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What Is Time-Assistant?

Time-Assistant is a Web/Intranet tool that enables users to effectively manage working
time, expenses and hourly rates of employees/teams/departments, track project status,
automatically calculate salaries and generate different time-&-cost reports, prepare project
estimates and get invoices via web-interface. The tool can be successfully used for any project-
oriented companies where time management is an important issue.

Time-Assistant may be successfully used by:

« employees who need to carefully track their time spent on certain tasks,
projects and work-types;

o team/project leaders who need to have a tracking tool capable of generating
accurate and well-timed reports on time and money spent while doing different
tasks and projects;

« managers who require structured information to optimize staff management,
increase productivity and cope with rates/salaries;

o time-based consultants like IT specialists, accountants, lawyers, etc, who need
a convenient time assessment tool.

Time-Assistant is accessed using a web browser and requires no client installation (a
single server installation will suffice). It includes all the standard timesheet and hourly rate entry
functions, project tracking abilities, as well as automatic salary calculation and comprehensive
time-&-cost reporting. You may add an unlimited number of employees with no preset limits on
the number of tasks, projects, rates, clients, departments, and positions — all to be carefully
tracked and monitored.
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Why Use Time-Assistant?

By presenting the product’'s best features along with the benefits they promise, a chart
below is intended to demonstrate why Time-Assistant may prove to be exactly the tool you need

for your business.

FEATURE

BENEFIT

Users/Departments/Positions
Management System

Facilitates managerial work quite considerably.

Division of Users by Categories

Determines user abilities and access rights.

Convenient Scheme For Timesheet
Filling

To add a new Timesheet record, users just need to
be included in an employee list of at least one of the
projects.

TimeTrack

A quick view-only summary of total working time
spent by employees for a selected period.

Project Tracking Abilities

Keeps a close eye on a project by tracking its tasks,
deadlines, etc.

Division of Projects into Tasks

Very handy project subdivision feature with each task
having its employees, estimated time, start date,
deadline, etc. (optional for every project).

Project Notifications Support

Notifies responsible staff members of missed
deadlines or total duration of projects or tasks.

Work Type and Rate Management
System

Sets different work types for each department, user
and client rates for work types, enables rate history
tracking and more...

Absence Types

Sets different absence types (vacations, sickness,
etc), user rates for absence types.

Holidays and Days Off

Allowed assign/reset Holidays and Days Off both on
a corporate basis and for specific users.

Approvals

Time-Assistant provides a convenient approval
scheme. Each TimeTrack or Expense record may be
approved or rejected, while for TimeTrack entries
there’s an ability of setting payment percentage for

every single one of them.
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Client Information Subsystem

Provides quick view of the list of company clients
along with their personal attributes and rates.

Allows clients to log into the system without
assistance and receive reports and invoices.

Expenses Support

Calculate your running costs incurred from work-
related tasks and/or purchases.

Comprehensive Report System

Makes reporting a fast and enjoyable procedure. All
reports are available in a printable format.

Pay Periods

Create fixed date periods for a handier view of
TimeTracks and Reports.

Project Estimate

Get your project estimates with details on time spent
per every single task by employee, overestimated /
underestimated time (if any), etc.

Export to XLS files

Any reports, along with the list of users and
TimeTracks of employees may all be exported to
Excel.

Export to QuickBooks

Users, Clients, Projects, Work Types, Current User
Rates, Users Timesheets may be exported to
QuickBooks.

Multilanguage Support

Choose a language for the application interface.

Status Center

Use the Web to determine whether or not a staff
member is in, out, at lunch or on vacation. The
Center also represents a centralized location where
members can look up phone numbers, emalil
addresses and other contact information.

User TimeTable

Helps set your daily routine to facilitate managerial
work.

Personalized Profile

Provides quick access to user personal information
with an ability to change it at any time.

Personalized Display Settings

Allows easy setting of the preferred display mode.

Currency support

All salary reports can be received in basic currency.
It's possible to use any number of other currencies
parallel with the basic one to specify rates and
expenses of users and clients.

Currency exchange rates are supported.

2008 © Softerra
http://www.softerra.com/




Document: SD/UM -160
Version No: 6.3 of 05/05/08
SDFTT erra issued By: ~ Softerra

Page: 8of 146

Time Zone Support Time-Assistant may involve users from all around the
world.
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Time and Date format support Time-Assistant supports different date and time
formats and makes it possible to set a working week
start date, the report total time format, etc.

Intranet Logon Log on to Time-Assistant automatically using web
server variables.

Reliable Crack Protection User rights get authenticated on a server side.
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Terminology (Glossary)

Absence Type
The reason of user absence (sickness, vacation, etc.).
Administrator

A user without any restrictions as to viewing and editing all kinds of information within the
application, a supervisor for the rest of employees. Possesses unlimited user rights.

Approval
Act of accepting timetrack records and setting payment percentage for them.
Client

A party which your professional services are rendered for. This may be your own company, a
third party client company or a third party individual.

Department

A division unit of a company/business specializing in a particular product or service, e.g.
Software Development Department.

Employee

A person who works for a company in return for financial or other compensation. Enjoys the
minimum of Time-Assistant user rights.

Expenses
Charges incurred from work-related tasks and purchases (mileage, food, office supplies, etc.).
Manager
A user administering a certain group of users only.
Pay Period
A fixed period for custom Report and TimeTrack views.
Position

A post of employment in a company, a job. E.g. Junior Programmer, Senior Programmer,
Graphic Designer, etc.

Project

A set of tasks representing work done by a group of users over a period of time.
Project Leader

A user appointed as a specific project supervisor.
Profile

Personal information characterizing the application user.
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Rate

A cost per unit of working time (per hour or per date) for a particular work or absence type.
Report

A formal account of the proceedings or transactions performed by a user or a group of users.
Timesheet

A sheet that records the number of hours and minutes spent by users working on a task.
TimeTrack

A quick view-only summary of the total working time spent by users for a selected period.
User

Anyone accessing Time-Assistant.
User Permissions (Level, Category)

Groups the company’s personnel are broken down into in order to to determine how much of
the Time-Assistant functionality is available to them in particular.

User Status

Position of a Time-Assistant user relative to that of others; standing (e.g. current location,
availability, etc.).

User TimeTable
A page where users can determine their daily routine to facilitate managerial work.

Work Type
A category of work done by a user.
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How Time-Assistant Works

Order of Operation

The only things Time-Assistant users require are Internet access and a web-browser.
Using an intuitive browser interface, Employees can fill out timesheets, while Administrators and
Managers can further view, approve and analyze time logged by employees in their assigned
workgroup, as well as assign hourly rates.

The first person to sign up and log on to the system becomes an Administrator. His
account is made up automatically in process of database creation.

Right upon the first Administrator logon, we recommend the following order of operation:
Step 1:  Verify profile and display settings.
Step 2:  Verify the application settings.
Step 3:  Add company departments.
Step 4:  Add company positions (if enabled).
Step 5:  Add work types for each department (if enabled).
Step 6: Add users and their pay rates (if enabled).
Step 7:  Add clients and their charge rates (if enabled).
Step 8:  Add projects (if enabled).

From then on each Employee or Manager that you've added to the system becomes
capable of logging on to Time-Assistant using the login and password preset by the Admin in
order to fill in their timesheets. Time information entered by Employees can then be processed
by Managers and Administrators in terms of getting approval, setting pay rates and generating
time-&-cost, client and other reports from the set of standard report types available.

User Permissions

Time-Assistant has been designed for the following user categories: Administrators,
Managers (in the Enterprise version) and Employees.

Employee is a basic Time-Assistant user enjoying the following features:
» VIEW-ONLY:

e List of users;

o Status of other users;

« Timetables of other users;

e PERSONAL rates;

o List of departments;

o List of positions;

o List of pay periods;

o List of absence types;
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PERSONAL timetrack (with an ability to submit it for approval);
TimeTracks of other users of those allowed to be viewed,;

PERSONAL approvals and those of other Employees whose TimeTracks are
allowed to be viewed;

> VIEW AND EDIT:

List of work types (if duly authorized by a supervising Manager/Admin);

List of clients and client rates (if duly authorized by a supervising
Manager/Admin);

List of projects (including tasks) (if duly authorized by a supervising
Manager/Admin);

Tasks for projects assigned by the Admin;

List of expenses (if duly authorized by a supervising Manager/Admin);
PERSONAL timesheet records;

PERSONAL absence days;

PERSONAL status;

PERSONAL timetable;

PERSONAL Profile and Display Settings;

> GENERATE AND EXPORT:
This section relates to Reports. Those available to an Employee are:

PERSONAL Timesheet Report for a certain period as well as the
Timesheet Reports on Employees, whose TimeTracks are allowed to be
viewed;

Timesheet Report by Projects of PERSONAL involvement for a certain
period (also available are timesheets of all users involved in a project);

PERSONAL Work Type Report along with those on Employees whose
TimeTracks are allowed to be viewed. Here the total hours per work
type will be available to all users included in the report, while pay rates —
to the Employee only;

PERSONAL Work Type Report by Projects of PERSONAL involvement
for a certain period. Here the total hours per work type will be available
to all users included in the report, while pay rates — to the Employee
only;

PERSONAL Summary Report along with those on Employees whose
TimeTracks are allowed to be viewed. The pay rates will be available to
the viewer Employee only;

Estimate for Projects of personal involvement;
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= PERSONAL Involvement in Projects Report along with those of
Employees, whose TimeTracks are allowed to be viewed,;

= Current Client Rates Report (if duly authorized by a supervising
Manager/Admin);

= TimeTable report for all users.
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Manager is a user administering a group of employees. The number of hierarchical
Manager Levels is unlimited. Managers have access to the following features:

>

VIEW ONLY:

List of departments;
List of pay periods;
List of absence types;

VIEW AND EDIT:

List of Users;
Add new Managers of lower Levels and Employees;

Edit PERSONAL properties as well as those of SUBORDINATE Employees
and Managers;

View and edit PERSONAL status as well as those of SUBORDINATE
Employees and Managers;

View and edit PERSONAL timetable as well as those of HIS SUBORDINATE
Employees and Managers;

View and edit PERSONAL rates as well as those of SUBORDINATE
Employees and Managers (if duly authorized by a supervising
Manager/Admin);

View and edit a List of Work Types (if duly authorized by a supervising
Manager/Admin);

View and edit a List of Clients and client charge rates (if duly authorized by a
supervising Manager/Admin);

View and edit a List of Projects (including Tasks) (if duly authorized by a
supervising Manager/Admin);

Tasks for projects assigned by the Admin;

View and edit a List of Expenses (if duly authorized by a supervising
Manager/Admin);

Add/edit/delete PERSONAL timesheet records and add/edit/delete/approve
those of SUBORDINATE Employees and Managers;

Add/edit/delete PERSONAL absence days and add/edit/delete those of
SUBORDINATE Employees and Managers;

Assign/reset Holidays and Days Off for SUBORDINATE Employees and
Managers;

Edit PERSONAL profile and display settings as well as those of
SUBORDINATE Employees and Managers;

GENERATE AND EXPORT:
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e This section relates to Reports. Those available to a Manager are:

. Timesheet Report - Personal as well as ones on SUBORDINATE
Employees and Managers;

. Timesheet Report by Projects of PERSONAL involvement (with
timesheet displayed for all users involved in such projects (if permitted));

« Work Type Report on SUBORDINATE Employees (with work type hours
displayed for all users (if permitted), and pay rates - just for
SUBORDINATE Employees and Managers);

« Work Type Report by Projects of PERSONAL involvement (with work
type hours displayed for all users involved in such projects (if permitted),
and pay rates - just for SUBORDINATE Employees and Managers);

« PERSONAL Summary Report rates along with those of SUBORDINATE
Employees and Managers;

. Estimates on Projects of personal involvement;

. Employees Involved in Projects Report on SUBORDINATE Employees
and Managers;

. Manager Subordinates report on all Managers;

. Current User Rates Report by Departments on SUBORDINATE
Employees;

. Current Client Rates report (if permitted);
. TimeTable report on all users;

Administrator possesses unlimited functionality permissions, which means changing,
editing and viewing all sorts of application related information without restrictions.

Here is a complete list of Time-Assistant features — all available to the Administrator:
« Change application settings and default display settings;

o Export data to QuickBooks;

. AVAILABLE TO
o Change the list of departments; APPLICATION

« Change the list of Absence Types; ADMINISTRATORS ONLY!

« Add new Administrators to the application;
e Change the list of User Levels;
e Change the list of Pay Periods;

o View and edit Positions, Departments, Work Types, Projects, Clients, Tasks,
Expenses, Currencies, etc.;

e Add new Managers and Employees and edit their properties, rates and
timetables;
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e Add, edit, delete timesheet records for all users;
o View and export TimeTracks for all users;
e Approve TimeTracks for all users;
o View approvals for all users;
« Edit absence days for all users;
o Assign/reset Holidays and Days Off for all users;
e View and change user status;
e Generate and export the following reports:
= Timesheet Report for any number of Employees;
= Timesheet Report for any number of Projects;
=  Work Type Report for any number of Employees;
=  Work Type Report for any number of Projects;
=  Summary Report for any Employee;
= Employees Involved in Projects Report for any number of users;
= Manager Subordinate Employees report for any number of Managers;
= Current User Rates Report by Departments;
= Current Client Rates;
= Estimates for all Projects;
= Salary Report by Departments;
= Client Invoices;
e TimeTable Report for any number of users;
e View and change user profile and display settings;
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Using Time-Assistant (How Do I...7?)

How Do | Log on to the Application?
Login page

The Login page is the first page a user will see as he/she starts working with the
application. This page allows users to enter their login names and passwords required for
authorization.

/3 Softerra Time-Assistant - Users Login - Microsoft Internet Explorer 12| x|
File Edit Wiew Favarites Tools Help ‘ f,"
QBack T igd T |ﬂ @ ,:‘_ | ):'SEarch v Favaorites £ | = & E‘Q ﬂ 3
1 ; o . =
£ Time-Assistant.com Effective Time & Cost Tracking System
pe
3 Help

® Users Login

& Clients Login

*Login ||
*Password I
Forgot Password?
Save login | [T
Time-Assistant Enterprize Trial 6.3 @ Copyright Softerra LLC 1999-2002 j
|@ Dione l_ l_ l_ l_ l_ |“-_-J Local intranet

When attempting to access the application for the first time, you will, as an application
Administrator, be offered a default login and password, being ‘admin — admin’. You may change
them right away if you so wish, going to the Profile section.

Upon successful authorization, any user will get access to the application functionality
starting from the Timesheet section. It is possible to choose an alternative starting page using
the Profile section.

Finally, in order to avoid multiple username type-ins in the future, one may check the
‘Save login’ box.
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How Do | Access the Application if | Forget My Password?

If one forgets a password, it is recommended to click the 'Forgot Your Password?' link on
the Login page in order to be redirected to the 'Forgot Your Password?' page.

/3 Softerra Time-Assistant - Users Login - Microsoft Internet Explorer =12 x|
File Edit Wiew Favarites Tools Help ‘ i ,'
) Back ~ &3 - [%] [2] .."_||/'r"Search - Favaorites {ﬂ| - B L %8 @ 3
& Ti 1 - ‘ o =
/} /." ﬂmg.Aﬁqgsfarg Lcom FEffective Time & Cost Tracking System
) Help
® Users Login
@ Clients Login
Forgot Password
Login |
|& submit ||@Bask |
Time-Assistant Enterprize Trial 6.3 @ Copyright Softerra LLC 1999-2002 j

&l ’_ I_ I_ ’_ I_ % J Local intranet

To have the application generate a new password so to eventually receive it via email,
one will first have to give a correct answer to a secret question (for more details, see the ‘Profile’
section).
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Logout

After a user finishes work, it is recommended he do a logout, but not necessarily. The
logout feature guarantees that the session will be successfully closed, session variables -

destroyed and there won'’t be any security problems.
In order to log out, just click the Logout menu button.
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How Do | Operate Departments?

Clicking the Departments button on the left-hand side navigation panel in the Admin
menu, users get to the page featuring the list of Departments (if any at that moment).
It is only Administrators who are authorized to manage Departments. As to Managers and
Employees, they are only allowed to see a view-only page with just the sorting feature available.

a Softerra Time-Assistant - Departments - Microsoft Internet Explorer - |5| |5|
File Edit Miew Favorites Tools Help i

% Time-Assistant.Com ..o Effective Time&Cost Tracking System

&, Time ‘ € Profile | g%  Reports | D Admin
& Users

@ Help | =3 Logout

I add new department J

& User Details Departments (2)

|

9 Levels Hame w Description Work Tynes

® Departments - : = -
Software development Department of software Coding, Design, Editing, Project Management,

% Positions development Translation

|
[~ | Administration Administration Editing
r

& |&

& Waork Types

&% Absence Types

9 Clients

FProjects

Expenses

FPay Periods

Settings

Display Seftings

@ o\ o\ o o\ @

Exportto QuickBooks

Logged in: tom
02/21/2005 04:32 PM vI

To sort Departments by name in ascending/descending order alphabetically, click the
Departments title.

To delete a Department, tick a box next to it and press Delete.
To add a Department, click the Add New Department button.
To edit a Department, just click the Edit icon to the left of the Department’s name.
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/3 softerra Time-Assistant - Departments - Microsoft Internet Explorer =] x|
File Edit Miew Favorites Tools Help ﬁ
F&;) Time-AssiStant.com .................. Effective Time&Cost Tracking System ™
(—”@ Time @:i Profile Qf Reports 'ﬂ Admin ';ﬁ Help ] Logout
9 Users

9 User Details

9 Levels

® Departments
Edit Department

& Positions
*Harme |Snﬂware development

9 Work Types

Deparment of software development ;l

% Absence Types Description

M Clients

Projects

Work Types (multiselect)
Expenses

Fay Periods

submit reset back

Settings

Display Settings

@& @\ o e o e

Export to QuickBooks

Logjgged in: tam
022172005 04:32 P LI
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How Do | Handle Positions?

User Positions may be enabled, disabled or preset in the Application Settings as an
optional feature. Clicking the Positions button on the left-hand side navigation panel in the
Admin menu takes you to a page containing the list of Positions (if any at that moment).
Administrators and Managers are authorized to manage Positions, while Employees can only
see a view-only page with just the sorting feature enabled.

3 Softerra Time-Assistant - Positions - Microsoft Internet Explorer

Edit

=18 x|

-

File View Fawvaorites Tools  Help

% Tjﬂ](f- ;‘Xﬁﬁjﬁ[zlﬂ[.c Om Effective Time&Cost Tracking System

&

@ Time ‘ b Profile | v} Reports | ﬁ Admin ‘ ’;ﬁ' Help | .| Logout
1 Users add new position
% UserDetails Positions (5)
9 Levels =i Hl Name » Description
.@ [ | Product Manager Product Manager

Departments

9 H . Reviews, anahzes, and modifies programming systems including encoding,
{% [ | Senior Frogrammer . ; . . .
m testing, dehuading and installing on a large-scale mainframe computer system

5 {%‘ [T | Systern Administrator] Administers computer operations department policies and procedures.

Wark Types

A {%‘ [~ | Technical Writer Document Creation and Editing, Caorrespondence

9 Absence Types | | wWebmaster Develops and maintains the weh sites portal.
& Clients
% Projects
& Expenses
# PayPeriods
% Settings
% Display Settings
& Exportto QuickBooks

Logjged in: tom
02§21 72005 04:32 P

To sort Positions in ascending/descending order alphabetically, click the Positions title.
To delete a Position, tick a box next to it and press Delete.

To add a Position, click Add New Position.

To edit a Position, just click the Edit icon to the left of its name in the list.
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3 Softerra Time-Assistant - Positions - Microsoft Internet Explorer =12 x|
File Edit Wiew Favarites Tools Help i
= : N PR . . . =
E} Time-Assistant.com ... Effective Time&Cost Tracking System
€y, Time ‘ € Profile | @4  Reports | ) Admin ‘ 7@ Help @ Logout
9 Users

9 User Details

9 Levels

@ Departments

Wark Types
d oL Edit Position

9 Absence Types *larme |Senianrngrammer
@ Clients Reviews, analzes, and modifies ﬂ
- Description||programiming systems including encoding,
9 Projects testing, debugaing and installing on a large- =
1 Expenses subrnit reset back |
# PayPeriods
% Settings
% Display Settings
& Exportto QuickBooks
Logjged in: tom
02521 2005 04:32 PM ~|
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How Do | Manage User Levels?

All Time-Assistant users may be divided into three main user categories: Application
Administrators, Managers (in the Enterprise version) and Employees. Each category determines
the rights of Time-Assistant users belonging to this category.

Clicking the Levels button on the left-hand side navigation panel in the Admin menu, one
gets to a page featuring the list of User Levels.

It is only the Administrator who's authorized to manage User Levels. As to Employees
and Managers, they will just see a view-only page with only the sorting feature enabled.

Administrator and Employee Levels can’t be deleted, with the latter not to be edited
either.

In the Enterprise version, Administrators can add any number of Manager Levels.

Manager Levels represent a hierarchical structure where every newly created level
automatically becomes superior over the ones already existing (if any). In turn, a Manager is an
administrator over a certain group of users, which consists of subordinate Employees along with
lower-level Managers.

A3 Softerra Time-Assistant - Levels - Microsoft Internet Explorer -10] x|
File Edit Wiew Faworites Tools Help ﬁ
F&) Time-Assistant.com ... Effective Time&Cost Tracking System
€y Time € Profile @4  Reports o Admin 773 Help 3 Logout
1 Users add new level
9 User Details Levels
=] Employee
Departments
® Dep @ | [ | Manager
9 Positions @ | [ | AssistantiAssociate Director
9 Work Types | [ | Directar
& Abssnce Types @ [T [wiceiAssociate Chancellor
| [ | Chancellar
3 Clients
9 Projects
9 Expenses
% PayPeriods
9 Settings
9 Display Settings
9 Exportto QuickBooks
Logged in: tam
0202152005 04:32 P ;I

To sort Manager Levels in ascending/descending order alphabetically, click the Hierarchy
link located in the title row.

2008 © Softerra
http://www.softerra.com/




SDfTrer“r“a

Document: SD/UM -160
Version No: 6.3 of 05/05/08
Issued By: Softerra
Page: 26 of 146

To delete a Manager Level, tick a box next to it and press Delete.

To add a Manager Level, click the Add New Level button.

To edit a Manager Level, just click the Edit icon to the left of its name in the list. Clicking
Edit will display the following screen:

<} Softerra Time-Assistant - Levels - Microsoft Internet Explorer

File

Edit

Wiew

Fawarites

Tools  Help

=10l x|

F’é Time-Assistant.com ...

