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1.1 Start Up: Installation

Files on the installation CD:
- Setup.exe — installation file
- SetupExtrem.bat — command file for quiet installation
- Import Templates — directory containing templates for files to be imported into the database
- Extrem_Timesheet.doc — the user manual
- CreateExtremDatabase.sql — script to create the “Extrem” Database

Use the Setup programs to install EXTREM program and files in the directory you want (ex:
C:\ExtremSoft\). After installation, this directory should contain the following files:
« ExtremSoft. EXE — main program
« ExtremSoft.INI - initialization file
« TSFiles — subdirectory for time sheet files, which contains:

- TSWeek.xls - Excel form for the weekly Time Sheet.

- TSMonth.xls — Excel form for the monthly Time Sheet

- Report01.xls, Report02.xls,... - Excel forms for Time Sheet reports
. TranslateFiles — subdirectory for translation files, which contains:

- language.txt

- translat.txt

Install the SQLServer database::
- install SQLServer software on a Windows 2000 server (let’s say it’s IP address is 150.125.60.214)
- create a user “adminextrem” with a password “extrempassw”
- create a catalog for your database (ex: EXTREM)
- add the user “adminextrem” as this database owner
- modify the initialization file (EXTREM.ini) to reflect this configuration:

[Database]
DataBaseType=SQLServer
DataBaseName=EXTREM
NetWorkLibrary=dbmssocn
Server=150.125.60.214
QueryTimeOut=300

- Create the tables and views on SQLServer, using the database creation script
(CreateEXTREMDatabase.SQL).

EXTREM SOFTWARE
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1.2 Start Up: Configure the companies

After the program installation, the first time you run Extrem, you’ll see the following screen:

EXTREM: Configur

ﬂ?-eneral 1\
)
)

Feriods

\ [ Lompanies J [ Currencies

[ Departmetts ] [ Llients

Activity Codes

[ Froduct Lines [ Abzence Codes.

[ LCategories ] r Frojects

[ BiingFates | [ FiesDags
[Authorzed Employ..|

M o R

[Special Time Codes

A,

——

System Connected Users Period Cut OFF
[ Parameters 1 [ Uzers and Secunty ] [ See Lonnected Lsers ] l 15 Penod Cut OFf ]
( Exi |

k

Click on the “Companies” button. You’ll get the following screen:

Companies

P ) otea ] [met)

- Extrem Sobware Uza
Language #- 2 - Extrem Romania
- Extrem Frahce

360 - Extremn Marzeille

- Estrem Infarmatique
ExTREM FRAMCE E niglizh 20 - Grenohle Office

ExTREM BELGILIM Eriglizh 220 - Lille Office

EXTREM NORTH ELIROPE English 310 - Lyon Commercial Office
ExTREM MEW YORE. Englizh 300 - Pariz Office

ExTREWM EMGINEERIMNG BOS E niglizh +- d - Extrern Belgium

ExTREM DEVELOPMEMT HO Enalizh +- 5 - Extrem Morth Europe
TECHMICAL SUPPORT DuALLs Englizh
E=TREM ENGIMEERING BOS Englizh

b ather
Company

Compary

mber Company Mame

EXTREM SOTWARE LIS English

EXTREM ROMANIA English 250

Enter here the information for the company:

Company Number — a number that identifies the company
Company Name — the name of the company

Mother company — the company that owns this company
Language — default language for employees in this company

EXTREM SOFTWARE
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You need to create at least one company to be able to use the program.

- Show departments
Prints the company list
— Export to Excel

mport | — Imports company list from excel file

EXTREM SOFTWARE
Page 5



EXTREM User Manual

1.3 Start Up: Configure the employees and users

Next thing to do is to configure one or more employees in the ‘Employee List’.
Click on the “Employees’ option and the program will display the screen for employees configuration.

This screen will be explained in detail in the chapter “Configuration - Employees”. For the time being, all
you have to do is to enter your employee number and employee name. The system will fill in some of the
other columns with default data.

You can add one or more employees at this moment, as you wish.

1133 ALBIN, ILHAM

Employes
Type

Emp.
Mumber

Comp.
Mumber

[ept,
bake TS Mumbeer

Employee Mame Fresent Email &ddress | Productive Contract Type

33 011042000 | 20/05/2003 m bogdan.paladat®wa| ez  |Permanent
ann 2084 ANDRIES, ALAIM Tes 04/01/1988 Yes 220 | bogdan. paladat@wa Tes Fermanent
|00 11588 A0S50, MARIELLE Wes | 30/01/2003 ez 214 MaRIELLE AQSS0 ‘ez Pemmanent
|00 11577 ARBAGIC, BATIR Wes | 04412/2002 Yes 220 BaTIRARBAGICEf  Yes  |Permanent
R 11085 Asza, Seed Wes es 225 SeedAssal@fres fr Wes Permanent
NN 14007 M LY EN PN Ry prey A kA ==t At RN Ry Dmrrm mimmnl 13

Click “Exit” when you finished, you will return to the previous screen.
The next thing to do is to configure one or more users in the “Users List’.

For this, click on the ‘Use¢s and Security|" button and the screen for the user’s configuration will be
displayed.

This screen will be explained in detail in the chapter ‘Configuration - Users and Security’. For the time
being, the minimum to do is to configure one user, among the employees already entered in the ‘Employee
List’.

Enter the company and employee number, validate by hitting ‘RETURN’ or by changing the column, and
type Y’ (Yes) in the column “Is Admin’ (Is administrator). This will give this person access to all the
program options. You don’t need to type the employee name; the program will do it for you.

See Employess ] [ -y Excel

DiSpIay: [ General Rights ][ TimeSheetHights]
67003 MORTIER, BIBI

Can
General TS Can Do TS e

User Name ;E;m? Supervisor Ap$rsove Conectio ESpect!al TS Perind T3
miF. OMECIONE | | nierface | Closure | Reports

Company Llzer
Mumber | Murnber

300 BROCART. ELLY

300 Certin, Laghi

300 Damad, Sasha

300 DUR. JACQUES-OLIVIER

300 HARAMT, PATRICK

300 Harant, Patrick
MORTIER. BIEI

300 71244 PALARAMN, BO

300 94023 |TREMOULET.IOM

300 123456 User, NotEmployes

Be sure to have at least one administrator in this list General Time Admin=Yes).

Passwords: At the beginning, you can log-in without a password. Please change it immediately after the
first log-in by using the ‘Change Password’ menu.

EXTREM SOFTWARE
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2.1 Configuration - Departments

The following screen is used for Departments configuration:

Departments

EOX

][ > Excel ]

[ | mport ]

Print
710 1 B Seli= ol 014 General Management
#-[] 2 - Extrem Romania
L EEo o] o B
; p| 300 ~ M4 General Management LALREMT F
[ 350 - Extrem Informatique = ] )
[ 320 - Grenable Dffice ] 0o 024 | Techrical Management Cooperfield John
[ 320 - Lile Office 200 205 T Services Penta, Cost
[ 310 - Lyon Cammercial Office 200 211 General Accounting Guinness, Book
- Pariz Office | =00 214 Receivables Sccounting Ferguzzon, Alice
+ [ 4 - Estrem Belgium | 0o 217 | Pavables Accounting alta, Regine
S EILEEE e | 200 220 Software Development Taran, Yivi
T 300 221 Saftware Implementation Stevenzon, Bill
| =00 222 Feaszability Studies Gareth, Liza _
| 3o 225 | Eshtimation Cornwell, Patricia
5] hd

Check one or more companies in the company list on the left of the screen to display people belonging to

these companies.

Click on the right button to hide/display the company list.

Enter here the information for the department:

» Company number

> Department number — code of the department
> Department name — department description
> Department Manager — name of the department manager

EXTREM SOFTWARE
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2.2 Configuration — Categories of employees

For each company in your group, you can define a list of employee categories. For each category, you can
define a cost rate (hourly) and three billing rates (3 Lists).

When you later configure an employee, tell the system to what category he belongs: and the system will
propose the cost of the category as the hourly cost for the employee; you can either accept it or modify it, as
you wish.

The categories are defined using the following screen:

Categories

Billing Lists [ allists |[ List1 |[ Ltz ][ Linz | [ it |[ Escel | [ impon |

cq e e st O] g Aot o]

=0 1 Eads [Per {Per Day) Ends [Per Ends [Per Ends [Per 3

<0 our] 1 Hour) 2

g 300 ACC2  ACCOUNTING 2 30 EUR 12 10 120 100 usp 22 4 220 40 GB

| am ACC3  ACCOUMTING 3 35 EUR 13 1 130 10 usp 23 5 230 50 GB
| am ACC4  ACCOUMTING 4 45 EUR 14 1} 140 0 usp 2 E 20 =11] GB
| am ADMT ADMINISTRATION 1 25 EUR 15 1} 150 0 usp 16 7 160 70 GB
| am ADM2  ADMINISTRATION 2 30 EUR 16 1} 160 a usp ] g 80 an GB
| am ADMI  ADMINISTRATION 3 35 EUR 17 1.7 170 17 usp 24 9 240 a0 GB

=0 3m ADM4  ADMINISTRATION 4 40 EUR 18 15 180 150 usp 42 1o 420 100 GB

=0 =00 COMT  COMMERCIAL 1 55 EUR 19 14 190 19 uspD 25 1 250 10 GB
| am COM2  |COMMERCIAL 2 70 EUR 20 2 200 20 usp 26 2 260 20 GB
| am DE DESIGHER 38 EUR 66 3 660 =11] usp LiT4 3 670 i GB
| am Los DRAFTING OFFICE SUPERNWIE 47 EUR 83 g 830 an uspD 27 4 270 40 GB
| am DR DIRECTOR 105 EUR 185 18 1850 180 usp 28 B 280 50 GB
| am HD HE&D OF DIYISIOM 8 EUR 136 13 1360 130 usp 29 B 290 =11] GB
| am P FROJECT MAMAGER 1 56 EUR 97 97 970 970 uspD 30 7 300 70 GB
| am P2 PROJECT MAMAGER 2 70 EUR 121 12 1210 120 usp | b 310 a0 GB
| am SOR SENIOR DIRECTOR 150 EUR 21 21 210 21 usp 32 g 320 a0 GB

( _‘ 2NN crCH COCrIALICT EMCIML—EF 1 a7 cnp 7D 7 Fon N 1ncn e ) in el 1] 1nn l'_‘:l i

The information to be entered is:
» Company number
» Category, Description — code and description of the category
» Hourly Rate — hourly cost for this category
» Billing Rates, List 1
e Billing Currency — currency for the billing rate 1
e Billing Rate (Hourly Rate) -
¢ Billing Rate (Daily Rate)
e Amount Over for Week Ends (Hourly Rate) — for week ends and holidays
e Amount Over for Week Ends (Daily Rate) — for week ends and holidays
» Billing Rates, List 2
e Billing Currency — currency for the billing rate 2
¢ Billing Rate (Hourly Rate) -
¢ Billing Rate (Daily Rate)
e Amount Over for Week Ends (Hourly Rate) — for week ends and holidays
e Amount Over for Week Ends (Daily Rate) — for week ends and holidays
» Billing Rates, List 3
e Billing Currency — currency for the billing rate 3
¢ Billing Rate (Hourly Rate) -
¢ Billing Rate (Daily Rate)
e Amount Over for Week Ends (Hourly Rate) — for week ends and holidays
e Amount Over for Week Ends (Daily Rate) — for week ends and holidays

EXTREM SOFTWARE
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These billing lists are connected to the project configuration: When a project is added to the project list,
if it is BILLABLE, you’ll have to configure the Billing List for this project (1, 2, or 3), and to say what
rates you want for billing (hourly rates or daily rates). See the screen below, extracted for Project
Configuration.

