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Human Resources Management

Human Resources Management is part of Produmex Manufacturing add-on. It is closely related to the
Produmex PDC Solutions, which consists of several production data collection modules. These
modules save all their data in the Attendance Journal. The new features in Produmex Manufacturing
for Human Resource Management are made for administrating these entries in the Attendance
Journal.

1. Prerequisites

1.1. Employee Master Data Settings

The attendance journal functions are based on shift plan and attendance class settings. You can find
these settings in the Employee Master Data.

The add-on can calculate the difference between the planned time and the booked time. The planned
time is based on the shift plan that is set in the Employee Master Data ‘Shift Plan’ UDF for the
employee. For more information about shift plans please see: 2. Setup and Installation of the
Company

Employee Master Data 41 >]| ¥| Al Cstegories - X
First Name John Employes No. 1 F_‘,-'= . _ . Mons M
e g Ext. Employes o, o r~15.xr"L‘r" Parallel Operations 5
. chitft Plzn rEGEP
La=t Mams o= Active Employes
PDC Password
Job Title Linked Vendar
Position |  Office Phone Shift Plan
Cepartment bl Ext.
- Mobile Phone Code rEGSP
Pager Name Regulzr Shift Plan
- Home Phons Year
-No Sales Employ™ Fax 2014
E-Mazi 2015
Mambership Administration PBarsonzl F 2018
Waork Address Home Addres 2017
Shest Shift Plan Year IQ @ E
Shift Plan rEGSP
Years 2017
Ctrest Mo, Date Month Wesk Day Shift Day Type Commeant
Block 01/01/17 January 52 Sunday Normzl Werking Days hd -
Building/Floor/Room 01/02/17 January 1 Monday 3 bl
Zip Code 010317 January 1 Tussday bl
Ciby 010417 January 1 Wednesday ¥
County 0110517 January 1 Thursday hd
Stats b o1f06(17 January 1 |Friday i
Country b 010717 January 1 Ssturday bl
010817 January i Sunday v
010517 January 2 Monday Narmal Werking Days i
011017 January 2 Tussdzy Narmal Weorking Days L -
Update | | Cancs! oK | | Cancs! | | Paramsaters
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2. Attendance Journal Functions
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Attendance Journal Administration functions can be accessed in SAP at the Human Resources folder in
the main menu. These functions can be used for managing data that has been collected from the
shopfloor.

Main Menu Q@E

BEXManufacturing
managar

Meodules Crag & Relste My Menu
Production
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Irin

MRP

LT Service
.-_C-’D Human Resources
[0 Employes Master Data
O Attendance Journal Administration
O Time Sheet
B3 Human Resources Reports
[=r Attendance Journal Reports
O Attendance Time Account Report
O Attendance List
O Attendance Work Log
O Attendance Journal Error Report

Reports -

2.1. Attendance Journal Administration

In the Attendance Journal Administration you can view, create and cancel the personal time
management entries booked by employees. It is possible to create new bookings and to cancel wrong
ones.

Attendance Journal Administration |;| @ E

Employes

Date From 12/01/16 12/31/16

Canceled | EmplayeelD | Employes Name | Department Name | Posting Date o = | Original Posting Date Error Code | Error Text | Administrator User | Added By Administretor | Admin Dete | Admin Time
1 Dos, John 12/20/16 3 16 manager 011317 16:13 -
2 Morrisan, Fred 12/2015
1 Doe, John 12{20{16 manager 01{11{17 16:19
12/20/16
e, 12/20/16
1 Do, John 12/20/16
1 Dos, John 12/20/16 Lunch Brask
1 Dos, Jchn 12/20/16 Lunch Brask
12/20/15
12/20/16
12/20/15
12/20/16
12/20/16
12/20/16
2 Morrisan, Fred 12/20/16 -
Refrazh | | Cancel | ‘ 884 nav entry | ‘ Canecel zntry -
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The form can be filtered according to employee, department and date. After filling out the filter fields
click on the 'Refresh' button to load the data.

The Posting date and Posting time fields show the corrected time, the Original Posting Date and
Original Posting Time fields show the original time when the booking happened. If the booking was a
log in, the 'In' check box is turned on. If the employee is not working although he should, the 'Reason
name' field is filled with the reason why he is missing (iliness, holiday, etc). However, the Reason
name column is not filled if the employee did not log in, but according to the shift plan he should have
(he is late). Reasons can be defined on the Absence Reasons user table.

The field 'Error Code' contains the error code if a wrong booking happened. It can be:

e “101 - Double In-action has been booked”. Double in-action means that the employee booked
two log ins after each other.

e “102 - Double Out-action has been booked”. Double out-action means two log outs were booked
after each other.

If you want to cancel a booking, select the line and click on the 'Cancel Entry' button. It is also
possible to select several lines and cancel all at once. If the administrator cancels a booking, the
‘Canceled’ flag will be checked, but the booking still will be visible. The add-on will also save the
administrator user name and the date as well as the time of the modification.

