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1. Introduction

The Time Entry feature of Redmine allows a user to enter against a Project Issue, this entry can be
made one by one. The Time & Attendance plugin revamps the time entry feature to allow for weekly
time entry in one screen. This plugin provides the capability to submit both Time & Expense in weekly
format within Redmine. The user must be a member of a project with permission to log time. If the
user has “Edit time logs” permission, then he can manage other team member's Time & Expense as
well. Users without edit permissions cannot edit/delete time & expense entries. The time & expense
sheets can be exported into pdf and csv format. The attendance module allows the user to clock in
and clock out. T&E admin can manage other user’s attendance.

1.1 Installation

Unpack the zip file to the plugins folder of Redmine. Starting from version 1.2, it requires db migration.
So run the following command for db migration

rake redmine:plugins:migrate NAME=redmine_wktime RAILS_ENV=production
When uninstalling the plugin, be sure to remove the db changes by running

rake redmine:plugins:migrate NAME=redmine_wktime VERSION=0 RAILS_ENV=production

2. Time & Expense

2.1 Timesheet

Timesheet is used to log the spent time for projects by their members for a week. The member should
have log time permission to fill out the timesheet.

2.1.1 Timesheet List

The list page by default displays the timesheets for the current month. Date range filters can be
applied to the list page. The users with “Edit time logs” permission will have additional filters; project,
member, group and status dropdowns. The list page displays the list of timesheets satisfying the filter
criteria. The project/group dropdown is used for filtering the member dropdown. User custom fields
which are marked as filters can also be used to filter time/expense sheets.

Time

@ Project | Fotonation v Status [ Note: Project, Group, Member and @ New Timesheet
. User filters will be only visble for
project member with 'Edit time log"
permission and TE admins

(O Groups Account user

Member | All Users M

* Date range

@ |thisweek v O From 2015-10-04  [Fto 2015-10-10 &
* User filters
User's location is v India v 4\ Add filter ;
+ Apply D Clear g Send Reminder, User filters
\ Edit and Delete icons
Total: 88.00 hours
Start date User Hours Status Modified by .\
10/04/2015 Suganya Thulasiraman 4.00 New Jeya Sundari nf
10/04/2015 Karthick Madhiazhagan 28.00 Approved Jeya Sundari
10/04/2015 janaki adhi 56.00 Submitted janaki adhi

(1-3/3)

Note: Users who have edit permissions on all projects within a timesheet will be allowed to delete a
timesheet from this list page.

2.1.2 Send Reminder

Manager and TE admins can send reminders to the user to submit and approve the time/expense
sheet. The reminders will be sent based on the filtered time/expense sheet list. The submission
reminder will be sent to the corresponding user and the approval reminder will be sent to the user’s
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manager.

Reminder Motes

(@ Send submission email reminder

() Send approval email reminder

Ok Cancel

2.1.3 New timesheet

Here are the steps to add a new timesheet.
- Click on the top menu “Time & Attendance”,
- Select the tab “Time”
- Click on “New Timesheet” hyperlink

- Enter the start date of the week for the new timesheet and if previous week template is

needed check the previous week template checkbox, else uncheck it

- Click “Continue” to create timesheet.

The screenshot represent the timesheet page. Using the “Add row” link, the user can enter new time
entry. Choose the project, issue and activity from their respective dropdowns. Rows can be deleted

using the delete icon at the end of the row.

Home My page Projects Time & Expense Help

Redmine

Logged in as Veera My account Sign out

Search: — Jump to a project... e

Time

User Veera
Start date 04/15/2013
Status
« Previous | Next »

Save

Fri
Apr 19

Loicet ey LIBTTA sis  recic  Apar s
Mabile Appﬂ- - Bug #428 Simulatorv ~ Beswgn - 2 1[4 15 e
Reporting Se ~  Feature #414:When| +  Design - [ ¢ i3 | BB 3
ReporiingSe ~  Support#420:Remov ~ Design = B ' ]
4.00 4.00 6.00 2.00 3.00

L

Sat
Apr 20

3.00

@ Add Row

0.00 Total:
22.00

@ Add Row

Also available in: CSV | PDF

The Previous and Next link helps the user to navigate to the previous and next week timesheet.

2.1.4 Custom fields

Custom fields can be added at the Timesheet level and also at the individual spent time level.
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Redmine

) Detail time entry
Time popup

User Prabhakaran Weekly time
Start date  04/29/2013

custom fields Attributes
Status
Prchaseln » Android Application, , Design

« Previous | Next » -

Comment -

. ) Custom fields
Project Issue Activity Estimated hour

- - Difficulties
» Android AIZ[ |Z| Design |Z| a
/

Spent time custom fields

Ok Cancel

Administrators can create custom fields by navigating to Administration =» Custom fields menu
= New custom field link. To create individual spent time custom fields choose the “Spent time”
option and for timesheet custom fields choose the “Weekly Time” option from the Custom fields page.

2.1.41 Spent time Custom Fields

The spent time custom fields are applicable to the individual cells within a timesheet; these are
attributes of Spent Time entity. These custom fields can be configured for a row (discussed in section
6.5.7 and 6.5.8) instead of a cell and by default it will be shown in detail time entry popup (discussed
in section 6.4).

2.1.4.2 Timesheet Custom Fields

These custom fields are applicable to the whole timesheet and are created from the Weekly Time tab
from the Custom fields page. For e.g., the Purchase Order field applies to the whole timesheet.

2.2 Expense Sheet

Expense sheet is used to fill out the expenses incurred on various projects. It works same as the
timesheet. In addition to project, issue and activity fields, it has the currency field as well. Even
though different currencies can be used for different rows, the currency from the last row is used for
the day total and week total. Custom fields are not available for Expense Sheet.

2.2.1 Expense Sheet List

This page list the expense sheets based on the filter criteria chosen on the page. This page is similar
to the timesheet list page described in section 2.1.

2.2.2 New Expense Sheet
The steps for adding a new expense sheet is same as that of the timesheet.
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Expense

User  Aravind
Start date 04/328/2013

Currency dropdown

Status  MNew
= Previous | Next »
(@ Add Row
Fi Mon Tue Wed Thu Fri Sat Sun
Project Issue Activity Currency Apr 29 Apr 30 May 01 May 02 May 03 May D4 May 05
Expenses - Expense#437Hotel = OutofPocke §  ~ 50000 = = = = = E = @
Expenses ~  Expense #436 Airfick = QutofPocke = € - 250.00 = = = = 20000 = = = o
€ 750.00 £0.00 €0.00 €0.00 €200.00 €0.00 €0.00 Total:
€950.00
Save | [ Submit @ Add Row
Alsa available in: CSV | POF

2.2.3 Detail and Report Page
The expense detail and report page resembles the spent time detail and report page of redmine.

Overview  Activity

Issues

New issue

Gantt  Calendar

Documents  Wiki

Files  Settings

All Projects » Fotonation »

Spent Expense

(@ New Expensesheet

* Filters
Date M Add filter v]
» Options
o Apply 9 Clear
Details | Report
Total: 7658.00
v Project Date ¥ User Activity Issue Comment Currency Amount
[] Fotonation 10/13/2015 Dhinesh kumar Design Bug #18: bugl 5 4.00 > &
[0 Fotonation 10/12/2015 Dhinesh kumar Design Bug #18: bugl 5 7.00 a1
[0 Fotenation 10/11/2015 Dhinesh kumar Design Bug #18: bugl $ 4.00 ]
[0 Fotonation 10/09/2015 Karthick Madhiazhagan Development Bug #18: bugl $ 557.00 |

The navigation for the expense Detail and Report page is Projects = Edit project = Expense Report.
The project members with ‘View Spent Time’ permission have access to this page.

The details tab will list individual expense entries made for the project. We can edit and delete
expense entries from here as well. The edit link will take the user to the corresponding expense sheet.
Individual expense entries can be deleted from this page as well. The report tab can be used to
summarize data at various levels; member, tracker etc.

Overview Activity BESTEl Newissue Gantt Calendar News Documents Wiki Files Settings
All Projects » Fatonation » (A New Expensesheet
¥ Filters
Date |any v/ Add filter | vl
» Options
o Apply @ Clear
Details || Report
Details: | Month v |Add: | v| @ Clear
Total: 7658.00
Project 2015-8 2015-9 2015-10 Total time
Fotonation 11.00 1598.00 6049.00 7658.00
Total time 11.00 1598.00 6049.00 7658.00

2.3 Approval System
The Time & Attendance sheets can be approved / rejected by supervisors after it is submitted by
Project Members.

2.3.1 Status

The various statuses of the Time & Expense sheets are:
- New
- Submitted
- Approved
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- Rejected.