]
SY300-MT219 Software Development

[ Clients ] [ Praduct lines ] [Billing Rates / Auth, Empl...][ Special Activity Fates ] [ Job Phases ] [ Print ][ -» Excel ] [ Impart ]

VI 1j o | BilUnit | Activity | Equivalent -
Company | Job Mumber Job Description Billable Bl'_l!'r:g [Day & Code abzence P[E.dUCt Froduct line dezcription NEIleJ
= Hour] | Processing code Ll -

Softnare Developmert T | How | Wee | [0
MaD Oui 2 Haur Required i] 1 POLYMERS & CHEMICALS CECA
M.AD. P/CPTE SIDETEC Har Haur Mare a a
300 TO201 FRAIS DE MAIN D'OELVRE Oui 3 Hoour Required i] 1 FOLYMERS & CHEMICALS  CLIM
300 T0202 FRAIS ORDIMATELIR an Hour Haone 1] 1 POLYMERS & CHEMICALS [CMIM ™
4 3
— E—

The category is linked to the employee configuration. When an employee is added to the list, you define a
category for this employee: the system will propose for this employee the hourly rate of the category; you
either accept it or change it.

1133 ALBIN, ILHAM

Emp.
MHurnber

Comp.

Huorly
M urnber Heelli

Category Fate

Employee Mame

AMDRIES, ALAIN

300 11588 ADSS0, MARIELLE ALk 25
300 11577 ARBAGIC, BATIR ACC 45
00 11025 &zza, Seed ACC 2h
300 11003 Azvme, Malain A1 20

EXTREM SOFTWARE
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2.3 Configuration — Employee type

You can configure several types of employee in EXTREM. For each employee type, you’ll have to say if it
is INTERNAL (your company staff), or EXTERNAL (from outside the company, either within the
corporate, or outside the corporate) .

The following screen will allow you to do just that.

Employee Type

Employee
Type

Internal or External

EXTERMAL
Group EXTERMAL
Permanent IMTERMAL

'

This information is linked to the employee configuration. When you add an employee to your list, you
define for him an employee type, as shown below:

1133 ALBIN, ILHAM

Employes
Type

Emp.
Humber

Comp.
Humber

Employes Mame Contra

ANDRIES., ALAIM Contractar
300 11583 40550, MARIELLE Graup
=300 11577 ARBAGIC, BATIR Pemanert
EXTREM SOFTWARE

Page 10



EXTREM User Manual

2.4 Configuration - Employees

The following screen is used for employee configuration:

96258 VANDENE, PHILIPPE

Autornat
NEmEér Employes Mame Hei:'ﬁbur Bank Mame Bank Mumber [1] Bank Mumber [2] Bank Mumber [3]
sement
I = ALEIM, ILHAM Dui  BHP 12345 zefzf FEITT
| |2084 AMDRIES, ALAIM Oui  BMP PARISEAS 1234 45454545 1234567330
| |1158s A0550. MARIELLE Dui  CAMARSEILLE LE 44 4BE7 1234567330
| |15 ARBAGIC, BATIR Dui |CE ILE DE FRAMCE 44 4567 1234567330
11527 AMAR. RACHID Ouw  5G SOGEFRPP 44 4567 1234567840
" |11085 Asza, Seed Oui CLPUTEALL= LA, 44 4567 1234567840
11512 Zuet, Frangois Oui  SG PARIS POMT MEUF 44 45E7 1234567330
1138 Zanzibar, Geta Ou | C.ERHOME ALPES 44 4567 1234567330
: 11314 "weilly, Grand Dui  BMP MAMTERRE 44 45ET 1234567330
Display options:
Present employees| - displays present employees
Not Present employees| - displays not present employees (who have left the company)

Check one or more companies in the company list on the left of the screen to display people belonging to

these companies.
Click on the right button to hide/display the company list.

The employee information has been split in four major groups, described below:

General information

VVVVVVVVYVYVVVVYVY

>

Company number

Employee number

Employee name

Present - if the employee is present or not

Date In - the hire date

Date Out - the date when he left

Make TS — this employee makes time sheets

Department Number — employee department number

Productive — (Yes or No) — Productive or Unproductive

Employee type — one of the employee type that you have defined (see Employee types”)
Approver Company, Number, Name — person who will approve the time sheet for this employee
Part Time(Yes / No) — for HR only

Male / Female (M or F) — for HR only

Classification, Function — for HR only

Email Address - employee email address, as configured in your Email system. Ask your Email
administrator.

Language — language for this employee

Time Sheet information

>
>

TS in Day / Hour — time sheet for this employee will be keyed in Hours or in Days
Default activity code — activity that is usually done by this employee

EXTREM SOFTWARE
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YV V

YV V

>

Category — category for this employee. See the chapter ‘Configuration — Categories’ for more
information

Supervisor Company, Number, Name — person who will supervise the time sheet input for this
employee. This supervisor can also enter the time sheet for the employees that he (she) supervises
Agency Number — the agency code; for external employees

Contract number — contract number (for external employees)

Buying Currency, Buying Rate — currency and amount to pay for this employee (for external
employees)

Buying Over for Week End — amount on top of the buying rate, to be paid if the employee works during
week ends or office holidays

Buying unit — the buying rate is for 1 HOUR or 1 DAY

Hours per Day — how many hours per day for this employee

Qh1, ....Qh7 — quotas of work hours for each day of the week. A warning will be issued when the time
sheet is validated if the booked hours do not match the quotas

Qd1, ....Qd7 — quotas of work days for each day of the week. A warning will be issued when the time
sheet is validated if the booked days do not match the quotas

How to use this screen:

New employees - Use the last (empty) line to enter new employees - be sure the employee number is
not already in the list (display ALL PEOPLE) and check using the filter option

Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key
Update data - type directly the new information

Save modifications - click on a different row in the grid or click the button

Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
or press the button to cancel the whole row.

Sort ascending - click on a column header

Press F11 to go to the beginning of the list

Press F12 to go to the end of the list

EXTREM SOFTWARE
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2.5 Configuration - Clients

The following screen is used for client configuration:

= Clients FEX
[ Print ] [ -» Encel ] [ Irmpart ]
Client List
Client Mumber Client Mame Address 1] Address [2] City ‘ Country ‘ Pastal Code W at Ni‘
3 Le010 STUART LTD 10, Dawning Street Londan GE WAT 4564
56020 DEEPSEALTD AUSTRALLA 101, Monway dyvenue 45B0X 2 Sidney ALSTRALLS

56100 STUART PARIS
56220 SELEMA TAROM

56231 SMALC ATHEMES .
j_‘
S—

The information to be entered is:

Client Number - client code

Client Name - client name

Address (1) - address (first part)
Address (2) - address (second part)
City - city

Country - country

Postal Code - postal code

VAT Number - VAT number

Buttons on this screen:

Pﬁht| - Print the client list

>Export | - Export client list to Excel
Waport | - Import client list from Excel table

EXTREM SOFTWARE
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2.6 Configuration - Currencies

The following screen is used for currency configuration:

Currencies
Currencies
Baze Exchange
Cunency Courtry Currency 7 Description Fiate to Base Last Updated
[TezMo) Currency
p| AFED EM. ARABES UMIS Man DIRHAM 0259646 17402/ 2004
| a0a |anGOLA Mon Kb, 0.016362 174022004
| | azm |AzERBAIDJAN Man MANAT D'aZARBAIDJAN 0.00071597 1740242004
| cHF  swissE Man FRAMC SUISSE 0.60423 1740242004
| cwv cHINE Man CHIME “rLi&sh 0115208 1740242004
| 2K TCHEQUE [Rep) Man COUROMME TCHED 0.031669 1740242004
| pke  DanEMaREK Man COUROMME DANOISE 0134611 1740242004
" | Do ALGERIE Man DIMNAF ALGERIEM 0.011981 1740242004
| EGP | EGYPTE Mon LIVRE EGYFTIEMME 0211434 1740242004
GEF  ROvAUME-LMIS Man LIYRE STERLIMG 1.537273 1740242004
| RRIRaM Man DIMNAR IRANIEM 0.00012 1740242004
| KZT KAZAKHSTAM Man Tengue 0.006174 1740242004
| o LvmiE Man DIMAR LYEIEM 0781067 1740242004
| MaD  MamoC Man DIFHAM MAROCAIMN 0.093985 17402/ 2004
| MOK  MORVEGE Mon COUROMKE MORYEGIEMME 0137446 174022004
| P POLDGME Man POLAMD ZLOTY 0248634 1740242004
| ROL  ROUMAMIE Man LEI ROUMAIM 0.000028 1740242004
| ruB RUSSIE Man RUSSIAN ROUBLE [0.030055 1740242004
| TRL  TURGUIE Man TURKISH LIR&, 0.000001 1740242004
| usp ETaTS UNIS Man S Dallar 0953562 1740242004
: ®aF | GABOM Man FRAMC CFa, 0.001524 1740242004
*

The GREEN row represents your ‘Base Currency’.

The information needed is:

» Currency Code - international currency code (three characters)

» Country — the currency country

> Base Currency (Yes/No) - “Yes’ if it is your own currency, ‘No’ if not. Only one currency can be the
base currency at a certain moment

» Exchange Rate to your Currency -

» Last Updated - date when the last update was done

How to use this screen:

= New currencies - Use the last (empty) line to enter new currencies - be sure the currency code is not
already in the list. Press the Post Cuktencies| button after adding a new line.

= Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key

= Update data - type directly the new information

= Save modifications - click on a different row in the grid

= Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL
Z’ to cancel the whole row.

= Sort ascending - click on a column header

= Press F11 to go to the beginning of the list

= Press F12 to go to the end of the list

= Export to Excel - click the button - (Excel has to be installed on the computer in order
for this to work)

EXTREM SOFTWARE
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2.7 Configuration - Activities

The following screen allows you to define the activities and sub-activities (details) you perform in your
work:

Work Breakdown: Activity Codes

[ wok ][ Standy | [ Import_| [ PrintActivipList || Print List with Details | [ - Encel Activity List || - Encel List with Details |
XA100 Software Development

Activity Code Activity Description

T b1 00) Software Development

» XC11o Constuction Coordination

] XC120 COMSTRUCTIOM SIEGE

¥D100 FIFING

XD105 STUDIES COORDIMATION

*¥D106 Front End - Preparation —1
XD136 Cab /3D

XD200 Dezign/Drafting - Pipe Support & Stress
XD300 Dresign & Drafting - Yessels - see UE 333
¥D400 GEMIE CIVIL

XD420 Design/Dirafting Underground - see D400

IHEEEEEEBEEHEEHRA

The information to fill in is:

Activity Code, Activity Description

For each activity, you can define sub-activities (details), by clicking on the + sign inside the cell; the
following screen will be displayed:

Work Breakdown: Activity Codes

[Cimport | [ PrintActivity List__|[_ Prirt Listwith Details | | > Excel Activity List |[_~> Excel List with Details |
XA100 Software Development

Activity Code Activity Description

T i XA100 Software Development

— L |Detail Codes

: Detail Code ‘ Description
— L Technical Description

_— 2 Algarithm creation

_— w3 Scripting

— - i C++ Programming

- Wwih B Coding

— X

Enter in the small window the sub-activity code and description.
This information will be used when keying the Time Sheet to check the keyed information with authorized
data configured in the database.
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2.8 Configuration - Absences

The screen below is used to configure absence codes in the EXTREM system:

Absence Codes

[ Frinit ] [ - Ewcel ] [ Import ]
AA AUTHORIZED PAID ABSENCE
Alé?dr;ce Abzence Description lagg’gj |z Wacation Am.zob[slzeiisald igrs]eizled Sickness |

T Y]  AUTHORIZED PAID ABSENCE Mo Mo Yes Mo Mo
| aAB Azsighee billable absence MHa Ma Yes MHa Ma
] oA Abz. non autor. non papée - utilizer kS Mo Mo Mo Mo Ma
| aN MNOT PAID ABSEMCE Mo Ma Ma Ma Ma
| AP  ASSEMELEE PERSOMMEL Mo Mo Yes Ha Mo
| AR Arét da trav. - utilizer b Mo Ma Mo Mo Mo
| ar SCCIDENT TRAWAIL Mo Mo Yes Ha Yes
| au Azzighees unbillable abzence Mo Mo Mo Mo Mo
| BB MATERMITE Mo Mo Yes Ha Yes
| BOD FRISE DE BOMUS Mo Mo Mo Mo Mo
| cB COMGES SAEBATIGQUE Mo Mo Mo Ha Mo

The information to be entered is:

Absence Code — code for this absence
Absence Description - description

Is Office Holiday — Yes / No

Is Vacation — Yes / No

Authorized Paid Absence — Yes / No
Non Paid absence — Yes / No
Sickness — Yes / No

YVVVVVYYVY

All this information about an absence will be useful when you define your interface will the accounting and
payroll systems
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2.9 Configuration — Free Days and Week Ends

The following window is used to define the free days and week ends for each company in the corporate.
Free days are office holidays, bridges ... (other than week ends).

e -

Free days

[ oo

#-[J 1 - Extrem Sobware Usa
#-[] 2 - Extrern Romania Free day’ﬁ
= 3 - Extrem France Comparg HaliCray ..
260 - Extrem Marseils Number Dap [Month | Year Cade Description
350 - Extrem |nfDlmatique 200 o5 17 e OF  Chriztmaz
330 - G.rEnDtI!E Office T 200 1 5 u 0OF First of Ma}*
320 - Lille Dffice x|
310 - Lyon Commercial Office —
300 - Pariz Office —
#-[] 4 - Extrem Belgium
#-[] 5 - Extrem North Europe Week Ends
C Week | Week Dav 1
ﬁmpgny End End Na-"' Day 2 Mame Comment
umber | o | pay 2 ame
'S 3 4 5  Thurzday  Friday Jeudi et Vendredi
300 b ¥ |Saturday  Sunday
] o 4 5  Thursday  Friday
320 1 2 |Monday Tuezday
*

First, select the company for which you want to enter the free days. Then, enter the free days for that
company. The information to enter is:

» Company Number — code of the company

» Day, Month, and Year — date of the holiday. If it’s the same date every year, enter * in the year
cell, if not, enter the year.

» Holiday Code — absence code for this free day. This code will be checked when entering a time
sheet; the system detects a free day thanks to this configuration, and thus is able to check the
absence code for this day.

» Description — enter a description for this free day

The second table allows entering week ends for each company. The information in this table is:
» Company Number — code of the company
» Week End Day 1 — Number of the week day that represents the first week end day (1=Monday,
7=Sunday)
» Week End Day 2 — Number of the week day that represents the second week end day (1=Monday,
7=Sunday)
» Comment — enter a comment for this line

You need to enter only the company number and the first week day; the system will do the rest.
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2.10 Configuration — Overtime / Special Time
The following screen is used to define types of time: normal work time, overtime, on call time, etc.

OverTime Codes

Special
Time Diezcription P Lo tsé
Code ercent Over
1] Mormal Tirne 1]
3 1 OwerTime 10
2 Owertime 'Week Ends 20
3 On Call an
#*

The information to enter is:
» Special time code — a code for this type of time (numeric) 0= Normal time

» Description
» Cost: percent over — percent over for the cost of the work for this type of time
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2.11 Configuration - Projects

The following screen is used for project configuration:

[ Exit ] [ Clients ][ Froduct lines ] [Authorized.ﬂctivities ][Billing Rates / Auth, Empl...][ Special Activity Fiates] [ Job Phazes ] [ Frint ][ -3 Ewcel ] [ Import ]

300-T0383 MAD

Status

a : - Specific ; Billng Bill Uit Activity Equiv-j
_USBd projects Company|  Job Mumber Job Dezcription Date In Date Out  |Employee| Billable Lt [Day / Code abzer
Billable List Haour] | Processing [elald
Specific Employee List
Job Type | em 5253 FLSAN, KEOJE, ETUDES APD ET || 01/04/2001 Hour | Fequied
—— | sm MTOD!  M.A.D. FACPTE EXTREM 01 /0741958 Har Mane
e — | am MTO0Z | M.AD. PACRTE INTER G 01/07/1939 Hewr Narie
| am MTZ05  MAD POUR LE COMPTE SEAMP || 0 /071358 Har Mane
300 MTZ10  |M.AD. F/CPTE SCOBAT . 01/07/1355 Hawr Mare
Companies = || =m MT212  MAD POUR LE COMPTE BEIG 0 /0741935 Hewr Nare
+ 01 - Extrem Sotware Usa 300 MT219  |M.AD. PACPTEELE. 01/07/1355 Hawr Nare
+ O3z - Extrem Romania Im MAD 01/07/1992 Yes n WLI-
- O3 Estrem France 300 TOFa0 k.40, F/CPTE SIDETEC 01/07/1938 Hoaur MNaore
[ 360 - Extrem Marseille B L TORT  FRAIS DE MAIN D'OELVRE 01 /0741958 Ma Yes k] Hou | Required
[ 350 - Extrem Informatique | am0 TOR0Z  FRAIS ORDINATEUR 01/07/1939 Ma Na Howr Narie
[ 330 - Grenokle Dffice | 3m T0803  FRAIS DEPLACEMENTS /0741998 Yes Mo Howr | Required
[ 320 - Lille Dffice I TO242  |FRAIS ORDIMATEUR SERVICE || 01/07/1992 Mo Mo Hour | Required
1310 - Lyon Commercial Office ™1 309 70843 FRAIS DEPLACEMENTS 01/07/1998 Mo Mo Houw | Requied
S0 - Perie Ol | a0 T0844  FRAIS EDITIONS PHOTOCORIES | 01/07/1998 Mo Mo How | Reguired
% [ 4 - Extrem Belgium — sm TOME  FRAIS FOURMITURES DE 01/0741938 Mo Mo [y ey
s |8 -l Sl By | am TOB46 | FRAIS MICRO INFORMATIGUE || 01/07/1995 Mo Mo Houwr | Required
I_ a0n T0R4 FRAIS NTHISATION CA0 m /N74997 Mn Mn Hriar Remuired i
4 13

The information to be entered here is:
» Company Number — the company to which the project belongs

» Job Number — your job number

» Job Description — the job description

» Job Type — 3 possibilities:
Contract — job is a contract
Proposal — job is a proposal
General — overhead

» Is Open — if job is open, people can charge expenses on it

» Date In — date when the job was first open

» Date Out — date when the job was closed

» Specific Employee List — if yes, you can define a list of people authorized to charge on this job

» Equivalent absence code — if this job number represents is used for charging absences, say here
what is the absence code that corresponds to this job

» Product line, Product line description — the product line for the job

» K2 — coefficient linked to this job — not used in the program. It can be used for your accounting
interface, when calculating amounts for each job

> Billable — job is billable

> Billing List — billing list to be used for this job. See chapter ‘Configuration - Billing Lists’

> Billing Unit (Hour/Day) — billing unit for this job will be the HOUR or the DAY

» Activity Code Processing (None, Required, Specific)

None — an activity code is not needed on the time sheet when you charge on this job
Required — an activity code (from the general list) is required on the time sheet when you charge on
this job
Specific — an activity code (from the Job Activity List) is required when you charge on this job. A
specific activity list must be created for this job

» Client Number - code of the client

» Client Name — name of the client (automatic, no need to enter it)

» Client Job Number — client reference for this job
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Project manager — manager of the project
Country, Location — country and city for this project ( optional )
Amount, Currency - project amount and currency (optional)
Contract type — type of this project (optional)
Proposal status — status of this proposal (Pending, Lost, Won,....- free text)
- Job Number — if the proposal was won, enter here the job number for the corresponding contract
Buttons on this screen:
6Nt | - Print the client list
=>Excel| - Export to Excel

Emport | Imports projects from an Excel table

>
>
>
>
>
>

E
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2.12 Configuration - Billing Rates / authorized people

This form will allow to define a list of employees who are authorized or NOT to charge on a specific
project, and the specific billing rates for these employees for this job.

