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1. Vantage Overview

The Vantage™ Telephone Check-In System is a Computer Telephony (CT) Interactive Voice Response
(IVR) application designed to manage field staff from a Communication Operations Center.  Vantage
has three main functions:

1. Confirm employees’ Time and Attendance
2. Notify supervisors if employees are not at the job site

3. Send messages to one or all employees.

This comprehensive system provides total management of communications, employee call-ins/call-outs
and messaging. Vantage™ updates the Vision™ Labor Management System on a real-time basis with
color-coded scheduling and online notification providing ease of use for Dispatch. Features include:

* Tightintegration with Vision™ Labor Management System

* Real-Time Interactive Confirmation

* Easyto use (minimal training necessary)

* Can be used anywhere there is a touch-tone telephone

e  System pages (or e-mails) supervisors when an employee does not sign-in to work
* Fully featured messaging application (Broadcast and Employee messages)

Vantage™ is configured in one of 2 ways:

1. For Customers using Valiant’s Application Service Provider (ASP) online, customers are
assigned a Toll-Free (“800”) Phone Number. Using Dialed Number Identification Service
(DNIS), we identify which Customer Database to interface. We use high-capacity T1 Digital
Phone lines to handle many simultaneous calls.

2. For Customers with their own installation of Vision™ they are set up with their own
Vantage™ Server using Analog/POTS (Plain Old Telephone Service) Lines. All calls are
automatically routed to the Customer’s Database. In addition, Customers can monitor Call-
Traffic and Call History.

System configuration and maintenance is performed by Valiant’s implementation team based on the
customer’s requirements specified in the Vantage Setup Form at the end of this document. Customers
can change some Vantage™ settings using Vision™, described in this document, including:

* Vantage Time Zones *  Phone Line Restrictions for Employee
e Pre-Tour Sign-In Requirements Check-In/Out
e Paging/E-mail Options for * Meal Time Tracking Function
Unconfirmed Posts * Mileage Expense Tracking and
e Supervisor Phone Numbers for Reimbursement
Paging

If Vantage and Vision are implemented at the same time: These settings should be done prior to any
schedule setup. The Vantage Division Settings set the default values that will be carried to the Tour level.

If Vantage is implemented after Vision: If all schedules have already been created, each Tour must be
manually updated with the appropriate settings.
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2. Employee Operation Overview

1. Employee dials Vantage™ Toll-Free Number.

2. The Vantage system determines from the incoming call the Dialed
Number Identification Service (DNIS), which corresponds to the
phone number that the employee called.

3. From the DNIS, access to the appropriate Vision™ Database is
established. L

4. If enabled, Employee has the option to hear the prompts in English or Spanish

5.  Employee then is prompted to Action Key  Purpose

enter their Employee ID #. Once Press | |[1 Pre-tour check-in*
entered and confirmed, some or all
of these options are available: Press Clock in
* These prompts are enabled only Press Tour check-in*
when the related flags/settings have
been set in the Vantage tab of the
Division Settings. Press Clock Out from tour
Press Create Shift
Press Start Meal Break
Press End Meal Break
Press [ﬁ—] End Call

Smart Prompting

To avoid confusion, and to reduce call-time, once an employee clocks in for a tour, Vantage keeps track
of what actions were already taken (such as Clock In) and plays only the appropriate prompts, as
illustrated below:

Employee calls to start meal break Employee calls to clock out
Press Tour check-in*
Press Clock Out from tour Press Clock Out from tour
Press Start Meal Break
Press End Call Press [ﬁ End Call
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Exceptions:

* If the employee does not terminate the meal break and clocks out for the day, the system
includes this employee in the Daily transaction log with a new action indicating meal break not
terminated and notifies the employee via a voice-activated prompt at clock out time to “Contact
their supervisor”.

* If the employee does not take an expected meal break, the system includes this employee in the
Daily Transaction log with a new action indicating No Meal Break Taken and notifies the
employee via a voice-activated prompt at clock out time to “Contact their supervisor”.

Note
Only 1 meal break is allowed per tour (shift).
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3. Vision/Vantage Setup

The main function of Vantage™ is to confirm employees’ Time and Attendance. Using the Vantage tab in
Vision’s Division Settings, users can set the option to have the system automatically place a call to the
location supervisor for any post where an employee has not checked in after a certain amount of time has
passed since their shift was scheduled to begin. Additional options such as requiring a pre-tour check-in
and establishing the Vantage Time Zone are also set at this level.

Note

If Vantage and Vision are being implemented at the same time, these
settings should be done prior to any schedule setup. The Vision Division
Settings set the default values carried to the Tour level and only apply to
new Tours/Shifts. If Vantage is implemented after Vision has been
implemented and all schedules have already been created, each Tour
must be manually updated with the appropriate settings.

3.1 VisionSchedule

Vision schedule functionality is maintained with the Vantage system. Someone monitoring the Vision™
Schedule Screen will see the employee change color depending on their action.

If an employee presses @Sreate Shift) upon calling in, Vantage will prompt for a JobID (A unique Post ID
for ALL Divisions) and if valid, will create a temporary schedule and assign the employee to that
schedule.

3.1.1 Unconfirmed Tab

Vantage users have an Unconfirmed tab located in the bottom of the main schedule screen. This tab
displays all scheduled employees who have not yet called in for their shifts.

3.1.2 Confirmed Tab

Vantage users also have a Confirmed tab located in the bottom of the main schedule screen. This tab
displays all scheduled employees who have called in for their shifts.

3.2 Post Master (Vantage Tab)

Vantage uses Dialed Number Identification Service (DNIS) to identify which Customer Database to
interface with when a call is received.

Enter one or more phone | 1Y I —
numbers that identify the
Post. Nde T Fost T Rate T Billing Opt -rr’T Drders T Vantage

The Phone Number can
be a complete phone
number, e.g., (516) 555-

5678 or part of a Trunk 51615551234 ]
a

Group, e.g., (516) 555-11
which is valid for (516)
555-1100 to (516) 555-
1199.

. . . L | .
Click to add a number to the list. Click —] to remove a number from the list.
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4. Page Supervisor For Unconfirmed Posts

This option causes the employee’s supervisor to be paged whenever an employee’s clock-in does not
occur within a specified range of minutes after the tour’s scheduled start time. When enabled, the system
constantly scans the Vision™ schedule looking for posts where an employee has not “confirmed in”
beyond a pre-determined time after the scheduled Job/Tour/Shift start time. If this happens, the system
will send either a numeric page or play, on a telephone, a phone number corresponding to the Post
phone number.

4.1 Enable Paging

In the Vantage tab of the Division Settings, select ¥ Page Supervisor For Unconfirmed Posts. Enter
the number of minutes after tour begins in the Page field. These entries set the default values carried to
the Tour level and only apply to new Tours/Shifts.

m Division Sektings I
Custarmer Emplayes Lookup Syzten Paymall Vantage
[~ Pie-Tow Sign-In Required ¥ Page Supervizor For Unconfirmed Posts

From: I n :II To I 0 j' Minutes Before Pagel 10 :II Minutes After Tour Begins

Figure 4-1. Division Settings — Vantage Tab

4.2 Change Default Paging For A Specific Tour

If the settings for a particular Tour differ from the Division Settings, or if the Tour was created prior to the
setup of the Division Settings, then the values in the Vantage tab of the Tour Master can be edited.

m Tour Master
Fost Name: |-|

Post Name: IV.ﬁ.LET ATTENDANT

Taur | Vantage ]

[~ Pre-Tour Sign-In Required |v| Page Supervisor For Unconfirmed Posts

From: I ] j To I ] j Minutes Before Pagel 15 j Minutes After Tour Begins

Figure 4-2. Tour Master — Vantage Tab
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4.3 Supervisor Phone
Number

The phone number to use
when contacting a supervisor
to indicate that there are
unconfirmed posts is set at the
Location level. The supervisor
will be notified of any
unconfirmed posts that are
associated with their location.
There are no restrictions on
the type of number entered. It
can be a beeper number, cell
number or land line phone
number.

Select the Supervisor
who will receive the
page from the
Supervisor drop-
down box in the
Location Master.

Note

This field
cannot be left
blank.

