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1. Installation
Requirements:
Computer Operation system:
Window Vista
Windows 7
Dot Net Framework 4.0
Database: SQL Server 2000 or later

1.1 Program installation
1.1.1 Network Installation
Create the following directories on one of your network drives:

» WorkForceSchedule — will contain the program and libraries
> XLS — will contain the excel files (import models)
> Styles — will contain the display styles used within the application

Copy the supplied files to these directories.
Create a link on each user desktop pointing to the WorkforceSchedule.exe program.

1.1.2 TEMP directory
A TEMP directory is needed on each user PC, generally it will be C:\TEMP.
It will be the same for all users.
It will be the same as configured in the .config file (see Configuration file, later in this manual)

1.2 Database installation
SQL Server: can be SQL Express, SQL2000 or later.
A medium powerful server will be enough; for disk space, the database will only take a few Gbytes
after several years.

1-On SQL Server, create a login

User: WkfAdmin
Password: WkfPassw
With:

a) SQL Server authentication
b) No Enforce password policy
c) Default Language: English
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,

2 Server Roles
2" User Mapping Login name: Wi Admin Search...
|24 Securables )
g: Status () Windows authentication
@ SGL Server authentication
Password: "EEEBEEE

Confirmn password: I

| [7] Enforce password policy

(7} Mapped to cetfficate

() Mapped to asymmetric key

| Map to Credential 1
|| Connechion [ Mapto = Adc
M Server Mapped Credentials Credential Provider
|| PCO09E5
|| Connection:
|| LITWINEMEANBPA

Qj Wiew connection properties
| |
i Progress Remove
N
N Ready Default database: [master v]
R Default language: [ English T ]

2 - On SQL Server, create a database called WorkForce
- Compatibility =SQL2000
- Owner = WkfAdmin
- Collation =SQL_Latinl_General_CP1_CI_AS
3 - Use the script WkfCreateDataBase.sql to create the tables and views
4 - For the demonstration data, restore from WkfInitialData.dat to the new created database

1.3  Configuration file

The configuration file’s name is WorkForceSchedule.exe.config. Edit it with a text editor (ex;
Notepad.exe) and modify the following parameters, where needed:

<add key="TempDirectory" value="c:\TEMP\"/>

The name of the temp directory on each user’s PC
<add key="DatabaseServer" value="SqlServer"/>

The name of the Sql Server (or IP address)
<add key="DatabaseCatalog" value="WorkForce"/>

The Name of the database
<add key="DateFormat" value="dd/MM/yyyy"/>

The date format (either dd/MM/yyyy or MM/dd/yyyy)
<add key="WeekEndDay1" value="Saturday"/>

First weekend day (either Saturday or Friday)
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2. Getting Started

On the first page, enter your login information:

Company: your company number; this is not mandatory, except when there are two or more employees
having the same name or number in different companies

Username: first letters of your name or your employee number

Password: your password

The program will verify your login, and if OK, the following controls will be displayed, giving access to the
application features. Depending on user access rights, some of the buttons may be hidden, not accessible.

Login

Schedule

Reports

gl Graphics 1  schedule

Miscellaneous

#% Configuration a Work Far g Delegate

All the program features are described in the next chapters, in this manual.
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3. Schedule module
3.1 By People

On the Login form, click on the “By people” button, as shown below:

Schedule

The following window will be displayed:

e - g W W wewe e e S i e —— — —— —
ol My People S| E o
— . — -
|# it | swrpate: |4 |hsrozr2012 [0 [2]~] Enapate: [ ]1s/082004 (b [#] ] [0 Display | €2 Adavesd | zoom: @ E (B Excel | |ph Grashics | | T Reports |
People Selection 54 People 15/02/2012 0110372012 n
@ My People Company
Name Days Task g M T w T F 5 35 M T W T
7| Direct 7| Hired 26 2r 28 29 1 2 3 4 5 6 T 8
7] Indirect 7| External Merier, Sylvie 8 XC110 [ZF
7] Needed People + Myself Merlouci, Jean 0 XD106 [ZT 5253 2] [B FR500
MIETTE, CHRISTINE 8 WD400 po1 2] 5
Only With Only With
Planning Conflicts Milene, Patrick 8 XA100 [ZT
—— Miller, Jean 8 WXC [ZT 5253 2] = 5253
[ Display
= Minaret, Yves 8 WD400 FRE00 2]
MyMaAnagers Misere, Cenevieve 3 WD700 0 2]
=I-[7| Workforce, Developper Moato, Gigi 8 XC110 Zl
= [E] BOW, SOPHIE Many, Philippe 8 WD420 5
= Harry, Belafonte =
BROCART. ELLY MORTE, CHRISTINE 3 WD200 (27 5253 28129 FR500 2] 5 5253 6|7 FR500
=[] Attira, Minar MORTIER, BIBI 8 XD106 &
= Bessier, Larry 1
Blone, Marie Moulu, Cafe 193 XC120 [T 5253 2] B FRE00
Cassant, Jean Mous, Claude 8 XD200
MORTIER, BIBI
TREMOULET, 10N MUTRIAL, BERNARD s XD136 @
Nadar, Gilles 8 WD700
MNAQUR, FRANCK 8 ¥D300 ZZ
MNAVARRE, PAUL 3 XD20o0o
£, MNEEL, DIAMOND 8 xD400o (27
v Job Selection
) Contract Styn, Eric 8 XD106
| Proposal Tenor, Hulya 5 WDz00
| General —
| Expected Teret, jean 8 XE106 2 FR500 2] = MTOO0T
| Vacation Tevin, Alain 3 XD300 [Z7
- B - Timaona, Fabrice 8 WD700 27 |Job : FR500 General expenses, Task XD100
v| Company List {From: 27/02/2012 - To: 06/04/2012
| 300-Paris Office TIST, MARIE-PIERRE 8 WD420 -
| 310-Lyon Commercial Office 4

3.1.1 Start Date, End Date
Define the Start and End date of the schedule. By default, the Start date is Today, and the End date is
720 days after. Clicking on the “Left” or “Right” buttons will change the date by a month. On the start
date, clicking on the “Down” button will bring the Start Date to Today. In the End date, clicking on the
“Down” button will change the date to the Start date + 720 days.

3.1.2 Population selection

My People — display people who report to the logged person or to the substitute person (work for
another person) —the company list will display only the companies where my people belong

Company — when selected, the company list will display all the companies accessible to the logged
person. Check the desired companies, and then click on “Display”; all people belonging to the
selected companies will be displayed

Direct — select direct people (productive)

Indirect — select indirect people (administrative, support,...)

Hired — hired people (internal)

External — from an Agency (Contractor) or from another company in your group (Group)
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+ Myself — include myself in the list

Needed people — include Needed People (see Needed people, later in this document)

My Managers — list of the managers who report to me. You can display people from one of the
managers in this list by checking his name in this list. This way you have access to all people
reporting directly to you or reporting to one of your managers, at all levels.

Only with planning - display only people that have a planning

Only with Conflicts - display only people that have planning conflicts

3.1.3 Job Selection

v Job Selection
| Contract
| Proposal
| General
| Expected
| Vacation
Make your selection and only planning for the selected job types will be displayed. (for ex: if you select

only "Vacation" the program will display the Vacation planning.

3.1.4 Add/Remove Jobs to employee planning
Right-click on the employee name, in the employee list; the following panel will be displayed:

B ALBIN, ILHAM 0 WD200 “ I
5253 2 woloo | (=] 1133 ALBIN, ILHAM

ANDRIES, ALAIN 15 WD400 Company: ‘BDD Paris Office

| [ Add Job = Task ] [ Add Vacation ]
B 0 D106 Reports To: ‘\‘h’orkforoe. Developer | Job Number Job Description Task Code Remove
ARBAGIC, BATIR 55 | WDs00 Direct: Hours Per Day: » 15253 VEZULA CONSTRUCT AMENAGEME...  WD100
Ll LI = P Hire Date: | 18/10/2000 Expected Leave Date: | 2%/02/2012
Ay, Ahmed 12 WD136
1 Default Task Code: \wnzoo Accounting |
EQI), SOPHIE 106 WD105 5
Department: ‘1013 Accounting - Payables |
Matre, Catherine 0 XA100
Employee Type: ‘Permanent |
MAWSKI, MICHELE 13 XCcizo

On the left side of this panel, you have information about this person, such as his company, manager,
department, default task code, hire date, ...