300-MT219 M.A.D. P/ICPTE E.E.

1133 ALBIN, ILHAM

Aot

" Bill Urit e
Carmp. Ernp. Job - Billing Biling | Owerfor | Can Charge
Number Number Ermploves Mame Camerme Jab Muniber Job Dezcrption Cumeras [Egﬂr.]f Fate Wesk Hours Enabled
Endz

M 33 ALBIN, ILHAM m .40 PACP IE mm Yes Yes
300 11238 Bares. Bernard 300 MT219  |M.AD. P/ACPTEEE. usp Haur 70 30

|00 1000 Harant, Patrick 300 MT213  M.AD. P/CPTE EE Haur

200 71244 PaLARAMN, BO 300 MT219  |M.aD. P/ACPTEEE. Haur

First, choose the job for which you want to define authorizations. You can do that either by calling this
window from the project list, or by selecting a job with the See Jobs button, or by typing the job number in
the text box near this button.
Then, you can begin adding employees to this list.
Several ways to do this:
1 - Type the employee number in the corresponding column, and then hit TAB or click on another
column or row. If the number is correct, the program will fill the rest of the columns.
2 — Type the first letters of the name in the corresponding columns, and then hit TAB or click in
another columns or row. The program will look for the corresponding employee and, if found, will
fill the rest of the columns.
3 — Press the Select Employees button, and then choose an employee in the displayed list.

5‘ Choose Employees |Z E| [E|

1133 ALBIN, ILHAM

W [

Comp. Emp.
Mumber | Mumber

Employes

Employes Mame Type

ALEIM, ILHARM Permanent
AMAR, RACHID Permanent
AMNDRIES, ALAIM Permanent
ADS50, MARIELLE Permanent
ARBAGIC, BATIR Permarent
bgza, Seed Fermanent
Azume, Malain Permanent
Attira, Minar FPermanent

Ay, Ahmed Fermanent

Barbe, Bleu Permanent
Barez, Bermard Fermanent
B audocque, Alain Permanent

Enter the billing currency and rate for this employee.
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Enter Yes in the columns “‘Can Charge hours’, if this employee is authorized to charge hours on this
job.
If you say NO, the employee is not authorized to charge hours, but maybe he is authorized to charge

expenses.
If it’s NO for the hours, and NO for the expenses, just REMOVE the employee from this list, or Say

‘Enabled=NO’.

If you define a billing rate for this employee, this rate will be used when billing this employee for this
project.

If no billing rate is defined, the system will take it from the category list, billing list 1, 2 or 3, as
configured for this project in the billing list column (See *Configuration: Projects’)
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2.13 Configuration - Billing Rates for special activities

You can define specific billing rates for certain activities / sub activities. That means, if an employee is
working on one of these activities / sub activities, the billing rate will be that of the employee on this job +
the special rate for the corresponding activity.

To define specific billing rates, declare the job as BILLABLE, and then click on the Special Activity Rates]

button. The following window will appear:

300-MT219 Software Development
Billing Rates For Special Activities

ALt
C Aed Job Murnber Job_Description Activity Code | Detal Code | Currency Owver [Per Amount Over [Per Day)
SRy Haour]

Software Development

300 MT219  |Software Development FA100 * EUR 10 a0

300 rT219 Software Developrment #D136 * EUR 15 120
300 rMT219 Software Development #E309 * EUR 25 200

To add a new activity to the list, click on the first free line of the table, then press the small button in the
activity cell.

[ SeeJobs ] | | [ Print ] [ -» Excel ]
300-MT219 Software Development
Companies (=)= |Billing Rates For Special Activities
+ [ 1 - Extrem Satware Usa ATET
E 2 - Extrem Romania Cogno?an Job Mumber Job_Description Activity Code | Detall Code | Curmency | Ower [Per Amount Over [Per Day)
= [ 3 - Extrem France i Hour]

360 - Extrern Marseille

350 - Extrem Informatique
330 - Grenoble Office S k]
320 - Lille Dffice MT213 |5
310 - Lyan Cammercial Office 300 MT218  Software Development
300 - Paris Office 300 MT219 | Software Developrmert

Software Developrnert

* 1 usp 10 80
[IRELON R g 7 ICU N LN I ) B

et

v

Activity Codes and Absences

+ [¥] 4 - Extrem Belgium * i i

+ 5 - Extrem Norgtlh Europe ] [ = ] [ = ][ Lo ]
] Activity Codes

- -

: Ag:;;y DS i AbsIche B
m 5B STANDEY Non
: Software Development
- #C110 Construction Coordination MHaon
— »C120  COMSTRUCTION SIEGE Man
— #0100 PIPING Man
T #0105 STUDIES COORDIMATION Man
o #®MANOR | Frant Fad - Prenaration Man

Double-Click on the desired activity, and it will be automatically added to the list. Same thing for Sub
Activities (Detail codes).

EXTREM SOFTWARE
Page 23



EXTREM User Manual

How the billing rate is calculated:
Let’s take the example of the configuration shown below.

300-MT219 Software Development
Billing Rates For Special Activities

Amourk
C - Job Hurmber Job_Description Activig Code | Detail Code | Curency | Ovwer [Per Arnount Owver [Per Day]
ompany Haour]

300 rT219 Software Developrent =a100 * EUR 10 80
| 300 MT219 | Software Developrent =136 * EUR 15 120
| 30 MT219  |Software Development =E3N3 * EUR 2h 200

Suppose that an employee XX with a normal billing rate of 50 euros /hour or 800 euros / day.
When working on job MT219:
- On any activity and sub activity W1
- billing rate / hour = 50 + 10 euros
- billing rate / day =800 + 80 euros
- On activity XA100 and any sub activity
- billing rate / hour = 50 + 10 euros
- billing rate / day =800 + 80 euros
- On activity XD136and any sub activity
- billing rate / hour = 50 + 15 euros
- billing rate / day =800 + 120 euros
- On activity XE309 and any sub activity
- billing rate / hour = 50 + 25 euros
- billing rate / day =800 + 200 euros
- On any activity / sub activity, other than those configured in this list
- billing rate / hour = 50 euros
- billing rate / day =800 euros
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2.14 Configuration - Product lines

EXTREM offers the possibility to group projects by project line, if needed. To do so, you need first to
define your product lines, using the following screen:

Product Lines

[ Fririk ][ -» Excel ]

Product Line Froduct Line Dezcnption
1] [ athing
1 Software Development
b 2 WWeh construction
3 Syzterm architecture
#*

The information to be entered is:
» Product Line — product line number
» Description — product line description

The product line is linked to the project configuration. When you add a project to your list, you define a
product line for it, as shown below:

[ Clients ] [ Froduct lines ] [Billing Rates / Auth, Empl...][ Special Activity Rates ] [ Job Phazes ] [ Frint ][ -3 Ewcel ] [ Import ]

]
Si300-MT219 Software Development

/[
Company | -Job Mumber Job Deseription P'fﬂ‘;d

Client Job
Murnber

Praduct line dezcription Clietit Mame

-
Fraject manac

300 TO383 AL CECA CECADELA CECA-TO3EE LAURY

300 TOFOO .40 FACPTE SIDETEC Syztem architecture
300 TO801 FRAIS DE MAIN D'OEUVRE 0 MNathing CLIM CLIMES CLIM-TOS0T LAUR -
. T T S R o B ,
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2.15 Configuration - Users and Security

The following screen is used to enter users and access rights:

rin ) oees
Cq DiSpIay: [ General Rights H Time Sheet Rights l
[
=J1133 ALBIN, ILHAM
=1 Can Do Can Can Do Can . s
Company Llzer User N GTE.”E'E' ls TS & Can TS5 Easn DD. 1|—S Access TS5 Access Eategor ';‘DL:”-'" F?uty HBtI" Frojects '%Cuva
Mumber | Mumber RIS Ac;m? Supervizor p$rsove Corectio I pect!a TS Perind TS & Y & S i el= & AEE | A ccess & e
mit. - oreotions (| oiace | Closure | Reparts #6055 | Aocess | Acoess | Accass CoE
RED] 11661 BLAUMAY, OLIE Mon Qi Han Han Mon Man Han MHaon Mo WO MO MO WO MO
300 11252 | BOW, SOPHIE Mon Oui Oui Haon Mon Man Oui Oui Mo KO MO []] MO MO
H 300 12509 BOUALEM, MUST Maon O Han Han Mon Man Han MHaon Mo KO MO MO MO MO
=] 300 15208  BROCART.ELLY Mon Oui Han Haon Mon O Oui Oui Mo RO MO NO RO RO
|20 11662 Certin, Lagti Man Oui Han Man Maon Man Man Maon MO KO KO KO MO MO
300 11262 Damad, Sasha Mon Oi Han Haon Mon Man Haon MHaon MO KO MO MO WO MO
300 32273 DUR. JACOUES-OLIVIER Mon Man Han Haon Mon Man Haon Oui MO KO MO MO MO MO
|20 10000 HARAMT, PATRICK Man Oui Oui Man Mon Man Man Man a 0 1] a a a
300 1000 Harant, Patrick O Oui Han O O O O Oui WH WH WH WH WHWwF
— ann R70m MRTIFR RIRI i i [T M M M M M (A1 iR Wk R [y} wiEY
OF] | EY R | S PR >

The data to be entered is:

» Company Number-the company number

» User Number-the employee number

» User Name — automatically entered by the program, when validating the employee number

Time Sheet Rights

» General Time Admin - this user is an administrator for the time sheet system, which means that he has

all the access rights - If “Yes’, this information supersedes all the others

Is TS Supervisor — this user is a supervisor for the time sheet keying

Can Approve TS - user has the right to approve time sheets

Can Do TS Corrections - user has the right to do corrections for the time sheets

Can Do TS Special Corrections - user has the right to do special corrections for the time sheets (cost

rates, billing rates...)

