Udian®

CODEKS TA -
Time Attendance
Reports

Description of different reports
in the Time Attendance editor

TP

L AT

Lorem ipsum dolor sit amet, cons ecte

tur adipiscing elit. Duis posuere, sap?

a ultricies luctus, nisl odio interd




Description of different reports
In the Time Attendance editor

2023 in Naklo

All rights reserved. No parts of this work may be
reproduced in any form or by any means - graphic,
electronic, or mechanical, including photocopying,
recording, taping, or information storage and retrieval
systems - without the written permission of the publisher.

Products that are referred to in this document may be
either trademarks and/or registered trademarks of the
respective owners. The publisher and the author make no
claim to these trademarks.

While every precaution has been taken in the preparation
of this document, the publisher and the author assume no
responsibility for errors or omissions, or for damages
resulting from the use of information contained in this
document or from the use of programs and source code
that may accompany it. In no event shall the publisher ant
the author be liable for any loss of profit or any other
commercial damage caused or alleged to have been
caused directly or indirectly by this document.

© Jantar d.o.o.



Table of Contents

Chapter I Time attendance Reports 4
1.1 Period REPOIT e e 5
1.2 REPOIT et 6
1.3 EITOr REPOIT et 8

1.3.1 The display and use of the Error OVEIrVIieW .........c.oimuiiiiiii e 10
1.4 Statistic REPOIT . e 11
T =0t Lo L RS 12

1.5.1 e 10 o 12

1.5.2 Detail XML and Detail XML Work prediction -...........oooooooo 12

1.5.3  StatisticsS COIUMNS EXPOIL - evueureririiiiiieaa e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e oo eeeeeeennees 13

1.5.4 *sSApP = 10 ] 15

1.5.5 * BAAN Lo 0T o S P 16

T I Y Y T o Y T 11 8 1 = I T T TP 17

N 17 Y [ T =L ¢ o) ¢ PPN 18
L REPOIES it e 19

1.6.1 |eave =Y oo 20

G T o PN A =) o) o AP URPPPPPPPPPPPPPPPINN 20

1.6.3  MONthIY SAIAO REPOIT eeeeeeeiiiiiiiiiitie e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e oo oo e e eeeeeenneees 21

1.6.4 * Qvertime =Y o0 22

1.6.5 * UNCONFIrMEA TA FEPOIT «eeeeeemmmiiiitiii e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e oo oo e eeeeeeennees 23

1.6.6 1Y ToT o) 4] Y2 a0 10 T £ =T Lo o RN 24

1.6.7  * Planned Shift WOIK FEPOIT . wuuurreiiiiiia et 25

1.6.8 * Hours REaliZatioN REPOIT - .vwuuriueriieieiieae e e e e e e e e e e e e e e e e e 26

1.6.9 * Current [T T YT g ot I =Y oo o 27

1.6.10 RECOID Of WOIK NOULS -+ et e e e 28
1.6.11 MONEAIY OVEITIME FEPOIT - eeeeeeiiiiiiiiei e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e oo e oo oo e e eeeeeeeeeenees 30

1.7 Custom report

CODEKS TA - Time Attendance Reports 3



Utn®

1. Time attendance Reports

In the upper toolbar of the Time attendance editor, you will find several icons for creating different reports

and data exports.

= E B R E & 8 O

Period report Report Error report  Statistics report Export Reports Custom reporis Work obligation
history

1. First, select the users you wish to make a report about from the List of users. To select an
individual user just click on him in the List of users on the left. To select multiple users hold down the SHIFT
or CTRL key and click the desired users.

2. Click on the icon of the desired report and set the additional settings.

3. You can save the newly generated report or view it with a suitable program.

The individual types of reports are described in more detail in the following chapters.
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1.1. Period Report

E R RE

Report Errorreport  Statistics report Export

B E O

Reports Custom reports Work obligation
history

The Period report displays the recorded hours and the number of iterations of statistics for all users you

have selected in the list of users .

From 01042018 To

30.04.2018
Qutput file format Portable document format (.pdf) v

Cancel

Before generating the report you can specify the exact period for display and select the output file format (Portable
document format (.pdf), Excel Worksheet (.xls), Excel Worksheet (.xlsx), Open document spreadsheet (.ods), Comma

separated values (text document - .cvs)).

Period report
Period: 1. 04. 2018 - 30. 04. 2018

Personal ID PrivUn
A Rahask 00:00 16:00 157:55
17 Development o 3 19
Sum 173:55 Balance 13:55 Saldo period 05:55 Leave 21/21 Work obligation 168:00 Lunch count 19
Days 19 Transfer 08:00 Overtime 00:00 Stimulation 00:00 old leave 2/9 splittime 0 Drive count 19 Sem:‘;"ﬁ:m n 00:00
Brown Luis 00:00 16:00 118:39 07:15 32:00 08:00 00:00 01:17 01:22 31:41 54:08
12 Field 9 2 14 1 4 1 1 1 1 20 40
Sum 166:39 Balance 06:39 Saldo period -01:21 Leave 28/28 Work obligation 168:00 Lunch count 14
Days 19 Transfer 08:00 Overtime 00:00 Stimulation 00:00 old leave 4/9 splittime 0 Drive count 14 5“"::"]“2“ n 00:00
Sum : 00:00 32:00 276:34 07:15 32:00 08:00 00:00 01:17 01:22 31:41 54:08
18 4 33 1 4 1 1 1 1 20 40
[ Sum 340:34 Balance 20:34 Saldo period 04:34 Leave 49/49 Work obligation 336:00 Lunch count 33
Days 38 Transfer 16:00 Overtime 00:00 Stimulation 00:00 oOld leave 6/18 splittime 0 Drive count 33 Sem';‘:":‘r!m o 00:00
Legend
© -] Weekend 1 [Hd] Holiday ©[001] Worktime ©[0003] No Return
p— @ [OLea)] OId Leave (®I[Hou] Using Hours [Luni] Lunch (@ [PrivUn] Private Unauthorized

©[Priv] Private ©[OLoc] On location (O [Enr] Enroute to client

----} The Period report shows the duration and number of repetitions of statistics recorded in the selected period for all the users
you selected in the list of users.

...} Next, several values from the Current period summary section are displayed: Total number of hours worked, Number of workdays,
Saldo, Saldo for the period, Transfer of overtime hours, the value of overtime and stimulation, number of remaining days of
annual and old leave days compared to the allocated values at the beginning of the year, Work obligation, number of repetitions
of split working time, the Number of lunches and drives to which each user is entitled.

Following the displays for each user, a summary line is displayed with the sums of the listed values for all the users combined.

Finally, a legend of the all the statistics that appear in the report is displayed at the end of the report.

vy
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1.2. Report

O=E®®R B ERE O

Back Period report Errorreport  Statistics report Export Reports Custom reports Work obligation
history

Use Report when you want to display a detailed list of entries and exits for selected users of the period

currently displayed in the Time attendance editor.

From  01.01.2022 To 31.01.2022

Show user data

Show period summary
Show statistics summary
Show time cuts summary

Show hour funds summary

Show days data
Show subintervals
Show actual event times

Show actual work time if it differs from day statistics summation
[JInclude predicted workdays to the end of period
() Show legend
Write each user on a seperate page

Qutput file format Portable decument format {_pdf) ~

Can Ce' m

Before generating the report you can specify the exact period for display and select the output file format (Portable
document format (.pdf), Excel Worksheet (.xIs), Excel Worksheet (.xIsx), Open document spreadsheet (.ods), Comma

separated values (text document - .cvs)).

You can also set these additional settings:

Settings Description
Show user data If this setting is enabled the users' data will be written on the report.
Show period summary If this setting is enabled the period summary data (the statistic, time cuts, and/or

hour funds summaries) will be displayed on the report.

Show statistics summary If this setting is enabled the report for each user will also contain the sums of all
the statistics registered in the displayed period.

Show time cuts summary If this setting is enabled the report for each user will also contain the sums of all
time cuts registered in the displayed period.

Show hour funds summary If this setting is enabled the report for each user will also contain the sums of hour
funds registered in the displayed period.

Show days data If this setting is enabled detailed daily data will be displayed on the report (the
subintervals, actual events, and/or the actual work time).

Show subintervals If this setting is enabled the report will also contain the recorded daily intervals
within the umbrella intervals.

Show actual events If this setting is enabled the actual times (as well as the recorded rounded-up
times) of the time attendance events will be displayed on the report (the actual
events will be marked with an asterisk *).
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Settings

Show actual work time if it
differs from day statistics
summation

Include predicted workdays to
the end of period

Show legend

Write each user on a separate
page

Description

If this setting is enabled, the Total column of the report will display all the user's
recorded hours, and next to these values the hours which actually count for
working hours will be displayed in parentheses. (This setting is used in cases where
the user also records working hours, which are not counted in (obligatory) working
hours, but in different statistics (or fund).)

If this setting is enabled the report for each user will also contain all future days up
to the end of the displayed (payroll) period.

If this setting is enabled the report will also contain the legend of the displayed
statistics.

If this setting is enabled every user will be displayed on a separate page in the
report.

User Anderson Roberto Supervisor
Period 1.04. 2018 - 30. 04. 2018 User
Department C v\ \D Administrator
Registrska tablica USER DATA
Timetable Fixed timetable 7-15
Personal ID 17
User card 2685402 _
Sum 173:55 Statistic 001 Hd =
Overtime 00:00 Time 157:55 00:00 16:00
Stimulation 00:00 Count 19 9 2
Balance 13:55
Saldo period 05:55
Transfer 08:00 PERIOD SUMMARY
Work obligation 168:00
Leave 21/21
0ld leave 2/9
Split time 0
Lunch count 19
Second lunch in hours 00:00
Drive count 19 _—
Day Date Start End Total Statistic
Sun 1. 04. 2018 - i i Weekend
Mon 2. 04. 2018 - - - Holiday
Tue 3. 04. 2018 07:48 Entry 16:00 Exit 08:12 Worktime
Wed 4. 04. 2018 07:46 Entry 16:11 Exit 08:25 Worktime
Thu 5. 04.2018 07:47 Entry 15:56 Exit 08:09 Worktime
Fri 6. 04. 2018 07:50 Entry 16:22 Exit 08:32 Worktime
Sat 7.04.2018 -- -t -t Weekend DAYS DATA
Sun 8. 04. 2018 - i i Weekend
Mon 9. 04. 2018 07:57 Entry 15:26 Exit 07:29 Worktime
Tue 10. 04. 2018 07:50 Entry 16:21 Exit 08:31 Worktime
Wed 11. 04. 2018 07:57 Entry 15:25 Exit 07:28 Worktime
Thu 12. 04. 2018 07:47 Entry 16:05 Exit 08:18 Worktime
Fri 13.04. 2018 07:40 Entry 16:05 Exit 08:25 Worktime .
Sat 14. 04. 2018 - - - Weekend .

