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1.0 Overview and Install Options

1.1

1.2

Overview

Turbo Attendance is designed to provide the most cost effective solution
for your company. Deploying, setting up and configuring is easy to do.
There are no consultants or implementation cost associated with getting up
and running.

The Turbo Attendance system is designed to be friendly and helpful. It will
assist in managing your company’s daily Attendance and time off activities.
Turbo Attendance can be used by small companies with ten or less
employees to a company with thousand of employees spanning in many
geographical areas. Turbo Attendance can accommodate up to 99,999
employee folders.

Turbo Attendance uses the latest technology and utilizes industry standard
best practices and proven use cases analysis for a superior feature rich
product line. Likewise, Turbo Attendance will take advantage of the latest
computer hardware and advanced display technology. Minimum hardware
requirement is a Pentium 450 MHz; a Pentium III 1GHz or higher with
256MB of memory is recommended for optimum computer productivity.
The minimum screen resolution is 800 X 600 dpi. We recommend 1024 X
768 or higher resolution to view all functionality. Turbo Attendance works
with Windows XP, Windows 2003 Server, Windows 2000, Windows NT 4.0
and even Windows Me, 98 and 95. We recommend Windows 2000, XP or
higher.

Installing and Getting Setup

The first step is to run the installation program from the website download
or CD as see below:

Turbo Attendance v5.0

Required: 12555 K
Avalable: EEE34BE K.

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
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1.3

1.4

) ¢

The default installation folder is in your program files\PersonaWare Turbo

Attendance.

If installing a multi-user Enterprise system, or if using Turbo Attendance
for Managers or Turbo Attendance for Employee reference the following for
additional information: www.PersonaWare\help.htm

Basic Concepts

Filing Cabinets -

Folders -

Policies -

Basic Understanding

The Filing Cabinet is a virtual company, organization,
or division.

Each Filing Cabinet is associated with one attendance
policy.

Each Filing Cabinet holds one or more folders.

Each employee, non-employee and contractor is
represented by a folder.

Each folder has associations to the filing cabinet and
one policy. The policy association is via the filing
cabinet or directly via the folder.

Each policy is a set of rules governing attendance
attributes, configurations and settings.

You should read this entire document but pay special attention to section

3.4. This is the basis of configuring attendance and appears to be the
most important section in understanding the basic concepts of attendance
management for most people.

2.0 Getting Started

The following are the basic concepts:

2.1

2001-2004.

Filing Cabinets

The Filing Cabinet is a virtual company, organization, division, location or
other. The Filing Cabinet holds your employee folders. Each Filing Cabinet
contains properties and settings specific to itself including but not limited

to the following:

o Reporting is at a Filing Cabinet level
o Security is at a Filing Cabinet and global level

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare
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o Departments are at a Filing Cabinet level
o Attendance policies are associated with a Filing Cabinet

but are global

The following is the main toolbar. See the references to the Filing Cabinet

JHRBNSS 660 T %% b

[l
Creste Open  Modify| Setup Policy  Mew  Bdt  Calc Acorual Trans Suppl Occur Hist Activity Phone Client  Reports

Notice the items in red above. This is the easiest way to access the
management of your Filing Cabinets. You can also manage your Filing
Cabinet via the File menu.

To setup a new Filing Cabinet click create on the toolbar and enter the
appropriate information in for your organization. (For Policy information
see section 2.2 and section 4.)

Edit Filing Cabinet

“Filing Cabinet Mame: |Samp|e Cormpany | & 0K
Street!: | 500 East Broad Street X Cancel
Street?: | Suite 100
City: Columbia | State: |SC @

Zipcode: | 29201 | Cither: | |
«— Altendance Paolicy
| SAMPLE POLICY v
Default hours per day;
— Setup

Attendance Policies
E Setup sttendance policies. —
Thiz iz a global setup. L‘J

2.2 Attendance Policies

2.2.1 Accessing Attendance Policies via Filing Cabinet Window

Attendance Policies allow you to instruct Turbo Attendance as to
your company or organizations Attendance Policy. Once this
Attendance policy is created it can be assigned to the Filing Cabinet
and each Folder within the Filing Cabinet inherits this policy. You
can override the Filing Cabinet default policy within the folder if you
like. Assigning the policy at the Filing Cabinet level saves some
repetitive data entry later. See below:

