” to select multiple employees
o Employee Selection Form (MM T e

Search by |
® ID ) Name © Card
EmployeelD Name CardNumber i
80022 Husien Balzgh Husien Ahmed 43866 |
806718 Mahmoud El Sawy Mahmoud ElSawy 97279
806708 Ayman Mehamed Abdelmomen El Makeeb 19803 D
966218 Khaled Gameel Farghal Hussien 97384
806728 Amr Saeed Mahmoud Ameen 97209 I
966208 Waleed All Mohamed Ebrahim 98922
966137 Khaled Samir Ali Abdel Al 34835
966158 Mohamed Ashraf Mostafa Mahmoud 88936
966238 Adel Ramadan Mahmoud Mohamed 83465
960054 Mohamed Abdel Rahman El Tabakh 15339 £
Select by Filter I
=4 N Accessories-Egypt e . .
() Location B 3 In service only
Accessories-Egypt-Alex [ Specific gender [ = i
- Accessories-Industrial =
) Rules Group Accessories-Industrial-Alex [] Specific religion | -|
. - Accessories-Misr
0 Workgroup Accessories-Misr-Abo [ SpecificTypes
. - Accessories-Misr-Alex
() Vacations Profile A
) Job Level - After Sales-Egypt
- After Sales-Egypt-Abo
) Employees group - After Sales-Egypt-Alex "
Afine Colne Todcisinl
f () Extra Information
) Manager
Selected employees count: 21 i

4- Enter duration, select rules group then click “Save” button

F nl N
o= Temporary rules group regisi ion wﬂu
" R a~h N

Employee ID

Abdulaziz Ahmed Ali Yousef Ali -
Adel Aabdel Salam El Shourbagy

Ahmed Sadek Abdel Sabour Ahmed

Amr Mohamed Mohamed aboul rous

Ayman Ebrahem Ebrahim Rakha =
Ayman Mohamed Abdelmomen El Nakeeb

Ehab Sayed Abdelmonem Sayed

Ezzeldin Mostafa Abdelkhalek

Hatem Kamel Esmaeel Hasaneen

Hesham Morsy Ahmed Mahmoud

Khaled Gameel Farghal Hussien

Khaled Mohamed Esmail Mohamed

Mahmoud Ali Kourash B

Selected employees count: 21

Start Date 27-06-2010 E~ End Date 01-07-£ E~

Rules Group With OverTime ']




4.2.4- Holidays registration
1- Open Factors panel by clicking any of the following

(U LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo TSI )
@ Hierarchy Structure & Security X System Control &2 Employees | ™ Factors |/© Reports < Statistics & Payroll  [G) Exit
ma Hierarchy Structure
| )
mr_ Security a ﬂ $ F‘& E
@$ System Control ';:zm’ Security System Control Employees Factors
EJ‘A. Employees
@@f Factors
Il Reports Statistics Payroll
a- & pml
|
| Hierarchy Structure g
| )
System Control $
|
Employees Z"
Factors 'l_g-'l
C—
gipoga =
Statistics )
l Payrall “ | Current user: System i
e ——— )

2- Click “Holidays” — “Register” by any of the foIIowing

ca == e - -
@ osrarchy Structure g, Securty .a-mu-nn siEmplopees F Facors i Reports ) Stostcs s Fayrol Qu | | & Raponts -lmu @ Payrol [ Bt
% Factans 3 \I!; Factors LY * \gﬁ Factors |op T Schadeisn '

= o E |og Temporney Workgrows .
0, Trms Scheduies i = |ea )

=

-8, Tarpenany Workrouss. ! : -. =4

-5 Temporary Rules growps s o
M Pasel

@ ruerarchy Structure - Security ) System Control &g Employees % Factors ' Reports 4 Stabistics @ Peyrol [FEat

g ¥ "\ Factors

=-0F Terg Scheduls

0 Tempseary Wodkgross | | s-: @& @i & @

-3 Temporary Rules oroups | | —LeET Tieow. Tospaney Taiag
W
Holdars

loi @ ¢ @ @ O

e Vacations Smcartad e Hissicrs Pursissions
Tesscsors

m;§;§~

M

&?ﬂ-‘ir@!—ﬂ"'

Cament user; Syttem
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3- Enter holiday name and period then click “Save” button

-

ol Holiday registeration == |
|
Marme Army day
Start Date 06-10-2010 [+ End Date oe-10H0E  [EH+

(e )

Cancel X|
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4.2.5- Vacations registration

1- Open Factors panel by clicking any of the following

-
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

- .