Effective Time&Cost Tracking System

Logged in: tom

DA I00S 027 DA

Clients

" Yiew for yourself only
= Wigw all

" Frlit all

é@ Time @:ﬁ Profile iy Reports rﬂ Admin i Help ] Logout
9 Users Permissions for newhy added Users
@ User Details *Title {Manager
*AddfEdit Backdated Records (max days after a target date) |35
9 Departrments *AddrEdit Future Recards (max. days befare a target date) |35
@ Positions Requires Approval Ird
% ‘work Types Work Tyoes @ View
» i~ Edit
9 Absence Tvpes
0 Mo rights to wiew
9 Clients Rates = View for yourself only
9 Projects = Wiew subordinate users
5 E £ View foryourself only
HpEsEe Frojects & e all
9 PayPeriods " Edit all
9 Settings Wiew all user records related to projects of personal involvement| [
@ Display Settings Automatically add to all new projects -
0 Mo rights to view
9 Exportto GuickBooks

Y

On this page, one is offered to enter a Level name and set properties to eventually

become the parameters by default when it comes to adding new users to this Level. These

properties are the following:

e Time limit for a newly added user to add/edit backdated records (in max. days
after a target date);

e Time limit for a newly added user to add/edit future records (in max. days before a
target date);

e A setting on whether or not a new user will require Timetrack approval,

e A setting on whether or not a new user will automatically be further added to every
newly created project;

e A setting on whether or not a new user will be allowed to view all user records
related to projects of his/her personal involvement;
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e New user permission settings as to viewing or editing projects, clients, expenses
and work types.
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How Do | Manage Users?
Managing Users

To access the list of Time-Assistant users, one should click the Users button on the left-
hand side navigation panel in the Admin menu. Having done so, Administrators and Managers

will see the following page displayed:

A3 Softerra Time-Assistant - Users - Microsoft Internet Explorer i [m] 4
File Edit Mew Favorites Tools Help i
— T' s A oot - . e 3 J.l
ime-AssiStant.Com ... Effective TimesCost Tracking System
@ Time 9:,5 Profile | iy Reports | ‘ﬂ Admin | ;i Help ‘ ] Logout

|

add new user

| Departrment |AII Departments

=

|@ printable screen ||K HLS |

Logged in: tom
0229 12005 0432 PM

9 User Details Users (except the ones disabled) {5)
& Levels %, J Rights Login Full Hame » EMail Department Position Level Appr. Rates
Software Senior
9 Departrments & €7 |bent | BentLarsen % development Pragrammer Employee| « @
& Positions || markusTFDerrrgzndD & dSerfI:‘JI\;aprr?ﬂem Technical Writer | Employee| 2 | 8
9 Wiork Types @,?I' !ﬁ dim l'j:;gﬁres @ Administration Product Manager | Manager |« @
@ Absence Types . Swstern .
tom Tormas Costa @ Adrninistration sdrministeator Adrnin @
@ Clients . Software Senior
5 @2\ | @ |fed  |Wayne Bridge D development Programmer Employee| o | £8
Projects
9 Expenses
9 PayPeriods
9 Settings
9 Display Settings
9 Exportto GuickBooks

The list will contain the following information:

e Login

e Full Name

e Email

o Department

o Position (if enabled)
e Level

e ‘Requires Approval’ status (in the Enterprise version, for Employees and

Managers only).
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Sorting users in ascending/descending order alphabetical order by one of their selected
properties (‘Login’, ‘Name’, ‘Email’, ‘Department’, ‘Position’, etc) is done via clicking a respective
link located in the table title row.

To export the list of users to an XLS file, click a corresponding button in the upper right-
hand corner of the screen.

To view a user's Work Type Rate, an Administrator or Manager should click on Rates
icon in a corresponding user table row. Note that Managers will have access to these links only
provided that either they PERSONALLY, or any of their SUBORDINATE Employees/Managers
are related to those rates.

To delete a user, tick a box next to the user name and press Delete. Note that Managers
are only allowed to delete their SUBORDINATE Employees and Managers!

To add a new user, click the ADD NEW USER button.

To edit an existing user, click the Edit icon located in the same row on the left. (Note that
Managers are only allowed to edit themselves or any of their SUBORDINATE
Employees/Managers).

Clicking Edit will display the following screen:

/Y Softerra Time-Assistant - Users - Microsoft Internet Explorer 12| x|
File Edit Wiew Favarites Tools Help ‘ f,"
3 Back ~ ) - [#] [2] . | ) Search <7 Favarites 4% | =) & CQ g 3
ot . . (=
/../“:_—___/l;'_ ﬂmg.A‘;ng;tﬂ”t*C()}n Effective Time & Cost Tracking System
>
é@;ﬂ Time % Profile ‘ 7] Reports | 'a Audioin | Help | @ Logout
% User Details Edit User Bent Larsen
*Logi hent
9 Levels ogin I En
Change password| [~
% Departments
*First name |Elen1
& Positions
Middle name |
& Waork Types
*Last name |Larsen
&% Absence Types
*Enail |bent@yahun.cum
9 Clients
Address |11QED Roger Bacon Dr.
% Projects
Phone I?DB-??Q-QBDDE
E
% Expenses @ I
) Pl Peilug Tirne zone |GMT+DD:DD Greenwich Mean Time j .
9 Curencies Department |S|:uftware develapment j
9 Settings Lewvel |Emp|n\,ree =l
# Dizplay Seftings Position |Senian‘rngrammer j j
|@ l_ l_ l_ l_ l_ |‘-‘_4 Local intranet

Using this page, an Administrator or Manager can add or edit all sorts of user related
information.
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They are also authorized to set a Disabled status to deprive unwanted users of their

access rights.

Administrators are authorized to assign any User Levels; while Managers may only
assign Employees and lower-level Managers.

Using the ‘Change Password’ link, Administrators or Managers can reset existing user

passwords.

To edit Employee or Manager permissions, click the click the Permissions icon located in
a corresponding table row. Note that Managers may only edit themselves or any of their
SUBORDINATE Employees and Managers.

Here is the screen to be displayed to Managers:

A3 Softerra Time-Assistant - Users - Microsoft Internet Explorer i [m] 4
File Edit Mew Favorites Tools Help
% [ime-ASSIStant.Com ... Ellctve Time&Cost TrackingSysiem )
@ Time Profile g9 Reports 'ﬁ Admin S Help ] Logout
m Permissions for User facgues Laffely
M User Details *Add/Edit Backdated Recards {max. days after a target
f3s
date)
9 Levels *AddiEdit Future Records {max. days hefore a target I35
% Departments Eal)
L
Positions
o Suhordinate Users (multiselect) Fornando Torres
B wark Types Wiayne Bridge
9 Absence Tvpes Requires Approval ~
9 Clients Work Types il
cAf = Edit
9 Projects ) )
= Mo rights to View
9 Expenses Rates * Yiew for yourself only
& PayPeriods = “iew subordinate users
" Yiew for yourself only
Seftings
o L Projects i e all
& Dizplay Settings ¢ Edit all
& Ewportto QuickBooks Wiew all user records related to projects of personal v
involverment
Logged in: tom Automatically add to all new projects -
02421420035 04:32 P Add tn all existinn nrierts LI
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Here is how the same page will be displayed for Employees:

<} Softerra Time-Assistant - Users - Microsoft Internet Explorer -0l x|
File Edit \Mew Favorites Tools Help
|_:é) [ime-Assistant.com ... Effective Time&Cost Tracking System
(—@ Time @:,i Profile iy ] Reports rﬂ Admin A Help 3 Logout
m Permissions for User Bent L arsen
9 User Details *AddiEdit Backdated Recards {max days after a target I5
date)
9 Levals =AddfEdit Future Records (max. days before a target I35
% Departments flaie)
% Positions Supernising Users {multizelect)
9 Work Types - - — _
Hotify by email supervising users of submitted v
% Ashsence Types timetracks
5 Glient Reguires Approval I
ients
" Wienwy
i Work Types s
@ Projects LS " Edit
9 Expenses Bt ™ Mo rights to View
ates
& PayPeriods i+ “iew for yourself only
* View foryourself only
Settings
d L Projects Wi all
9 Display Settings " Edit all
# Exportto QuickBooks Wiew all user records related to projects of personal r
imvalvernent
Lagged in: tom Automatically add to all new projects [
0202152005 04:32 P Ml +a Al msrietives meeiaede ;I

Using this page, Administrators and Managers can add or edit all sorts of user related
information, namely:

Regarding Managers and Employees:

e Time limit for a newly added user to add/edit backdated records (in max. days
after a target date);

e Time limit for a newly added user to add/edit future records (in max. days before a
target date);

e A setting on whether or not a new user will require Timetrack approval,

e A setting on whether or not a new user will be allowed to view all user records
related to projects of his/her personal involvement;

e New user permission settings as to viewing or editing projects, clients, expenses
and work types.

Regarding Managers only:
e Appoint their supervising Managers;
e Appoint their subordinate Employees.
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Regarding Employees only:

e Appoint their supervising Managers;

e Appoint Employees whose Timetracks are available for viewing by other

authorized Employees;

e Authorize selected Employees to view Timetracks of other appointed Employees;

Administrators and Managers may also add/remove

their SUBORDINATE

users/managers to/from all or any of the existing projects by clicking a corresponding link.
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List of Users (View-only)

Clicking the Users menu button by an Employee will display a view-only version of the

List of Users:

<} Softerra Time-Assistant - Users - Microsoft Internet Explorer

=10l x|

— 5

File Edit \Mew Favorites Tools Help
E’S—!) Time-Assistant.com ... Effective Time&Cost Tracking System
@ Time ﬁ:ﬁ Profile | iy Reports | ‘ﬁ Admin | ?“ﬁ Help ‘ ] Logout

Deparrment |AII Departments

=

|@ printable screen ||K HLS

Logged in: bent
2100242005 05:14 P

9 User Details Users (except the ones disabled) {5)

@ Departments Rights Login  FullHame »  EMail Department Position Level Appr. Rates
fred Bridge Wayne % Software development| Senior Programmer | Employee| «#

9 Positions tom Costa Tomas % Administration Systern Administrator] Admin

9 Wiork Types dim Lafleur Jacques @ Administration Product Manager Manager |«

& Absence Types ﬁ hent Larsen Bent @ Software development| Senior Programmer | Employea| « @

Torres . .

9 Clients markus Fernando % Software development| Technical Vriter Employes|

9 Projects

9 Expenses

9 PayPeriods

Time-Aszistant Enterprise Intranet§.1 & Copyright Softerra LLC 1988-2005

[

To view personal Work Type Rates, an Employee should click the Rates icon located in a

target table row.

To view personal Permissions, click the Permissions in the same row.

2008 © Softerra
http://www.softerra.com/




Document: SD/UM -160
Version No: 6.3 of 05/05/08
SDFTTE mrra Issued By:  Softerra
Page: 34 of 146

How Do | View Advanced User Details?
User Details

To access the list of User Details, click the User Details button on the left-hand side
navigation panel in the Admin menu. The following page will display:

/3 Softerra TimeAssistant - User Details - Microsoft Internet Explorer =12 x|
J File Edit Wew Favarites Tools Help i
= T. % -&' L Tal O » of x = =
ime-Assistant.com . Effective Time&Cost Tracking System
€y, Time ‘ € Profile | @4  Reports | ) Admin ‘ 7@ Help | @ Logout
u]
. Usois Department [4ll Depariments =] |G printablescreen | 36 ®m5 |
@ User Details User Details
3 Levels Lodin Full Hame w EMail Address Phone TZ TT Status Message
In
% Departrents hisuness
%|BP|bent | BentLarsen B S;gﬂaﬂngrnger 703-779-9800| +00:00(%| M ftrip
% Positions ' before
0ama
9 Work Types Canada, Toronta, .
5 || markus| Fernandao Torres B 88 Murray Terace 2158089920 |+00:00(| [
Clients
|6 man | Jacgues Lafleur & -07:00 || &
9 Projects g, Yoorhees
“|Bp{tom | Tomas Costa s |nansz, 55 8564803058 | +00:00(¢R| ¢ SE'pErEmE
9 Ewpenses Diowning Lane
% PayPeriods || fred Wayne Bridge @ 357 Front 5t 011 4381493 +DE:DD{§’ 3
% Settings
% Display Settings
& Exportto QuickBooks
Logged in: tom —
04721 2004 05:23 P [
|@ I_l_l_ (5 Local inkranet
The list will contain the following information:
e Login
e Full Name
« EMalil
e Address
e« Phone

e« TimeZone

o Current Status - in, out, on lunch, on vacation, etc (if enabled)
e Message (Comments to Status) (if enabled)

e ICQ status (if enabled)
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Here you may sort the users in ascending/descending alphabetical order by one of their
selected properties (‘Login’, ‘Name’, ‘Email’, etc). This is done by clicking a target column name
link.

It is the Administrators and Managers who are allowed to change the Display Settings for
other users. NOTE that Managers may only change those for themselves or any of their
Subordinate Employees or Managers.

To view a user’s TimeTable, one should click on the TimeTable icon in a corresponding
user table row (if this feature is enabled).

The ICQ column features a current ICQ status for each user. In case ICQ isn’t being
used inside your company or if the page is too slow to load, each user may disable the ICQ
status display from his Display Settings page.

To export the list of users to an XLS file, click on a corresponding button in the upper
right-hand corner of the screen.

User Status
NOTE: This feature may be toggled from the Application settings.

The Status column features a current user status (in, out, on lunch, etc.) along with the
user's comments as to a current status.

Employees can change their status by clicking the Status icon in a target user list row, or
the Change my Status button on the left-hand side navigation panel in the Profile menu.

Administrators and Managers are allowed to set Status for other users. Note that
Managers may only set Status for themselves or any of their Subordinate Employees and
Managers.

To change a current user status, click the Status icon in a target user list row on the left
to display the following screen:
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a Softerra TimeAssistant - Change my Status - Microsoft Internet Explorer - |E’ |5|
J File Edit Wew Favarites Tools Help i
= . L
[1me-Assistant.com ... Effective Time&Cost Tracking System
€y, Time € Profile @%  Reports D Admin ';ﬁ' Help .| Logout

% Display Settings

# Change my Status

& Profile
# Change Password
Edit Status for User Tomas Costa
9 view my Rates & & out
% TimeTable G Cin
- @  Lunch
) *Status
Logged in: tom -t:l- " 0n a Meeting
04421 /2004 05:23 Phd G © Sick
5 O Yacation
Messange |Elefnre apm
submit reset

Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 ;I

|@ Done I_ l_ I_ (5 Local inkranet

Use this page to set a current status along with a brief comment (if necessary).

A Status may be one of the following:

e Out

e In

e Lunch

e On Meeting
e Sick

e Vacation
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How Do | Change My Profile?
Display Settings

This feature is available for all Time-Assistant users regardless of their permissions. The
Display Settings page is accessed via the Display Settings button on the left-hand side
navigation panel in the Profile menu. Displayed you'll see the following page:

a Softerra Time-Assistant - Display Settings - Microsoft Internet Explorer

File Edit Miew Favorites

Tools  Help

=101 x|

@ Time 9;5
® Display Settings

% Time-Assistant.Com ..o

Profile Qf Reports

Display Information Settings for User Tomas Costa

Admin

Y

Effective Time&Cost Tracking System

?Ni ) Logout

Help

1 Change my Status Language IEnghsh j
M Profile Date farmat |mm1ddrm-'5f j
& Change Passward Tirme format [ hh:mm AmiPw |
& View my Rates Fortmat for Total Time in reports |H:mm j
& TimeTable Decimal Symbal | j
Display Full Mame as [ First Middle Last =l
Logged in: tam - -
026212005 0517 i Pl | vial =l
Showe users |AII Lzers except disabled j
Display ICQ status on the Advanced Users Details page| [T
Assigned e
Hide Projects with Statuses {multiselect) Started
Suspended
Completed
Hide Projects started hefare |ru10nth j |Davj |‘r‘ear j @
Hide Projects started after |ru10nth j |Davj |‘r‘ear j @
Display Projects in TimeTrack and Reports v

Dicmn s Tamls v TiveamnTeanl smed O aommete

=

The page allows adjusting the following Display settings:

Language

Time and Date format
Total Time format
Decimal Symbol

Full Name format
Font

User Filter
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e Display ICQ

o Display Project ID’'s
e Display Tasks

e Project filters

« Calendar properties
o Start page

Editing Profile

This feature is available for all Time-Assistant users regardless of their permissions. The
Edit profile page is accessed via the Profile button on the left-hand side navigation panel in the
Profile menu. Displayed you'll see the following page:

/3 softerra TimeAssistant - Profile - Microsoft Internet Explorer 12| x|
J File Edit Wew Favarites Tools Help ﬁ
=-_.—_' I Bl _— '] . g d
[ime-Assistant.com ... Effective Time&Cost Tracking System
€y Time € Profile g%  Reports ) Admin ffﬁ Help 3 Logout

% Display Settings

% Change my Status Edit Profile

*Login tom
® Profile I
*First name |Tnmas
M Change Password
Middle name |
& View my Rates
*Last name |Cnsta
& TimeTahle
*EMail |tnmadmin@cnrpurate.cnm
Dq’;?gag;nd;gst_;rgpm Address |US, Woaorhees, 08043, 55 Downing Lane
Phone 2564283058
IcQ [52448743
Time zone |Gru1T +00:00 Greemwich Mean Time j
*Becret Question |?
*Secret Answer |!
subrnit reset

Time-Aszsistant Enterprise Demo @ Copyright Softerra LLC 1999-2004 LI

53] [ [ [ B8 Localintranet

Here you'll be able to set and further edit your personal user settings. They are:
e Login
e Password
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e First, Middle and Last Name

o Email address

o Postal address, phone

e ICQ number (if enabled)

e Secret Question and Answer for the ‘Forgot Password’ feature

e Time Zone

Changing Password

This feature is available for all Time-Assistant users regardless of their permissions. The
Edit profile page is accessed via the Change Password button on the left-hand side navigation
panel in the Profile menu. The resulting page will have the following look:

/3 softerra TimeAssistant - Change Password - Microsoft Internet Explorer 12| x|
J File Edit Wew Favarites Tools Help ﬁ
;_' I Bl . g d
[ime-ASsiStant.com ... Effective Time&Cost Tracking System
€y Time € Profile g%  Reports ) Admin @  Help 3 Logout

% Display Settings

# Change my Status

& Profile

® Change Password

& View my Rates

& TimeTahle Change Password

*Mew Pagsword
Logged in: tam I
0472172004 05:23 Pk *Repeat Passward I
submit reset
Time-Aszsistant Enterprise Demo @ Copyright Softerra LLC 1999-2004 LI
|@j [2E Local intranet

Changing Status
This feature can be toggled from the Application Settings.
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The Status column features a current user status (in, out, on lunch, etc) along with the
user’s status-related comments.

To change the status, a user should click the Change My Status button in the left-hand
side navigation panel in the Profile menu.

3 Softerra TimeAssistant - Change my Status - Microsoft Internet Explorer - |E’ |5|
J File Edit Wew Favarites Tools Help i
|‘=’_C:';) Time-AssiStant.com ... Effective Time&Cost Tracking System
€y, Time € Profile @%  Reports D Admin @  Help .| Logout
% Display Settings
# Change my Status
& Profile
# Change Password
Edit Status for User Tomas Costa
% View my Rates M out
% TimeTable G n
@  Lunch
_ *Status - .
Logged in: tom == (¥ 0n a Meeting
0452152004 05:23 P C;"’ e Sick
5 0 Yacation
Messange |Elefnre apm
submit reset
Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 LI
|é:| I_ l_ I_ (5 Local inkranet

Use this page to set a current status and accompany it with an optional comment
message (if necessary).

The Status may be one of the following:

o Out;

e In;

e Lunch;

e On Meeting;
e Sick;

e Vacation
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Viewing Rates

All users can view their rates by clicking the View My Rates button on the left-hand side
navigation panel in the Profile menu (if previously enabled by the Admin).

a Softerra Time-Assistant - ¥Yiew my Rates - Microsoft Internet Explorer

File Edit Wiew Faworites Tools Help
= - s A el o . , , -
Time-Assistant.com ... Effective Timeg&Cost Tracking System
€v Time | € Profile | @  Reports | ] Admin | i  Help @  Logout
Display Settings
ot — ¢ ™ Display History
9 Change my Status Rates for User Larsen Bent, Date: 21/02/2005
9 Profile Work Type Hourly Wage
Coding F22,00
@ Change Passward Dasign $24,00
@ View myRates Editing $3z,00
FProject Management Mot Set
9 TimeTahle Translation Mot Set
Absence Type Daily Wage
Logged in: bent ’
21/02i2005 0525 P Sickness $25,00
Travelling Mot Set
Yacation Mot Set
Time-Aszistant Enterprise Intranet§.1 & Copyright Softerra LLC 1998-2005 ﬂ
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How Do | Fill My TimeTable?
NOTE! This feature can be toggled from the Application Settings.

All application users are supposed to have their own daily routine, so by filling the
TimeTable section they facilitate managerial work quite considerably.

NOTE! It is just the Administrator who is authorized to change a TimeTable for any user;
while Managers may only change their PERSONAL TimeTable as well as those of their
SUBORDINATE Employees and Managers. As to Employees, all they're allowed is just editing
a TimeTable of their own.

Each user may view TimeTables of any other user.

To view or change a particular TimeTable, go to the User Details page, then click the
TimeTable icon in a target user table row. Clicking the icon will display the following page:

=101 x|

) Softerra Time-Assistant - TimeTable - Microsoft Internet Explorer

File Edit Mew Favorites Tools Help

% Change my Status TimeTable for User L arsen Bent

Description

Start Duration
% Monday
08:00 A

Total for Day

9 Profile

@ Change Passward

& Viewmy Rates 7:00

T
09:30 Ah 01:00FPM 330
Logged in: bent 01:00 Ph| 0200 PM| Lunch 1:00
210202005 0525 PR 02:00 P 05:00 P 00
Total for Day 730
£ Wednesday =
09:00 A 05:00 Pm 2.00
Total for Day 8:00
2 Thursday EE
09:00 Aht 0500 Pm 8.00
Total for Day 8:00
= Friday
09:00 A 02:30 FPM 530
03:00 P 06:00 PM| Work atthe second office 300
Total for Day 8:30
% Saturday i
Total for Day
2 Sunday
Total for Day 0:00
Total per Week 30:00 Ll

This page will contain information on a user’s daily routine. One may enter three different
time records for each day.

To edit a user’'s TimeTable, click the Edit icon on the target row’s left-hand side to see
the following screen:
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2} softerra TimeAssistant - TimeTable - Microsoft Internet Explorer - =] x|
J File Edit “iew Favorites Tools Help i
= - s A el o . , , =
[_'® Time-Assistant.com ... Effective TimegCost Tracking System
@ Time | fﬁ Profile | Qf Reports ‘ ﬂ Admin | ?_-:ﬁ' Help | ] Logout

9 Display Settings

% Change my Status

9 Profile

% Change Passward

9 View my Rates

® TimeTable Start Stop Description

Al[osam 7|30 =||fo1Pm =] oo =]
Logged in; bent

04/21 /2004 05:36 P Al[o1 Pm =00 =|[fozrm =] o0 =]||Lunch

Al[0zrm =|[o0 =|fosem =] [o0 =]

| submit || rezet || back |

Edit Tuesday for User Bent Larsen

Time-Assistant Enterprize Demo @ Copyright Softerra LLC 1999-2004 ll

|@ Dane l_ l_ l_ (2R Local intranet
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If a Manager or an Employee do not have enough permissions to edit someone else’s
TimeTable, they’ll see the following page version:

2§ Softerra TimeAssistant - User Details - Microsoft Internet Explorer =12 x|

J File Edit Wew Favarites Tools Help

9 WorkTypes oty ————————

08:00 AM 01:00 PM 5:00

@ Clients 01.00PM|  02:00 PM| Lunch 1:00

% Projects 02:00 FM 06:00 PM 4:00

Total for Day 10:00

& PayPeriods 0800 Akl 01:00 PM 500

01:00 PM 02:00 PM| Lunch 1:00

Logged in: bert 02:00 PM 0B:00 PM 4:00
0472172004 05:47 P

Total for Day 10:00

08:00 AmM 04:00 FM 8:00

Total for Day 8:00

09:00 AM 01:30 PM 4:30

03:00 P 0E:00 PM| Woark inthe second office 300

Total for Day 730

Py |

09:00 AM 01:00 PM 4:00

01:00 PM 02:00 PM| Lunch 1:00

02:00 PM 0F:00 PM 4:00

Total for Day 9:00

Total for Day 0:00
Total har Wiopk A4-3N LI

|@ Done I_ l_ I_ (o Local intranet
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How Do | Manage Work Types?