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare
2001-2004.
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Edit Filing Cabinet

| |

—

500 East Broad Street | |
Suite 100

Colurnbia D
29201 ]

SAMPLE POLICY -

o=

Click on the Attendance Policy button and add or edit a policy as
shown below:

¥ Personaare Turbo Attendance - (Professional Edition)

File Edit View Folder Attendance Tools Assistant Reports Help

il

t Suite Merher: Aftendance Tracking _ Suite Memhbers
Falder Pick 2] Folder Chart Bala

ance # Suite Mermbers ili]

=4 loctober [+ [[o004 |+ ]
Edit Filing Cabinet

Folder Selection ™|

7 Policies

Administrative  =Mot Using= g]
Bereavemnent =Mot Using=
Compensatory =Moot Using=
Farnily =Mot Using=
FMLA =Mot Using=
Jury =Mot Using=

Click on the configure button to define the attendance configuration
for each leave type necessary.
This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
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(See section 4 more information on Policies.)
2.3 Employee Folders

Each employee, non-employee and contractor is represented by a folder.
All relative information to this employee is contained within the folder. See

the below toolbar for easy access to create and manage employee folders:

k

ey ey
— —

l

L

ole e

Preferences

Once you enter the new employee information in (step one) you will see
the following second step, Edit Employee Folder Window:

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare
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Edit Employee Folder,

Brgwnl Mike T. :

Mulling, Sandy L. r
021161971 ()
ouoio0s ()
I

BE7-G5-4444

Note there are two tabs: General Properties and Attendance Properties
available as seen above and below:

Edit Employee Folder

Brown, Mike T. Sample Policy
Doe, Taylar Sample Palicy
Mullins, Sandy L. Sample Policy

[]
[]
[]
L]
[]
[]
[]

<] []

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
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Within the folder you have the ability to edit the folder information of the
employee and attendance information as well. The attendance information
on the attendance properties tab relates to the policy you define but with
the dates specific to the employee folder.

Setting up the initial date for the employee accrual ensures that the
employee is positioned at the correct accrual level. This specifies the
annual rollover date. If your company has leave starting on the calendar
period of January 1 then specify January 1 of the year the employee was
hired on. If accrual is based on employee hire date specify the employee
hire date.

The period start date should be the most recent calendar or employee
anniversary date and not more than 1 year from today.

3.0 How To

3.1 Setting a Filing Cabinet to load on Startup
Go to the File menu and select open or open a Filing Cabinet from the
toolbar. Select a Filing Cabinet from the list and click the Default button,
then ok (see below). The next time you load Turbo Attendance this Filing
Cabinet will load automatically.
Filing Cahingts Employees
Sample Compary 4 falders
Set Default Filing Cabinet
Set Default Filing Cahinet To:
| bl il v || [lDefault...
[ oK ] [ cancel
3.2 How to Delete a Filing Cabinet
Open the Filing Cabinet you wish to delete. Then go to the File menu and
select Delete Company Filing Cabinet (see below).
This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance. 10
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#i' PersonaWare Turbo Attendance - (Enterprise Edition)

F:N Edit Yiew Folder aAttendance Tools Assistant Reports Ho

Mew Company Filing Cabinet... '
Open Company Filing Cabinet, .
Edit Company Filing Cabinet. .. | Edit Cale Accrua

Delete Company Filing Cabinet... <&l Departments:

Close Company Filing Cabinet

fember: Attendance Tr

— | crat  (Ba

Setup... d

iftendance

tHART Movember
Prink Setup...

Sun | Mon | Tue | YWe
Reqistration Properties... 1 7 3
Exit

B ‘8 & 10

H‘ 14 |15 16 17

3.3 How to Register Turbo Attendance

Go to the File menu, select Registration Properties and then click on the
Registration Button (see below). Enter the appropriate activation number
and subscription number that PersonaWare provides you upon registration.