CODEKS TA - Time Attendance Reports 7
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1.3. Error Report

O EAERRE R E O

Back Period report Report Statistics report Export Reports Custom reports Work obligation
history

The Error report offers different filtering options that enable you to display customized reports of various
exceptions and deviations in the time attendance registration. Pay close attention to which settings you
have set in each tab because the settings in ALL tabs are taken into account when printing the

report!

The Error report also allows you to preview the errorsl1dh found according to the set parameters. Errors

shown in the preview are hyperlinks, and clicking on them opens a new tab, with the Time
attendance editor, with the marked user and the day on which the error was found. This enables

faster search and correction of errors in the employees’ time registration.

Before generating the report you can specify the exact period for display and select the output file format (Portable
document format (.pdf), Excel Worksheet (.xIs), Excel Worksheet (.xIsx), Open document spreadsheet (.ods), Comma
separated values (text document - .cvs))

From  01.11.2022 To 23112022 From | 01.06.2020 To  15.06.2020

Output file format Portable document format (.pdf) v Output fille format Portable document format ( pdf) v

Errors | Totals Intervals and statistics  Period  Day of week Errors | Totals | Intervals

Not present Q Entry error

Show only days with work obligation (]

Only entry ) Exit error Sum < o Sum >

Interval < 3 min ) Different locations Overtime < Overtime >

Unconfirmed T&A o Expired receipt for public transport Stimulation < Stimulation >

Unconfirmed drive routes C No drive route for entry/exit Transfer < Transfer >

Saldo < Saldo >

000000
0000000

o D I Saldo on day < Saldo on day >
Preview, . Day zaldo < Day saldo >
Cancel ‘Add automatic report Preview
Preview v
Errors Description Totals Description
Not present Displays the days when the user did not register his Show only days If this setting is enabled, the report will
work (was not present at work). with work only be set for days when the user’s
. . . obligation ork obligation is greater than 0 (e.g.
Only entry Displays the days when the user did not register an 'gat! w lgation Is g . 4( 9
. . X weekends and holidays will remain
Exit (e.g. they forgot to register going home from
unchanged).
work).
. . . . . Sum This setting limits the report displa;
Interval < 3 min Displays intervals which lasted less than 3 minutes. tting p play
according to the total number of
Unconfirmed T&A Displays all the payroll periods which have not yet recorded work hours in the day.
EE OUUITTIES] 57 hea(_js ot department;. (Yo_u can Overtime This setting limits the report display
read more about Worktime approval settings in . "
- - . according to the number of overtime
chapter Preferences - Time attendance in main hours
Codeks manual.) .
) . . . . . Stimulation This setting limits the report displa;
Unconfirmed drive Displays drive routes which were submitted by the tting p Isplay.
" according to the number of stimulation
routes user but had not yet been confirmed by the ——
administrator. :
Displays the days when an error was recorded when Transfer This se_ttlng limits the report display
Entry error . according to the number of transfer
the user registered an Entry event. hours
Exit error Displays the.days when an error was recorded when Saldo This setting limits the report display
the user registered an Exit event. .
according to the value of Saldo.
Different locations DISIEDS i3 Clape when_ U2 IECT reglstered e Saldo on day This setting limits the report display
attendance events at different locations. f
according to the value of Saldo on day
Displays users who do not have a valid public (the value of the user's total saldo on a
* Expired receipt for  transport document. particular day).
: - SR .
public transport Cc;rdheekzel;?s:gr:(s:ed'lrs;tl)lagz‘é(?—r:)lz when using the Day saldo This setting limits the report display
. according to the value of Day saldo (the
No drive route for Displays user's entry or exit events at the location number of hours the user has added to
entry / exit which is not defined in the table of routes. his total saldo on a particular day).

CODEKS TA - Time Attendance Reports 8



From | 01.06.2020

Output file format

Interval

Selectinterval

To | 15.06.2020

Portable document format ( pdf) ~

Statistic

v Select statistic. ~

From | 01.06.2020

Output file format

To 15.06.2020

Portable document format ( pdf) v

Period saldo <

Period sum <

) Period saldo > Py
o Period sum > o

statistics

Interval

Statistics

Displays the days when a user registered a specific
interval (or several intervals).

Displays the days when a user registered a specific
statistic (or several statistics).

Period saldo

Period sum

Cancel Add automatic report || Preview | JZrite e
Cancel Add automatic report || Preview | [JEST Preview v

Preview v

Intervals and Description Period Description

This setting limits the report display
according to the value of Period saldo.

This setting limits the report display
according to the value of Period sum.

From  01.07.2020

Output file format

Day of week

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Cancel

Preview v

To 02.07.2020

Portable document format ( pdf) v

Other

Holiday O Exclusive

Restday O Exclusive

Add automatic report | Preview | ([t

Day of week

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Holiday
Restday

Description

You can limit the error search to specific day of the
week.

You can limit the error search to only include
holidays or restdays.

The additional option Exlusive enables you to
search for special combinations of days when a
specific day of the week was also a holiday or
restday.

Clicking the Print report button will generate a report in the selected file format. Example of a PDF report:

Date
User:
Mon 9. 0. 2018
Wed 11.04. 2018
Wed 18.04. 2018
Thu 19.04. 2018
Tue 24.04. 2018
Mon 30.04. 2018
User:
Fri6.04. 2018
Thu 12.04. 2018
Thu 12.04. 2018
Thu 12.04. 2018
Tue 17.04. 2018
Tue 17.04. 2018
Wed 18. 04. 2018
Thu 19. 04. 2018

Fri 20.04. 2018

Start End Total Day saldo Saldo on day
Anderson Roberto Development Card: 2685402
07:57 Vhod 15:26 Izhod 07:29 0031 08:47
07:57 Vhod 15:25 Izhod 07:28 0032 08:46
07:52 Vhod 15:07 Izhod 07:15 0045 09:51
07:41Vhod 15:16 1zhod 0735 0025 09:26
07:57 Vhod 15:25 Izhod 07:28 -00:32 10:56
07:48 Vhod 15:36 Izhod 07:48 -00:12 13:55
Brown Luis Field Card: 15554393
07:55 Vhod (*07:55) *15:30 Izhod (*00:00) 07:35 -00:25 10:36
07:43 Vhod 16:20 Samodejni izhod 0715 -00:45 11:04
09:27 Malica 09:27 (*00:00) 00:00 00:00 00:00
14:57 Napaka 14:57 (*00:00) 00:00 00:00 00:00
07:45 Vhod 15:30 Izhod 07:45 -00:15 11:10
12:24 Delo pri stranki 12:26 (*00:00) 0002 00:00 00:00
07:14 Vhod 17:22 izhod 10:08 02:08 13:18
13:18 Napaka 13:18 (*00:00) 00:00 00:00 00:00
13:45 Napaka 13:45 (*00:00) 00:00 00:00 00:00

Report

Error

Worktime
Worktime
Worktime
Worktime
Worktime

Worktime

Worktime
No Return
Lunch
Absent
Worktime
On location
Worktime
Absent

Absent

CODEKS TA - Time Attendance Reports 9
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1. First, in the list of users, mark all the users you want to scan with an error report and then click the Error

1.3.1. The display and use of the Error overview

report icon.

Wy O E R B B
e Time attendance
o Back Period report Report Error report [ Statistics report
WLast name Name Personal ID Department
18 week (1.5.-35)
Acker David 1018 Field L ™ 15 Holiday
Anders Tamara 1003 Administration 0000 FRI
Brown Luis 1000 Field | ° 25, We
Churchill Maria 1013 Sales
Cooper Sebastian 1001 Management -
Elder Niko 1022 Support s © ;USN Weskend
Evans Timothy 1002 Field o
g TO0S Ll 19 week (4.5 -10.5)
Garrick Ivan 1011 Development | | @ 45.  Worktime 06:45 - 15:05

2. In the new pop-up window, first, select the period for display.

3. Then select the desired parameters depending on

the registration errors you want to find. Then click

Output file format Portable document format ( pdf) hd

the Preview button instead of the Print report

Not present (=] Entry error C
button Only entry a] Exit error (
Interval < 3 min o Different locations C

Unconfirmed T&A ]

4. In the lower part of the pop-up window, a ¥
preview of all errors found according to the selected Ottt ot P
parameters, in the period currently displayed in the
Show only days with work obligation (]
Time attendance editor, will be displayed. som < “n 0 som > L)
Overtime < [x) > <)
Sti [<] [x]
Transfer < [ o
° °
Cancel Add automatic report || Preview
ITueQ 052020 |06:33 Entry (*00:. 23:00 Exit ("00:00) |13:38 00:00 00:00 Sum I
Wed 20. 05. 2020 *07:00 Entry (*0... |*15:00 Exit (00: 08:00 08:00 2408 Leave

5. Double-clicking on an individual record will open a new tab displaying the location of the

registration error found. Here you can then easily correct the error.