(=] 1133 ALBIN, ILHAM

Company: |3DD Paris Office

Reports Tor |Workforce, Developer

Direct: Hours Per Day:
Hire Date: | 1810:2000 Expected Leave Date: | 23022012

Default Task Code; |'WD200 Accounting

Department: |1D13 Accounting - Payables

Employee Type: | Permanent

On the right side, there is the list of the projects:
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Add lob + Task ] ’ Add Vacation
Job Number Job Description Task Code Remove
B 5253 WEZULA COMSTRUCT AMEMNAGEME... WD100 [ }

To remove a Job from the person list, click on the button corresponding to this job in the “Remove”

column.

To add jobs + tasks, click on “Add Job + task” button. The following window will be displayed:

i —a.. L - ‘
Seelobs - -
— L
Only Jobs With planning {5 Add Jobs
Company List [~ r
= 3 - FRANCE i
. - Job A Prabability =
| 300 - Paris Office =S Select Job Number lob Description lob Type e Task Code |~
. Company %) |
310 - LyonCommercial Office B o pr——
330 - Grenoble Office umier otjobs:
350 - INFORMATIQUE ‘
360 - MARSEILLE v 300 00001 Software Development Proposal 100
= 1 - SOTWARE USA
100 - NEW YORK 300 5253 VEZULA CONSTRUCT AMEMAGEMENT  Proposal 100 ||
[
101 - EMNGINEERING BOSTON LN v 300 FRS00 General expenses General 100 —
=1 [1]2 - ROMANIA e N e S e ann A4
s ——

Select the desired jobs by checking the “Select” cell. Select also the task for each job: in the Task Code
cell, click on the small button that displays the task list, and then select it in the list, see below:

» v 300 00001 Software Development Proposal 100
300 5253 VEZULA COMSTRUCT AMEMAGEMEMT  Proposal 100 Task Code
] 300 FRS00 General expenses General 100 B
300 MTO01 M.AD. P/CPTE EXTREM GEMERAL 100 WAL00
WC120

= IE

w

Task Description
STAMD-BY

Software Development
Development test

Softwware documentation

When the selection is ready, click on the “Add Jobs” button and the selected jobs will be added to the

employee schedule, see below:

lam v

-
cecirz T - e [T S SIS -
Only Jobs With planning {5 Add Jobs
Company List |Z| r
L3 -FRANCE Job . Probability :
| 300 - Paris Office = Select Company Job Number Job Description lob Type =) Task Code |~
310 - LyonCommercial Office i pr—— = |
330 - Grenoble Office T g
350 - INFORMATIQUE <
i 360 - MARSEILLE v 300 00001 Software Development Propasal 100 WALDD
= 1 - SOTWARE USA
100 - NEW YORK 300 5253 VEZULA CONSTRUCT AMEMAGEMENT  Proposal 100
101 - ENGINEERING BOSTON y 300 FRS00 General expenses General 100 MEHE,]
= 2 - ROMANIA El
(= 300 MT001 14D, P/CPTE EXTREM GEMERAL 100 [+
L —

If the task code is empty, the job will be added with the default task code of the selected person.
You can also add one job at a time to the employee schedule, by clicking on the small button in the “Job

Number” cell, as shown below:
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,
i TR e e
L — -

Only Jobs With planning 0 Add Jobs

[ Company List [« -
h-[] 3 - FRANCE

Task Code 3

| 300 - Paris Cffice = Select Company Job Number Job Description lob Type

Job Probability
(%]

[ 310 - LyonCommercial Office
[71 330 - Grenoble Office

- [[] 350 - INFORMATIQUE ‘
i L[] 360 - MARSEILLE

|| 2] 1 - SOTWARE USA

: .[]100 - NEW YCRK

i L[] 101 - ENGINEERING BOSTOM
-l 17 DORARNTA

Mumber of jobs: &1

300 00001 Software Development Proposal 100
300 5253 D VEZULA COMSTRUCT AMEMNAGEMENT  Proposal 100
300 FRS00 General expenses General 100 El

O o:g

’IZ|

3.1.5 Change task code for a job

(-] 1133 ALBIN, ILHAM

Company: |3DD Paris Office | [ Add Job + Task ] [ Add Vacation

Reports To: [Workforce, Devel
eparts lo: | Workioree, Ueveloper lob Number Job Description Task Code Remove

Direct: Hours Per Day: 00001 Software Development WAL00

Hire Date: | 1810:2000 Expected Leave Date:| 29/02/2012 4 5253 VEZULA COMSTRUCT AMEMAGEME...  wWD100 D
FR500 General expenses WC120

Default Task Code: |‘.'JD2DD Accounting |

Departmeni: |1{)13 Accounting - Payables

Employee Type: | Permanent

In the Job List for the employee, click on the small button in the “Task Code” cell. The task List will be

displayed, as shown below:
D ——

Discipline List

Task Code Drescription
[
b SB STAND-BY = [#
WAL0D Software Development
WC120 Development test R
WD100 Softwware documentation
| wp105 ] IT contracts and licences
| WD106 Implementation
; WD136 Business Development
; WD200 Accounting
1 WD300 Project managers
! WDA00 Development engineering

I WD420 Mechanical

I WD500 Stress calculation

I WDe00 Structures

I WD700 Commercial Secretary
I WHXC Gensram Manager

¥AL00 Software Development | =

Select the desired task by clicking on the button in the Task Code cell, or double-click on the line.

3.1.6 Add Vacation to employee schedule
Right-click on the employee name, in the employee list; the following panel will be displayed:
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1 ALBIN, ILHAM 0 wozo |1
2 P p— [-] 1133 ALBIN, ILHAM
ANDRIES, ALAIN 15 WD400 Company: ‘300 Paris Office | [ Add Job + Task ] [ Add Vacation]
AOSSO, MARIELLE 0 XD106 Reports To: | orkforce, Devel
eports Ta arkiorce. Leveloper | Job Number Job Description Task Code Remove
2] ARBACIC, BATIR 9.5 WDE00 . .
= Direct: Hours Per Day: » i5253 WVEZULA COMSTRUCT AMEMAGEME...  WD100
il BT = LIRLEY Hire Date: Expected Leave Date: | 2%/02/2012
Ay, Ahmed 12 WD136
i Default Task Code: |WD200 Accounting |
BOIJ, SOPHIE 106 WD105
Department: ‘1013 Accounting - Payables |
Matre, Catherine 0 XAl00
Employee Type: ‘Permanent |
MAWSKI, MICHELE 13 XC120

]

Click on “Add Vacation” button and a special job, called “Vacation” will be added to the employee
planning. The vacation time bar color will be always light green.
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3.1.7 Add time bars

To configure employee planning on jobs, you have to draw time bars on the job line, between two
dates.

Note: The time bars on the Employee Line are Read only, they represent a copy at the employee level
of all time bars configured at the Job+task level.

|E| ARBAGIC, BATIR 18 WDa00 | 20 Toa0z 21 (24724l  WTOM  [2F T0802 2)

5253 o =Dzoo

MTO01 10 xc1zo [ MT001 2]

MTZ05 o xDz00

TO700 o xA100

TOg02 3 FA100 20 TO802 21 24724
To do this, for the desired employee, click on the job line on the cell corresponding to the Start date,
keep the button down and drag the mouse to the right, on the same line until you reach the End Date,
then release the mouse button. The program will draw a time bar, representing the planning for this
employee on this job and task.
The program works by half day planning, see below:

1900252012
5 I T () T F 5
19 20 24 23

21 22 23
@ @

Plannjng for half a day the 20™ of February in the morning.
Planning for h

a day the 21st of February in the afternoon.
Planning beginning the 22 of February in the afternoon and ending the 23 of February at the end of the
day.

Weekends and office holiday: The program calculates automatically takes into account the weekends
and office holidays when a time bar crosses them to calculate the working days, see below:

19025201 2
5 hi T () T F 5 5 hi T ()
19 20 ey 22 23 24 25 26 27 25 29
(20 0000 29
(20 0000 29

In this example, although the time bar crosses the weekend, the program calculates only 8 days work on
the job and task, corresponding to the working days of this period.
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3.1.8

Modify time bars
Move a time bar — click on the time bar, keep the mouse button down, and drag the time
bar to the left or right, to modify the start and end dates, or up and down (vertical move)

a)

b)

c)

d)

e)

to affect the time bar to another Job+Task.

Change a time bar length — click on the left or right border of the time bar, keep the mouse

button down and then drag the mouse to the left or right to modify the size of the time

bar.

