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Personnel Time recording

Tutorial for consultants/key users
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This documentation and training is provided to you by BoyumIT. The documents are neither approved nor in any way acknowledged or endorsed 
by SAP. For SAP BusinessOne, only the documentation and training officially released by SAP shall be binding upon SAP. SAP shall not be 
responsible for any content of this documentation and training and this documentation and training shall not be binding upon SAP in any way. 
The official current SAP Business One documentation and training for SAP Business One is available at 
https://help.sap.com/viewer/product/SAP_BUSINESS_ONE/9.3/en-US and https://training.sap.com/businessone. 

https://help.sap.com/viewer/product/SAP_BUSINESS_ONE/9.3/en-US
https://training.sap.com/businessone


Requirements for this tutorial

1. The basics of SAP BusinessOne
2. The basics of Beas Manufacturing
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Learning targets

After working through the lesson, you will be able to:
1. Define work hours and shifts
2. Monitor attendance
3. Create time evaluations
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Personnel Time Recording

AGENDA

1. General

2. Work with personnel time recording (PTR)
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HUMAN RESOURCES
Attendance – Master data:

• Absence types
• Hour rule
• Shift definition
• Day template

• Template evaluation
• Reports
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Personnel Time Recording

AGENDA

1. General

2. Work with personnel time recording (PTR)
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Work with PTR
Factory Calendar
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Work with PTR
Factory Calendar
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WORK with PTR
Shift definition

• Start of work
• Flexitime

• Fix idle times
• End of work

Start of work                   Core time           End of work

Tolerance      Flextime                  Break 1     Break 2     Break 3 Flextime      Tolerance 
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WORK with PTR
Define shifts
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WORK with PTR
Entry for automatic shift recognition
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WORK with PTR
Hour rules
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WORK with PTR
Shift schedule
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WORK with PTR
Special shift extra rule
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WORK with PTR
Automatic shift recognition

Special shift for this day ? 
(Human resources – special shift)
Yes: use it . 

If not  :  

Shift schedule ? 
(Human resources – Shift Model) ?
Yes: use the defined rules

If not :  

Is there a Shift definition ? 
(Human resources)
Yes: use it

If not :  Error message
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WORK with PTR
Calculation of working time

Only times within the defined shift time and beyond the defined idle time are counted

Shift time including tolerance

Pause 1 Pause 2

Registered Time

Calculated Time
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WORK with PTR
Attendance

Present

Vacation

Sick

Absent without permission

Symbols in the Currently present report
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WORK with PTR
Attendance
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WORK with PTR
Time evaluation

.

Monthly quota 

is transferred

Write monthly 
values
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WORK with PTR
Configuration wizard
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WORK with PTR
Reports

▪Free definable reports on:

▪Time evaluation, hourly timesheet, time per project / workstation

▪Other Lists: Monthly working hours, absences, birthdays, holidays

▪Output in various formats for further processing: Crystal, Word, pdf
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WORK with PTR
Reports

In Time evaluation – Report definition you can adjust the report design and change the surcharge 
descriptions
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WORK with PTR
Reports

In the Personnel master data you can define which report definition should be used for evaluation.

Alternatively, this can be edited in 
Time evaluation – Report definition.
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WORK with PTR
Reports

In this way you can display fixed surcharges directly in the evaluation.
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WORK with PTR
Reports

You can now:

▪ Define work hours and shifts
▪ Monitor attendance
▪ Create time evaluations



Thank you for your attention!

We design solutions for people. 
Join our community now!

Collaborate with product suggestions 
and vote for the feature requests you 
most like.

boyum-solutions.com/community

YOUR VOICE MATTERS
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https://support.boyum-it.com/hc/en-us/community/topics?utm_source=Roadmap&utm_medium=PPT&utm_campaign=2019Q1RoadmapbeasManufacturing&utm_term=Roadmap
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