The time & expense sheet is in “New” status when it is created. Once the timesheet is submitted, it
goes to the “Submitted” status. It goes to “Approved” status when the supervisor approves it. When
the timesheet is rejected, it goes to the “Rejected” status and goes backs to the project member for
resubmission. The Time & Expense Sheet returns to the “New” status when it gets un-submitted.

Qn unsubmit
<heet goos for g
re-submission \
( ‘L Bejected
?nqe/euxr;ae%rgfve, > SUBMITTED g;n:éef:clsefo?hfz

sheet goes to
submitted status

submission

T

A 4
APPROVED

A 4

REJECTED

2.3.2 Workflow
The workflow of Approval system is as follows.

i) The Time & Expense sheet has the Submit button in addition to the Save button.

Redmine Search: Jump to a project... =]
Time
User Suganya
Start date 04/15/2013
Status
= Previous | Next »
(A add Row
. o Mon Tue ‘Wed Thu Fri Sat Sun
Froject R, lihdict Apr 15 Apr 16 Apr 17 Apr 18 Apr 19 Apr 20 Apr 21
» Android Av| Bug#429: Emulatord=| Design  |=] o
0.00 0.00 0.00 0.00 0.00 0.00 0.00  Total: 0.00

Savd 1@ (G Add Row

Alse available in: CSV | POF

ii) A team member can save a time & expense sheet any number of times, but can only submit
once.

iii) Once a time & expense sheet is submitted, the user with “Approve time logs” permission can
approve / reject it, the project member can also un-submit his time & expense sheet, if he
wants to take back his submission.

iv) Once approved, the time & expense sheets can never be edited.

v) If the time & expense sheet is rejected, then it goes back to the project member for re-
submission. An email about the rejection is sent to the Project Member.

2016 , Adhi Software Pvt Ltd Page 10 of 41



| fﬂ

Redmine - Time & Attendance Plugin User Guide d' -1®

Version: 2.1.2

Date: Mar 30, 2016 ADHI SOFTWARE

vi) Once approved, a time & expense sheet can be unapproved; it sends the time & expense

sheet back to submitted state.

vii) If the timesheet is not submitted before deadline, then an email notification will be sent to the

project member.

Jump to a project. ..

Time
Status of the
User Suganya timesheet Time entry textbox in
Start date 04/15/2013 non editable form
Status Submitted
« Previous | Next »

: =z Mon Tue Wed
Project Issue Activity Apr 15 ri6 Apr 17
Mobile Application Development  Simulator view show incorrect Design 4 | |f3 00 1 [4.00 | |
Reporting Service When I edit incident tracking someone unwanted alert box showing Design 200 | l_i 00 |

6.00 6.00 4.00
Alzo &

3. Attendance

Attendance module is enabled when “Enable attendance module and Enable clock in / clock out”
is checked in the settings page. It allows the user to enable/disable attendance module and clock in
and clock-out from the timesheet page. User is also allowed to do multiple clock-in and clock-out on

the same day.

Search: Jump to a project... «

| \ Total Hours.

00:00:00

TE admin can add and edit other user’s clock in and clock out time.The Start textbox shows the clock
in time, End textbox shows the clock out time, Total number of hours worked in a day excluding the
break time hours is shown below the end time. Remaining hours are the number of hours left to be

logged.
Attendance n
Clockin Clock out Differences
10:00 15:45 8
Total Hours g .
- - ! Thu Fri Sat
boinly S 3 Jul 14 Jul 15 Jul 16
Start 00:0 o [ooo ] oo | [oo:oo |
Mote: Please enter time in 24 hours
End 00:0¢  format. [ees ] [owoo | [ooioo |
Total 00: H 08:0045 0:00 & 0:00 (&
Design =
— Ok Cancel
Developn = 4
-—-Please «
0.00 0.00 0.00 0.00 4.00 0.00 0.00
Remaining Hours 0.00 0.00 0.00 8.00 4.00 0.00 0.00

@ Add Row

Total:
4.00
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3.1 Leave Summary

The leave tab shows the summary of accrual, leave taken during the month. The list page shows
closing balance for up to five configured leave information. User filters can be applied.

Total Hours
00:00:00
Time & Expense QWNGLLUGCE Payroll  Reports

Attendance
Leave | Clock in/out
Filters Run Period end Process

Status: active (5) v Group: ~ User: Apply | @ Clear

User

dhinesh R
Jjanaki A
karthick M
Redmine Admin
suganya T

(1-5/5) Per page: 2, 3,5

The detail page shows opening balance, accrual, leave taken in hours, remaining hours for each
leave configured. TE admin are allowed to edit other user’s leave information.

Wser Jeya Sundari
For February, 2016

« Previous
L eiiwes Opening Accrual Used Closing
(Hours) (Hours) (Hours) {Hours)
Casual Leave k0.0 8.0 1 oo 43.0
Holiday 00 a0 0.0 8.0
Sick Leave 24.0 2.0 0.0 32.0
Save

If the setting “Approver Can Approve their own Time & Expense” is enabled, then TE admin can
edit his/her own leave information.

A scheduled job will be run at start of each month to calculate the leave accruals. The following rules
are applied in calculating accruals
e Accrual will be given only when the user has attendance for at least 11 full days of month.

For example, if the “Default work time” configured to 8 hours, then the user should have
attendance for at least 88 hours to get accrual.

e If the ‘reset month’ is configured for a leave, then the balance will be reset to zero during that
month. If the user has values in negative then it will be carry forwarded to the next period.

e If the ‘accrual after’ is configured, then accrual will start only after passing the initial period
configured.

3.2 Clock in/out

The list page by default displays the daily clock in/out for the current month. Date range and Group
filters can be applied to the list page.
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/-\Tutal Hours

00:00:00
Time & Expense LGIUGILCE Payroll  Reports

Attendance

Leave | Clockin/out

Groups v Member All Users - Import Attendance
v Date range
@ this month = © From 2016-09-01 | to 20160930 | (@

L S

o Apply 9 Clear

User Start date Clock in Clock out Hours
dhinesh 2016-09-30 10:00 4

« Previous 2(3 30 | Next» | (1-5/150) Per page: 2,3, 5

4. Payroll

This module allows the user to setup the payroll for the employees. The payroll settings can be done
at the company level and can be overrides at the employee level. Once the payroll setup is done, the
payroll can be generated on a periodic basis (monthly, weekly, bi-weekly etc). The payroll generation
can be automated as well.

4.1 Payroll List

The list page by default displays the payroll for the current month. Date range and group filters can be
applied to the list page and generate the salary .

Total Hours
00:00:00
Time & Expense  Attendance QELVYGIN Reports
Payroll
Payroll || User Settings
Groups ~ Member All Users -
+ Date range
@ . e =)
@ this month ~ © FrurrI{zuls-Us-Ul | Elto|2016-09-30 |
¢ Apply @ Clear [F Generate Salary
Total: $ 90000.0
User Salary Date Basic Pay Deducti Gross Net
dhinesh R 2018-09-01 $10000.00 $8000.00 $4000.00 $ 18000.00 $ 14000.00 4
janaki A 2016-09-01 $10000.00 $8000.00 $ 4000.00 $ 18000.00 $ 14000.00 4
karthick M 2016-09-01 §10000.00 % 8000.00 % 4000.00 % 18000.00 % 14000.00 7
Redmine Admin 2018-09-01 $10000.00 $8000.00 $ 4000.00 $ 18000.00 $ 14000.00
suganya T 2016-09-01 $10000.00 $8000.00 $ 4000.00 $ 18000.00 $ 14000.00 4

(1-5/5) Perpage: 2,3, 5

4.2 User Settings

To override an user payroll setting from the company level payroll setting, the User Setting tab is
used. The list page by default displays the list of users. User, status and Group filters can be applied
to the list page. The Edit page can be used to override the payroll setting for the individual user.
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Time & Expense  Attendance QESIN Reports
User Salary Settings

User dhinesh R

Override common setting Salary Component Dependent Field Factor
Basic v 1500000
HRA Basic - 015
B Convy Basic 0.10
[} Medical Basic 0.10
] Spl Basic 0.10
=] Spl(F) Basic 0.10
B Education Basic 0.10
] Leave Basic 0.10
] Bonus Basic 0.10
B oS Basic 0.10
[m} Prof Basic 0.05
] Loan Basic 0.05
] PF Basic 0.05
B ESI Basic 0.05
o Cant Basic 0.05
] cab Basic 0.05

5. Reports

5.1 Attendance

Attendance report shows the monthly view of attendance. Date range and Group filters can be
applied. The report displays the general information of the user along with the leave summary and
attendance entries for the month. The leave taken by the user will be marked with short name of the
leave. TE Admins have the privilege to look into other user’s attendance.