@ Hierarchy Structure & Security  1x System Control &z Employees | Reports @ Statistics & Payroll [Tj Bxit
- Hierarchy Structure
i @ £ & &
&l$ System Control ';:‘:;T: Security System Control Employees Factors
lﬂ‘& Employees
% Factors
w-[2 Reports - « -
|I -4 Statistics == g
| Reports Statistics Payroll
- Payrol
L
Hierarchy Structure s
i i )
System Control a
Employees a2
Factors "lg. I
Reports :__—"I
Statistics -
l Payroll & | Curent user: System
—_—

2- Click “Vacations” —

“Register” by any of the following

— — - ey - =
5 i Uitimate Editon, > T—— ol [ Labortracker Ver: ion, 299999 employee, e e N |
@ierarchy Structure i Security  1x System Control &3 Employees ® Factors " Reports 4 Statistics @ Payroll (3] Exit @ Hierarchy Structure i Security 1 System Control &3 Employees | ports 4 Statistics @ Payroll (G Exit
| &2 Factors e v = Factors. o o o3 Time Schedules »
\&" Factors \&" Factors .
503 Time Schedules g 403 Time Schedules - oy Temporary Workgroups » .
503 Temporary Worksroups = o o2 563 Temporay Workgroups = @z Temporary Rules grovps = @
= remporar @3 Temporar s groups. & Holid A

I |tz Main pare TineSceduls aconsy -3 Temorary Rules grou ainpare meq @ _Holdars = I

- Holdays (5@ Holdays @ Vacations. >

-4 Vacations @@ Vaaations @ Concerted Vacation »

5@ Concerted Vacatin 8 Concerted Vacston @ éé Transferred vacation balances % |

- % Transferred vacation bals 8 Transferred vacation bala ALY Missions »

R e N = emisions
Iy e W rermissions .
o Transactons , |

romsrE— I
ey ' Q I
saencanel @1 e
&
&
ears B
F— )

|—== @
el & | curentwer syem 8| Farrol @ | Curentusersystem
e ST = — |
N - - A“ZQJ' —— e - o - . - — - - - ——

=% Factors

\®"  Factors

503 Time Schedules
=

3 Temporary Workgroups
5 Temporary Rules groups |
- Holdays 1
|
b Cancel

- Vacations

nnnnnnn

& Concerted Vacation

Hierarchy Structure ®
8 @
System Control jo Transactions
Employees &
Factors T3
Reports =
St P

@Hierarchy Structure . Security 1 System Control a3 Employees © Factors | Reports 4@ Statistics @ Payroll (@ Exit

&

3-

Or click “Select” to select multiple employees

Enter employee ID then click “+” button, repeat for every employee
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Search by

@ D ©) Name

@) Card

EmployeelD Name

CardNurmber i

80022 ‘HUSIEH Balagh Husien Ahmed

806718
806708
966218

Khaled Gameel Farghal Hussien

Mahmoud El Sawy Mahmoud ElSawy
Ayman Mohamead Abdelmomen El Makeeb

19803 [
97384

Accessories-Industrial

) Rules Group - Accessories-Industrial-Alex
Accessories-Misr

() Workgroup - Accessaries-Misr-Abo

. Accessories-Misr-Alex

) Vacations Profile WA e

After Sales-Egypt
- After Sales-Egypt-Abo
After Sales-Egypt-Alex

Afeme Eolnn Tediniin]

@) Job Level

() Employees group

966208 Waleed Ali Mohamed Ebrahim
966137 Khaled Samir Ali Abdel All 34835
966158 Mohamed Ashraf Mostafa Mahmoud 88936
966238 Adel Ramadan Mahmoud Mohamed 83465
960054 Mohamed Abdel Rahrman El Tabakh 15339 s
Select by Filter
) Location - S L = In service only
b Accessories-Egypt-Abo D
- Accessories-Egypt-Alex

[ Specific aender

[ Specific religion |

Search -
Clear selection %,

|

[C] Specific Types

() Extra Information

(©) Manager

S
Chmmeesse — e )

Selected employees count: 21

4- Enter duration, select vacation type then click “Save” button

-

\E

ol Vacation registeration

Employee ID

Abdulaziz Ahmed Ali Yousef Ali

Adel Aabdel Salam El Shourbagy
Ahmed Sadek Abdel Sabour Ahmed
Amr Mohamed Mohamed aboul rous
Ayman Ebrahem Ebrahim Rakha