Can Access TS Interface — can access the accounting interface

Can Do TS Period Closure - user has the right to do the Period Closure for Time Sheets

Can Access TS Reports — access to time sheet reports and analysis tools

Category Access(NO, RO, WR) — access to the “Category” configuration (NO access, Read Only,

Write)

Hourly Rate Access (NO, RO, WR) — access to the cost rate (NO access, Read Only, Write)

Buy Rates Access (NO, RO, WR) - access to the buying rates (NO access, Read Only, Write)

Bill Rates Access (NO, RO, WR) — access to the billing rates (NO access, Read Only, Write)

Project Access (NO, RO, WR) - access to the “Projects” configuration (NO access, Read Only, Write)

Activity Codes Access (NO, RO, WR) - access to the “Activity Codes” configuration (NO access, Read

Only, Write)

Periods Configuration (NO, RO, WR) - access to the time sheet “Periods” Configuration (see chapter

‘Configuration Periods’) (NO access, Read Only, Write)

» Special Time Codes Access (NO, RO, WR) - access to the Special Time Configuration (overtime codes,
on call, etc.) (see chapter ‘Configuration: Special Time Codes’) (NO access, Read Only, Write)

» Supplier Access (NO, RO, WR) - access to the “Suppliers” configuration (see chapter ‘Configuration:
Suppliers)(NO access, Read Only, Write)

» Holiday Access (NO, RO, WR) - access to the “Free Days” Configuration (see chapter *‘Configuration:
Free Days‘)(NO access, Read Only, Write)

> Report List — list of time sheet reports available for this user (* = all reports)

VVVY VVVY

VVVVYVYYVY

A\
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>

Job List. — list of job available for this user

* = access to all jobs from all companies
*-994455 = access to job 994455 in all companies
300-* = access to all jobs from company 300

300-994455 = access to job 994455 in company 300

General Rights

VVVVVYVVYVYYVYVY

Can Shut Down System - user can stop all EXTREM programs

Is Approver - user is an approver, which give him the right to approve time sheets

Can Do Configuration — has access to the configuration screen

Company access (NO, RO, WR) — access to company list (NO access, Read Only, Write)
Department access (NO, RO, WR) — access to department list (NO access, Read Only, Write)
Employee access (NO, RO, WR) — access to employee list (NO access, Read Only, Write)
Client access (NO, RO, WR) — access to client list (NO access, Read Only, Write)

User access (NO, RO, WR) — access to user list (NO access, Read Only, Write)
Parameter access (NO, RO, WR) — access to parameters (NO access, Read Only, Write)
Currency access (NO, RO, WR) — access to currency list (NO access, Read Only, Write)
Company list — list of the companies accessible to this user (comma separated, * for all).

Click on one or more companies in the company list on the left of the screen to display people belonging
to these companies.
Click on the right button to hide/display the company list.

How to use this screen:

New users - Use the last (empty) line to enter new users - be sure the employee number is not already
in the list

Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key
Update data - type directly the new information

Save modifications - click on a different row in the grid

Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
to cancel the whole row.

Sort ascending - click on a column header

Press F11 to go to the beginning of the list

Press F12 to go to the end of the list

Export to Excel - click the button - (Excel has to be installed on the computer in order for

this to work)
Click on the button to display the employee list:

Employee Type

v Azzighes
v Permanent

ALBIM, [LHAM
AMAR, RACHID

Present
Ml Fresent

300 2054 AMDRIES, ALAIM
300 11588 A0550, MARIELLE
300 11577 ARBAGIC, BATIR

MHat Present

Companies

300 11085 Azza, Seed
300 11003 Azume, b alain

Double click on the desired employee to add him / her to the user list.
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2.16 Configuration — Time sheet Periods

EXTREM program is flexible enough to allow you to select any kind of time sheet periodicity you want:
- weekly time sheets
- two weeks time sheets
- monthly time sheets
- any period less than a month
- any combination of the above

The following screen is used for Periods configuration:

Period Definition

Add Mew Periods Period Type |WBEk | [ Change Period Type l Change Current Period
Future Periods Closed Periods
Feriod. Accounting | Accounting Period. Accounting | Accounting =
Mumber i Ty tdanth Year Sleius Humber Fin Ty tonth ear Szl
59 18/01/2004 | 25/01/2004 1 2004 Curent 57 08401 /2004 18/01 /2004 1 2004 Clozed
| &0 26/01/2004 | 0140272004 1 2004 Future 56 oA /2004 07/01/2004 1 2004 |Clazed
b1 02/02/2004  08/0242004 2 2004 Future 55 2222003 3NA22003 12 2003 Clozed
| 62 08/02/2004 | 15/02/2004 2 2004 Future 04 18112/2003 | 211272003 12 2003 |Clozed
63 16/02/2004 | 22/02/2004 2 2004 Future 53 08M2/2003  14412/2003 12 2003 Clozed
» 64 23/02/2004 | 29/02/2004 2 2004 Future h2 mA2/2003 071242003 12 2003 |Cloged
* a1 mA1/2003 3040142003 11 2003 Cloged
] 50 mA0s2003 0 314042003 10 2003 |Cloged —d
1 49 A 2nn= EE P e 2= Clrzed

a
First thing, select the periodicity you want, by clicking the {‘Change Period Type"7| button. This will select
between “Week” and “Month”. After that, click on the fAdd New Periods”| button. This will add new
periods (weeks or months). If, for any reason, you need to change one of the future periods, just type the
dates in the corresponding columns. Be sure the final configuration covers a continuous period, without any
holes or doubles.

The system will also propose the accounting month and year for each period. Change them, if needed. This
data is needed when you’ll define the interface between EXTREM and your accounting system, so be sure
the accounting months and year that you define here, are the same as in your accounting system.
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2.17 Configuration - Agencies

The following screen is used to configure a list of suppliers (agencies) for your external people.

[ Frint ] [ -» Excel ] [ Impart ]
ManPower
':3:.2[;": Agency Name I:%.idpe Address (1] Address (2] City Country Phone
E‘ 4567 tanPower 78006 15, Hanovra Street Amnszterdam NL 01456789, 78345622
* |

The information needed is:

» Agency Number — code for this agency

» Agency Name — name of this agency

» Zip Code, Address, City, Country — address of the agency
» Phone — phone numbers

This information is useful in the system: when you enter an external employee in the employee list, you
enter also the agency code, the contract number and the buying rates. Then, you’ll be able to extract a
report from EXTREM, telling you, for each agency, what where the people you took, how many hours
they worked and how much you’ll have to pay for them; very useful to check invoices from these
agencies.
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2.18 Configuration - Parameters

Before you start doing time sheets, you need to configure some parameters. The following screen will show
you what:

System Parameters

@ TS Input Permitted
@ TS Electronic Approval

Period Type [week | [ Change |
Booking Unit [Hewr | [ change |
Date Format [ddM Ay | [ Changs |
Default Language [Engiih | [ change |
@ Stop General
@ Stop Local

TS Input permitted: should be always green. Input is blocked at the beginning of some sensitive operations
(ex: closures) and released when finished. If, for any reason, Input remains locked, use this screen to unlock
it.

TS Electronic Approval: electronic approval will be used in the system. If YES (green), then the system
will use the electronic approval feature; that means that you will have to configure the Approvers, who
usually are different from the supervisors.

Period Type — will be Month or Week.
Booking Unit — default time unit for time sheets (in Hours or in days). You can configure this also for each
employee.

Date Format: either European format dd/MM/yyyy, or American format MM/dd/yyyy

Default language: type the default language (ex: French or English) then press the Change button.
Stop General: stops the whole system, all locations.

Stop local: stops the system for the current location.
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3.1 The Time Sheet

Each person has access to his own time sheets. To enter a time sheet, the following form is used:

TimeSheet Input

Check Save Post @ m
19/01/2004 - 25/01/2004 — =" 2=t
[ Frint ] [Fiem. F'age] [ “wiork For ] B
E Company Name Work
[ TimeSheet (in HOURS)
= For Period: 19/01/2004 - 25/01/2004
D Company Employee number Employee Name
g [ 300 | 11085  [Assa, Seed
O Department: 215 Estimation Default Aetivity Code: XD300 Design & Drafting - Vessels - see UE333
O Mon | Tue | Wed [ Thu Fri Sat | Sun
o CJ:::' Job Numbe: J?‘_J Aﬁtiviq.r EEE“ Comment e= {)? 3: ; ;‘ ;3 ;4 ;5 Total ol Descrigsion Aty Descrigion
O . Phase| Code | Code *™ | 2004 | 2004 | 2004 | 2004 | 2004 | 2004 | 2004
D 1 100 AS0T1 HE154 4 4 4 4 18 REHAS MONTREUIL LA NOUE SECRETARIAT AFPROVISIONNEMEN|
g 2| 300 Toxs = TS WE | Secretan wor 1 + 4 iz [mam Secretarisl - Froject Conrois Senices
g 3| 100 AsTOZ x51%0 + 4 + + 16 |emoTTEcHALVET NTERPRETARIAT
D 4 100 Q4sZE N 4 4 4 1z FRAIS TELEPHONE COURRIER TELEX | CONGES NAISSANCE
=) e
= e
D T
D &
=y e
g 10
D 1"
D 12
iz
14
15
Total Mormal Time & £ - £ £ 3 3 55
Total Onver Tims
Drand Total 2 2 2 2 2 z z =
— |
Employee Manager OwerTime Approver Supervisor
‘ ‘ ‘ ‘ FALARAN, BO ‘

When a person logs into the system and ask for time sheet input, the system displays the form above. Some
information, such as employee name, number, department, default activity, period, is automatically filled in
by EXTREM.

The status of the Time Sheet appears in red, in the upper right corner of the form. The status can be:
- Work - the employee is working on the time sheet; the time sheet is not ready
- Posted — the employee finished the time sheet; it is waiting for approval
- Approved — the time sheet is approved

The information to enter is:

» Job Company, Job Number — usually, you can enter only the job number, the system will find the
company number automatically. If the same job number appears in several companies, then you’ll have
to specify the company number. When the time sheet will be approved, the system will automatically
build a list of jobs used by this employee. The employee can call this list and select a job in it, while
keying the time sheet, by clicking in the small button in the ‘Job Number’ cell. You can modify this list
yourself, by clicking the N@@ity| button.
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VVVYVYVY

Job

e My Job Numbers

Assa, Seed

Job
Company

Job Number Job Description Job Type l= Open

TOSM  |FRAIS DE MalN D'OEUVRE Cantract
FRAIS ORDIMATELR Cantract
300 T0245  FRAIS FOURKITURES DE BUREAU DO CONTRACT Ni=:
300 TO247  FRAIS UTILISATION CAQ COMTRACT ez

Job Phase — phase of the job, if needed
Activity Code — activity code, or absence code
Detail Code — sub-activity code, if needed
Comment — comment for this line (optional)
Over time — leave blank (0) for normal time, or enter the overtime code (numeric)
Hours / days — enter the hours / days worked (absences) for this line

description, activity description are completed automatically by the system.