FORM-Q
REGISTER OF EMPLOYMENT FOR SHi
Name and Address of the Establishment: Re

Leave Credit at the =
sl Date of Age / Date inning of the lEmreRLEL Leave Balance
7 i i ion During the Month
No. User entrv_mto of birth Month g
service
SL CL H SL CL H SL L H 1 2 3 4 5 6 7 8
33 |Suganya Thulasiraman |05/03/2010 SSE 24.0 | 32.0 8.0 16.0 0.0 0.0 16.0 | 40.0 | 16.0 | 6.62 | 4.25 | 8.5 9.0 8.0
Karthick Madhiazhagan |03/03/2014 i;:g‘;:tm 130 | 48.0 | 8.0 48 | 85 8.5 oL
Jeya Sundari 0.0 0.0 0.0 8.0 8.0 8.0 575 | 7.5
Dhinesh R 06/02/2014 Erom 00 | 00 | 0o | 80 | 80 | 80 | 65| 8.0 |8.25|575 o
\Analyst
Redmine Admin 4'575/ 6.7 cL | cL
janaki janaki \Admin
Veeralakshmi D 04/07/1985 |SSEngineer | 48.0 | 32.0 | 16.0
34 |Chandra D 05/03/2010 [01/11/1988 |SSE 0.0 0.0 0.0 8.0 8.0 8.0 8.5 8.5 9.5 | 875 9.17 7.5
32 |Saravana C 03/18/2009 SSE
40 |Aravind S 03/01/2012 SE 0.0 8.0 0.0 8.0 0.0 8.0
Arul Baskar 12/01/2010 SSE 0.0 0.0 0.0 8.0 8.0 8.0
Prabhakar Selvam 12/01/2010 [01/30/2016 .Sré;:’fe“; 0.0 [240| 80 | 0.0 | 0.0 | 80 | 80 [ 320 80
dhana lakshmi 11/01/2010 [12/17/1987

Note: The user with termination date less than the report date will not be shown in report. And also
locked users will not be shown in report.

5.2 Timesheet

Time report shows the weekly view of spent time. Date range and Group filters can be applied. The
report displays the name, week, projects, issues, activity, comment, custom fields and spent time.
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Timesheet

Name rsuganya T

snilky
Week 1 2016-07-10 - 2016-07-186 §
%ldh@

ADHI SOFTWARE

. . . RS Sun | Mon | Tue | Wed | Thu | Fri | Sat
Project Issue Activity|Comment |Estimated hours Difficulties ul 10| 7ul 11|7ul 12|70l 12|70l 14|70l 15|74l 16
SPA GI Interface Design 8.00 | 8.00 | 8.00 | 8.00 | 8.00

Total = 40.00 | 0.00 | 8.00 | 8.00 | 8.00 | 8.00 | 8.00 | 0.00

1 Acknowledge that the hours entered are accurate to the best of my knowledge

Signature :
bmitted By
Approved By

5.3 ExpenseSheet

Expense report shows the weekly expense entries made for the project. Date range and Group filters
can be applied. The report displays the name, week, projects, issues, activity, comment and
currency.

Expensesheet
Name rsuganya T

sii )
Week : 2016-07-10 - 2016-07-16
Adh@

ADHI SOFTWARE

- P Sun Mon Tue Wed Thu Fri Sat

LG E LEELE LT ST CUrrency| 3110 | Jul 11| Jul 12 | Jul 13 | Jul 14 | Jul 15| Jul 16

SPA GI Interface Design $ 10.00 | 10.00 | 10.00 | 10.00 | 10.00
Tekal = £ 5 0.00 | 10.00(% 10,005 10.00] 10.00/$ 10.00] $ 0.00

1 Acknowledge that the hours entered are accurate to the best of my knowledge

Signature :
Submitted By
Approved By

5.4 SpentTime

Attendance report shows the monthly view of attendance. Date range and Group filters can be
applied. The report displays the general information of the user along with the leave summary and
spent time entries for the month. The leave taken by the user will be marked with short name of the
leave. TE Admins have the privilege to look into other user’s attendance.
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FORM-Q

REGISTER OF EMPLOYMENT FOR SHOPS AND ESTABLISHMENTS

Name and Address of the Adhi software put Itd Month: July Year: 2016
Leave Credit at the .
Date of 0 Leave Availed d
sl User enonyinto | Age / Date | Eegln’:mgthnf the During the Month Leave Balance D:
No. et of birth L
SL cL WH SL CcL WH SL cL WH 1 2 3 4 5 6 7 8 9 10 11 17
Redmine Admin 0.0 0.0 0.0 0.0 0.0 0.0
33 |Suganya Thulasiraman |05/18/2010 |05/13/1987 0.0 24.0 0.0 0.0 0.0 0.0 0.0 24.0 0.0 4.0 5.0 5.0 5.0 5.0 5.0 5.0 5.0 5.0 5.0 5.0 5.0
55_|Karthick Adhi 0.0 |40.0 | 0.0 | 0.0 | 0.0 | 0.0 | 0.0 | 40.0| 0.0
62 [leya Sundari 06/11/2014 [07/03/1989 0.0 320 0.0 | 0.0 | 160 | 0.0 | 0.0 | 16.0 | 0.0 50 | 5.0 | 5.0 | 5.0 | 5.0 | 5.0 | 5.0 | c
61 |Dhinesh Kumar 04/15/2015 |01/09/1989 00 (240 0.0 | 40 [200] 0.0 | -40] 40 | 00 [ 50 50| 50| 50]50]50]50]|s50]|s0 5.0 | 5.4
55 [1eya Priva 03/18/2014 |09/10/1990 iggl‘v“;f 00 |00 | 00|00 | 00| 00|40 50 50| 40| 30|20 10|50
52_|Divya Bharathi 09/07/2015 00 [ 00 [ 00 [ 00 [00] 0o |80 8.0 [ 8.0 | 80 | 8.0 | 8.0 5.0 | 5.4
56 |janaki adhi 04/16/2014 |03/14/1989 |admin 00 | 0,0 | 00 | 00 | 00 | 00
Software
51 |Gandhi Mathi 01/01/2016 [06/19/1991 | ST 2 00 [ 00 | 00 |00 | 00| 00
, ) senior
25 |veera Lakshmi 01/15/2008 (04/09/1985 Software 0.0 0.0 0.0 0.0 0.0 0.0
senior
34 |Chandra Durairaj 05/12/2010 |01/11/1988 Software 0.0 1.0 0.0 0.0 -1.0 0.0 cL
119/ 122 senior
43 |Arul Baskar 01/19/2011 (01/22/1986 Software 0.0 0.0 0.0 0.0 0.0 0.0 2.0 3.0 4.0
63 |Anitha adhi 11/24/2015 |07/15/1989 0.0 5.0 0.0 0.0 0.0 0.0 0.0 5.0 0.0 5.0 5.0 5.0 5.0 5.0 5.0 5.0 5.0
84 _|Thanga Raj 12/01/2015 [01/09/1980 |Test Analyst 00 | 00 | 0.0 [ 00 | 0.0 | 0.0
41 |prabhakaran adhi 09/07/2011 0.0 [ 320 0.0 | 0.0 | 0.0 | 0.0 | 8.0 | 400 8.0 | 80 8.0 | 8.0 | 8.0 | 8.0 | 8.0 8.0 | 8.
71 |krish raghunandan  |06/01/2015 |06/24/2016 |Developer | 0.0 | 24.0 | 0.0 | 0.0 | 150 | 0.0 | 80 | 17.0 | 8.0 50| 50|50 50|50 6.0 | 6.
66 |meena adhi 06/01/2016 0.0 | 00 [ 0.0 [ 00 | 0.0 | 0.0
Berret Hinn 04/01/2015 00 [ 00 [ 00 |00 |00 0o c 4.0 [ 40 [ 40 [ 50 [ 40| 40|40 50 50 50
Boopathi adhi 0.0 0.0 0.0 0.0 0.0 0.0 CL 4.5 5.0 4.0 5.0 5.0 4.0 5.0 5.0 5.0
31 [Saravana Adhi 16.0 | 400 | 0.0 | 0.0 | 0.0 | 0.0 | 16.0 | 40.0 | 8.0 | 60 3.0 | 8.0 | 8.0 | 80 | 8.0 | 8.0 5.0
68 _|Dhana Lakshmi 0.0 | 0.0 | 0.0 | 00 | 0.0 | 0.0 | 40 | 5.0 | 50 | 5.0 | 5.0 | 50 | 5.0 | 5.0 | 50 | 5.0 | 5.0 | 5.4
49 [Suresh adhi 80 |24.0 | 0.0 | 00 | 0.0 | 0.0 | 80 | 240 8.0 | 5.0 5.0 | 5.0 | 50 | 5.0 | 5.0 5.0 | 5.4
47_|Aravind adni 10/01/2015 24.0 [ 40.0 | 0.0 | 00 | 250 0.0 240 [23.0] 80 | 80 5.0 [ 5.0 | 50 | 5.0 5.0 a | a
< i ] »
(1-23/23)

See Sub Rule(5) of rule 11 of T 3
Name and Address of the Establishment: Adhi software Pvt Ltd 12/8-35, 6th cross Road SIPCOT IT Park, Siruseri Kancheepuram Wages Period Month: 2016-09-01

5.5 Payroll Report

Payroll report shows the view of salary register. Date range and Group filters can be applied. The
report displays the general information of the user along with the basic, allowances and deduction for
the salary period. TE Admins have the privilege view other user’s salary data.