Ehab Sayed Abdelmonem Sayed
Ezzeldin Mostafa Abdelkhalek
Hatem Kamel Esmaeel Hasaneen
Hesham Morsy Ahmed Mahmoud
Khaled Gameel Farghal Hussien
khaled Mohamed Esmail Mohamed
Mahmoud Ali Keurash

Ayman Mohamed Abdelmomen El Nakeeb

Calx)[(+

Selected employees count: 21

Start Date 28-06-2011 El~

End Date 28-06-2011

Vacation Type Annual

- Balance

Dv

l Save

|

Cancel X]

Note: You can review vacation balance before saving by clicking “Balance” button
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4.2.6- Missions registration

1- Open Factors panel by clicking any of the following

r I N
(U LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed o Demo L@_g

@ Hierarchy Structure & Security  1x System Control &z Employees i Reports < Statistics & Payroll  [Tf Exit

-@ Hierarchy Structure
@ £ = &

Hierarchy 8
Structure Security System Control Employees

WG P

Statistics Payroll

&-43 Employees

II w-# Factors |

@ Payrol

Hierarchy Structure

Security

System Control

rlom®

Employees

Factors "l?. ]
Reports .:_—:I
Statistics ‘

&

l Payrol Current user: System
—_—

2- Click “Missions” — “Register” by any of the following

et Ve 5210 Wit i, 359 e e e IO T ] © ot Vrion 52538 it i, 353 iyt i o e DU
@ Hierarchy Structure - Security X System Control &3 Employees  ® Factors ©* Reports 4 Statistics & Payroll [} Bxit @ Hierarchy Structure - Security 1 System Control & Employees | | Reports < Statistics & Payroll (S} Exit
fI| &2 Factors & \!j Factors & @ Factors o \g‘ Factors o3 Time Schedules R
(33 Time Schedules N - (33 Time Schedules = o3 Temporary Workgroups ,
363 Temporary Workgroups = @& @& @ @ o3 Temporary Workgroups /=7 @z Temporary Rules groups , @
I 3 Temporary Rules groups o T Jempmn szp:'r:';i ;imgs v 7 Register emporary Ruls groups St med @ Holidays , - et
R L ¥ coce P 3 @ vacons 10 conel
&8 Vacations -8 vacatons @ Concerted Vacation 5
@ Concerted Vacaton @ @ @ 3-8 Concerted Vacation @ Q @ Tranferred vacation balances %
5@ Transferred vacation baka %  Transferred vacation baa 7/ @ Missions ,
s Vacations Concetted aTnsfemed vissors Permissions — Vaaations P g reriions | s Pemissions
[ ——" 1 @ Transactons 5
Hierarchy Structure Hierarchy Structure
e 8 @ e
Smemcosl K LR— P e
Employees & Employees a3
Facors - recios [
aepors reors B
Satatis st P

Paveol @ | Curentuser System Lol Current user:System
— ——— % ———————
T T : Py
N Labo o a2 e A - - - =

@Hierarchy Structure = Security 1 System Control & Employees  ® Factors i Reports 4 Statistics & Payroll (S Exit

@ Factors o \g? Factors

(503 Trme Schedules

e 0 eg ep & @

193 Temporary Rules groups | Main anel Time Schedules freseare} el Holidays
& vaations @ @ @ %
D Conoatad verwon Vacations Concetter bl Missions permissions |
Rl Fe——
Hierarchy Structure =) |
I
System conrl & Transactons
Employees & |
Facors &
Reports

o 4

3- Enter employee ID then click “+” button, repeat for every employee
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4-

Or click “Select” to select multiple employees

806708
966218

Ayrman Mohamed Abdelmomen El Makeeb
Khaled Gameel Farghal Hussien

806728 Amr Saeed Mahmoud Ameen 97209

Search by
® ID ) Name © Card

EmployeelD Name CardNumber i
80022 Husien Balzgh Husien Ahmed 43866 |
806718 Mahmoud El Sawy Mahmoud ElSawy 97279

10803 (]

