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Module:

m/08/101
Understanding North Time Pro reports

m/08/101

The North Time Pro application now includes over 190 reports developed using Business
Objects (SAP®). The reports are the culmination of 22 years specialising in the workforce
management solution business sector.

Module:

All the available reports include examples to assist the user in determining which is
suitable for the requirements. Once selected, the report properties can be modified to
include, for example, specific date ranges and certain groups of employees.

The reports are divided into seven major groups;
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General
Personnel

Absence Management

Attendance

Access control
Roll-Call
Job Costing

It is possible for the North Time Pro team to develop customised or bespoke reports for
your company. Please contact North Time Pro on +44 (0) 2892 604000 to discuss your
exact requirements.
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Module:

m/08/110

o
Selecting a report template E
8
1. Toaccess the North Time Pro reports, select the Report Quick link, E
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Daily Totals (Short)

Roll Call by Zone

or, select File, then Reporting and click on Reports...

File | View Tables Sortand Filter Wizards Advanced Hardware Help

Calculation...

O Personnel

@ Blanner...

@ Absence Management... pline Information
GPS Tracking » | Cormmunity, latest nevs and maio
Attendance * lstem Health
Job Costing ¥ |has been unable to collect any
Cost Centre y | hardware may require updating

Access Control

-

re Alarm Monitor Alert

° Asset Management... ‘Manchester Fire Alarm Panel input ON at 1
Dashboards... Lyroll
Attendance Display Panel... "wheekly Pay' payrol was last run at "11:10am
| Reporting >| | Reports...
Exports... Working Time Regulations...
Sage Payroll 3

rtendance Adjustments

[2] Dutstanding mizsed bookings that require,
Log Off - admin [933] Outstanding unauthonized absences th

Exit Alt+F4

@ Preferences...

b
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2. The Reports screen is divided into two sections. On the left are all the available Report
Templates. On the right are the Accessible Reports previously setup by you.

Report Templates Accessible Reports

m/08/110

[® Do not show hidden reports and folders Fieports and Folders
(O Show hidden repots and folders * [ Access Data Listing [Access Denied)
- [ Access Data Listing (Everything) - Badge Based

[/ Pleponts and Folders (273 templates]
[phbsence
[ jheeess Contil
[ TAttendance
{Barges
- jBesnoke
| Cost Centre
- Expon Compatible
- [Expors
[TJEXPORTS!
[~ ob Costing
NS

[ [Personnel
[ Plarer
JRolCal
Sstem
[ Tables
[ Test Folder

Job Details
Job Listing (Barcor
Job Listing
Peisonne Delais
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3. Double-click on one of the Report Template report folders and all its reports become
visible. Moving the mouse over each report displays a thumbnail report. By <Right-
clicking> on a report, it is possible to display a full-screen version of the report.

Reports

Report Templates Accessible Reports

@) Do ot show hidden reports and folders
€ Show hidden reparts and folders Absencs Listing

Bradford Fact
Reports and Folders (218 lemplates) el

Absence

Py Period Totals [Short)
Training and Qualification Matrix
‘wheekly Clock Card

*

[+ Access Control

+ Aszet Management

#  Attendance
Badges

#  Bespoke

#  CostCentre

[+ Job Costing

+

My

Planner

Roll Call
[+ Sustem
1+ Tables

E;Heports and Folders [279 templates]
[+ jAbsence

Access Control

‘wieekly Clock Card
wigekly Clack Card [First and Last Swipe]
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4. When you have identified a suitable report, drag the report to the right side of the screen
and drop onto Reports and Folders beneath the Accessible Reports header

Report Templates

(*) Do not show hidden reports and folders
() Show hidden reports and falders

Fieports and Folders (218 templates) .y Period Totals [Short)
Absence
Access Control
Asset Management
Attendance
Badges
Bespoke
Cost Cerire
Job Casting
ey

raining and Qualification M atriz
‘eekly Clock Card
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Selecting a report template

* Personal

= Listings
Upcarning Review |tems
Feasons for Passible Enrolment Exclusion
Perzonnel Terrminal Palicy Listing
Perzonnel Starting After Date Listing
Personnel Listing
Perzonnel Listing ‘With Phota
Personnel Listing [Status)
Personnel Listing [Grouping 1-10]
Perzonnel Listing [by Grauping 1]
Personnel Greater Than or Equal to the &ge of = [parameter)
Personnel Details
Perzonnel Details (exclude Leavers)
Personnel Biometric: Enrolment

5. A copy of the report will then appear within Reports and Folders.

Report Templates

(&} Do nat show hidden reparts and folders -
) Show hidden reports and folders

| Ab: Lis
Reparts and Folders (218 templates) B,;;:,::F:C::?