FORM-R
Register of Wages

Shops and

Rule, 1948

4

ADHI SOFTWARE

I

n -

d Name Gender | D Basic Pay | Medical conv. HRA SPL(1) SPL(F) Edu Leave Bonus PE Cab
33 Suganya 27500.0 1250.0 1600.0 15250.0 0.0 9400.0 3300.0 0.0 1
51 Dhinesh 10000.0 1250.0 1600.0 5950.0 0.0 1200.0 1200.0 0.0
55 Jeva 5;:;“:,;’: 15000.0 1250.0 1600.0 7950.0 0.0 1200.0 1800.0 600.0
52 Divya 15000.0 1250.0 1600.0 7950.0 0.0 1200.0 1800.0 600.0
56 janaki Admin 10000.0 1250.0 1600.0 5950.0 0.0 1200.0 1200.0 0.0
25 Veera Software | 290000 3000.0 2020.0 17000.0 0.0 12000.0 2480.0 0.0 1
43 Arul somare | 22500.0 1250.0 2800.0 11250.0 0.0 8400.0 2700.0 0.0 1
63 Anitha 100.0 1250.0 1600.0 7950.0 0.0 1200.0 12.0 600.0
Redmine 10000.0 1250.0 1600.0 7950.0 0.0 1200.0 1200.0 0.0
Berret 2490000.0 | 207500.0 | 265600.0 | 1319700.0 0.0 195200.0 299800.0 0.0
54 Thanga Test Analyst 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
55 Karthick 15000.0 1250.0 1600.0 7950.0 0.0 1200.0 1800.0 0.0
41 Prabhakaran 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
66 meena 10000.0 1250.0 1600.0 7950.0 0.0 1200.0 1200.0 0.0
Boopathi 8000.0 | 100000.0 | 128000.0 | 636000.0 0.0 96000.0 950.0 0.0
49 Suresh 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
47 Aravind 2415000.0 172500.0 220800.0 1207500.0 0.0 814200.0 289800.0 0.0 1¢
31 Saravana 3045000.0 | 315000.0 | 168000.0 | 1785000.0 0.0 1260000.0 365400.0 0.0 42
68 Dhana 15000.0 1250.0 1600.0 7950.0 0.0 1200.0 1800.0 0.0
6 Dhanasingh Director

I

5.6 Payslip Report
Payslip report shows the view of salary payslip for individual user . Date range and Group filters can
be applied. The report displays the general information of the user along with the basic, allowances
and deduction for the month. TE Admins have the privilege to view other user’s Payslip.
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Payslip
Adhi software Pvt Ltd e
12/B-35, 6th cross Road
SIPCOT IT Park, Siruseri
Kamchacpuram dh®
ADHI SOFTWARE
[salary Date  [2016-09-01 | Name [Dhinesh Kumar d 61
|70in Date [2015-04-15 | |
Earnings Deductions
Monthly YTD Manthly YTD
Basic Pay RS 10000.00) RS 10000.00|canteen RE 270.00 RS 270.00)
HRA RE 5950.00] RS 5950.00/PF RS 1200.00 RS 1200.00)
SPL(1) RS 0.00 R 0.00/Cab R 0.00 RS 0.00)
SPL(F) R$ 1200.00] RS 1200.00|Prof.Tax RS 1173.00 RS 1173.00)
Medical R$ 1250.00] RS 1250.00|Loan R 0.00 RS 0.00)
conv R$ 1600.00| R$ 1600.00TDS R$ 0.00| RS 0.00]
Total Earnings R$ 20000.00| R$ 20000.00 Total Deductions RS 2643.00 RS 2643.00
Net Earnings R$17357.00] R$17357.00)

YTD - Year to Date from April 01, 2016 to March 31, 2017

6. Plugin Settings

The plugin can be configured from the plugin settings page to customize its behavior. Only the
administrators can access this page. The plugin configurations are grouped into the following
categories; Display Settings, Export (for pdf) Settings, Time & Expense Settings, Approval system
Settings, Attendance Settings.

The settings defined in the “Time & Expense” section are common to both timesheet and expense
sheet. There is also separate section for “Time” and “Expense” as well, the settings which comes
under these sections is specific to its sheets.

6.1 Display Settings
The project, issue and activity dropdown width can be adjusted using these settings.

Display

Project Dropdown Width |i5; | px
Issue Dropdown Width 55 | px

Activity Dropdown Width |;5 D

6.2 Export Settings

The time & expense sheet can be exported to pdf and csv. The pdf page width, height, top margin,
bottom margin, left margin, right margin, line space and logo can be configured. The logo needs to be
stored in $(REDMINEROQT)/plugins/redmine_wktime/assets/images. It can be of size 40mm x
25mm. If logo is not needed or rmagick gem is not used, then please empty the “Header logo”
textbox, then logo will not show up in reports.
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Export
Page Width 24 mm

Page Height 7q7 mm

Top Margin 2( mm
Bottom Margin 2( mm
Left Margin 1 mm
Right Margin mm
Line Space 4 mm

Header Logo

6.3 Approval Settings

Approval System is common to both Time and Expense except for email notification on non-
submission which is applicable only to Time.

Approval System
Use Approval System
Auto approve Time & Expense [7]

Approver Can Approve their own Time &
Expense

Submission Acknowledgement Text

Mote: Any change to the below settings require redmine restart
Send email for non submission [T

Submission Deadline day Sunday + Hours 23 + Minutes Qg «

Non submission email message you are receiving this notification for timesheet non submission

Target group of non submission email

Anenymaous users
Mon member users -

6.3.1 Use Approval System
If “Use Approval System” checkbox is checked, then approval system is used.

6.3.2 Auto approve

If the setting “Auto approve Time & Expense” is enabled, then the time & expense sheet gets
automatically approved by the system upon submission. The project member will not be able to
unsubmit his time/expense sheet since it goes to approved status immediately.

6.3.3 Approve own time/expense sheet

If the setting “Approver Can Approve their own Time & Expense” is enabled, then the project
member with “Approve time logs” along with “Edit time logs” and “Log spent time” permission can
approve/reject his own time & expense sheet.
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6.3.4 Submission ask text

The text given in the “Submission Acknowledgement Text” is the message shown during Time &
Expense submission. (Please see screenshot below)

1 Acknowledge that the hours entered are accurate to the best of my knowledge

) Comn ]

6.3.5 Email Notification
The setting “Send email for non submission” is only for Time. If this setting is enabled, then an
email notification is sent to the user about his non submission of timesheet for the previous week.
Please note, this setting required rufus scheduler gem.

6.3.6 Submission deadline
Timesheet submission deadline can be configured using this setting. If the project member did not
submit the timesheet before the configured ““Submission Deadline”, then an email notification is
sent only when the configuration “Send email for non submission” is enabled.

6.3.7 Non submission email message
The text for non-submission timesheet notification email message can be configured using the setting
“Non submission email message”. The text given in this configuration will be used as the email
message body along with the name of the project member, submission deadline, the week for which
timesheet need to be submitted.

6.3.8 Target group of Non submission email
The selected user group will receive the email notification about non submission of timesheet for the
previous week.

6.4 Time & Expense Settings

6.4.1 Enable repots
This setting can be used to enable / disable the report module.

6.4.2 Include closed issues

The issue dropdown in time & expense sheet will list only issues which are currently open. To include
previous weeks closed issues, enable the configuration “Include Previous Weeks’ Closed Issues”.
Note: The current week’s closed issue is not affected by this setting it will always be shown in issue
dropdown.

6.4.3 Previous week template

The new time & expense sheets can be created using previous week sheets as template. There is a
checkbox “Previous week’s template” in the new time & expense sheet page. If it is checked, then
previous week(s) time & expense sheet are used as template.

The number of previous weeks to be considered can be configured using the setting “Number of
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Weeks to consider for previous week template”.