The Work Types section contains information on employment categories. Each of them is
supposed to have its own pay rates for a particular type of work, which may differ depending on
the other user categories (levels) or departments. Each department needs to have its own set of
work types.

NOTE! The Administrator is authorized to change Work Type information, while
Employees and Managers are only allowed to edit Work Types if previously appointed to do so
by the Admin.

Here is the list of Work Types for all company departments (the WORK TYPES button):

a Softerra Time-Assistant - Work Types - Microsoft Internet Explorer - |I:I|5|
File Edit Mew Favorites Tools Help
% [ime-AsSiStant.com ... Effective Time&Cost Tracking System
@ Time %ﬁ Profile g9 Reports 'ﬂ Admin ;ﬁ Help 3 Logout
1 Llsizie add new work type
9 UserDetails Waork Types (5)
& Levels = N Hame w Departments Default User Yalue Default Client Value
s @i’ [T | Coding Software development $30.00 F40.00
Departments
%’ [~ | Design Software development $35.00 F45.00
@ Positions . Administration, Software
@ | [ | Editing $0.00 £0.00
@ Work Types development ’ '
FProject
& Absence Types @ Management Software development $45.00 $55.00
. [~ | Translation Software development §0.00 F0.00
& Clients
9 Projects
% Expenses
% PayPeriods
9 Settings
& Dizplay Settings
& Exportto QuickBooks
Logged in: tam
02024052005 0542 Ph ll

NOTE! Those users who are not allowed to edit Work Types, will not be able to view the
default rate values either.

To sort Work Types in ascending/descending order, click the Name title.
To delete a Work Type, tick a box next to it and press Delete.
To add a new Work Type to a certain department, click the ADD NEW RATE button.

To apply changes to an existing Work Type, click the Edit icon on the left-hand side of a
target row to see the following screen:
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a Softerra Time-Assistant - Work Types - Microsoft Internet Explorer

=10] x|
File Edit \Mew Favorites Tools Help i
Al

q:::) AALIN APILILAL I UFLLL SRR e LA AW L E TR iy Y he il
&y, Time ‘ € Profile | @  Reports | Y Admin | i  Help @  Logout
9 Users

B User Details

9 Levels

9 Departments

& Positions . :
Edit Work Type Project Management

® Work Types *Mame [Project Management
9 Absence Tvpes Il
- Departments (multiselect) | B (=Rel=ga=] 4l g L=1018
9 Clients Adrinistration
9 Projects Default User value (§)  |[45.00
9 Expenses Default Client Value (F) ISS.DD
% PayPeriods B submit B resst |[E  back
9 Settings

& Dizplay Settings

& Exportto QuickBooks

Logged in; tom
0202102005 05:42 PR
Time-Assistant Enterprize Intranet .1 @ Copyright Softerra LLC 1929-2005 ;I
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How Do | Manage Absence Types?
NOTE! This feature can be toggled from the Application Settings.

The Absence Types section contains information on absence reason types. Their may be
vacations, sickness, etc. Each of them is supposed to have its own daily pay rate.

NOTE! The Administrator only authorized to change Absence Type information.

Here is the list of Absence Types:

a Softerra Time-Assistant - Absence Types - Microsoft Internet Explorer - |EI|5|

File Edit \Mew Favorites Tools Help i

F’é Time-Assistant.com ... Effective Time&Cost Tracking System
&y, Time ‘ € Profile | @4  Reports | D Admin

1 e add new absence type
9 User Details Absence Types (3)
i Color in Calendar Default Daily Wage

ol
[T | GBickness Fuchsia §25.00
r
r

i Help @  Logout

9 Levels

9 Departments
Travelling Furple 50.00

9 Positions

%
#
¥
#

Wacation Green F20.00

9 wark Types

® Absence Types

9 Clients

9 Projects

9 Expenses

9 PayPeriods

9 Settings

9 Display Settings

9 Exportto GuickBooks

Logged in: tom LI
O NNS NS A7 Dk

To sort Absence Types in ascending/descending order, click the Title title.
To delete an Absence Type, tick a box next to it and press Delete.
To add a new Absence Type, click the ADD NEW ABSENCE TYPE button.

To apply changes to an existing Absence Type, click the Edit icon on the left-hand side of
a target row to see the following screen:
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a Softerra Time-Assistant - Absence Types - Microsoft Internet Explorer

=10] x|
File Edit \Mew Favorites Tools Help i
Al

% Time-Assistant.com ... Effective Time&Cost Tracking System
&y, Time ‘ € Profile | g4  Reports | D Admin | i  Help @  Logout
9 Users

9 User Details

9 Levels

9 Departments

% Positions

9 VWiork Types
Edit Absence Type

*Title [vacation
@ Clients Colarin Calendar [ Green =]
9 Projects Default Daily Wage (5||20.00
% Expenses |E swbmit ||E reset ||E back |
% PayPeriods
9 Settings
@ Display Settings
@ Exportto QuickBooks
Logged in: tam o
02421 12005 05:42 P |
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How Do | Assign Rates for Work Types and Absence Types?
NOTE! These features can be toggled from the Application Settings.

Usually users get paid differently depending on their Work Types on a per hour basis. So,
to effectively calculate salaries, each user needs to have his personal pay rates. As for Absence
Types, user can get paid on a per day basis.

These rates may only be assigned by Administrators or Managers, with the latter being
limited to just setting rates for their SUBORDINATES (both Employees and other Managers).

To enter a particular rates, an Administrator or Manager should go to the USERS page,
then click the Rates icon in a target user table row in order to get to a page for entering pay
rates per Work Type.

23 Softerra Time-Assistant - Users - Microsoft Internet Explorer 18] x|
J File Edit Wew Favorites Tools Help i
: ] A - : g ﬂ
) Time-Assistant.com ... Effective Time&Cost Tracking System
Time € Profile ‘ @  Reports | ] Admin | 7@ Help ‘ @  Logout
I Display History  Since [February  =|[23 =|[2008 =] Ratio[t.0 |2 apoty  |[E setdetaut |
r Details Rates for User Bent Larsen, Date: 02/123/2005
bl = H Work Type Hourly Wage
artments #| [ | coding $22.00
- | T | Design $25.00
itions
2| | editing SRl
k Types
w @ [T | Project Management Mot Set
EIE T | [T | Transation Mot Set
nts = Absence Type Daily Wage
ects | [ | Sickness £25.00
enses | [ | Travelling Mot Set
Wacation Mot Set
Periods @ A
ings
lay Settings
ortto GuickBooks |

goed in; tom ILI
i} [

This is an example of the ‘User Rates’ page, which displays a current state of the user
pay rates. If there’s been more than one change made during one day, it is the latest (final) one
that is taken into account.

To keep track of Rates History please check ‘Display History’ checkbox.
You'll see the following screen:
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2§ Softerra Time-Assistant - Users - Microsoft Internet Explorer =12 x|
J File Edit Wew Favarites Tools Help i
~ B
Time € Profile ‘ @4  Reports | D Admin | @  Help ‘ @ Logout
W Display History  Since [February =] [23 =] [2005 ] Ratio[to (@ appty |1 setdefaut |
r Details Rates for User Bent Larsen, Date: 02/23/2005
b = H Work Type J Since Hourly Wage
artments | [T | Coding $22.00
— 0amo/2001 F22.00
s 0140712001 $20.00
k Types | [ | Design $25.00
ence Types 0amyi2oom F2A.00
| [T | Editing $32.00
nts
0272172005 $32.00
ects | [ | Project Management Mot Set
—— 03/07/2001 $25.00
Translation Mot Set
Periods @ =
= fAhsence Type | Since Daily Wage
ings
| | Bickness $25.00
lay Settings 02/21/2005 $25.00
ortto QuickBooks || [ | Trawelling Mot Set
| [T | vacation Mot Set
oed in: tom
2005 12026 PM
-Assistant Enterprize Intranet §.1 & Copyright Softerra LLC 1999-2005 T
4 [»]

It is possible change all user rates to some ratio starting from the selected date. To do
this one should specify date and ratio and click ‘Apply’ button.

Clicking the ‘Set Default’ button will restore the default user rate values (preset by the
Admin) for all Work and Absence Types starting from the selected date.

To edit an existing rate, one has to click the Edit icon on the left-hand side of a target
table row to see the following screen:
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3 Softerra Time-Assistant - Users - Microsoft Internet Explorer - 2] x|

J File Edit Wew Favarites Tools Help i
% Time-Assistant.Com ..o Effective Time&Cost Tracking System B

&, Time € Profile | @  Reports | ) Admin ‘ @ Help | @  Logout

U=er Details

Levels

Departments

Positions

Work Types

Ahsence Types Edit Rate for User Bent Larsen, Work Type: Editing
*Since |February  »||23 =]|2005 ~|

*Hourly Wage (8)||32.00

Clients

FProjects

| subrit | reset | back |

Expenses

FPay Periods

Settings

Display Seftings

@ @\ o\ @ o\ o o\ o o e o e

Exportto QuickBooks

Logged in: tom
02/23/2005 12:26 PM LI

As to Employees, they may just view their own rates and rate history via the USERS or
VIEW MY RATES pages (described above).
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How Do | Work with My Company’s Projects?

In Time-Assistant, a project signifies a complex and extensive task aimed to satisfy the
requirements of a client, who, in turn, is an ordering individual or an organization. Among other
things, a project in the application is expected to have a client assigned to it.

Managing Clients

NOTE! The Clients functionality can be toggled or set as optional from the Application
Settings.

Apart from the Administrator, client information can be handled by any kind of a Time-
Assistant user, i.e. both Managers and Employees, provided they have appropriate
permissions.

NOTE! This section assumes a user is permitted not just to view, but also to edit client
information.

To get to the Clients page, one needs to click the Clients button on the left-hand side
navigation panel in the Admin menu. The following page will display:

/3 Softerra TimeAssistant - Clients - Microsoft Internet Explorer =12 x|
J File Edit Wew Favarites Tools Help i
[@ TIme-AsSiStant.com ... Effective Time&Cost Tracking System 4
&€y Time € Profile @  Reports ] Admin ';ﬁ' Help ] Logout
9 Users 2dd new client @ printable screen | 3§ RLS
9 User Details Clients
; rganization - ull Hame ai ddress one ax r ates
8 Levels % 0 t Full N EMail Add Ph Fax Ul Rat
' {40674 30- 457-
# Departments | ™ | compensate.com| David Beck | 4 | 800 N. Montana i 65gs |8 =1
Fositions inancial Group ohn Doe
[T |Fi ial G John D % 464566324
D i Cali, 10455, Cra 111 40-
& Wark Types @[ [ | Flestall.com Wi‘fl?a”r]rfs 1N Df L QT 5736684131 3
@ Clients o LUSA, Peabody, 01060, 6| 078-5438-
@ | Lowustoystems | orikein | B |0t R 07808 &
% Projects
& Expenses
# PayPeriods
% Settings
% Display Settings
& Exportto QuickBooks
Logged in: tam
0452152004 05:49 P
Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 :
|@| I_l_l_ (5 Local inkranet

To sort Clients by their Organization, First Name, Last Name or Email in the
ascending/descending alphabetical order, click a target title located in the title row.
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To delete a Client, tick a box next to it and press Delete.

To export the list of clients to an XLS file, click a corresponding button in the upper right-
hand corner of the screen.

To be able to add new Client information, press Add New Client.

To edit Client information, click the Edit icon to the left of the client’'s name. As a result
the following page will display:

/3 Softerra TimeAssistant - Clients - Microsoft Internet Explorer 18] x|
J File Edit Wiew Favorites Tools  Help ﬁ
[@ Time-AsSiStant.com...... Effective Time&Cost Tracking System 2
@ Time @:i Profile Qf Reports 'ﬂ Admin ';ﬁ Help i Logout
& Users

& User Details

9 Levels Edit Client Compensate.com

*Qrganization |Compen5ate.cum

% Departments

& Paositions *First name |Da\rid

% work Types Middle name ||

@ Client *Last name |Eleck
ients

& Project *EMail |beckhem@cnmpensate.cnm
rojects
P Address |9I:|D M. Montana

KOENSES
> Phaone |(4DE)4SD-0394

Fay Periods
= Fax [457-06595

Settings
™ Bl il Ll |www.u:u:umpurl.cc|m

submit reset back

% Exportto QuickBooks

Logged in; tom
04212004 05:49 PM

Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 -

& [ | BB Localintranet
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Use this page to enter or edit the following client information:

e Organization
e Full Name

e Emall

e Address
e« Phone
¢ Fax

« URL

Having filled the fields or made the desired changes, click Submit to confirm or Reset to
dismiss the information entered.

Setting Client Rates
NOTE! The Client Rates functionality can be toggled from the Application Settings.

Usually Client fees are charged on an individual basis, i.e depending on Work Types on
an hourly basis. So, to be able to efficiently calculate invoices, each client must have its
personal charge rates pre-assigned.

To enter a Work Type for a client, an Administrator should go to the CLIENTS page, then
click the Rates icon in a target client table row. This will display a page for setting charge rates

per each Work Type (shown below).

/Z Softerra Time-Assistant - Clients - Microsoft Internet Explorer 12| x|
J File Edit Wew Favarites Tools Help i
F‘ : .y J y '- N o w ~ & I ﬂ
E} Time-Assistant.com ... Effective Time&Cost Tracking System
€y, Time ‘ € Profile | @4  Reports | ) Admin 7@ Help | @ Logout
9 Users .
back | [ Display History gince [February =] [21 =] [2004 =] @ set defauit |
9 User Details Rates for Client Compensate.com
& Levels = Work Type Hourhy Rate
Codi 3000
@ Departments @| O | Coding S
— | | Design $45.00
@ Positions
| [ | Editing Mot Set
9 WorkTypes | [ | Project Management £55.00
9 Absence Types @ | [T | Transation Mot Set
® Clients
% Projects
& Expenses
# PayPeriods
% Settings
% Display Settings
& Exportto QuickBooks
Logged in: tom
02r2352005 12: 26 PM =
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The ‘Client Rates’ page contains information on a current state of the client charge rates.
If there’s been more than one change made during one day, it is the latest (final) one that is
taken into account.

To keep track of Rates History please check ‘Display History’ checkbox.
You'll see the following screen:

/3 Softerra Time-Assistant - Clients - Microsoft Internet Explorer 18] x|
J File Edit Wew Favorites Tools Help i
= T . & g : Effecti . =
1IME-ASSISTANLCONM o tive Time&Cost Tracking System
&, Time ‘ € Profile | @  Reports | Y Admin ‘ 7@ Help | @  Logout
Users
s W Display History gince [February =] [21 =] [2004 7] @ set deraur
9§ UserDetails Rates for Client Compensate.com
9 Levels = Work Type / Since Hourly Rate
Codin 30.00
& Departments @ - g
022172004 $30.00
9 Fositions @#| | pesign $45 00
& Waork Types o2r2r2004 544500
| e THES | [T | Editing Mot Set
e | [T | Project Management $55.00
ients
oz2r21r2004 554500
9 Projects | [ | Transation Mot et
# Expenses
& PayPeriods
% Settings
& Dizplay Seftings
& Exportto QuickBooks
Logged in: tom
024232005 12:26 PM hd|

Clicking the ‘Set Default’ button will restore the default client charge rate values (preset
by the Admin) for all Work Types starting from the selected date.

To edit an existing rate, one has to click the Edit icon on the left-hand side of a target
table row to display the following screen:
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/3 Softerra TimeAssistant - Clients - Microsoft Internet Explorer =12 x|

J File Edit Wew Favarites Tools Help i
[”@ Time-Assistant.com ..o Effective Time&Cost Tracking System =

&€y Time € Profile @  Reports ] Admin ';ﬁ' Help ] Logout

Users

User Details

Levels

Departments

Fositions

9 Work Types - - -
Edit Rate Project Managementfor Client L ocust Systems

@& | o\ o\ o

9 Projects =¢alue (per man-haun($)|[40.00

% Expenses subrit reset back
# PayPeriods

% Settings

% Display Settings

& Exportto QuickBooks

Logged in: tam
04/21,2004 05:43 Pk

Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 -

|@| Done I_ l_ I_ (5 Local inkranet

Use this page to apply the required changes to an existing rate, then press SUBMIT to
save changes, RESET — to discard, or BACK — to return to the Client Rates list.

Toggle Clients Logging
NOTE! This functionality can be toggled from the Application Settings.
NOTE! Only the Administrator is authorized to edit this setting.
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3 Softerra Time-Assistant - Settings - Microsoft Internet Explorer =12 x|
File Edit Wiew Favarites Tools Help ‘ :,'
) Back ~ &3 - [%] [2] ."| I Search =7 Favorites  4) | ~ i = & E‘@ el
Currency Faormat 100 b ﬂ
@ Absence Types ¥ |$ J
First day of week Sunday -
@ Clients I J
Titme Record Format " Duration ™ Start-Stop
Projects
d ! Enable Breaks v
9 Ewpenses Time Record Description |Enah|ed j
9 Pay Periods Projects |Required =]
@ Currencies Project Tasks |Enah|ed j
@ Settings Project ID [ Disabled =]
# Display Seftings a2 .
Aszsighed
% Exportto QuickBooks Refuse to addredit project records with Statuses || Started
Suspended
. Completed
Logged in: tom
03M4/2005 18:20 Clients [ Enabled =]
Enable Client Rates I
nahle Clients Logging —
Enable User Rates v
Enahle Absence support Il
Enable Pay Periods v
Enable Expenses v J
|@ Done l_ l_ l_ l_ l_ |‘ﬁ Local inkranet

Set Client permissions and authorization settings

If the Client Logging feature is enabled, users authorized to manage client information
can specify Client log settings and Client permissions on the Edit Client page.

The following attributes become available:

e Client Login and Password
o Enable/Disable Client option
e Client Time Zone

e Address
e Permissions to view the following Reports:
= Invoice

* Project Estimate

= Timesheet Report
= Work Types Report
= Expenses Report
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3 Softerra Time-Assistant - Clients - Microsoft Internet Explorer =12
File Edit Wiew Favarites Tools Help ‘ -:,'
) Back ~ &3 - [%] [2] ."_|| ) Zearch <7 Favorites 2 | - B2 [ ﬁ EQ o 3
¥ EET LELEN FQrganization |Cnmpen5ate.wm ﬂ
9 Levels *First name [David
% Departments Middle name |
% Positions *Last name |Eleu:k
9 Work Types *Ehdail |beckhem@cumpensate.cnm
& Absence Types Address |EIDE| M. Montana
Phone [(a0)430-0384
& Projects Fan [457-06595
% Expenzes Lirl |www.cnmpur|.c0m
% PayPeriods “Login I
| EuEnEs Change password r
Disabled -
% Settings
Time zone |Gru1T +00:00 Greenwich dean Time j
) il eings Allowwed to view lnvoice -
@ Exportto QuickBooks Allowed to view Project Estimate -
Logged in: tom Alloweed to view Timesheet Report | [T
03/04/2008 16:20 Alloweed to view \Work Types Report| [T o
Alloweed to view Expenses Report | [T j

|@ Done l_ l_ l_ l_ l_ |\ﬂ Local intranet
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Client Logging

When the Client Logging feature is enabled, Clients Login page becomes accessible.
This page allows Clients to enter their login names and passwords required for authorization.

/) softerra Time-Assistant - Clients Login - Microsoft Internet Explorer -8l x|
File Edit \iew Favorites Tools  Help | 1',"
QBack - £ - [¥] [2] 1w | ) Search <% Favorites  £4) | ~ i = & E 3
p— ) — . B
<y Time-Assistant.com Effective Time & Cost Tracking System
7 Help

% Users Login

® Clients Login

Client Login
*Login I
*Password I

Save login | [T

Submit

Time-Assistant Enterprise Trial 6.2 @ Copyright Softerra LLC 1999-2003 LI

|&] pare ’_ ’_ I_ ’_ ’_ [%3 Local intranet

Client Permissions
Clients have access to the following features:
o View PERSONAL rates;
o Edit PERSONAL Profile and Display Settings;

These features are similar to those used for users. Please refer to the
corresponding chapters for more details.

Clients have different sets of reports available for each of them based on personal
permissions preset by the Administrator.

o Timesheet Report by Projects of personal assignment for a certain period;
« Work Type Report by Projects of personal assignment for a certain period,
e Expenses Report by Projects of personal assignment for a certain period;
« Estimate for Projects of personal assignment;

« Invoice for Projects of personal assignment;
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These reports are the same as for users. Please refer to the corresponding
chapters for more details.

Managing Projects
NOTE! The Projects functionality can be toggled or set as optional from the Application
Settings.

Managing projects, i.e. editing project information, is a prerogative of Administrators,
Managers (in relation to their Subordinates) and Employees (if properly enabled by the Admin
or supervising Manager).

To access the Edit Projects page, one should click the Projects button on the left-hand
side navigation panel in the Admin menu to display a list of projects (if any at that moment):

<3 Softerra TimeAssistant - Projects - Microsoft Internek Explorer = kS
 sofl f I =]
J File Edit Wew Favarites Tools Help i
o7 —_— —_— S —
&y, Time | € Profile ‘ @4  Reports | D Admin | ##  Help | @ Logo
) Wi (6 add new project | Client [All Clients =l |G printale screen | 3¢ ¥
& User Details Projects
’ Client Started a Deadline Status Leader Estimated Tasks Notify
B Levels 7
LDAP Financial Tomas
I
@ Depariments BT | agrinistrator Site i OBA1/2004111| 10/26/2004| Started| |52 45.00 T
fre Locust Bent
Positions
] {%’ [T | refrestaurants Systems 0am1r2004 10M0r2004| Started Larsen 15.00 T
) i | ™ | Fleetimprovement| Fleetallcam| DE01/200411| 10/02/2004| Started ;‘r‘ii‘;”; 50.00 23
& Clients - X
| | corpsite cnanetal | p1i172004 started| 71" 0.00 &
® Projects P
@ Expenses
# PayPeriods
9 Settings
# Display Setftings
% Exportto QuickBooks
Logged in; tom
04i21/2004 05:49 PM
Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 T
4| | ]
|@ I_l_l_ (5 Local inkranet
This list will contain the following information:
o Title

o Client for the project
o Start Date

o Deadline

e Project Status
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o Project Leader

o Estimated Time

o Project Notifications link

e View Details link

o Project ID (if the ‘Display project ID’ setting is enabled in the Application
Settings)

o View Tasks (if Tasks are enabled in the Application Settings)

If the total estimated time for tasks exceeds the time estimated for the whole project, or if
the start date of one of the project tasks goes before the project start date, or the deadline for
one of the project tasks goes after the project deadline, a warning icon (triple exclamation mark)
will be displayed.

To sort the projects by one of their selected properties (‘Title’, ‘Client’, ‘Start date’,
‘Status’ or ‘Leader’) in ascending/descending alphabetical order, click an appropriate title in the
list.

To export the list of projects to an XLS file, click a corresponding button in the upper right
hand corner of the screen.

To delete a project, tick a box next to it and press Delete.

To add a project, click the Add New Project button to move over to the Add/Edit Project
page so to enter/edit the following information:

Title

Client for the project

Start Date

Deadline

Project Status

Project Leader

Employees to be involved in the project

Estimated Time

Project ID (if the ‘Display project ID’ setting is enabled in the Application
Settings)

NOTE! Those users who have the ‘Automatically add to all new projects’ checkbox
enabled for them by the Administrator or a Supervising Manager from the Edit User page, will
already appear pre-selected.