Absence

A Cantral || Pay Period Totals [Short]
coess Lontrol

Training and Qualification Matrix

Aszet Management
Attendance Weekly Clock Card

Badges
Bespoke
Cost Certre
Job Caosting
My
Persaninel
& Personal
= Listings
Upcaming Feview ltems
Fieasons for Possible Enrolment E sclusion
Persannel Terminal Paolicy Listing
Perzannel Starting After Date Listing

=] Persannel
8

erzonnel Listing [Status)
Pessonnel Listing [Grouping 1-10)

Personnel Listing [by Grouping 1]

Personnel Greater Than or Equal to the Age of & [parameter)
Parsannel Detalls

Perzannel Details (exclude Leavers)

Perzannel Biometric Enrolment

CIRCa o

T

6. You have now successfully selected a North Time Pro report template.
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Module:

m/08/120
Setting the report properties

Report properties are generally different on each report.

This module shows the user how to modify report properties. Once the user
understands the principles behind this technique, experimenting with the
properties of new reports becomes less challenging!
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Setting the report properties

1. Select the Report Quick link

Buick Links
Dashboards

Fieports

|

Daily Totals (Short)

Roll Call by Zone

or, select File, then Reporting and click on Reports...

File | View Tables 5Sortand Filter Wizards Advanced Hardware Help

Calculation...

O Personnel...

@ Planner...

@ Absence Management... pline Information
GPS5 Tracking » | Comrnunity, latest nevws and majon
Attendance * lstem Health
Job Costing ¥ |has been unable to collect any
Cast Centre , | hardware may require updating

Access Control

-

re Alarm Monitor Alert

° Asset Management... ‘Manchester Fire Alarm Panel input ON at 11
Dashboards... Lyroll
Attendance Display Panel... "wheekly Pay' payrol was last run at "11:10am
| Reporting >| | Reports...
Exports... Working Time Regulations...
Sage Payroll 3

rtendance Adjustments

[2] Outstanding mizzed bookings that require:
Log Off - admin [933] Outstanding unauthonized absences th

Exit Alt+F4

@ Preferences...
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2. The Accessible Reports appear on the right side of the report screen.

Reports

Report Templates

{2} Do not show hidden reports and folders
) Show hidden reports and folders

Reparts and Folders (218 templates]

[+ Ahsence

- Access Control

[#l Aszet Management

[+ Attendance
Badges

[+ Bespoke

[+~ Cost Centie

[+l Job Costing

Ho My

-

Personal

Listings

. Upcoming Review ltems

Reasons for Possible Enralment Exclusion
Personnel Terminal Policy Listing
Perzonnel Starting After Date Listing
Personnel Listing

Personrel Listing Wwith Photo

Personnel Listing [Status)

Perzonnel Ligting [Grouping 1-10]
Personnel Listing [by Grouping 1)
Personnel Greater Than or Equal ta the Age of ¥ [parameter)
Personnel Details

Perzonnel Details [exclude Leavers]
Personnel Biometric Enrolment

Accessible Reports

bsence Listing
1adford Factor
Pay Period Totals [Short]
» Training and Qualification Matri
B ‘weekly Clock Card

Reports

Report Templates

(=) Do not show hidden reports and folders
2} Shaw hidden reports and folders

Reports and Folders (218 templates)

[+ Absence

[+ Access Contol

[+~ Aszset Management

[+ Attendance

~ Badges

[+ Bespoke

[+ Cost Centre

[+~ Job Casting

#o My

[=}+ Personnel
Personal

=~ Listings
=] Upcaming Review ltems
| Reasare for Possible Ermolment Exclusion
| Personnel Teminal Policy Listing
Personnel Starting After Date Listing
=] Personnel Listing

‘erzonnel Listing [Status]
Personnel Listing [Grouping 1-10]
~|Z1 Personnel Listing [by Grouping 1]
Personnel Greater Than or Equal ta the ége of ¥ (parameter)
erzonnel Detail:
‘ersonnel Details [exclude Leavers]
Persornel Biometric Exrolment

Absence Listir

- [£) Bradford Fact:

Mew folder

Pay Period To Add to Favourites
» Training and £ g Delete
[ Weekly Clock,

Rename...
A Example

[] Print preview...
= Print
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4. Selecting Information displays useful details such as version, date modified, author and
comments. These fields do not affect the ranges, sort order or appearance of a report —

they are used for support purposes only.

Report Properties . ——

Report lile: Personnel Details

- Option:

This optian displays informatian abaut ths report lread-anly)

Settings

Fieport identity 03/0016

Version 1.1

Dats last mocified 117042011 10:33:42

Template location \PersonnelListings'Personnel Detals. pt
futhorls) Nathan Price

Keywords: emploges, liting, user defined fisids, udf
Comments:

Cancel ok

Selecting Range and Sort Order enables the user to specify date ranges and the

employees to include in the report.