General | Display | Time || Expense || Approval System || Attendance

Time & Expense
Include Previous Weeks' Closed Issues [ Enable Reports
Number of Weeks to consider for previous { «
week template

Enter issue as ID/Subject [

Allow User filtering to My Issues []
Allow Blank Issue []

Enter Comment in row

Use Detail Time Entry Popup [J]
T&E Admin Groups

ANCNYMOUS users
Hon member users -

6.4.4 Issue input format

By default, the issues will be listed as dropdown in time & expense sheet. Issues can be entered as

ID or Subject by enabling the configuration “Enter issue as ID/Subject’. If enabled, a checkbox
“Enter issue as ID/Subject” appears on the time & expense sheet.

If the checkbox on the time & expense sheet is checked, then both the project and issue dropdown
will be replaced by an issue textbox which can be used for entering either issue id or issue subject
and complemented by auto completion

Redmine Search: Jump o a project..
Time
e Sugsnys List of issues with
Start date 04/08/2013 the letters "da"
Status New

« Previous | Next »

e LELAD Apr 08 Avvos Apr 10 Aot ek hor 13 e
428 ] .Ueswgn - 200 ] 200 300 400 i

414 Design - 4.00 200 6.00

da Design -

Bug #354: Create "Send® API Call to Care Right Database

| € Bug #361: Date picker on task scheduler does not accept a manual date input Our user group received validation messages when not using the date picker.

Support #360: Date picker on task scheduler does not accept a manual date input Our user group received validation messages when not using the date picker.
Bug #374: Tree view DataSet display

Bug #363: Added Table Page for Dataset
Feature #371: Manage Join Tables in Dataset
Support #373: Manage where clauses in Dataset

Bug #318: Validate Add User Page Must

Bug #326: I Have Create the Case via Twitter.. Now I Reply to Desk to Twitter is Working... Then How to Reply via Twitter to Desk? I Have try but does not updated my reply's

6.4.5 Allow Blank Issue

This Time & Expense entries can be made directly to a project without selecting an issue and this
configuration “Allow Blank Issue” enables that. If the setting is enabled, then the issue dropdown in
time & expense sheet will contain a blank option.
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Project

Issue Activity

| » Android Alx] | Bug#429: Emulator d[+] |Design =]
[x] |Bug#355: Change Pr[x| |Design [~

Vitals

| » Android Al=]

[Save ] [ Submit |

6.4.6 Enter comment in row

| Design E|

Bug #4259 Emulator
Feature #430: Tablet doe Issue dropdown
Support 2431: Impeove th with a blank option

Man

Apr 22

4.00

ifi

i

4.00

Comments on the Time & expense entries can be made from the row using this setting “Enter
comment in row”. This setting allows for one common comment for all entries of a unique
combination of project, issue and activity. If this setting is enabled, there will be a textbox for comment
in addition to project, issue and activity dropdown.

Redl‘l‘line Search: Jump to a project. -
Time
User saranya Co ent
Start date 04/15/2013 bosd
Status  New I EOW,
« Previgus | Next »
(5 Add Row
Project Issue Activity Comment B e Wed Thu Fri i Sis
Apr 15 Apr 16 Apr 17 Apr 18 Apr 19 Apr 20 Apr 21
Mobile Applis +  Bug #428 Simulatorv +  Design ~  Have implemented 400 500 w
.ﬁepomng Se~ Feature #414 When| = I:jesign - Meedto unii test ] 4[)0 [ 500 ] r
»Android A v Bug #429 Emulatordi v Design - 400 500 L
4.00 4.00 4.00 5.00 5.00 5.00 0.00 Total:

6.4.7 Use detail time entry popup

The setting “Use Detail Time Entry Popup” can be used for entering additional details like comments
and custom fields on a time & expense entry. If this setting is enabled there will be an icon next to the
entry textbox for popping up a detail dialog box.

Start date 04/22/2013
Status New
« Previous | Next »

27.00

» Android Application, Bug #429:
Emulator does not running

Project Issue Activity successfully, Design
» Android A[~| |Bug#429: Emulator d[~| |Design ~  Comment
\Vitals [+ [Bug#385: Change Pr{] | -

Custom fields

Estimated hour
Detail time entry

popup with comment

and custom

fields

Difficulties

Ok Cancel

»

m

Wed Thu
Apr 24 Apr 25

4.00 =
8.00 0.00

The detail popup opens
on clicking this icon
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6.4.8 Allow User Filtering to My Issues.

The setting “Allow User Filtering to My Issues” is used to filter issues which are assigned to them or
created by them in time and expense sheet page. If the setting is enabled, then the user will be
allowed to override the “Issue Visibility” setting of Redmine core

Time

User chandra

Start date  08/1%/2013 Issues created by or assigned to the user [

Status New
Purchase Order 233
« Previows | Meaxk =

Mo Tue Wed

Project Issue Activity Aug 19 Aug 20 Aug 21
Witals Softwars = Featurs #1: WTL - 14551 [ '] Design = 400 = = 200 =

Feature #1: WTL - 14551 i » - A
_Wﬂum #2 Diata Migraiion 4,00 0.00 2.00

6.4.9 T&E Admin Groups

The user group configured as “T&E Admin Groups” can view, modify and approve time and expense
sheets without needing to have time tracking permissions.

6.5 Time Settings
The settings which are defined under this section are only applicable to Time sheets.

Time

Default work time g

Enforce Max hour per day [ Enforce Max hour per week []
Max hour per day 3 Max hour per week g

Enforce Min hour per day [ Enforce Min hour per week [
Min hour per day j Min hour per week |

Filter Issue by Tracker

Allow User Filtering by Tracker [

6.5.1 Default work time
The setting “Default work time” is used to define the standard work time for a day.
6.5.2 Max hour

Maximum hour for a day can be configured using the “Max hour per day”. This is used to limit the
number of hours entered by a project member for a particular day.

6.5.3 Enforce Max hour

If the setting “Enforce Max hour per week/day” is enabled, then validation will be done to check if
the entered time per week/day is above the configured “Max hour per week/day”. Min hour
Minimum hour for a day can be configured using the “Min hour per week/day”.

6.5.4 Enforce Min hour

If the setting “Enforce Min hour per week/day” is enabled, then validation will be done to check if the
entered time per week/day is below the configured “Min hour per week/day”. Validation will be done
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only for working days, for the non-working days validation will be done only when user enters time.
Note:

1. The min and max configurations are only applicable to timesheet.

2. Non working days can be configured by Administrators (Administration =» Settings = Issue
tracking =» Non-working days).

3. Min hour settings are applicable only when approval system is enabled

4. By default, the max hour is 8 and min hour is 0

6.5.5 Filter Issue by Tracker

Tracker is basically used to categorize issues like bug, support etc. This setting “Filter Issue by
Tracker” is set separately for time and expense. This setting is used to restrict entries for a particular
set of trackers. Only the issues from the configured trackers will be listed in the issue dropdown in the
time & expense sheet. If no tracker is configured then all issues will be listed in issue dropdown.

6.5.6 Allow User Filtering by Tracker

If “Allow User Filtering by Tracker” is enabled then user will be allowed to override the tracker filters
set on the settings page.

Redmine Search: Jumpto a project -

Time

User Suganya

Start date 04/08/2013 Filter Issue by Tracker -
Bug =l
Status New Expense — |
« Previous | Next » fealure -
4 Add Row
P e o Mon Tue Wed Thu Fri Sat Sun
ERoiect s AUV Apr08  Apr09  Aprl0  April  Apri2  Apr13  Aprl4
Mobile Appli ~  Bug#428: Simulatorv ~  Design - 200 200 300 400 &
Reporting Se ~  Feawre #14: When| +  Dasign - 4.00 200 6.00 w
6.00 4.00 3.00 4.00 §.00 0.00 0.00 Total: 23.00

Save | [ Submit | (& Add Row

6.5.7 Enter custom field in row1

The spent time custom fields are entered through detail popup by default. The setting “Enter custom
field in row1” can be used to enter a spent time custom field from the row. If this setting is enabled,
there will be a textbox for the configured custom field in the row.

6.5.8 Enter custom field in row2
Same as Enter custom field in row1

Note: Only two spent time custom fields can be configured to be in the row.
6.6 Expense Settings

This section contains settings that are applicable to expense sheets.
6.6.1 Enable Expense

This setting can be used to enable / disable expense module.
6.6.2 Expense project

Separate list of projects can be configured for Expenses. This setting “Restrict Expense Entry to
these projects” allow members to charge expense only to those configured projects.
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Expense

Enable Expense module

Filter Issue by Tracker

Bug
Feature
Support -

Restrict Expense Entry to these projects -

Leave
SPA

6.6.3 Filter issue by tracker

This is same as section 6.5.5, but in the context of an expense.
6.7 Attendance

This section contains settings that are applicable to Attendance.