Delete a time bar — right-click on the time bar, the following mexu will appear:

oooom 5 Wal00
5253 0 WD100
FR300 3 WC120
_Vacation_ WAC

?‘f Delete Timebar

de Split Timebar
£} Modify Timebar

The selected time bar will be colored in red. Click on the “Delete” menu to remove the

time bar.

Split a time bar — right-click on the time bar, the following menu will appear:

oooom 5 Wal00
5253 0 WD100
FR500 3 WC120
_Vacation_ WAC

1 N 11
?'{ Delete Timebar

de Split Timebar
#} Modify Timebar

Click on “Split Time bar; the mouse pointer will take the shape of a scissor; click on the
time bar at the desired date and the time bar will be split in two.
Complex modifications of a time bar: double-click on the time bar, and the following

window will appear:

(ZZ___ 00007 24)
[=11133 ALBIN, ILHAM

00001 Software Development, Task: WA100

Change dates
Start Date Duration
i 2210212012 [~ Half day 3
; Repeat
: 10 | times ewvery 1 @ Week(s)

l |X Delete Timebar | |$, split Timebar

End Date
2410212012 [~ Half day Go
Day(s) Go

You can change the Start Date, or the End Date or the Duration (in working days) and then
click on the corresponding “Go” button; the time bar will be modified accordingly.

Half day: for the Start Date it means that the time bar will begin at mid-day; for the End
Date, it means that the time bar will end at mid-day (if checked).

You can “Repeat” the time bar several times (weekly or daily) by filling the textboxes in the
“Repeat” panel and then click on the corresponding “Go” panel.
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3.1.9 Planning conflicts

If you schedule the same employee on several Job+Tasks for the same period (half day, day, several
days), the program will signal the conflict by drawjng a red tape around the time bars for the conflict

period, see below:

210242012
T W T T W
21 22 23 28 29
21 (22000 7
7 (2200001 24)
= 5253 )

You can select the option "Only with Conflicts" and the program will display only people having conflicts

in their planning (two or more jo

People Selechon
@ My People ompany
V| Direct | Hired

V| Indirect V| External

+ MySelf
(] Display

3.1.10 Needed people

or vacation the same period).

Sometimes, it can happen to need more people than you have available to work on a job. If this is the

case, you can add a special kind of people, called a “NEED”. To do this, click on the

button and the following box will appear:

| &5 add Meed

-] Add Need to Schedule

WD136 - Business Development
WD200 - Accounting

WD300 - Project managers

W00 - Development engineering

Task Code

WD500 |

W20 - Mechanical
{WDS00 - Stress calculation
WOe00 - Structures

]

m

Add Meed with
Task Code

WO700 - Commercial Secretary
WXC - Generam Manager

XAL00 - Software Development
XC110 - Strectures

XC120 - Development engineering
XD100 - Design & Drafting

XDA05 - STUDIES COORDIMATION
XD106 - Front End - Preparation
XD136 - Design & Drafting -Vessels
XD200 - Structures

XD300 - Piping

VAMN  Tivil anminoars
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Select the task in the list and then click on the “Add Need with Task Code” button. The “NEED” will be
added at the end of the list and you can do planning for him the same way as for a normal employee.

Replace "NEED" by a real employee. Right-click on the "NEED", the following panel will appear:

-40 NEED 40

Company:
Repaorts To:
Direct:

Hire Date:

Department:

Employes Type:

Default Task Code: |WMDD Software Development |

300 Paris Offi
| ans Uilice | Add Job + Task Remove Need ] Replace MNeed
|Wnrkfnrbe, Developper |

Job Mumber Job Description Task Code Remaove
ES Hours Per Day: b | 5253 VEZULA CONSTRUCT AMENAGEMENT  WA100

I:I Expected Leave Date:

| |
L ——

Click on "Replace Need"; The Employee list will be displayed, and you can select the desired person.

[n Refresh ]

@

Add Need To: ] WA100

[] Company List
=[] 3 - FRAMCE
. [[] 300 - Paris Office

[]310 - LyonCommercial Office
[1330 - Grenoble Cffice
[1350 - INFORMATIQUE
[]360 - MARSEILLE

[11-50TWARE USA
[[] 100 - MEW YORK

[ Task Codes

- [y] WALDD - Software Development

- [[] WC120 - Development test

- [[] WD100 - Softwware documentation
- [[] WD105 -IT contracts and licences

3.1.11 Export Planning to Excel

Company
Mumber

=

p 300

Employee

Number Employee name

=

Vancouver, Joanna
Zuet, Francois

BOL, SOPHIE

Toreau, Robert

Ay, Ahmed
VANDEMCHE, PASCALE
ALBIM, ILHAM

MORTE, CHRISTIME
Tenar, Hulya

AMDRIES, ALAIM

Employee
Type

&l

Permanent

B

Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent

Contractor

Discipline

WC120

Discipline Description

=

Development test

Softwware documentation
IT contracts and licences
Implementation

Business Development
Business Development
Accounting

Accounting

Accounting

Development engineering

You can export the planning of your employees to Excel, by clicking on the Excel button. The following
file will be generated and displayed:

Employee Planning

February 2012 March 2012
Tue wed Thu Fri sat sun Mon Tue Wed Thu

Employee Numheri Name | Nb. days |21/022012 |22/02/2012 |23/0212012 241022012 (250202012 260022012 [27/02/2012 |28/02/2012 |20/02/2012 [01/0312012 |02

3001133 ALBIN, ILHAM 85 0000 <> 00001 253

300-208¢  ANDRES, ALAN 14 MTO0 3 MT219

300-11588  AOSSO, MARELLE 0

0011577 ARBAGIC, BATR a5 To700 ‘- _

300-11315  Aftira, Minar 3 G253 "S53 N

300-11569 Ay, Ahmed 9 5253 " MToot

300-11252  BOW, SOPHE 103 w22
The conflict zones will appear in red.
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3.2

3.2.1

By job

ol Exit Job Number | 5253

0

Group by Task Show Other Plannings

corresponding text box or click on the small button to select it in a list, and then press “Return”.

This is a window where you can see the planning of employees job by job. Enter the job number in the

Start Date : @zwnz;‘zmz ©[®]~ | End Date @09_;02_;2014 HPIFE |I_l Refresh | |§£_Ana Peaple

5253 VEZULA CONSTRUCT AMENAGEMENT)|| 20/02/2012 010312012
o Days | Tesk Code|| M T w T F s s M T w T F s s M T w T s s M T
20 21 22 23 24 26 26 27 28 29 1 2 3 4 5 8 7 g 9 10 N 12 13
PETIT, ANNE 4.5  WwcClz0 |
ABEILLE, SAMER 5 WD100 : 24)
Baut, Leon 30 XD&00 20: 5253 24 Z7 5253 7] & 5253 ED)| @
Asyme, Malain 20 wD200 ; 5253 9] (P
Mous, Claude 2 XD200 :‘j
Mecia, Isabelle 10 XD420 : 5253 2]
Bigo, Jean 5 XE106 20: 5253 24)
Miller, Jean 5 WXC | 27 5253 2)
Attira, Minar s xoe00 |[@EL7 @ _E R
Bill, Clinton 0 XD105
Merlouci, Jean 55 XD10& Z7 5253 7] @
Ay, Ahmed 3 WD136 7z
Memere, Michel 22 WD400 _ 2122 5253
MORTE, CHRISTINE 15 woz00 |[Zm {22___Vacation__ 24 75| 77 5253 28 5 5253 B (2 5553 132
IBLED, BERTRAND 0 WA100
JALAS, MICHEL 5 WwC120 (P2l 5253 7)

on this job.

It also displays “Vacation” (always in green).

This window displays all the people, from all departments and companies, who are scheduled to work

If you have RW access to an employee (he is your employee or you are an administrator), you can

modify the employee planning the same way as described in the previous chapter.