Customer: 1530 (000 [NATIONAL BANK

Location: |1 Location Status

Name:  [LIPTOWN BRANCH {PERMANENT =l

Address: I |ACT|VE Ll

I Phone:

City: I State: INY L] I[ s I

Zip: I Country: [USA Fax: I[]—

E-Mail: I

Notes I Location T Billing Info T Billing T Direction T Orders

Start Date: WE End Date: I_""'_E
SiteType: 2] [HOSPITALITY = ()] [anTHON GEE =
Sales Tax: ()| [DEFAULT ~] Growp A 5)[sHow AS REGULAR HOL > |
Tax Territory: I Z] Group B: E”DEFAULT z‘
Sales Person: - 2]([PATRICK BARNES ~| GroupC: |DEFAULT ~|

CHEH ¥ | %] |Location

- olz|d]|X]|o| 5] v

Figure 4-3. Location Master — Location Tab

ﬁSupervisnr Master
Supervisor Mo IDEF'T1
-|[51 £) 390-1100
Description: [WEy DEFARTMENT =
-
E-Mail 1: Ifff@valiant.com

E-Mail 2: Iggg@valiant.com

-|TEST DIVISION

I52388

IEMPLDYEE, HEW

W FF in| D&

)X - @[

Figure 4-4. Supervisor Master

Ensure that the Supervisor is associated with a phone number in the Beeper field of the Supervisor

Master.
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4.4 Associate A Phone Number With A Post

A specific phone

i Post Master

number is used to
identify the post

Location |-|

|MmM OFFICE

when the supervisor
is notified of any
unconfirmed posts
that are associated
with their location.

number in the Phone

Post
Hame:

Address: I

City-
Enter a phone i

|1 Job ID; |2Duum

Job Status

|FIF|ST FLOOR

| PERMANENT

jacTive

Job Type

I _S_t\lale: IN\,J vl
|—6mne: |[518) 5551234 )
—

{ToUR

field of the Post
Master.

Motes r Fost Rate Biling O'ption T

Oiders T Vantage T

Mileage

There are no
restrictions on the
type of number
entered. It can be
the phone number at
that post or a unit
number that identifies
that post. This is the
callback number that

-

[

is sent to the pager.
It cannot be blank.

4l

_}ll" Post

A o|e|d|x]| - |aE

Figure 4-5. Post Master
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5. E-mail Supervisor For Unconfirmed Posts

This option allows the work location’s supervisor to be e-mailed whenever an employee’s clock-in does
not occur within a specified range of minutes after the tour’s scheduled start time. When enabled, the
system constantly scans the Vision™ schedule looking for posts where an employee has not “confirmed
in” beyond a pre-determined time after the scheduled Job/Tour/Shift start time. If this happens, the
system will send an e-mail notification (see sample message below) to the e-mail address(es) specified
on the Supervisor Master for the specified Location.

————— Original Message-----

From: VANTAGE@valiant.com [mailto:VANTAGE@valiant.com]
Sent: Thursday, April 10, 2008 2:35 PM

To: Rani Zee

Cc: Dave Kave

Subject: In-Tour Checkins

The following Tour has not been confirmed-in:

Weekending: 04/13/2008

Customer: 070060 — My Favorite Customer

Location: 1 - My Favorite Building

Post: 3 - Vestibule

Date: 04/10/2008

Time: 14:00 - 16:00

Employee: TEST1000005972, TEST

The information contained in this e-mail message, and any attachment thereto, is the property of
Valiant and is confidential and may not be disclosed without our express permission. If you are
not the intended recipient or an employee or agent responsible for delivering this message to the
intended recipient, you are hereby notified that you have received this message in error and that
any review, dissemination, distribution or copying of this message, or any attachment thereto, in
whole or in part, is strictly prohibited. If you have received this message in error, please

immediately notify us by telephone, fax or e-mail and delete the message and all of its
attachments.

Thank you.
Every effort is made to keep our network free from viruses. You should, however, review this e- mail

message, as well as any attachment thereto, for viruses. We take no responsibility and have no
liability for any computer virus which may be transferred via this e-mail message.

Figure 5-1. E-Mail Notification
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5.1 Supervisor E-mail Address(es)

The e-mail address(es) used to
notify a supervisor that there are
unconfirmed posts is set at the
Location level. The Location
supervisor (not necessarily the
Employee’s supervisor) will be
notified of any unconfirmed posts
that are associated with their
location.

1. Select the Supervisor who will
receive the e-mail from the
Supervisor drop-down box in
the Location Master.

Note
This field cannot be left blank.

2. Enter the Supervisor’s e-mail
address in E-Mail 1.

If you enter an address in
E-Mail 2, an e-mail is sent
(cc:) to that address also.

mLocation Master il
Customer: IE’__ |DDD I._— —a——
Location: I‘I Location Status
Name: [~ [PERMANENT =]
Address: [acTive |
I Phone:
City: IC_ E State: I— j I[ 1 - I
Zip: _ [ Countiy: [Usa Fac [y -
E-Mail: I
Naotes | T Billing Irfo. T Billing T Direction T Orders
Start Date: |12303;2004 zl End Date: I I El
Location Type: |Z)([DEFAULT =] -|DAVESTEST =l
Sales Tax: IDEFAULT j Group A: IDEFAULT j
Tax Temitory: I j EEET IDEFAULT j
Sales Person: I ______________________________________________ j Customer: IDEFAULT j
M|« R b | ¥ [Location | D||Q|X|n|$|ﬂ‘|

Figure 5-2. Location Master — Location Tab

m5upervisor Master

Supervisor No ID,&\;ESTEST
Beeper: [[5165)390-1149

Dezcription: |D,&\IESTEST

E-Mail 1: Inl——_l@valiant.com

E-Mail 2: |da— =hi@valiant com

Supervizor:

BF—

|1DEIDEISEI?3 ITEST1DEIDDDSE|?3, TEST

Figure 5-3. Supervisor Master
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5.2 Tour Master Settings

3. Select [(¥from the Location Master drop-

4.  Select [f@from the Post Master drop-down to
down to display the Post Master. display the Tour Master.
|
T mpnst Master
Location ﬂ L
Customer |F"“t :]
Location Location
Contact Post
Holiday Contact
Rate Differential Qualification

ﬁTnur Master

Rl
Post Name: |2
Post Hame: I,__ —
Taur T Vantage ]
[~ Pre-Tour Sign-In Required ¥ Page Supervizor For Unconfirmed Posts
From: =T —=| Minutes Bef P | - Minutes After Tour Begins
Tom I D;l ul D;l inutez Before age E;I
[~ During Tour Check-In Required _ ISend bd il j

Figure 5-4. Tour Master

Note

E-mail notification capability is an interim

solution utilizing the existing

user interface. Field names on the Vantage tab of the Tour Master are

scheduled for updating in the near future.

Select ¥ Page Supervisor for Unconfirmed Posts.

Select “Send Mail” from the Notification drop-down.

Enter the number of Minutes After Tour Begins (must be greater than zero).
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6. Messaging

Vantage™ gives Managers, Supervisors and Dispatchers the ability to leave introductory and broadcast
messages for the company or individual employees. For Hosted Vantage™ installations, a Supervisory ID
Number and Password are assigned from the Setup form when Vantage™ is installed.

wmge

v

Messaging User & Messaging Password =

Gusiomar Numaer Dsn

Figure 6-1. Messaging — Setup Form

ccoocg
g H

TouseV
1.

2
3.
4

antage™ Messaging:

Dial the Vantage™ “800” number

When prompted for Employee (or Social Security No.), enter the Supervisor User No
When prompted, enter your Password

An audio recording will list the available options. Select the desired option as follows:
 Press for Record New Introductory Message
» Press for Delete Current Introductory Message
e Press for Record New Broadcast Message
e« Press for Delete Current Broadcast Message

 Press for Record Message To Employee

e Press to End Call

6.1.1 Introductory Message

This message is played instead of the default, “Thank you for calling Vantage”. Ex. “Welcome to XXX
Call-In System”.

To either

record or delete an introductory message, dial into the Vantage™ Messaging System and press

to record a new message or press o delete the current message. If you want to record a new
message over the current one, you do not have to delete the current introductory message; the system

will recor

d over it.

Page | 17



VALIANT

6.1.2 Broadcast Message

This message is played to every employee once the employee call-in or call-out has been confirmed.
Ex. “Please contact your manager if you are available to work on Thanksgiving Day’.