Attendance Import

Enable Attendance module Note: Any change to the below scheduler settings require redmine restart

Auto Import
Enable Clock In / Clock Out [T - O

- Auto Ii rt E H ~ Minut -
Show work time header [7] R e ReRV SOl 23 S Ea 00

Break Time 7 Import file path g
File Headers []

Field separator cComma -

A Field wrapper Quote -

Add | Edit | Delete Encoding Us-ASCI -

Leave - Date format vyyy-MM-DD HH:MM:SS +

Available Fields Fields in File

Userid - -
- Starttime

Endtime
Add | Edit | Delete Hours
Designation

Employee Id

Joining date Jgining Date -

Termination date Termination Date -

Date of birth pos -
Designation Designation -
Employee Id Employee Id -

Gender Gender ¥

6.7.1 Enable attendance module
This setting can be used to enable / disable attendance module.
6.7.2 Enable clock in / clock out
This setting can be used to enable and disable attendance module for Time & Attendance.
6.7.3 Break Time
Break time for a day like lunch intervals can be configured.
6.7.4 Leave

Leaves can be configured with short name, accrual, accrual after, reset month.
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Project |Leave or Holiday ¥
Leave issue |Sick Leave r

Short name |SL

Accrual |B hour{s)/month
Accrual after |1 Year
Reset Month |January v
] Cancel

6.7.5 Miscellaneous fields

User custom fields can be mapped to the following settings
e Join Date

e Date of birth

e Employee Id

e Designation

e Termination Date
e Gender

6.7.6 Auto import

Attendance data can be automatically imported from an external system / Attendance Devices / Time
Clocks. The following file formats are supported.

Type 1:
Userid Punchtime
1 10:00
2 10:00
1 20:00
2 20:00

Type 2:
Userid Clockintime Clockouttime
1 10:00 20:00
2 10:15 18:15
3 10:30 19:30
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Userid Clockintime Clockouttime hours

1 10:00 20:00 10.0

2 10:15 18:15 8.0

3 10:30 19:30 9.0

6.7.7 Auto Import Every

This is the frequency of the Attendance Import Scheduler,. Auto import will be performed for the given
interval of time.

6.7.8 Import File Path
This setting is used to locate the file directory for attendance auto import.

6.7.9 File Headers
This setting is used to determine whether import file contains header or not.

6.7.10 Field Separator
The Type of field separator used in import file .

6.7.11 Field Wrapper
The type of field wrapper used in import file.

6.7.12 Encoding
The type of encoding used in import file

6.7.13 Date format
The date time format used in import file.

6.7.14 Available Fields and Fields in File

This settings shows the list of available fields,. user can pick the fields used in the import file from the
available fields .

6.8 Payroll
This section contains settings that are applicable to Payroll.
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Payrall

Enable Payroll module [7]
Auto generate salary [7]
Currency Rp ~
Pay Period Wweekly -
Pay day Sunday -

Loss Of Pay «

Financial Year Start April -
Basic Pay |Basic : Salaried : 10000.0 X
Edit

Allowances | Bonus : Monthly : 2016-09-01 : Basic : 0.1
Convy : Monthly : 2016-09-01 : Basic : 0.1
Education : Monthly : 2016-09-01 : Basic : 0.1
HRA : ! Basic: 0.1

Leave : Monthly : 2016-09-01 : Basic : 0.1
Medical : : 2016-09-01 : Basic : 0.1 5

Add | Edit | Delete

] »

Deductions | cab : Monthly : 2016-09-01 : Basic : 0.05 -
Cant : Maonthly : 2016-09-01 : Basic : 0.05
ESI : Monthly : 2016-09-01 : Basic : 0.05
Loan : Monthly : 2016-09-01 : Basic : 0.05
PF : Monthly : 2016-09-01 : Basic : 0.05
Prof : : : Basic : 0.03 i~

m

Add | Edit | Delete

6.8.1 Enable Payroll module
This setting can be used to enable / disable payroll module.

6.8.2 Auto generate salary
The scheduler job runs automatically to generate the salary at the end of pay period.

6.8.3 Currency
This settings can be used to set currency of payroll.

6.8.4 Pay Period
User can set the pay period.

6.8.5 Pay day

If the pay period is weekly or bi-weekly then the user set the pay day.
6.8.6 Loss of pay

The selected leave (from Attendance Module) will be used as loss of pay.

6.8.7 Financial year start
They user can set the financial start.

6.8.8 Basic pay

Basic pay can be configured with name, salary type and factor. Factor is nothing but the wages, it can
be a hourly rate or wages.
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6.8.9 Allowances
Allowance can be configured with name, frequency, start date, depends on and factor.

# | field description

1 name Name fo the allowance/deduction

2 | Frequency Frequency of the allowance, for monthly
allowances, it can be left as blank

3 | Start date Applicable only when a frequency is set

4 | Depends on Selected the field on which this depends
on

6 | Factor Factor can be either a % or an amount

6.8.10 Deduction

Deduction can be configured with name, frequency, start date, depend on and factor, please refer the
table above..

6.9 Approve Time Logs Permission

A new permission is defined for time/expense sheets approval under “Time tracking” section. The
user with “Approve time logs” permission along with “Log spent time” and “Edit time logs”
permission will be allowed to approve, unapprove and reject time and expense sheets.

Time tracking
[¥] Log spent time [#] View spent time [¥] Edit time logs

[[] Edit own time logs Manage project activities -—.___a,.* Approve time logs

7. Redmine Settings
There are certain settings of redmine which influence the functionality of the Time & Attendance
plugin.

7.1 Permissions

The roles (manager, developer, reporter etc.) defined in redmine are assigned with a set of
permissions. Administrators can define roles and configure its permission by navigating to
Administration = Roles and permissions. A user can have different roles for different projects and
also a project member can have multiple roles assigned for single project.

Following are some of the privileges defined in time tracking section [An extract from Redmine User
Guide]

Log spent time - Allow user to log time on the project

View spent time - Allow user to view the time logs on the project
Edit time logs - Allow user to edit any time log

Edit own time logs - Edit own time logs

The rules for Roles and permission in the context of Time & Attendance is as follows

# | Feature View Log Edit own | Edit Approve
spent spent time time time
time time logs logs logs

1 | Time & Expense List Page X X

2 | New Time & Expense Sheet X

3 | Edit Time & Expense sheet X
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4 | Edit Other’s Time & Expense Sheet X
5 | Approve Time & Expense X

Note: There are no separate permissions for expense; it uses the permission from spent time.

7.1.1 Issue Visibility

[An extract from Redmine User Guide]
Assuming that the role includes the View Issues permission, the following rules apply to the issues of
the projects the user is tied to through it:

All issues - the user can see all issues. This is the default.
All non-private issues - the user can see all issues which are not marked as private.
Issues created by or assigned to the user - the user can only see issues created by or assigned to

Redmine

Roles » Manager

Name * N\anager

Issues can be assigned to
this role

Issues visibility | Al issues E2

All issues

All non private issues
Issues created by or assigned to the user

The issue dropdown in time & expense sheet is filled based on Issue Visibility for the role assigned to
project members.

7.2 Start of Week

The start of the week on the time & expense sheet can be configured to “Monday”, “Saturday”,
“Sunday” or “Based on user’s language”. If “Based on user’s language” is set, then start of the week
will be the day defined in language file. Start of the week can be configured by navigating to
Administration = Settings - Display = Start calendars on
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Display

Theme |Default [~ ]
Default language | English E

Force default language for anonymous |
users

O

Force default language for logged-in users [

€. Start calendars on Monday F‘:::

Date format |Based on user's language E

Time format | Based on user's language [~ |
Users display format | admin redmine E
Use Gravatar user icons [
Default Gravatar image | none E
Display attachment thumbnails [

Thumbnails size (in pixels) 1gp

8. PDF &CSV

The time & expense sheet can be exported into pdf or csv format. To take a csv report click on the
csv link and for the pdf report click on the pdf link.

4 Add Row
Mon Tue Wed Thu Fri Sat Sun
Apr 22 Apr 23 Apr 24 Apr 25 Apr 26 Apr 27 Apr 28
0.00 0.00 0.00 0.00 0.00 0.00 0.00

9. REST API
Time & Attendance REST API supports both XML and JSON. It supports following functionalities.

- Get list of time/expense sheets
- Create time/expense sheet

- Get atime/expense sheet

- Update a time/expense sheet

- Delete a time/expense sheet

- Delete a time/expense entries

Time & Attendance API requires authentication for each request. The API validates the user and
responds with 401 Unauthorized if user did not have required privileges. For more information on
REST API configuration, please refer to the Redmine User Guide.

9.1 List Time/Expense Sheets

List of time and expense sheet can be retrieved using the list API. By default, it returns time and
expense sheets for the current month if the parameters from and to is not specified. If from and to is
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specified then time/expense sheet for that particular date range will be retrieved.