'WD105 -IT contracts and licences
WD106 -Implementation

Add people to Job
. u ” . . .
Click on the “Add people” button to add new people to the selected job. The following form will be
displayed:
L
Select People and Task
] Exit ‘ BA Refresh | |€$‘ Add Need To: wWD100 & Select
C ; Employ: Employ:
My People ] Al =2 Employee name e Discipline Discipline Description
. Mumber MNumber Type
Company List
] 3 - FRANCE =
w| 300 - Paris Office = » 300 15241 CHAVATTE, MIR Permanent WD100 Softwware documentation
310 - lyonCommercia| Office 300 11251 Cler, Michel Permanent  WD100  Softwware documentation
330 - Grenoble Office -
350 - INFORMATIQUE 300 11561 Dartin, Paulé Permanent WD100  Softwware documentation
360 - MARSEILLE 300 11163 Jetot, Stephane E] Permanent WD100 Softwware documentation
] 1-SCOTWARE USA 1 . ; .
300 11332 Lang, Ingrid Permanent WD100 Softwware documentation
100 - NEW YORK a4
Sm mremmim—gerim —m—ees 300 11285 Lang, Jean-Paul Permanent WD100 Softwware documentation
£ 300 10965 Pere, Anne Permanent WD100 Softwware documentation
5B - STAMD-BY =
= A W i
WALDD - Software Development 300 77007 PRECO, VEROMIQUE Permanent WD100 Softwware documentation
WC120 - Development test 300 51001 X1 Permanent WD1o0 Softwware documentation
A TRUT i
w| WD100 - Softwware dacumentation 300 11512 Zuet, Frangois Permanent WD100  Softwware documentation

Remove NEED
Replace NEED

Make your selection by checking the desired companies and task codes, and then double-click on the
person you want to add to the job (or click on the small button in the “Employee Name” cell.

If you want to add a “NEED” to the job, select first the task code, and then click on the button “Add
Need To”. The program will add a need with the specified task code.

Replace "NEED" by a real employee. Right-click on the "NEED", the following menu will appear:

Click on "Replace Need"; The Employee list will be displayed, and you can select the desired person.
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[ B Refresh ] [{b Add Need To: ] WA100 & select
H Company Employee Employee i
E pany proy Employee name poy Discipline Discipline Description |:|
. =i Mumber Number Type
Company List [+ — | E |
=[] 3 - FRANCE | = = = & w = .
300 - Paris Office s p | 300 11559 Vancouver, loanna Permanent = WC120 Development test
| 310 - Lyon Commercial Office 300 11512 Zuet, Frangois Permanent  WD100 Softwware documentation
330 - Grenoble Office
350 - INFORMATIQUE 300 11252 BCL, SOPHIE Permanent WD105 IT contracts and licences
360 - MARSEILLE | 300 11175 Toreau, Robert Permanent  WD106 Implementation
- 1 - SOTWARE USA | 300 11569 Ay, Ahmed Permanent WDI136 Business Development
100 - NEW YORK [+
e — 300 82173 VAMDEMNCHE, PASCALE Permanent WD136 Business Development
Task Codes E 300 1133 ALEIN, ILHAM Permanent  WDZ200 Accounting
| WAL00 - Software Development | = | . X
WC120- Development test 7 300 25162 MORTE, CHRISTIME Permanent  'WD200 Accounting
‘WD100 - Softwware documentation 300 11337 Tenar, Hulya Permanent  WD200 Accounting
VD105 -1T contracts and licences § 300 2084 ANDRIES, ALAIN Contractor ~ WD400 Development engineering El
3.2.2 Show other planning
!

5253 25] 27 5253 28 5 B33 &

(27 5253 2]

This option will show the other jobs on which the employees are scheduled to work. It is useful to see if
there are planning conflicts between the selected job and other jobs.

3.2.3 Display job planning grouped by task code
Use this option if you need to see the job planning grouped by tasks.

5253 VEZULA CONSTRUCT AMENAGEMENT|| 21/02/2012 01/03/2012
Peaple Days Task Code T w T F 3 5 ] T w T F 3
2 2 23 24 25 28 27 28 29 1 2 %

B WAI00 Software Development 33

ABEILLE, SAMER 4 WAT00 24]

1
Mecia, Isabelle = WAT00 15253 2]
Memere, Michel 20 WATQO 122

WC120 Dewvelopment test

= WD100 Softwware documenta...

ALBIN, ILHAM 5 WD100 (23 5253 29]--1

Baut, Lean 9 WD100 %] 24

JALAS, MICHEL 0 WD100
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3.2.4 Export Planning to Excel

You can export the planning of your employees to Excel, by clicking on the Excel button. The following

file will be generated and displayed:

Job Planning for 5253 VEZULA CONSTRUCT AMENAGEMENT
February 2012 March 20°
Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
‘mployee Number{ Mame | Nb. days 2100212012 |22102/2012 (2300212012 [24/02/2012 [25/0202012 (2810212012 [27/02/2012 [28102/2012 |28/02/2012 |01/03/2012

31225 PETIT, ANNE 4 5253 14

31228 ABEILLE, SAMER 4 5253
3001133 ALBIN, ILHAM 7 Vacation_ '_'5253 7
300-10363  Baut, Leon 2 5253 7 o253
300-11003  Asyme, Malain 19 5253
300-11085  Mous, Claude 1 5253
30011107 Mecia, Isabele 9 5253
300-11243 Bigo, Jean 4 5253 3

The conflict zones will appear in red.
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4. Workload calculation

The program uses the following rules to calculate the work time for an employee on a job on a given day

(or half day).

- If the employee is planned on only one job for the day, the program will consider one day work on
the job

- If the employee is scheduled on 2 or several jobs the same day (or half day)jobs, the program will
calculate overcharge

- If the employee is scheduled on vacation and on one or several jobs the same day, vacation has
priority, the program will consider 1 day on vacation, 0 work on the jobs

- For weekend and office holidays, the program will consider 0 work on the scheduled jobs

- For “Expected” jobs, with a probability < 100%, the program will take into account this probability.
(ex: if an employee is scheduled on a given day on a job at 80% probability, the program will
calculate 0.8 day work on that day.)

5. Reports module

Several types of reports are available in this program.

- Classic reports — table form, exportable to excel

- Graphic reports — work load by people type, job type, ...

- Schedule reports — employee planning, available employees, ...

For each report, you can select the population and job type (where available) to be displayed, as

described below:

5.1.1 Population selection

My People — display people who report to the logged person or to the substitute person (work for
another person) — the company list will display only the companies where my people belong

Company — when selected, the company list will display all the companies accessible to the logged
person. Check the desired companies, and then click on “Display”; all people belonging to the
selected companies will be displayed

Direct — select direct people (productive)

Indirect — select indirect people (administrative, support,...)

Hired — hired people (internal)

External — from an Agency (Contractor) or from another company in your group (Group)

+ Myself — include myself in the list

Needed people —include Needed People

My Managers — list of the managers who report to me. You can display people from one of the
managers in this list by checking his name in this list. This way you have access to all people
reporting directly to you or reporting to one of your managers, at all levels.

Only with planning - display only people that have a planning

Only with Conflicts - display only people that have planning conflicts

5.1.2 Job Type selection

v| Job Selection
| Contract
v| Proposal
v| General
v| Expected
v Vacation

Job Number LI ||_| Display
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Make your selection by checking the desired job types in this list.

5.1.3 Task Selection

Click on the “Task Codes” (

Task Codes

) button on the

bottom left of the page, and the select the desired tasks by checking them in the list.

Task Codes

5.14

iiiiiiiiiiiiiii’g;

Arco unting

WD4A0D - Development enginsering
XD106 - Front End - Preparation
WDE0D0 - Structures

XDe00 - Procurement

WD136 - Business Development
WD105 -IT contracts and licences
XA100 - Software Development
XC120 - Development enginsering
¥D420 - Construction

¥C110 - Structures

WXL - Generam Manager

WDT0D - Commercial Secretary
WD420 - Mechanical

XD200 - Structures

Interval selection

Interval

| Day @ Vieek (O 2Weeks () 4Weeks

Check the desired interval.

) Month
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5.2
5.2.1

Classic reports
Employee List

This report shows the list of the selected employees with all employee information.

Company E:‘fnlq?:e Employee Name EmT:.‘::'EE DateIn Expectoeudt ie Gender Direct  Task Code Task Description Dtelszr:rt?:rn Department Name Hmar;:er
Number of employees: 45
e}
2084 AMNDRIES, ALAIN Contractor = 04/01/1988 F v WD400 Development engineering 2010 Software Development 15 Workforce, Developer
11588 AODSSO, MARIELLE Group 30/01/2003 M ! XD106  Front End - Preparation 1012 Accounting - Receivables 75 Warkforce, Developer
300 11577 ARBAGIC, BATIR Permanent  04/12/2002 M ! WDE00  Structures 1011 Accounting General 8 Warkforce, Developer
300 11315 Attira, Minar Parmanent M v XDE00  Procurement 300 Quality Assurance 8 Workforce, Developer
300 11569 Ay, Ahmed Parmanent  18/11/2002 M v WD136  Business Development 100 General management 8 Workforce, Developer
300 11252 BOL, SOPHIE Permanent  01/10/1932 v WD105 IT contracts and licences 1012 Accounting - Receivables 8 Workforce, Developer
300 61217 MAWSKL, MICHELE Permanent  01/10/1999 ! ¥C120  Development engingering 2010 Software Development 8 Warkforce, Developer
300 11107 Mecia, Isabelle Parmanent M v ¥D420  Construction 1011 Accounting General 8 Workforce, Developer

5.2.2 Work Load by people
It shows the work load for each employee, month after month, for a given period. You can see which

employee is occupied and how much.

