Exaldime How To Generate A Report In TimeSummit

Once you have finished reviewing and editing your time records, the next step is to
generate a report. TimeSummit has more than 40 reports to choose from, all with a variety of
options enabling you to customize them to your needs.

1. Click on the Reports navigation link.
This will open the Reports view. In it you will see the "Choose Report” area, as well as
three tabs: General, Filters and Options. These three tabs give you powerful control over
how your reports appear.

2. Choose areport.
Reports are subdivided into nine categories:

Tools View Cloud Service

Fil Help

[2) View Report [ Options % Set Flters & Clear Filters

Dashboard Reports - Employee Time Card By Week

R = Faverites 2 || Generat [Fitters Options
PROJECT MANAGEMENT Employee Executive Summary
Employee Time Card
Employee Touch Detai What This Report Does:
Labor Budgets Employees by Location Displays a timesheet for each Employee, grouped by week, with the total hours worked
by Locations by Employee each day, the total each week, and the total for the pay period. You can also include a
= Cost Code signature line for Employees to sign. Good for all pay schedules including monthly pay.
TRACKING roen
JobClocks By Employee Benefit:
e By Location Provide a Time Card to give to your Employees, with each pay week separately broken out.
FastTrakker Cost Code Breakdown (Bar Chart)
ExakTime Mobile Cost Code Breakdown (Pie Chart)
Executive Summary ] Add this to my favorites,
LsTS © Employee
Approaching Overtime This Week:
Basic Choose a date range:
By Coztoe Custom v From: /312015 v Ta 282005 -
By Location
Executive Summary
GPS Touch Detal Al employees
Mssing Clock Ins/Outs
Time Card All locations
Time Card By Week Al ok ades
TimeStamp Touch Detai
Touch Dctal Clear Fitters
Touches Outside GPS GeoFence
Travel Tme
smenaaay (o S e | A
Finished Cloud Service Sync

Favorites — A user-modifiable list that puts the reports you use most frequently at the
very top of the screen. Our five most popular reports already appear here.

Cost Code — Display the total amount of time spent on different activities (cost codes).
Employee — Display the total amount of time employees spent working.

Created on Thursday, Feb 26, 2015

Employee Report

Saturday, Jan 31, 2015 - Friday, Feb 6, 2015

Employee Name Total
Cook, Matt 0006
Desert, MWike

Total 00:06

Exceptions — Summarize the problems/exceptions: i.e., employees who forgot to clock
in or out, or who weren’t where they said they were when they did clock in or out.
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Executive Summary — Display employee, job site and cost code daily totals.

Executive Summary Report - Employees
Saturday, January 31, 2015 - Friday, February 6, 2015

Sat Sun Mon Tue wed Thu Fri
Employee 01/31 0271 02/2 02/3 02/4 02/5 02/6 Total
Coak, Matt - - 00:06 - - - - 00:06
Total 5 2 00:06 E: - - - 00:06

Guesstimator — Provide estimates of payroll and job site costs.

Lists — Display active Employee/Location/Cost Code listings, JobClock status, and
Field Notes.

Location — Display the total amount of time spent at each location.

Touch Detail — Display individual employee Start (In) and Stop (Out) times.

Take some time to go over each report type to find the one that best fits your needs.
To get you started, here are a few of our most popular reports:

Employee Basic — Displays the total amount of time spent working by each
employee for the specified date range. Overtime is optional and can be set in the
report options. This report is one of the most helpful when preparing payroll.
Employee Touch Detail — Displays all Start (In) / Stop (Out) times an employee has
for the specified date range. This report is useful if an employee would like to review
his daily JobClock touches.

o Created on Thursday, Feb 26, 2015
Employee Touch Detail TR AR TR 2
Inand Out Punches between 1/31/2015 and 2/6/2015

Cook, Matt

Date start Location StartTime StopTime Stop Location Cost Code shift  Paycode Total

Mon 2/2/2015  alpine Park 1028am  1028am  BamsSit Dernalition oo
lon 2/2/2015 Barns Site 10:258am Electrical =
loh 2/2/2015 Alpine Park 10:30am Electrical 0o
lon 2/2/2005  Brentwood 10:313m Equipment Dperator 00:01
lon 2/2/2015 Calabasas 10:32am  10:35am  Calabasas Electrical 00:02

zzzzZ

Daily Total 00:06

Total 00:06

Location Executive Summary — Displays the daily hour totals at each site for one
week. This report is useful for the business owner or supervisor who needs a basic
overview of the hours worked at each location.

Employee Time Card — Displays the daily hour totals for each employee in the
specified date range. Presents the information in a traditional time card format.
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Other tabs on the Reports screen:

General Tab

The General tab gives you the ability to set the date range of the report you want to preview
and to quickly clear any filters you may have previously selected. By default, the date range
is the same range that is currently displayed in TimeSummit’s Time Card screen. You can
also identify whether this report should appear in your list of Favorites.

Filters Tab

Filters allow you to choose the

General | Filters | options

. Employees Locations Cost Codes
details of your report. You can O A o O
filter by Employee’ Job Site’ ® Fitter ® Filter ®) Fitter
Cost Code Employee | Emplayees ) | Locations ( | Cost Codes )
. ! . . |:| Caoleman, Chris |:| A.B.C Shop |:| Clean Up
Categories, Jobsite Categories, R s FEres
and Cost Code Categories_ [ crews, Tery Alpine Park [] pemolition
[] Desert, Mike [] Barns Site [] Drywall
N t . F.It d d. |:| Hill, David |:| Brentwood |:| Electrical
o e' I ers Vary epen Ing D Hill, Karen D Calabasas D Equipment Operator
on the report you Choose, [] Jones, Douglas [ culver city [] Foundation
[] Lopez, Mary o [[] powntown = [] Framing -
1 checked §| o= 1 checked y— [o—| 1 checked w—| [o—
Employee Categories | Location Categories | | Cost Code Categories
part time
1 checked ¥—| |[o—| 0O checked w—| |[o—| 0Ochecked ¥—| |a—|

Options Tab

Options lets you customize the
Reports format.

General | Filters | Options

Display alternate rows with colored bands Hours format HH:MM (07:30) v

Show zero time as: - v

Note: Options vary depending
on the I’epOI’t yOU Choose. () Display first name first: (Bob Smithj

(®) Display last name first: (Smith, Bob)

D Display company name in the header D Display company logo in the header
|:| Display page numbers in the footer

[[] Show Employee ID Group by | Day v

Name [[] show Overtime Hours
Fit Report to 1 Page Wide
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Export Formats
TimeSummit reports can be exported to the following formats:

e Microsoft Excel

__]_ Export to Excel ﬂ Expost to PDF Ej - L
. PDFE [v] POFFile
HTML File
« Web (HTML) MERE
RTF File
° Mime HTML (MHT) 1y, February 6, 2015 XS File
XLSX File
e Rich Text (RTF) CSV File
| Text File
e Comma Delimited Text (CSV) Sn o Mon, Tue  ied SR
0241 02/2 0243 024 Total
e Text : ool - - - - o0:01
- ool - - - - 00:01
¢ Image - ool - - - - o0:01
0002 - - - = 00:02

From the Report Preview screen, click the Export to Excel or Export to PDF button for those
file formats, or the green disk icon to bring up a drop-down menu and select one of the
other formats.

A dialog box will confirm the export. Click Yes to view the report.