Totals (per job, normal time, over time) are calculated automatically by the system.

Shortcuts:

F11 - enter the same time sheet as the previous period.
F12 — on the current line, complete with quotas, from the selected cell to the end of the period

How to use this screen:

Add Page| Rem. Page| - Add / Remove pages; if you need more pages than initially displayed by the
system, click this button several times. A maximum of 60 lines are available.
— performs time sheet verification and displays a list of errors / warnings; errors are displayed
in RED, warning in BLUE. A time sheet with errors can be SAVED, but not POSTED.
Typical errors / warnings are:
- Incorrect job numbers, or job phases
- Incorrect activity code or detail code
- Not authorized to work on this job
- Absence code charge on a contract or proposal

— save the time sheet in the database. A check is performed before saving and a list of
errors/warnings is displayed. The time sheet is saved anyway.

— post the time sheet. The time sheet is checked, saved and POSTED (submitted for approval), if
it has no errors. A posted Time Sheet cannot be modified by the employee any more. Only the
Approvers and Supervisors may it. After UNLOCK, the time sheet will have the status
‘Work’, and can be modified by the employee.

— Available only for APPROVERS. Available only for POSTED time sheets. If the approver
agrees with the time sheet, he APPROVES it, if not, he it (back to “Work’ status), to be
modified by the employee.

- prints the time sheet on the default printer
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Supervisors have a list of their people that shows the status of their time sheets for the period.

s Azza Seed

-
[ b Attira, Minar

O -
[ §ee Bares, Bernard

0 -

RED - the time sheet is missing.

YELLOW - the employee is working on the time sheet, but it is not ready
BLUE - the time sheet is posted, waiting for approval

GREEN - the time sheet is approved

Click on the employee line to display his time sheet.

The small squares on the left are used to select the time sheets that you want to print. First select one or
more time sheets and then click on the button. You can the select between the following:

|Dizplayed Sheet

TimeShesets for selected emplovees
|Empty =heets for 2elected employees
{Empty =heetz for next period

Anonymous =hest

Displayed sheet — prints the current time sheet

Time sheets for selected employees — prints the time sheets for all selected employees

Empty sheets for selected employees — time sheets without hours for the current period

Empty sheets for next period — time sheets without hours, for next period, for selected employees
Anonymous sheet — empty sheet, no name, no hours

The squares on the right side show if there are corrections or not for the corresponding employee, for the

previous periods.
WHITE - no corrections
YELLOW - there are corrections, but some of them are not approved
GREEN - all corrections are approved
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3.2 Time Sheet Corrections

Once a period has been validated, the time sheets for this period cannot be modified any more. Instead,
corrections can be done for previous data during the current period. Not all employees can do corrections.
A special access right (‘Can Do Corrections’) must be given to certain persons in order to do corrections.
The corrections screen can be accessed in two ways:

- From the time sheet keying screen, by clicking in on of the squares to the right side of the employee list.
See picture below:

[ 5 Adtira, Minar
O -
[ Bares, Bernard

- From the Time sheet menu screen, by clicking on the [Time Sheet Corrections| button:

o Time Sheet \‘

[ Time Sheet [nput l [ FPerzonal Job Mumbers l I Ferzonal Beports l
[ Time Sheet History l [ Time Sheet Approvwal l ITS keying Supervizion l
[ Time Sheet Heportz l [ YWhio Can Heplace ke l I T5 Penod Cut O0FF l

\‘ [ Time Sheet Carections l SEeciaI Carechons /

The following screen will be displayed:
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EX Corrections E”E|g|
08/01/2004 - 18/01/2004 e
Assa, Seed ] (5
Show Correction List Company Name
Corrections (in H{
Company Name Fo
p y _Company Employee number Employee Hame
300 11085 Assa, Seed
FOI Department: 225 Estimation Default PC Code:
_Company Employee number Employee Hame -
300 11085 Assa, Seed Tha | Fi S| S
, - . Job Job  Activity  Detail ey R R By
Department: 225 Estimation Default PC Code: Co. Job Number Phase! Code Code Comment ::; ;}:.4 2?}3.4 2?}3.4 2?}3.4
Thu | Fri | Sat +
Job Job - Activity © Detail omr | 0B/ 037 10/
Co. RN Phase: Code Code HnrE ::; 2:3:):).4 ‘-,_:3}3'4 2:3}:).4 2
100 ABDD1 xS184 100-A6001 XS164 4 4 o
2: 300 TO383 X5175 3D0-TOZBI XBITS 4 4
31100 AETOZ ¥5180 100-AETOZ X515 4 4
4100 04328 CN 10004528 GM 4 5
7
] 1
7 =
-
] 0
=]
W .
From Job: l:”:l Transfer to Job Number: l:“:l Phase: l:l Act. Code / Detail Code: | || | [ Add To Conections ]

On the left side of the screen is displayed the time sheet corresponding to the period shown at the top of the
screen:

08/01/2004 - 18/01/2004

Click on the Left / Right buttons to change periods.

On the right side of the screen is displayed a form where you key the corrections for the given period.
Right click on either form to show it full screen.

The simplest way to do a correction is to type the new data in the correction form, as you do when you
enter a time sheet.

A typical correction is to transfer the hours from one job to another, which can be done by keying as shown
below:

. . oer| 0870080 100 1y D12 130 i 147 (150 | 18/
‘(':':'b Job Humker pﬁ':'b ’c"gt";w EELE'" Comment |mme| 01/ 01/ 01/ i 01/ 01/ 01/ : 01/ 01/ 01/
o ZE s TLz Code | 7004 | 2004 | 2004 | 2004 | 2004 | 2004 | 2004 | 2004 | 2004

+
100 AEODT XS164 il 4 4 4 4
2100 AETOZ PHT | XS180 4 4 4 4 4
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You can do the same kind of transfer using the text boxes at the bottom of the screen. First, select a job by
clicking on its line in the Time sheet form (left side of the screen). The job company and number will be
displayed in the “From Job” text boxes. Then type the new job (and company), job phase, job activity/detail
(if needed) and then click on Add to Corrections| button.

From Job: l:“:l Transfer to Job Mumber: l:l Phase: Act. Code / Detail Code: |><5190 || | [ Add TaCo

When you finish the correction for this period, click the button to save it, then, if you have the right,
click the Approve| button, to approve it.

If you have to do corrections for another period for the same employee, just select the desired period. The
time sheet for this period will be displayed on the left side and an empty form for the corrections will be
displayed on the right side of the screen.

To select another employee (provided you have the access rights), type his name or employee number in
the employee text box, the hit Return.

Employee List

The system will display the selected employee, if found.
You can display a list of employees and select one, by clicking on the Employee List| button. The list of
employees will be displayed, as shown below. Double-click on an employee line to select it.

'l'i'" Choose Employees

Employee Type

11239 Barbe, Bleu

Comp.
MHurmber

Emploves
Type

v Group Productive | Fresent Date In Drate Out

v Pemanent

Employes Mame

300 1133 ALEBIM. [LHARM Pemmanent  |Wes Tes /1042000  20/08/2003
200 2084 AMDRIES, ALAIN Permanent  |ves eg 04,/01/1988
Present |00 11888 A0550, MARIELLE Permanent  Ves es 30401 42003
|7_|: 300 11877 ARBAGIC, BATIR Pemmanent  |es Tes 04,/12/2002
Mot Present 300 11085 Azza, Seed Pemanent  es ez
. |00 11003 Azpmne, Malain Permatnent ez Tex
Compames E] " |z00 11315 Attira, Minar Pemanent  Yes Yes
+ 1 - Extrem Sobware Usa |00 11569 iy, Skmed Pemanent | Yes ez 18/11/2002
+ [0 2 - Extrem Ramania » EBarbe, Bleu Permanent 2 2
= [03-EdremFrance 00 11238 Bares, Bemard Permanent Yes Yes 11/06/2003
] 360 - Extrem Marseille T lan 157 SR, Al e Yes f611 2002

[ 350 - Extrem Infarmatique —
300 10868 Baut. L P E|Y Nt
[] 330 - Grenable Office | aut, Leon eimaner B es

[ 220 - Lile Office | |00 11248 EBaveur, Michel Permanent  'es ‘fes
[ 210 - Luon Commercial Office - 300 11523 Bean, Jean-Marie Permanant  |Yes Tes 24/04,/2002
00 - Paris Difice = 300 10982 Eeier, Philippe Permanent  Yes Yes
+ [ 4 - Extrem Belgium - 300 11242 Bella, Piemette Pemanent  es Tes
+ [ 5 - Extrem Maith Europe - 300 11241 EBellz, Elene FPemmanent  |es ez
300 11548 Beller, Anna Pemanent  Yes Yesx 17408/2002
|00 11326 Berjo, Jozeph Permanent  Yes Yes
=00 11304 Bert. Patrick Pemanent  es Yes
200 11215 Bezen, Splvia Permatnent ez ez
: 300 11243 Bigo, Jean Permanent  Yes Yes j

If you click on the Show Coxrection List] button
[ Show Correction List l

a list of correction for the selected employee will be displayed, as shown below.
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EX Corrections

01/01/2004 - 07/01/2004
Assa, Seed

[ Check ][ Save H Approve ] [ AddPage]

©0 [ooea ] Cosee |

Unlock

Show Time Sheet

[ All Caorrections ] lThis Employee Correcti...l

Show Corection List

[1 & Paris Office
Aszza, Seed 0Ti01/2004

Company Name
Corrections (in HOURS) done between 19/01/2004 - 25/01/200;

For Period: 01/01/2004 - 07/01/2004

Company Employee number Employee Hame
| 300 | 11085  |Assa, Seed
Department: 225 Estimation Default Activity Code: XD300 Design & Drafting|
Thu Fri Sat Sun | Mon | Tue | Wed

Job Job Activity | Detail Cver |01 /04|02 /04|03 /049|047 01(05/01(06 40107/ 01

Com, [1OPMUMEET ppoce | Code | Code Cae time | /2004 |1 2004 12004 | 12004 |1 2004 |/ 2004 | 2008 | T
1] 100 ABOM XS184 -4 -4 % |ReH
2| 100 AETDZ 4] ¥s190 4 4 8 |GRg
3

Clicking on fAll Coxections| button will display the list of all corrections.

[ All Carrections l [This Employes Eu:urreu:ti...]