To edit a project, i.e. to change values of the above-mentioned fields, just click the Edit
icon to the left of the project’'s name. The following page will display:
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3 Softerra TimeAssistant - Projects - Microsoft Internekt Explorer ;Iilﬂ
J File Edit Wew Favarites Tools Help i

9 Users Edit Project LDAP Administrator Site [

i User Details *Title ||_DAP Administrator Site

9 Levels Client |Financia| Group j

% Deparments LDAP ~

Description

% Positions =]

% work Types *Start Date |.June =] |1 =] |2IJE|4 | &

& Clients Deadline [october  =][26 =||2004 =] &

3 E Leader |Tnmas Costa j
¥penses

& PayPeriods

M Settings

: _ .JacqusL fleur
9 Display Settings Users imultiselect) YWayne Bridge

® Exportto QuickBooks

Logged in: tam
0472172004 03:49 Pk

Estimated Titme thours) |45.EID

zubrnit reset back

Time-Assistant Enterprise Demo @ Copyright Softerra LLC 1999-2004 LI

4] [ [ [ BB Localintranet

Having applied the desired changes, click SUBMIT to save changes, RESET - to
discard, or BACK — to return to the List of Projects.

Project Details (View-only)

On a screenshot below you can see the ‘View Project Details’ page displayed to all users
who do not have enough permissions to edit projects, as a result of their clicking the View link in
the Details table column (on the List of Projects page).
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2§ Softerra TimeAssistant - Projects - Microsoft Internet Explorer =12 x|
J File Edit Wew Favarites Tools Help
= T 3 \. L Tal O ¥ E.ﬂ:ff_' . = ;I
ime-Assistant.com ... tive Timeg&Cost Tracking System
&y Time ‘ €  Profile | @  Reports | ] Admin ‘ 7@  Help | @  Logout
9 Users back
9 User Details Details of Project LDAP Administrator Site
) D Title LOAP Administrator Site
Client Financial Graup
@ FPositions Description LDAP
& Work Types Estimated 45.00
Started 06152004
9 Clients Deadline 106262004
@ DProjects Status Started
Leader Tomas Costa
9 Expenses Users Bent Larsen, Fernando Torres, Tomas Costa
# PayPeriods
Logjged im: bert
0452152004 OE:05 P
Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 LI

|@ Done I_ l_ I_ (5 Local inkranet
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Managing Project Tasks
NOTE! This feature is supported in the Enterprise version only!

Note! Tasks can be toggled from the Settings for the entire application. However,
authorized users may safely disable Tasks for certain Employees via their personal
Display Settings in case one is just involved in projects that do not contain any tasks.

If Tasks are disabled, then:

e The View Tasks icons will not be displayed on the Project page

e The Select Task item in the Time Record form (see below) will be hidden
e The Tasks column on the TimeTrack and Reports pages will be hidden

To display the list of tasks, click the View link located in a target project row inside the
Tasks column for the following page to open:

3 Softerra TimeAssistant - Projects - Microsoft Internet Explorer =12 x|
J File Edit Wew Favarites Tools Help i
¥ Ti - AGS1St ; ective Time&Cost Tracking System -
Assistant.com ... Effective Time&Cost Tracking Sy [
&€y Time € Profile @  Reports ] Admin ';ﬁ' Help ] Logout
9 Users 2dd new tazk back @ printable screen | 3§ RLS
9 User Details Tasks for Project Fleeiimproverment
9 Levels AN | Started + Deadline  Status Estimated
Functional . Bent Larsen, Fernando Tarres,
& Departments &\ Speciication 04/18/2004| 04/22/2004 Assigned|, o o 10.00
¥ Positions ‘@f [~ | Final Release 04521/2004 | 04/2372004 | Assioned| Bent Larsen, Fernando Torres 10.00
& Work Types | | fuermediate 04/24/2004 | 04127/2004| Assigned| Fernanda Torres, Wayne Bridge | 15.00
% Clients Total 35.00
® Projects
& Expenses
# PayPeriods
% Settings
% Display Settings
& Exportto QuickBooks
Logged in: tam
0472172004 06:03 P
Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 :
|@| Done I_l_l_ (5 Local inkranet

To sort tasks by one of their selected properties (‘Title’, ‘Start date’, ‘Deadline’, ‘Status’,
‘Estimated Time’) in ascending/descending alphabetical order, just click a target property title.

To export the list of tasks to an XLS file, click a corresponding button in the upper right
hand corner of the screen.

To delete a Task, tick a box next to it and click Delete.
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NOTE! It is not just the Administrator and properly authorized Managers/Employees who
may add new tasks to a project or edit existing tasks. These features are also available to
Project Leaders as regards projects they are involved in directly.

To add a Task, click the Add New Task button to get to the Add Task page. On that
page, select a task Start Date, Deadline, Estimated Time, enter its Description, assign a Status
for it and Users to be involved in performing the task.

To edit an existing project task, click the Edit icon located to the left of a target project in
the list. This will take you to a page very similar to the one called ‘Edit Task’.

3 Softerra TimeAssistant - Projects - Microsoft Internet Explorer =12 x|
J File Edit Wew Favarites Tools Help i

[@ TIme-AsSiStant.com ... Effective Time&Cost Tracking System 4

@ Time %ﬂ Profile Q‘fs Reports 'ﬁ Admin ?ﬁ' Help i} Logout
9 Users
9 User Details
9 Lewels Edit Task for Project Fleetimprovement
% Departments *Title [Final Release
@ Positions Start Date [ Apri ~lj21 =||z004 x| &
. Deadling [ Apri ~lfzz =||z2004 7| &
& Clients Status IAssigned 'I
: Il
® Projects Bent Larsen
) Fernando Torres

& Expenses Uzers (multiselect) Wayne Bridge
# PayPeriods
9 Setings Estimated Time thours) |[10.00
1 Display Settings submit reset back
& Exportto QuickBooks

Logged in: tam
04,21,2004 06:09 Pk

Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 -

|E:| Done I_ l_ I_ = Local intranet

Use this page to change whatever information you want and then click SUBMIT to save
changes, RESET - to discard, or BACK — to return to the List of Projects.

Other Employees are also allowed to view tasks for projects of their personal
involvement, without, however, being able to edit them. What remains available is just the
sorting feature.
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Managing Project Notifications

In the Enterprise version, all Time-Assistant users can be kept updated on a current
status of a project they are involved in. This is implemented in the form of email notifications
sent to appropriate users when:

e aproject or task deadline has been missed
« time estimated for a project or task has been exceeded

The notification mode will get activated as soon as an Employee or Manager adds a new
time record to Timesheet (see the following chapter). The application will display a
corresponding warning with an option to confirm or cancel (provided the list of persons to be
notified for this Project is not empty and someone has been selected), and then, if confirmed, a
notification email will be sent to all the persons to be notified with the data saved in the
database.

To view the Project Notifications page, click the Notify icon located in the selected
project’s row inside the Notify column. The following page will be displayed.

/3 Softerra TimeAssistant - Projects - Microsoft Internet Explorer 12| x|
J File Edit Wew Favarites Tools Help ﬁ
[@ Time-AsSIStant.com....... Effective Time&Cost TrackingSystem 2]

@ Time %ﬁ Profile g9 Reports 'ﬁ Admin S Help i} Logout

9 Users

9 UserDetails HNotifications for Project LOAP Adninistrator Site

9 Levels Motify by email that the Total Project Time has been exceeded | [T

@ Depariments M otify by ermail that the ProjectTask deadline has not heen met g

i Positions Jacques Lafleur

Tomas Costa

9 Work Types

& Clients
m Send Notifications to (multiselect)

# Expenses

& PayPeriods

% Settings

& Dizplay Seftings

& Exportto QuickBooks subrmit reset back

Logged in: tam
0472172004 08:09 Pk
Time-Aszsistant Enterprise Demo @ Copyright Softerra LLC 1999-2004 -

|§j Dane I_ l_ I_ [2E Local intranet

Use this page to select notification events along with the persons to be notified (from
among Administrators, Managers or Project Leaders). Then click SUBMIT to save changes,
RESET - to discard, or BACK — to return to the List of Projects.
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How Do | Make Use of Expenses?
NOTE! Expenses can be toggled from the Application Settings
NOTE! This feature is supported in the Enterprise version only!

The Expenses functionality may be enjoyed by all sorts of Time-Assistant users provided
they are expressly permitted to do so by the Administrator.

Here is a sample look at the list of Expenses.

/3 Softerra TimeAssistant - Expenses - Microsoft Internet Explorer =12 x|
J File Edit Wew Favarites Tools Help i
[’@ Time-Assistant.com ... Eifective Time&Cost Tracking System
&y, Time ‘ € Profile | @4  Reports | ) Admin W Help | @ Logout
1 Ve | add new expense |
9 User Details Expenses
9 Levels =l Description w
&% | | Bogks
@ Departments
#|r|co
@ Positions 2|1 | Mileane
9 Work Types
9 Clients
@ Projects
# PayPeriods
% Settings
% Display Settings
& Exportto QuickBooks
Logged in: tam
0472172004 06:03 P
Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 :
|@ Done I_l_l_ (5 Local inkranet

To sort Expenses in ascending/descending order, click the Description title.
To delete an Expense, tick a box next to it and click Delete.

To add an Expense, click the Add New Expense button.

To edit an Expense, just click the Edit icon to the left of its name in the list.

2008 © Softerra
http://www.softerra.com/




Document: SD/UM -160
Version No: 6.3 of 05/05/08
SDfTre mrra Issued By:  Softerra
Page: 68 of 146

a Softerra TimeAssistant - Expenses - Microsoft Internekt Explorer Ailﬂ

J File Edit Wew Favarites Tools Help i
[’@ Time-Assistant.com ..o Effective Time&Cost Tracking System =

&y, Time ‘ € Profile | @4  Reports | ) Admin ‘ W Help | @  Logout

Users

User Details

Levels

Departments

@ Positions

9 Work Types

9 Clierts L EdtBwense |

*Description |ru1ileage

@ Projects

m | subrnit || reset || back |

# PayPeriods

% Settings

% Display Settings

& Exportto QuickBooks

Logged in: tam
04,21,2004 06:09 Pk

Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 -

|@ Done I_ l_ I_ (5 Local inkranet
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How Do | Handle Pay Periods?
NOTE! The Pay Periods functionality can be toggled from the Application Settings.

A Pay Period is a fixed time interval used to customize the way employees/ clients get
paid/charged, if not on a generally used weekly /monthly basis. In other words, the feature is
designed to generate more convenient Reports and TimeTrack exactly for the above purposes.

NOTE! It is just the Administrator who is authorized to manage Pay Periods; while
Managers and Employees may only see a view-only version of the page limited to just the
sorting feature.

Here is what the List of Pay Periods looks like:

/3 Softerra TimeAssistant - Pay Periods - Microsoft Internet Explorer 18] x|
J File Edit Wiew Favorites Tools  Help i
[@ Time-Assistant.com ... Effective Time&Cost Tracking System 2]
é@ Time ‘ @;i Profile | Qf Reports | ﬁ Admin ';ﬁ Help | i Logout
1 Users add new period I
M User Details Pay Periods
’ Start Date
B Levels % o =
| [ | 030152004
) BRIz | | 02reiz004
% Positions & | [ | 020152004
9 Work Types || 01162004
01/1r2004
& Clients 2|0
& Projects
# Expenses
® PayPeriods
@ Settings
# Display Setftings
% Exportto QuickBooks
Logged in; tom
0452152004 0509 Ph
Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 T
|@ Dane l_l_l_ (2F Local intranet

To sort Pay Periods in ascending/descending order, click the title.
To delete a Pay Period, tick a box next to it and click Delete.
To add a new Pay Period, click the ADD NEW PERIOD button.

To make changes to an existing Pay Period, use the Edit icon to the left of a target period
to display the following page:
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/3 Softerra TimeAssistant - Pay Periods - Microsoft Internet Explorer == x|

J File Edit Wew Favarites Tools Help i
[”@ Time-Assistant.com ..o Effective Time&Cost Tracking System =

&€y Time € Profile @  Reports ] Admin ';ﬁ' Help ] Logout

Users

User Details

Levels

Departments

Fositions

Wark Types

Clients Edit Pay Period
*Start Date| [Februay =|[1 =][2004 =

submit reset back

@& o\ o\ o o\ o o e

Frojects

@ Expenses

® PayPeriods

% Settings

% Display Settings

& Exportto QuickBooks

Logged in: tam
04,21,2004 06:09 Pk

Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 :

|@| Done I_ l_ I_ (5 Local inkranet

Use this page to enter a Start Date for a new Pay Period. As to an End Date, it'll be
determined automatically to become a Start Date of the next Pay Period; or a current date if
there are no more Pay periods going after that.

Having entered the desired information, click SUBMIT to save changes, RESET - to
discard, or BACK — to return to the List of Pay Periods.
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How Do | Calculate Working Time Total?

It is quite natural that time management implies everyday maintenance of time records by
employees. Below you'll find what time tracking features Time-Assistant has to offer to its users.

Timesheet Section

This is the Time-Assistant application main page (preset by default). For all user
categories (Administrator, Manager, Employee) it looks identical, except that the ‘User’ filter
includes a different number of users depending on a current user category.

The page displays a period of only four months maximum, starting from January, May or
September (the number of months to display along with the Calendar properties can be
adjusted via the Display Settings). To move forward or back in time, click the backward/forward
arrows on the page’s left and right-hand side respectively.

/3 Softerra Time-Assistant - Timesheet - Microsoft Internet Explorer 12| x|

J File Edit Wew Favarites Tools Help i
TimeSheet [
add new record UserlElem Larsen j

% TimeTrack Time Records for User Bent Larsen, Date: 01/01/2005, Saturday
% Expenses AN | Project Work Type Task Description Start+  Stop Break Appr. Paid Time
Froject . . . .
& Days OF ‘@ [~ | reZrestaurants e e FPS 1000 A 10:20 AW 000 Yes [100%| 0:20
& Absence @ [T | Corpsite Coding RFF pages |[10:20 AM|10:40 AW| 0:00) Yes [100%| 0:20
Project Functional Function . . . .
- ‘@f | FIEEtImprwememManagementapeciﬂcatinn Specification 1040 AMI12:45 PM| 0:00| Yes [100%| 2:05
026232005 12:26 P Beta
@ [T | Corpsite Design wersion 12:45 PM(02:00 PM| 0:00| Yes (100%(| 1:15
preparation
Beta
@ [T | Carpsite Design wersion 02:00 PM{02:25 P 0:00] Yes (100%| 0:25
preparation
Froject Functional Database . . . .
@ - FIEEtImmwememManagementapeciﬂcatinn description 0250 PM{03:40 P 0:00]| Yes | 50%| 0:50
Core and
@ [ | Fleetlmprovement| Coding |ayaut Search form|03:40 PM|04:50 PM| 0:00| Yes |[100%) 1:10
programming
Core and Search
'@‘3 [ | Fleetlmprovermnent| Coding layout 04:450 PM{0E:00 PM| 0:00[ ¥Yes (100%| 3:10
. |result page
programming
Total for Day 935 |
January 2005 February 2005 March 2005 April 2005
Sun| |2 9)16|23|30| [Sun B(13/20|27| |Sun 6132027 | Sun| |3[10(17|24
| |Mon| |3(10/17|24|31| |Mon I(14|21|28| |Mon| | 7|14|21/28| |Mon| |4/11/18/25 |»
| Tue 4[11118|25 Tue | 1| 8|15]22 Tue | 1] 8142229 Tue A12(19(26 I_Iﬂ
4 »
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Filling a Timesheet

To add a new time record for yourself (or any one of your subordinate Employees or
Managers if you are an application Administrator or Manager), click the Add New Record button
located on the Time-Assistant start page to get to the following page:

/3 Softerra Time-Assistant - Timesheet - Microsoft Internet Explorer 18] x|
J File Edit Wew Favorites Tools Help ﬁ
% [ime-ASSIStant.Com ... Effective Time&Cost Tracking System
@ Time @:\i Profile Qf Reports 'ﬂ Admin ?ﬁ Help 3 Logout
® TimeSheet
% TimeTrack
Add Time Record for User Bent Larsen, Date: 010172005
# Expenses
Project |Fleetlmprnvement j
Days Off
9 b Work Type |Cnding j
@ Absence Task |Cnre and layout programming j
Logged in: tom *Start IDS Fhi vl oo o« il
0202302005 12:26 PM “Stop oarm =l o0 =] &
Break ID "”EIIZI v|
*Description
Last¥ Descriptions |Addtu form j
Approved Mo
Paid 0%
submit reset back
Time-Assistant Enterprize Intranet 6.1 & Copyright Softerra LLC 1999-2005 j

Use this page to enter the following information:
e Project (the one you're about to enter a record for)
e Work Type
o Start time (hours and minutes)
e End time (hours and minutes)

NOTE! If in the Application Settings the Time Record Format is set to Duration, it
means it'll display Duration (hh:mm) instead of Start/End Time.

e Breaks (if enabled and Time Record Format is not set to Duration)
e Record Description (if enabled)
e Task (if enabled)

2008 © Softerra
http://www.softerra.com/




Document: SD/UM -160
Version No: 6.3 of 05/05/08
SDFTT erra issued By: ~ Softerra

Page: 73 of 146

If the Approval feature support is enabled in the application Settings, you'll be able
to view the following:

e Record approval status (‘Yes/No’ view-only, if enabled)
o Extent of payment for work done (in %, view-only, if enabled)
(For more details, please consult the ‘How Do | Administer Approvals?’ section).

The period during which Employees are entitled to change their timesheet information
gets set by Administrators or Managers on the User Rights page.

NOTE for Empoyees and Managers! If one of the notification events for a selected
Project (‘task/project deadline not met’ or ‘project completed’) has occurred prior to your
submitting your time record, the application will display a corresponding warning with an option
to confirm or cancel (provided the list of persons to be notified for this Project is not empty and
someone has been selected), and then, if confirmed, a notification email will be sent to all the
persons to be notified with the data saved in the database.

To edit an existing time record of yours (or of any other user if you are an administrator or
a supervising manager), click the Edit icon to the left of the selected record’s name.

Both the Project and the Work Type of the time record submitted last will appear
automatically in the next time record, with the end time of the previous record becoming the
start time for the next one to go.

TimeTrack

On the TimeTrack page, the Administrator and Managers can view time records of their
subordinate users for a standard period of time — a week, a month or, alternatively, for a preset
Pay Period. Employees can view time records of their own and submit their TimeTrack for
approval, as well as view time records of Employees whose TimeTracks are allowed to be
viewed for them. (The Approval procedures are described in the ‘How Do | Administer
Approvals?’ section).

To have a user Timetrack displayed for a certain time period, choose a name and a
period from the dropdown selects located in the page’s upper part and then click on any date
within a target period.

Administrators and Managers may also approve upon their subordinate user TimeTracks
and assign payments in accordance with the TimeTrack records.
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2§ Softerra Time-Assistant - TimeTrack - Microsoft Internet Explorer

J File Edit Wew Favarites Tools Help

@ TimeSheet

| add new record |User|Elent Larsen j |@ printable screen ||a HLS |—
sprove | Display | Al Projects | Ainwork Types || anDays ~lfmonth +|

Time Records for User Bent Larsen, Period: 01)01/2005 - 01/31/2005
| 9 D - 100% = || Project Work Tyne Task Description Start « Stop Break Time
ays ;
| \‘f % 01/01/2005, Saturday
9 Absence 100 9| & | reZrestaurants |7 roiect FPE 10:00 At 1020 vl ooo| 0020
Management
Logged i tom 100 9| W | Corpsite Coding RFFP pages 10:20 AM10:40 A 0:00) 0:20_
Q2025302005 12:26 Phd - - -
Froject Functional Function

Q

1009 v | Fleetimprovement 1040 Akd(12:45 P 0:00) 2:05

Management|Specification [Specification

Compsite Design Beta version |5 4e puloz:oo PM| ooo| 1015
preparation

Beta version

100 %

=]

@
@
@
@
@
@
@
@

o[ sl 4|4l lel o

100 9| WV | Corpsite Cesign preparation 02:00 PM(02:25 Ph| 000 0:25
Project Functional Database . . . .
0 x| W | Fleetimprovement Management|/Specification |description 0250 Ph(03:40 Pw| 0:00| 0:50
Core and
100 %| M | Flestimprovement| Coding layout Search form 0340 PM{04:50 PM| 0:00) 1:10
programming
. Cope 2l Search result
100 o| ¥ | Fleetimprovement| Coding layout page 04:50 Ph(0S:00 PM| 0:00) 310
programming
Total for Day .35
Core and
{'z}fl 100 9| M | Fleetimprovement| Coding layout Layaut 0555 AM|06:30 AM| 0:00) 0:35

programming

i"nre and hd
4 |

To export a TimeTrack to an XLS file, click a corresponding button in the upper right-
hand corner of the screen.
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Accounting Expenses

On the Expense Track page, the Administrators and supervising Managers can also view
expense records entered by their subordinate users for a standard period of time — a week, a
month or, alternatively, for a preset Pay Period, while Employees can only view expense
records of their own and submit their Expenses for approval, as well as view expense records of
Employees whose TimeTracks are allowed to be viewed for them. (The Approval procedures
are described in the ‘How Do | Administer Approvals?’ section).

To have a user Expense Track displayed for a certain time period, choose a name and a
period from the dropdown selects located in the page’s upper part and then click on any date
within target period.

Administrators and Managers may also approve upon their subordinate users’ Expenses.

2§ Softerra Time-Assistant - Expenses - Microsoft Internet Explorer =12 x|
J File Edit Wew Favarites Tools Help i
= . A ool o br . g T =
@ Time-Assistant.com ... ... Effective Time&Cost Tracking System
€y, Time ‘ € Profile | @4  Reports | ) Admin ‘ 7@ Help | @ Logout
9 TimeSheet | addnewexpens= | User|BentLarsen x| | printablescresn | 3§ mS |
i TimeTrack approve | Display | All Projects =lmonth  ~|
m Expenses for User Bent Larsen, Period: 01/01/2005 - 01/31/2005
Project - Ezpense Description Bill Client Sum
& Davs Off

% Absence [+ | Fleetimproverment Mileage Clienttransport Yes F3z.00
Total for Day $32.00

Logged in: tom 01/102/2005, Sunday
ef2a iz 1226 Pl {%’ @ v | LDAP Administrator Site Cffice presentation Sentdemo CD o client es F10.00
Total for Day $10.00
Total for Period $42.00
January 2005 Fehruary 2005 March 2005 April 2005
gun| | 2| 8]16(23]30) |Sun 6|13[20)27] |Sun B|13{20)27] |Sun| | 3|10)17]24
€| |Mon| [3]10(17)24/31) |Mon| | F(14]21(28] [Mon| | F|14/21|28) |Mon| | 4/11(18)25] |»
Tue | | 4[11]18|25 Tue | 1] 8)15|22 Tue | 1] 8)15|22)129] |Tue| |5[12)19|26
Wed| | 5[12|19]26 Ved| 2| (16|23 VWed| 2| 9(16|23|30) |\Wed] |§|13]|20|27
Thu| | B[13]20|27 Thu| 3]10]17|24 Thu| 3]10/17|24/31] |Thu| |7]|14|21|28
Fri Iji4/21)28 Fri |4|11/18/25 Fri |4|11/18/25 Fri |1|5/15/22 29
Sat 1) 8|15/22|28 Sat [ 5]12)19/26 Sat [ 5]12/19/26 Sat | 2] 8)16|23/30
Time-Assistant Enterprise Intranet 5.1 @ Copyright Softerra LLC 1999-2005 LI

To export Expenses to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Adding/Editing Expenses

To add a new Expense record for yourself (or any one of your subordinate Employees
and Managers if you are an application Administrator or a supervising Manager), click the Add
New Expense button located on the Expenses page. The following page will display:

/3 Softerra Time-Assistant - Expenses - Microsoft Internet Explorer 18] x|
J File Edit Wiew Favorites Tools  Help ﬁ
% [ime-ASSIStant.Com ... Effective Time&Cost Tracking System
@ Time %ﬂ Profile Qf Reports 'ﬂ Admin ?ﬁ Help 3 Logout
& TimeSheet
& TimeTrack
% Days OfF
Edit Expense for User Bent Larsen, Date; 01022005
% Absence
Project || LDAP Administrator Site =l
Logged in: tom Expense | Office presentation j
0272302005 12:26 PM
Sentdemo CD to client ;I
Description
*Sum (§)  |[10.00
Bill Client | W
submit reset back
Time-Assistant Enterprise Demo 6.1 @& Copyright Softerra LLC 1999-2005 j

Use it to enter the following information:
e Project (the one you've entered your record for)
o Expense
e Record Description (if enabled)
e Money value
« Whether the record is to be included in the invoice to client

To edit an existing Expense, use the Edit icon to the left of a target expense to display a
page very similar to the above, except that it will already contain information previously entered,
rather than the default values (those of the last added expense).