Request | URL Response

Type

Time

GET /wktime/index.xml?user_id=9999&from=2013-01-01 list of timesheets of a
&t0=2013-08-01 user as xml/json
/wktime/index.json?user_id=9999

Expense

GET /wkexpense/index.xml|?user_id=9999 list of expense sheets
&from=2013-01-01&t0=2013-08-01 of a user as xml/json
/wkexpense/index.json?user_id=9999
&from=2013-01-01&t0=2013-08-01&limit=25&offset=0

Parameters

user_id Required | user_id for whom, list of time/expense sheet is to be retrieved.

If 0, then list of time/expense sheets for all user is retrieved.
project_id Optional | Use this parameter, if user_id = 0 is used i.e., to get list of
time/expense sheets of all user under one project.

from Optional | Specifies the start of the date range

to Optional | Specifies the end of the date range

offset Optional. | The offset of the first item to retrieve

limit Optional | Number of records to be retrieved (default is 25)

Sample XML Response (for Time)

<?xml version="1.0" encoding="UTF-8"7?>
<wk_times total_count="1" offset="0" limit="25" type="array">
<wk_time>
<user id="5" name="Chandra Durairaj"/>
<hours>10.0</hours>
<startdate>2013-08-19</startdate>
<status>n</status>
</wk_time>
</wk_times>

Sample JSON Response (for Time)

{"wk_times":

[
{
"user":{"id":5,"name":"Chandra Duraira]"},
"hours":10.0,
"startdate":"2013-08-19",
"status":"n"
}

I,

"total_count":1,

"offset":0,

"limit":25

9.2 Create Time/Expense Sheet
Time and Expense sheet can be created using the create API.
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Request URL Response
Type
Time
POST /wktime/update.xml?wktime_save=Save 200 OK.
Creates a timesheet
/wktime/update.xml?wktime_submit=Submit 200 OK.
Creates and set timesheet to
submitted state
Expense
POST /wkexpense/update.xml?wktime_save=Save 200 OK.
Creates an expensesheet
/wkexpense/update.json?wktime_submit=Submit 200 OK.
Creates and set expensesheet
to submitted state

Sample XML data to be posted (for Time)

<?xml version="1.0" encoding="UTF-8"7?>
<wk_time>
<user name="Chandra Durairaj" id="5"/>
<startday>2013-08-19</startday>
<status>New</status>
<total>6.0</total>
<custom_fields type="array">
<custom_field name="Purchase Order" id="12">
<value/>
</custom_field>
</custom_fields>
<time_entries type="array">
<time_entry>
<project name="Vitals Software" id="1"/>
<issue id="1"/>
<user name="Chandra Durairaj" id="5"/>
<activity name="Design" id="10"/>
<hours>4.0</hours>
<comments/>
<spent_on>2013-08-19</spent_on>
<custom_fields type="array">
<custom_field name="Difficulties" id="15">
<value/>
</custom_field>
</custom_fields>
</time_entry>
<time_entry>
<project name="Vitals Software" id="1"/>
<issue id="1"/>
<user name="Chandra Durairaj" id="5"/>
<activity name="Design" id="10"/>
<hours>2.0</hours>
<comments/>
<spent_on>2013-08-21</spent_on>
<custom_fields type="array">
<custom_field name="Difficulties" id="15">
<value/>
</custom_field>
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</custom_fields>
</time_entry>
</time_entries>
</wk_time>

Sample XML data to be posted (For Expense)

<?xml version="1.0" encoding="utf-8"?>
<wk_expense>
<user id="5" name="Chandra Durairaj"/>
<startday>2013-08-26</startday>
<status>New</status>
<total>75.0</total>
<wk_expense_entries type="array">
<wk_expense_entry>
<id>84</id>
<project id="22" name="Expense"/>
<issue id="50"/>

<user id="5" name="Chandra Durairaj"/>

<activity id="8" name="Design"/>

<amount>25.0</amount>

<currency>$</currency>

<comments/>

<spent_on>2013-08-26</spent_on>
</wk_expense_entry>
<wk_expense_entry>

<id>85</id>

<project id="22" name="Expense"/>

<issue id="51"/>

<user id="5" name="Chandra Durairaj"/>

<activity id="8" name="Design"/>

<amount>50.0</amount>

<currency>$</currency>

<comments/>

<spent_on>2013-08-27</spent_on>

</wk_expense_entry>
</wk_expense_entries>
</wk_expense>

9.3 Get Time/Expense Sheet

Request URL Response
Type
Time
GET /wktime/edit.xml?user_id=9999&startday=2013-07-29 Timesheet of a user for
a week
/wktime/edit.json?user_id=9999&startday=2013-07-29
Expense
GET /wkexpense/edit.xml?user_id=9999&startday=2013-07-29 Expensesheet of a
user for a week
/wkexpense/edit.json?user_id=9999&startday=2013-07-29
Parameters
user_id Required User_id for whom time/expense sheet is to be retrieved
startday Required Specifies the start of the week
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Sample XML Response (for Time)

<?xml version="1.0" encoding="UTF-8"7>
<wk_time>
<user name="Chandra Durairaj" id="5"/>
<startday>2013-08-19</startday>
<status>New</status>
<total>6.0</total>
<custom_fields type="array">
<custom_field name="Purchase Order" id="12">
<value/>
</custom_field>
</custom_fields>
<time_entries type="array">
<time_entry>
<id>1506</id>
<project name="Vitals Software" id="1"/>
<issue id="1"/>
<user name="Chandra Durairaj" id="5"/>
<activity name="Design" id="10"/>
<hours>4.0</hours>
<comments/>
<spent_on>2013-08-19</spent_on>
<custom_fields type="array">
<custom_field name="Difficulties" id="15">
<value/>
</custom_field>
</custom_fields>
</time_entry>
<time_entry>
<id>1507</id>
<project name="Vitals Software" id="1"/>
<issue id="1"/>
<user name="Chandra Durairaj" id="5"/>
<activity name="Design" id="10"/>
<hours>2.0</hours>
<comments/>
<spent_on>2013-08-21</spent_on>
<custom_fields type="array">
<custom_field name="Difficulties" id="15">
<value/>
</custom_field>
</custom_fields>
</time_entry>
</time_entries>
</wk_time>

Sample JSON Response

{"wk_time":
{
"user":{"id":5,"name":"Chandra Duraira]"},
"startday":"2013-08-19",
"status":"New",
"total":6.0,
"custom_fields":[
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{"id":12,"name":"Purchase Order","value":"233"}

]

"time_entries"][

{
"id":1506,
"project™:{"id":1,"name":"Vitals Software"},
"issue™:{"id":1},
"user":{"id":5,"name":"Chandra Duraira]"},
"activity":{"id":10,"name":"Design"},
"hours":4.0,
"spent_on":"2013-08-19",
"custom_fields":[
{"id":15,"name":"Difficulties"}
]

13

{
"id":1507,
"project™:{"id":1,"name":"Vitals Software"},
"issue":{"id":1},

"user":{"id":5,"name":"Chandra Duraira]"},
"activity":{"id":10,"name":"Design"},
"hours":2.0,

"spent_on":"2013-08-21",
"custom_fields":[
{"id":15,"name":"Difficulties"}

]

Update Time/Expense Sheet

Time & Expense sheet can be updated suing update API. Any one of the following action and its
value should be sent for the corresponding functionalities.

wktime_save=Save
wktime_submit=Submit
wktime_unsubmit=Unsubmit
wktime_approve=Approve
wktime_reject=Reject
wktime_unapprove=Unapprove

Request Type | URL | Response
Time
POST /wktime/update.xml?wktime_save=Save 200 OK.
Updates a timesheet
/wktime/update.xml?wktime_submit=Submit 200 OK.

Update and set timesheet
status to “Submitted”

/wktime/update.xml? wktime_unsubmit=Unsubmit

200 OK.
Updates the timesheet status
to “New”

/wktime/update.xml?wktime_approve=Approve 200 OK.
Approves a timesheet
/wktime/update.xml?wktime_reject=Reject 200 OK

Rejects a timesheet
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/wktime/update.xml?wktime_unapprove=Unapprove

200 OK.
Unapproves a timesheet

Expense

POST

/wkexpense/update.xml?wktime_save=Save

200 OK.
Updates an expensesheet

/wkexpense/update.xml?wktime_submit=Submit

200 OK.
Update and set timesheet
status to “Submitted”

/wkexpense/update.xml?wktime_unsubmit=Unsubmit

200 OK.
Updates the expensesheet
status to “New”

/wkexpense/update.xml?wktime_approve=Approve

200 OK.
Approves an expensesheet

/wkexpense/update.json?wktime_reject=Reject

200 OK
Rejects an expensesheet

/wkexpense/update.xml?wktime_unapprove=Unapprove

200 OK.
Unapproves an expensesheet

Note: If validation failure occurs, then API response will be 422 Unprocessable Entity otherwise
response will be 200 OK for successful updates.