% PersonaWare Turbo Attendance - (

FIEN Edit Wiew Folder  Attendance  Tools

Mew Cormpany Filing Cabinet...

i

Qpen Company Filing Cabinet...
Edit Company Filing Cabinet.,..

W 1T

v, Persongty/ are. com

© Copyright 2000 - 200 ﬂ‘tte ﬁ d d ﬁ C

All Rights Reserved - Easy to Use
Ut g | AP el i - Powerf
@ Copyright 2000 - 2004 Personaiiare - prod
SR Al Rights Reserved "o

Unauthorized Duplication or Disclosure Prohibitbed,

Delete Compary Filing Cabinet. ..

Activation
- :

Close Company Filing Cabinet

-

Everk Log...

| Il |

YWarning: This computer|
Setup... EIEERNEELTE  ENTERPRISE TITANIUM ELITE EDITION

servere civil and criminal

‘Warning: This computer program is protected by copwright law and international treaties,
Using: FiPROGRaM Il Unautharized reproduction o distribution of this program or any portion of ik, may result in
severe civil and criminal penalties,

Print Setup...

Activation #: E-FLI
Build: Build:

:

I =

Registration

Activation Number: Sub Number:

[R7BEHGFR | kuzEm | (e ok |
|C‘|9nt Connect Activation (Optional) |

Exit

(Sample activation and stub numbers provided above.)
3.4 How to get Employee Accruals to Work

What you need:

- At least one Filing Cabinet

- One or more Configured Policies
- One or more Employee Folders

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance. 11
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare
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This is by far the most difficult and most requested question from
customers. Employee Accruals can be understood in five parts.
Understanding these are the keys to understanding how to setup Turbo
Attendance. They are as follows:

Identifying your companies “seniority” level structure
Identifying the number of hours assigned to each level
Identifying the allocation interval of leave over the entire period
Specifying initial start for accrual for each employee

Specifying the current period start date

Generally most companies have a flat or tiered structure for assigning
leave. See chart below of example:

Company A

Leave Type Amount Interval Annual Amt Level / Step
Sick 3.33 hrs monthly 40 hours <n/a>
Vacation .7692 hrs weekly 40 hours 0-2 years
Vacation 1.538 hrs weekly 80 hours 3 and above

In this example for Company A it shows that all employees regardless of
seniority get one week of sick leave per year allocated monthly. It also
shows that if you are a new employee you start out getting weekly
amounts of .7692 (or less than one hour) per week of sick leave.
However, when you are an employee for 3 or more years you start to
accrual at 2 weeks annually. Turbo Attendance provides for up to eight
levels of seniority. You specify the company’s level structure and number
of hours assigned to each level in the policy (see section 2.2 and 4.2).

For specifying the allocation interval see section 4.3

For specifying the initial start date, see section 2.3 and 4.2.

For specifying the period start date, see section 2.3 and 4.2.

There are three dates that should be understood well and they are:

Hire Date - The date the company officially hired the employee. The
hire date does not affect accruals.

Initial Start Date - The date the employee accrual is based on for
seniority purposes.

Period Start Date — this is the date of the current period and should not
be more than one year from today.

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance. 1
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare
2001-2004.
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Example: Entering new employee John Doe into the system on Nov 15,
2004. (This is because you just purchased Turbo Attendance and
employee John Doe as been an employee for about 5 years.)

John Doe was hired on June 1, 1999 and therefore...

Hired Date = June 1, 1999

4.0

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.

Initial Start Date = July 1, 1999 (because there is 30 day probation period

per this organization)

Period Start Date = July 1, 2004

If this employee is setup in this manor (see end of section 2.3 and also

section 4.4) then accrual is based on the July 1 date and any forwarding
amounts should be entered in the balanced forward screen (section 4.5

and 6.3). This ensures the correct allocation level is configured.