Employee
Company Eﬁfn‘q?:re Employee Mame Task Cod
Number Of Employees: 54
= @] A]
300 1133 ALBIN, ILHAM WD200
300 2084 AMNDRIES, ALAIN WD400
300 11588  AOS50, MARIELLE XD10e
300 11577 ARBAGIC, BATIR WD600
300 11315 Aftira, Minar XD&00

Employee

e

Type

&

Permanent

Contractor

Group

Permanent

Permanent

5.2.3 Work Load by People Task Code
It shows the work load by discipline.

Month Time Work Time Vacation 03

15/08/2012
Total Total
.0 a Work Vacation % Busy .0 2
Time Time
54 5 0 9.26 % 54
1 15 o PUETET 1
1 05 0 - % 1
1 1] o 0% 1
1 v] o 0% 1

16/08/2012
Total
Work Vacation % Busy ot
Time
5 1] 9.26 % 54
15 o MEE .
05 0 - % 1
1] 0 0% 1
0 0 0% 1

Percent Busy Month Time Work Time Vacation04 Percent Busy Month Time Work Time Vacation 05

17/08/2012
Work  Vacation
5 1]

1 o
15 o
05 o

o o

o o

% Busy

9.26 %

0%

[
0%

Percent Busy Month1

Task Code Task Description 032012 03 2012 2012 032012 (%) 042012 042012 2012 042012 (% 052012 052012 2012 052012 @) 0620
Number of Tasks: 25 1166 91 2 7.94% 1113 a8 0 2427% 1166 36 0 3.00% 111

WD200 | Accounting 66 10 0 8% 63 2 o e 66 0 a 0% &3
WD400 Development engineering a8 205 0 - 23% a4 15 0 | 2% a8 0 0 0% a4
XD106  Front End - Preparati a8 19 0 2% 84 21 0 5% 88 14 0 16% 34

o i reparation = - -

WDB00  Structures a3 2 o | 5% 12 0 0 0% 2 0 0 0% 42
¥D600  Procurement 2 0 0 0% 2 0 0 0% 22 0 0 0% n
WD136  Business Development a3 2 o | 5% 12 0 0 0% a1 0 0 0% 12
'WD105  IT contracts and licences 22 22 0 & 21 21 o & 22 22 0 & 21

waann

5.2.4 Work Load by Job

It displays the list of jobs, with the scheduled work time, month by month, for each job.
Waork Time Work Time Work Time Work Time  Work Time  Work Time

Job Company

300
300
300
300
300

Jab
Mumber

ee

Job Description

Mumber of Jobs: 11

3253
FR500
00001

Ex4011

_Wacation

General expenses

Vacation

Software Development

Soft implementation Canada

VEZULA COMSTRUCT AMEMAGEMEN

noc

Job Type

Proposal
General
Proposal
Expected
WAC

03 2012
98

1
95

56

nor

04 2012 05 2012
48 36
21 14
o o
o o
o o
o o

06 2012 07 2012
21 10
0 0
0 0
0 0
0 0
0 0

08 2012
0

o o o o o
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5.2.5 Work Load by Job Type with people details

Same thing as the previous report, but with the people scheduled on each job.

Job
Job Company e

]

5!

=

300
300
300
300
300
300

5253

FR300
300
300
300
300
300 00001
300
300
300

Ex4011

_Vacation

Job Description Job Type
MNumber of Lines: 22
VEZULA CONSTRUCT AMENAGEME  Proposal

General expenses General
Software Development Proposal
Soft implementation Canada Expected
Vacation VAC

Utilization of the filter bar with the reports:
All the reports contain a filter bar, that allows the selection of elements from the report, following your

Employes Name

Mecia, Isabelle
Miller, Jean
Merlouci, Jean
Memere, Michel
MORTE, CHRISTIMNE
Mous, Claude
Misere, Genevieve
Minaret, Yves
Merlouci, Jean
MORTE, CHRISTIME
MIETTE, CHRISTIME
MUTRIAL BERMARD
ANDRIES, ALAIM
Moato, Gigi

Work Time Work Time Work Time Work Time Work Time Work Time
04 2012

03 2012

98

MOROR R

5.6

43

2 e o e o o o o o 9 o

05 2012
36

06 2012
21

(=T =TS R = R = R = R = R = R = = = T N = =]

07 2012
10

2 e o e o o o o o0 o oo 0 o

08 2012 Work Time 09 2012

0 0

(=T =TS R = R = R = R = R = R = = = T N = =]
(=T =TS R = R = R = R = R = R = = = T N = =]

need:
Emplayse 14/05/2012-20/05/2012 21/05/2012-27/05/2012
Company Er:nui?:e Employee Mame Task Code EmTZII;:'ee ;D:il Vacation % Busy Iion:il Wark Vacation % Busy :rno:il
Number Of Employees: 54 270 60.5 3,33 % 270 47.5 4 19.07 % 270
= &l m| m| = = = = == = = =

» 300 1133 ALEIM, ILHAM WD200  Permanent 5 0 0 0% 5 25 0 -_Eﬂ % 5

300 2084 AMNDRIES, ALAIM WD400  Contractor 5 5 0 & 5 5 0 & 5

300 11588  ADQSS0, MARIELLE KD106 Group 5 0 0 0% 5 0 0 0% 5

300 11577 ARBAGIC, BATIR WD6E00  Permanent 5 2 25 & 5 0 4 & 5

300 11315 Aftira. Minar XDE00 Permanent 5 5 o L 100% | 5 ] 0 0% 5

For example, if you want to know the personnel who is under-loaded (for ex. less than 90%) during one

period:

- in the column "% Busy" of the period, on the filter cell, click on the left button. The folowing menu will

be displayed:

Less than

=
o
=
> Greater than
=

Does not equal

Less than or equal to

Greater than or equal to i
—

- select "Less than" or "Less than or equal”, and then type 90 in the filter cell; the result will be diaplayed

immediately:

Employee

Company E;]upnlq?:re Employes Mame
Mumber Of Employees: 45
= Al
11577  ARBAGIC, BATIR
300 11239  Barbe, Bleu
300 61217 MAWSKT, MICHELE
300 11107 Mecia, [sabelle
300 11572 Memere, Michel

- you can combine several filters, following your need, here are some examples:

Task Code E mTT;:EE
Al (4]
WDe00  Permanent
XD500 Permanent
XC120 Permanent
XD4az0 Permanent
WD400  Permanent

ioowoownoun

5

21,/05/201
-
o2l vork
Time
225 125

5 o
5 3.5
5 15
5 o



- under loaded personnel under 1

Employee 14/05/2012-20,/05/2012

. Employee ) Employes Total . . . Total . . . Total
Company Number Employes Mame Task Code T Time Vacation % Busy Time Wark % Busy Time
Number Of Employees: 44 220 11 { 14 % 220 715 3% 220
= & & & = = = < 100 = = = l=| o |~|=
11588  ADQSS0, MARIELLE XD106 Group 5 o 0 0% 5 o o 0% 5
300 11577 ARBAGIC, BATIR WDe00 Permanent 5 2 25 & 5 o 4 & 5
300 11239 Barbe, Bleu XD500 Permanent 5 V] 0 0% 5 o o 0% 5
300 61217 MAWSKI, MICHELE K120 Permanent 5 15 o 230% 5 3.5 o & 5
300 11107  Mecia, Isabelle ¥D420  Permanent 5 35 [i] ﬂ 5 15 i} E3’(]'}& 5
300 11572 Memere, Michel WD400  Permanent 5 V] 0 0% 5 o o 0% 5
- under loaded "Contractor" personnel (external) under 10Q%
14/05/2012-20/05,/2012 21/05/.
c , | Employee Employee N kCode Employes Ty Vacati xesy | 2 | won
ompany Aurmber mployee Name ask Code mployee Type acation % Busy Time arl
Number Of Employees: 25 125 V] 0% 125 0
= = [B] &l [&] Contractor = = = [i] 100 || = =
3 701636  BATT, MATHALE XD400 Contractar 5 [ 0 0% 5 o
300 11661 BLAL, OUVe XD300 Caontractor 5 0 0 0% 5 o
3 701540 BOURY, CED XD105 Contractor 5 0 0 0% 5 o
330 701632 CHOQUE, LOLO WX C Contractor 5 0 0 0% 5 o
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5.3  Graphic reports

For each graphic report, you can select the Start date and End date and the graphic interval:
Interval

Day @ Week 2Weeks 4 Weeks Month

The default interval is “Week”.