Wy O E ® R E B BB =
‘. Time attendance o4 o=— Q adminEn
[ Back Pariod report Report Eror report  Statistics report Export Reports  Customreports ~ Workplans  Dally statistic

overview

E 125 Worktime 2 [«
p;zﬂ — &1 @ Acker David (Employee 2) [ ]
Acker David 018 Field : cien [ | -
Show 50 v entries  Showing 110 1 of 1 entries (filtered (0838) @  Workime 06:38- 15:16 May v 2020 v
from 25 total entries) [Entry - (Entrance) - 06:38
LYl [PExit - (Entrance) - 15:16 01052020 - 31.052020

(05:00) Overtime+ 18:00 - 23:00 000 Confirm T&A checked

[-Entry - (Entrance) - 18:00

R :
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1.4. Statistic Report

O E BREE B & O

Back Period report Report Error report Export Reports Custom reporis Work obligation
history

The Statistics report graphically displays the recorded

daily statistics for the selected period. The report contains a TR g s
practical graphic visualization of the users' time -
. . - . - Sh tatisti ()
registration, with which you can easily check, for example, o statstes summary -
. i
if several users have leave on the same date. o ety werkchours “
Write each user on a seperate page [
Before generating the report you can specify the exact period for SHEW ORI Selected Sases Statistic
display and select the output file format (Portable document format PO »
(.pdf), Excel Worksheet (.xlIs), Excel Worksheet (.xIsx), Open TR %
document spreadsheet (.ods), Comma separated values (text
document - .CVS)). E000 Not present
Select statistic. v
Output file format Portable document format (.pdf) L
Cancel Use
You can also set these additional settings:
Settings Description
Show statistics summary If this setting is enabled the report for each user will also contain the sums of all the statistics
registered in the displayed period.
Show day statistic sum If you enable the setting, the report will show the sum of work hours the user has clocked. The

sum contains the values of all daily statistics that count work hours.

Write each user on a separate page If you enable this setting, each user will be written on a separate page in the report.

Show only selected statistics This setting enables you to only include the selected statistics in the statistic report, that you
have selected in the additional fields below which have been displayed when you enabled this
setting.

Period: 1. 04. 2018 - 30. 04. 2018
Personal ID  User Department Saldo (Period oy 2 3 4 5 6 9 10, 11 12 13 16 17. 18 19. 20 23 24 25 26 27 30
12 Brown Luis Field 0121 16639 | © & Q
(-] 8] 00:00 ™ [Hd] 16:00 @(o01] 118:39 ©1[0003] 07:15 @[OLea] 32:00
®[Hou] 08:00 [Luni] 00:00 ©[Privun) 01:17 S [Priv] 01:22 ©l0Loc] 31:41
Olenr] 54:08
18 Christmas Maria Development 03:55 17155 © ™ ©@ © © © © © © 0 &6 06 0 © © 0 06 © 0 0 © © 06 06 0 0o = © © ©
1155 00:00 0800 08:14 0B:10 08:06 0BO1 00:00 0000 089 0843 0828 0845 06:37 00:00 00:00 OB:H1 0B:16 0815 0810 0809 0000 00:00 021 0818 0810 0926 0B00 00:00 0000 08:16
o 00:00 ™ [Hd] 16:00 @1001] 155:55 @ [Priv] 00:36
5 Cooper Sebastian  Management 11:04 17904 © ™ © © © © 9 © 06 0 © © © 06 0 0 © [J o o e o
19:04 00:00 0800 1%:01 0800 07:55 0B00 00:00 0000 07:09 0841 0800 0842 O7:57 0000 0000 0837 0729 1019 0750 O7:59 0000 00:00 1248 1140 0747 0539 0B00 00:00 0000 08:00
@ 00:00 ™ [Hd] 16:00 @(o01] 147:04 @IOLea] 08:00 @ [Lat] 00:05
[Lea] 08:00 [Luni] 00:48 ©1Privun] 04:31
Legend
@ 1001] Worktime @ (£000] Not present [ [E001] Only Entry ©10003] No Return @[] Weekend W {Hd] Holiday
ILea] Leave @10Leaj 0ld Leave & [Lat] Late (©)1Bus] Business ) ick] Sickness QHWor] Work from home
(2)[MLea] Materinty Leave (2)[Pa1s] Paternity Leave 15 days 2)[Pa75] Paternity Leave 75 days (®1Hou] Using Hours @ (Blood] Blood donation [Extea] Exceptional Leave
@UnLea] Unpayed Leave @ istud] Students Leave [Luni] Lunch 2 [Priv] Private @ [CarE] Care escort [Exc] Exceptional work
(1unja] Unjustified absence. @ (5ic2] Sickness 2 hours @) (5ica] Sickness 4 hours (©)(Sic6] Sickness 6 hours (©) (BT Business Trip (@ (ROO1] Remote Worktime
(@ (R-001] Remote Worktime without lunch and drivi [Over] Overtime (O (Enr] Enroute to client ©l0Loc] On location [MOver] Monthly Overtime @ (Privun] Private Unauthorized
(@ (BusUn) Business Unauthorized [Man] Management [LeaH] Leave Hours [0003] Using Monthly Overtime (© [Afternoon] Afternoon (©)Nigh] Night
(©Nsun] Night Sunday @ (ChLoc] Changing Location @ (Phar] Pharmacy @ i(com] Company @ (£002) Error [+ [E003] Only Exit
@ oo xx
P> The Period Statistics Report displays daily statistics (i.e., icons of daily statistics) for each day in the selected period.
} Optionally, it is also possible to print the sum of hours recorded under daily statistics.
} Additionally, you can also display the totals of statistics recorded by the user in the selected period. It is possible to print

all statistics that are marked to be exported in the Statistic editor, or you can manually specify which statistics should be
exported on the report (e.g. if you only want to export leave and sick leave absences).

—} A legend of the statistics exported in this report is added at the end of the report.

CODEKS TA - Time Attendance Reports 11



Utn®

1.5. Export

“.I// Time attendance ° l ' ‘ ‘ E’ ‘ ‘

Home Back Period report Report Error report  Statistics reporf Export Custom reports | )
Export
@ Last name Name Personal ID Department Events 1.5. - 31.5. (5 weeks) Detail XML jard TA Weekly taif
18. week (1.5. - 3.5.) Detail XML work prediction
Acker David 1018 Field o - 1.5.  Holiday Statistics Columns Export
Anders Tamara 1003 _.inistration 00:00  FRI
SAP export -
Brown ‘ Luls. 1000 Field . o 25, Weekend P
Churchill Maria 1013 Sales . SAT BAAN export
Cooper Sebastian 1001 ...agement -
Elder Niko 1022 Support O Q 3.5. Weekend Worktime
Evans Timothy 1002 Field - IS Largo export
Gardiner-B... Maia 1005 Sales 19. week (4.5. - 10.5.)

Exbblrt enables S}Bu to éxpdrt the users’ data into different types of reports that can also be imported and

processed by a third-party program or application (for example, a payroll program).

The following chapters describe the individual types of exports in more detail.

1.5.1. Export
The Export exports the same data as the Period report/ 5% in .csv format.

! GeneratedExports_StatisticsExport.csy - BeleZnica
Datoteka Urejanje  Oblika Pogled Pomod
3;CToud Rosie;3;;;3;;2; E000; MOt present; 0:00;103;Cloud Rosie;3;;;3;;5; ————jweekend; 0:00; 010

1.5.2. Detail XML and Detail XML work prediction

The Detail XML creates an XML report of the current status of presence (the number of hours) for selected
users, and the Detail XML work prediction creates an XML report of predicted presence (number of hours)
for selected users. The work prediction is based on the user's work obligation. In the xml badge <HOURS=>,
the presence of the employee is predicted according to his work obligation. This prediction applies to the
coming days of the current month. At the end of the month, it is necessary to check the data and adjust

them in case of discrepancies.

The difference between the Detail XML (first image below) and Detail XML work prediction (second

image below) in the same month, for the same user:

SREFKEY 52U LBUDUBLUD 750Y 2 LBUUUSS </ KEFKEY > P .
il / FERETSI0TSD & = Description of xML tags:
<SUBTYPE-EQDO</SUBTYPE> TNFOTYRE 1o <DETAILS> Details for one person, depended of date
zaggggi;i:;;g:iiﬁgg:i?ﬂ} <SUBTYPE>0001</SUBTYPE> <REFKEY> Reference key

/ b
T ARTTINES000D /St ARTTIMES <STARTDATE> 20150528 </STARTDATE> <EMPNUMBER> Employee numbgr ]
; <ENDDATE>20150528 </ENDDATE> b 4

0o TIE> <STARTTIME>0000</STARTTIME> <SUBTYPE> Subtype or statistic code
S e-0000</ > <ENDTIME>0000 </ENDTIMES <STARTDATE> start Date of shift

- Deteins [SHOURS>0800/HOURS > _Prediction] <ENDDATE> End date of shift
<REFKEY>ZU1§ﬂ5us1us756921suuuad<,*REFKEv> 7:@?3!5}) <STARTTIME> Start time of shift
<EMPNUMBER /> ; <REFKEY >20150508105732031200034 </REFKEY > <ENDTIME> End time of Sh'lft‘
<SUBTYPE>EQ00</SUBTYPE> CENMPNUMBER 1=
<STARTDATE>20150529 </STARTDATE> <INFOTWE;>’ <HOURS> Sum of <STARTTIME> and <ENDTIME>
<ENDDATE>20150529</ENDDATE > <SUBTYPESD0014/SUBTYPE> </DETAILS>

<STARTTIME>0000</STARTTIME >

<ENDTIME >0000</ENDTIME>

<HOURS=>0000 </HOURS >
</Details>

<STARTDATE>20150529</STARTDATE>
<ENDDATE>20150529 </ENDDATE>
<STARTTIME>0000</STARTTIME>
<ENDTIME >0000</ENDTIME =

<HOURS>0800</HOURS> Prediction

</Details>

CODEKS TA - Time Attendance Reports 12
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1.5.3. Statistics Columns Export

The Statistics Columns Export offers several different forms of displaying statistics by columns in .csv text

file format:

Select export type
Statistics Columns Export v

Statistics Columns Export
Statistics Columns Export with stimulation
Statistics Columns Export by hours
Statistics Columns Export by hours and minutes
Compact statistics column export by hours
Statistics Columns Export by days

The Statistics Columns Export displays the values of
statistics by columns in hours and days. The export is
created for those statistics that have the Export setting

enabled in the Statistics editor.

The Statistics Columns Export with stimulation
displays the values of statistics by columns in hours and
days, and also displays the value of stimulation. The export
is created for those statistics that have the Export setting

enabled in the Statistics editor.

The Statistics Columns Export by hours displays the
values of statistics by columns in hours. The export is
created for those statistics that have the Export setting

enabled in the Statistics editor.