Configuring an Attendance Policy

Click the Setup button on the main toolbar as seen below:

1
Create Open  hModify

i

Setup

Palicy  Mew

i Y=

Ecit

Calc Accrusl Tranz  Suppl  Ocour

Then click on the Attendance tab as shown below:

#i" PersonaWare Turbo Attendance. - (Professional Edition),

R

B
= Creste Open Moty Sefup

File Edit View Folder Attendance Tools Assistant Reports Help

PRl P & & 616 O T R0 G

Policy Mew Edt  Celc Accrusl Trans Suppl Ocour  Hist  Activity Phone Client Reports

EEX

|egia

‘Samp\e Company

El ‘ <Al Departments:>

19 ‘ Active Folders

hd) |<Nn Filter = d)

Airs, Karen Ann

[ Folder Gelection T3
= Airs, Karen Ann

£ Brown, Mike T.

E3 Doe, Taylor

B3 Mullins, Sandy L.

Global Settings

: Folders ‘ Suite Marmber: Attendance Tracking | | Suite Membears
Falder Pick ) Chart Browse Suile Members  t9EY |

Attendance Policies
m Setup aktendance policies. Poicies alow
custamization of attendance For & given
User Accounts

Sefup user account nFormation

filing cabinet or Folder,
&1 ﬁ and provide restrictions,
Settings
Configure program seftings
Jike logging and mulkiuser.

Joh Category
gﬁi Eetup Job and Grade
categary irFormation

Supplemental Codes
* Codes that provide descriptive
coding For attendance,

Turbo Attendance
ﬁ Turbo Aftendance;
Dashhoard
Filing Cabinet Dependant Seftings

Suppl Attendance Policies

® Sefup supplemental carryover for
attendance policies.
Report Designer

ééf SGL and Reporting
Designer Member

Report Packs
'“I Additional Attendance

"7 Reporting Packs

Holiday Managment
Setup holiday information, This s an
annual process after leave closeout.

Job / Grades
Setup Job and Grade

= Report Extensions
information. e

=5, Export Data 1o olfer
systems

Departments
Setup Departments For
each filing cabinet.

gt

L Upgrade Now!

Folder Filter

s kL Uy
E-F 0P

t-H Q-R (ALL

1-J ST

elén © P

Hizt  Activity Phone Client Reports

2 ) i
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Click on the Add button to create a new Attendance Policy. Each Attendance
Policy has the following attributes:

4.1

4.2

Attendance Types

There are nine configurable and flexible attendance types:

e Administrative e Family

e Bereavement e Jury

e Compensatory e Unauthorized
e Other e Vacation

e Sick

Managing Policies

You need a minimum of one policy. You can use as many policies as you
like, however most companies use between 1-3 different policies.

To setup a new policy go to setup on the toolbar and click Attendance
policies as shown in section 4.0.

From here you can add, edit or delete policy as needed.

Global Settings Filing Cabinet Dependant Settiings
Attendance Policies Suppl Attendance Policies

Setup attendance policies. Policies allow ® Setup supplemental carryover For
cuskomization of attendance for a given attendance policies,

filimg cabinet ar Falder,

&’ g #i Policies
i

% Add

i ﬁl i
o m 10
ACt = =]
= @
s =

(£

-
coding for attendance,

v

I

lose

To create a new policy click Add. The following window appears:

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare
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Add Policy

[]
[]
[]
[]
[]
[]
[]

[<]f [

Notice that the above policy is named My New Policy and in this example
we have configured the policy to have Sick leave based on Calendar
period, and the Vacaction leave based on hire date of the employee. Click
OK to continue.

The following window appears:
Edit Attendance Policy, - {My New Policy)

Types  |Stats |
Administrative  <NotUsing= A |
Bereavement =Naot Lsing=
Compensatory  =Mot Using=
Farmily =MNot Using=
FrLA =MNot Using=
Jury =Mot Using=
Cther ot Lising

NOfZEd  =FOTUEAEE |

Wacation Automatic

.
=

The sample shows 40 hours for the first year, then 80 hours thereafter for
Sick leave. You can enter up to eight levels. Configure each type you
have selected to use.

If you need to add or modify any Attendance type you can click on the
configure button.