57384

() Job Level

) Manager

) Employees group

- After Sales-Egypt
After Sales-Egypt-Abo
- After Sales-Egypt-Alex

Ao Oolon Todiinl

966208 Waleed All Mohamed Ebrahim 98922
966137 Khaled Samir Ali Abdel Al 34835
| 966158 Mohamed Ashraf Mostafa Mahmoud 88936
966238 Adel Ramadan Mahmoud Mohamed 83465
960054 Mohamed Abdel Rahman El Tabakh 15339 £
|| selectby Filter
=4 N Accessories-Egypt e . .
() Location B 3 In service only
@ Admin Unit Accessories-Egypt-Alex [C] Specific gender
- Accessories-Industrial
) Rules Group Accessories-Industrial-Alex [ Specific religion
. - Accessories-Misr
0 Workgroup Accessories-Misr-Abo [ SpecificTypes
- - Accessories-Misr-Alex
@)
() Vacations Profile A

() Extra Information

-
Fivm . =

i

Selected emplayees count: 21

Enter duration, select mission type then click “Save” button

-
ol Mission registeration a

Employee ID

Mission Dates

From

Mission Time

From

| Mission Type

Abdulaziz Ahmed Ali Yousef Ali

Adel Aabdel Salam El Shourbagy
Ahmed Sadek Abdel Sabour Ahmed
Amr Mohamed Mohamed aboul rous
Ayman Ebrahem Ebrahim Rakha
Ayman Mohamed Abdelmomen El Makeeb
Ehab Sayed Abdelmonem Sayed
Ezzeldin Mostafa Abdelkhalek
Hatem Kamel Esmaeel Hasaneen
Hesham Morsy Ahmed Mahmoud
Khaled Gamee! Farghal Hussien
Khaled Mohamed Esmail Mohamed
Mahmoud Ali Kourash

m

Selected employees count: 21

27-06-2010 [Ekd to 01-07-E0H0 [Eg
08:00 = to 16:00 =
Training International -

Working days only

l Save

Note: If mission start date is not mission end date, system shall register mission for every day in

the specified duration, if “Working days only” flag is checked, non working days shall be excluded
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4.2.7- Permissions registration

1- Open Factors panel by clicking any of the following

r
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure g Security 1 System Control & Employees

& =&

Hierarchy

Structure Security
|
I
d
&
| 2=
Reports Statistics

@ Payrol

Hierarchy Structure

Security

System Control

Employees

(gtgiell )

Factors \!"'J
Reports :_—:
Statistics <

Reports < Statistics @ Payroll [ Exit

(21 &

& &

System Control Employess

Factors

=

Payroll

Payroll

]

Current user: System

|

2- Click “Permissions” — “Register” by any of the following

- % Factors \g‘ Factors
03 Time Schedules N
03 Temporary Workgroups == @&
- Holidays |
W Cancel @
(- Vacations
@@ Concerted Vacation Vactioas ‘i;)‘“‘:::‘d
« il ] 5
Hierarchy Structure )
Security 'S Q
System Control & Transactions
Employees &2
e o
Reports =
Statistics ]

@ Hierarchy Structure - Security 1t System Control &2 Employees ® Factors i* Reports 4 Statistics & Payroll (3] Exit

o3

& @

Temporary Temporary Rules
Workgroups groups Eolons
Trancfested) Missions Permissions

vacation balances

Payroll &

Current user System

3-

Enter employee ID then click “+” button, repeat for every employee

 LaborTracker Version 62216 Ultimate Edition, 999999 employee, Licensed to Demo T 5 S5 LaborTracker Version 622216 Utimate aition, 999999 employee Liensed toemo ® 8~ &~ = % = = = _@l_ﬂ@
@Hierarchy Structure & Security  t System Control & Employees * Factors | Reports 4 Statistics & Payroll (5] Exit @Hierarchy Structure & Security ) System Control &z Employees | - - |2’ Reports < Statistics & Payroll (3] Exit
- - \g_ Factors e { !j Factors oy Time Schedules .
)3 Time Schedules Y ©3 Time Schedules 2N o3 Temporary Workgroups » - )
| e W = @& @3 ©3 Temporary Workgroups L/ @ = Temporary Rules groups R & @
+ Temporary Rules groups R P e huergr} Ty S Temporary Rules groups Main Panel ime » |[#_Register Holidays |
Holdays 3 Holdays @ Vacations |2 Gancel
Vot # Vacstions @ Concerted Vacation <
Concerted Vacation @ @ @ % Concerted Vacation @ Q @ Transferred vacation balances .
Transferred vacation bala ¥ Trangferred vacation bala @ Missions »
et Concerted Transferred ———— et Vacations Cor . S
e Vacation vacation balances @ Misions Vsl @ Permissions
| @ Transactions » I
Hierarchy Structure I
Security = Q @ |
Syten corcl & Tamacions Trarsacians |
Employees & Employees &3
= & — T3
Reports Reports =]
Statitics | Statistics 4 I
Leel) & | Curent user: System B Stk Current user: System H |
o rion 62216 Uit dn 9999 enplors Uoeed 0emo T L R W TR lpie o
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5