Datoteka Uredi Najdi Pogled Kodiranje ~Sintaksa jezika Nastavitve Orogj
P=] oyl | ERIEE =)
5 StatstiosCokmmsExpor_1551183701564 oov £ |[B Saislestol

|

Export_1591183726076 csv (3| I StatistcsColumnsExport_1591183738703 csv 3| B StstistiesColumnsExpor_15 < [

1 Personal 1D;
period; b1 leave; old leave;0ld leave;Lunch count;Drive
count; 0001 [n];0001 Wozrkgime [day]:Ho Holiday [h];Ho Holiday [dayl;Lea Leave [n];Lea Leave [day];Old
0ld leave [n];0ld Old leave [day];---- Weekend [n];---- Weekend [day];Hour Using hours [n];Hour Using hours
[day];Irrlea Irregular leave [n];Irrlea Irregular leave [day];Unleave Unpaid leave [n];Unleave Unpaid leave
[day];Stud Study leave [n];Stud Study leave [day];Mater Maternity leave [h];Mater Maternity leave [day];Pater
Paternity leave [h];Pater Paternity leave [day];Sick Sick leave [n];Sick Sick leave [day];Blood Giving blood
[n];Blood Giving blood [day];Care_old Care-accompanied (old) [h];Care_old Care-accompanied (old) [day];Care

[n];Care [day] ;BusTr Business trip [h];BusTr Business trip [dayl:Busi

Business [n];Bugi Business [dayl;Bziy Private [(n];Briy Private [day];Extra Exvraordinary work [n];Excra
Extraordinary work [day];Over Overcime [h];Over Overtime [day];Workd Work from home [h];WorkH Work from home
[day] absence [n] absence [day];Lunch Lunch [h];Lunch

Lunch [day] ;E000 Not present [h];E000 Not present [day];EQ0L Only entry [m];E001 Only entry [day];Late Late
[h];Late Late [day];0003 No revurn [h];0003 No return [day];HourF Hour Fund [n] - Month;HourF Hour Fund (] -
Total;UseHF Use Hour Fund [h];UseHF Use Hour Fund [day]

07074075;0;9;0;0;070;070;0;0;0;0;07070;0;0;0;0;0

07050;0;0;10;0;0;070707070;0;0;0;0;0

1000;Brown
Luis;;Field;1;;0;168;0;-23;0;-23;

101!
Maria;;Sales;4;;0;208;0;16;40;-23;168;17;22

$752020;160715:8;1740;5;0;070710;0;07070;0;0;0;0;07070;0;0;0;0;0;

Normal text ile length: 2314 lines: 6 L1 Col:1 Sel:0]0 Windows (CRLF) _ UTF-8 INS

Detoteka Uredi Nejdi Pogled Kodiranje Sintaksajezike Nestavitve Orodja Mskro Podeni Viiéniki Okno 2 %

|| a x| BE 1 E@ E® 0 |

Py oY=l |

B SisisiosCommsEipor 1591183701964 oo £ [ StastiosColannsExpor_1591183726076 ovv £3 | B StsisiesCoumsExpar 159118373870 co 1| B SssiesColumnsbopor 15 < |+

1 K Personal 1D;
period; b1 leave; 1d leave;0ld leave;Lunch count;Drive
count;0001 Wozktims [(n];0001 Horktims [day];Ho Holiday (n];Ho Holiday [dayl;Lea Leave [h];Lea Leave [day];Old
0ld leave [n];0ld Old leave [day];---- Weekend [n];---- Weekend [day];Hour Using hours [n];Hour Using hours
[day];Irrlea Irregular leave [n];Irrlea Irregular leave [day];Unleave Unpaid leave [n];Unleave Unpaid leave

[day];Stud Study leave [n];Stud Study leave [day];Mater Maternity leave [h];Mater Maternity leave [day];Pater
Paternity leave [n];Pater Paternity leave [day];Sick Sick leave [n];Sick Sick leave [day];Blood Giving blood
[n];Blood Giving blood [day];Care_old Care-accompanied (old) [h];Care_old Care-accompanied (old) [day];Care
[n];Care [day] ;BusTr Business trip [h];BusTr Business trip [dayl:Busi
Business [n];Bugi Business [dayl;Bziy Private [(n];Briy Private [day];Extra Exvraordinary work [n];Excra
Extraordinary work [day];Over Overcime [h];Over Overtime [day];Workd Work from home [h];WorkH Work from home
[day] absence [n] absence [day];Lunch Lunch [h];Lunch
Lunch [day] ;E000 Not present [h];E000 Not present [day];EQ0L Only entry [m];E001 Only entry [day];Late Late
[h];Late Late [day];0003 No revurn [h];0003 No return [day];HourF Hour Fund [n] - Month;HourF Hour Fund (] -
Total;UseHF Use Hour Fund [h];UseHF Use Hour Fund [day]
2 lols:acksr

070;4075;079;0;0;0;0;0;0;0;0;0;0;0;0;0;0;0;0;0

00:
Tamara;;Administration;3;;0;167;0;0;-16;0;-15, 1;050;0:0;0710;0;0;07070;0;0;0;0;0;0

1000;Brown
Luis;;Field;1;;0;168;050;-23;0;-23;

1013;Churchill
Maria;;Sales;4;;0;208;0;0;16;40;-23;168;17;22;7;7;20;20;160;15;8;1;40;5;0;0;0510;070;0;0;0;0;0;07050;0;0;0;0;0;

Normal text ile length:2.334 lines: 6 Lni1 Col:1 Sel:0]0 Windows (CRLF)  UTF-8 INS

Dtoteka Uredi Najdi Pogled Kodiranje Sintaksajezika Nastavitve Orogja Makro Poeni Viicniki Okno 2 X
: g as BR|ETIEEEAn® @ CEAL]
Expor_1591183701964.csv (3| Bl tatistiesCol

LS9 1E707B I 15 SatmicsColmsEwpor 1591153738700 cov 3 | BN SIEISESCAUNEREILiE < [*

Py oY=l |
H StatstsCol

1 K Personal 1D;

period; b1 5 old leave;0ld leave;Lunch count;Drive
count;0001 Wpzktime (hl:Ho Holiday [h];Lea Leave [h];Old Old leave [n];---- Weekend [h];Hour Using hours

[b];Irrlea Irregular leave [h]:UnLeave Unpaid leave [h]:Stud Study leave [h];Mater Maternity leave [h];Pater
Paternicty leave [h];Sick Sick leave [n];Blood Giving blood [h];Care old Care-accompanied (old) [n];Care
Care-accompanied [n];BusTr Business trip [n]:Busi Business [n];Bziy Private [n];Extra Excraordinary work
[n];0ver Overcime [n]:Work Work from home [h];Unauthorized Unauthorized absence [n];Lunch Lunch [n];E000 Not
present [n];E001 Only encry [n]:Late Late [n];0003 No return [n]:HourF Hour Fund [h] - Month;HourF Hour Fund
[h] - Total;UseHF Use Hour Fund [h]

1-24;16824;24;4;9;9:9;74:8;0; 1

Maria;;Sales;4;;0;208;0;0;16;40;-23;168;
0;0;0:0

Normal text ile length: 1.430 lines: 6 L1 Col:1 Sel:0]0 Windows (CRLF) _ UTF-8 INS
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The Statistics Columns Export by hours and minutes

displays the values of statistics by columns in hours and

the Export setting enabled in the Statistics editor.

The Compact statistics columns export by hours
displays the values of statistics by columns in hours. The
export is created for those statistics that have the Export
setting enabled in the Statistics editor. The compact export
of statistics by hours does not export all the user data
(code, personal number, department, etc.), but only the

user's name and statistics values in hours.

The Statistics Columns Export by days displays the
values of statistics by columns in days.The export is
created for those statistics that have the Export setting

enabled in the Statistics editor.

q q g period;T b1 Leave; 01d leave;0ld leave;Lunch count;Drive
minutes. The export is created for those statistics that have counc;0001 Worksdms [n]:fo Holiday [h]ilea Leave [n]:01d Old leave [n];—— Weekend [n];Hour Using hours

[]:Trrlea Trregular leave [h];Unleave Unpaid leave [n];Stad Scudy leave [n];Mater Maternity leave [n];Paver
Paternicy leave [n]:Sick Sick leave [n];Blood Giving blood [n]:Care old Care-accompanied (old) (n]:Care
Caze-acconpaniea [n];BusTz Business tzip (n];9usi Susiness [n]:Rziy Privace (n];Zxira Extracrdinary work
(2170ver Overcime [n];Worki Work fzom home [3];Unsuchorized Ussucnorized sbssace [(n);Lunch Lunch (3172000 Noo
bressnc (217001 Only entry [n];Lsce Lece (3170003 No recurn (n];dousf Aour Fund [a] - Month;dowsF dowr Fund
[n] - Total;UseHF Use Hour Fund [h]

Detoteka Uredi Nejdi Pogled Kodiranje Sintaksajezika Nastavitve Orodja

Py yry=y| | ERIE R I
5 StatstiosCokmmsExpor_155118375327 cov £ |[B Saislest s
E Pezsonal ID; ; n e

;-69:52;-45:52

111 30;00:00

16:24;-00:56;-15

52;00:00:-23:5: i1
0:0 :00:00:00;00:00
1013;Churchill
Maria;:Sales:4 00700:00700:00;16:08;40:00;-23:52;168:00717:22; 7577207 20; 160:00708: 00 40:00;00:00;00:00;0
0:00:00;00:00;00:00;00:00;00:00;00:00
Normal text file length: 1995 lines 6 Ln:1 Col:1 Sel:0]0 Windows (CRLF) _ UTF-3 INS
Detoteka Uredi Nejdi Pogled Kodiranje Sintaksajezike Nestavitve Orodja Mskro Podeni Viiéniki Okno 2 %

o5 s dl | (g x| B BRI B B[
St elinaoi 1691103752736 L i StatstcsColumnsExport_1591183782186.cov tatisticsColumnsExpor 1591183795882 cov (3]

