FUNDamentals Software

Time Track Module

The Time Tracking Module allows users to create and group employees; track labor hours for each
employee; and produce expenditure and labor hour reports.

The software can be initiated by clicking the menu option from within the FUNDamentals or by
navigating to the installation directory on the user’s computer and double clicking the file named
TimeTrack exe.

Once the software is initiated, users will be prompted for a user name and password. Log-in to the
software by entering in your specific username and password and clicking the Login button.
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The Time Tracking module primary menu is displayed above. Each menu option is described in
subsequent pages of this document. To initiate each menu option, click the text description with your

computer mouse.



Employee Groups (menu option)

Employee Groups are established by your administrative user of the FUNDamentals software program.

They are used to group employees for reporting purposes by subtotaling calculations such as total labor

hours reported by each defined Employee Group description. They also determine the classification of

the generated expense record(s) for labor costs. Expense records are generated as the result of number

of hours reported for each employee multiplied times the employee’s hourly rate of pay.

Examples of Employee Groups include: Part-time, Full-Time, Managers, Substitutes

** Note: Before creating these Employee Groups consider checking the object codes used by your

district office for reporting salary and wage expenses and, at minimum, create your groups with those

object codes so that verification against district financial records can be performed.

The Employee Group screen is displayed below:
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Employes Groups are uged to create subtotals on reporte. Expamples of Emploves Groups are Managers, Cooks, and Substitubes—d
Emplopees in the software must be linked to an Employee Group. Thiz link iz managed in the Employes Details screspa
changed as needed.
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Button Options:

Print: Prints the information on the screen to your default printer.
Help: Displays help documentation for the displayed screen.
Delete: Deletes the current record selected.

Update: Saves the information displayed on the screen.

Cancel: Closes the current screen.

Click in the first available
blank line to add a new
Employee Group Description.
Click in any existing
Description to edit a record.
Enter letters, numbers, and
other characters up to 50
characters total.

Enter the Sort Order. Sort
orders determine the
arrangement of information
on reports.

Enter the Default Rate per
hour for all employees in the
Employee Group Description
if this rate exists. Rate per
hour can be changed for each
employee as they are added.
Select from the drop box of
available Expense Sub
Categories for which
expense records (primarily
salary and wage expenses)
for employees belonging to
this Employee Group.

Click the Update button
when data entry has been
completed.




Hour Types Categories (menu option)

Hour Types determine the type (categories) of labor hours to be tracked in the FUNDamentals software.

Users can track any type of applicable hours. Labor hour descriptions designated as production hours

will be used in the Meals-Per-Labor-Hour calculation in FUNDamentals efficiency reporting. Each labor

hour tracked is applied to the multiplier times the labor hour rate as entered for each employee in from

the Employee List screen.
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Regular Production

Hour Types are uged to define characteristics for ime worked, budgeted, or earned by emplovees. If Hour Types displayed here are not appropriate for
your operation, wou may Delete them or set them to lnactive. [tis highly recommended to keep this st as short as possible.
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Button Options:

Print: Prints the information on the screen to your default printer.

Help: Displays help documentation for the displayed screen.

Delete: Deletes the current record selected.

Update: Saves the information displayed on the screen.

Cancel:

Closes the current screen.

1/Click in the first available
blank line to add a new Hour

Type Categories Description.
Click in any existing
Description to edit a record.
Enter letters, numbers, and
other characters up to 50
characters total.

Click the Production? check
box to checked if you want to
include the hours entered for
this description in the
FUNDamentals Meals-Per-
Labor-Hour calculation on
reports.

Enter the numeric Display
Order. Display orders
determine the arrangement
of data entry columns on the
Labor Hour data entry
screen.

The Inactive check box is
selected ONLY when a record
is no longer used but cannot
be deleted due to existing
records.

Click the Update button
when data entry has been
completed.




Employee Lists (menu option)

This Employee List screen displays a list of each employee name and location.

1. Click the Add New button to
add a new employee.

/ Double-Click in any existing

Employee record to edit that
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This screen is uzed as the entry point for Adding, Editing, or Deleting Employees. Double-Click an emplovee in the list to view/edit details.
[Employee Name Default Site
0 Early Bea < e b /
Jones, Shirley Sample Senior High ,/
Kirk, Leslie Sample Senior High /
Smith, Betty Sample Senior High /

Button Options:

Print: Prints the information on the screen to your default printer.

Help: Displays help documentation for the displayed screen.

Delete: Deletes the current record selected.

Cancel: Closes the current screen.

record. Or select the record
and click the Edit button.




Employee Details (Employee List add or edit event)

The Employee Detail screen will allow users to add or edit employees.