6

7

Or click “Select” to select multiple employees
o Employee Selection Form (MM T e

ob Level

) Employees group

- After Sales-Egypt
After Sales-Egypt-Abo
- After Sales-Egypt-Alex

Ao Oolon Todiinl

() Extra Information

) Manager

Search by
® ID ) Name © Card
EmployeelD Name CardNumber i
80022 Husien Balzgh Husien Ahmed 43866 |
806718 Mahmoud El Sawy Mahmoud ElSawy 97279
Ayman Mohamed Abdelmomen El Makeeb 19803 D
Khaled Gameel Farghal Hussien 97384
Amr Saeed Mahmoud Ameen 97209
Waleed All Mohamed Ebrahim 98922
966137 Khaled Samir Ali Abdel Al 34835
966158 Mohamed Ashraf Mostafa Mahmoud 88936
966238 Adel Ramadan Mahmoud Mohamed 83465
960054 Mohamed Abdel Rahman El Tabakh 15339 £
Select by Filter
=4 N Accessories-Egypt e & .
) Location e D In service only
Accessories-Egypt-Alex [C] Specificgender | -
- Accessories-Industrial
() Rules Group Accessories-Industrial-Alex 7] specficreligion 5
. - Accessories-Misr
0 Workgroup Accessories-Misr-Abo [ SpecificTypes
" profil - Accessories-Misr-Alex
ACIIOI L IRES Accessories Misr-CFC

|

Selected emplayees count: 21

Enter duration, select permission type

If permission to be deducted from vacation balance (partial day vacation), mark “Deducted from

vacation balance” check box and

If vacation to be deducted does not equal requested period / day working hours enter value

Click “Save” button

-

gl Permission registeration -

Employee ID

Date

—
— —

(=] o]

Abdulaziz Ahmed Ali Yousef Ali

Adel Aabdel 5alam El Shourbagy
Ahmed Sadek Abdel Sabour Ahmed
Amr Mohamed Mohamed aboul rous
Ayman Ebrahem Ebrahim Rakha
Ayman Mohamed Abdelmomen El Makeeb
Ehab Sayed Abdelmonem Sayed
Ezzeldin Mostafa Abdelkhalek
Hatem Kamel Esmaeel Hasaneen
Hesham Morsy Ahmed Mahmoud
Khaled Gameel Farghal Hussien
khaled Mohamed Esmail Mohamed
Mahmoud Ali Kourash

m

Selected employees count: 21

28-06-2011 @~

Permission period

E:00

Permission Type

() Earliness () Shortage
t
Deducted from vacation balance
| | Vacation Type Annual
Vacation period
Based on employee working hours () Fixed Value 0.00
Save ] [Cance\ x‘
—— |
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4.2.8- Manual transactions registration

1- Open Factors panel by clicking any of the following

r
() LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure g Security 1 System Control & Employees

& =&

Hierarchy

Structure Security
|
I
d
&
| 2=
Reports Statistics

@ Payrol

Hierarchy Structure

Security

System Control

Employees

(gtgiell )

Factors \!"'J
Reports :_—:
Statistics <

Reports

B

System Control

=

Payroll

4 statistics @ Payroll ] Exit

(21 &

e

Employess

Factors

Payroll Current user: System

|

2- Click “Transactions” — “Register” by any of the

following

(U LaborTracker Version 6.2.2.16 Ultmate Edition, 999999 employee, Licensed toDemo

[ =l e ) LaborTracker Version 622.16 Ultimate Editom, 999999 employee, Licensed to Demo W -3 “

o)

— —
O LaborTracker Version 6:22.16 Ultimate Edition, 999999 employee, Licensed to Demo