T Psers;Lunch count;Drive TWork ob1 T [h1785 Holidey (n]Les
Leave [n]:01d Old leave [n];——— Weekend [n];four Using hours [n];Irrlea Irregular leave [n];Unleave Unpaid
leave [n]:Stud Study leave [n]iMater Maternity leave [n];Pater Paternity leave [n];Sick Sick leave [h]:Blood
Giving blood [n];Care old Careaccompanied (old) [n];Care Care-accompanied [n];BusTr Business trip (n]:Bush
Business (n]:Briy Private [n];Extra Extraordinary work [n];Over Overtime [n];Worki Work from home
[h] ;Unauthorized Unam:huxxzed absence [h];Lunch Lunch [h];E000 Not present [h];E00l Only entry [h];Llate Late
[n];0003 No h] Hour Fund [h] - Month;HourF Hour Fund [h] - Total; UseHF Use Huux Fund [h]

s0: 1 is
2000111007050
Normaltext fle length 1124 _fines 6 Lni1 Coli1 sels0]0 Windows (CRLP)__ UTF-6 s

Detoteka Uredi Nejdi Pogled Kodiranje Sintaksajezika Nastavitve Orodja
o5 s dl | | &% x|

I st pon 159110750273 | B Sttt 1

1 5 StsstosCommsErpor_1591183756820mv 3 |

Personal 1D;
period;T b1 leave;

+Balance;said
old leave;0ld leave;Lunch count;Drive
count;0001 Wpzkgime [dayl:Ho Holiday [dayl;Lea Leave [day];Old Old leave [day];—--- Weekend [day];Hour Using
hours [day];Irrlea Irregular leave [day];UnLeave Unpaid leave [day];Stud Study leave [day];Mater Maternity
leave [day];Pater Paternity leave [day];Sick Sick leave [day];Blood Giving blood [day];Care_old
Care-accompanied (old) [day];Care Care-accompanied [day];BusTr Business trip [day];Bugi Business [day];BIiy
Private [day];Extra Extracrdinary work [day];Over Overtime [day];WorkH Work from home [day];Unauthorized
Unauthorized absence [day];Lunch Lunch [day];E000 Not present [day];E001 Only encry [day];Late Late
{d2y);0003 No revurn [dey);UseHF Use Hour Fund [day)

IField;1;507122;0;0;-69;-45;-24;168;24;24;4;9;9;9;9;1;0;5; 1;050;0:0;155:1;1;0;0

inistration;3;;0;167;0;0;-16;0;-15;168;24;24;7;7;20;20;20;1;0;0;10;0;0;0;0;0;070;0;0;0;0;0;0;0;0;0;0
:0

Field;1;70;168;0;0;-23;0;-23;168;

1013;Churchill
Maria;;Sales;4;;0;208;0;0;16;40;-23;168;17;22;7;7;20;20;
0

Normal text ile length: 1.409 lines: 6 Lni1 Col:1 Sel:0]0 Windows (CRLF)  UTF-8 INS
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1.5.4. * SAP export

NOTE
The BAAN exports are only available when using the SAP export Codeks add-on.

Before you can use the SAP exports you must set the following settings and enter the necessary data in
Codeks:
- In the Users editor, enter an appropriate value for each user in their users' settings under the Export
ID setting. This code must coincide with the code assigned to each user in your SAP system.
- In the Statistics editor, enable the Export setting for all statistics which will be exported in the SAP
export, and enter the appropriate value for each statistic under the Infotype setting. The Infotype
setting must coincide with the code assigned to the statistic in the SAP system.
Additionally you must enable the This statistic indicates absence setting for all absence statistics (e.
g. Leave and Old leave), and also enable both the This statistic indicates absence and This statistic
indicates sickness settings for all sick leave statistics.
- In the Preferences -> Time attendance tab -> SAP export section set the format in which you
wish to generate the SAP export, define how the information of statistics with a specific Infotype will be

displayed and whether the report should also contain data about lunches, drives and stimulation.

According to the selected file format the corresponding SAP export will be generated:

.csv SAP export Xlsx SAP export

In the text file format, the SAP export displays the values
of statistics in separate lines for each statistic recorded by
a user in the selected period.

[ - =] x
Datoteka Uredi Najdi Pogled Kodiranje Sintaksa jezika Nastavitve Orodja Makro Pozeni Vtiéniki Okno ?

o 2@ D LR S EFEEAz® @ ) i ¢

| SAPEsport 202005 (3.0 &3 |

/05/2020

Normal textfile length: 1.017 _lines : 25 Ln:1 Col:1 Sel:0]0 Windows (CRLF)  UTF-8 IN

In the spreadsheet format, the SAP export displays the
data on each specific statistic infotype on a separate
worksheets. The individual sheets then contain data of
users who recorded statistics of a certain statistic
infotype in the selected period.

- A i m [ <

SAPExport 202005 (1).xlsx - Excel

Insert  Pagelayout Formulas  Data  Review  View  Help  Acobat  Q Tellme S, share

<X F, Conditional Formatting = | & Insert

5

- 9 | [/ Formatas Table * Delete

Paste Editing
- 4 Cell Styles ¥ Format .

A @ s 9

Alignment Number 5 Styles Cells ~

Clipboard 15 Font

E3 2 fx  23/04/2020

A 8 c ) 3 F G H 1 ) K L[~
1 1018 Bol 12/05/202 22/05/202 12/05/202" 0,00
2 1000 Bol 04/05/202 29/05/202 04/05/202” 0,00
3 [1023 Bol

04/05/202 15/05/202(23/04/202] 0,00

CINIC RTINS

11

12

13

14 =

4567 123 7000 333BOL. (% < 5
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1.5.5. * BAAN export

NOTE
The BAAN exports are only available when using the BAAN export Codeks add-on.

Before you can use the SAP exports you must set the following settings and enter the necessary data in
Codeks. Based on this entered information the BAAN system will then identify users and statistics:
- In the Users editor, enter an appropriate value for each user in their users' settings under the Export
ID setting. This code must coincide with the code assigned to each user in your BAAN system.
- In the Statistics editor, enable the Export setting for all statistics which will be exported in the SAP
export, and enter the appropriate value for each statistic under the Infotype setting. The Infotype (3

characters long) setting must coincide with the code assigned to the statistic in the BAAN system.

The report will be generated .csv format, which is suitable for import into the BAAN system, and will contain
data on the duration of registered statistics and the number of lunches and drives for each selected user in

the currently selected month.

|=| BAANEXxport_202005 (1).csv [X|
1 010030123066010008
010030874016000002
010030031000000008
010030032000000008
010180031000000000
6 010180032000000000
7 010000031000000000
8 010000032000000000
9 010020031000000000
10 010020032000000000
11 010010031000000000
12 010010032000000000
13 010230031000000000
14 010230032000000000
15 010040031000000000
16 010040032000000000
7 010170031000000000
18 010170032000000000
19

)

G W N
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1.5.6. Worktime

The Worktime export displays data on registered intervals for each individual user in the selected period,

and can be printed in any format.

You can also enable some additional settings when exporting:

Show subintervals

Show actual event times

Show daily summaries

Output file format Portable document format (.pdf) h

o

Settings Description

Show subintervals If this setting is enabled the report will also contain the recorded daily intervals
within the umbrella intervals.

Show actual event times If this setting is enabled the actual times (as well as the recorded rounded-up
times) of the time attendance events will be displayed on the report (the actual
events will be marked with an asterisk *).

Show daily summaries If this setting is enabled, the report for each user will also include the totals of all
statistics that they registered in the slected period.

Output file format Before generating the report you can specify the exact period for display and
select the output file format (Portable document format (.pdf), Excel Worksheet (.
xls), Excel Worksheet (.xIsx), Open document spreadsheet (.ods), Comma
separated values (text document - .cvs)).

An example of the report in PDF format:

Period report

Personal I0Export ID_| External IEmployee |Day Date |Day of wedStart Start descr)Start locatiStart locatiEnd End descrijEnd locatit
1018 Acker Davi 1]1.05. ZGZE Fri 0

1018 Acker Davi 2|2.05. 202qQSat 0

1018 Acker Davi 3|3.05. 202d5un 0|

1018 Acker Davi 4/4.05. 2020Mon 06:48 Entry Company 5[15:05 Exit Company
1018 Acker Davil 5|5.05. 202(QTue 06:58 Entry Company 5[15:20 Exit Company
1018 Acker Davil 6/6. 05. 2020Wed 07:00 Entry Company 5[15:02 Exit Company
1018 Acker Davi 7|7.05. 2024Thu 07:00 Entry Company 5[15:14 Exit Company
1018 Acker Davi 7(7.05. 2024Thu 12:33 Lunch Company 5/13:03 Company
1018 Acker Davil 7(7. 05. 202QThu 13:03 Lateness |Company 5[13:15 Company
1018 Acker Davi 8[8. 05. 202QFri 07:02 Entry Company 5[15:10 Exit Company
1018 Acker Davi 9s. 05. 202dsat 10:23 Entry Company 5[22:58 Exit Company
1018 Acker Davi 10/10. 05. 2045un 0|

1018 Acker Davi 11{11. 05. 202Mon 07:10 Entry Company 5[15:10 Exit Company
1018 Acker Davil 11{11. 05. 202Mon 12:23 Using HoujCompany 5[15:10 Company
1018 Acker Davil 12{12. 05. 204 Tue 06:38 Entry Company 5[15:16 Exit Company
1018 Acker Davi 13(13. 05. 20dwed 06:41 Entry Company 5[15:04 Exit Company
1018 Acker Davi 14/14. 05. 204 Thu 06:48 Entrance [Company 5|16:23 Exit Company
1018 Acker Davil 14|14. 05. 203Thu 10:04 Private ung Company 5[11:23 Company
1018 Acker Davi 15/15. 05. 202Fri

1018 Acker Davi 16[16. 05. 204Sat 0

1018 Acker Davi 17[17. 05. 204Sun 0

1018 Acker Davi 18]18. 05. 204Mon 0|

1018 Acker Davi 19]19. 05. 203 Tue 0|

1018 Acker Davil 20|20. 05. 203Wed 0

1018 Acker Davi 21|21 05. 203Thu 1]

1018 Acker Davi 22|22, 05. 202Fri 0|

1018 Acker Davil 23|23. 05. 2035at 0

1018 Acker Davi 24)24. 05. 2035un 0

1018 Acker Davi 25|25. 05. 203Mon 13:20 lllegal entr|Company 5
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The Largo export is especially adapted for further import and processing in the Perftech.Largo system.