5. Employee Details - (Add Mode.
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Thiz zcreen is used to Add, Delete, or Edit Employee Details.

Marne: |Smtt, Carla

Walues dizplaved in thiz section are bazed on the most current record in the Ywage
H Schedule. To change the ‘Wage per Hour or Employes Group for an existing emplopee,
click the Wage Schedule link.

Current wage per Hour: aa0
Current Employee Group: |N0n-L|ni0n j
Employes |0 Code: 907
Inactive I Leave Date:
Diefault Site: |Sam|:||e Senior High j

Budgeted Types and Hours

Default Hour Type Hours Per Day
Prirmary [required) |F|egu|ar Praduction ﬂ | 800
Secondary [optional) | Mot Uzed ﬂ | 0oo
0.00

Overtime Production

Y acation aan
Holiday

Button Options:

Help: Displays help documentation for the displayed screen.

Delete: Deletes the current record selected.

Add New: Allows users to add a new record.

Update: Saves the current information to a new record or
Updates the existing record.

Close: Closes the current screen.

Enter the employee Name. The
first characters typed will
determine sort order. Last
name first is a good rule of
thumb.

Enter the Current Wage per
Hour that the employee is
expected to earn per hour.
Select the appropriate Employee
Group from the drop down list.
Enter an Employee ID Code
(number) for the employee. An
example being SSN or other
form of number. This number is
used for exporting and
importing from other software
systems.

Click Inactive so that the check
box is checked and enter the
Leave Date if an employee
becomes unemployed during
the current budgetary year.
Setting an employee to Inactive
will keep them from being
displayed on data entry screens.
Select the location from which
the employee works from the
Default Site drop down list.
Select from the drop down list
the primary Default Hour Type,
usually Regular Production.
Enter the employee’s expected
(budgeted) hours per day in the
Hours Per Day text box. The
Hour Per Day entry speeds daily
data entry as defaulted.

Assign any Secondary budgeted
hours and the number of hours
budgeted by clicking the
Secondary Default Hour Type
drop down list and populating
the Hours Per Day text box.
Click the Update button
when data entry has been

completed.




Employee Details (Wage Schedule click event)

The Wage Schedule screen allows users to modify, by Effective Date (date enacted), a change in Base
Rate or Employee Group. Note: When initially creating records, the Effective date will default to the

current system date. Verify that the Effective date is prior to the date labor hours are to be tracked in

the software.

iI Wage Schedule — P—— E@Iﬂ
Thiz screen iz uzed to manage Employes Hour "W age Schedules and Emplopee Group associations. Mote that each 'Wage/Group
record iz effective for a digtinct date range.

Mavigation: |Smth, Carla j
7/2/2010 |Nan-Union 8.50
9/1/2010 |Non_Usier— 9.00

Button Options:

Print: Prints the information on the screen to your default printer.

Help: Displays help documentation for the displayed screen.

Delete: Deletes the current record selected.

Update: Saves the current information to a new record or
Updates the existing record.

Close: Closes the current screen.

1.

Click in the first available
blank line to add a new
Effective Date. Click in any
existing Effective Date to
edit a record. The date
format is MM/DD/YYYY.
Select the Employee Group
from the Employee Group
drop box.

Enter the Base Rate of pay
for the employee.

Click the Update button
when data entry has been
completed.




Labor Hours Data Entry (menu option)

The Labor Hours data entry screen will allow users to enter and track labor hours each day for each
employee. Labor expense records are written when hourly rates per employee per labor hour type have

been created.

# | SFSD Time Tracking Module - v. 101 - Data Entry 9/1/2010 (Wednesday) = N ‘lglﬂlg
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8/1/2010 —
Employes  [ALLEMPLOYEES |

Data Enity Mathod
& BySie Data Entry Date:
Sun Mon Tue ed Thy Fii Total  |Budgeted|| Actual | Budget
23 0 3 W2 3 4 G tours | Hours | Total$ | Total$ ’W
56 7@ Y - S -
1 5000 §27:
50,

12 13 14 18 16 17 84.00
19020 21 2 B U (827.30)

Employee Name:

:

:

26 27 28 29 30 1 2 A A A $71. ($71.20,
3 4 5 B 7 8 8 X 1 5000 $80. (58000}
S Today: 9/872010 . X . . 1 50.00] $72. ($72.00)

(S

Click in the Data Entry Date
if the date needs to be
changed. Click the correct
date for data entry from the
calendar displayed.