After you have added a new expense or edited an existing one, click SUBMIT to
savechanges, RESET — to discard, or BACK — to return to the List of Expenses.
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NOTE! A time interval when Employees are allowed to edit their existing expense
records, is set by the Administrator or a supervising Managers on the User Permissions page!

Accounting Absences

On the Absence page, the Administrators and supervising Managers can highlighting
user absence days (vacations, sickness, traveling) for their subordinate users, while Employees
can only highlighting absence days of their own. To mark or unmark a date or period, one
should specify absence type and selection mode and click a desired date.

Note: absence days have a higher priority than days off when are displayed in a
calendar.

3 Softerra Time-Assistant - Absence - Microsoft Internet Explorer =12 x|
J File Edit Wew Favarites Tools Help i
|‘=’_C:';) Time-AssiStant.com ... Effective Time&Cost Tracking System
'&%% Time %j Profile (2? Reports rﬁ Admin ?? Help 3 Logout
% TimeSheet To mark the start date of the period, just click the desired date |
% TimeTrack Uger |Elent Larzen j Absence Type IVacatiun "I Mode IPeriud vl
# Expenses January 2005 February 2005 March 2005 April 2005
sun 2| 8|16(23|30] [5un B|13|20127] |5un B|13|201Z7) |Sun 3101724
@ DaysOT «| |mon| |3l10/17(2431] |mon| | 7|14|21|28| |mon| | Z|14/21[28) |mon| |s2|11]1828] |»
m Tue| | 4|11/18[25 Tue|1| 8|16/22 Tue|1| 8|16/22[28) |Tue| |5/1219]28
Vved| |[5]12|149)2B Wed| 2| 8|16|23 Wed| 2| B(16|23|30) Wed| |[§(13(20(27
Logged in: tom Thu Bl13|20/27 Thu| 3/10(17|24 Thu| 3/10(17 24 31 Thu I14)21 28
IRIEIEns T2 Fri | [7]14/21[28 Fri | 4[11]18/28 Fri | 4[11]18/28 Fri | 1] 8l1522[20
Sat | 1) 8152228 Sat [ 5]12|19|28 Sat [ 5]12|19]28 Sat | 2] 9|16|23|30
Time-Assistant Enterprize Trial .1 & Copyright Softerra LLC 1999-2005 LI
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How Do | Administer Approvals?
NOTE! This functionality is only supported in the Enterprise version!

Each TimeSheet record may be approved or disapproved upon by the Administrator or a
duly authorized supervising Manager. Besides, they may assign an extent to what they believe
an employee should be paid for a particular kind of work.

Let's assume some employee named John Doe has added the following new record:
- Duration - 3 hours;
- Work Type - Coding.

We also assume that his rate for the given Work Type is 40$ per hour. Now one of his
supervisors need to decide whether or not to approve upon this record, and, if they do, assign
an extent to what this work should be paid for (in percent). Suppose they’ve assigned just 50% -
in this case John Doe’s salary for this record will amount to 3*40*0,5=60$%. If this record is
rejected, the extent of payment assigned will automatically be set to 0%, meaning no dough for
John Doe.

Here is the basic order of operation inside this section:

Employees and Managers who require approval for their time records, first need to press
the ‘Submit for Approval’ button on their TimeTrack page. This will initiate submission of the
whole timetrack via a notification for all Time-Assistant users authorized to view the given user’'s
TimeTrack. To the Administrator and supervising Managers such notification (saying that the
TimeTrack is filled and requires approval) may look like one of the following:

- A supervisor's TimeTrack page will display the Submit Date along with the name of a
person who requires approval in the left-hand side bottom corner of the screen;

- The TimeTrack Approval Report page will display a new record containing the same
information (to be updated every time the user resubmits the TimeTrack).

So, to approve upon a TimeTrack, tick a box next to a target time record of those
submitted on the TimeTrack page and press the Approve button. To get to the TimeTrack page
displaying detailed information for a selected period, click one of the submitted time period links
at the TimeTrack Approval Report page.

In addition to approvals or rejections of TimeTrack records, the Administrators and
supervising Managers can also set an extent to what the records logged should be paid (in
percent).

A similar technique is used for Expenses.

Toggle Application Approvals
NOTE! Approvals can be toggled from the Settings for the whole application!
NOTE! It is just the Administrator who's authorized to edit this setting.
If we assume that Approval for the whole application are disabled, then:
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e« The Approval and Payment columns will not be displayed on the TimeTrack,
TimeSheet and all appropriate Report pages

e The Approval column will not be displayed on the Expenses page

e The ‘Submit for Approval’ button on the TimeTrack and Expenses pages for
Employees and Managers will not show

e The ‘Approve’ navigation panel button will be hidden

e« Each new Timesheet record will automatically have the 'Approved’ Status
assigned to it with the Payment extent always equaling 100%

« Each new Expenses record will automatically have the 'Approved’ Status
assigned to it

 Softerra Time-Assistant - Settings - Microsoft Internet Explorer =121 x|
J File Edit Wew Favarites Tools Help ﬁ
9 Bxpenses Time Record Description |Required j :I
9 PayFeriods Frojects |Required |
Froject Tasks |Enab|ed j
% Display Settings Project 1D |Disabled j
9 Exportto QuickBooks L _
Refuge to addredit project records with Statuses 'gtsasrltgge'j
Logged in; tom (multiselect) Suspended
0272372005 12026 Ph Completed
Clients | Enabled =l
Enable Client Rates v
Enable User Rates I
Enable Absence support v
Enable Pay Periods v
Enahle Expenses I~
_I'E_}{pensp Eecord Dlescrintion !En-\ led d
Enahle Approving support v )
User Positoms T Enabled =l
Enable User TimeTable I
Enable User Status v
Display warnings in Work Types reports v |-
subrnit reset LI
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Toggle User Approvals

The “Requires TimeTrack Approval” attribute may be assigned to each Employee and
Manager. The Approval support can be enabled/disabled from the User Rights page and only
Administrators and Managers with appropriate rights are authorized to do that.

If the Approval support for an Employee or Manager is disabled:
e Administrators and Managers will not need to approve this user TimeTrack

e The ‘Submit TimeTrack for Approval’ button on the TimeTrack page for such
user will be hidden

e For each new Timesheet record for such user the “Approved” Status is
assigned automatically and the Payment extent is set to 100%

/3 Softerra Time-Assistant - Users - Microsoft Internet Explorer —|&] x|

J File Edit Wiew Favorites Tools  Help ﬁ
m Permissions for User Bent Larsen J

& User Details *AddiEdit Backdated Records (max. days after a target I
date)
@ Levels *AddiEdit Future Records {max. days hefore a target |35
% Departments Lalt)
# Paositions Supervising Users (multiselect)
& Waork Types
M ofifibsemraailsunamising users of subrmitted timetracks | W
Absence Types
9 W Reguires Approval I j
9 Clients I
Work Types .
% Projects ¢ Edit
| EEneEs S = Mo rights to Wiew
& View for yourself only
@ PayPeriods & View for yourself only
% Settings Projects £ View all
; : " Editall
& Dizplay Seftings
Wiew all user records related to projects of personal r S
# Exportto QuickBooks  |involvement
Altormatically add to all new projects I
Logged in: tom - -
CI S 1226 B Add to all existing projects
Delete from all existing projects
= Mo rights to View
Client & View for yourself only
ients
= View all j
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How Do | Submit My TimeTrack for Approval

Any Employee looking to get a TimeTrack approval, needs to submit it for approval for
the whole of one of the standard time intervals periods provided — a week, a month or pay
period.

This is done by clicking the ‘Submit TimeTrack for Approval’ button located right above
the TimeTrack itself a little bit to the left.

NOTE! This button will not be displayed to Employees who do not require Timetrack
approval!

The Administrator and supervising Managers can approve upon TimeTracks regardless
of whether or not they have been submitted. Submission implies a notification sent to other
Time-Assistant users saying that the TimeTrack is ready for an approval.

Also it is possible to resubmit a TimeTrack after it's already been approved by a
supervisor. This may be required when e.g. an Employee decides to make changes to some
records after submitting them for approval.

Following a TimeTrack submission, the user page will display the Submit Date along with
the name of a person who requires approval in the left-hand side bottom corner of the screen.
Plus the TimeTrack Approvals page will also have a new record added. (See the TimeTrack
Approval Report description below).

/ Softerra Time-Assistant - TimeTrack - Microsoft Internet Explorer 12| x|
J File Edit Wew Favorites Tools Help i
You may not add or edit time records for this day. lllegal period ﬂ

‘1 Timesheet

@ printable screen - 4

& Expenses submit for approval Display |AII Frojects leII Wiork Types j|AII Days jl hion
Time Records for User Larsen Bent, Period: 010172005 - 310172005
9 Absence Project Work Type Task Description Start v Stop  Break Appr. Paid

2% 01/01:2005, Saturday

Logged in: hent Project
240202005 11:06 Ad refrestaurants Managemsnt FPS 10:00 Ak 1 0:20 A 0:00{ ¥es (100%
Corpsite Coding RFF pages 10:20 Aw|10:40 Ahd 0:00{ ¥es [100%
Froject Functional Function . . .
Fleetimprovement Management |Speciication Specification 10:40 Aw{12:45 PM 0:00{ Yes [100%_
Cormpsite Design BIEiE) LEiElol) 1raspmlozoorM| 000 Yes [100%
preparation
Corpsite Design EIEE GErSlan 0200 PM02:25PM| 000 Yes [100%
preparation
Flagtimprovernent | - oIECt U] DENEIEEE 0250 FPM0340 M| 000 Yes | S0%
Management |Specification description
Fleetimprovernent | Coding Core andlayout | oo o 0340 Phlo4s0 PM|  0:00| Yes [100%
programming
Flagtimprovement | Coding Core and layout | Searchesult oy oo pylng oo e 0:00| ves [100%
prograrmming page
Total for Day
Flagtimproverent | Coding Core and layaut || 0 05:55 AM|06:30 AM|  0:00] Yes |100%
prograrmming
Fleetimproverent | Coding Core and layout | oo o plass 1030 AM0zo0 PM|  0o00| Yes |100%
prograrmming
Corpsite Desigh Time-Assistant oo oo pwozas PM| 000| ves [1o0% =
4] | ,
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How Do | Submit My Expenses for Approval

Expenses get approved in a very the similar way to Employee TimeTracks. Please have
a look at the screenshot below.

2§ Softerra Time-Assistant - Expenses - Microsoft Internet Explorer =12 x|

J File Edit Wew Favarites Tools Help

# : = o O F L . . =
[—é Time-Assistant.com ... Bilectve TmeSCost TrackingSysiem =1
€y Time ‘ € Profile | @  Reports | D Admin ‘ 3? Help | ] Logout
& TimeSheet You may not add or edit expenses for this date. lllegal period |
# TimeTrack | printablescreen | 2§ WS |

| subrit for approval Display [ All Projects
Expense: for User Larsen Bent, Period: 01/01/2005 - 31/01,2005

Appr. Project - Expense Description
01/01/2005, Saturday

|| Month

Bill Client

=

Sum

® Expenses

M Absence

Logged in: bent

42005 1108 Al Yas | Fleetimproverment Mileage Clienttransport
’ Total for Day $32.00
Yes [ LDAP Administratar Site Cffice presentation Sentdemo CD o client Tes $10,00
Total for Day $10,00
Total for Period $42.00
January 2005 Fehruary 2005 March 2005 April 2005
Sun| (2| 916/2330| |Sun G(13|20|27| [Sun G(13|20|27| |Sun| |3/10|17|24
| |Mon| | 3{10(17\24/31] |Mon I(14|21)28| |Mon L(14|21/28| |Mon| |4/ 11/18/25| %
Tue | [4/11/16]25 Tue | 1| &|15/22 Tue|1| &/15/22|29) |Tue| |5|12|18|28
Wed | 5/12]18(25 Wied| 2| 8116/23 Wied| 2] 8116/23(30) |wWed| | (132027
Thu | [B|13|20(27 Thu | 3({10/17]24 Thu | 3({10/17]24|31| |Thu| |7|14|21|28
Fri T|14|21)28 Fri [4)11(18]25 Fri [4)11(18]25 Fri [1)8]15|22|28
Sat | 4] 8|15|22)24 Sat | 5[12]|18|26 Sat | 5[12]18|28 Sat | 2| 8]16(23]30
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How Do | Approve a TimeTrack

A TimeTrack may get an approval for one of the two standard time intervals — a week or
a month. If you are a person authorized to approve upon TimeTrack records, go to the
TimeTrack page, select a user, a time interval to be approved, tick a box next to a target record,
assign a payment percentage and then click the Approve button. After a TimeTrack is approved,
a corresponding record for a time period to be approved will appear on the Approval Report
page. (See the Approval Report description below).

NOTE! It is just the Administartor and supervising Managers who have authority to
approve upon TimeTrack records of Employees and Managers looking for approval. The
Administrator can do it for any user; while a Manager — for SUBORDINATES only.

NOTE! Emloyees and Managers who do require approvals, have no permission to change
the already approved records in their TimeSheet.

/3 Softerra Time-Assistant - TimeTrack - Microsoft Internet Explorer 12| x|
J File Edit Wew Favarites Tools Help ﬁ
&y, Time € Profile @  Reports P Admin s Help @ Logout Al
9 Timesheet add new record User|BentLarsen x| |G printablescreen | 2§ L5 |
@ TimeTrack sprove | ) Display |[All Projects || A wiork Types Tllanbays x||Month
% Expenses Time Records for User Bent Larsen, Period: 0101720056 - 01:3172005
5 D - 100% = |} Project Work Tyne Task Description Start « Stop Break Time
ays
i % 01/01/2005, Saturday
@ Absence 100 %| @ | rezrestaurants | 'ett PPS 10:00 &M[10:20 Av| 0:00| 0:20—
Management
Logged in: tom 100 9| W | Corpsite Coding RFF pages 1020 An(10:40 Awd| 0:00) 0:20
0272412005 14:14 A0 : - -
Froject Functional Function

100/ 2| [+ | Fleetimprovement 10:40 Aw(12:45 Ph| 0:00] 2:05

-

Management|Specification |Specification

Compsite Design Beta version |5 y¢ pylo2:o0 P 00| 1:15
preparation

Beta version

=l

&
&
&
| 100
&
&
&
&

o |3l |4l | ol o

100 9| v | Corpsite Design preparation 02:00 PM[DZ:25 PM| 0:00| 0:25
50 | @ | Fleetimprovement MPar?]]:Stement gﬁ:ﬂl‘zg;‘gn diastfr?;ﬁs;n 02:50 PM|03:40 PM| 0:00| 0:50
Core and
100 %| W | Fleetimprovement| Coding layout Search form  |03:40 Pu{04:50 Ph| 0:00) 1:10
programming
) Ciolfe e Search result
100 9| W | Fleetimprovement| Coding layout  |page 04:50 PM{0S:00 P 0:00| 310
programming
Total for Day o35
Core and
{%| 100 %| W | Fleetimprovement| Coding layout Layout 0555 AM[06:30 A 0:00) 035 -
o i
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How Do | Approve Expenses

Expenses get approved in a very the similar way to Employee TimeTracks. The only
difference here is no ability to set payment percentage for expense records, making it 0% or
100 % for all of them.

Please have a look at the screenshot below.

2§ Softerra Time-Assistant - Expenses - Microsoft Internet Explorer =12 x|

J File Edit Wew Favarites Tools Help

ﬁ : s S v od O » v 5 :I
[—'@ Time-Assistant.com . Effective Time&Cost Tracking System

€y, Time ‘ € Profile | @%  Reports | D Admin ‘ 7@  Help | o3 Logout

9 TimeSheet o \User [BentLarsen x| | printablescresn | 3 ws |

i TimeTrack approve Display | All Projects ~lfmonth +]

@ Expenses Expenses for User Bent Larsen, Period: 01/01/2005 - 01/31/2005

s | Project - Expense Description Bill Client Sum
Days Off

i 01/01/2005, Saturday
% Absence [+ | Fleetimproverment Mileage Clienttransport

Total for Day $32.00
Logged in: tom
02242005 11:14 Ak

{%’ @ v | LDAP Administrator Site Cffice presentation Sentdemo CD o client es F10.00
Total for Day $10.00
Total for Period $42.00
January 2005 Fehruary 2005 March 2005 April 2005
Sun| | 2| 9]16(23/30) |Sun B|13|20)27] |Sun B|13{20)27] |Sun| | 3|10)17]24
| |Mon| [3]10(17)24/31) |Mon| | F(14]21(28] [Mon| | T|14/21|28) |Mon| | 4/11[18)25] |»
Tue | | 4[11]18|25 Tue | 1] 8)15|22 Tue | 1] 8)15|22)129] |Tue| |5[12)19|26
Wed| | 5[12|19|26 Ved| 2| (16|23 VWed| 2| 9(16|23|30) |\Wed] |§|13]|20|27
Thu| | B[13]20|27 Thu| 3]10]17 |24 Thu| 3|110/17|24|31| |Thu| |7]|14|21|28
Fri Iji4/21)28 Fri |4|11/18/25 Fri |4|11/18/25 Fri |1|5/15/22 29
Sat |1 8|15/22|28 Sat | 5/12/19 26 Sat | 5/12/19 26 Sat | 2] 8/16|23 /30
Time-Assistant Enterprize Trial .1 & Copyright Softerra LLC 1999-2005 :
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Timetrack Approval Report

The Administrator can generate this kind of report on any one or more users, while
Managers - on just one of their SUBORDINATE Employees or Managers. As to Employees,
they can get a report on themselves or the Employees whose TimeTracks are available to
everyone.

In order to have the application properly generate a TimeTrack Approval report, one first
needs to select users from the box. Then choose a time period and click SUBMIT to confirm
selection.

23 Softerra TimeAssistant - TimeTrack Approval - Microsoft Internet Explorer 18] x|
J File Edit Wiew Favorites Tools  Help i
= . A ecic , . . L.
Time-Assistant.com ... Effective Time&Cost Tracking System
@ Time ‘ € Profile | g4  Reports | '] Admin ‘ f;ﬁ' Help | & Logout
% TimeSheet

TimeTrack Approval
9 Work Type Department

# Expenses IAII Departments
JL Users (multiselect)

% Summary by User

Bent Larsen
® TimeTrack Approval Fernando Torres

Jacgues Lafleur
% Ewpenses Approval Tomas Costa
Wayne Bridge

# Project Estimate
% Invoice
) Users Invalved in
Projects
# Salary by Department
9 gggr:mn"‘;frﬁtates by “Start Date “End Date
& Manager Subordinates IMarch v”21 "”2004 v”Aprll "”21 v”2["34 vl
Previous current
9 TimeTable Wieek Month PayPeriod Week Month PayPeriod
Logged in; tom _
04/2472004 0711 PM j
(53] |1 | B ocalintranet

This report displays the following information:
e User Name
e Time interval to be approved upon
e Submit (Resubmit) date
« Date of approval and name of an approving person
e Number of records approved
e Number of records rejected
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e Number of records approved with a payment extent of more than 100%
o Number of records approved with a payment extent of less than 100%

£ softerra TimeAssistant - TimeTrack Approval - Microsoft Internet Explorer - 8] x|
J File Edit Wiew Favorites Tools Help i
= ; N P . , .
]_—@9 Time-Assistant.com ... Effective TimegCost Tracking System

&, Time | € Profile | @7 Reports ‘ ) Admin | s  Help | @  Logout
@ TimeSheet

back | @ printable screen || 2 HLS |
9 work Type TimeTrack Approval for Period: 03/21/2000 - 04/21;2005

Paid = Paid =
1010% 100%

@ Expenses Period Submitted  Approved Manager

Appr. Rejected Total

9 Summary by User Bent 050172004 0411972004 Mo

Larsen 05/31/2004| 04:51 P
® TimeTrack Approval e 04/01/2004 04/16/2004] Tamas : 0 ; 0 ;

s Costa 04/30/2004 11:98 AWM (Costa

Expenses Approval
Wayne Osi0152004 | 047192004
Project Estimate Bridge 0553172004 D4:52 P

Mo

Invoice

Users Involved in
FProjects

Salary by Department

Current User Rates by
Department

o o o o | o o

Manager Subordinates

9 TimeTable

Logged in: tom
04/21/2004 07:11 Pk LI

|@ Dane l_ l_ l_ (2R Local intranet

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.

Expenses Approval Report

The Administrator can generate this kind of report on any one or more users, while
Managers - on just one of their SUBORDINATE Employees or Managers. As to Employees,
they can get a report on themselves or the Employees whose TimeTracks are available to
everyone.

In order to have the application properly generate a Expenses Approval report, one first
needs to select users from the box. Then choose a time period and finally click SUBMIT to
confirm selection.
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a Softerra TimeAssistant - Expenses Approvyal - Microsoft Internet Explorer - |E’ |5|
J File Edit Wew Favarites Tools Help i
% Time-Assistant.com ... ... Effective Time&Cost Tracking System
€y, Time ‘ € Profile | 49  Reports | D Admin ‘ 7@ Help | @ Logout
% TimeSheet

Expenses Approval
9 Work Type Department

@ Expenses IAII Departments

@ Summary by User Users (multiselect)

@ TimeTrack Approval

® Exzpenses Approval Fernando Torres

Jacgues Lafleur
% Project Estimate L

Invoice

Users Involved in
Projects

9
9
& Salary by Deparment
9
]
]

Current User Rates by P — *End Date
Department
Manager Subordinates Iru1ar|:h "”21 'IIEDDD "I IAprlI v||21 "”2005 v|
Previous current

Viimnznrzlale Wieek Month PayPeriod Week Month PayPeriod

Logged in: tam -
042172004 0711 PM ;I

4] [ [ [ BB Localintranet

This report displays the following information:
e User Name
e Time period to be approved upon
e Submit (Resubmit) date
« Date of approval and name of an approving person
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a Softerra TimeAssistant - Expenses Approval - Microsoft Internet Explorer - |E |5|

J File Edit Mew Favorites Tools Help i
% Time-Assistant.com ...

&y Time | € Profile | @4  Reports ‘ o Admin | i Help | @  Logout
9 TimeSheet

Effective Time&Cost Tracking System

back |@ printable screen ||ﬂ HLS |

9 Work Type Expenses Approval for Period: 03/21/2000 - 04/21/2005

Period Submitted Approved Manager

9 Expenses

Bent Larsen 030172004 04/19/2004 i

9 Summary by User 0503152004 04:54 PM

& TimeTrack Approval Wayne Bridge 050172004 0471872004 Mo

0553142004 04585 PM
® Expenses Approval

% Project Estimate

Invoice

Users Involved in
Frojects

Salary by Department

Current User Rates by
Departrment

Manager Suhordinates

9 TimeTahle

Logged in: tom
04212004 07:11 PM LI

|@ Daone l_ I_ I_ {5 Local inkranst

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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How Do | Generate a Report?