B Corrections

01/01/2004 - 07/01/2004
Assa, Seed

[ Check ][ Save ][ Apprave ] [ AddPage]

20 [oen | oo

Unlack

Show Corection List

Show Time Sheet

] [This Employes Correcti...]

[ All Corrections

) B Paris Office

[ Harant, Patrick 18/01/2004
D H
[] % Aszsa Seed 07TI01/2004

Company Name
Corrections (in HOURS) done between 19/01/2004 - 25/01/2001

For Period: 01/01/2004 - 07/01/2004

Company Employee number Employee Hame
| 300 | 11085 |Assa, Seed
Department: 225 Estimation Default Activity Code: XD300 Design & Drafting|
Thu Fri Sat | Sun | Mon | Tue | Wed
Job Job Activity | Detail Qwer |01 /01|02 /01|03 /01047 01(05 /010640107 / 01
com, 122 MUMEET ppace | Code | Code Comment time | /2004 |1 2004 1 2004 | 12004 |1 2004 |/ 2004 |/ 2008 T
100 AB0M X164 -4 -4 £ |REH
2( 100 AETOZ 4l xs190 4 4 2 |BRY
3

You can then select a correction in this list, by clicking on its line, to display and modify it.
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3.3 Time sheet keying supervision

General administrators have the possibility to supervise all the keying for all the companies in the group.
The following screen shows the status of all time sheets and corrections for the current period. Click on the
Refresh Lists| button from time to time to get the latest status. Keying is finished when all time sheets and

corrections are completed and approved (all in GREEN).

Time Sheet Keying Supervision

19/01/2004 - 25/01/2004

Total TS: 1629: 1628 are not approved !
Total Corrections: 3: 2 are not approved !

Find | | ) Correction List

[] B Paris Office

Ll ~

0 E ] [] 5w Harant, Patrick 1810172004
0 o mmses e
] [0 s Asza, Seed 07/01/2004

Attira, Minar

Bares, Bernard

GARCIA, MARC

Palaran, Bo

O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O

#® Pozted # Saved
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4. Who can replace me

Each employee can define a list of people who can do the timesheet for them. You do this on the
following form:

Who Can Replace Me
Who Can Replace Me

Employes Employes
Campany W umber Employes Mame From Date ToDate

200 1000 Harant, Patrick,
300 10268 Baut, Leon
200 11238 Bares, Bernard
a0o 11563 A Ahmed

Can Replace

Employes Employes
Compary MHumber
200 1000 Harant, Patrick

Employes Mame From [ ate To Date

a0o 1133 ALBIM. [LHAM

200 11238 Barez, Bernard

a0o 11252 BOl, SOPHIE 27/05,/2004
a0o 15208 BROCART, ELLY

The upper table shows a list of people who can replace you, while the lower table shows the list of people
that gave you the right to replace them. The second list is Read Only.
You modify the first list as you wish.

To add someone to the list:

- click on the first empty line at the end of the table

- begin typing the name of the person and after a few letters, hit Return; the system will look for the
name, and, if found, will display the employee number, name, and company;

- or click on the small button in the employee number cell; a list of employees will be displayed, where
you can select one

- if you want to limit this replacement to a given period, type the dates in the From Date, To Date cells

- you can type only the From Date information: the replacement is enabled from this date on

- you can type only the To Date information: the system will enable the replacement from now to
this date
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To delete someone from the list:

- click on the line you want to delete

select the whole line by clicking on the row header

hit the DELETE key; the line will be deleted; no other questions will be asked
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5. Personal job numbers

Each employee can build a list of job numbers that he currently uses.
The system automatically updates that list, by adding new jobs, each time a time sheet is approved.
You can update this list manually, using the following form:

B3 Choose My Job Numbers

[ Addioh | [ Deletedob | [ R | [ > Ewcel |
S All Job Numbers Palaran, Bo
= G Client Job G
l amp ient Jal A amp L
- Job Mumber Number Description Job Type oy Job Mumber Dezcription Job Type Open
Jo|
M G % S AXE 5253 l.l IIJII APD ET PRO Frapasal e
v B d . . roposdl
l— a0 WMT a0 WA D P/CETE EXTREM SEMEERAL 100 Cov26 MO TRAMSFERT EQUIPEMENTS Ga& COMTRAC es
od o0 wime L T DR GENERAL | 101 | U5196  DIFFUSEURS STRATIF.THERM.  PROPOSE Yes
oy : 300 MT205 MAD POUR LE COMPTE SEAMP Contract 300 MTO0Z2  |M.AD. PACPTE INTER G GEMERAL es
s . 300 MT210 M.a.0. P/CPTE SCOBAT . GEMERAL 300 MT212  MaD POUR LE COMPTE BEIG Contract es
=g 3 M722 MaD POUR LE COMPTE BEIG Conbract 00 | MT213 MAD. PAPTEEE. GENERAL Yes
- 300 MT219 M.4.0. P/CPTEEE. GEMERAL 300 TO3E3  MAD CONTRAL Vs
300 TO383 CECA-TO383  MaD CONTRACT
mEn 10700 M.AD. P/CPTE SIDETEC General 300 TO803  FRA&IS DEPLACEMENTS WOITURES |Contract es
] TO201 CLIM-TOS01T  ERAIS DE MAIN D'OEUVEE Gzt 300 TO244  FRa&IS EDITIONS PHOTOCORIES TEL COMTRAL res
| 300 Toa0z2 CHIM-TOBDZ  FRAIS ORDIMATEUR Contract 300 TO346  FRA&IS MICRO INFORMATIGUE MATE COMTRAC es
: 300 Tog03 CPC-TO803  FRAIS DEPLACEMEMTS WOITURES Contract 300 T5IEE  COORDIMATION SDEC FROFOSE Yes
OO | o s el Ay ESL Prorosd
® E ahtract
: 300 TOa44 DOMO-TOE44  FRAIS EDITIONS PHOTOCORIES TEL | CONTRACT £ TRELD R RS G A AAE ) AT Vi
300 TO245 DOR-TO245  FRAIS FOURMITURES DE EUREAL DO COMNTRACT
| 200 TOS4E ELYOl-TO24  FRAIS MICRO INFORMATIOLUE MATER | CONTRACT
: 300 Toa47 EMT-TOS47  FRAIS UTILISATION Cal COMTRACT
- 300 Toa52 ESSREP-TOE  REVERSION DE LAWENTILATION CONTRACT
300 TE1EE GAMA-TE16E  COORDIMATION SDEC PROPOSAL
| 200 5179 GOF-TE17S  ABY TUMMELS GUILLAUMAL 4 FOUR PROPOSAL
: 300 T5190 GWPOC-TS1S  ACTION COMMERCIALE &0 ERESIL FROPOSAL
300 TE1594 KIR-TE154 SYSTEME GESTIOM POMT ARGENTIMNE PROPOSAL
| 200 T5199 KMPC-TE199 MO AMBAH KXYE O5SI PROPOSAL

The brown list, on the left, shows all job numbers. The right list shows the jobs you currently use.
Double-click of a line on the left list to add a job to your list (or click the Kdd J0b| button).

Double-click on a line on the right list to remove a job from your list (or click the @Iete J0b| button).
This list is useful when you key your time sheet. When you click on the small button, in the job number
cell, on the time sheet form, your personal job list will be displayed, and you can select from it, as shown
below:

Company Name
TimeSheet (in HOURS)
For Period: 19/01/2004 - 25/01/2004
Company Employee number Employee Name
| 300 | 71244  |Palaran,Bo
Department: 205 IT Services Default Activity Code: XA
Mon | Tue | Wed | Thu Fri St
Job ok Number Job Activity | Detail T Ower (1901|207 01|21 /1 01(227 01|23 101|241
Com. Phase| Code Code time |/ 2004 |/ 2004 |/ 2004 |/ 2004 [/ 2004/ 20
300 MT219 [+ 4
2| 10 Co1e0 4
+| m| wses (| Palaran, Bo |
: Job - =
R TimreTy Job Mumber Job De=cription Job Type |l= Open
T 100 03677 ABLISSEMENT PLAGUETTES GEMERAL
] 100 C8726 MO TRAMSFERT EQUIPEMEMTS GATE! COMTRACT | Yes
3 1m JE136  DIFFUSEURS STRATIF. THERM. PROPOSAL | es
10 300 MTO02  (M.AD. PACPTE INTER G GEMER&L Ve
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6. Time sheet history

Choose this option if you want to consult older time sheets.

Bl TimeSheet Viewer

08/01/2004 - 18/01/2004 [ ees

Refresh List
_ Company Name
-~ - -
3 TimeSheet (in HOURS
For Period: 08/01/2004 - 18/0|
Company Employee number Employee Hame
300 11527 ‘AMAR, RACHID
Department: 024 Technical Management Default PC Code: XD100 PIPING
Thu ¢ Fri : Sat | Sun: Mon i Tue : Wed{ Thu : Fri i Sat : Sun
- ; owr| OB/ 09/ 0 104 i 11/ 127 ;134 144 i 15/ D 16/ : 1T/ 18/
b Number | 00 ¢ Actly : Detal o |01/ io1s 01/ 01/ 01701/ 01401/ 01701/ 01/
Co. Phase. Code = Code Cose | 2004 | 2004 | 2004 | 2004 2004 ; 2004 | 2004 2004 | 2004 | 2004 | 2004
100 A1020 XL3DD 100-A1020  XL3DD 4 4 4 4 4
2100 89100 XL400 100-89100  XL4DD 4 4 4 4
3101 15208 HL410 101-15208  XL410 4 4 4 4 4
410D 04330 XLEDD 10034330 XL5DD 4 4 4 4

2

Ordinary employee will see only their time sheet. Supervisors and approvers will see also the list of their
people.
Change the period by clicking on the Left / Right buttons, as shown below:

08/01/2004 - 18/01/2004

Click on an employee line to display his time sheet.
If there are corrections for an employee, the small square on the right side of the list will be GREEN.
Clicking on it will display a form showing the corrections for this employee for the given period.
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7. Personal reports

Each employee has access to a few reports regarding their own data. They can consult these reports, on the
following screen:

[ 1

From Date To Date
1512/2003 ¥ 18/01/2004 ¥ [ Display [ Pt |[ vEwcel |
Booked time during & period Jobs Employee Activity Codes Display
Employee list by Supervisor or Spprover Contracts Number or v
Fropogals Name Abzences Days
General
Job: | | |?‘I 244 | Code: | | Totals Only
Company Name Company private
Time Sheet Report (From : 15/12/2003 to : 18/01/2004)
Employee Employee Dept. Activity Booked srEEe Data
pioy Employee Name Date ploy PL- Job Number Job Description Activity Dezecription Time
Number Type Number Code Hours s Type
300-71244 :iPALARAN, BO Contractor: 214 100-00865 (DEMENAGEMENTS XE3B5 SPECIALISTES THERMIC: 28.00 N
300-7T1244 iPALARAN, BO Contractor: 214 100-03677 ETABLISSEMENT PLAQUETTES CX CONGES EXCEPTIONEL 24.00 N
300-71244 :iPALARAN, BO Contractor: 214 100-03583 (PROGRAMMES INFORMATIQUES 0A XE354 (SPECIALISTES PROGRA: 28.00 N
300-7T1244 iPALARAN, BO Contractor: 214 100-03586 HIBERNLA GBS XEG10 :MARCHE TRAV. LEV./T: -8.00 C
300-71244 :iPALARAN, BO Contractor: 214 100-03586 (HIBERNIA GBS XEG10 iMARCHE TRAV. LEV./T: 28.00 N
300-7T1244 iPALARAN, BO Contractor: 214 100-C0M80 :GESTION INFORMATIQUE DAO SCEP;  XE373  :Structural steel - see UL 258.00 N
300-71244 :iPALARAN, BO Contractor: 214 100-C0490 (GESTION INFORMATIQUE DAD SCEDi  XES21 Project Clerical -12.00 C
300-7T1244 iPALARAN, BO Contractor: 214 100-C0190 :GESTION INFORMATIQUE DAO SCED:  XES21 :Project Clerical 8.00 N
300-71244 :iPALARAN, BO Contractor: 214 100-C8726 (MQ TRANSFERT EQUIPEMENTS GATE  XES21 i Project Clerical 16.00 N

Several options are available:

- From Date, To Date
Select the period using the small Left / Right buttons. Clicking on the small arrow will display a
calendar, where you can select the date.

- Jobs
Select Contracts/ Proposals/ General by checking the small box on the left side. If nothing is selected,
the system will display all options.
Type the job number in the corresponding text box to display only this job number.
Ex: If you type 99001122 the system will display this job

If you type 990* the system will display all jobs numbers that begin with 990

- Activity Codes
Select Work or Absences by checking the small box on the left side. If nothing is selected, the system
will display all options.
Type the activity code or absence code in the corresponding text box to display only this activity /
absence.

- Display
Select Hours or Days by checking the small box on the left side.
Check Totals Only to display only the totals by job and activity for the period. Uncheck this, and the
system will display all your booking for the given period, day by day.

EXTREM SOFTWARE
Page 43



EXTREM User Manual

8. Reports and Analysis tools

The next screen is used to display reports / analysis tools.

l,l story Repord

<- Reports From ->

[ N | Company Name Time Sheat: Report List
Current Period Histary —_—
- TIME DISTRIBUTION
isplay Job Humber:

& Report List
Time Distribution (By Job and Activity)

Time Distribution (By Job, Phase and Activity)
Time Distribution (By Job, Department and o}
Activity)

Time Digtribution (By Product Line)

Job Cost Analysis (By Job and Activity) (vear To
date, Job To date)

Job Cost Analysiz (By Job and Phaze) (vear To

* Hours Totals Only
" Days [ Display Details

Project Manager:

Detail

{ Activity » -
Jobs E Activity Description Code

i Code
Contract Job Number: i

G |
L Geners Jobs From

Detail Description Date

Personnel date, Job To date)
[ B INTERNAL ] Productive Job Cost Analysis (Summary) (vear To date, Job
[ i Permanent [ UnProductiv To date}
O [ EXTERNAL Abzences (Analyziz By Activity Type)

[ - Contractor
O % Group

Activity Codes
York O Absences

Activitp Code

WorkLoad by department for 12 monthz
JOB HISTORY (12 months)

Time Distribution (By Department and Employee)

Productivity by Company and Department
Time Distribution (By Approver and Employee)
Work BreakDown (By Type Of Work)

Biling detailz

Biling =ummary

Profit analysis (by client and job) with employee
detail

Profit analyziz (zummary by client and job)

External pecple: Time Digtribution (with bying
rateg, to check invoices)

Job List

HEADCOUNT (General)

HEADCOUNT (By Supervizor / Approver)
: HEADCOUNT (By Category)

> ------ 93 HEADCOUNT (By Employee Type)

- 95 Staff Evolution (12 Months)

Clear Filters

Choose a report

First, select a report, in the Report List, by clicking on its line.
Then, select your options, using the tools on the left side of the screen.
- From Date, To Date
Select the period using the small Left / Right buttons. Clicking on the small arrow will display a
calendar, where you can select the date.
- Display
Select Hours or Days by checking the small box on the left side.
Check Totals Only to display only the totals by job and activity for the period. Uncheck this, and the
system will display all your booking for the given period, day by day.
- Jobs
Select Contracts/ Proposals/ General by checking the small box on the left side. If nothing is selected,
the system will display all options.
Type the job number in the corresponding text box to display only this job number.
Ex: If you type 99001122 the system will display this job
If you type 990* the system will display all jobs numbers that begin with 990
Click on the Jobs From| button to select jobs from different companies, using the window below:
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| Jobs From || Clear | | I

Jobs from

(+](=]

#-[J 1 - Extrem Sotware Usa
#-[] 2 - Extrern Romania
=-[] 3 - Extrem France
[]350-
[]350-
]330
[J320-
WELE
[J300-
#-[] 4 - Extrem Belgium
#-[] 5 - Extrer Marth Europe

Extrem Marzeille
Extrem Informatique
Grenoble Office

Lille Office

Lyon Commercial Qffice
Pariz Office

Click on the check box to select one or more companies. Only jobs from the selected companies will
appear on the report.

Click on the button to clear all selections.

- Personnel

Select Internal or External, Productive or Unproductive by selecting the appropriate option.
Type the employee number or name in the textbox to display data only for this employee. Click on the

Employee| button to display a list of employees, where you can select one.

Click on the Employee fmm| button to select a list of companies. Only employees from the selected
companies will appear on the report.
- Activity Codes
Select Work or Absences by checking the small box on the left side. If nothing is selected, the system
will display all options.
Type the activity code or absence code in the corresponding text box to display only this activity /

absence.

After you select all your options, click on the button to show the results.
Print| — prints the report
Excel| - export the report to Excel
Mail| - sends the report by mail
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9. Period Cut Off

When all time sheets are entered and approved, the next step is the Period Cut Off, meaning:

- The system administrator will block the keying

- A final check will be performed by the system, regarding data from the current period, and a list of
errors/warnings will be displayed.

- A final check can be done at this moment by the project managers, department managers, by consulting
reports from the current period. Corrections can be done, before cut off.

- Data from the current period will be completed with other information, such as cost rates, billing rates,
buying rates, etc.

- When all the errors/ warning are cleared, the period is closed, meaning all the data is transferred to history
and becomes available for consultation by the different users.

- The next period will be opened, and time sheet keying is again authorized.

The screen below is used to do this:

Time Sheet Period Validation

19/01/2004 - 25/01/2004
Total TS: 1629: 1628 are not approved

Total Corrections: 3: 2 are not approved

‘ Digable Input ‘

|lpdate Week Ends

‘ Update TS Data ‘ ‘ Check Emors ‘ ‘ o el e

Accounting Month

Please CHECK the
accounting MONTH and
YEAR

Click OK to continue

‘ See Time Sheets ‘ E st

Ml blocks the time sheet keying, for all users

— unlocks the time sheet keying

Update TS m performs an update of the current period, adding information such as cost rates, billing
rates, etc
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Check Exrors| — checks all the keyed data and displays a list of errors / warnings

Update Week Ends and Holidays| — checks all the dates of the current period and marks the weekends and
holidays

When all these steps are performed, click on the button, verify the accounting month and year, modify

it if necessary, the click on the button.
The VAL.DATE PER.OD' button becomes available. Click on it to close this period and open the next one.
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10. Initialization file (EXTREM.INI)

After the installation, the initialization file has the following configuration:

[GENERAL]
ProductCode=XXXX-YYYYYYY
ExportDirectory=C:\TEMP
TempDirectory=C:\Temp
TempFiles=C\TEMP
StartMail=No

STOP=No

[Database]
DataBaseType=SQLServer
DataBaseName=EXTREM
NetWorkLibrary=dbmssocn
Server=150.60.200.001
QueryTimeOut=300

[Mail]

MailSystem=MAPI

;MailSystem=NotUsed

;MailSystem=SMTP
;SMTPServer=smtp.wanadoo.fr
;SMTPPort=25
;SMTPSender=Time.Sheet@libertysurf.com

[WinSocket]
ListenPort=1410

The parameters in this file are:
GENERAL
= TempFiles, TempDirectory — a place to store temporary files. You’ll need to delete them manually
from time to time.
= ExportDirectory — a place to store temporary Excel files (exported from EXTREM). You’ll need to
delete them manually from time to time.
= StartMail — if YES, the mail system will be available to EXTREM immediately after the program is
started. If NO, you can start it manually the first time you need to use it.
=
DataBase
= DatabaseType — only ‘SQLServer’
= DatabaseName — name of the catalog
= NetworkLibrary — dbmssocn if connection to SQLServer via TCP/IP
= Server — IP address or name of the SQLServer computer
= QueryTimeOut - in seconds, how long to wait for a query to complete
Mail
= MailSystem — the mail system you are using — possible values are :
- NotUsed — if no mail available
- SMTP - smtp mail
- MAPI - for a MAPI compatible system
- SMTPServer=smtp.wanadoo.fr - name of the SMTP server (or IP address)
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- SMTPPort=25
- SMTPSender=Time.Sheet@libertysurf.com - when you send a message from EXTREM,
this will be the default sender

WinSocket
= ListenPort — Number of the IP listen port
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11. Network directories and access rights

One network directory is concerned:

» The directory where you install the programs (ex: R:\ExtremSoft\) - the network access rights for this
directory are:

Normal users - read only access
Some Administrators — read / write access (only for people who have the right to Shut Down local

system)

This directory has to contain the following files:
ExtremSoft. EXE — main program
ExtremSoft.INI - initialization file
TSFiles — subdirectory for time sheet files, which contains:
- TSWeek.xls - Excel form for the weekly Time Sheet.
- TSMonth.xls — Excel form for the monthly Time Sheet
- Report01.xls, Report02.xls,... - Excel forms for Time Sheet reports
TranslateFiles — subdirectory for translation files, which contains:
- language.txt
- translat.txt
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