1.5.7. Largo export

[=] StatisticsColumnsExport_1590159411658.csv E1 1

1 tudE;USEIs;PEISDnal ID;Department;Department code;Subunit;Subunit code;Sum [h];Overtime [h];Balance [h]:Jalda
period [h]:Transfer [h]:Work obligation [h]:Remaining leave;Leave;Remaining old leave:;0ld leave:;Lunch
count;Drive count;0001 [h]:0001 [day]:Ho [h]:Ho [day]:Lea [h]:Lea [day]:01d [h]:0ld [day]:-———— [h]:—~—

[day] ;Hour [h];Hour [dav];IrrLea [h];IrrLea [day];UnLeave [h];UnLeave [day];Stud [h];Stud [day];Mater
[h];Mater [day];Pater [h];Pater [day]:;Sick [h];Sick [day];Blood [h];Blood [day];Care old [h];Care_old

[day] ;Care [h];Care [day]:;BusTr [h]:BusTr [dav]:Busi [h]:Bugi [day]:Bziy [h]:Bgiy [day]:Extra [h];Extra

[day] :Over [h]:;Over [dayv]:WorkH [h]:WorkH [day]:Unauthorized [h]:;Unauthorized [day]:Lunch [h]:Lunch

[day] ;E000 [h];E000 [day]:E0OL [h];EQ0L [day]:Late [h];Late [day];0003 [h];0003 [day]:;HourF [h] - Month:;HourF
[h] - Total;UseHF [h];UseHF [davy]

2 1018:3cker
Dawid::Field:1;:0;

29:52;-05:52;-24:00;7120:00;724;24;

You can adjust the values of the displayed statistics using the formulas in the Largo Export section of the
Time Registration tab in the Preferences menu.

Additionally, the Largo Export is specially adapted for exporting the mileage data when using the Codeks
Distance Table add-on.

In the Largo Export, new mileage data according to different workplaces are presented in the last columns of
the report table. For each location (workplace or several workplaces marked with the same Location Code),
the repetition counter and the total number of kilometers are displayed.

A ] € D E r : i — X

1 |Code User Personal ID Departme Departmen NI STRM_[Largo_code] _CNT STRM_[Largo_code] CNT Pf_COST
2 5 Jack Doe 1005 Managem 23 575 0
3
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1.6. Reports

“.{I/ Time attendance o ﬁ l ' ‘ E’ ‘ ‘

Back Period Report Error report  Statistics Export Reports Custom Work
Home report report Leave report o:\ilglztrl;?n
Day report
HLast name Name Personal IlDeparimell  Events 1.4. - 30.4. (5 weeks) -
Monthly Saldo Report
13. week (1.4.-4.4)) -
= = i i QOvertime report o And
Anders Tatiana 1003 Sales - O 14. 0001 06:42 - 15:00 Worktime 1
Brown |Luis 1000 Field 0018 THU o2y ey RN @ Uncorfmed TAreport |1 Apr
Christmas | Maria 1013 Sales vl PR Monthly hours report -
Cooper Sebastian | 1001 ..agement, | ¥ DOODQ IZ:R';I (70071508 -uorkt\me_ - @11 01.04.20:
= . -00:09 0 2 4 e 2 4 15 P d shift work
Elder Niko 1023 Ffeld P2 g g i anned shift worl o oo'
Evans Timothy 1002 Field s O 34. -—-— Weekend Hours Realisation Report 0
Flanighan |Andy 1016 Field g &
9 ,} - Sl Current presence report ®0
Gardiner- . Maia 1005 Sales 8 A4, ——— \Weekend 0
.
Hill Jeffery 1021 Production N SUN Record of work hours (0] Gooo
e i 00
AmEson Bock L Sles 14 week (5.4. - 11.4) Monthly overtime report | ¥ @tLac |
Knowles Jerrv 1006 Field = = e - [Tl

Through the Reports icon you can access special reports:
Leave report,
Day report,
Monthly Saldo Report,
1 Overtime report,
2 Unconfirmed TA report,
Monthly hour report,
3 Planned shift work,
3 Hours Realization Report,
4 Current presence report,
Record of work hours,

Monthly overtime report.

1 This report is only available when using a specially configured system for confirming overtime.
2 This report is available and relevant to use only when using the worktime approval function.
2 This report is only available when using the Codeks Shifts add-on.

4 This report is only available when using the Codeks ePermits add-on.
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The Leave report displays the current state of used and available leave and old leave days for all selected

1.6.1. Leave report

users.

If you are printing the Leave report for the current month, the report will display the status of leave
days on the current day.

If you are printing the Leave report for any month in the past, the status of leave days on the last
day of the month will be displayed. It is not possible to create a report showing the status of holidays on
a particular day in the past for any month in the past.

Before generating the report you can select the output file format (Portable document format (.pdf), Excel Worksheet (.
xls), Excel Worksheet (.xlsx), Open document spreadsheet (.ods), Comma separated values (text document - .cvs)).

Output file format Partable document format (.pdf) v

BryEs ﬁ

@ Leave report

30.04. 2021
User Department Saldo Sum Leave 0Old leave

Anders Tatiana Administration 255 112:55 24/24 /24
Jameson Boris Fizld 1:20 111:20 22/22 ojo
Brown Luis Field o:01 110:01 22/22 /22
Spring Dave Field 5:23 115:23 15/24 0/23
Smith Frank Production 212 112:12 25/25 328
108/117 1693

1.6.2. Day report

The Day report will display all Entry and Exit events as well as the daily statistics on a particular day for all
selected users. To generate a Day report, first, set the date to be displayed (From).

If the Show subintervals setting is enabled the report will also contain the recorded daily intervals within the umbrella
intervals.

If the show actual event times setting is enabled the actual times (as well as the recorded rounded-up times) of the
time attendance events will be displayed on the report (the actual events will be marked with an asterisk *).

From 03042018

Show subintervals ¢
Show actual event times |

Output file format Portable document format (.pdf) A

Ezres E

Before generating the report you can select the output file format (Portable document format (.pdf), Excel Worksheet (.
xls), Excel Worksheet (.xlsx), Open document spreadsheet (.ods), Comma separated values (text document - .cvs)).

@ Day report

3.04. 2018
User Department Start Stop Total Statistic
Brown Luis Field 07:29 Vhod 16:09 Izhod 08:40 Worktime
Brown Luis Field 10:33 Cas na poti 11:50 01:17 Enroute to client
Brown Luis Field 15:13 Cas na poti 15:56 00:43 Enroute to client
Christmas Maria Development 07:00 Vhod (*06:36) 15:14 Izhod 08:14. Worktime
Cooper Sebastian Management *08:00 Gibljivo vhod (*19:01) *19:01 Gibljivo Izhod 11:01 Worktime
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1.6.3. Monthly Saldo Report

The Monthly Saldo Report will display the value of Saldo for each month as well as the total (sum) value of
the period saldo for the selected period.

Before generating the report you can specify the exact period for display and select the output file format
(Portable document format (.pdf), Excel Worksheet (.xlIs), Excel Worksheet (.xlsx), Open document

spreadsheet (.ods), Comma separated values (text document - .cvs)).

Period start January v 2018 v
Period end April v 2018 v
Qutput file format Portable document format {.pdf) v

Canc] E

@ Monthly Saldo Report

Work obligation and real hours
Employee: Brown Luis
Department: Field

Month Work obligation Period sum Saldo period

01.2018 184:00 186:59 02:59

02.2018 160:00 157:31 -02:29

03.2018 176:00 179:49 03:49

04.2018 168:00 166:39 -01:21
sum 688:00 690:58 02:58

CODEKS TA - Time Attendance Reports 21



Utn®

The Overtime report will display data about the confirmed overtime hours of users in a selected month.

1.6.4. * Overtime report

* NOTE

The use of the Overtime report requires a very specific configuration of the Codeks system, which does not make
sense for most users of the Codeks software. The report is only available when using statistics for recording
overtime and the functions of confirming statistics and confirming the time attendance monthly. The report
is only used in systems where the heads of departments need to validate overtime statistics that users
record in their time attendance in order for the users’ overtime to be granted and paid. Before you can print
this report, the time attendance information for the selected user must also be approved. Therefore, the
report is usually not displayed, as it would return a blank report in most cases.

To enable the Overtime report, the following settings must be prepared in the Codeks application:
- in the Statistics editor, create statistics that have the Count statistic as setting set to the Overtime value,
and also require a confirmation from the head of department, i.e. have the Statistic needs confirmation setting
enabled.
- in the Preferences editor in the Time attendance tab under the Time attendance section, you must enable the
Worktime approval setting and also set the Worktime approval type setting to the Monthly value.

The report is designed as a form for ordered overtime hours and contains signature fields for the responsible
department managers. This report can only be generated in the PDf file format.

You can also display a legal notice to the footer of the overtime report. The legal notice text can be added in

the Preferences in the time attendance tab under the Overtime report disclaimer setting.

Overtime ordering form

Employee name Shift Date of overtime |Overtime hours| Reason for ordering | Travel cost of | Date of order Approved by
overtime
Garrick Ivan 4.05. 2020 04:00 0 5. 06.2020 adminEN adminEn
Garrick Ivan 5. 05. 2020 04:00 0 5. 06.2020 adminEN adminEn
Garrick Ivan 6. 05. 2020 04:00 0 5. 06.2020 adminEN adminEn
Garrick Ivan 7.05. 2020 04:00 o 5. 06.2020 adminEN adminEn
Garrick lvan 8.05.2020 04:00 (1] 5.06.2020 adminEN adminEn
Garrick lvan 11.05. 2020 04:00 (1] 5. 06.2020 adminEN adminEn
Garrick Ivan 12.05. 2020 04:00 ) 5. 06.2020 adminEN adminEn
Garrick Ivan 13.05. 2020 04:00 o 5.06. 2020 adminEN adminEn
Garrick lvan 14.05. 2020 04:00 (1] 5. 06.2020 adminEN adminEn
Garrick Ivan 15. 05. 2020 04:00 0 5. 06. 2020 adminEN adminEn
Managing director Manager Supervisor
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1.6.5. * Unconfirmed TA report

The Unconfirmed TA report will list all users who do not have a confirmed time registration up to a
selected date. The report can only be used when using the Worktime approval function, both for monthly

confirmation and custom period confirmation.