All Time-Assistant users have different sets of reports available to each of them based on

personal permissions preset by the Admin.

In order to get to a page featuring all the reports available to you in particular, click the

REPORTS menu item.

All Reports are available in a printable form. (Use the PRINTABLE SCREEN button for

this purpose).
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Timesheet Report

This kind of report can be available to any Time-Assistant user. However, its functionality
may vary depending on what sort of permissions a person generating the report possesses.

A chart below features what sort of information a Timesheet report will contain if
generated by a representative of each of the Time-Assistant user categories.

Administrator

Manager

Employee

Unlimited functionality — the
report may include information
on any project/user

Information on projects of
personal involvement and on
any SUBORDINATE user
(Employee or Manager)

Information on projects of
personal involvement and on
other Employees, whose
TimeTracks are available for
viewing

/3 softerra Time-Assistant - Timesheet - Micro

J File Edit Wew Favarites Tools Help

soft Internet Explorer

=181 x|

—
€y, Time € Profile | 49  Reports | D Admin ‘ 7@ Help | @ Logout
® TimeSheet
9 Work Type
% Absence
TimeSheet
9 Ewpenses Department Client
% Summary by User |AIIDepar1ments j |AII Clients j
& TimeTrack Approval 1L Users (mukltiselect) ] L Projects (multiselect)
Bent Larsen Corpsite
9 Expenses Approval Fernando Torres Fleetimprovernent
- - Jacgues Lafleur LDAP Administratar Site
9 Project Estimate Tomas Costa reZrestaurants
P— Wayne Bridge X015 .5PRTA
nvoice
W T *Start Date *End Date
sers Invalved in
9 prjsits [danuary =] [2¢ =][z000 =] |[February =] [2¢ =] [2005 =]
& Salary by Deparment Previous Current
s Current User Rates Week Month PayPeriod YWeek Month PayPeriod
by Department & By Users " By Projects
@ Current Client Rates ™ Include Expenses
Manager -
? Subordinates
% TimeTable
Logjged in: tom .
0202402005 11:14 A -

The Timesheet report is generated using the page shown above. To do it, one needs to
choose a project(-s) from a select box on the left and employees — from the other one on the
right (multiple selection available). Then set a sorting mode (either ‘by Projects’ or ‘by Users’)
and a time interval, and finally click SUBMIT to confirm selection.
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NOTE! If the “Include Expenses” checkbox will be checked, the reports are going to
display with expenses information.
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‘Users by Project’ Timesheet Report for a specified period (year, month, week, etc.)

23 Softerra TimeAssistant - Timesheet - Microsoft

Internet Explorer

J File Edit Wew Favorites Tools Help

=18 x|

@ TimeSheet |@ printable screen || 2 KIS | ﬂ
9 Work Type TimeSheet By Projects for Period: 0:3/21/2000 - 04/21/2005
% Expenses CRBTE
0472002004, Tuesday
@ Summary by User Work Type Task Description Start  Stop Appr. Paid Time
% TimeTrack Approval Tomas Costa Coding 09:00 Aw[10:00AM| Yes | 100%| 1:00
Total for Day 1:00
@ Expenses Approval 05/01/2004, Saturday
% Project Estimate Work Type Task Description Stop Appr. Time
] Froject Talkto Div about project |, . . .
9 Invoice Bent Larsen Managerment dotmentation 10:20 AM|10:40 AM| Yes |[100%| 0:20
Uszers Invalved in ' . Fix Corpsite header in . . .
-] Projects Wayne Bridge Coding hE 1030 AM[ 1110 AM| Yes [100%| 0:40
9 Salary by Department | youne Brigge hﬁ;ﬂjjdement Fill PPS, tune timesheet|12:30 PM|01:45 PM| Yes |100%| 1:15
) Current User Rates by J
Departrnent Bent Larsen Design TimeAssistant 12:45 PW|02:00 PM| Yes | 100%| 1:15
) Manager Bent Larsen Design TimeAssistant 02:00 PM(02:25 PM| Yes | 100%| 024
Subardinates Femandn Tarres | Editing Thank ¥ou page 02:30 PM|0315 PM| ves | 100%| 045
& TimeTahle ; ;
Wayne Bridge toding Add links 10 site Map, 0 po 42 oyl na-35 PM| ves | 100%| 0050
Semvices
Logged in: tom Total for Day 5:30
0472172004 0711 Pw
05022004, Sunday
Work Type Task Description Start Stop Appr. Paid
Bent Larsen Design TimeAssistant 0Z2:00 PM{D2:39 PM| Yes [ 100%| 0:35
Project ‘ ‘Talktn Div ahout ‘ _ | _ | _
Bent Larsen ‘Manauement TimeAssistant 0235 PM(02:58 PM| Yes | 100%| 0:20 ;I
|@ Done I_l_l_ (5 Local inkranet
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‘Projects by User’ Timesheet Report for a specified period (year, month, week, etc.)

2§ softerra TimeAssistant - TimeSheet - Microsoft Internet Explorer

=181 x|

J File Edit Wew Favarites Tools Help i
@ TimeSheet |@ printable screen || M LS |;I

9 Work Type TimeSheet By Users for Period: 03/21/2000 - 04/21:2005
& Expenses Time Records for User Bent Larsen
05012004, Saturday
@ Summary by User Project Work Type  Task Description Start  Stop Appr. Paid Time
9 TimeTrackApproval | re7restaurants Pio) et PPS 10:00 AM|10:20 AM| Yes | 100%| 0:20
lanagement
9 Expenses Approval Project Talk to Div about
] ] Corpsite WMananement project 1020 AM(10:40 AM| Yes | 100%( 0:20
9 Project Estimate Y documentation
9 Invoice Fleetimprovernent PG FUMEIONE] | o 10:40 AM|12:45 PM| ves | 100%| 2:08
anagement|Specification
) grsnejfct';w"’e”'” Corpsite Design TimeAssistant  |12:45PM[02:00PM| Yes |100%| 115
Corpsite Design TimeAssistant 0200 PM(0Z2:26 PM| Yes | 100%(| 0:245
9 Salary by Department Project Functional
. ST e CEeE Fleetimprovement Management|Spacification Talkto hzo 0250 PM|{03:40 PM| Yes [100%| 0:580
Eﬂ"DEpa”mE”‘ Fleetimpravement Coding Grid 03:40 PM|04-50 PM| ves | 100%| 1:10
anager
] Suhn?dinates Fleetimprovement Coding Greed 04:50 PM(03:00 PM| Yes | 100%( 310
& TimeTable Total for Day 9:35
05022004, Sunday
Logged in: tam Project Work Type Task Description Stop  Appr.
042172004 O7:11 FM Fleetimprovement Coding Grid 05:55 AM|06:30 AM| Yes | 100%| 0:35
Fleetimprovement Coding Classes in PHP | 10:30 AM{0Z:00 PM| Yes [ 100%| 3:30
Corpsite Design TimeAssistant 0200 PR(02:38 PM| Yes [100%| 0:35
Comsite Preess Talkto Divabout |56 pylnoss pul ves | 100 p20/=d
4| | ol
|@ l_l_l_ (2F Local intranet

To export a report to an XLS file, click on a corresponding button in the upper right-hand
corner of the screen.
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Work Type Report

A Work Type report can be available to any Time-Assistant user. However, its
functionality may vary depending on what sort of permissions a person generating the report
possesses.

A chart below features what sort of information a Work Type report will contain if
generated by a representative of each of the Time-Assistant user categories.

Administrator Manager Employee

Unlimited functionality — the | Information on any Information only concerning
report may contain information | SUBORDINATE user projects of personal

on any user (including pay | (Employee or Manager) involvement and on other
rates) (including pay rates) Employees, whose

TimeTracks are available for
viewing (including
PERSONAL pay rates only)

23 Softerra Time-Assistant - Work Type - Microsoft Internet Explorer 18] x|
J File Edit Wiew Favorites Tools  Help i
&, Time ‘ € Profile | @4  Reports | ) Admin ‘ @ Help | @ Logout
& TimeSheet
® Work Type
M Absence Work Type
Department Client
# Expenses
| All Departments | |fAnclients =l
& Summary by User = : :
J L Users (multiselect) L Projects (multiselect)
9 TimeTrack Approval Bent Larsen Corpsite
8c A | Fernando Tarres Fleetimproverment
BPEHISIER - {pl ] Jacques Lafleur LDAP Administrator Site
& Project Estimate Tomas Costa reZrestaurants
| Wayne Bridge X015 .83PRTA
2 Invoice *Start Date *End Date
) Users Involved in |Januarv j|24 leDDDj |Februan.r j |24 leDDSj
Frojects
! Previous Current
@ Salary by Department Week Morth PayPeriod \Week Month PayPeriod
] gyugg;;léfneernlfates % By Users " By Projects
# Current Client Rates [T Disnlay Salary [T Display Tasks
4 Manager ™ Display Expected Salary
Subordinates
& TimeTahle
Logged in: tom b
O2/24/2005 11:14 A j
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The Work Type report is generated using the page shown above. To do it, one needs to
choose a project(-s) from a select box on the left and employees — from the other one on the
right (multiple selection available). Then set a sorting mode (either ‘by Projects’ or ‘by Users’)
and a time interval, and finally click SUBMIT to confirm selection.

If “Display Tasks” checkbox is checked, the report will contain task details.

NOTE! If the “Display Salary” checkbox is left unchecked, the reports are going to display
just the hours without any salary information.
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‘Rates (hours/salary) by Project’ for a specified period (year, month, week, etc.)

23 Softerra TimeAssistant - Work Type - Microsoft Internet Explorer 12| x|

J File Edit Wew Favorites Tools Help i
€y, Time € Profile 44  Reports ] Admin 7@  Help @ Logou 2
% TimeSheet

back |@ printable screen ||H R®LS |
® Work Type Work Type By Projects for Period: 03/21/2000 - 04/21/2005
& Expenses Corpsite
Coding Design Editing Project Management Total
9 Summary by User Bert Larsen 21:00 215 0:00 1:00| 2415
_ $440.00 $56.25 $0.00 $28.00|$524.25
9 TimeTrack Approval 0:00 0:00 045 ool 045
i yh——— Femanda Torres $0.00 $0.00 $14.25 $0.00| §14.25
18:00 0:00 0:00 oool 1800
% Project Estimate Tomas Costa 150,00 $0.00 $0.00 $0.00) $0.00
. . 155 320 0:00 118 10:30
Inwaice
hd _ Wayne Bridge $124.35 $80.00 $0.00 $33.75($238.00
-y Wetre lvislbizd 1 Total 14:55 5:35 0:45 215| &5330] —
Flislgcie $564.25|  $136.25 $14.25 $61.75|$776.50
9 Salary by Department Fleetimprovement
Current User Rates by . . e Project . .
s i ail Tranel.
Departrent Coding Design Editing Management SendMail Translation
@ Manager Subordinates Bent Larsen 1055 4:35 oo 115 0:00 0:00 19:45
: §240.17(§114.58) §0.00 $119.00 $0.00 §0.00| §473.75
9 TimeTable - ormands Tormes oon| ool 100 0:00 0:30 s00] &30
$0.00|  $0.00| $19.00 $0.00 $7.00 $64.00| $80.00
L(aGIEEE) I it . 1o0] 2015 oo 1:05 0:00 omoo| 2220
HAZ1IZ003 D7 Fu Wayne Bridge $21.00|$486.00| $0.00 $29.25 $0.00 §0.00| $536.25
Total 11:55| 24:50| 1:00 5:20 0:30 00| 47:35
$261.17|$600.58| $19.00 $148.25 $7.00 $64.00|%1100.00 o
|@ Done I_l_l_ (5 Local inkranet
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‘Rates (hours/salary) by User’ for a specified period (year, month, week, etc.)

a Softerra TimeAssistant - Work Type - Microsoft Internet Explorer

J File Edit Wew Favarites Tools Help
TimeSheet

back |@ printable screen ||H

Work Type By Users for Period: 037212000 - 047212005

& Expenses Bent Larsen
Project Coding Design Project Management
]] 4 q J] q
9 Summary by User Corpsite 21:00 215 1:00] 2415
. F440.00 F56.25 F28.000 F524.24
& TimeTrack Appraval e T e 45
Fleetl t ’ : : :
i yh——— e $240.17 $114.58 $119.00| $473.75
] ] LOAR Adrinistrator 0:00 0:30 3:45 416
i Project Estimate Site $0.00 F12.480 F105.000 F117.50
f 0:.00 o0 0:30 020
9 Invoice refrestaurants 50,00 50,00 1400 $1400
Users Involved in
a2 - 3165 .20 .30 48:45
Projects Total $680.17 $183.33 $266.00|$1129.50
9 Salary by Department Fernando Torres
s Current User Rates by Project Editing SendMail Translation b
Department . . . .
: Corpsite 0:45 0:00 0:00 045
@ Manager Subordinates F14.25 $0.00 F0.00| $14.25
] 1:00 030 4:00 A:a0
9 TimeTable Fleetimpravernent $18.00 $7.00 $64.00| $90.00
) LDAP Administrator 2:30 0:00 3:30 :00
Dqéf%f;i“;ﬁwpm Site $47.50 $0.00 $56.00($103.50
’ 280 1:00 1018 14:.08
recrestaurants $53.93 $14.00 $164.00($231.93
Total 705 1:30 17:45( 26:20
$134.58 $21.00 $284.00 ($439.58
-
|@ Dane l_l_l_ (2F Local intranet
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‘Rates (hours/salary) by User detailed by Tasks’ for a specified period (year, month, week,etc.)

a Softerra TimeAssistant - Work Type - Microsoft Internet Explorer - |E’ |1|
J File Edit Wew Favarites Tools Help ﬁ
@ Time ‘ @;j Profile | g% Reports | ) Admin ‘ {ﬁ' Help | ] Logout 4l
% TimeSheet e |@ printable screen ||H HLS |
® Work Type Wark Type By Users for Period: 03/21/2000 - 04;21:2005
& Ewpenses Fernando Torres
Project Editing SendMail Translation
@ Summary by User — 0:45 0:00 0:00|  0:45
) 514.25 F0.00 F0.00| $14.25
& TimeTrack Appraval
Mot Specified 045 000 000
% Expenses Approval $14.25 $0.00 $0.00
1:00 030 4:00 530
9 Project Estimate Fleetimprovernent $19.00 $7.00 $64.00 $90.00
] ) . ' 0:00 0:30 4:00
Imvoice
- | Functional Specification $0.00 $7.00 $64.00
U=ers Involved in . . .
- | - : 100 000 000
Projects Intermediate Release $18.00 $0.00 $0.00
# Salary by Department . . . .
LDAP Adrministrator Site 20 30D Giill) i
1 CurrentUSerRatES b's,- $4?5D $DDD $55DD $1035E|
o o B
# Manager Subordinates B47. Bu. $a6.
2:50 1:00 10015 14:06
& TimeTable e RIS $53.83 $14.00 $164.00 $231.83
. 240 1:00 10015
Lgere i e Not Specified $63.83 $14.00 $164.00
(420 S ) Total 7:05 1:30 17:45| 26:20
$134.58 $21.00 $284.00| $439.58
Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 T
|@ Dane l_l_l_ (2F Local intranet

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Absence Report

An Absence report can be available to any Time-Assistant user. However, its functionality
may vary depending on what sort of permissions a person generating the report possesses.

A chart below features what sort of information an Absence report will contain if
generated by a representative of each of the Time-Assistant user categories.

Administrator

Manager

Employee

Unlimited functionality — the
report may contain information
on any user (including pay
rates)

Information on any
SUBORDINATE user
(Employee or Manager)
(including pay rates)

Information only concerning
projects of personal
involvement and on other
Employees, whose
TimeTracks are available for
viewing (including
PERSONAL pay rates only)

/3 Softerra Time-Assistant - Absence - Microsoft Internet Explorer 18] x|
J File Edit Wiew Favorites Tools  Help i
& Tunc ‘ € Profile | g% Reports | ! Admin ‘ 7@  Help | ] Logout =]
& TimeSheet
9 Work Type
% Expenses Absence
Department
ummary by Lser
@5 by L
|AII Departments j
9 TimeTrack Approval 1L Users (mukltiselect) J Ahsence Types (multiselect)
M Expenses Approval Sickness
Fernando Tarres Travelling
9 Project Estimate Jacques Lafleur Yacation
] Tomas Costa
& Invaice YWayne Bridge
) Usgers Invalved in *Start Date *End Date
FProjects Iﬁ
January - |24 '”mvl Fehruary  ~| |24 | |2005 =
@ Salary by Department I J I J I J
5 =7 E= Previous Current
urrent User Rates
] by Departrnent Week Month PayPeriod Week Month PayPeriod
# Current Client Rates W Display Dates I Display Salary
) Manager
Suhordinates
& TimeTahle
Logged in: tom
0272472005 11:14 A0 b
Time-Assistant Enterorise Trial 6.1 @ Copyright Softarra LLC 1999.2005 j

[T A ccicb ok Lale RicemcnfE Tebowmek Eremlowoe |

The Absence report is generated using the page shown above. To do it, one needs to
choose an absence type(-s) from a select box on the right and employees — from the other one
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on the left (multiple selection available). Then set a time interval, and finally click SUBMIT to

confirm selection.

If “Display Dates” checkbox is checked, the report will contain absence dates details.
NOTE! If the “Display Salary” checkbox is left unchecked, the reports are going to display

just the hours without any salary information.
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‘Absences’ for a specified period (year, month, week, etc.)

a Softerra Time-Assistant - Absence - Microsoft Internet Explorer ;[ilﬂ
J File Edit Wew Favorites Tools Help i
= . A et et i . . =
@ Time-Assistant.com ... Effective Time&Cost Tracking System
€y Time ‘ € Profile | g4  Reports | ] Admin ‘ +#  Help | @  Logout
e VsnEEieE back | @ printable screen || M HS |
9 Work Type Abhsence By Users, Period: 01:24/2000 - 02/24/2005
m Abhsence for User Bent ! arsen
Absence Type Dates Days Salary
9 Ewpenses Sickness 011242005 - 01/1 472005 3| $75.00
& Summary by User Vacation 01/24/2005 - 0142812005 5/$100.00
Total for Period 8|$175.00

& TimeTrack Appraval

% Expenses Appraval

Project Estimate

Inwaice

Users Involved in
Projects

Salary by Department

Current User Rates
by Department

Current Client Rates

mManager
Subordinates

TimeTable

[ |

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Expenses Report

An Expenses report can be available to any Time-Assistant user. However, its
functionality may vary depending on what sort of permissions a person generating the report

possesses.

A chart below features what sort of information a Timesheet report will contain if
generated by a representative of each of the Time-Assistant user categories.

Administrator

Manager

Employee

Unlimited functionality — the
report may include information
on any project/user

Information on projects of
personal involvement and on
any SUBORDINATE user
(Employee or Manager)

Information on projects of
personal involvement and on
other Employees, whose
TimeTracks are available for
viewing

a Softerra Time-Assistant - Expenses - Microsoft Internet Explorer

J File Edit Wew Favarites Tools Help

NEIEY
[ = |

& Summary by User

& TimeTrack Approval
]

Expenses Approval

Froject Estimate

Imvoice

U=ers Involved in
FProjects

Salary by Department

Current User Rates
by Department

Current Client Rates

Manager
Subordinates

& TimeTahle

@\ o o\ o\ o o e

Logged in: tom
0202402005 11:14 A

Expenses
Department

€y Time ‘ @;; Profile | g7 Reports | ] Admin ‘ ’;ﬁ' Help | ] Logout
& TimeSheet

9 Work Type

% Absence

Client

| |fAnclients
L

|AII Cepartments
<

Users (multiselect)

Projects (multiselect)

[

Corpsite

Fernando Tarres Fleetlmiproy

Jacques Lafleur
Tomas Costa
Wayne Bridge

*Start Date

reZrestaura

LDAP Administrator Site

H0145.5PRT.

ement

nts
1

*End Date

fJanuary  =||24 =||2000 x|||February x||24 =||z005 ¥|

Previous Current
Weelk Month PayPeriod Week Month PayPeriod
% By Users " By Projects

r Only approved records

submit

[ |

The Expenses report is generated using the page shown above. To do it, one needs to
choose a project(-s) from a select box on the left and employees — from the other one on the
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right (multiple selection available). Then set a sorting mode (either ‘by Projects’ or ‘by Users’)
and a time interval, and finally click SUBMIT to confirm selection.
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Employee’s ‘Users by Project’ Expenses Report for a specified period (year, month, week, etc.)

23 Softerra TimeAssistant - Expenses - Microsoft Internet Explorer 12| x|

J File Edit Wew Favorites Tools Help

= : + A co{ots . I H =
[—é Time-Assistant.com ... Effective Time&Cost Tracking System
€y Time ‘ € Profile | @9  Reports | D Admin ‘ W  Help | 3 Logout
e TimeSheet back |@ printable screen || - - |
9 Work Type Expenses By Projects for Period: 03/21/2000 - 04/21/2005
Books
@ Bummary by User Bent Larsen $30.00| $30.00
# TimeTrack spproval Tomas Costa $40.00( $40.00
Total $120.00 | $120.00
9 Expenses Approval Fleetimprovement
# Project Estimate User Mileaye Total
= Bent Larsen F120.00(F120.00
nvnice
: Total $120.00 | $120.00
9 grsnn?;sctlgvulved L reZrestaurants
User CDh Total
& Salary by Department
Bent Larsen $45.00| $45.00
9 gggaem,nﬁfrmtes " Motal $45.00| $45.00
@ Manager Subordinates All Projects above
User Sum
9 TimeTable Bent Larsen $245.00
Tomas Costa F40.00] —
Logged in; tom
0d/21/2004 0711 PM Total $285.00 ;|
|@ Done I_l_l_ (5 Local inkranet
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Employee’s ‘Projects by User’ Expenses Report for a specified period (year, month, week, etc.)

a Softerra TimeAssistant - Expenses - Microsoft Internet Explorer ;lilil
J File Edit Wew Favarites Tools Help i
|_'® TME-ASSISTANLCONY o Effective Time&Cost Tracking System -
€y Time ‘ € Profile | @9  Reports | D Admin ‘ W  Help | 3 Logout
e VsnEEieE back |@ printable screen || M HS |
9 Work Type Expenses By Users for Period: 03/21/2000 - 0421/2005
Project Books CcD Mileage
9 Summary by User Carpsite $80.00 $80.00
# TimeTrack sppraval Fleetimprovement $120.00{F120.00
refrestaurants $45.00 $45.00
9 Expenses Approval Total $80.00 $45.00 $120.00$245.00
# Project Estimate Tomas Costa
- Project Books Total
3 Invoice -
Corpsite F40.00( $40.00
Users Involved in
9 ¢ ojects Total $40.00 $40.00
All Users above
& Salary by Deparment -
Project Sum
Current User Rates by .
-] Department Corpsite $120.00
Fleetl t 120,00
@ Manager Subordinates AN Y
refrestaurants 54500
i TimeTable Total $285.00
Logged in; tom
042172004 0711 PM
Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 T
|@ Dane l_ l_ l_ (2F Local intranet

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Summary Report by Employee

A Summary report is available to any Time-Assistant user. However, its functionality may
vary depending on what sort of permissions a person generating the report possesses.

A chart below features what sort of information a Timesheet report will contain if
generated by a representative of each of the Time-Assistant user categories.