Sample XML data to be posted (for Time)
In the below sample, two time_entry object contains id and one did not have id, then API will update
the two entries which has id and creates a new time_entry for which id is not specified.

<?xml version="1.0" encoding="UTF-8"7?>
<wk_time>
<user name="Chandra Durairaj" id="5"/>
<startday>2013-08-19</startday>
<custom_fields type="array">

<custom_field name="Purchase Order" id="12">

<value/>
</custom_field>
</custom_fields>
<time_entries type="array">
<time_entry>
<id>1506</id>

<project name="Vitals Software" id="1"/>

<issue id="1"/>

<user name="Chandra Durairaj" id="5"/>

<activity name="Design" id="10"/>
<hours>4.0</hours>

<comments/>
<spent_on>2013-08-19</spent_on>
<custom_fields type="array">

<custom_field name="Difficulties" id="15">

<value/>
</custom_field>
</custom_fields>
</time_entry>
<time_entry>
<id>1507</id>

<project name="Vitals Software" id="1"/>

<issue id="1"/>

<user name="Chandra Durairaj" id="5"/>

<activity name="Design" id="10"/>
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<hours>2.0</hours>
<comments/>
<spent_on>2013-08-21</spent_on>
<custom_fields type="array">
<custom_field name="Difficulties" id="15">
<value/>
</custom_field>
</custom_fields>
</time_entry>
<time_entry>
<project name="Vitals Software" id="1"/>
<issue id="2"/>
<user name="Chandra Durairaj" id="5"/>
<activity name="Design" id="10"/>
<hours>4.0</hours>
<comments/>
<spent_on>2013-08-20</spent_on>
<custom_fields type="array">
<custom_field name="Difficulties" id="15">
<value/>
</custom_field>
</custom_fields>
</time_entry>
</time_entries>
</wk_time>

9.5 Delete Time/Expense Sheet

The project member with edit permission will be allowed to delete time and expense sheet using
delete API.

Request | URL Response
Type

Time

DELETE | /wktime/destroy.xml?user_id=9999&startday=2013-08-12 200 OK.

Deletes a timesheet

/wktime/destroy.json?user_id=9999&startday=2013-08-12

Expense

DELETE | /wkexpense/destroy.xml?user_id=9999&startday=2013-08-12 | 200 OK.
Deletes an expensesheet

/wkexpense/destroy.json?user_id=9999&startday=2013-08-12

Parameters
user_id Required user_id for whom time/expense sheet is to be deleted
startday Required Specifies the start of the week

9.6 Delete Time/Expense Entries

The project member with edit permission will be allowed to delete time and expense entries using
deleteEntries API.

Request | URL Response
Type
Time
DELETE | /wktime/deleteEntries.xml 200 OK.
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/wktime/deleteEntries.json

Deletes a time entries

Expense

DELETE | /wkexpense/deleteEntries.xml

200 OK.

/wkexpense/deleteEntries.json

Deletes an expense entries

Sample XML data to be posted (for Time)

<?xml version="1.0" encoding="utf-8"?>
<time_entries type="array">
<time_entry>
<id>1535</id>

<project id="1" name="Vitals Software"/>

<issue id="1"/>

<user id="3" name="Suganya Thulasiraman"/>

<activity id="10" name="Design"/>
<hours>4.0</hours>

<comments/>
<spent_on>2013-12-23</spent_on>
<custom_fields type="array">

<custom_field id="15" name="Difficulties">

<value/>
</custom_field>
</custom_fields>
</time_entry>
<time_entry>
<id>1537</id>

<project id="1" name="Vitals Software"/>

<issue id="1"/>

<user id="3" name="Suganya Thulasiraman"/>

<activity id="10" name="Design"/>
<hours>4.0</hours>

<comments/>
<spent_on>2013-12-25</spent_on>
<custom_fields type="array">

<custom_field id="15" name="Difficulties">

<value/>
</custom_field>
</custom_fields>
</time_entry>
</time_entries>

10. Code Hooks

T&E supports code hooks so it can be extended seamlessly. The following are the hooks

# | Name Description Context

1 view_te filter Used to specify filters for the time/expense
sheet list page.

2 | view_member_dropdown Used to fill member dropdown in New | project id
time/expense sheet page.

3 | view_wktime_menu Used to show or hide “Time & Attendance”
menu.

4 | controller_project_member Used to fill member dropdown for the selected | project_id
project on project dropdown change.

5 | controller_group_member Used to fill member dropdown for the selected | group_id
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6 | controller_get_member Used to fill member dropdown on list page on | filter_type
page load.

7 | controller_check_permission Used to check permission to view
time/expense sheet.

8 | controller_check_approvable Used to check permission to approve
time/expense sheet.

9 | controller_edit_timelog_permission | Used to check permission for edit/delete
time/expense log.

10 | controller_set view_projects Used to fill project dropdown in list page.

11 | controller_set_manage_projects Used to fill project dropdown in new
time/expense sheet page.

12 | controller_check_editable Used to check whether time/expense sheet is | editable,
editable. user

13 | controller_check locked Used to check whether time/expense sheet is | startdate
locked.

14 | controller_get_manager Used to get the manager of a member user,

approval
15 | controller_get permissible_projs Used to get the allowed project for the user user
11. Customization

For any Customization / Support, please contact us, our consulting team will be happy to help you

Adhi

Software Pvt Ltd

http://www.adhisoftware.co.in

info@adhisoftware.co.in
+1732 661 8294
+91 44 27470401
+91 44 27470402

Here are the Customizations we have done for our clients:

Troubleshooting

Monthly Calendar — Puny Human
Supervisor Approvals — Fotonation

The issues associated with each project do not show up in the drop down list

This might be the issue visibility configuration issue. Check under Administration =» Roles
and Permissions=>» Edit user role =» Issue Visibility.
(For further detail refer section 5.1.1)

Is it possible to change the default currency of expenses

First one from the currency dropdown is the default. To have the currency of your choice to be
the default in currency dropdown, add the following lines within number in the language file

(for e.g., config/locale/cs.yml )

currency:
format:

format:"%u%sn"

unit: "CzZK"

3. There is no submit button
The submit button will be visible only when “Approval System” is enabled.
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4. How to approve the manager time-sheet?
If the setting “Approve own time/expense sheet” is enabled, then the manager can approve
his own timesheet.

5. Why is the plugin not maintaining comments separately for each time entry?
If we have set “Enter comment in row”, it will allow only one comment per row. The timesheet
will allow only one combination of project, issue and activity on multiple rows. To allow for
separate comments per time entry, do not use the setting “Enter comment in row”.

6. The pdf export is not working. It is showing Internal error

The rmagick gem is required for displaying the logo in the pdf. If the rmagick gem is not
installed, this error is encountered. Other alternative is to remove the logo from the pdf. To
remove the logo, go to the plugin configuration page and empty the report logo field.

7. Some of the time entries are disabled on edit for project manager
The project manager (with “Edit time logs” permission) can add/edit a time & expense sheet
for their project members.

Home My page Projects Time & Expense Help

Logged in as saranya My account Sign out

Redmine B [uumpapoect -
Time 4 _
Time entries are not
User  chandra editable for the user by
Start date 04/22/2013 th
e manager of other 5 E
Status  New 2 N Editable time
; project
« Previous | Next » entry
G3 Add Row
3 i . Mon Tue ed Thu Fri Sat Sun
Eiec — LI (eI Apr22  Apr23  Apr24 JfApr25  Apr26  Apr27  Apr2s
Vitals - Bug#355 Change Pri v  Design d [400 400 4.00 o
» Android &y +  Bug#429 Emulatordi »  Design - 4.00 u
4.00 4.00 B.00 0.00 0.00 0.00 0.00 Total:
16.00
Submit (A Add Row

8. Can we log time using core Redmine when a Time & Expense is in approved state ?
Apart from the Time & Expense plugin, there are two other ways of logging time
- Project = Edit Project = Log time
- Project = Edit Project = Edit Issue = Update

There will be warning messages on both these pages if the timesheet was approved for that
week and buttons ‘Create’ and ‘Create and continue’ will be disabled on log time page.
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Calendar News Documents Wiki Files Settings

Overview  Activity RGS3 New issue  Gantt

Spent time

Issue| 8, |

Date * |5015-10-08 | [&

Comment |

Activity * |- please select — v

te5t|

test2 |

The timesheet for this period is locked, you cannot log time.

Create Create and continue

2016 , Adhi Software Pvt Ltd Page 41 of 41