The Options:
i =|E| Show in graphic

¥| Vacation
o | tvailable People

| Office Haliday

By checking / un-checking one of the option, the corresponding graphic will be displayed or not.

5.3.1 Graphic by people type
It shows the work load by category of employee (Internal, External, Group). The vacation time is always
in green and on the top of the graphic columns.
Capacity (Total) Capacity (Internal only) Office Holiday

N

X N |

\
L/

Pl

/

N

Pl

N\

— AN AV
Do Cams oo o Clows ooy —copetytmamicn N\ \
Work Internal people ~ Work External people\\kcation Avakble people (Internal and External)

The graphic is interactive; you can click on one of the colored areas and the program will display the
people and the number of days corresponding to that area.

For example, if you click on the blue area (Internal people) in the second column, the program will
display the list of internal people with work schedule in the week corresponding to this column, see
below:
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f Graphic Details -
Work permanent people for week ending the- 04/03/2012
Company Er:nuanDb}:E Employee name Em_;lpo:ee Task Code Task Code Description MNumber Of Days
Number of People: 13 MNumber of days: 83.5 =
» 300 11577 ARBAGIC, BATIR Permanent WDe00 Structures 5
300 11569 Ay Ahmed Permanent WD136 Business Development 5 |
300 11252 BOU, SOPHIE D Permanent WD105 IT contracts and licences 5
300 61217 MAWSKT, MICHELE Permanent XC120 Development enginsering 45
300 11107 Mecia, Isabelle Permanent XD420 Construction 5
300 11572 Memere, Michel Permanent WD400 Development engineering 5
300 11543 Merlouci, Jean Permanent XD106 Frant End - Preparation 5
300 92015 MIETTE, CHRISTIME Permanent WD400 Development enginsering 5
L ETals) 11299 Miller lean Permanent WKL Gensram Mananer 5 |:|

Clicking on the small button in the “Employee Name” cell will bring the schedule for the selected
employee, and you can modify his planning, see below:

Lmpicyreichesuie. = =N
l L L ek gy Tooe AR
BOLJ, SOPHIE Fr== ' oy ) o
in g T w T 3 ¥ L y w T r 5 ¥ L T w T r : 3 L T w T r ¥ H L T w T F E 3 Ed o T w T r
N n n N k. » ” » o 1 2 1 . L § a T 1 L] L] " " L " " " hid " " n N 2 n M - ] m ] g » n
——1 [} S— . EE—
Lk w0 WAIDO [ # i v |~ E— 1+ . ¥, S )
Roic o owens | EE— [ S— " — 1] o—mmw——D

If you click on the white area (Available people) of the graphic, the program will display the list of
employees without any planning for the selected period.

5.3.2 Graphic by Job Type
This graphic will show the workload by type of jobs (how much on Contract, proposal, General, Expected
and Vacation). It is useful to see the weight of each Job Type on the total workload.

oo

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ o ~ ~ ~
o b = o b = o b = o b = = o = =
w w o w F = kA F = W w o w 5 5 5
= = = = = = = = = = = = = = = =
= = = = = = = = = = = = = = = =
o+ —_ -] [t — o (5] ~ o ] Ll =] ™~ m =] L
=Y = = ~ = = - i ~ = - B r = = -

DDays_Conﬂact I:‘Days_\u‘acation

DDays_F'roposal DDays_Free

DDays_Genelal [IDays_Dﬂieei'loliday

DDays_Expec’ted
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The graphic is interactive, so if you click for example on the blue area (Proposal), the program will
display the list of all people working on proposals for the selected period.

5.3.3 Graphic by Job Number
It shows the workload with job details, where you can see the weight of each job in the total workload.

™~ ™ ™~ ™~ ™ ™~ ™~ ™ ™
= = = = 3 3 F 3 3
= = =) = = =) = = =
= = = & = = & = =
o — — ™ o (=] — ™ ™
[l z00-MTO07 [lz00-MT205 [l zo0-mT212 l300-Ex4021
[lz00-MT219 llz00-To700 [l z00-mT002 [Day=_Vacation
[ll300-RO200 lz00-T0502 [l z00-00001 [ |Days_Fres
[l z00-FR500 [l z00-5253 [l 300-Ex4011 [F|Day=_OfficeHoliday

5.3.4 Graphic by Task Code (people task code or job task)
It shows the graphic by task code, and you can see the weight of each task code on the total workload.

11403412
18/03/12
25/03/12
0104412
0804712
15/04f12
22/04/12
29/04/12
06/05/12
13/05/12
20/05/12
2705412
030612
10/06,/12
1706412

~
=
o
2
-
=)

[lD105-5TUDIES COORDINATION l#0200-Structures ¥~ 100-Software Davelopment B [Flpsys_OfficeHoliday
[lWD136-Business Development [BlX4100-Scftware Development v 120-Development test [lX0136-Design & Drafting - Vessals

[WD106-Implementation W#C110-Structures ¥ D100-Design & Drafting [EDays_vacation

.WDSUU-Stress calculation .W)(C-Genelam Managar . D420-Construction DDays_Free
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5.4 Schedule reports
5.4.1 Workload by people

It shows the workload in schedule form.

] ALBIN, ILHAM 8.5 wpzo0 ([21)| (2 00001 24] 5253 29]-]
_Vacation_ o VAC
00001 35 waloo |[2T))] (2 00007 24
5253 5 WD100 (23 5253 23]
FR500 0 WC120
TO700 0 WD200
TOB01 0 WD200
ANDRIES, ALAIN 29 wp400 |[RO200 2222 |27
AOSS0, MARIELLE z4  ¥D106 (|3 ' Wacation, 24) (27
ARBAGIC, BATIR 9.5  WDE00 @:23 = EH 2]

One useful option is to find what people with certain discipline are available for a number of days in a
given period. To do this, check the “Available people” option, tell the period and the number of days,
select the desired disciplines (tasks), and then hit “Display” button.

Options:

- Only with planning: display only people with a planning corresponding to the selected options
- Only with conflicts - display only people having conflicts in their planning (two or more jobs or

vacation in the same period)

- Available people (n Days from date to date) - display people without a planning for n days in the

selected period

5.4.2 Workload by task code

Same report, grouped by task code.
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6. Configuration module

6.1 Company List
f al frmCenfiguration - [ = |.El éj

W Companies :_.EjDepartmenBHﬁ Employees |, Tasks Hﬁ Projects [existing)”_jl_}Expected Projed:":%‘j Users Ht; Jab Colors || 4] »

Company List

= 3 - FRAMCE

c ¥
| 300 - Paris Office Nnun:npbae? Company Mame Mather Company
310 - LyonCommercial Office
330 - Grenoble Office » 100 MEW YORK 1
350 - INFORMATIQUE 101 EMGIMEERIMG BOSTOM 1
360 - MARSEILLE
- 1 - SOTWARE USA 213 BUCAREST 2
100 - MEW YORE 223 PLOIESTI Office 2
101 - ENGIMEERIMNG BOSTOM 300 Paris Office 3
= 2 - ROMANLA,
213 - BUCAREST 310 Lyon Commercial Office 3
223 - PLOIESTI Office 320 Lille Office 2
320 - Lille Office 330 Grenoble Office 3
=] 4 - BELGIUM 3
400 - BRUXELLES 350 INFORMATIQUE 3
= 5 - MORTH EUROPE 360 MARSEILLE 3
504 - POLAMD
505 - RUSSIA 400 BRUXELLES 4
504 POLAMND 5
505 RUISSIA 5
3 FRAMCE
1 SCOTWARE USA
2 ROMANLA,
4 BELGIUM
5 MORTH EUROPE

Enter here the list of companies belonging to your group. At least one company must be configured here, your
own company.
To enter a new company, use the last row.
To modify a company data, type the new data on the company line, and then click on another line. The data
will be saved automatically.
To delete a company, select the company line by clicking on the row header, then hit “Delete”. If a company
has departments or employees, you cannot delete it.
The following information must be entered:

f) Company Code

g) Company name

h) Mother company (the code of the owner company)
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6.2 Department List