D = =
@Hierarchy Structure & Security 1t System Control & Employees ' Factors | Reports 4 Statistics & Payroll (9] Exit @Hierarchy Structure & Security ) System Control &z Employees | ® - |2’ Reports < Statistics & Payroll (3] Exit
| * Factors, o - Factors o o3 Time Schedules »
\&"  Factors \&" Factors N
3, Time Schedules _ ©3 Time Schedules o3 PNy L »
a0 > . -
(22 (2 a3
2 Temporary Workgroups /=7 @& @& 3 Temporary Workgroups = @ 3 Temporary Rules groups , & @
" Holidays
# Temporary Ruies goups Wai anel Time Schedules fioesri) tiney 5 Feaotony ks s win el e ’ oldeys i
Holidays = & Holidays = @ Vacations »
& Vacations @ vacations @ Concerted Vacation .
Concerted Vacation @ @ @ % & Concerted Vacation @ Q @ Transferred vacation balances
Transferred vacation bala # Transferred vacation bak: @ Missions 3
Vacations Copcerted jupanstessd Missions Permissions Vacations. o issions Permissions
@ Misions Vacation vacation balances @ Misions val gy Permissions
m v @ Transactions 5 |
Hierarchy Structure
" (-] I
Security '3 Secuity. Jal |
Syten coricl & Tansactons P— & Tanscions |
Employees a2 Employees &
Factors Factors \&
Reports Reports =]
Sttistics 4 | Sttistics 4 I
> i
Payrall ) e 4 Ll Current user: System E
—

E_R

» (=1 i)
- =

@ Hierarchy Structure - Security 1 System Control &z Employees  ® Factors

o & y

T8 \&" Factors
03 Tme Schedules

A =
Lo = o3
-3 Temporary Rules groups = Main Panel Time Schedules
@& Vacations @ d
Concerte

5@ Concerted Vacation pectess Vacation

« i v

Hierarchy Structure

@

Transactions

Security 'S
System Control o
| s &y
Factors

Reports

Statistics

# Reports <) Statistics & Payroll [0} Exit

& @

2

Temporary

Temporary Rules
Workgroups
Transferred

vacation balances

Missions

Holidays

permissions

Payroll @ | Current user System

3-

Enter employee ID then click “+” button, repeat for every employee

98



Or click “Select” to select multiple employees

P———
Fivm . =

Search by |
® ID ) Name © Card
EmployeelD Name CardNumber i
80022 Husien Balzgh Husien Ahmed 43866 |
806718 Mahmoud El Sawy Mahmoud ElSawy 97279
806708 Ayman Mehamed Abdelmomen El Makeeb 19803 D
218 Khaled Gameel Farghal Hussien 97384
806728 Amr Saeed Mahmoud Ameen 97209 I
966208 Waleed Ali Mohamed Ebrahim 98922
966137 Khaled Samir Ali Abdel All 34835
i 966158 Mohamed Ashraf Mostafa Mahmoud 88936
966238 Adel Ramadan Mahmoud Mohamed 83465
960054 Mohamed Abdel Rahman El Tabakh 15339 £
|| Selectby Filter |
=4 N Accessories-Egypt e . .
) Location e D In service only
Accessories-Egypt-Alex [ Specific gender i
- Accessories-Industrial
) Rules Group Accessories-Industrial-Alex [ Specific religion | -
. - Accessories-Misr
©) Workgroup Accessories-Misr-Abo [ SpecificTypes
" profil - Accessories-Misr-Alex
WA e Accessories-Misr-CFC
) Job Level - After Sales-Egypt
- After Sales-Egypt-Abo
) Employees group - After Sales-Egypt-Alex "
Y SR
f () Extra Information
) Manager
Selected employees counk: 21
4- Enter date, time and select transaction type
. “ ”
5- Click “Save” button
[
o5 Transaction registeration
— .
Employee ID
Abdulaziz Ahmed Ali Yousef Ali -
Adel Aabdel 5alam El Shourbagy
Ahmed Sadek Abdel Sabour Ahmed
Amr Mohamed Mohamed aboul rous
Ayman Ebrahem Ebrahim Rakha
Ayman Mohamed Abdelmomen El Nakeeb
Ehab Sayed Abdelmonem Sayed
Ezzeldin Mostafa Abdelkhalek
Hatem Kamel Esmaeel Hasaneen
Hesham Morsy Ahmed Mahmoud
Khaled Gamee! Farghal Hussien
Khaled Mohamed Esmail Mohamed
Mahmoud Ali Kourash %