To either record or delete a broadcast message, dial into the Vantage™ Messaging System and press

to record a new message or press to delete the current broadcast message. If you want to
record a new message over the current one, you do not have to delete the current broadcast message;
the system will record over it.

6.1.3 Individual Messages (Message to Employee)

Once an employee dials in and the call-in or call-out is confirmed, Vantage™ will let the employee know
that he or she has a message after the broadcast message is played.

The employee has the option to press to listen to the message or press to skip the message.
Once employees listen to the message, they have the ability to save or delete the mess

age.
To record an individual message, dial into the Vantage™ Messaging System and press il o record the
message; the system will prompt you to enter the employee’s ID #.
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7. Clock Rules

Various settings in Vantage and Vision determine the methods used for tracking and rounding time.

. ﬁDivisinn Settings
7.1 Time Zone
Custarmer Erriployes Lookup Suztern

Enter the hour(s) differential (from the office that is
running the software and the Division location) in the " Pre-Tour Sign-In Required
Vantage Time Zone text box on the Vantage tab of
the Division Settings.

From: I Dill To I Dj Minutes Before

Yantage Time Zone: I g Hour(s)

For example, for a Valiant-hosted application
(Eastern Time Zone), a division in California would
contain a “-3” to indicate three hours back from
Eastern time.

7.2 Schedule Range

This is the number of minutes considered acceptable to check in or out. Outside this range you will
receive an early or late message. (Valiant Setup.)

7.3 Allowable Range

This is the number of minutes before or after the schedule considered acceptable to check in or out.
Outside this range you will receive a “...Too Early” or “...Too Late” Message. (Valiant Setup.)

7.4 Rounding

Vantage rounds to the nearest 15 minutes by default within the acceptable ranges. (Valiant Setup.)
Other rounding rules are available, as well as no rounding rules. Rounding rules are recommended to
avoid payment for fractional hours.

7.5 No Sign-In Early

If set, then all times earlier than the check in are set to the scheduled “in time” automatically. (Valiant
Setup.)

7.6 No Sign-Out Late

If set, then all times later than the check out are set to the scheduled “out time” automatically. (Valiant
Setup.)

7.7 Pre-Tour Sign-In Required
In the Vantage tab of the Division Settings, select ¥/

this option if the employee is required to check in Eeien Ervploves Lok Systern
before the tour or shift starts.

[ Pre-Tour Sign-In Required
Enter the range (From and To) of Minutes Before

sign-in that are required.

From: I Dﬁ To I Dj Minutes Before

Yantage Time Zone: I 0 Hour(s)
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7.8 During Tour Check-in Required
In the Vantage tab of the Tour Master, select ¥

this option if the employee is required to check in

during a tour. Post Hame: |—2

Post Name: I —

Important Note Tour | Vantage ]

The Tour Check-In Range in minutes (on the
Vantage tab of the Division Settings) must be
greater than zero to enable the During Tour From: | uj To | nﬂ Minutes Before
Check-In Required option.

[~ Pre-Tour Sign-In Required

[~ During Tour Check-ln Required

Selecting this option displays the days of the week, where the number of check-ins required for a Tour
may be specified for each day of the week, starting with the first day of the tour. (In this example, the
schedule starts on a Wednesday.)

¥ During Tour Check-In Required:

Wednesday Thursday Friday Saturday Sunday Monday Tuesday
[ ofd [ oxd[ of[ oxd[ ox[ of[ o
= = =1 =1 = = =

Entering a “7” on any day, for example, would require an employee to check in every hour during the tour.
The employee’s initial check-in (Shift Start) for a tour would not count towards this number, but a Meal
break and Shift End would. Depending on the number of required check-ins and the length of the tour,
Vantage calculates the actual time of day when these check-ins must occur. Vantage advises the
employee of these times when the employee first calls in to start the shift. The employee must call the
supervisor to check-in at the specified times, plus or minus the Tour Check-In Range (in minutes)
specified in the Vantage tab of the Division Settings.
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8. Meal Time Tracking

ki Division Settings

Meal Time TraCkIng IS Custarner Erriployes Lockup Systern PayralliSystern PR Systern 2

enabled from the Vantage
tab of the Division SettingS ||~ pre-Tour Sign-in Required
when the Capture Meal

Time With Vantage option

is set Ff] Vantage Time Zone: I 0 Hour(s)
[¥ Capture Meal Time With Yantage

Options: IAppI_l,l Rounding Rule j

[~ Page Supervizor For Unconfirmed Posts

From: I il :Il To I il jl Minutes Before Pagel il :Il Minutes After Tour Begins

There are three options for tracking employee meal times, selected from the drop-down box:

8.1 Preserve Meal Duration [¥ Capture Meal Time With ¥antage

Options: I Preserve Meal Duration j

With this option, the system records the clock Start ==
time of the meal and adds the default meal Duration Freserve Meal Duration

to derive the End time of the meal. Actual Yantage Clock Time is Applied
Apply Bounding Rule

The default meal time (duration) can be set at many levels, where the lowest level (shift) takes
precedence:

Level (highest to lowest) | Where set | Specific Tab
company Customer Master Format Tab
division Division Settings System Tab
location Location Master Billing Tab

post Position Master Billing Option Tab
shift Main Window Schedule Tab

You may also specify the default (expected) meal time for an individual employee from the schedule:

Right-click on the desired scheduled 07/15/2005 07 /2042005 07/21/2006 07/22/2005
emp]oyee name at the desired day and Wednesday . Thursday FfidEl_',' Saturda_l,l
shift to display a list of the available | Employee Mame In
options. Ii::u.u;_l - éJ.r;lel EY—— b out

mployes MName eal | Skons
Select . Lot N a B e bieig sz ilzel| ) e

— i split Tour Iniconfirm
Select eaI/Stops to display the Meal = Copy Emploves Dietail
Hours window. e .
You may enter the meal’s Total Hours for the shift even when the “Capture
Meal Time Via Vantage” option is not set. S
Note

When an employee starts a meal break, the default schedule color
for that shift will change to orange. Once Meal End is set, the
schedule returns to Confirmed-In color (light green).
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8.2 Actual Vantage Clock Time is
Applied

With this option, the system subtracts the clock Start
time of the meal from the clock End time of the meal
to derive the meal’s Duration.

8.3 Apply Rounding Rule

With this option, the system applies the specified
Vantage rounding Rule to the clock Start and End
times for the meal, then subtracts the rounded Start
time from the rounded End time to derive the meal’s
Duration.

[ Capture Meal Time With ¥antage

Options:

Apply Rounding Rule j
Prezerve keal Duration
Actual Vantage Clock Time 1z Appled

Apply Bounding Fule

[ Capture Meal Time With ¥antage

Options:

Apply Rounding Rule j

Prezere keal Duration
|Actual Yantage Clock Time is Applied
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9. Mileage Expense Tracking and Reimbursement

Vision supports mileage tracking and reimbursement from the Schedule (via the Adjustments tab of the
Schedule Confirm Master as well as the Insert Payroll Adjustment function), the Payroll Adjustment
function from the Masters menu, or the Others drop-down in the Employee Master and Post Master.

Vision customers using the Vantage telephone check-in system can generate these adjustments
automatically. When the Vantage Mileage Expense option is enabled, you are able to record employee
mileage expenses when they clock out from their tours and reimburse them through a payroll adjustment.

x|
9.1 Enable Mileage Tracking p— T
Post |3— Job ID: IW Post Status
1. Click the edit button I—I . Name:  [L0ADING DOCK [PERMANENT =l
2. Set ™ the Mileage Expense Adress : JacTve =l
flag in the Mileage tab of the G | State: [ ] | Post Tome
Post Master Zip: | Phone: [i576)350-1102 | |TouR e
3. Enter the Company,s m|leage Motes T Post T Rate T Bllllngl]phnnT Orders T Wantage T
rate in the Payroll field.
Payroll: I 0.5a
4. Set M the Tax flag if applicable. (Amount ] [[Tax ] | G/L Account |
Billing: I | | I LI
5. Select the G/L Account from A
the drop-down if you are Payol: [ 058 r Aff-—r e =
tracking this expense via a
general ledger account.
4 Rz v | ¢ [[Post =] D||u|x|n|m|u«|

9.2 Entering Employee Mileage

1. Employee calls the 800 Vantage Line
and selects the option to Clock Out by

pressing 4.