=)

o5 frmConfiguration
- 9 U — - PEE N N

i) o

W Companies |-'§n Departments | & Employees “,) Tasks ||_t:l Prajects (existing) “ J Expected Projeds”:;ﬁ Users. Ht Job Calors

Company List

] 3 - FRAMCE Department
| 300 - Paris Cffice Company Number Number

310 - LyonCommercial Cffice
330 - Grenoble Office

= Offif ¢ ] p

=

Department Name Is Open

Number of departments: 12

350 - INFORMATIQUE 300 100 General management '
360 - MARSEILLE 300 101 Technical Management v
= 1-SOTWARE UsSA .
100 - NEW YORK 300 1010 Accounting '
101 - ENGIMEERIMG BOSTOMN 300 1011 Accounting General v
=] 2 - ROMAMLA
313 - BUCAREST ] 300 1012 Accounting - Receivables '
223 - PLOIESTI Office 300 1013 Accounting - Payables v
320 - Lille Office 300 102 Financial Management v
= 4 - BELGIUM )
400 - BRUKELLES 300 2010 Software Development '
= 5 - MORTH EURCPE 300 2011 Software Implementation '
304 - POLAND 300 2012 Development tests v
505 - RUSSIA
300 300 Quality Assurance '
C 300 400 * Estimation v
* [

b

This is the list of the administrative departments for each company in your group. It should reflect the

Organization Chart of the company.
This table contains the following data:
i) Company Code — you can click on the small button within this cell to display the company
list and then select it in this list, see below:

[ ] 300 B 1011 Accounting General
Eqinn:pbaa?l Company Mame |:|

100 MEW YORK -
101 EMGIMEERIMG BOSTOM 1
213 BUCAREST |
223 PLCIESTI Orffice
300 Paris Cffice
310 Lyon Commercial Office
320 Lille Office

* 330 Grenoble Office |:|

j) Department code

k) Department Name

[) Is Open (Yes/ No) — if the department still exists or no
You can select companies in the left panel by clicking in the company checkbox. The program will display all
departments belonging to the selected companies.
To enter a new department, use the last row.
To modify a department data, type the new data on the department line, and then click on another line. The
data will be saved automatically.
To delete a department, select the department line by clicking on the row header, then hit “Delete”. If a
department has employees, you cannot delete it.
Import departments — you can import departments from an excel file. An import model is provided; you can
access it by clicking on the “Get Import Model” link.
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6.3 Employee List

101 - ENGINEERING BOSTON
2 - ROMANLS

211 - BUCAREST

221 - FUCIESTL OMce

230 - Litie Ofice

505 . RUSSIA

¥ - B e - a— -
¥ el gdimpont | fietimoad tods
|5 Comparies | by Depanments| @ Emeasires |0 Tavis  ff) Propects joting) | L) Expected Projects 153 Users % JobCalon o Ofce Holdes

¥ Fresert Emplayees

[E— [y Empioyee  Department
Cempany sy Freliyee name Empiayee Ty Pannieg | TF v Date

Manager Hame Gender  Pemsert
Numoer e TakCode  Mumber ou Company  Humber it

Expreted Dale  Manages  Manager Hours

Mumber of emplayes: 120

@ 2 =]

LI IH AN LHAM v xPEIQ 003 W0 | IR0 W T12$:  Workiorce Developer M " L t]
0 MEL ANDEIET MAN % ] xLT00 a0 Ba/01/1988 300 T We etlaper F ) 5
00 11508 ADSSO0.MARILLE v v MDA 30 2300 T3e Worktorse, Developer M v 13
00 ARDAGIC BATIR - v R w1 o102 200 0 v '
3w sapme. Malsin ¥D100 1010 300 M v :
00 gty Minge = = KO0 300 M - 0
00 Ay, Anmed ¥, v xpeen 300 M - s
0 Batie. Bl ] @ XFEL0 %00 M + '
00 11338 Baees Bemary v v KEELD 300 M =3 :
00 11671 Bsudocoue. Ahsin - - XLEzD ot 300 M i3

This is the list of all employees of your group. For each employee, the following information is needed:

m) Company Number —the company the employee belongs to. You can click on the small

n)

p)

a)
r)

t)

u)

button within this cell to display the company list and then select it in this list, see below:

[ 3 300 E] 1011 Accounting General
E':meba:' Company Mame |:|

100 MEW YORK -
1m EMGIMEERING BOSTOM 1
213 BUCAREST |
223 PLOIESTI Office
300 Paris Cffice
310 Lyon Commercial Office
320 Lille Cffice

* 330 Grenaoble Office |:|

Employee Number
Employee Name
Employee type — can be one of three values

0 Permanent — hired by the company

0 Contractor —external, from an agency

0 Group — external to the company, coming from another company in the group
Direct / Indirect
In Planning — this person will appear in the planning list or not
Employee Task Code — the default task code (discipline) for this employee
Department Number. you can click on the small button within this cell to display the
department list and then select it in this list, see below:

2012] B 300 71244
Department |E|
Number Department Mame

1010 Accounting
1011 Accounting General
1012 Accounting - Receivables

m

1013 Accounting - Payables
102 Financial Management

2010 Software Developmient
2011 Software Implementation
2012 Development tests |:|

Date In — hire date for permanent employees, arrival date for external people
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v) Expected Date Out — usually empty for hired employees, or the Contract End Date for
external people

w) Manager Company, Manager Number, Manager name — the manager for this employee

x) Gender —should be M (male) or F (Female)

y) Present —if the employee is present or not — when an employee leaves the company,
uncheck this cell to say this employee is not present any more. The information will be
kept in the database.

z) Hours Per day — the number of work hours per day for each employee

To enter a new employee, use the last row.

To modify an employee data, type the new data on the employee line, and then click on another line. The
data will be saved automatically.

To delete an employee, select the employee line by clicking on the row header, then hit “Delete”.

Import employees — you can import employees from an excel file. An import model is provided; you can
access it by clicking on the “Get Import Model” link.

6.4 Task List

ot frmConfiguration l [:' (=] ihj
E—

|| #} Projects (existing) | * ; Expected pmjmugj 0 I

i Companies -;.gﬁDepartmerﬂs & Employees , Tazks

Task Codes
Code Drescription Valid (Yes / MNa)
7 B
b WAL00 Software Development

WC120 Development test
WD100 Softwware documentation
Il WD105 IT contracts and licences
WD106 Implementation

wWD13e Busimess Development
WD200 Accounting

WD300 Project managers

WDS00 Development engineering
WD420 Mechanical

WDS00 Stress calculation

WDEDD Structures

R R R R R R R R R R R

WDOT00 Commercial Secretary

This is the list of the task codes (disciplines) used in your group. The list contains the following data:

aa) Task Code

bb) Description

cc) Valid (Yes / No) —the code is still used or not
Import tasks — you can import tasks from an excel file. An import model is provided; you can access it by
clicking on the “Get Import Model” link.
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6.5 Projects (existing)
rnQ frmConfiguration l E@ﬂ

Boe) () common

8 Tasks |f} Projects (existin :

[ Companies ":%3 Departmenﬁ"_ﬁ Employees

[[] Company List

3 3 L FRANCE i:i /| Open Projects

- Paris Office

- LyonCommercial Office
- Grenoble Office

- INFORMATIQUE . Number of projects: 58

Job Company Job Number Job Description Job Type

- MARSEILLE
[11-50TWARE USA

- [] 100 - NEW YORK » 300 00001 Software Development Proposal wl

i [] 101 - ENGIMEERING BOSTOM 300 5253 VEZULA COMSTRUCT AMEMNAGEMENT Proposal vl

E}-[] 2 - ROMANIA e 300 FR500 General expenses General vl

| P . [ 1213 - BUCARFST —

This is the list of the projects in your group of companies. The data for each project is the following:

dd) Job Company —the company where the project belongs
ee) Job Number
ff) Job description
gg) Job Type — should be one of the following 3 types:
0 Contract —signed, billable
O Proposal - offer
0 General —an internal project
hh) Job Type — always ‘Expected’
ii) Client Name
ji) 1s Open —the job is open or closed

Import projects — you can import projects from an excel file. An import model is provided; you can access it
by clicking on the “Get Import Model” link.