* NOTE
This report is available and relevant to use only when using the time registration worktime approval function, both for
monthly confirmation and custom period confirmation.

When generating a report, you must first specify the date up to which you wish to check how many users
have unconfirmed time registration. You can also select the output file format (Portable document format (.

pdf), Excel Worksheet (.xls), Excel Worksheet (.xIsx), Open document spreadsheet (.ods), Comma separated

values (text document .cvs)).

To 30.06.2020

Output file format | Portable document format (. pdf) ¥

Cancel Use

Unconfirmed TA report
Last name Last confirmed date Checked by:
Acker Diarvad Field
Anders Tamara Administraticn
Brown Lusis Field
Churchill Maria Sales
Cooper Sebastian Marage ment
Eider Miko Support
Evars Timathy Field
Gardiner-Bayle Maia Sales
Garrick han Development
Graysan Andy Production
lameson Bors Sales
Knowdes Jerry Field
Lewis Jaan Production
Lewis Lilly Support
Marlawe Sani Dewelopment
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1.6.6. Monthly hours report

For each selected user displays, the report Monthly hours report displays all the statistics recorded in a
given period, including their duration and number of repetitions, additionally it also displays the number of

lunches and drives in the given period.

When generating the report, you must first specify the date, then you can also select the output file format
(Portable document format (.pdf), Excel Worksheet (.xlIs), Excel Worksheet (.xlsx), Open document

spreadsheet (.ods), Comma separated values (text document .cvs)).

From | 01.04.2021 To |30.04.2021

Output file format Portable document format (.pdf) v

o

@ Monthly hours report

Period: 1. 04. 2021 - 30. 04. 2021

Name Last name Code Statistic Time Count

Tatiana Anders £002 Error 00:00 1
0001 Worktime 88:55 10

Ho Holiday 08:00 1

old old leave 16:00 2

Weekend 00:00 2

ConD Consecutive days of work 17:12 2

Lunch count 1

Drive coun t 10

Boris Jameson 0001 Worktime 16:20 2
Ho Holiday 08:00 1

Weekend 00:00 4

Busi Business 02:58 1

£000 Not present 00:00 8

Lunch count 2

Drive count 2

Luis Brown Ho Holiday 08:00 1
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1.6.7. * Planned shift work report

* NOTE
This report is available and relevant to use only when using the Codeks Shifts add-on.

The Planned shift work report displays the scheduled shifts assigned to the selected users for a specific

period.

When generating the report, you must first specify the date, then you can also select the output file format
(Portable document format (.pdf), Excel Worksheet (.xls), Excel Worksheet (.xlsx), Open document

spreadsheet (.ods), Comma separated values (text document .cvs)).

From | 01.10.2022 To 31.10.2022

Show timetables

Show absence

Show sickness

Show work obligation

Show notes

Output file format Portable document format (.pdf) v

Cancel @ Preview

Preview w
To preview the data that will appear in the report To print the report in the selected final file format
click the Preview button. click the Use button.

From | 01.09.2020 To |30.09.2020 From | 01.09.2020 To |30.09.2020

Preview
sepember
321316251527 |18 | 19| 20| 2 | 22 | 23 2 |25 | 25 | 27| 28 29|30
I AL L. XY

User shifts report
Period: 1.09. 2020 - 30. 09. 2020
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1.6.8. * Hours Realization Report

* NOTE
This report is available and relevant to use only when using the Codeks Shifts add-on.

The Hours Realization Report displays displays the realization of the performed shift work in comparison

with the planned shift work for each selected user.

When generating the report, you must first specify the date, then you can also select the output file format
(Portable document format (.pdf), Excel Worksheet (.xls), Excel Worksheet (.xlsx), Open document

spreadsheet (.ods), Comma separated values (text document .cvs)).

From 01.04.2021 To 30.04.2021
Output file format Excel Worksheet (.xlsx) v
Cancel Use

The report shows the number of scheduled hours of shift work, the number of performed (realized)

hours of shift work and the difference between performed and planned hours of shift work for each

selected user.

B PlanRealisation_2021 4 91.xlsx - LibreOffice Calc

Dototeka Uredi Pogled Vstavi Oblika Slogi Delownilist Podatki Orodja Oknc
IE-wm-B-riDeR@XBRLA0
[ catibr K L P A& -

4

1 H; t
N - :ned Reslisation  Difference
Rl Tatiana Anders
4 April 176:00 106:54 -69:06
| 5 | Total 176:00 106:54 -69:06
[
I Luis Brown
| 8 | April 176:00 110:00 66:00
9 Total 176:00 110:00 -66:00

Aprll 176:00 120:55 -55:05
H Total 176:00 120:55 -55:05
'\4
'\ Apr’ll 176:00 100:00 -76:00
‘\T Total 176:00 100:00 -76:00
'\9 Frank Smith
| 20 | April 176:00 140:00 -36:00
| 21 | Total 176:00 140:00 -36:00
22
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1.6.9. * Current presence report

* NOTE
This report is available and relevant to use only when using the Codeks ePermit add-on.

The Current presence report displays a list for checking the current presence of users.
When generating the report, you can also enable the display of Additional fields, then you can select the

output file format (Portable document format (.pdf), Excel Worksheet (.xlIs), Excel Worksheet (.xIsx), Open

document spreadsheet (.ods), Comma separated values (text document .cvs)).

Additional fields

Qutput file format Portable document format (.pdf) v

@

For each selected user the report shows the time of the last event they registered, any permits they
have already or will use in the current day, the values entered for them in the Additional fields and a
blank field where you can manually enter the status of their presence. The Current presence

report always shows only the data for the current day.

Current presence report
Last name Name Last event Request for exit permit Room Presence

Department: Company\Accounting

Anders Tatiana 15:14 Private - (14:00 - 15:00) 201

McEntyre Bruce 11:20 201

Lin Cleo 14:58 201

Department: Compan \Slmport

Ryerson Ernest 08:35 193

Turner Michael 09:16 194

Evans Timothy 11:24 Private - (18:00 - 20:00) 193

Elder Niko 11:25 194

Knowles Jerry 10:49 193

Flanighan Andy 15:07 193

Department: Company\Sales
|Hermann Joe 12:13 |158 | |
|Jameson Boris 14:14 Private - (15:00 - 00:00) 1158 | |
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In the Time attendance editor, you can print the Record of work hours report, which is formed as a
customized report for EU projects (i.e. projects that use European funds).

1.6.10. Record of work hours

NOTE

Before you can print this report, you must check the codes of statistics used for business trips, overtime,
exceptional, maternal and paternal leave and any other statistics you wish to display on the report in the

Statistics editor, and also edit the settings in the Work hours record report settings section of the Time attendance
tab in the Settings -> Preferences menu accordingly.

You can enter codes of several statistics in the field by separating them with commas.

In the field Other statistics you can enter the codes of statistics and calculated values, which you also want to print in

the Work hours record report. Additional statistics and calculated values will be displayed each in its own column
between the Leave and Business trip sections.

Other statistics Lun, Priy

February 2021
work obligation: 152

RECORD OF WORK HOURS
Worker Month:
COMPANY Fabrusry 2021

oate  |oax| rora [ byermon ot .= Lunch Private Jvate during work piness 1| comeany
SHORTA Raguior 5

4247 0,37 L1350 2000 800 LY
L0202 Jwon] 40,00 20,00
2022001 [Tue| 8000 a0.00
03.02.2021 JWed) 39.25 0.75 8,00 s
[EETEETY [ IPTETH TN I . | EEE
05,02,2021 | Fri | 35,45 0,55 X n 31,35
06.02.2021 | sat L
w7.022021 [sun|

You can enter codes of several statistics in the field by separating them with commas.

LunePriy. 500 | 7547

In this field, you can also enter formulas to calculate additional values. The format of the formula for displaying

these values is Excel_Formula (= COLUMN NAME to be printed in the table header —) {— mathematical
calculation with statistics codes —3}.

Other statistics Priv -
Excel Formula(Private
during work){Lun+Priv}

February 2021

work obligation: 152

RECORD OF WORK HOURS
Warker.

COMPANY

oare  foay| rona [FES/ by __ JLEAVE Lsnch Private private duringwork [HESs 1| comeany
SHORTA Regular_fep Sick

AT o037 | 150 2000 1500 500 Lun Priv Lunebriv 00 | msar

40,00
40,00

075 fco | sa2s

04022001 fnu 137 | 127 E an

os.02.2021 | “055 3145

06.02.2020 | Sat

07.02.2021 | Sun|

E

01.02.2021 [won| &
0202201 | Tue|
03.02.2021_[we

You can use mathematical operations: addition, subtraction, multiplication and division.

You can enter one or more formulas, however, the condition for the formulas to work correctly is that the statistics used
in the formula are already displayed in the previous columns of the report.

CODEKS TA - Time Attendance Reports 28



Utn®

The report can only be generated in the form of a spreadsheet in .xIsx format.

The Record of work hours report is a specifically designed report in the form of a spreadsheet, made

according to the specific requirements of recording work on EU projects.