Fleport fie: Personnel Detais

- Options
Information Ouerview
Range and Sort Order This option sets the range and sort arder that wil be used in this repart.
Appe:
Settings
Include Range 3

Fiange:  Emploees
Setection

Operator: And

u

[m] 22 Michael e 2el Employ:

[m] 33 Simon Birchal Employes

[m] 44 Matt Wikinson WilkinsonMatt Employee

[m] 55 Liz Broadhurst Broadhurst Liz Emplopee

[m] E6 George Zelem Zelem George Employee

[m] 77 Lesley Wikinson WikinsonLesley  Emplopee

O 88 Philip Briggs Briogs.Philip Employes

[m] ga Marie Tiee TreeMaiie Employes

[m] 1010 Nathan Louis Lovis Nathan Employes

O nn Harnah Shaw Shaw,Hannah Employes

[m] 1212 Thomas Dldham Oldham Thomas  Emplopse

[m] 1313 Geroge Price Price, Geroge Employee

[m] 1414 Wil Kernerdy KennerdpWiliam  Employee

O 1618 Laura Snipton SniptonLaura Employee B
Cancel | J | b

The Sort Order determines how the ranges are grouped together.

Sort Order
Order by Last name
Order.  Aiscending
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Setting the report properties
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6. Selecting Appearance enables the user to personalise the report even further:
a The user can specify Portrait or landscape .

b On reports that display a time amount total, it is possible to specify whether the
total is in decimal (hh.mm) or hours and minutes (hh:mm).

m/08/120

c It is often possible to exclude certain sections of a report and to eliminate page
breaks. Itis generally recommended that the user keeps the defaults specified by
the report author.
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Report tile: Personnel Detail:

= Options
- Information Overview
‘Range and Sort Order This option allows you to define the appearance of this report. Click here to (restore) report appearance defaults
Settings
Paper Orientation ¥
; Drefault

Partrait

{0 Landscape
> &) Hours and minutes
) Decimal

=] Page header

-] Keep together
1 Mew page befare
-1 New page after
=] Detail section

-] Keep together
[ Mew page before
-[[] Mew page after
=] Report footer

-] Keep together
1 Mew page befare
-1 New page after
1={w] Page footer

-] Keep together
[ Mew page before
-[[] Mew page after

LCancel | Ok

7. Finally, click<OK> to save the modified Report Properties.
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Module:

m/08/130

. Q.
Running a report < 'g,"_
0 o

O -

1. If thereportis a favourite, select the Favourite Report  [muiektinks E g
Quick Links and <Double-click> the desired report. Doy e
Feports Q.=

¢ ek

4 S

Daily Totals (Short)

Roll Call by Zone

Quick Links
Dashhoards

Reports

2. If the report is not a favourite, select ‘
the Report Quick link: 4

Reports.

Daily Totals (Short)

Roll Call by Zone [Va)

4

ju

(@]

a

H H H x

or, select File, then Reporting and click on Reports... o)
o

C

[gs]

File | View Tables 5Sertand Filter Wizards Advanced Hardware Help 4[.3
Calculation... 6

[

O Personnel... [}
fusl

@ Planner... o
p—

@ Absence Management... pnline Information o
GPS Tracking » | Community, latest news and majm E
Attendance * lstem Health |:

Job Costing » | has been unable to collect any 5

B T » hardware may require updating 6

A Control i =
EcE=f ¥ fe Alarm Monitor Alert @

° Asset Management... ‘M anchester Fire Alarm Panel' input OM at "1 o
3
Dashboards... hyroll 60
Attendance Display Panel... "wheekly Pay' payrol was last run at "11:10am :3:0
Reperting 3 Reports... E
Exports... Working Time Regulations... @
Sage Payroll 3 =
endance Adjustments o

{5} Preferences... ()}
[2] Outstanding missed bookings that require ~

Log Off - admin [933] Outstanding unsutharised absences th C|)

~N

Exit Alt+Fd
_ rthdaus +
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3. The Accessible Reports appear on the right side of the report screen.

Reports

Report Templates

Accessible Reports

®) Do not show hidden reports and folders
() Show hidden reports and folders

Reports and Folders [218 templates)

[+ Absence
[# Access Control
- Asset Management
[+ Attendance
-~ Badges
[+ Bespoke
# CostCentre
[+~ Job Costing
Ho My
=] Personnel
*- Personal

= Ligtings
<[] Upcaming Review ltems
- [&] Reasons for Possible Enrolment Exclusion
Personnel Teminal Policy Listing
Personnel Starting &fter Date Listing
- |2 Personnel Ligting

erzonnel Listing [Status)
- [Z] Personnel Listing [Grouping 1-10]
Personnel Listing [by Grouping 1)

Personnel Details
Perzonnel Details [exclude Leavers)
Personnel Biometric Enrolment

Personnel Greater Than or Equal to the Age of % [parameter)

: |Z] Absence Listing

Bradford Factor

Pay Penod Totals [Short]
Training and Qualification Matrix
wieekly Clock Card

4. <Double-click> the report to display the report on the screen or <Right-click> and select

Print to send the report to your default printer.