If you want to add a new booking click on the 'Add New Entry' button. In this case a small form
appears with all the necessary data to fill in:

Attendance Journal Administration

Emiployes 1 Dos, John

Dtz 01/30/17

Time= 14:35:00

R=zzson - bl
Action In -

You have to set the employee, the date and time, the reason if any and the action type which can be
‘In” or ‘Out’. After you have set all necessary fields click on the 'Add new' button to create the new

entry. It will appear right away in the list of entries, and the form will stay opened, so that you can
create several bookings after one another.

2.2. Attendance Journal Reports

Please note that at present no calculation method is added to the reports below. If
calculated values are needed, you need to create your own report. In this case the
Produmex Support Team can be contacted for help.
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2.2.1. Attendance Time Account Report

This report shows all in/fout bookings of one employee for a specific month. You can filter it according
to the Employee Number and Date From, however, the entered date will always be corrected to the
first day of the entered month, and the report will always show the data until the end of this month.

=

Attendance Time Account Report

Employze
Date From
EmployesD | Employee Name | Attendance Plan | Total Planned Plan Out | Plan Bresk | Plan Durabon | Actual In | Actual Out | Actual Bresk | Actual Duration | Cakculsted In | Calculsted Out | Calculated Brask | Calculated Duration | Difer,

2 |Morrison, Fred 138

05100 2200 01:00 15:00 05:00 2:00 01:00 15:00 00:00
05:10  22:03 o0:58 14:55 05:10 2:00 01:00 14:50 -00:10

20 oum
0 000

RORMSDT
nORMSDT

20 oum

RORMSDT 15:00 5 1
0 000 15:00 0sE  aem 00:20 15:13

5:08 05:00 2159 01:00 14:59 -00:01
nORMSDT i

05:00 uw:n 01:00 14:32 -00:28

g8k

nORMSDT

20 oL 15:00
RORMSDT 15:00

20 oum

In the first line for the 1st of the month the report shows the employee name, the total planned and
the total booked time, and the difference between them (Total Difference = Total Planned - Total
Calculated). If it is not yet the end of the month, the total difference will show negative numbers.

In the report all columns which name contains “Plan” refer to the time set in the shift plan. Columns
with text “Actual” refer to the actually booked times (i.e. the time when the booking really happened).

The Attendance Plan column shows the shift name from Shift Day Type for the specific day. In the
Shift Day Type you can check the set shift times for that day. For more information about shift day
types please see: 2. Setup and Installation of the Company

If there is a problem with the sequence of the bookings for the given employee and the given date,
you will get a message about the inconsistency and the 'Attendance Journal Error Report' form will

open.

System Message |:|

Thers were integrity errors in attendance journal tzble s :.i

For more information please see: 2.2.4. Attendance Journal Error Report.

2.2.2. Attendance List

In the 'Attendance List' you can check the status of employees for a given date and time. You can
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filter the form according to Department, Date and Time. If you click on the 'Now' button, the actual
date/time will be set in the fields.

The report shows the plan, the actual and the calculated in and out times the same way as the
'‘Attendance Time Account' report. The Operation Code and Operation Name displays the name and
code of the operation to which the employee last booked.

The state of the employees are depicted with colorful flags. The meaning of the different colors is the
following:

e Green flag: The employee is present.

e Red flag: The employee is not present, although he should be.

 Yellow flag: The employee is not present, but for a reason. If this is the case, the reason column
will show the reason (holiday, illness, etc). If the flag is yellow and the reason column is not
filled, it means the employee is not here, but his shift has not started yet or already finished.

2.2.3. Attendance Work Log

The 'Attendance Work Log' shows all PDC bookings for one specific employee on a given day until the

given time. If you click on the 'Now' button, the Date and Time will be filled automatically with the
actual date and time.

Attendance Waork Log |:| |:||:|
Employes 2 Meorrison, Fred -
Date 12/23/16 I
Time 12:00
Op. Code Pr.Ord.No Posting Code L Start End Duration
oPCU 508  Start Job 0.000 | 11:39 11:39 0,000
oPCU 508  Completed Job 100,000 11:38 11:35 60,000
Refrash | | Cancel

2.2.4. Attendance Journal Error Report

The Attendance Journal Error Report shows all problematic bookings for an employee in the given
time period:
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Attendance Journal Error Report

_I0fx]

Employes 1 Dos, John Department
Diste From 011317 Date To 013117 =
EmployeslD Employes Nams In Posting Date Posting Time Rzzson Nams Error Kind
1 Dos, John 013017 08:00:00 Duplicated bookings in indentical direction
1 Dos, John 013017 12:00:00 Duplicated bookings in indentical direction
Refresh | | Cancel -
4 ]

The 'Error Kind' column shows the type of the error:

e “Duplicated bookings in identical direction” means two consecutive in or out bookings have
been made. In this case one of the bookings has to be cancelled or a new booking with the

other direction must be inserted between the two bookings.

e “Row is corrupted” means somebody changed the lines manually in the database.

This is only a list of incorrect bookings. To correct the problematic bookings you have to use
'‘Attendance Journal Administration', where you can cancel superfluous bookings, or insert missing

ones.
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