Administrator Manager Employee

Unlimited functionality — the | Information on any Personal information and that

report may include information | SUBORDINATE user on other Employees, whose

on any user (Employee or Manager) TimeTracks are available for
viewing

a Softerra TimeAssistant - Summary by User - Microsoft Internet Explorer - |E’ |5|
J File Edit Wew Favarites Tools Help i

= T I 3 . . =

E} Time-Assistant.com ... Effective Time&Cost Tracking System

€y, Time ‘ € Profile | 49  Reports | D Admin ‘ 7@ Help | @ Logout
) imEEec Summary by User
9 Work Type Department
# Expenses |AII Deparments
User
® Summary by User Bent L
ent Larsen
% TimeTrack Approval Fernando Taorres
Jacques Lafleur

@ Expenses Approval Tomas Costa

Wayne Bridge
Project Estimate

Invoice

Users Involved in
Projects

9
9
9
& Salary by Deparment
9
9
9

Current User Rates by *Start Date *End Date
Departrnent “|[1 =] [z004 =] [may | [1 =] [z00¢ =]
Manager Subordinates >

Previous current
TimeTahle Wieek Month PayPeriod Weelk Month PayPeriod

¥ Display Salary b
Logged in; tom -
04/21/2004 07:11 PM T
|@ Done I_l_l_ (5 Local inkranet

This report is generated using the page shown above. To do it, one needs to choose one
employee from the select box, then set a time interval, and finally click SUBMIT to confirm
selection.
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NOTE! If the “Display Salary” checkbox is left unchecked, the reports are going to display
just the hours without any salary information.

Actually, the Summary report is a combination of a Timesheet, Absence and a Work
Type reports. It allows users to view timesheets supplemented with rate summaries.

a Softerra TimeAssistant - Summary by User - Microsoft Internet Explorer

J File Edit Wew Favarites Tools Help

=18 x|

TimeShesat ;I
% TimeShee back |AIIPrDjects j|AIIWDrkT\;pES =] | G printable screen | 2§ #LS
9 Work Type Summary by User Bent L arsenfor Period: 05/01/2004 - 05/01;2004
# Ewpenses 05/01/2004, Saturday
Project Work Type Task Description  Start Stop Appr. Paid Time
® Summary by User Project
refrestaurants Managemant PPS 1000 AM[10:20 AM| Yes [100%) 0:20
& TimeTrack Appraval Y
_ Froject Talkto Di_v
& Expenses Approval Corpsite Management ahnutprnjec_t 10:20 AM|10:40 AM| Yes | 100%(| 0:20
documentation
® Project Estimate ; ;
Fleetimpravernent |- o1ect Functional PPS 10:40 AM|12:45 PM| es | 100%| 205
P— Management|Specification
mvoice
: Corpsite Design TimeAssistant|12:45 PM|{02:00 PM| Yes [100%| 1:14
- gfu‘?ésct'gw"’e'j'” Carpsite Design TimeAssistant|02-:00 PM|02-25 PM| ves | 100%| 025
Froject Functional . . .
% Salary by Department | Fleetimprovement Management|Spacification Talkto hZo 0250 PM|03:40 PM| Yes [100%(| 0:50
) Current User Rates Fleetimpravermnent | Coding Grid 03:40 PM|04:50 PM| Yes [100%| 1:10
:ﬂ"ai’:;’:fmem Fleetimprovernent | Coding Gread 04:50 PM|08:00 PM| ves | 100%| 310
9 Subordinates Total for Day 9:3%
& TimeTable Total for Period .35
Lagged in: tom Project Coding Design Project Management
0442152004 0711 P . 0:00 1:40 0:20 2:00
Corpsite $0.00 $41.67 $9.33| $51.00] —
420 000 255 714
Fleetimprovernent $95.33 $0.00 $21.67|$177.00
reZrestaurants o e e I W
|@ Done I_l_l_ (5 Local inkranet

NOTE! Sometimes users may encounter situations when a salary is not calculated due to
relating rates not having been properly set. To be always notified of such instances when they
occur, one needs to check the ‘Display warnings in rate reports’ box inside the SETTINGS
section. If enabled, the report will have this sort of errors marked with a triple exclamation (!!!).

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Salary Report by Department
NOTE! AVAILABLE TO ADMINISTRATORS ONLY!

23 Softerra TimeAssistant - Salary by Department - Microsoft Internet Explorer 18] x|
J File Edit Wiew Favorites Tools  Help i
|_'® I1TME-ASSISTANLCOM o Effective Time&Cost Tracking System -]
€y, Time ‘ € Profile | 44  Reports | ] Admin ‘ 7@  Help | @ Logout
% TimeSheet
9 Work Type
# Expenses Salary by Department
r Departments (multiselect)

@ Summary by User

Administration
# TimeTrack Appraval Software developments

@ Expenses Approval

# Project Estimate

9 Invoice

) Users Involved in
Frojects

® Salary by Department SRR "End Date

4 Curent User Rates by M |1 | IEDD4:lv I"ﬂa"f =] I1 = |2D04:|'
Department Previous current

% Manager Subordinates Week Month PayPeriod Weelk Month Pay Period

% TimeTable

Logged in; tom
04/21/2004 07:11 PM

Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 T

& [ | BB Localintranet

This page is for the Administrator to select a Department(-s) from the box, then choose a
time interval and finally click SUBMIT to confirm selection.
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Salary Report by Department

a Softerra TimeAssistant - Salary by Department - Microsoft Internet Explorer - |E’ |1|
J File Edit Wew Favarites Tools Help ﬁ
f@ Iime-ASSIStant.Ccom .o Effective Time&Cost Tracking System -
€y Time ‘ € Profile | g4  Reports | ] Admin ‘ +#  Help | @  Logout
e TimeSheet back |@ printable screen ||H nLs |
alary by Department for Period: 05/01; - D5101;
9 wWork Type Sal by D r t for Period: 05/01/2000 - 05/01/2005
. Software developments
User Coding Design Editing Project Management SendMail Translation Total
9 Summary by User Bent Larsen $680.17(%183.33| §0.00 $266.00 $0.00 $0.00(%1129.50
TR — Femando Torres | $0.00  §0.00|§134.58 $0.00[  $21.00[  $284.00 $439.58
Wayne Bridge $145.25(%5566.00 F0.00 FE3.00 F0.00 FO00( $774.25
9 Expenses Approval Total $825.42($749.33| $134.58 $320.00) 42100  $284.00[$2343.33
a F'rDjectEstimatE Total for Period: $2343.33
9 Invoice

) Users Involved in
FProjects

® Salary by Department

) Current User Rates by
Department

% Manager Subaordinates

&% TimeTahle

Logged in; tom
04/21/2004 07:11 PM

Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004

|@ Dane l_ l_ l_ (2F Local intranet

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Employees Involvement Report

An Employees Involvement report is available to any Time-Assistant user. However, its
functionality may vary depending on what sort of permissions a person generating the report
possesses.

A chart below features what kind of information an Employees Involvement report will
contain if generated by a representative of each of the Time-Assistant user categories.

Administrator Manager Employee

Unlimited functionality — the | Personal information or that Personal information and that

report may include information | on any SUBORDINATE user | on other Employees, whose

on any one or more users (Employee or Manager) TimeTracks are available for
viewing

a Softerra TimeAssistant - Users Involved in Projects - Microsoft Internekt Explorer ;[ilﬂ
J File Edit Wiew Favorites Tools  Help ﬁ
[':@ I1TME-ASSISTANLCOM o Effective Time&Cost Tracking System =]
@ Time € Profile 49  Reports D Admin ’;ﬁ' Help .| Logout
% TimeSheet
& Work Type Users Involved in Projects
Department
@ Expenses |AII Departments
@ Summary by User Users (multiselect)

@ TimeTrack Approval

@ Expenses Approval Fernando Torres

Jacques Lafleur
# Project Estimate Wiayne Bridge
9 Invoice

e Users Imsohed in
Projects

& Salary by Deparment

) Current User Rates by
Department

% Manager Subordinates

% TimeTable [ Display not Completed Projects Only

subrit

Logged in; tom
0472172004 0711 PM
Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 T

|@ Dane l_ l_ l_ (2F Local intranet

Generating this report is very simple - just select one or more users from the box and then
press SUBMIT (see the screenshot above).
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NOTE! If the “Display Current Projects Only” checkbox is left unchecked, the report will only
display the Completed Projects.

Employees Involved in Projects Report

/3 Softerra TimeAssistant - Users Involved in Projects - Microsoft Internet Explorer 12| x|
J File Edit Wew Favorites Tools Help i
|_'® 11ME-ASSISTANLCOM .o Effective Time&Cost Tracking System =]
&, Time ‘ € Profile | g7 Reports | ] Admin ‘ 7@ Help | @  Logout
& TimeSheet No records for User: Jacques Lafleur |
& Work Type back | printable screen | 2§ ®LS |
# Expenzes Users Involved in Projects

Project

Start Date

Status Leader

Client

Full Hame

9 Summary by User Bent Larsen Corpsite 01/01/2004| Started| “es | Financial Group | John Doe
% TimeTrack Approval Fleetimprovement 06/01/2004| Started| Mo | Fleetall.com Drennis Williams
LDAP Administrator Site| 06/0152004| Started| Mo | Financial Group | Jahn Doe
9 Expenses Approval refrestaurants 0Bf0172004| Staned| Yes | Locust Systermns| Ori Klein
% Project Estimate Fernanda Torres | Fleetimprovement 06/01/2004| Started| Mo | Fleetall.com Dennis Williams
P— LDAP Administrator Site| 0B/0152004| Started| Mo | Financial Group | Jahn Doe
fvaice
. refrestaurants 0E0172004| Stanted| Mo | Locust Systemns| O Klein
e gf;;sc:';""“’e"'" Tomas Costa | Corpsite 01/01/2004| Started| Mo | Financial Group | John Doe
e LDAP Administrator Site| 060152004 | Started| “Yes | Financial Group | John Doe
Wayne Bridge Corpsite 01/01/2004| Started| Mo | Financial Group | John Doe
9 gggsgrt,nﬁ?mates by Fleetimproverment 06/01/2004| Started| Yes |Fleetallcom | Dennis williams
e mm—— LDAP Administrator Site| 06/0152004| Started| Mo | Financial Group | Jahn Doe

% TimeTable

Logged in: tam
04/21/2004 07:11 Pk

Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 -

|@ Done I_ l_ I_ (5 Local inkranet

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Manager Subordinates Report

NOTE! AVAILABLE TO THE ADMINISTRATOR AND SUPERVISING MANAGERS
ONLY!

/ Softerra TimeAssistant - Manager Subordinates - Microsoft Internet Explorer 12| x|
J File Edit Wew Favorites Tools Help i
E} Time-Assistant.com ... Effective Time&Cost Tracking System
&y, Time ‘ € Profile | @4  Reports | '] Admin 7  Help | @ Logout
% TimeSheet
& wWark Type
# Expenses

& Summary by User Manager Subordinates

JL Managers {multiselect)

& TimeTrack Approval NETEEI SR

M Expenses Approval

Froject Estimate

Imvoice

FProjects

9
9
) Users Invalved in
9

Salary by Department

) Current User Rates by
Department

subrit
® Manager Subordinates
& TimeTahle
Logged in: tom b
04/21/2004 0711 PM j
|@ Done l_ l_ l_ (o Local intranet

All the Administrator or a supervising Manager need to do when on this page is just select
one or more Managers from the box and then press SUBMIT (see the screenshot above).

The resulting report will display all subordinate users of a selected Manager(-s).
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Manager Subordinates Report

a Softerra TimeAssistant - Manager Subordinates - Microsoft Internet Explorer

J File Edit Wew Favarites Tools Help

|_'® ImMe-ASSISTANLCONM .

NEIEY
[ = |
I

Effective Time&Cost Tracking System

€y Time ‘ € Profile | g4  Reports | ] Admin ‘ +#  Help | @  Logout

e TimeSheet back |@ printable screen || - - |
9 Work Type Manager Subordinates

& Expenses Manager Subordinate User Department Position

% Summary by User

Jacgues Lafleur

Bent Larsen

Software developments

Senior Frogrammer

Fernando Tarres

Software developments

Technical Writer

& TimeTrack Approval

Wayhe Bridoe

Software developments

Senior Programmer

# Expenses Approval

Froject Estimate

Imvoice

FProjects

9
9
) Users Invalved in
9

Salary by Department

) Current User Rates by
Department

® Manager Subordinates

&% TimeTahle

Logged in; tom
04/21/2004 07:11 PM

Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 -

|@ Dane l_ l_ l_ (2F Local intranet

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Project Estimate

A Project Estimate report is available to any Time-Assistant user. However, its
functionality may vary depending on what sort of permissions a person generating the report
possesses.

A chart below features what kind of information a Project Estimate report will contain if
generated by a representative of each of the Time-Assistant user categories.

Administrator Manager Employee

Unlimited functionality — the | Information just on projects of | Information just on projects of
report may include information | PERSONAL involvement PERSONAL involvement

on any one Or more projects
(including all projects)

The Report displays the information on the time spent on a certain project including all of its
Tasks, as well as on under(over-)estimated time (if any).

a Softerra TimeAssistant - Project Estimate - Microsoft Internet Explorer

=18 %]
J File Edit Wiew Favorites Tools  Help i
E@ I1TME-ASSISTANLCOM o Effective Time&Cost Tracking System -]

@ Time € Profile 49  Reports D Admin ’;ﬁ' Help .| Logout
% TimeSheet

Project Estimate
Client

9 Work Type

@ Expenses

[ A1l Clients
@ Summary by User Project

Corpsite
Fleetimprovement
@ Expenses Approval LDAR Administrator Site

refrestaurants
® Project Estimate

A Invoice

@ TimeTrack Approval

) Users Involved in
Projects

& Salary by Deparment

) Current User Rates by
Department

% Manager Subordinates

% TimeTahle r Display Time spent by Lisers

subrnit

Logged in; tom
04/21/2004 07:11 PM

Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 -

& [ | BB Localintranet
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Use the page shown above to select a project from the box. Then specify whether or not
you wish to display detailed user information via a corresponding checkbox and finally click

SUBMIT to confirm your selection.
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Project Estimate

a Softerra TimeAssistant - Project Estimate - Microsoft Internet Explorer ;[ilﬂ
J File Edit Wew Favorites Tools Help i
L@ HIMEC-ASSISTANLCOINL ..o Effective Time&Cost Tracking System |
&y, Time ‘ € Profile | @4  Reports | '] Admin ‘ 7  Help | @ Logout
1 TimeSheet back | @ printable screen | 2 HLS |
& wWark Type Project Estimate Fleetinprovement
Started Deadline Estimated Actual Time Margin
% Expenses - —
Functional Specification 041952004 045222004 10:00 T.25 -3:258
9 Sumrmary by User Bent Larsen 255
& TimeTrack Approval Fernando Tores 4:30
Wayne Bridge a0
9 Expenses Approval Final Release 04/21/2004 | D4/23/2004 10:000  0:00 -10:00
® Project Estimate Bent Larsen oo
Farhahdo Torres Qo0
9 Invoice , ; . )
Intermediate Release 0452452004 0452752004 15:00 1:00 -14:00
a3 gse_rstlnvulved in Fetnando Torres 1.00
rojecs Wayne Bricige 080
9 Salary by Department Records without Selected Tasks 3910
) Current User Rates by Bent Larsen 1650
Department ) Walne Bridge 22:20
@ Manager Subordinates 'y o project 061017200411 | 10/08/2004 50:00| 47:35 335
& TimeTahle BentLarsen 1945
Fernando Torres 30
Logged in; tom Wayne Bridge 22:20
04/2472004 0711 PM
Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 :
|@ Done I_ l_ I_ (5 Local inkranet

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Invoices
NOTE! AVAILABLE TO THE ADMINISTRATOR ONLY!

2§ Softerra TimeAssistant - Invoice - Microsoft Internet Explorer =12
J File Edit Wew Favarites Tools Help i
&y, Time ‘ € Profile | @4 Reports | ] Admin ‘ 7@  Help | @  Logout [
& TimeSheet

Invoice
9 Work Type Client

@ Expenses

3 Projects (mukltiselect)
Summary by User

@ TimeTrack Approval LOAP Administratar Site

% Expenses Approval

# Project Estimate

) Uszers Involved in

Projects
& Salary by Depantment *Start Date *End Date
& CurrentUser Rates by | May =1 =lf2000 =]|fmay =l zl|2005 7]

Department Previous Current
@ Manager Subordinates Wieek Month PayPeriod Week Month PayPeriod

Rat
& TimeTable e
¥ Clients  Users
Logged in: tom ¥ Display Users ¥ Include Expenses
0472172004 0711 PM
Time-Assistant Enterprise Demo @& Copyright Softerra LLC 1999-2004 :
|@ Done I_l_l_ (5 Local inkranet
This report provides the Administrator with the following parameters to be selected:

. Client
. Desired time interval - using the ‘Start Date’ and ‘Finish Date’ drop-downs
. User (Pay) or Client (Charge) rates — to serve as a basis for calculation.
. Display Users — sets whether to include user details
« Include expenses
Finally, click SUBMIT to confirm selection when finished.
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Invoice 1
2} softerra TimeAssistant - Invoice - Microsoft Internet Explorer 12| x|
J File Edit Wew Favarites Tools Help i
|_'® Iime-ASSIStant.Ccom .o Effective Time&Cost Tracking System -
€y Time ‘ € Profile | g4  Reports | ] Admin ‘ W  Help | @  Logout
9 TimeSheet Bill To: Financial Group
John Doe
9 Waork Type Bk |@ printable screen | 2§ HLs |
@ Expenses Imroice for Period: 05012000 - 05012005
% Summary by User Corpsite
Time Sum Expense
9 TimeTrack Approval Bent Larsen 2315 $524.25 $0.00 $524.25
& Expenses Approval Fernando Torres 0:45 §14.25 F0.00 51425
Tomas Costa 18:00 $0.00 $0.00 $0.00
9 Project Estimate Wiayne Bridge 10:30 $238.00 $0.00 $238.00

Total for Project 52:30 $776.50 $0.00 $776.50

IUsers Invalved in DAP Administrator Site

Projects Time Sum Expense
& Salary by Deparment Bent Larsen 415 F117.80 F0.00 F117.80
Current User Rates by Fernando Torres g:00 $103.50 $0.00 $103.50
9 Department Total for Project 1015 $221.00 $0.00 $221.00
% Manager Subordinates Total for Period 62:45 $097.50 $0.00 $097.50
&% TimeTahle

Logged in; tom
04/21/2004 07:11 PM

Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 -

|@ Dane l_ l_ l_ (2F Local intranet
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Invoice 2
2} softerra TimeAssistant - Invoice - Microsoft Internet Explorer 12| x|
J File Edit Wew Favarites Tools Help ﬁ
f@ TME-ASSISTANLCONY o Effective Time&Cost Tracking System -
€y Time ‘ € Profile | g4  Reports | ] Admin ‘ +#  Help | @  Logout
9 TimeSheet Bill To: Financial Group
John Doe
9 Waork Type Bk | € printable screen | 2§ HLs |
@ Expenses Imroice for Period: 05012000 - 05012005
& Summary by User Project Time Sum Expense
Corpsite h2:30 F776.40 F0.00 F776.40
9 TimeTrack Approval LDAP Adrninistrator Site 10:15 $221.00 $0.00 $221.00
i u— Total for Period 62:45 $997.50 $0.00 $997.50
# Project Estimate
Users Involved in
Projects
& Salary by Deparment
) Current User Rates by
Department
% Manager Subaordinates
&% TimeTahle
Logged in; tom
042172004 0711 PM
Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 T
|@ Dane l_ l_ l_ (2F Local intranet

To export an invoice to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Current User Rates by Department

A chart below features what kind of information a Current User Rates report will contain if
generated by a representative of each of the Time-Assistant user categories.

Administrator Manager Employee
Unlimited functionality — the | Information on any N/A
report may include SUBORDINATE user

information on any user from | (Employee or Manager)
any department (including
multiple or all application
users)

a Softerra Time-Assistant - Current User Rates by Department - Microsoft Internet Explorer

== x|
J File Edit Wew Favarites Tools Help ﬁ
rY

&, Time €  pProfile | @  Reports #  Admin 7@  Help @  Logout
& TimeSheet

9 Work Type

% Absence

& Expenses

Summary by User

TimeTrack Approval

Expenses Approval
Current User Rates hy Department

Froject Estimate 1L Departments (multiselect)

Administration
Software development

Invoice

Users Involved in
Projects subrnit

o o\ o o\ o |\ o

& Salary by Deparment
® Current User Rates
by Department
& Current Client Rates

) Manager
Subordinates

& TimeTahle

Logged in: tom
0202402005 11:14 A j

On this one will have to select a Department(-s) from the displayed list.
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Current User Rates Report by Department

a softerra TimeAssistant - Current User Rates by Department - Microsoft Internet Explorer

_|& x|
J File Edit Wew Favarites Tools Help i
=]

|_'® ImMe-ASSISTANLCONM . Effective Time&Cost Tracking System

€y Time ‘ € Profile |Qf Reports | ] Admin ‘7’? Help |t! Logout
% TimeSheet

back |@ printable screen ||H HLS |

9 Work Type Current User Rates by Department Software developments

Coding Design Editing Project Management SendMail Translation
Bent Larsen $22.00( §25.00 $28.00

% Expenses

Summary by User Fernanda Tarres $18.00 §14.00 $16.00

e e Wizyne Bridoe $21.00| §24.00 $27.00

Expenses Approval

Froject Estimate

Imvoice

Users Involved in
FProjects

# Salary by Department

e Current User Rates by
Department

% Manager Subaordinates

&% TimeTahle

Logged in; tom
04/21/2004 07:11 PM

Time-Assistant Enterprize Demo @& Copyright Softerra LLC 1999-2004 -

|@ Dane l_ l_ l_ (2F Local intranet

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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Current Client Rates

Apart from the Administrator, client information can be handled by any kind of a Time-
Assistant user, i.e. both Managers and Employees, provided they have appropriate
permissions.

23 Softerra Time-Assistant - Current Client Rates - Microsoft Internet Explorer

== x|
J File Edit Wiew Favorites Tools  Help i
rFe

&, Time ‘ € Profile | @4  Reports | ) Admin ‘ @ Help | @ Logout
& TimeSheet

9 Work Type

% Absence

& Expenses

Summary by User

TimeTrack Approval

Expenses Approval Current Client Rates
1L Clients {multiselect)

Project Estimate

Compensate.com
Imvaice Fleetall.com

. Locust Bystems
Users Involved in Softerra

Projects

[] brnit
Salary by Department

) Current User Rates
by Department

® Current Client Rates

) Manager
Subordinates

@ o o\ o\ o o o

& TimeTahle

Logged in: tom
02/24/2005 11:14 A0 j

On this one will have to select a Client(-s) from the displayed list.
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Current Client Rates Report

2§ softerra Time-Assistant - Current Client Rates - Microsoft Internet Explorer 12| x|
J File Edit Wew Favarites Tools Help i
= o A et s . , ) =
E} Time-Assistant.com...... Efective Time&Cost Tracking System
&, Time ‘ € Profile | @4  Reports | ) Admin ‘ @ Help | @ Logout
% TimeShest — |@ printable screen ||H HLS |
9 work Type Current Client Rates
& Absence Client Coding Design  Editing Project Management Translation
Compensate.com $30.00 $45.00 $a5.00
9 Expenses Fleatall.cam
% Summary by Usar Locust Systems
Softerra FE0.00

& TimeTrack Appraval

% Expenses Appraval

Project Estimate

Users Involved in
Projects

9
A Invoice
9
-]

Salary by Department

) Current User Rates
by Department

® Current Client Rates

) Manager
Subordinates

& TimeTahle

=

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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TimeTable Report
This report is available to all Time-Assistant users without limitations.
It allows getting information on daily hours for any number of the application users.