Reports

Report Templates

Accessible Reports

() Da not shaw hidden reparts and folders
() Shaw hidden reports and folders

Reports and Folders [218 templates)

[+ Absence

[+ Access Contol

- Agzet Management

[+ Attendance

Badges

# Bespoke

i+ Cost Centre

[+ Job Costing

o My

E Personnel
Personal
Listings

= - Upcoming Review lkems
~|=] Reasons for Possible Enrolment Exclusion

~|Z] Personnel Terminal Policy Listing
Personnel Starting After Date Listing

=] Persornel Listing
o

'ersonnel Listing [Status]
Persannel Listing [Grouping 1-10]
Persannel Listing [by Grouping 1)

Personnel Details
|2 Personnel Details (exclude Leavers)
~[Z] Personnel Biometric Enrolment

Personnel Greater Than or Equal to the Age of = [parameter]

D

Repaits and Folders

Absence | Mew folder
piated Add to Favourites
Pay Peri

Training 9 Delete
[ weekly Rename...

e Example
I:' Print preview..,

# Properties...
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5. Next, the following message will appear at the top of the Report window. If the report
has a lot of data to process, This step may take several minutes. Please be patient!

Report Viewer - [Personnel Details], loading please be patient...

m/08/130

6. If you select to print the report, the report will sent to your default printer. If you chose
to display the report, the report will appear in your default report viewer window:
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Report Viewer - [Personnel Details] - [m] x
ﬁhﬁ‘n<»» T/3 |ﬂSrN|1WL - ‘._,d,@_,@
Preview |

Ps
Demo 2021
Personnel Details

7 7 National Insurar Allen Lawrence Nick A &B Marufacturing General Office 120041982 - -
- - Naticnal Insurar  Atherton water Henry A & B Manufacturing Engineering 09/06/1877
73 73 National Insurar Baker Tis Del A &8 Marufecturing General Office 03/03/1389
74 74 National Insurar Baker Valentina Reman A &8 Marufecturing General Office 18/05/1334
5 89 National Inurar Ballson Aaron Adam A &8 Marufecturing General Office 03/01/1554
82 82 National Insurar Barks Romnie Mark A &8 Marufecturing General Office 09/12/1381
£ ES National Insurar Barber Chistan Manual A &B Marufecturing Engineering 07/05/1588
8 82 National Insurar Bardon Sam Cadon A &B Marufacturing General Office 14/01/1873

£ 53 National Insrar - Barness Noel Liam A &B Marufacturing General Office 2/08/1385 - -

3 3 E010203F Birchal Simon Nicholas A &B Marufacturing Engineering 06/03/1360 M British
51 o1 National Insurar Board Tery Mark A 8B Marufecturing General Office w|oyses - -

B 58 National Insurar Booth i Shay A &8 Marufecturing General Office w/o7/1e0 -

8 8 National Insurar  Briggs Fhilip Thomas A &8 Marufecturing Stores 13/10/1873 M -

5 5 10102031 Broadhurst Liz e A &8 Marufecturing General Office 02/10/193 M Biitish
55 55 National Inaurar Carter Koby Awar A &B Marufacturing Engineering 16/08/1330 - -

£} 50 National Inurar Chen Tom Liu A &B Marufacturing Engineering 13/10/1985
35 35 National Insurar Colins Samanthe Harriet A &B Marufacturing Enginesring 07/03/1588
64 &4 Naticnal Insurar - Colling Charles Dick A &B Marufacturing Ve der/fabricator 06/08/1887 - -

2 2 0102030 Coope Michae! Pa A &B Marufacturing Engineering 21/08/1991 M British
27 27 National Insurar - Cooper Hannzh Louise A &B Marufacturing Engineering 06/02/1999 - -
2 2 Natignal Insurar  Cooper Rachel Michelle A &B Marufacturing Engineering 26/04/1883
20 80 National Inaurar Davis Gabriel Paui A 8B Marufacturing General Office 02/09/1957
85 85 National Insurar  Demache Anwar Del A 8B Marufacturing Engneering 24j05/180 - -
92 %2 National Insurar Diana Abigail Ancrea A 8B Marufacturing General Office osfos/190 - - v

7. You have now successfully run a North Time Pro report.
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Module:

m/08/140
Making a report a favourite

Reports that require the user to select different ranges each time the report is run
are NOT suitable to be marked as a favourite!
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However, reports with ranges such as Today’, 'Yesterday', ‘Current period’ and
'Previous Period' are IDEAL to be marked as favourites!

Making a report a favourite

1. Select the Report Quick link

Quick Links
Dashboards

Reparts

g

Daily Totals (Short)

Roll Call by Zone

or, select File, then Reporting and click on Reports...