Vantage then prompts the employee to
“Enter Mileage”.

Employee enters Mileage amounts by
pressing the applicable numbers on the
telephone’s keypad.

Vantage confirms the mileage amount
and then offers the option to “End Call”.

Figure 9-1. Mileage Tab

Employee calls to clock out

Press Clock Qut from tour

4

Press End Call

o]
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9.3 Reimbursing Employee Mileage
Expense

When the Mileage Expense option is enabled,
Vision automatically generates a Payroll
Adjustment. All fields are automatically
populated based on the mileage entered by the
employee when clocking out and your selections
in the Mileage tab of the Post Master.

The miles entered by the employee appear in the
Regular Hours field.

The Description field includes the word
“‘MILEAGE” and the date/time of the entry.

The authorized user should verify all entries and
may modify the fields as needed. For example,
you may wish to select an Earning Type (e.g.,
mileage) that is set up to avoid the Federal, State

m Payroll Adjustment ll
Week: [oamerzo0s =]
Employee: [313 - ADAMS, MARSHA Ll_l
Customer/Client [roe . 4 .ACME COMPANY =
Location |1 -2550UTH STREET LI
Post J & Past =l
Deszcription: IMILEAGE 20039-05-033 00:00:00
Regular Hours: I 15 Regular Rate: 058

OverTime Hours: I il

OverTime Rate: I il

Holiday Hours: I—U Holiday Rate: I 0
Taxable [~ GL#A t I LI
Permanent [~ Payroll Code: I LI
Monthly Only [~ Pay Frequency: IWEEKLY LI
Separate Check [~ Earning Type: I LI
Adjustment Group: I LI
F7: &pproval On/Off Appraoval User/Tima | |
lILIIF!:S ;;ﬂl‘mlweeks D||E|X_|n|$|ﬂ¢|

and local taxes normally associated with regular
hours, if applicable.

Payroll adjustments are described in Section 4 of the Vision Manual.

Note

Tracking of employee mileage expenses is enabled for Payroll adjustments only —
adjustments to Billing are not currently supported through Vantage’s Mileage tab.
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10. Vantage Reports

menu.

& Yision Reports

Reports specific to Vantage are located under the Vantage/Handlink category in the Vision Reports

Yizioh Report

#-Billing

--Eustomer
--Emplu:u_l,lee

--Inc:ident

- Location
--Management

- Dperation

--Pa_l,JlD"

- Performance Tracking
--F'Dst

- Schedules

- Staffing

- ntage/Handlink;
- Biometrics Mon-Usage

- Call Log

- Caller ID Variance Report (Mot uzed]

- Daily Trahzaction Log

- Meal Status Fepart

- Meal Warance Report

- Sign In Varance Feport

- Sign Out YWanance Repoart

- Unconfirmed Post Report

-Yantage Post Phone Mumbers (Mot used)

ﬁPermissiun

Please Select A Repoart...

Figure 10-1. Vantage Reports

To access these reports,

the “Report Vantage”

1

Levels Divizions

Divigions

permission must be
assigned by the
superuser.

Permissions
Check All | Uncheck Al |

[

[1 Report Paost
[ Report Schedules
Repart Staffing
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10.1 Call Log

The Call Log displays a list of all Vantage transactions in date, time and User ID sequence for each
Division. Users with both Vantage and Handlink can report on all transactions or, using the Source filter,
select either Vantage or Handlink transactions for the desired date range.

ATL

CallDate CallTime User ID

Vantage/Handlink/Vallink Call Log

Lastname FirstName SourceType Action

Call Date From: 02012010 4. 02072010

ErrerLog

EARLY CLOCE TN

Number of Punches/Calls - 17

Figure 10-2. Call Log

10.1.1 Column Descriptions

Column Description Source
CallDate Date call was placed System
CallTime Time call was placed (hhmmss) System
User ID The Employee’s ID Employee Master
Lasthame The Employee’s last name
FirstName The Employee’s first name
SourceType The source of the call (Vantage, Handlink or Val |System
Link).
Note that entries for Val Link include the internal
device ID for identification purposes.
VALLINE __ 672 __]
Action The purpose of the employee’s call System
Caller ID Not used
ErrorLog Action result based on clock rules System
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& Yision Reports x|
Wision Repart ~[F] LEWELT_ALL -
--BiIIing E‘D MOME —
- Customer O LEWELZ_ALL
--Emplo_l,lee = NOME
- Incident ~ [CJLEVELZ ALL
[#- Location E‘D NOME
& Management [ Divisian_ALL
- Dperation O] E<ECUTIVE -
- Payrall ...[] OFFICE-SAL&RY
[+ Performance Tracking
--F'ost
--Schedules
--Team
E--Vantage.‘HandIink
- Biometrics Mon-Usage _I
-
- Caller |D W ariance Report Filter | 5etting |
- Daily Transaction Log Account Manager All
- Meal Statuz Repart Active Status All
- Meal Variance Fepart Database vear Current
--Sign In Variance Report Department All
- Sign Out Wariance Feport Pay Statu$_ Al
- Uncanfimed Post Repart Showy Invalld Ermplopess Falze :
Sort Details By Sart By Call DateCall Time
~Wantage Post Phone Numbers Sort Details Order Azcending
Sort Headers M ame
Sort Headers Order Azcending
Source Type All
[ Date Range
Date Start [02/01/2007 == Today | Week
= IDS“’DE"QDD? 3:' Today | r [~ Select Printer Print | Preview | Cloze
| antage/Handiink | Call Log | 84672007 [17:00 M

10.1.2 Report Filters

10.1.2.1 Account Manager

The sales representative assigned to
the customer.

Account Manager
f* Selection

Accounttdanagerto
il

| Description -

Account Manager Mot Aszigned

10.1.2.2 Active Status

You may select Active or Inactive
employees (default=All).
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10.1.2.3 Database Year

This filter reports transactions by the

Database Year

Tranvear I ITranYear 'I

year in which the transactions e
occurred (default=Current).
To report on a different year, double- | [-Li2rirear
. . Current v'ear
click Database Year to display the o002
related pop-up window and select 2003
i 2004
the desired year. S00E
2008

To view the 2005 archived data, for example, select 2005 and enter a Date Range within the 2005 year.

This will display the archived data for that year.

10.1.2.4 Department

You may select one or more
departments (default=All).

Department

I IDepartment 'I

Department

&l
002100
003-m
010000
mninn

10.1.2.5 Pay Status

You may select Hourly, Salary or All
employees.

I =
ol

PayStatus

All
Hourly
Salary

10.1.2.6 Show Invalid Employees

Show Invalid Employees
% True/Falze

& T

" Falze

Cancel

10.1.2.7 Sort Details By T
or eLans by

f* Lookup

Sort By CallerlDACall Date\Call Time
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10.1.2.8 Sort Details Order

Sort Details Order
* Lookup

Azcending

Hs 1IN
Descending

10.1.2.9 Sort Headers

Sort Headers
* Lookup

Mame

10.1.2.10 Sort Headers Order

Sort Headers Order
f* Lookup

Degcending

10.1.2.11 Source Type Filter |

This filter reports transactions by the ncpe
source of the transaction
(default=All). |
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10.2 Daily Transaction Log

The Daily Transaction Log report displays a list of all completed Vantage transactions; incomplete calls
(such as hangups) are not included.