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance. 15
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Note: You cannot delete a policy that is in use. To see what folders are
using what policies click on the policy button on the toolbar. You can edit
each policy by clicking on the policy edit button shown below:

@ 1%L ok

Palicy | Mewy Edlit Calc  Accrual Trans  Suppl Cccur Hist Activity Phone  Client Reports

4 | <4l Departrents ﬂ| Active Folders 7] |<ND Filtter b4l

E Suite Memhber. Attendance Tracking

] [ oo
Attenda;ce e | Edit
CHART |October v |z004 [+] Sun October 24, 2004

fi Policies

3 Attendance Policies
m Setup attendance policies. Policies allow customization

of atkendance for a given filing cabinet or Folder,

10
97 Active Emplovee Folders Folicy
Airs, Karen Ann Sample Policy »~
x| Sample Policy
ylo Sample Policy
T Mulling, Sandy L. Sample Policy
* Click
Right
b

Filter Current Filing Cahinet Folders

4.3 Attendance Accrue Methods and Levels

You can set your automatic accruals to work with the following:

Off - No accrual runs for the period
On demand - Runs accrual up to the current day.
Scheduled - Allows you to specify the accrual point to run. This is

perfect for companies that need to allocate
attendance monthly, by-weekly, weekly, quarterly or
any other specific day.

Automatic - Runs daily and is always up-to-date with the current
day.

As shown below:

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance. 16
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare
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Attendance Accrual Calculation - Sample Company

The easiest way to access Accrual Calculation is by clicking on the Calc
button on the toolbar.

4.4 Setting up Attendance at the Folder Level

This is where you need to specify the policy if you haven't already. Also
note that we changed the Vacation initial date and period date to the same
day as the employee hire date.

Edit Employee Folder

Airs 1 AN
Brown, Mike T.
Dioe, Taylar
Mulling, Sandy L.

SAMPLE POLICY

[]
[]
[]
[]
[]
[]
[]

(<] []

4.5 Balances Forward

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance. 7
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Setting up Attendance for any time prior to the current period should be
specified as carryover leave. For example, if an employee had a balance of
12 hours of sick leave before January 1 then enter 12 hours in the
forwarding column. Together with the forwarding balance and the current
period accrual minus any used sick leave for the current period will equal
his current balance.

Edit Employee Folder

Brown, Mike T. Sample Palicy
Coe, Taylor Sample Palicy
mulling, Sandy L. Sample Palicy

Attendance Balances - (Airs, Karen Ann)

5.0 General Setup
The General Setup includes the following areas:

Attendance Policies

Setup User Accounts

Configure Settings

Attachments

Job Category

Supplemental Attendance Policies
Holiday Management

Jobs and Grades

Departments

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance. 18
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare
2001-2004.



PersonaWare — Turbo Attendance
Attendance Software

as seen below:

Setup

i

ti
b

&

Glohal Settings

Attendance Policies

Setup attendance palicies, Policies allow
custonization of attendance for a given
filing cabinet or Folder,

User Accounts
Setup user account information
and provide restrickions,

Settings
Configure program settings
like logging and mulkiuser,

Job Category
Setup Job and Grade

#  cateqory information

Supplemental Codes
Codes that provide descriptive
coding for attendance,

Filing Cahinet Dependant Settings

©

i

e

Suppl Attendance Policies

Setup supplemental carrvover For
attendance palicies.

Holiday Manhagment

Setup holiday information.  This is an
annual process after leave closeout,

Job / Grades
Setup Job and Grade
infarmation.

Departments
Setup Deparkments For
each filing cabinet.

5.1

5.2

5.3

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare

2001-2004.

Attendance Policies
See section 4

Setup User Accounts

User Accounts are optional. Use this in multi-user environments where
you have more than one HR ‘administrator’ using Turbo Attendance and
you want to secure access at the Filing Cabinet level.

Use this option to restrict access to a specific database for one or more

users.

Configure Settings

Configuration Settings allows Turbo Attendance to provide for the following

multi-user settings, Canadian Extensions, Windows Theme Support and

Optimizer support.

5.3.1 Multi-User Access

Improves update frequency between one or more users accessing
the same data in heavy multi-user environments. This is a global

option.

19
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5.4

5.5

5.6

5.7

5.8

5.9

5.3.2 Canadian Extensions

This transforms the SSN to SIN and other helpful Canadian options.
This is a global option.