Selected employees count: 21

Date 28-06-2011 B~

Transaction Type

Attendance

Transaction Time

Cancel XI
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4.3- Reports production

1- Open “Reports” panel by clicking any of the following

(. LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo

@ Hierarchy Structure & Security 11 System Control & Employees ™ Factors | i Reports |« Statistics & Payroll
7@ Hierarchy Structure
oe £ & =
Hi hy i
% System Control Stl::zucr: Security System Control Employees
&3 Employees
&-#' Factors
| = 2
2=
| Reports Statistics Payroll
I
Hierarchy Structure Q
Securi B
| = | o
System Control 1o
L
Employees ;3
Factors "'._!:
—
Reports A= II
Statistics v
\l vl & | Current user: System
—
2- Open requested report by clicking any of the following:
(4
i LaborTracker Version 6.2.2.16 Ultimate Edition, 399999 employee, Licensed to Demo
@B Hierarchy Structure & Security 17 System Control &z Employees ' Factors | & Fepors | dff Statistics & Payroll  [5) Bxit
,_:_‘ £ Reports = — ) Attendance s
¢+ Reports orkec
€3 Attendance o~ & orked Hours
(= A
€3 Worked Hours ¥ \ea® @y Overtime
i Lat
D Overtime Main Panel Attendance @) et
-5y Lateness 2 [33) Earliness
-9 Earliness [33) Worked hours Shortage
-5 Worked hours Shortage g Absence
-3¢ Absence o Single Stamp E
-3 Single Stamp B Emes & Incomplete transactions
-5 Incomplete transactions (@ Holidays
-4 Holidays C.] Vacations
-8 Vacations - . [} vacation balances
Hierarchy Structure e Single Stamp tﬂl;ﬁ‘usr;lgl‘r;t:s @ Rssans
. ~ Permissions
Security h @
System Control @ & Violations
Employees 33 @ % T Global
E— 3 oy Working Times
= vacation balances Missions R
in
Reports ':—_:| 3 g ploy!
- @ Vacation Conflicts
Statistics < @
. @ Manual Transactions 5
Bl & | Current user: System
@ Users Actions

i

Customized Reports

Readers conflict
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'\ LaborTracker Version 6.2.2.16 Ultimate Edition, 999999 employee, Licensed to Demo
e

R

B=-|E Reports

-

@) Attendance
&) Worked Hours
@ overtime

i €) Lateness I

) Earliness

€ Worked hours Shortage
% Absence

€ single Stamp

€) Incomplete transactions
L@ Holdays

% Vacations

Hierarchy Structure

3
Security i"l
o

System Control
Employees ;3
Factors (o
Reports :_—'
Statistics -
Payroll “7

@ Hierarchy Structure = Security 11 System Control

—
A=

e

Reports

=

Main Panel

Lateness

Single Stamp

&

wvacation balances

Current user: System

&2 Employees

' Factors

Attendance

Earliness

Incomplete
transactions

@

Missions

i Reports <4 Statistics @ Payroll [G] Exit

Worked Hours

Worked hours

Overtime

e

Shortage Absence

Holidays Vacations

Permissions Violations
=3 - .

m

3- Enter report duration

4- Select employees to be included in the report by marking “Specific Employees” check box

&0 Lateness report ﬂ‘ ' ‘ a %ﬂu

Start Date

28-06-2011

Employees | Result fitters

B~

End Date

28-062011 [~

Specificemployees

Employee ID

<)+

Selected employees count:

[] Show status in all days

Cancel
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5- Enter required employee id then click “+” icon or click “Select” then “OK” buttons to select

multiple employees

Adel Azbdel 5alam El Shourbagy
Ahmed Sadek Abdel Sabour Ahmed
Arnr Mohamed Mohamed aboul rous
I Ayman Ebrahem Ebrahim Rakha
Ayrman Mohamed Abdelmomen El Nakeeb
Ehab Sayed Abdelmonem Sayed
Ezzeldin Mostafa Abdelkhalek
Hatern Kamel Esmaeel Hasaneen
Hesham Marsy Ahmed Mahmoud
Khaled Gameel Farghal Hussian
Khaled Mohamed Esmail Mohamed e