File | View Tables 5Sortand Filter Wizards Advanced Hardware Help

Calculation...

O Personnel...

@ Planner...

@ Absence Management... pline Information
GPS5 Tracking » | Comrnunity, latest nevws and majon
Attendance * lstem Health
Job Costing ¥ |has been unable to collect any
Cast Centre , | hardware may require updating

Access Control

-

re Alarm Monitor Alert

° Asset Management... ‘Manchester Fire Alarm Panel input ON at 11
Dashboards... Lyroll
Attendance Display Panel... "wheekly Pay' payrol was last run at "11:10am
| Reporting >| | Reports...
Exports... Working Time Regulations...
Sage Payroll 3

rtendance Adjustments

[2] Outstanding mizzed bookings that require:
Log Off - admin [933] Outstanding unauthonized absences th

Exit Alt+F4

@ Preferences...

t2-0790 Training guide: North Time Pro reports and exports
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2. The Accessible Reports appear on the right side of the report screen.

Reports

Report Templates Accessible Reports

& Do nat show hidden reports and folders
¢y Show hidden reports and folders

Reparts and Folders (218 templates) :
Absence |
Access Contral
Agzzet Management
Attendance
Badges

Bespoke

Cost Centre

Job Costing

My

t a favourite

bsence Listing
radford Factor
Pay Perind Tolals (Short]
Training and Hualfication Matiix
* [Z Weekly Clock Card

m/08/140

o
(=l
%E
.UI'U
o
=2
(13
s

Persanal

Listings

Upcaming Review [tems

Reasons for Possible Enrolment Exclusion

Perzonnel Temminal Policy Listing

Perzonnel Starting After Date Listing

Personnel Listing

=) Personnel Listing ‘With Photo

Personnel Listing (Stahus)

Personnel Listing (Grouping 1-10)

Personnel Listing [y Grouping 1)

Personnel Greater Than or Equal to the Age of % [parameter)
Personnel Details
Personnel Dietails [exclude Leavers)

- [ Personnel Biomehiic Enialment =)

Reports

Report Templates

@ Do not show hidden reports and folders =
) Show hidden reparts and folders
Reparts and Falders (218 templates)
[+ Absence
[ Access Control
[#- Asset Management
w Allendance degl)  Bename.
- Badges S Example
[+ Bespoke
[+ Cost Centre EI Print prexien...
#- Job Costing =i Brint
F My
= Persannel £F Propetics.
Personal
=k Listings
2] Upcoming Review [tems
Reasons for Possible Enmolment Exclusion [ ]
Perzannel Terminal Policy Listing
=] Persannel Starting After Date Listing
=) Personnel Listing
‘ersonhel Listing [5tatus)
Personnel Listing [Grouping 1-10)
Personnel Listing [by Grouping 1]
Personnel Greater Than or Equal to the Age of ¥ (parameter)
Persaning Details
Perzannel Details (exclude Leavers)
Perzannel Biometric Enrolment (=l

Favourite reports are marked with a star.
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4. You can see the new, favourite report by clicking on the Favourite Reports slider to the
left of the North Time Pro Agenda.

Quick Links
Dashboards

Reports

Reports

(@)
<
\
~
(0]
o
~
E
@
=)
=
O
=

Making a report a favourite

Personnel Details

5. You have now successfully added the report to your Favourite Reports list!
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Module:

m/08/201

Understanding exports
You will need Excel on your PC and it must be closed.

The North Time Pro application now has a wide range of excel exports designed to give
you and your company flexibility in the way you gather reporting information. Once
exported into Microsoft Excel (and with a little Excel knowledge!), the possibilities for
information manipulation are endless!

All the available exports include examples to assist the user in determining which is
suitable for the requirements. Once selected, the exports properties can be modified to
include, for example, specific date ranges and certain groups of employees.

The exports are divided into seven major groups;

Standard

Personnel

Absence Management

Attendance P 1] EEEme—

Access control

Cost Centre

Job Costing

It is possible for the North Time Pro team to develop customised or bespoke exports for
your company. Please contact North Time Pro on +44 (0) 2892 604000 to discuss your
exact requirements.

m/08/201

Module:
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Module:

m/08/210

@

wfd

i

oE

Selecting an export template NG
~ -

g

, o o

1. Toaccess the North Time Pro exports, select the exports Quick link, E 3
_ Y
= g c
Reports 3 m

Expots T b

=porl O.E
=k

o

[

n

Absence (All Fields)

Iedical Review

Training Records

or, select File, then Exports...

Eile | View Tables Sortand Filter |

Calculation...

9 Personnel...

@ Planner...

63 Absence Management...
GP5 Tracking »
Attendance »
Job Costing »
Cost Centre »
Access Control »

o Asset Management..,

Dashboards...

Attendance Display Panel...