5.3.3 Windows Theme Support
Windows Theme Support determines the look of the various graphic
elements of Turbo Attendance, such as the windows, icons, fonts,
colors, and the background. This is a global option.

5.3.4 Optimizer is auto configured. This is a global option.

Job Category Information

This option provides for setting up Job Category information. This is a
global option.

Supplemental Codes

This option provides for setting up and managing attendance codes. This
is a global option.

Supplemental Attendance Policies

This option provides for manual attendance. This option is at the filing
cabinet level.

Holiday Management
This option provides for setting up holidays within the calendar.
Job and Grades

This option provides for setting up Job Grades. This option is at the filing
cabinet level.

Setup Departments
This section allows you to enter departments into Turbo Attendance. You

specify your management and directors structure. This option is at the
filing cabinet level.

6.0 Creating and Managing Folders

As explains in section 2.2 each employee, non-employee or contractor is
represented by a folder. All relative information to this employee is contained

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare
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within the folder. See the below toolbar for easy access to create and manage
employee folders:

New Employee Folder -- (Part 1 of 2)

[

|

IIIl.
i

ofele; I
elele
§]|¥s]

Preferences

The window above collects the required information (Last Name, First Name, Hire
Date) in order to create a folder. Once you click on the OK button the edit
employee folder window is presented. You can then enter additional information.

6.1 General Properties

Edit Employee Folder

Airs

Doe, Taylor ' Karen
Mullins, Sandy L.

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance. 21
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General properties provide for general employee information such as
name, status, department and job title as see above.

6.2 Attendance Properties

Attendance properties provide for the following:

e Policy used by folder
e Forwarding Balances
e Setup dates for initial accrual configuration
e Setup current period dates
6.2.1 Policy

You can specify the policy used by the folder as shown below:
Edit Employee Folder

Sample Policy
Doe, Taylar Sarnple Policy
Mulling, Sandy L. Sample Policy

Policies

by NEWY POLICY
SAMPLE POLICY

L]
L]
[]
[]
[l
L]
[]

[<] []

6.3 Forwarding Balance

You can specify the forwarding balances as shown below:

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
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Edit Employee Folder

Brow,
Doe, Taylor Sample Palicy
Mulling, Sandy L. Sarnple Policy

OE EENENBSR

[<] O]

Simply click on the forwarding balances link and click the unlock button to
enter forwarding amounts.

7.0 Using the Desktop
The desktop provides for six different views or functional representations of

managing attendance information. You can access each view by a click of the
mouse as show below:

Folder Chart Approval

7.1 Folder View

The folder view shows general folder information and the optional folder
picture as shown below:
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Balance Approval

7.2 Chart View
The Chart view shows a month view as shown below:

Chart Balance Approval

Cd
_Sun | Won| Tue | wed| Thu | Fri | Sat_

Above shows a tardy item on Nov 2, an Occurrence item on Nov 15 and

approve Attendance on Nov 16, 17, 18 that has not been used since today
is marked as Nov 13.

Below, you can right click on a day and add or edit an attendance item.

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
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Chart Balance

B
“5un | won | Tue [ wea Thu | Fn | set |

Occurance Paoints...

Delete Attendance Item...

Legend...

Help...

You may also multi-select more than one day at a time of an employee as
shown below:

Chart

5un | won| Tue | wiea] Thu | Fn | gt

To multi-select, hold the CTRL button on the keyboard and mouse click on
one or more days to apply same type and amounts across multi-able days.
Then click on the OK button.

7.3 Balance View

The balance view allows you to see each employee folder earned, used and
balance in real-time.
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Chart Balance

B”

You can also click on an item in question to drill into the details. In this
example we clicked on the 12 hours of Vacation time as see below:

Chat  ~ ="

View Detail - (Vacation) Brown, Mike T.