6.6 Projects (expected)
(42 fmConfigurstion _— N =)

T ——

s Tasks ”ﬂ- Projects [e'x\sting)l "J Expected Projects }?_ﬁ Users ”c Job Colors ”:.f Office Holidays

‘fm Companies ”5, Departmerﬁ:”h Employees

[ Company List
E1-[] 3 - FRANCE
|w] 300 - Paris Cffice
~-[] 310 - Lyon Commercial Office
[ 330 - Grenoble Cffice Job Company Job Number Job Description Job Type Probability  Is Open Comments
-] 350 - INFORMATIQUE AT P e R s 3
[] 360 - MARSELLLE
) [] 1- SOTWARE USA
: [7] 100 - NEW YORK
I -+ [] 101 - ENGIMNEERIMG BOSTON 4 300 Ex4021 Soft Development France Expected 73
=0 ZE"Z?;"A:ISEAREST b 300 Ex4031 Preliminary studies 3D Expected 60
[] 223 - PLOIESTI Office *
[ ] 320 - Lille Office
=[] 4 - BELGIUM
. ..[400- BRUXELLES
() [] 5 - NORTH EURCPE
-[] 504 - POLAMD
- [] 505 - RUSSIA

Y| Open Projects

300 Ex4011 Soft implementation Canada Expected 80 dsfddg

ERiK K &

A —

These are projects that the company has good hope to win. The data for each project is:

kk) Job Company

II) Job Number

mm)  Job Description

nn) Project Manager

00) Job probability — the estimated probability to win the contract
pp) Comments
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6.7  Office holidays

-
a5l frmConfiguration @ﬂlﬂ

Wi Companies H:EB Departmerﬂs"_!"' Employees ,\ Tasks ||ﬂ- Projects (existing) ||:Lj Expected Projeds"@ Users ||¢ Job Colars |:.f
[ Company List (=]
=[] 3 - FRANCE

Office Holidays

- [y 300 - Paris Office E Company inti
i [[] 310 - Lyon Commercial Office 1 MNumber vear Morth 2] pescription
-[[] 330 - Grenoble Office * * 1 1 Mew year
-~ [] 350 - INFORMATIQUE -
. [] 360 - MARSEILLE 1 ’ : rstoriiay
=[] 1-S0OTWARE USA * 20z 4 8 Easter
[] 100 - MEW YORK 300 * 2 10 Haliday for company 300
i Iﬂ..ZDF;LgL:Qﬂ::INEERING BOSTON > H 300 12 Christmas
L[] 213 - BUCAREST L *
[1223 - PLOIESTI Orffice |ﬂ

This is the list of Office Holidays (Easter, Christmas, New Year, etc), for each of your companies. The
information is:
qqg) Company Number —type ‘*’ if the holiday is for all companies
rr) Year—
0 Type ‘¥’ if the holiday happens every year at the same date (ex: New Year,
Christmas...)
0 Type the year of the holiday if the date is different every year (ex: Easter)
ss) Month, day — month and day of the holiday
tt) Description

6.8 Job Colors

.
o5 frmConfiguration E@g

-

. Companies -;.EBDepartmenE _ﬁ Employees ,\ Task{ 4| p

Job Colors
lob Type Jlob Colar
b Contract P coral
! Expected Lavender
Genmeral Yellow
Proposal PowderBlue
= — -

This table will allow selecting a color for each type of job. This color will be used for the time bars representing
the work planning for the people.
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6.9 User access

i - -
a5l frmConfiguration - =NACE X
- -
|.,3 Companies ";E;n Departmems" & Employees "” Tasks " #} Projects (existing) ” ©} Expected ProJed:lI:;j Users |Q. Job Colors ":,- Office Holldays|
Company List |
] 3 - FRAMNCE e T T R T R R
w] 300 - Paris Office . User Company User Mumber User Mame Global Admin  Job Access ST Report Access o2 el
310 - Lyon Commercial Office Agcess Agcess
330 - Grenoble Office
350 - INFORMATIQUE
360 - MARSEILLE 300 1000 Harry, Belaforte v
] 1-SOTWARE USA
100 - NEW YORK 300 1123% Barbe, Bleu L%
101 - ENGINEERING BOSTON a 300 11252 BOLI, SOPHIE ] ¥
=[] 2 - ROMANIA '
213 - BUCAREST Access To Is Comgany Job Access || Report Access Job Planning  Configuration
223 - PLOIESTI Office Company Admin Access Access
320 - Lille Office ‘ 100 " 7
] 4 - BELGIUM
400 - BRUXELLES 101 ¥
=[] 5 - NORTH EURCPE 300 v
504 - POLAMND
505 - RUSSIA * = = = = =
User Company  User Number User Name Global Admin Job Access  COMMIUAHON bt access JOP PlaNTIng
Access Access
300 11315 Attira, Minar 2] ]
300 15208 BROCART, ELLY |
. —

This is the window where you define the user access.
The default for a manager is RW access to his own employees, to be able to plan their work and holidays
This list has 2 levels:
uu) The first level defines access to all companies
wv) The second level defines user access company by company
First level contains the following data, for each user:
ww)  Is Global Admin — the user is a global administrator, he has RW global access
xx) People Access - the user have access to all people in all companies
yy) Job Access — has access to jobs from all companies (can plan people to work on any job,
from any company)
zz) Configuration access — has access to the Configuration Module and can do configuration
for all data in all companies
aaa) Report Access — has access to reports (see Reports chapter)
bbb)  Job Planning access — has access to the job planning screen
Second level contains the following data, for each user:
ccc)Company Number — the company to which this user will have access
ddd) Is Company Admin — the user is a an administrator for this company, he has RW access
to all data of this company
eee) Job Access — has access to jobs from this company (can plan people to work on any job,
from any company)
fff) People Access - the user have access to all people in this company
ggg) Configuration access — has access to the Configuration Module and can do
configuration for all data in this company
hhh)  Report Access — has access to reports (see Reports chapter)
iii) Job Planning access — has access to the job planning screen
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7. Delegation

Company
Mumber

Employee Mumber Employee Mame

300 10868 Baut, Lean

300 11238 Bares, Bernard
300 11571 Baudocque, Alain
300 11572 Memere, Michel

300 11588 ADS50, MARIELLE

You can give other people the right to work for you. Use this form to specify who has the right to replace you.
To enter a new user, use the last line. Click on the small button in the Employee Number cell and the following

list will be displayed:

Employee List

e

Display Company Mumber Mame ‘I
@ Dpt. Managers =) All People Nb. of people: 10
i{Company List : -

ED3P:RA}:\ICE = » 300 11315 Attira, Minar I
] 300 - Paris Office 310 11420 Bessier, Larry L
|E| 31D-L},‘Dn[ummercial Office 310 11399 B|DI"|E_.MEFiE
----- [[] 3530 - Grenoble Cffice =
[ 350 - INFORMATIQUE 3 300 11252 BOL, SOPHIE
[] 360 - MARSEILLE 300 15208 BROCART, ELLY

-l - L |

G3-[]1-SOTWARE USA 310 11400 ] cassant, Jean
i [] 100 - NEW YORK =
“..[7] 101 - ENGINEERING BOSTON 300 looo Harry, Belafonte

=[] 2 - ROMANIA 300 67003 MORTIER, BIBI

- []213 - BUCAREST

- [[] 223 - PLOIESTI Office
[] 320 - Lille Office 300 71244 ‘Warkforce, Developper
=[] 4 - BELGIUM

. L.[]400 - BRUXELLES

=[] 5 - MORTH EUROPE

- [[] 504 - POLAND [+

300 94023 TREMOULET, IOM

b

Select one or more companies in the left panel, select “Department Managers” or “All people” and then chose
the desired person by clicking on the small button in the “Number” cell (or double-click on its line).
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Company
Mumber

300 10863 Baut, Lean

Emiployes Mumber Employee MName

300 11238 Bares, Bernard
300 11571 Baudocque, Alain
300 11572 Memere, Michel
300 11583 AOS50, MARIELLE

310 11400 [:] Cassant, Jean

To delete a user from the list, click on its row header, then hit “Delete”.

Each of the people in this list will be able to replace you. They will log into the system using their own
credentials, and then they will click on the “Work For” button. The following window will display the people he

can replace, and he can select the desired one.

-
Employee List l
@] (@ wo
Display Company Mumber Mame
@ Dpt. Managers Mb. of people: 3
|j
[w| Company List -
; 300 1133 ALBIM, ILHARM
=3 - FRANCE : :
N i L. 300 - Paric Office i 300 1000 Harry, Belafonte
| - 310 - Lyon Commercial Office » 300 : D Warkforce, Developper
- 330 - Grenoble Office
- 350 - INFORMATIQUE
: 360 - MARSEILLE
E]--l - SOTWARE USA |
{1100 - NEW YORK | =]
B
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