Reporting »
| Exports...
Sage Payroll »

@ Preferences...

Log Off - admin
Exit Alt+F4
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2. The North Time Pro exports screen is divided into two sections. On the left are all the
available export Templates. On the right are the Accessible exports previously setup by

by ou.
N Y
P
~
o (@ Do not show hidden exparts and folders Exports and Folders
) Show hidden exparts and folders . tedical Review

- [£Pay Period Tatals [Shart)
& : Personnel Listings
- Bespoke - [£] Teminal Listing

Expuoits and Folders [31 templates]

a
e
L

o

E

Q
)
e

t &9

o

o

x

Q

2:
=I'U
- b0
(==
=4
9
a
wn

:\ Ef;; - [Z) Training Matrix
Standard (&l Data Sheets] i JJ‘Z'.ZL”.E E::Zr\?:nrked
3 ;Jorkin; Time Regulation 2 Warking Time Regulation
" ‘Ersonned
[+ Job Costing
[+ Impart
[+ Cost Centre
[+ Bespoke
1+ Attendance
[+ Access Control
[+ Absence

3. Double-click on one of the export Template export folders and all its exports become
visible. Moving the mouse over each export displays a thumbnail preview. By <Right-
clicking> on a export, it is possible to display a full-screen version of the export.

Exports

' Export Templates Accessible Exports

(®) Do not show hidden exports and folders Exports and Folders
() Show hidden exports and folders - Medical Review
- Pay Period Totals [Shart
Exports and Folders [31 templates) W " n.as (aho!)
o - Personnel Listings
BBt Terminal Listin
-G8V -

- |=] Training M atrix
Trairing Records

- [Z)Wweekly Hours Worked
‘Wworking Time Regulation

B Eucel
[ Standard [4)l Data Sheets]
[+ “working Time Regulation

+

[+ Personnel
[+ Job Casting
e Imnport
#- Cost Centre
4l Bespoke
=l Attendance
Weekly Hourd =
|| Pay Period Tg

[Z] Daily Tatals (S e
So[E)Atendance (& -

+  docessConal |
[+ Absence

B Aftendance

Daily Totals [Shart)
attendance (&l Fields)
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4. When you have identified a suitable export, drag the export to the right side of the
screen and drop onto exports and Folders beneath the Accessible exports header

Exports

| Export Templates

@ D not show hidden exports and Folders
O Show hidden exports and Falders

Iy d
Pay Period Totalz (Shart]
[ Dally Totals [Shart]

[ Attendance (Al Figlds)
[+ Access Contral
[+ Absence

y Period Totals [Short]

i Erports and Folders (31 templates)  Personnel Listings ()
E  Bespoke rrninial Listing =
l}'= o Bsv aining M atrix =
= Ecsetl A TAl A SRR ; aining Records o

i _ Wau?k\:Ig Lo ;:g ula::: [ Working Time Regulation =)

- Personnel E

[+ Job Costing

+ Impaort

+ Cost Centie

[+ Bespoke

= Attendance

5. A copy of the export will then appear within export and folders.

Exports

Export Templates

Accessible Exports

(® Do ot show hidden exports and falders
(» Show hidden exports and folders

~ Exports and Folders (31 templates)
#- Bespoke

Exporte and Folders
- 2] Medical Review
- =) Pay Period Totals [Shart]
Personngl Listings
Teminal Listing

g Eic\:el 2| Training Matrix

- [ Training Records
B8 d

m/08/210

Selecting an export template

‘Working Time R egulation

6. You have now successfully selected a North Time Pro export template.
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Module:

m/08/220
Setting the export properties

m/08/220

Exports properties are generally different on each export.

This module shows the user how to modify properties. Once the user understands
the principles behind this technique, experimenting with the properties of new
export becomes less challenging!

"
9
e
p
T
a
o
p
a
=)
p -
o
a
>
Qv
S w
oL

=)
=)
= c
]
el
T
w0

1. Select the exports Quick link

Quick Links
Dashboards

Reports

Absence (Al Fields)

Medical Review

Training Records.

or, select File, then Exports...

File | View Tables Sortand Filter A

LCalculation...

O Personnel...

@ Planner...

@ Absence Management...
GP5 Tracking 3
Attendance 3
Job Costing 3
Cost Centre 3
Access Control 3

o Asset Management...

Dashboards...
Attendance Display Panel...

Reporting 3

‘ Exports...

t2-0790 Training guide: North Time Pro reports and exports

Sage Payroll 3

@ Preferences...

Log Off - admin
Exit Alt+F4
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2. The Accessible Exports appear on the right side of the export screen.

Exports

Export Templates

Accessible Exports

|@ Do nat show hidden exparts and folders
() Show hidden exports and foldzrs

Exports and Folders [31 templates)

|_'+_| Bespoke
[+ C5V
[ Ewcel

Exparts and Falders

Medical Review

Pay Period Tatalz [Short]

2] Personnel Listings

Terminal Listing

----- Training M atriz
-] Training Recon

ed
----- ‘whorking Time Regulation

3. <Right-click> on the export and select Properties...

