Time Capture

Time Entry for:
e Attendance & Job Time
e Shop Floor Data Collection

e Barcode, Touch Screen and Mouse/Keyboard compatible

Team Leader’s User Guide

Developed for use with :

Ostendo

by Development-X Limited

For more information contact your Ostendo Partner or

Solution Management Ltd. support@solutionm.co.nz

www.solutionm.co.nz 64 9 446-1204
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OPENING THE TIME CAPTURE PROGRAM

Time Capture is held within the Ostendo program as a Custom Data Screen.
Launch Time Capture from Custom — Custom Data Screen — Time Capture

The main Time Capture screen will be launched when you click on this button.

Click on the “Supervisor Console” button top right to access Time Sheets, reports, analysis views, charts and
and Edit Views. Permission to access these is managed by Ostendo - User Security & Options.

Time Capture 5:03:38 p.m.
Licensed to Solution Management Limited Supervisor Console [ 3 i
License expires 23/04/2013 Manage Assignments b |

Login » |

Enter

Employes Name of Humbes

Team Leaders and Supervisors can be set up to assign staff to work and approve work by an Administrator with
access to the Custom - Edit View - Time Capture Configure Users

Time Capture 10:01:13 a.m. | ¢ Back

Current User: ADMIN
Temporanly use a different Time Capture user..

l Open Timesheets

Run,
| Report | | Analysis I [ Inquiry l
| Pivot ‘ | Chart /| Edit View ‘

Enter Cancel

Edit View Entir o scan the name of the edit view

;TIIT‘O Capture - Configure Users| ";'

When clicking on the Report button, reports which are loaded under labour in Ostendo will be displayed.

Select the report in the bottom left selection box & click enter.
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REVIEWING AND ADJUSTING EMPLOYEE TIME

The reviewing and adjusting of employee time on jobs is done through the Ostendo timesheet system.

Ostendo timesheets can be accessed by clicking the “Open Timesheets” button. Or from the Ostendo menu —
Labour — Timesheets.

Note: Your Ostendo user security will need to be set to allow you to have access to Timesheets.

i g Employees | i8] Labour Codes | Cost Centres | F37 Rate Scales | [5]| Job Qrders | 5% Assembly Orders | [# Customise

List | Dietail | Lings
Timesheet Batch Nol Rieference | Status |BatchDate | - Close

45| Time Capture - Sales InProgress | 8/03/2012

46| Time Capture 12/03/2012 J &dd
Hooe

) Cancel

1) Related

InProgress
Titms Capturs - Sales nP

InProgress | 13/03/2012

48 Time Capture - Service

m

[ Filtering & Sarting [ Include Updated Status Search | 384 2

Ostendo timesheets are created on a per-day and optionally per-department basis, and hold entries (called
timesheet lines) for all work done for that day (and department).

: g Employees | 3 Labour Codes | Cost Centres | 27 Rate Scales | [5]| Job Orders | 5% Assembly Orders | (7 Customise

List | Detail [ Lines

Timesheet Batch Ma: 47 [InProgress]

Clase

_Add
| Date | Employee [ |Reference | TaskorStep | Start Time |End Time |Hours | Labouw Code | Rate Scale | Charge Stle | Charge ( I sove
] Jan 0014 G4 500 2m 53 pm [ ] DT Chargesble
| 130372002 John Redmond| Assembly WO20001 3 Assernbly 16 am 4:36 p .33 LAB-AGSEMBLY 0T Chargeable =) G
| |13/0302m2 Kith Ragers| Assembly WO200017 Finishing E05 pm 0| LAB-PACKING 0T Chargeahle

Entries By Reference

< | n

Recorded Mates Copy to Assembly History Motes [ Copy to Assembly Line Instructions

Recomded Notes | AdditionalFields

Deductions 0.5

To edit the start or finish time of an entry simply select the timesheet line and click in the appropriate start
time or end time cell to begin editing, hours worked will be automatically calculated from the entered start
and finish time. If the employee spent time not working on the task during the start-finish interval, such as
taking a break for lunch, the amount of time they spent is referred to as a deduction and this value can be
specified in hours in the ‘Deductions’ additional field on ‘Additional Fields’ tab, as shown above. Deductions
are automatically subtracted from the hours calculated based on the finish and start time.
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MANAGING EMPLOYEE ASSIGNMENTS

Managing assignments enables you as Team Leader to allocate work for your staff in advance. When staff clock

in they will immediately see what jobs they have been assigned and be able to start work on their jobs straight

away. Note you need to be set up to allow you to assign work to staff.

The managing of employee assignments is done from within Time Capture, and can be accessed by clicking the

‘Manage Assignments’ button. (Top right on the Login Screen)

Employee Mame

29/03/2012 3:37:30 p.m.

Time Capture - Assignments

Back

‘ Order Task Assigned [ Approval ‘ Employee Status ‘
Wo200011 Assembly 2 | Jane Stesl Accepted
Hanale Assembly
W0200012 ‘ John Redmond Assigned ‘
Rear Wheel Assembly
Wo0200013
Front Whee| and Steering Assembly
Wo200014
Standard Green Wagon
W0200015
Standard Green Wagon
Wo0200017
Pine Office Desk 2150mm x 600mm with 1 Drai

Page 10of 2 » Page 1 of 1 Page 1 of 1

[ Order [ Task

| [ Assignment |

|+ Assign New Employee

Employee John Redmond
Assigned 29 Mar at 3:37 pm.

Status  Assigned
Responded -

X  Remove Assignment

Current Entry -

Cancel |

Enter or scan the name of the employes 1o Sssign

| |

To manage assignments for tasks simply select the assembly or job order from the left-most column, and then

the specific task or step for that order in the centre column. After selecting an order and a task the

assignments for that task will be listed together with their current status in the right-most column.

]
Time Capture 29/03/2012 3:40:22 p.m. Back
Employee Clock In
Name John Redmond
Status  Not clocked in Start work on:
Active Lines
Reference - Task Description Status.
WO200013 - Assembly 1800-2191: Front Wheel and Steering Assembly W Assigned
Detail Page 1 of 1
Reference \WO200013 - Assembly Description 1800-2191: Front Wheel and Steering Asseml [ gp s
Rate Scale - Labour Code -
Charge - Status Assigned 20 Mar at 3:37 p.m. X Decline
Current Entry -
Enter Shorteut Enter or scan the shoncut code.
E—

Once a task has been assigned to an employee that employee will then see the task listed on the main screen

after they login, they then have the opportunity to either start or decline the assignment. Starting an

assignment will prompt for some further details such as labour code and then start a work entry, marking the

assignment as accepted and removing it from their list. If an employee declines an assignment it will be

marked as ‘Declined’ and removed from their list. Declined assignments are visible from the assignment

management screen.
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