Daily Transaction Log

T ENT e | siwizinl iy Pl
—_ GATE 4
From (862006 To ORI 2006
Tasin By - Wi S oL Call 1 i St
[ e R R MO S 21:19 (A
Figure 10-3. Daily Transaction Log
10.2.1 Column Descriptions
Column Description Source
Employee No The Employee’s ID Employee Master
Employee Name The Employee’s last name, first name
Customer The name of the customer Customer Master
Location The customer’s location Location master
Post The post at the customer’s location Post Master
Tour The date of the tour (shift) Shift (Tour) Master
In The scheduled in time of the tour Schedule
Out The scheduled out time of the tour
Source The source of the call (Vantage or Handlink) System
Call Time Time call was placed (hhmm) System
Action Action result based on clock rules (OK=within clock rules) |System
10.2.2 Report Filters
E--Vantagex’HandIink
- Biometrics Mandlzage
Call Log =l
- Caller ID W ariance Report Filter | setting |
E|i|_',' Tranzaction Lljg Account Manager Al
- Meal Status Feport Active Status All
- Meal Yariance Feport Department All
- Sign In Warance Repart Emplayes Mame Al
- Sign Qut Variance Report Pay Status Al
. Sort Headers Mame
+Unconfimed Past Report Sort Headers Order Azcending
~Yantage Pozt Phone Mumbers
r Date Range
Diake Start |uz;n1xzuu? E :| Today | ek
Ene IDB”DE"QDD? HB Today | r [~ Select Printer Frirt | Preview | Cloze
|"antageHandink | Daily Trarsaction Log | 8/8/2007 [ 11:59 &M
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10.2.2.1 Account Manager

i . Account Manager
The sales representative assigned t0 & s ajaction

the customer.

Accounttd anagerMo | Degcription -
il

Account bManager Mot desianed

10.2.2.2 Active Status

You may select Active or Inactive & Lookup
employees (default=All).

All

10.2.2.3 Department

You may select one or more
departments (default=All).

Department
Department I IDeparlment 'I

Department | :I
Al i
002100

Employee Name
EmployesM ame I IEmponeeName 'I

10.2.2.4 Employee Name

To filter report results by Employee
Name (default=All), double-click
Employee Name to display the

related pop-up window and select EmployeeMame | Divigion | E mployeePrempl | SSHum | Departmer;l
one or more employees. TEST TEST DIVISION 1444444444 444444444 o
COMTRA TEST DIVISION 1456321789 456321789 101

10.2.2.5 Paystatus

You may select Hourly, Salary or All
employees.

FapStatus |
all

Hourly

Salary

10.2.2.6 Sort Headers

Sort Headers

* Lookup

10.2.2.7 Sort Headers Order

Sort Headers Order
* Lookup

Azcending
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10.3 Meal Status Report

The Meal Status report indicates whether employees are on lunch break or back to work, based on the
clock in/clock out timestamp that verifies the confirmed and unconfirmed status of the employee at a
designated post and shift. The report includes:
- Alist of employees who clocked out for a Meal but never clocked back in after the Meal break.
» Alist of employees who clocked both in/out for the Meal break.
« Alist of employees who did not clock in/out for the Meal break at all.

TEST DIVISION
Meal Status Report From  0719%2006  Te 07252006
Employee Mo Emplyyee Name Cusiomer Locution Pust Tour In - Out snaﬂ"'i'lmc Elld'l'ilme Status
12345 CORTEACTOE, SUE VALIANT 8 OLUTIONS, IAC. WOOLEUEY LOBEY 7/19/2006 a3 I3 53 k“.l_ll|!|“|[l:i\:n
12345 CORTEACTOE, SUE VALIANT 8 OLUTIONS, IAC. WOOLEUERY LOBEY 072002006 2 :\;‘::Imlli-ll;\l:wl )
12345 CORTEACTOE, SUE VALIANT 8 OLUTIONS, IAC. WOOLETEY LOBEY 072520086 23000730 Lransaction
Figure 10-4. Meal Status Report
10.3.1 Column Descriptions
Column Description Source
Employee No The Employee’s ID Employee Master
Employee Name The Employee’s last name, first name
Customer The name of the customer Customer Master
Location The customer’s location Location Master
Post The post at the customer’s location Post Master
Tour The date of the tour (shift) Shift (Tour) Master
In The scheduled in time of the tour Schedule
Out The scheduled out time of the tour
Meal Start Time The time (hhmm) the employee’s meal started (Meal In)  |System
Meal End Time The time (hhmm) the employee’s meal ended (Meal Out) |System
Status Employee’s tour status based on the schedule System
10.3.2 Report Filters
e oL B INLIHEL ]
= Vantage/Handlink, : [ EXECUTIVE
- Biometrics Mon-Uzage D OFFICE-SaLARY
- Call Log L FNRC.CAl AR ;I
- Caller 1D ¥ ariance Report Filter | Setting |
- Daily Transaction Log Active Status Al
=M e port Department All
- Meal Wariance Report Employee Mame Al
- Sign In Variance Repart Group &, B or CFilter Level Customer
- Sign Out W ariahce Repart Meal Time Status Al
U ) Pay Statuz Al
- Unconfirmed Post Report .
Sort Details By Emplovee Mame
- antage Post Phone Numbers Sort Details Order Azcending
r [Date Range
Date Start ID--L:-'IJE;QEIDE E :I Today | Week
and IDHDBQDDE EI :I Today | r [~ Select Printer Print Freview Cloge
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10.3.2.1 Active Status

You may select Active or Inactive
employees (default=All).

10.3.2.2 Department

You may select one or more
departments (default=All).

10.3.2.3 Employee Name

To filter report results by Employee
Name (default=All), double-click
Employee Name to display the
related pop-up window and select
one or more employees.

10.3.2.4 Group A, B or C Filter
Level

To filter report results by Customer
(default), Location or Post, double-
click to display the related pop-up
window and select the desired level.

10.3.2.5 Meal Time Status

To filter report results by meal status
(default=All), select one or more
statuses, where:

Confirmed indicates that the
Employee has used Vantage to
report both the Meal Start Time
and Meal End Time.

No transaction indicates that
the Employee has not used
Vantage to report any Meal
Times.

Active Status
f* Lookup

Department

I 5 Department I IDepartment 'I
Departrnent I :I
all -
002100

Employee Name
[ Ermplopest ame I IEmployeeName 'I

EmployeeMame | Divigion | E mployeePrempl | SSHum | Departmer;l
|

TEST TEST DIWISION 1444444444 444444444

COMTRA TEST DIISION 1456321783 486321739 1m
roup & Bor Crikerbevel
* Lookup

Meal Time Status

G

healTimeStatus |
All

Confirmed

Mo transaction
Unzanfirmed

ak LCancel

Unconfirmed indicates that the Employee has used vantage to report the Meal Start Time but never

reported the Meal End Time
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10.3.2.6 Pay Status

You may select Hourly or Salary
employees (default=All).

10.3.2.7 Sort Details By

The report may be sorted by
Employee Name (default), Employee
No or Post Date.

10.3.2.8 Sort Details Order

The sort order may be either
Ascending (default) or Descending.

FPayStatuz |
All

Hourly

Salary

Sort Details By I

f* Lookup

EmpI_I,J Mo
FPoszt Date

Sort Details Order I

f* Lookup

Azcending j
| Ascending
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10.4 Meal Variance Report

The Meal Variance report will show any variance between actual meal times and the expected (default)
meal times for each employee. Since this is a variance report, employees who have not taken a meal

break are not included.

TEST DIVISION

Employee  Employee
Number  Nume

Meal Variance Report

Location Fost

From 07/19/2006 To  07/25/2006

Tour Tn - Oue  Menl Meal Duration Meal Variance
Start  Emd Defuult
Time _ Time

12345 EOFTEACTOR, ST FALIART SOLTTIONS, IRE: Wi ODETEY LOBEY i 1248 1331
12345 ©ONTEAETOR, STB WALIANT SOLTTIONE, IFC. WOODETEY LOEEY o 1345 1415 oS0 0
12345 ©ORTEACTOR STE WALIANT 8 OLTTIONE, IFC. Wi 0DETEY LOEEY 072072006 1332030 1500 1530 050 030 000

Figure 10-5. Meal Variance Report

10.4.1 Column Descriptions

Column Description Source
Employee No The Employee’s ID Employee Master
Employee Name The Employee’s last name, first name
Customer The name of the customer Customer Master
Location The customer’s location Location Master
Post The post at the customer’s location Post Master
Tour The date of the tour (shift) Shift (Tour) Master
In The scheduled in time of the tour Schedule
Out The scheduled out time of the tour
Meal Start Time The time (hhmm) the employee’s meal [System

started (Meal In)

Meal End Time

The time (hhmm) the employee’s meal
ended (Meal Out)

duration and the default

Duration The actual time from Meal Start to Meal
End
Meal Default The scheduled meal time duration 1. Customer Master>Format Tab
2. Customer Default Master
Variance The difference between the actual System
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10.4.2 Report Filters

CallLog

Caller ID Variance Report

Daily Transaction Log Fier | Setting |

Meal Status Report Active Status Al

Meal Vaiance Repot Depanment Al

Sign In Vanance Report Employee Name Al

Sion Out Vanance Report ggggg B or C Fiter Level grslomel

f t us
Unconfimed Post Repot Sort Detads By £ Name
Vantage Post Phone Numbers Sort Detads Order Asc‘e ncho$
Vanance Condition in Minutes
‘[ Date Range
Date Start |U7/1 972006 E :i 38 I Week

‘ End 07/25/2006 Today | M | select Printer P Pieview |  Close
|Vantage/Handink | Meal Variance Report 702772006 11251 PM

Report filtering is as described previously for the Meal Status Report, except that the Meal Time Status
filter has been replaced by the Variance Condition in Minutes filter.