23 Softerra TimeAssistant - TimeTable - Microsoft Internet Explorer 12| x|
J File Edit Wew Favorites Tools Help i
|_'® 11ME-ASSISTANLCOM .o Effective Time&Cost Tracking System =]
&, Time ‘ € Profile | @4  Reports | ) Admin ‘ @ Help | @ Logout
& TimeSheet
9 Work Type
TimeTahle
9 Expenses Department
% Summary by User |Snﬂware developments

r Users (multiselect)

& TimeTrack Appraval

Bent Larsen
% Expenses Approval Fernanda Torres
Wayne Bridge

Project Estimate

Invaice

Users Involved in
Projects

Salary by Department

Current User Rates by
Department

mManager Subordinates

TimeTable

Logged in: tom
04/21 /2004 0711 PM

Time-Assistant Enterprise Demo @ Copyright Softerra LLC 1999-2004 -

|@ Done l_ l_ l_ (o Local intranet

Select one or more users from the box and click SUBMIT to generate the report.

L3
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TimeTable Report

/3 softerra TimeAssistant - TimeTable - Microsoft Internet Explorer 12| x|
J File Edit Wew Favarites Tools Help ﬁ
= T . L S ats . . . =
ime-Assistant.com ... Effective TimedCost Tracking System
&y, Time ‘ € Profile | @4  Reports ‘ ) Admin ‘ s Help | @  Logout
r Timesheet — |@ printable screen " B HLS |
b Waork Type TimeTahle
b Expenses Sunday  Monday Tuesday Wednesday Thursday Friday Saturday Week
Bent Larsen 09:00-16:00{09:30-13:00\09:00-17:00(09:00-17:00|09:00-14:30 ,{{3
b Summary by Lser 13:00-14:00 15:00-18:00
14:00-17:00
b TimaTrackapproval | | rotal 0:00 7:00 7:30 8:00 8:00 8:30|  0:00] 39:00
b Expenses Approval Fernando Torres 08:00-13:00(08:00-13:00({08:00-16:00(09:00-13:30{09:00-13:00 F=
13:00-14:00({13:00-14:00 15:00-18:00(13:00-14:00
b Project Estirrate 14:00- 18:00{14:00- 18:00 14:00 - 18:00
] Total 0:00 10:00 10:00 8:00 £330 9:00 0:00( 44:30
P nvolce Wayne Bridge 09:00- 17:0010:00 - 16:00(09:00 - 18:00{09:00 - 18:00|09:00 - 17:00 2
Lsers Invalved in
P Projects Total 0:00 8:00 8:00 9:00 9:00 §:00 0:00( 42:00
b Salary by Department
Current User Rates
hy Department
Manager

Subordinates

TimeTahle
Logged in; tom bl

|
(53] |1 | B ocalintranet

From this report, the Administrator and supervising managers can edit timetables of their
subordinates by using Edit buttons located in the Week column on the right.

To export a report to an XLS file, click a corresponding button in the upper right-hand
corner of the screen.
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How Do | Change the Application Settings?
NOTE! EDITING AVAILABLE TO THE ADMINISTRATOR ONLY!

In order to access the Settings page, the Administrator should click the Settings button
on the left-hand side navigation panel to display the following:

3 Softerra Time-Assistant - Settings - Microsoft Internet Explorer =12
J File Edit Wew Favarites Tools Help i
@ Time %ﬁ Profile iy Reports rﬁ Admin W Help i Logout "
J Ve
9 UserDetails *Qrganization name |SuﬂerraTime-Assistam
9 Levels *Administrator EMail |ta@50ﬂerra.cnm
% Departments Servertime zone |Gru1T+cm:nc| Greenwich MeanTirrj
& Positions Encoding [western(Latin1) =]
& Work Types Currency |United States - Dollar j
& Ahsence Types Currency Format |$1DEI j
® Clenis First day of week |Sunday j
Time Record Format " Duration ¥ Start-Stop
) PEeEs Enable Breaks Il
@ Expenses Titne Record Description |Required j |
¥ PayPeriods Projects |Required =l
Project Tasks |Enab|ed j
% Display Settings Project 1D |Disab|ed j
@ Exportto QuickBooks b _
Refuge to addredit project records with Statuses gtsasrltgrglm
Logged in: tom fmultiselect) Suspended
0272472005 11:14 &M Completed
Clients | Enabled =l [

Here is a list of parameters that can be set or adjusted:
« Organization name (to be used in printable reports only)
e Administrator Email
e Server time zone
e Encoding
o Currency
e A day to start a week (e.g. Sunday or Monday)
e Time Record Format (Duration/Start-Stop)
o Enable Time Record Descriptions
« Enable Time Records Breaks
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« Enable Clients

o Enable Client Rates

« Enable Projects

o Enable Project Tasks

« Enable Project ID

o Refuse to add/edit project/task records with selected statuses
« Enable Pay Periods;

o Enable Expenses

o Enable Expense Record Descriptions
o Enable Approvals

e Enable User Rates

e Enable Absences

« Enable Positions

o Enable User TimeTable

o Enable User Status (Status Center)

o Enable warnings in Work Type reports
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How Do | Change the Default Display Settings?
NOTE! EDITING AVAILABLE TO THE ADMINISTRATOR ONLY!

This chapter features the display settings to automatically become the ones by default for
all newly added application users.

NOTE! Applying changes will just concern new users without affecting the existing user
settings!

To get to the Display Settings, the Administrator should click the Display Settings button
on the left-hand side navigation panel. The following page will be displayed:

3 Softerra Time-Assistant - Display Settings - Microsoft Internet Explorer - |E’ |5|
J File Edit Wew Favarites Tools Help i
(—f@ Time %ﬂ Profile J}\f Reports 'ﬂ Admin ?ﬁ Help 3 Logout =
9 Users Default Values {may be changed in Users’ Profile)
% User Details Language | English 4
9 Levels Date format [ mmiddiyyyy =]
& Dapartments Time format [ hh:mm AMiPM |
& Positions Farmat for Total Time in reparts |demma| j
Ciecimal Symhal . -
& Waork Types b I J
Display Full Mame as [ First Middle Last |
& Absence Types
Font [ Arial =l
Clients
? Show users |AII Users except disahled j
@ Frojects Display ICQ status on the Advanced Users Details page| [
& Expenses JL
- Assigned
9 PayPeriods Hide Projects with Statuses (multiselect) Started
] Suspended
@ Settings Completed
@ Display Settings Hide Projects started hefare [ Manth =l |Day =] |vear x| | |
9 Exportto QuickBooks Hide Projects started after |ru1|3n1h j | Dayj |‘|’ear j &
Display Projects in TimeTrack and Reports ¥
Logged in: tom
02/24/2005 11:14 &AM Display Tasks in TimeTrack and Reports v
Mumber of months displayed in Calendar |2 j
I S S | IP— | Ll

Here is a list of parameters that can be set or adjusted:

o Default language
o Default date format (mm/dd/YYYY or dd/mm/YYYY)
o Default daytime format (AM/PM or 0 to 23 hours)

o Default total time format (HH:MM or decimal)

o Default decimal symbol (. or ,)

o Default Users and Clients Full Name format
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o Font

o Default Users Filter

« Enable display of ICQ status on the Status page

o Enable display of project ID

« Enable display of Tasks in TimeTrack and Reports
e Projects filter

o Calendar properties

o Start page
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How Do | Assign Holidays and Days Off in the Calendar?

NOTE! AVAILABLE TO THE ADMINISTRATOR AND SUPERVISING MANAGERS
ONLY!

The Days Off section has been designed for the purposes of a more convenient calendar
display. It allows highlighting days off and holidays for all application users together (like in case
with weekends, public or corporate holidays) or for any one particular user (when on vacation or
on aleave) using a preferred color.

So, to mark or unmark a date, one should first get to the Days Off page via the Days Off
button on the left-hand side navigation panel, and then click a desired date or a weekday to
select all 4 or 5 of such days in a month. To unmark a day, just click it once again.

Permissions:
Administrator Manager Employee
Unlimited functionality — Global marking - available. N/A
maglglr;%ggzlaé)(l)?hf%rnaelllndays Individual marking — for
ﬁlr(]jividual anc’i global basis SUBORDINATES only
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3 Softerra Time-Assistant - Days Off - Microsoft Internet Explorer =12 x|
J File Edit Wew Favarites Tools Help i
|‘=’_C:';) Time-AssiStant.com ... Effective Time&Cost Tracking System
@ Time € Profile @  Reports i) Admin s Help ] Logout
% TimeSheet To mark the start date of the period, just click the desired date |
i TimeTrack Usger | All Users =l Mode IPeriud vl
# Expenses January 2005 February 2005 March 2005 April 2005
Sun| |2 5|16(23|30| |Sun| | B|13|20|27| |Sun| | B(13]20137] |Sun| |3[10)17 24
m €| |Mon| |3[10]17/24\31| |Mon| | Z]14/21/28| |Mon| | Z|14/21\28) |Mon| |4|11|18[38) |3
@ Absence Tue | |4/11/18/25 Tue |1 B|15|22 Tue |1 B|15|22|28) ' Tue| |5/12|18/36
Wed | 5/13/19|26 Wed) 2| 8|16/23 Wed) 2| 8162330 |Wed| |6 132027
Logged in: tam Thu| | B|13|20)27 Thu|3/10/17 |24 Thu| 310017 |24|31) Thu| |7/14/21/28
02/24£2005 11:14 A Fri 7114 21|28 Fri | 4/11[18 25 Fri |4/11/18/25 Fri |1)8/15|22/29
Sat | 1| 8152229 Sat | 5|12]18]26 Sat | 5|12]18]26 Sat | 2| 8]16)23|30
Time-Assistant Enterprize Trial .1 & Copyright Softerra LLC 1999-2005 LI

How Do | Manage Currencies?

Basic Currency
NOTE! AVAILABLE FOR ADMINISTRATORS ONLY

All calculations in Time-Assistant (salary, summary, invoices, etc) are performed using the basic
currency. Basic currency can be specified on the Admin->Settings page. Usually, it is enough to
have one currency in the application.
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3 Softerra Time-Assistant - Settings - Microsoft Internet Explorer =12 x|
File Edit Wiew Favarites Tools Help ‘ :,'
1 o . . . =
<) Time-Assistant.coni Effective Time & Cost Tracking System
e
@ Tune ‘ % Profile ‘ Y Reports | ’ﬁ Admin |  J Help | @ Logout
9 Users Application Settings
9 User Details *Qrganization name |SDﬂerraTime—Assistant
i Levels *Administrator EMail |ta@50ﬂerra.cnm
@ Departments Servertime zone |Gru1T +00:00 Greerwwich hean Tirrj
% Positions Encoding |Centra| European (1252) j
& Work Types Basic Currency |United States - Collar j—]
") EeEEE TS Currency Format |$1DE| =
First day of week Sunday hd =
9 Clients I J
Time Record Format " Duration  Stark-Stop
Froject
) PTEEs Enahle Breaks I~
9 Ewpenses Time Record Description |Enah|ed j
9 Pay Periods Projects |Required =]
@ Currencies Project Tasks |Enah|ed j
@ Settings Project ID [ Disabled =]
% Display Settings i .
Aszsighed
% Exportto QuickBooks Refuse to addfedit project records with Statuses || Started |
|@ hittp: f fua, bime-assistant, com; l_ l_ l_ l_ l_ |‘ﬁ Local inkranet

But sometimes it is convenient to support several currencies simultaneously. It is useful,
for example, if users or clients are located in several countries or if users have business trips to
different countries. If these countries have different currencies, it's possible to specify users' or
clients' rates or expenses in corresponding currencies and then generate general reports in the
basic currency using rates of exchange.

Managing Currencies

By clicking the Currencies button in the left-hand navigation panel in the Admin menu,
users will navigate to the page featuring the list of Currencies (if any at the moment).

Only Administrators are authorized to manage Currencies. As to Managers and
Employees, they are only allowed to view these pages.
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a Softerra Time-Assistant - Currencies - Microsoft Internet Explorer

File Edit Wiew Favarites Tools Help

=12 %]
&

{Ej Time-Assistant.com

€ Time ‘ 53‘ Frofile ‘ Y Reports | j Admin

Fffective Time & Cost Tracking System

| Help

-

| @ Logout

Users

|E  addNewcurency | [T Display History

User Details Currencies

=, H| Code Country

Levels

Pounid England W

Departments

Input Exchange Rate [ / United States - Dollar)

2.000

@\ s
2\ €

Euro

Europe W

1.600

Fositions

Wark Types

Absence Types

Clients

Frojects

Expenses

# PayPeriods

% Settings

% Display Settings

& Exportto QuickBooks

|@ Done

To add a Currency, click the Add New Currency button.

,— l_ l_ ,_ l_ [%J Local intranet

To delete a Currency, tick a check box next to it and press Delete.

To edit a Currency, click the Edit icon to the left of the Currency name.
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3 Softerra Time-Assistant - Currencies - Microsoft Internet Explorer =12 x|
File Edit Wiew Favarites Tools Help ‘ -:,' ‘
=t . A . 2
£ Time-Assistant.com Fffective Time & Cost Tracking System
pe
@ Time ‘ ﬁ Profile ‘ 7] Reports | j Admin | Help @ Logout
& Users
& User Details
B Levels
% Departments
i Positions Edit Currency Europe - Euro
% Work Types *Code e
% Absence Types *Marme |EUV'3'
9 Clients *Country |Eurnpe
9 Frojects Currency Format || $100 =]
Enahle input v
# Expenses J K
*Sihce 10/0472008
& PayPeriods
*Exchange Rate (5 |1 5000
|Bl Submit || B Reset || EBad |
9 Settings |
% Display Settings
@ Exportto QuickBooks |
|@ Done l_ l_ l_ l_ l_ |\ﬂ Local inkranet

As you can see from the above screenshot, rates of exchange are specified on the Edit
Currency page. The scheme is similar to the approach used for specifying User or Client Rates.

To keep track of Rates of Exchange History, check the Display History checkbox.
You'll see the following screen:
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2§ Softerra Time-Assistant - Currencies - Microsoft Internet Explorer =12 x|
File Edit Wiew Favarites Tools Help ‘ 'E.
"f'f_ |. T'. A- gy O - . . q =
L) firme-Assistanit.comnm Effective Time & Cost Tracking System
).
@ Time ‘ 53‘ Profile ‘ Y Reports | j Admin |  J Help @ Logout
a Users | Add Hew Currency | |7 Display History
9 User Details Currencies
q Since / Exchange Rate { / United States -
% Levels = H Code Country Input Dollar)
@ Departments | | £ |Pound England o 1.740
& Positions 010552008 1.900
oz2ioara2007 1.750
9 Work Types 021052006 1,600
") EeEEE TS 01/04/2005 1.500
#r| s |Eurn Europe o 1.500
9 Clients
1250272008 1.500
9 Frojects 01ioarz2007 1.300
& Ewpenses 010552006 1.200
# PayPeriods
9 Settings ||
% Display Settings
% Ewxportto QuickBooks =

(5] T T [ S Localintranet

Where Can | Specify Different Currencies?

If more than one Currency is supported by the system, it is possible to specify different
Currencies in the following features:

e Work Types — to specify Default User Hourly Wage and Default Client Rate
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a Softerra Time-Assistant - Work Types - Microsoft Internet Explorer - |E’ |5|
File Edit Wiew Favarites Tools Help ‘ -:,'

r 4 " L
44 Time-Assistant.com

| (% Profile

‘ Y Reports | j Admnin

Effective Time & Cost Tracking System

| Help @ Logout

9 User Details

9 Levels

@ Departments

@ Positions

® Work Types

*Title

Edit Work Type Coding

|Cc|ding

& Absence Types

@ Clients Departments

% Projects

& Expenses

Default User Hourly Wage

# PayPeriods

Default Client Hourly Rate

[20.00 |
i d -

|4EI.DEI [

& Currencies

| Submit

United States - Dollar = |

ngland— Pound
Europe - Euro
I IT

% Settings

% Display Settings

& Exportto QuickBooks

=

|@ Done

,— l_ l_ ,_ l_ [%J Local intranet
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e Absence Types — to specify Default Daily Wage

73 Softerra Time-Assistant - Absence Types - Microsoft Internet Explorer 12| x|

File Edit Miew Favorites Tools Help #

/f'i_)f Time-Assistant.comn Effective Time & Cost Tracking System
e

@ Time ‘ ﬁ Profile ‘ 7] Reports | j Admin | Help @ Logout

Users

U=er Details

Levels

Departments

@ o\ o o e

Positions

& Waork Types

& Absence Types Edit Absence Type

& Clients *Title [Sickness

Colarin Calendar |Fuchsia j

Frojects

nited States - Dolla
Expenses -

- Dollar

Default Daily Wage||25.00 |

[@ submit || B Resd™

Pay Periods
Europe - Euro

Currencies

Display Settings

Export to QuickBooks x|

Dione l_ l_ l_ l_ l_ |\:_-J Local intranet

9
9
9
9
¥ Settings |
9
9
€l
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e User and Client Rates

23 Softerra Time-Assistant - Users - Microsoft Internet Explorer 12| x|

File Edit Miew Favorites Tools Help #

£ Time-Assistant.com Effective Time & Cost Tracking System
§&

@ Time ﬁ Profile ‘ 7] Reports | j Admin | Help @ Logout

User Details

Levels

Departments

Fositions

Wark Types

Absence Types
Edit Wage for User Bent Larsen, Work Type: Coding

*Since 12/0212008

Clients

England - Pound j
United States - Dallar
:England - Pound
Europe - Euro

Submit

Expenses

Pay Periods

Currencies

Settings

Display Settings

Export to QuickBooks x|

Dione l_ l_ l_ l_ l_ |\:_-J Local intranet

9
9
9
9
9
9
9
# Frojects *Hourly Wage||25.00
9
9
9
9
9
9
€l
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e EXxpenses

/3 Softerra Time-Assistant - Expenses - Microsoft Internet Explorer 12| x|
File Edit Miew Favorites Tools Help -:,’ ‘
=4 . . . q q —
L4 Time-Assistant.com Fffective Time & Cost Tracking System
=
@ Time ‘ ﬁfl Profile ‘ 7] Reports | j Admin | Help @ Logout
% TimeSheet
& TimeTrack
@ Days Off
Add Expense Record for User Tomas2 Costa, Date: 10/04/2008
9 Absence Project |Curpsite |
Logged in: tom Expense |ru1ileage j
100042005 15:56 ;I
Cescription
*Zum [to0 fUnited States - Dallar x|
Bl Cleri | m| England - Found
Europe - Euro [E Back
Time-Assistant Enterprize Intranet 6.3 @& Copyright Softerra LLC 1999-2008 j
|@ Done l_ l_ l_ l_ l_ |\‘-_-J Local inkranet

How Currencies are displayed in Reports?

All money amounts in all Reports except Current User Rates and Current Client Rates
are displayed in the basic currency. The recalculation is made using exchange rates for
corresponding periods. If the exchange rate is not specified, the recalculation is performed
using coefficient 1.
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How Do | Export the Application Database to QuickBooks?
It is just the Administrator alone who may export Time-Assistant data to QuickBooks.

Clicking the QuickBooks button on the left-hand side navigation panel in the Reports
menu will result in displaying the following page.

a Softerra Time-Assistant - Export to QuickBooks - Microsoft Internet Explorer - |E’ |5|
J File Edit Wew Favarites Tools Help i
= . v A oot ot . . o =
@ Time-Assistant.com ... ... Effective Time&Cost Tracking System
€y, Time ‘ € Profile | @4  Reports | ) Admin ‘ 7@ Help | @ Logout
9 Users
9 User Details
9 Levels Export to QuickBooks
3 Department Client
Departments
" A1l Departments | |fanclients =l
@ Positions L Users (multiselect) 1L Projects imultiselect)
9 Work Types Corpsite
Fernando Torres Fleetimprovement
@ Absence Types Jacques Lafleur LDAP Administrator Site
Tomas Costa refrestaurants
9 Clients VWayne Bridge HO158.5PRTA
# Projects *Start Date *End Date
P IJanuanr v”24 v”2EIDEI 'l IFebruaw '”24 v||2E||:|5 'I
KOENSES
Previous Current
i PayPeriods Week Month  Pay Period Week Month Pav Period
@ Settings ¥ Include current employvee rate values (up to 8 hourly rates per employee)
& Display Settings ™ Tirme Records only
e Export to
QuickBooks | |
Logged in: tom
0272472005 11:14 A0 LI

On this page one will have to choose a project(-s) from a select box on the left and users
— from the other one on the right (multiple selection available). Then set a sorting mode (either
‘by Projects’ or ‘by Users’) and a time interval, and finally click SUBMIT to confirm.

As a result, all the selected Users, Clients, Projects, Work Types, Current User Rates
and User Timesheets will be exported to a QuickBooks format file.
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How Can | Adjust My Intranet Logon?

It is possible to automatically log on to Time-Assistant via getting login from a web
server variable. To enable this feature, please ask your system administrator to do the
following:

« Open the include/database.inc.php file in a text editor
o Setthe INTRANET_LOGIN_ENABLE parameter value to 1

e Setthe HTTP_SERVER_USER parameter value to a name of the web server
variable a user login is to be obtained from. This name varies for different web
servers, e.g. in lIS it is LOGON_USER, while for Sun One Web Server -
REMOTE_USER

The above procedure will make sure that upon your next log-on the login page will not
displayed, with the user login name automatically obtained from the web server variable.

NOTE! Your web server should be configured accordingly for this purpose!

2008 © Softerra
http://www.softerra.com/




Document: SD/UM -160
Version No: 6.3 of 05/05/08
SDFTT erra issued By: ~ Softerra

Page: 142 of 146

How Do | Get Help?
Clicking the Help item in the menu will open the pop-up User Manual window.
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Feature Enhancements

Time-Assistant

Time-Assistant

Time-Assistant

FEATURE LIGHT STANDARD ENTERPRISE
Management
Departments Management + + +
Positions Management + + +
User Management + + +
Timesheet and TimeTrack + + +
Employees,
Employees, Employees, Administrators,

Division of Users by Categories

Administrators

Administrators

Managers (any
number of levels)

Manager Levels Management - - +
Work Type and Rate

Management System ) * +
Absences Management - + +
Client Management - + +
Client Rates Management - + +
Client Logging - + +
Project Management - + +
Project Notifications - + +
Project Tasks Management - - +
Expenses - - +
Currencies, exchange rates - + +

Approvals

TimeTrack Approvals - - +
TimeTrack Approval Report - - +
Expenses Approvals - - +
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Expenses Approval Report - -
Reports
Timesheet Reports + +
TimeTable Report + +
Work Type Reports - +
Work Type Reports by Tasks - -
Absence Report - +
Summary Report by Employee - +
Salary Report per Department - +
Time Report per Department + -
Employees Involved in Projects i 4
Report
Current User Rates Report per i +
Department
Current Client Rates Report - +
Project Estimate - +
Invoices - +
Manager Subordinate Employees - -
Expenses Reports - -
Other Features
Status Center + +
User TimeTable + +
PDA support (Palm and WIinCE) + +
Application settings + +
Personalized Profile + +
Export to XLS + +
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Time Zone Support + +
Time and Date format support + +
Pay Periods - +
Custom Permission Settings for

- +
Employees and Managers
Personalized Display Settings - +
Multilingual Support - +
Currency support - +
Corporate, Public, Individual
Holidays and Days Off in - +
Calendar
Styles support - +
Export to QuickBooks - -
Intranet Logon - +
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How Do | Evaluate Time-Assistant?

To get to know the Time-Assistant features better, please visit our official web site at
www.time-assistant.com and log on to the application in the demo mode. You may choose to be

either an administrator or an employee (see the site for details).
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