Exports

Export Templates

Accessible Exports

|G) Do nat show hidden exports and folders
() Show hidden sxports and folders

Exports and Folders 31 templates)

E Bespoke
wCE
- Excel

E=ports and Folders

; Medical Review

Pay Period Totals (Short)
Persannel Listings
Terminal Listing

Training M atris

= Training Records

- Eiworking Ti - New folder

Add to Favourites

6 Delete

Rename...

- Example
|:| Export and view...
15 Export

g properies
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4. Selecting Information displays useful details such as version, date modified, author and
comments. These fields do not affect the ranges, sort order or appearance of an export

n
a
- —
whed
b
oe
—they are used for support purposes only. ~N 8‘
~N P
® o
3 -t
Export Properties &1 8 .
Report lite: ‘wWeekly Hours Worked o
£EQa
[ Options jnformabion | . X
[ Information Ouerview a (]

+. Range and Sor Order . . . . . =
L GaveAs. This option displays information sbout this export [read-only) : w
Sextings -U -:
) -

Expart identity: 5240018 o
Wersion: 15 E u u
c
Date last modified: 05/11/2012315:10:08 - —
Template location: “Excelvdttendanceiweekly Hours Worked bas :::
Authar(z): Joe Hardwick QJ
Keywords: Excel, Export, Personnel, &ccess, Attendance, Job costing, Absence, Cost centre, E m

Caomments: Export Personnel, &ccess, Attendance, Job costing, Absence, Cost centre,

Absence Entitement information, Job specification infarmation, Medical review
information and U ser D efinable Field information to an Excel spreadshest

LCancel I Ok I

5. Selecting Range and Sort Order enables the user to specify date ranges and the
employees to include in the export.

Export Properties

Report title: “wheekly Haurs Warked

= Options Range _____________________________________________________|
~Information Overview
Range and Sort Order This option sets the range that will be used in this expart
~Save As.
Setings
Include Range ¥
Range: Date range -
Selection
Range: |Everyone [~
Ewerpane -
Rands’ e
Compan,
Range: BEIY
Department
Exclude R4

Section
Range: | Pay Type
Line Manager
Range:

Girouping 05 -
Range: -
Range: -

LCancel Ok
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6. Selecting Save As enables the user to specify certain details about the running of the
export such as:

n
-
whd
@
Na | | .
o o a The user can specify the location to save the file by default
o
00} . .
o "g b The user can change the default file name of the export that will be created.
o . .
E x ¢ The user can change whether or not the export should be saved or immediately ran.
()}
5 v
O ."E Export Properties
§ go Report title: Weekly Hours Worked
= = Options saveds._____________________________________________________|
et “Information Overview
a ; nge and Sort Ordar This option sets the file name and location that will be used by this export.
wn ' Ezport Directory and File Name
= [05] ~|
=Ty
lsers
_yMathan
== Deskiop
mation Centre
|_ iphone Photo Backup
|_] License Files
|_] Managed Service Site Visits
(I PayS00253
|_] Perconal
|_] Phaoto Backup
[ RDP Links
Expart file name: IWeek\y Hours 'Worked.xls
Ask to Save As?
Ask to 'Save Az when this export is un? ¢ Mo & Yes
LCancel Ok

7. Finally, click <OK> to save the modified Export Properties.

0n
+
-
o
a
x
()]
o
c
o]
0
)
.
o
a
]
sl
o
st
[a N
(]
E
=
~
)
.
o
=
[0}
p=
3
bo
bo
£
£
©
o
=
o
(@)
~
?
~
+—

w
~



Module:

m/08/230
Running an export

1. If the Export is a favourite, select the Favourite Exports
Quick Links and <Click> the desired export.

Quick Links
Dashboards

Reports

2. If the exportis not a favourite, select ™ —
the Export Quick link: E[E'

Exports

Absence (Al Fields)

Medical Review

or, select File, then Exports...

Training Records

File | View Tables Sortand Filter \

Calculation...

O Perzonnel...

@ Planner...

@ Absence Management...
GPS Tracking 3
Attendance 3
Job Costing 3
Cost Centre 3
Access Control 3

o Asset Management..,

Dazhboards...

Attendance Display Panel...

Reporting 3
| Exports...
Sage Payroll 3

@ Preferences...

Log Off - admin

Exit Alt+F4
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Quick Links e c
D ashboards E (]
Fieports -u bo
Exports _E
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Exports

Absence (All Fields)

Medical Review
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The Accessible Exports appear on the right side of the export screen.