10.4.2.1Variance Conditionin
Minutes

If the difference between an
employee’s actual meal time and the ||
expected meal time exceeds the ke [fows: ]
specified variance, the employee will
appear on the report.

¥Yariance Condition in Minutes
" Walus

0K LCancel

If no specific variance is specified, the report will list all clock Start and End times for each meal, calculate
the duration, compare the duration with the expected Meal Time, and display the difference in minutes.
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10.5 Sign In Variance Report

The purpose of this report is to indicate any variances between scheduled Shift Start times and actual

employee sign in times.

I

Sign In Variance Report From 040672006 To 07082006
Employee No Fmployee Name Custemer Location Post Tour I Out Skym I Varance
— SECURITY AGENTS by 700 0 627 33
SECURITY AGENTS 15:0¢ 1428 32
SECURITY AGENTS 15:0¢ 1432 %
SECURITY AGENTS 300 70 2519 41
MEAL RELIEFS MEAL RELIEFS 16:00 17,3 16:04 -4
Figure 10-6. Sign In Variance Report
10.5.1 Column Descriptions
Column Description Source
Employee No The Employee’s ID Employee Master
Employee Name The Employee’s last name, first name
Customer The name of the customer Customer Master
Location The customer’s location Location Master
Post The post at the customer’s location Post Master
Tour The date of the tour (shift) Schedule
In The scheduled in time of the tour
Out The scheduled out time of the tour
Sign In The employee’s actual in time System
Variance The difference between the scheduled In time and
the actual Sign In time
10.5.2 Report Filters
- Caller I Wariance Repart Filter | setting |
- Daily Transaction Log Account Manager all
- Meal Status Report Active Status All
- Meal Wanance Report Database Vear Current
® Sign In Y ariance Report: Department All
- Sign Qut Wanance Report Employee Name Al
U fimed Post B ¢ Fay Status All
nEaniimed Fost hepor Sort Detals By Sort By Cugtormer
~Wantage Post Phone Numbers Sort Details Order Agcending
Sort Headers Mame
Sort Headers Order Aszcending
r Date Range
Diake Start |uamsrzuus E :| Today | ek
Ene IElF"”DS"'I:2DEIE EI :l Today | r [~ Select Printer Frirt | Preview | Claze
Vartage/Handink. | Sign In Wariance Report | B/B/2007 | 3:26 PM
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10.5.2.1 Account Manager

The sales representative assigned to
the customer.

10.5.2.2 Active Status

You may select Active or Inactive
employees (default=All).

10.5.2.3 Database Year

This filter reports transactions by the
year in which the transactions
occurred (default=Current).

To report on a different year, double-
click Database Year to display the
related pop-up window and select
the desired year.

Account Manager
* Selection

Accounttd anagerMo | Degcription -
il
Account Manager Mot Agsigned

Active Status
f* Lookup

All

Database Year
f+ Selection Trani'&ar I ITranYear 'I

Trarv'ear |
Current v'ear

2002

2003

2004

2005

2008

To view the 2005 archived data, for example, select 2005 and enter a Date Range within the 2005 year.
This will display the archived data for that year.

10.5.2.4 Department

You may select one or more
departments (default=All).

10.5.2.5 Employee Name

To filter report results by Employee
Name (default=All), double-click
Employee Name to display the
related pop-up window and select
one or more employees.

Department
(% Belectiort Department I IDepartment 'I

Department | ;l
All -
002100
nn3-o1

010000
nmnnn

Employee Name
. e Emplopeetiame I IEmpIn_l,JeeName 'I

&

Employeet ame | Divizion | EmployeePrempl | SS5Mum | Departmer;l
TEST TEST DIVISION 1444444444 444444444 -
COMTRA TEST DIWISION 1456321789 456321739 101
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10.5.2.6 Pay Status

You may select Hourly, Salary or All
employees.

10.5.2.7 Sort Details By

10.5.2.8 Sort Details Order

10.5.2.9 Sort Headers

10.5.2.10 Sort Headers Order

FPayStatuz |
All

Hourly

Salary

Sort Details By

* Lookup

Sart By Call DatehCall Time

[t By UzerlDACall Date\Call Time
Sort By CalledDACall Date\Call Time

Sort Details Order

f* Lookup

Azcending

f+ Lookup

M arme

Sort Headers Order
* Lookup

Azcending
Descending
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10.6 Sign Out Variance Report

The purpose of this report is to indicate any variances between scheduled Shift End times and actual

employee sign out times.

l

Employee No Employee Name Custames

Location

Sign Out Variance Report
Post

From 04062006 To  07/082006

Out St Out Varlance

SUPERVISOR
SUPERVISOR
SUPERVISOR
SUPERVISOR
SUPERVISOR

549 -
546 -4

546 -14

Figure 10-7.

10.6.1 Column Descriptions

Sign Out Variance Report

Column Description Source
Employee No The Employee’s ID Employee Master
Employee Name |The Employee’s last name, first name
Customer The name of the customer Customer Master
Location The customer’s location Location Master
Post The post at the customer’s location Post Master
Tour The date of the tour (shift) Schedule
In The scheduled in time of the tour
Out The scheduled out time of the tour
Sign Out The employee’s actual out time System
Variance The difference between the scheduled Shift End and the actual

Sign Out time
10.6.2 Report Filters
- Caller ID Wariance Repart Filter | Setting |
-~ Daily Transaction Log Account Manager Al
- hMeal Status Fepart Active Status All
- heal VWariance Report Database ear Curent
- Sign InYariance Report Department &l
n Dut 'V ariance Feport: Ermployee Name Al
0 y Pay Status All
- Unconfirmed Post Report Sort Headers N ame
- Wantage Post Phone Numbers Sort Headers Order &zcending
r Date Fange
Date Start |D4£DB£2DDE E :| Taday | tfEek
g ID?"IDS"'IEDDE 3] Today | r [~ Select Printer Frint | Freview | Cloze
| antagesHandirk. | Sign Dut Variance Feport | 84672007 | 333 PM

Report filtering is as described previously for the Sign In Variance Report.
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10.7 Unconfirmed Post Report

This report lists all scheduled employees that remain unconfirmed (have not clocked in) at their related

post and tour.

|

Unconfirmed Post Report

Eamploves No Eaploves Name Customer Location

From  O4/06/2006

To  07/082006

Toar In - Out

Figure 10-8. Unconfirmed Post Report

10.7.1 Column Descriptions

SECURITY-SECURITY
SECURITY-SECURITY

09:0017:00

1012006 23:00.07:00

Column Description Source
Employee No The Employee’s ID Employee Master
Employee Name The Employee’s last name, first name
Customer The name of the customer Customer Master
Location The customer’s location Location Master
Post The post at the customer’s location Post Master
Tour The date of the tour (shift) Schedule
In The scheduled in time of the tour
Out The scheduled out time of the tour
10.7.2 Report Filters

ey I F B N1 YR S sl
- Caller ID Variance Repart Filter | Setting |
- Daily Tranzaction Log Account Manager Al
- Meal Status Fleport Achve Status all
- Meal Varance Report Department All
- Sign In VWariance Report Employes Mame ! Al
- Sign Out Yariance Report Group &, B or C Filter Level Custorner
B A R Groups, All
® | Inconfirmed Post Feport GroupE .ﬁ.ll
- Wantage Post Phone Mumbers GroupC 2l
Pay Status All
Sort Headers Mame
Sort Headers Order Aszcending
r [ate Range
Date Stark |D4..-'DE£2DDE E :l Today | Weak

End IDWDS"?DDE 3] Today | r [~ Select Printer Prirt | Presvigw | Clogze

|Wantage/Handink | Unconfirned Post Fepart | 8/642007 | 357 PM

10.7.2.1 Account Manager

Account Manager

The sales representative assigned to
the customer.