1" SFSD Time Tracking Module - v. 10.1 - Data Entry 9/1/2010 (Wednesday) - ‘@é‘g

Data Ertry Method—— IS le Seriar High j I
Sies: ample Senior Hig

& Bysie Dalaniy Date: | 97172010

8y Erplyes Employee IALL EMPLOYEES f

AN

Hourly | Regulas Overdi Total |Budgeted [ Actual | Budget

tourl legular ertime - - otal  (Bus ctual | Bu

Rl Wage | Production | Production _— ‘ Y Hours Hours | Total§ | Total§ SnderiOver Budge)
I

I Farly Bea 1050 8.00 0.00 0.00 0.00 800, 800 58400 §84.00 $0.00
I Jones, Stitey 9.10 300 0.00 0.00 0.00 3000 300] $§27.30) $21.30 / $0.00
I Kk, Leslie 8.90 8.00 0.00 0.00 0.00 8.00]  8.00 §71.20] §71.20 / $0.00
I Srith, Betty 10.00 8.00 0.00 0.00 0.00 800 800 $80.00 $80.00 / $0.00
L Smih, Carla 9.00 8.00 0.00 0.00 0.00 800 800[ st200[ §200 $0.00

35.00] $334.50 | $334.50

Button Options:
Print: Prints the information on the screen to your default printer.
Help: Displays help documentation for the displayed screen.

Update: Saves the current information to a new record or
Updates the existing record.
Close: Closes the current screen.

Click the Load Budgeted
Hours button. The default
number of hours worked for
Regular Production hours will
be loaded to the appropriate
column.

Modify any column of labor
hours for each employee.
Notice the Actual labor hours
dollar amounts versus the
Budgeted labor hours dollar
amounts.

Click the Update button
when data entry has been
completed.




Payroll Periods (menu option)

The Payroll Periods screen(s) allow users to establish the normal payroll cycle or when all employees

will be paid. Itis a series of steps navigated by clicking the Next button on each screen after data entry
has been completed.

D Payrol Periods =
| 1. Select the appropriate
Payroll Cycle Occurrence
from the list by clicking
Step 1
the option.
Payroll Cycle Qourance: ::\f—:j:‘::kly 2 Click the Next button.
& Manthle
" Specific Daps Each Month
L Next
| Cueate Payroll Periods | | Print | Cancel |
1 Payroll Periods —__ =
; 3. Select from the calendar
the initial date in your
budgetary year when
Step 2
Payproll Cycles are Monthl H H
P\:‘ases:"‘\ittthastadvt\fngyd?tﬁ by t\;tkmghnnthalia\;hdal below. Payral payCheCks WI” be written.
cycles wil be created for a full year fiom the starting date. .
4. Click the Next button.
Sun ton Tuewed Thu Fri Sat
29 30 % 12 3 4
5 6 79 10N
12 13 14 15 16 17 18
19 20 21 22 23 24 5
% ZF | H@e 1 2
34 5 6 7 8 9
= Today: 9/8/2010
[ Bak [ et
| Create Payroll Periods | | Print | Cancel |

The resulting screen will display a list of payroll dates. To modify the data click the Create Payroll
Periods button.



Reports List (menu option)

The Reports List screen will allow users to view and print reports.

5 Repaorts List

)

Report Date Options
@ Daily

" Weekly
" Manthiy
i~ Yearly
" Payroll Cycle
" Custom

[~ Show History

Sun Mon Tue Wed Thu Fri Sat

Day of: Thursday - 9/9/2010

Cost Center: ‘Sartel\-St Stephen School District j

23 30 3 1 2 3 4
5 6 7 s @m0 M
12 13 14 15 16 17 18
19 20 21 2 23 4 5
6 2 28 29301 2
3 4 5 5 7 o8 3
T Today: 97972010

Budget Reports

* Budget Variance Detail

" Budget Yariance Summary

" Hours Worked by Hour Type Detail
" Hours Worked by Hour Type Summary

" Actual Hours Only Detail
" Actual Hours Only Summary

" Cost Analysis

Select from the Report
Date Options by clicking
the appropriate option.
Select the Cost Center or
location to be viewed in
the report. If the district
cost center is selected
then all locations will
appear on the report.
Select the Report to be

[ Help

viewed by clicking the
option.

4. Click the View Report

button.

Use the following navigation tools appearing at the top of the report page to navigate within the

displayed report.
Page Navigation:
Displays Displays Displays the Displays Displays
the first the page the next the last
page of previous entered by page page of
the report page the user the report
~ | /
3 MyFUNDamentals - Budget Javagce D ta\
@4
Print: Export: Refresh: Toggle: Zoom: Find:
Prints the Exports the Refreshes Toggles a Sets the Displays a
report to report to (makes quick find list size of text box
the Word, PDF, current) the of locations text or for users
selected or other information or other objects to enter
printer. formats displayed in criteria used appearing text to
depending the report. in grouping in the find in the
upon the data report. report.
software displayed in
installed on the report.
the user’s
computer.