B

7.4 Browse View

The browse view shows all used transactions. From this point you can add,
edit and delete transactions.
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Chart [ Browse [ Aftach Approval
Attendance Mew | Edit
EROWSE

Category &) | Date 2| Day &|| Hours | Status &]| Remark |
Mew 1, 2004 (Manday) Approved
Sick. Mow 2, 2004 (Tuesday) 8.00 Approved
Sick. MNov 3, 2004 {Wednesday)  8.00 Approved
Sick, Maow 4, 2004 {Thursday) .00 Approved
Sick. Mow S, 2004 {Fridaw) 8.00 Approved
Wacation Ock4, 2004 {Monday) 3.00 Approved
Vacation QckS, 2004 (Tuesday) 4,00 Approved j
) L 2
) Print.. @ Delete Edit " Add
Occurance Type &) Date &) Day ]| Description | Remark |
2
P Add

7.5 Attach View

The Attach view allows you to attach Word, Excel and other documents to
an employee folder as shown below:

Chart ( Browse ([ Aftach Appraval
Attendance MNew | Edit
ATTACHMEMNTS

Linked Docurmert | Type |Referenu:e Location |
berefits 2004, xls Excel :\Folderdatalbrown. mike\benefits 2004,

eval 2004, doc Winard c:\Folderdatalbrown, mikeleval 2004.doc
resume.doc winiiard £\ Falderdatalbrovn. mikeresunme ., doc
salary history,doc Winword it folderdatalbrown. mikehsalary history,

[

[\ config... Qfunlink... 9 New.. 9 Open..

7.6 Approval View

The approval view allows you to see easily any requested attendance for
the selected employee folder. You can click the “"Show Only Folders
Needing Approval” to find out what folders need approvals.
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Chart Approval

E-

Category  £| Date  #}|Day 8| Hours |

‘acation Ock 4, 2004 (Monday) 5.00 -
Wacation Ock 5, 2004 (Tuesday) 8.00
Wacation Ocke, 2004 (Wednesday)  8.00

8.0 Reporting

Shipped with Turbo Attendance are standard reports. You can also purchase
report packs and optional Report Extensions as see below:

7| Report Manager
Report Extensions

Standard Detail, List and Summary Reports

9.0 Capacities

Object Limits
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Folders

Maximum Folders
Filing Cabinets
Attachments
Attendance Items
Network Connects

10.0 Further Reading

Your allowable folders depend on the registered licensed.
(Note: Licenses includes all folder active and inactive)

99,999

No Limit

50,000 per folder

1 Million per year
Dependant on OS limit

For the latest Technical Installation Instructions follow these links:

Installing and Troubleshooting Turbo Attendance Multi-User Environment
Installing and Troubleshooting Portal

www.PersonaWare.com\help.htm

Please visit our web site www.PersonaWare.com for the latest version of this
document and other documentation.

This information is being provided to assist in understanding, setting up and configuring PersonaWare Turbo Attendance.
No warrantee implied. Materials herein subject to change without notice. All Rights Reserved. © Copyright PersonaWare

2001-2004.


http://www.personaware.com/help.htm
http://www.personaware.com/


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /KOR <FEFFd5a5c0c1b41c0020c778c1c40020d488c9c8c7440020c5bbae300020c704d5740020ace0d574c0c1b3c4c7580020c774bbf8c9c0b97c0020c0acc6a9d558c5ec00200050004400460020bb38c11cb97c0020b9ccb4e4b824ba740020c7740020c124c815c7440020c0acc6a9d558c2edc2dcc624002e0020c7740020c124c815c7440020c0acc6a9d558c5ec0020b9ccb4e000200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /CHS <FEFF4f7f75288fd94e9b8bbe7f6e521b5efa76840020005000440046002065876863ff0c5c065305542b66f49ad8768456fe50cf52068fa87387ff0c4ee563d09ad8625353708d2891cf30028be5002000500044004600206587686353ef4ee54f7f752800200020004100630072006f00620061007400204e0e002000520065006100640065007200200035002e00300020548c66f49ad87248672c62535f003002>
    /CHT <FEFF4f7f752890194e9b8a2d5b9a5efa7acb76840020005000440046002065874ef65305542b8f039ad876845f7150cf89e367905ea6ff0c4fbf65bc63d066075217537054c18cea3002005000440046002065874ef653ef4ee54f7f75280020004100630072006f0062006100740020548c002000520065006100640065007200200035002e0030002053ca66f465b07248672c4f86958b555f3002>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