* Selection

Accounttd anagerMo

| Degcription

Al

Account Manager Mot Agsigned
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10.7.2.2 Active Status

You may select Active or Inactive
employees (default=All).

10.7.2.3 Department

You may select one or more
departments (default=All).

10.7.2.4 Employee Name

To filter report results by Employee
Name (default=All), double-click
Employee Name to display the
related pop-up window and select
one or more employees.

10.7.2.5 Group A, B or C Filter
Level

To filter report results by Customer
(default), Location or Post, double-
click to display the related pop-up

window and select the desired level.

10.7.2.6 Group A

The Location tab of the Location
Master provides for three user-
definable lookup fields: GroupA,
GroupB and GroupC. The labels
for these fields are specified in the
Division Settings.

10.7.2.7 Group B

The Location tab of the Location
Master provides for three user-
definable lookup fields: GroupA,
GroupB and GroupC. The labels
for these fields are specified in the
Division Settings.

10.7.2.8 Group C

The Location tab of the Location
Master provides for three user-
definable lookup fields: GroupA,
GroupB and GroupC. The labels
for these fields are specified in the
Division Settings.

Active Status
f* Lookup

Department I IDepa[lment 'I
Department | :I
All -
002100

Employee Name
Employeet ame I IEmplnyeeName 'I

Employeet ame | Divizion | EmployeePrempl | SS5Mum

| Departmer;l
|

TEST TEST DVISION 1444444444 444444444

COMTRA TEST DIWISION 1456321739 456321739 1m
roup & Bor Crikerbevel
* Lookup

{* Selection GroupAND I— Groupéh o -
GroupaMO | Degcription
&l I
Groupsd Mot Aszigned
NEEAIT NEEALIT

f* Selection GroupBMO I— GroupB MO -
GroupBHO | Drescription

Al

GroupB Mot Asgigned

{* Selection GroupCNO I— GroupCHO -
GroupCHO | Dezcription

il

GroupC Mot Aszigned

DEFALLT DEFALLT
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10.7.2.9 Pay Status

You may select Hourly or Salary
employees (default=All).

10.7.2.10 Sort Headers

10.7.2.11 Sort Headers Order

FayStatuz |

all
Hourly
Salary

Sort Headers
f+ Lookup

M arme

Sort Headers Order
f* Lookup

Degcending
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11. Vision Reports

11.1 Tour Transaction Detail

The Vision Tour Transaction Detail lists “Meal In” and “Meal Out” times for each employee included in the
report. It also provides a summary of scheduled and total hours by post, location and customer.

BILLABLE

Tour Transaction Detail
Start Date:  07/19/2006 00:00

End Date: 07/1%/2006 23:59

Iﬂumu.r.mwm;mhwe — TE T-ooloa — IDD-VALIAI;I)ZSTE T I TOJiaER — & ] h"-'n'o“ — |Sd‘£“h 'l":'t:l
‘ fnemnn |LASTHAME FIRST [Marn | RECEPTION DESK |230n-n7-an 2300 [n7-an o500 Josa0 [vanTace | | 2.50] 8.
Eigure 11-1. Tour Transaction Detail

11.1.1 Column Descriptions

Column Description Source
Customer No The Customer ID Customer Master
Name The name of the customer
Date The transaction date System
Employee Name The Employee’s last name, first name Employee Master
Location The customer’s location Location Master
Post The post at the customer’s location Post Master
Tour The start and end times of the tour (shift) Tour Week Master
Clock In The employee’s actual “Shift Start” time System
Clock Out The employee’s actual “Shift End” time
Meal In The employee’s actual “Meal Start” time
Meal Out The employee’s actual “Meal End” time
Source The source of the start and end times (Vantage or

Handlink)
Schedule Hrs The number of hours between “Shift Start” and “Shift
End”

Total Hrs The number of worked hours in the tour
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11.1.2 Report Filters

& ¥ision Reports

[=}- Operation

- Draily Avvailibilty B eport
- Daily Sign In Sheets A
- Doaily Sign 1h Sheetz B
- Daily Sign In Sheets B [Detailed]
- [[A54 Report
- GSA Report [7 days)
- Medical Ehgibility
- Open List
- pen Ligt Wwith &ging
- Over Time Summary By Customer
- OwerTime Report
- OverTime Report with Account Manager
- Recap Companzon By Customer
- Hecap Comparizon By Location
- Recap Comparnzon By Post

] LEVELT_ALL
- [#] NOME
CJLEvELZ ALL
= [#] MONE
L[] LEVELZ &LL
= [#] NOME

.-[] Division_ALL
O EXECUTIVE
BILLABLE

""T?'T'E Sheet Filter I Setting I
- Time Shest A Account Manager Al
- Time Sheet A With D etail Active Status All
- Time Sheet By Customer "ith Recap Customer Status All
- Tirne Sheet By Location With Recap — | Department All
- Time Sheet By Location with Recap Actual groun-é\ i::
- Time Sheet By Post with Fecap G:EEEE Al
- Time Yariance Sort Headers MName
& Tour Trar % Sort Headers Order Azcending
- Unconfirmed Location
o b nbirrnad T rnire LI
[~ Date Range
Date Start [0713/2006 [ | [0 — Todsy | How | wieek
End IEI?"J-I 372006 lﬂll |23358 ﬁ Today | How | [~ Select Printer Print | Presiewm | Cloze
| Dperation | Tour Transaction Detail | 7431/2008 [10:32 AM
11.1.2.1 Account Manager
. . Account Manager
The sales representative assigned to & s ajaction
the customer.
Accounttdanagerto | Description -
il
Account Manager Mot Aszigned i

11.1.2.2 Active Status

You may select Active or Inactive
employees (default=All).

* Lookup

All
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11.1.2.3 Customer Status

You may select one or more
customer statuses (default=All).

11.1.2.4 Department

You may select one or more
departments (default=All).

11.1.2.5 Group A

The Location tab of the Location
Master provides for three user-
definable lookup fields: GroupA,
GroupB and GroupC. The labels
for these fields are specified in the
Division Settings.

11.1.2.6 Group B

The Location tab of the Location
Master provides for three user-
definable lookup fields: GroupA,
GroupB and GroupC. The labels
for these fields are specified in the
Division Settings.

11.1.2.7 Group C

The Location tab of the Location
Master provides for three user-
definable lookup fields: GroupA,
GroupB and GroupC. The labels
for these fields are specified in the
Division Settings.

Customer Status

CusztomerStatus |
All

Inkermittent

Office

Fermanent

Special Service
Temporary

Department
ol Department I IDepartment 'I

Department | :I
Al i

002100

{* Selection GroupAND I— Groupéh o -
GroupsMO | Description

il

Groupsd Mot Aszigned

DEFALLT DEFALLT

* Selection GroupBNO I— GroupBMO ~
GroupBHO | Drescription

Al

GroupB Mot Azzigned

DEFALLT DEFALLT

{* Selection GroupCHO I— GroupCHO =
GroupCHO | Drescription

il

GroupC Mot Aszigned

DEFALLT DEFALLT

Page | 46



VALIANT

11.1.2.8 Sort Headers

Sort Headers

f+ Lookup

M arme

11.1.2.9 Sort Headers Order

Sort Headers Order
f* Lookup

Azcending

Degcending
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11.2 Tour Transaction Hours Paid and Billed Report

This report is of particular interest to clients utilizing telephone or biometric devices to collect employee
time in and time out, namely the Vantage™ telephone check-in system and/or HandLink™ users.

Although similar to the schedule-related Tour Transaction Detail Report, the Tour Transaction Hours Paid
and Billed Report is concerned with employee hours as they relate to payroll and billing.

BILLABLE

Tour Transaction Hours Paid and Billed Report

Start Date: 07052006 (0-00

100-VALIANT TEST CUSTOMER

End Date: 07/ 112006 23-5%

Lacation Past Towr

Chat In [T

Actual Time Anpreved Thme Sorce
In

Pald
Hoaurs

Schedule Hours

Bllled
Hoars.