Selected employees count: 21

m

-
ol Employee Selection Form =l —
Search by
© 1 ©) Name © Ccard
EmployeelD Mame CardMumber =
806708 Ayman Mohamed Abdelmomen El Makeeb 19803
966218 Khaled Gameel Farghal Hussien 97384
806728 Amr Saeed Mahmoud Ameen 97209 [
i 966208 Waleed Al Mohamed Ebrahim 08922
il 966137 Khaled Samir All Abdel Al 34835
966158 Mohamed Ashraf Mostafa Mahmoud 88936
| 966238 Adel Ramadan Mahmoud Mohamed 83465
il 960054 Mohamed Abdel Rahman El Tabakh 15339
' 960004 Yaser Mohamed Sayed Abdelhalim 17067
l 960014 Samy Abdel Maksoud Abdelfatah 82036 =
Select by Filter
l ) Location I A = In service anly
Accessories-Egypt-Abo |
! - Accessories-Egypt-Alex [] Specific gender «|
- Accessories-Industrial =
) Rules Group - Accessories-Industrial-Alex [ specificreligion -|
N - Accessories-Misr _
2 Workgroup - Accessories-Misr-Abo [7] spedficTypes
. - Accessories-Misr-Alex
() Vacations Profile e e
1 Job Level - After Sales-Egypt
- After Sales-Egypt-Abo
) Employees group - After Sales-Egypt-Alex "
A Bl Todteinl
() Extra Information
) Manager
i oK
Selected employees count: 21
. T g g
&) Lateness report = | B
&
Start Date 01-06-2000 [E~ End Date 30-06-2000 [E~
Employees | Resuft filters
Specific employees
Employee ID
Abdulaziz Ahmed Al Yousef Ali -

[] Show status in all days

[OK

Cancel

b

™
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6- If report results filtering is required, select “Results Filter” tab then enter filtering criteria

i) Lateness report i

e — — -

ey e W —

= Elg

Start Date

Employees | Result fiters

() No filter
@ Number of days
() Total hours

() Daily hours

01-06-2009

End Date 30-06-2002  [E~

e

From to
3

[] Show status in all days

[OK

Cancel

3

7- Click “OK” to start report production, report detailed and summary (totals) results shall appear

-
&) Lateness report i

=] B ) |

- —
ﬂ L 5 " =
‘-1 I \:A @ Group by Admin Unit (") Group by employee () Mo grouping
|Dates from 01-06-2009 to 20-06-2009 , Daysfrom 32 to 99999
i) Name Admin Unit Job Workgroup Rules Group Day
R Amr Mohamed Mohamed aboul r... | Accessories-Misr E.M Auto Technic... |8:00 - 5:30 (Fri - Thu... |With OverTime | Tues...
966192 | Amr Mohamed Mohamed aboul r... | Accessories-Misr E.M Auto Technic... | 8:00 - 5:30 (Fri - Thu... |With OverTime | Tues...
966192 | Amr Mohamed Mohamed aboul r... | Accessories-Misr E.M Auto Technic... | 8:00 - 5:30 (Fri - Thu... |With OverTime |Monday
966192 | Amr Mohamed Mohamed aboul r... | Accessories-Misr E.M Auto Technic... | 8:00 - 5:30 (Fri - Thu... |With OverTime | Tues...
|
2 m 3
ElR]
ID ~ Name Admin Unit Job Job Level Days Count Total hours |
kel Amr Mohamed Mohamed aboul r... | Accessories-Misr | E.M Auto Technic... |1 4 |04:35 i
[ m |
| Total number of employees: 1 , Total mandays: 4 , Total hours: 4.59 =
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8- Results details and summary can be exported to excel in 2 ways:
a. Clicking “Export to excel” icon, generates excel xml file, user shall be prompted to specify
saving location
b. Selecting required cells then pressing “Copy to clip board” icon then pasting in excel

document

(o]
1

Report can be printed grouped by admin unit by marking “Group by admin unit” box and clicking
“Print” icon, also report results can be exported to excel file with same printed format by clicking

“Save” then “Excel” menus

s Admin unit

Employees

@33 ad] 100% - Find | Next
[ ixccrzlbat (PDF file I|ess Report
Admin Unit:Acce:
Employee ID: 966192 Name: Amr Mohamed Mohamed aboul rous
In Date FirstIn Start Time Lateness|
Tuesday 09-06-2009 09:32 08:00 01:32
Tuesday 16-06-2009 08:43 08:00 00:43
Monday 29-06-2009 09:36 08:00 01:36 |,
Tuesday 30-06-2009 08:44 08:00 00:44
Total hours: 04.59
Pag
|
I | b I

||‘L
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