Exports

Export Templates

Accessible Exports

I@ Do niot show hidden exports and folders

E - Bespoke
- L5V
[+ Excel

() Show hidden exports and folders
Exports and Folders [31 templates]

E=ports and Folders
- [£] Medical Review
[ Pay Period Totals [Short)
- [ Personnel Listings
[ Teminal Listing
Training M atris
- [=] Training Records

----- Wworking Time Regulation

<Double-click> the export and you will be prompted to save the export. Choose the file
path desired and click save. The export will now open in Excel.

Insert

Page Layout

Formulas

Data

Review

View  Developer

= Y . Ca e = = . *j ] Sensert - Z-W

B 5 Calibri 11 A - 5 General ) ﬁj% 9 ouete- | @~ 2 ﬁ

g v rniEaa e R EIr-— R TR
Clipboard s Font Alignment 5 Number Styles cells Editing

A1 - £

[ A ] B c D E F G H 1 J K L M
2 Weekly Hours Worked Refresh Data Need help? Total Hours Worked In Week: 119:49|
3 52/0016 Average Hours Worked In Week: 29:57
4 Personnel Count (With Clock In Data): 4|
5 Week Number: 32
6 Daily Totals
7 won [ Tue | wed [ Thu [_Fri | sat | sun | Total Hours |
[W Employee ID [surname First Name Payroll No. Location -
9 10 Holt Bradley 780882 Engineer 00:00 | 03:26 | 06:14 | 04:10 | 05:43 | 00:00 | 00:00 19:33
10 1 Birchall [simon 757852 Director 00:00 | 00:00 | 00:00 | 00:00 | 00:00 | 00:00 | o0:00 00:00
1 12 ilki Matthew 746291 Engineer 00:00 | 00:00 | 00:00 | 00:00 | 00:00 | 00:00 | 00:00 00:00
12 13 Broadhurst Liz 712411 Accounts 06:47 | 00:00 | 06:43 | 06245 | 05:01 | 00:00 | 00:00 25116
13 14 Nathan 746122 support 07:30 | 07:30 | 07:30 | 07:30 | 07:30 | 00:00 | 00:00 37:30
14 15 Rush Mary 779212 Accounts 07:30 | 07:30 | 07:30 | 07:30 | 07:30 | 00:00 | 00:00 37:30
15
16
17
18
19
20 |
<> W[ t_Attendance_data | t_Personne data | Weekly Timesheet . ¥3 N 30|
Ready | P | |EEm w0 () ) (+)
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5. You have now successfully run a North Time Pro export.
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Module:

m/08/240
Making an export a favourite

Exports that require the user to select different ranges each time the export is run
are NOT suitable to be marked as a favourite!
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E
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=

However, exports with ranges such as ‘Today', 'Yesterday', ‘Current period’ and
'Previous Period' are IDEAL to be marked as favourites!

Making an export a favourite

1. Select the Export Quick link

Quick Links
Dashboards

Reports

Expotts

e

Exports

Absence (Al Fields)

Medical Review

or, select File, then Exports...

File | View Tables Sortand Filter

Calculation...

Personnel...

Planner...

8e0

Absence Management...

-

GPS Tracking

Attendance
Job Costing

Cost Centre

- v v ¥

Access Control

° Asset Management...

Dashboards...
Attendance Display Panel...

Reporting 3

Exports...

Sage Payroll 3

@ Preferences...

t2-0790 Training guide: North Time Pro reports and exports

Log Off - admin
Exit Alt+F4
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2. The Accessible Exports appear on the right side of the export screen.

Exports

Export Templates

Accessible Exports

) Do not show hidden exports and folders
) Show hidden exports and folders

Exports and Folders (31 templates]

[+~ Bespoke
w5V
[+ Excel

Erports and Folders
- [£] Medical Review
- [25 Pay Period Totals [Short]
P

= ‘ersonnel Listings
[ Terminal Listing
[ Training Matrix
- [Z] Training Records

ked
‘orking Time Regulation

3. <Right-click> the export you wish to add to your favourites and select Add to favourites.

Exports

Export Templates

Accessible Exports

#) Do not show hidden exports and folders
) Show hidden exports and folders

Exports and Folders [31 templates]
[ Bespoke
-{Emlsv
[+ Excel

Expoits and Folders
- [ Medical Review
- [2 Pay Period Totals (Short)
i - Personnel Listings
- [ Terminal Listing
2] Training Matiix
-+ [Z] Training Records
B

) Working New folder

0 Delete

Rename...

e Example
[ Export and view...
& Export

ﬁ Properties...

Favourite exports are marked with a star.
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4. You can see the new, favourite export by clicking on the Favourite Exports slider to the
left of the North Time Pro To-do List.

Guick, Links
Dashboards

Reports

H)

Exports

Exports

o
o~
N
N
[00)
(=]
~
E
E
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.=
o
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Making an export a favourite

Weekly Hours VWorked

5. You have now successfully added the export to your Favourite Exports list!
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