3 =R = I S W " N o ° | a
1
2 February 2021
3 work cblgation: 152
I
s RECORD OF WORK HOURS
. Worker Montn:
7 company February 2021
g onte[onr| roma [PCES/] LEAVE Lunen prwate prvate during work iness 1f company|
s sworTA Reguiar e Sioc
10 ] o7 | 15 | a0 [ew a0 o ET oI 5o |
1 Loz 2071 [wion| 00 w000
n 202.2021 | Tue| 000 000
5 02,2001 [wed| 295 | 075 o0 |z
1 Gs02.2001 [t s127 | 127 127
15 o5 022021 J i | 3905 | o5 00 s
- O502.2021 [sat
3 7.02.2021 [sum
i 8022021 [vor]
1 09.02.2021 [ Tue] 150 150 150
x 10022021 fwee] a0.00 000
2 1102.2021 [ whu 000 0 200
2 12022021 | i | a0.00 00 {5 200
= 13022021 [sat
2 1602.2021 [sum
s 1502.2021 [won| 2,00 2800
= 15022021 [1ue| 5500 | 500 5500
27 17.02.2021 [wed] 2000 | 800 2000
= 15022001 [l aso0 | 100 25,00
&) 19.02.2021 | 7 | .00 w0 a0
20 20022071 [t
2 21022021 [sum
2 2202.2021 |Mon| 600 2500
= 23022001 Jrue as.00 25,00
= 24.02.2001 [wed] .00 28,00
3 35.02.2001 | Thu 2800 25,00
= 20022021 | 7 | as.00 w500
a7 27022001 [t
S 28022021 [sum
5 EXCESS | SHORTAGE R@Utesce a start of mont, 275200 Ealance stendof month: 279553
w
s
@ RECORD OF WORK HOURS
. worker wontn:
“ company February 2021
s e T e

worken | Toma Lunch private ork iness 1| company
s sworra Reguiar_ept o] sioc
7 a2ar| 057 | a0 | 0w e .00 T P [ Y
= ot Flamghan]_15650] 100 | 150 | a0 |00 500 500 | 12650
a9 George kast]_152.0) 15200
50 15200
5 15200
2 | 157 00 0 13557
B ebita Cuttingharn|_s0.00 000
51| EXCeSS | SHORTAGE ROURSSlance st tar of month,_-2752,00 Ealance stendof month: 273555
5

The first part of the report shows data for all
selected users together.

The first table in the first part of the report shows
the total values for all selected employees for each
day of the month:

the sum of the working hours of all selected employees on a
given day,

excess or shortage of working hours and the sum of overtime
hours,

the sum of regular leave (which includes both this year's annual
leave and last year's (old) leave), the sum of exceptional,
maternity and paternity leave and the sum of sick leave (all
types of sick leave),

values of other statistics and additional calculated values,

sum of business trips,

the sum of work hours without the hours of absences (leave, sick
leave and business trips).

The last column of all tables lists the company name as
defined in the Codeks system settings.

The second table in the first part of the report
shows the monthly values for each employee:

the sum of the working hours,

excess or shortage of working hours and the overtime,

the sum of leave and sick leave absences,

values of other statistics and additional calculated values,

sum of business trips,

the sum of work hours without the hours of absences (leave, sick
leave and business trips).

The second part of the report shows the data for each individual user.

The first table of the second part shows the values for
each individual day of the month for the selected
employee:
the sum of the employee's working hours on a given day,
excess or shortage of working hours and the sum of overtime hours,
the sum of regular leave (which includes both this year's annual leave
and last year's (old) leave), the sum of exceptional, maternity and
paternity leave and the sum of sick leave (all types of sick leave),
values of other statistics and additional calculated values,
sum of business trips,
the sum of work hours without the hours of absences (leave, sick leave
and business trips).

alsl ¢ o & G s " i x L ™ N o [ a
5

£

57 RECORD OF WORK HOURS

£ Worker: Month:
E) Rob Flanighan February 2021
al onte [onr| roma [PCES/] SEAVE Lunch private private during work biness 1f company
CY SHORTA Regolar Sick

3 a0 oo [ 150 | a0 [so0 500 T G oo o0 | w0
£} OLc22001 [wor] .00 5,00
o 02022021 [Tue| 800 500
& 03022001 |wed 500 500

6 08022001 [thu[ 800 500
G 05022021 | 7 | 00 500

£ 5022021 |sat

o 07022021 [sun

n 08022021 |vion)

n 05022001 [1ue| 550 150 550
n 10.02.2021 [wed] 6,00 500
7 11022001 [Thu| 800 500
” 12022001 | ¥ [ 800 500

7 33022001 [sat

7 20022021 [sun

7 15.02.2021 |wor|_8.00 5,00
n 16022021 [Tue| 00 800
» 17022001 |wed] 500 5,00
0 18.02.201 [1hu] 9,00 | L0 5,00
= 19022001 | 7i | 800 200 300
a2 200220 [sat

£ 21022021 [sun

£ 22022021 [won] 800 5,00
o 25022001 [Tue| 800 5,00
3 28022021 [wed] 500 800
£ 25022001 [1hu| 00 5,00
£ 2602200 | i | 800 5,00
5 270020 [t

o 25022021 [sun|

£y EXCESS ] SHORTAGE month o0 Batance st end of month 2%
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The second table in the second part of the
report shows the data of the selected
employee for each day of the month:

their work obligation,

the time of arrival to work and departure from work and
the duration of their presence,

time of departure on a n unpaid absence and the time of
return to work and the duration of the unpaid absence (if
an employee clocks several unpaid absences on the same
day only the start time of the first absence is recorded
and the duration of each subsequent absence is added to
the first absence thus the time of return for the first
absence is modified; example: Private 7:00 - 7:30 [0:30]
and Private 8:45 - 9:00 [0:15] will be recorded as Private
7:00 - 7:45 [0:45]),

the sum of work hours without the sum of unpaid
absences,

the sum of leave, sick leave, and excess or shortage of
work hours (in case two values are recorded on the same
day, e.g. leave and overtime, different values in the same
field will be separated from each other by a semicolon).

RECORD OF PRESENCE AT WORK
worker:

Rob Flanighan
e | reskanaorhan
gation (] & v 1enve

1 2 3 _le=3al 7=65] 847 OVERTIME
T 500 | 700 [ w500 | w00 | o0 | G0 [ o0 | ewo
2| s00 | 700 [ 3500 [ s00 | o0 | om0 | o 500
5|00 | 000 | oo o0 | o0 | o
s | so0 | 700 | 1500 [ so0 | 000 | 000 | o 50
s | 500 | o0 [ o0 sick:ah;
o | o000 | oo 000 | oo T o0
7 000 | 000 | 000 | ooo ] 000
] 000 | 0:00 | 000 | o000 | 0:00
500 | 700 | 1030 [T8a0 530 | overtime: 15
500 | 700 [ 500 | 800 w00
w0 | 700 | 1500 | so0 500
[z | 00 | oo [ oo Exceptiona:an;
> | 000 | 000 | 000 | om0 | 000 [ oo [ o0 | o000
000 | 000 | 000 | 000 | o0 | w00 [ w00 | ooo
500 | 700 | 1500 | s | 000 | 000 | 000 | s00
w00 | 700 | 150 | w0 | 000 | 000 | 000 | w00
500 | 500 | 1700 [Ws08] 000 | o0 | o0 [Wson Excessih;
s T s00 | 500 [ 120 00 [ o0 [ 000 Regular:ah;
20|00 | 000|000 | o0 [ oo [ oo [ oo | oo
000 | 000 | o000 | o0 | o0 | o0 | ooo | ooo
500 | 700 | 1500 | 500 | o0 | o0 [ o0 | om0
w0 | 700 | 1500 | w0 | 000 | 000 | 000 | s0o
w00 | 700 | 150 | w0 | 000 | 000 | 000 | s0o
25 | 500 | 700 [ 1500 | 500 | 000 | o0 [ o0 | om0
P I ) oo I I I )
% | oo | 0w | 0w | oo | oo | oo [ oo | ooo
T Sa630 000 | 126130 | Reguiar: s Exceptiond ERGEsEIER
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1.6.11. Monthly overtime report
The Monthly overtime report will display the
value of all overtime hours in a given month
(which is equal to the value of Saldo period),
the number of paid overtime hours (equal to
the manual transfer of hours to overtime),
and the difference between the two values,

which is transferred to the next month.

Current period summary

~

Period sum 204:08
Period work obligation 184:00
Overtime transfer 00:00
Stimulation transfer 00:00 |
Period plus 00:00
Sum of surplus hours 20:08
Sum of deficit hours 00:00
Saldo period 20:08
Saldo 20:08 |
Split ime 5
Lunch count 26
Drive count 1

I Manual transfer saldo to overtime  €)  05:00 I
=

Manual

nth remarks

al transfer from prev. month

er saldo to stimulation €)

€ o000

Utn®

Current period summary

Period sum 204:08
Period work obligation 184:00
Ovenim_e transfer 05:00
Stimulation transfer 0000
Period plus 00:00
Sum of surplus hours 20:08
Sum of deficit hours 00:00
ﬁdo period 20:08 ‘

Saldo 1508
Split time 5
Lunch count 26
Drive count 21
Manual transfer saldo to overtime €3 | 05:00
Manual transfer saldo to stimulation €3

Manual transfer from prev. month €3 | 00:00

Meonth remarks

Before generating the report you can specify the exact period for display and select the output file format

(Portable document format (.pdf), Excel Worksheet (.xls), Excel Worksheet (.xlsx), Open document

spreadsheet (.ods), Comma separated values (text document - .cvs)).

Period start January v 2021 ¥

Period end June v 2021 i

Output file format  Microsoft excel (.xisx) ~
Cancel

The Monthly overtime report is most clearly displayed in the form of an excel spreadsheet.

The in the first column of the spreadsheet all selected users are listed, and the following columns show the

values of the saldo values for the current month, paid overtime (the value of which is determined by the

employer, who manually transfers a certain number of the user's work hours from saldo to overtime), and

the difference in hours between the two values, which will be transferred to the next month.

1 jan.21

TOTAL
2 HOURS IN

mar.z1 may21
REMAINDER REMAINDER REMAINDER REMAINDER REMAINDER REMAINDER REMAINDER
PAID PAID PAID PAID PAID PAID PAID
OF WORK [AWeLTEN  TOTAL orwork  [ERFel/E [ANELTEN  TOTAL OF WORK OF WORK OF WORK
OVERTIVE OVERTIME OVERTIVE OVERTIME OVERTIVE OVERTIME OVERTIME
HOURS IN HOURS IN HOURS IN HOURS IN HOURS IN HOURS IN
12 12 s 35 9,5
12 16 35 10
12 i 35 13
12 10,5 35 6.5
12 1z 35 6.5
12 10 40 11,5
12 1 43 6.5
12 10 40 7
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1.7. Custom report

Custom reports enable you to create a completely customized output report or export data, that can be used
for further data processing in third-party programs and applications.

ATTENTION!

Defining a new custom report is a very complex process that demands a detailed knowledge of

the data structure within the Codeks database. In addition, you must also understand the

process of report generating and the elements used in the custom report definition.

You can read more about Custom reports in the documentation of the main Codeks application (https://
jantar.si/pdf/CodeksManual-en_V10.pdf).
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