7112006

OPEN, §YSTEM

TAMAIN STREET
23 MAIN STREET
TAMAIN STREET WE
ZAMAIN STREET WE
23 MAIN STREET
I3 MAIN STREET

T3 MAIN STREET

WEAPONS TRAINING
WEAPINE TRAINING D800+ 16:00 AR 1600
L ATNING

LAINING
NS TRAINING

WEAPNS TRAINING

WEAPONS TRAINING D00 - 1610 AR 100

R 750

WEAPONS TRAINING:
Far 123 MAIN STREET

SaN sLEn
£

Y ALLANT TEST CUSTOMER 56 5130

seEn
SL5}

SLE0

Figure 11-2. Tour Transaction Hours Paid and Billed Report

11.2.1 Column Descriptions

Column

Customer No

Description

The Customer ID

Source

Customer Master

Name The name of the customer

Date The transaction date System

Employee Name The Employee’s last name, first name Employee Master
Location The customer’s location Location Master
Post The post at the customer’s location Post Master

Tour The start and end times of the tour (shift) Tour Week Master

Actual Time In

The employee’s actual “Shift Start” time

Actual Time Out

The employee’s actual “Shift End” time

Approved Time In

The employee’s actual “Shift Start” time after rounding
rules applied

Approved Time Out

The employee’s actual “Shift End” time after rounding
rules applied

Source

The source of the start and end times (Vantage or
Handlink)

Schedule Hours

The number of hours between “Shift Start” and “Shift
End”

System
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Column Description
Paid Hours
Calculated based on the flag 4 Post Master
‘Payroll Meal’ on the Billing Option
tab of the Post Master. Location  [1234567 |123 MAIN STREET
If Payroll Meal is set M, rox FEE Job ID: 707165 | Post Status
hOUrS CalCUIated WI” Name: ]WEAPDNS TRAINING |F'EF|MANENT LJ
include the meal time.
Address: | JACTIVE LJ
If not set [, hours are ) |
City: | State: | Post Type
calculated as actual hours |} _—
minus Default Meal Time || ™ one: () - l ITOUR =
(If Specmed)- Motes T Past T Rate TBiIIinﬁ DEtiDr:| Oiders T Vantage T Mileage
Billed Hours Billable OverTime [v
Calculated based on the flag ‘Bill OT Base: [Emploges Hows 7] Default Meal Time: 05
Meal’ on the Billing Option tab of OT After: [ Hours [ Temear - 1
the Post Master. Max OT Hours: [—D IPa_vaI Meal: [ I
If Bill Meal is set ¥, _———
hours calculated will (i I [ Regular |[ OverTime |[ Holiday |
include the meal time. Monthly: [~ Hours: | 0| 0| 0
Applied To: || »57WEEK »| Totak | ] | ] | ]
If not set 1, hours are
calculated as actual hours |f | |
minus Default Meal Time W R b i Pest = 0 ‘ I = I 5 J ; Jﬂ ‘ e ‘
(if specified).
11.2.2 Report Filters
- Time Shest By Post With Recap Filter | 5etting |
- Time Wariance Account Manager All
- Tour Tranzaction D etai Active Statug All
& T our Tranzaction Hours Paid and Billed Repart Customer Status Al
- Uncanfirmed Location Departrnent Al
- Unconfirmed Tours Giroups Al
GroupB All
feekly Cover Sheet
) —|| GroupC All
- Workers Compenzation Form [C-240] Sort Headers Mame
- Zera Hour Report Sort Headers Order Azcending
[+ Payrall
. Parfrrnznea Trackinng LI
r Date Fange
Date Start ||J5j1 32006 [ﬁj |[|n;[|n ﬁ Tioday | Hove | WwWeek
acd IDE"'I-I 342006 HLI |23359 ﬁ Today | How | v [~ Select Printer Print | Preview | Cloze
| Operation | Tour Transaction Hours Paid and Billed Beport | 10/9/2008 | 249 P

Report filtering is as described previously for the Tour Transaction Detail.
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12. Vantage Setup Form

antage

VR

Implementation Services

Vantage Setup Form

Customer Name

Customer Number Division'

Customer Contact

Contact Phone Est # of Calls/mo

States of Operation # Employees Setup Date
Agreements Recy'd & Signed By Client® ‘Vantage Team™** Live Date
800 Number Internal Phone # Vision Server
Database Name Call Rate Call Out Rate

Egnature of Authorized Valiant Representative
Signature of Wantage Team Representafive

System Options.

Link Field® [ Social Security Number O Employee Mumkber

Dispatch Mumber”

Schedule Range (Min.)’

Allow Range (Min.)’

Rule {Default rounds to 15 min )"

O no Sign-In EElrI!_.r':I

0 No Sign-Out Late"

[ Pre-Tour Check-n'

32 Tour Check-In"™

[ Disable Schedule Lookup™

O Create Shift™
O Meal Breaks'™
O Paging Function'”

O Mumeric F"agarm
U cell Phone Function™
O Mutti-Lingual™

U check Unconfirmed™
O check Unconfirmed Openlngs”™

Messaging User ™

Messaging Password =
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Field References

Divisbn

The Otvision 10thSt the phonek attached to (set to 0 for AllDivsions).

800 Number

The Toll Free Number thats mapped to the phore line.

Visbn Server

SOL Server « Location of the client database

Oatabaso Name

Database Prefix fOf the clent.

Link Fktld

Oetetmines'hf'lethet employeeswillusethelf SSNotEIT1)loyee Numberto
idenify themselves 'htlen p acing calk.

Dispatch Number

Number that Vantage 'hildirectthe elll)loyee to ca Ifor help/prokems.

Schedute Range

Number of minutes before or after the scheduled start ime that itis
acceptabletod'leck nwithout beingdockedIn"Eady" (before thistime) or
clocked out "ate" (after his time). Calk within this range willresuin the
employeebeing CIC)C:ked Inatthe schedued starttime. Call$outside this
range will apgy the actual clocked tne based on the business rues.

Allow Range

Number of minutes before or afterthe schedlled shift starts and ends that
anemployeeis allowed to place a successful eallin/out carts outside of the
allow range '/Allnotbe permitted. Messagendicates that the employeeis
"not schedu ed at this time" and directs 'hem to contact the communications
center . These calls wbe marked as ‘No Schedule" onreports.

Rounding Rule

Number of minutes to roond the actual clocked time.Defal Rue = 15 nins
Example: At:lual time of 8:07 rounds to 8.00. Abme of 8.08 rounds to 815.

No $n-h Early

Itset orearty check-is, the clockntime isset to the tour start.

No n-Out Late

Itset orlate checkouts,the dock out time is set to the tourend.

Pre-Tour Check-4n

It set. the user will hear the prompt or this option.

.» [TourCheck-n It set. the user will hear the prompt or this option.
QOisabte Schedue Doesnat give the callet' the message thatthey are not schedued.Just
Lookup clocksthee loyee in,NoS<:heduedlange canbe made.
v Create Shift Ifset. the userwill have the opdonto<:reate a Temporary Tour Starting at
. the call-ine.
Meal Breaks Ifset, the user will have the optionto dock in and out for abreak duing ther

shit. (VIsion Division Settings will determine time eapture fules)

Pag ng Function

Ifselallowsthe u$trto page the SuperviaVantage. Looks up the numbet
under the supervisorinthe location Fe.

Check Unconfinned

Ifsetsystemwilllook atVision™" Schedueand send outnotificationsif
posts do nothave confirmed efl1)1oyees.

Check Unconfirmod
Openings

Ifselsys.temwill send outnotificationsforopeningsthatare notliled and
confirmed.

Numeric Pager

Ifset.sys.tem willtransmit "Tones" for the calbaol(mlmber,Othervsethe
systemwi'speak" the Callback numberto a telephore.

CellPhone Function

Itset. allows the userto send a voice message to the supervisorvia
Vantage,

Mutti-lingual

Allows employees to hearprompesih Englis-h or Sparsh

Messaging User

Theusermlmbertoenterto aooess Vantage Me$$aging.

Messaging Password

The user pa$$Word to enter to aooess Vantage Me$$aging.
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