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Working with COBIl.time

What is COBIl.time?

COBI.time is an efficient personnel time recording in SAP Business One. It is a time recording system
for modern medium-sized companies.

Whether on the move, in the office, on the construction site or when visiting a customer: COBI.time is
your lean and modern solution for SAP Business One, which meets all the requirements of Modern
working time recording everywhere and anytime.

e Commissioning with a few hours

e Device-independent use e.g. any web browser and Mobile devices
e Multilingual user interface and can be used internationally

e Exclusively for SAP Business One

Purpose and Scope

This document is the User Manual of COBI.time. It is intended to provide all the necessary information
to use this software in the process of time recording management. It assists the customer in the use
of COBI.time applicable to keep their work time and able to integrate with SAP Business One.

The manual assumes that the readers are familiar with the PC or the Device that COBI.time is
installed in. The person who performs COBI.time must have sufficient security clearance and be
authorized in accordance with the company’s level of status.

Those individuals with access to the use of COBI.time in connection with classified hardware is
required to familiarize themselves with and follow the instructions in this manual.

The manual is developed for medium-sized companies and is exclusive for SAP Business One. It
contains five major sections including the Introduction:

¢ Introduction: describing the product and its importance, the purpose and scope of this user
manual, and the general settings.

 Employee Time Records: Describing the process of timekeeping.

¢ Administrative Functionality: Describing the process of manual time records, users set up
procedures, attendance control report, and Password setting.

* Reporting Procedures: Describing the availability of reports and exporting to Excel file.

e Summary: the concluding remarks of the user guide
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General Settings

Open device configuration

Configure the device either to a Device mode or Terminal mode. This is how the first log-in window of
COBI.time appears. Thus with your choice of preference, you can configure the device and save it for
the future. To do this:

Step 1: Main Menu - Open Device Configuration

TIME

Main menu
;

© OO

Timekeeping Manual Timekeeping Administration Presencelist

Step 2: Click Computer Icon to choose from the drop-down lists of the configuration mode.

Open Device

Configuration

COBlmme

Configure |

Usermame & Password + Fin 'i_

L rermrral Mece RFID Chip

Username + Password + Pin

Pin

Step 3: Click on Save

Language Setting
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Once you Log-in to COBI.time, the Main Menu Window gets open. At the top right corner of this open
Window, you choose your preferential language to work with. For example German or English.

LOG OUT

=  COBl.time | Benutzer: George Keeng

TIME
< Main menu
Timekeeging Manual Timekeeping Administration Presencelist

COBLtime Version: 1.0.3

Employee Time Records (Working with
employee time keeping process)

For security and control purposes, an administrator or an authorized individual can have the right to
start on COBI.time or automatic start option can be available. Then the system will be ready for use.

Start

Assume all the processes of installation, and Integration with SAP Business One are completed. As an
administrator or authorized employee, you can start COBI.time either from the web browser or double
click on the icon from the desktop. Then you will get the following window displayed:
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COBl.time AR

COBIlmive
13:30

Mi, 10.06.2020

2 Username:

B Password: o

© COMPnet GmbH 2020

User Account log-in

After starting COBI.time, Log-in window displays. Then do this:

e Step 1 Give user name and password
e Step 2 Click LOGIN

Or:

e Step 1 Simply click the PIN Button
e Step 2 Give PIN Code

COBIL.time

12:58

Enter PIN

© COMPnet GmbH 2020
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COBIl.time Main Menu

Menu List

You can display the list of the main menu on the left side of the COBI.time window. You click on the
Top Left Corner of the opened window and see the Menu list:

' Madn maeny

e 9 @ @ O 6 0 0

Change Profile Picture

To change the profile picture, click on the picture box.

If you want to insert another picture, click on the Picture Box and select the required photo from the
source and open. Then you get the new picture in its place.
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Attendance Status

Ourt of Houss

n Home Office

On the bottom of the Profile picture, it shows Status: In House. This indicates the status of the
attendance (In House, Out of House or In Home Office) during the regular working hours. The
status can be depending on the activity or task an employee is engaged in. The activity can be a
project (out of office), working from home (in Home Office), present in the office or absent.

Mail Notification

Mail Notification alerts you by displaying an icon in the notification area. Notification behaves exactly
as one would expect, it sends a notification message to your inboxes. You want to open the
Notification board. Do this:
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1]
Click on the Notification board toolbar = on the Right Bottom Corner of the profile picture box.
The number 1 indicates the number of messages available in the inbox.

= COBLtime | Benutzer: R

Notifications (S |

Messages

13.07.2021 - Sender: Robert Leitner - Abwesenheitantrag von Robert Leitner

To mark the message status as Read or Unread, Select the respective Message, then click on
Mailbox‘;i

-

To delete the message, click on delete B

To choose the display of as many as the number of rows per page, click on the Down Arrow

Rows perpage 0 »

at the bottom of the window.
Note:

If the message box is empty, you cannot take any action. But if you have some available messages
under Notification Window, you can select or deselect using the checkbox right to the message
contents.

How Timekeeping works

Timekeeping is a great advantage to your administrative processes. It supports your organization or
company in keeping track of the working hours performed by your employees.

As an employee, you check-in and check-out into COBI.time; thereby, your time for the job
performed is recorded. To do this:

Log-in into COBI.time -» Main Menu - Timekeeping
or

Simply click on the Timekeeping icon from the toolbar:
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= GOl Hme | Benutrer Bobart L einer

Timekeeping for work Category:

COBI.time enables employees to record working times and assign these to a project or as regular
work time. The first step you do is to log-in using either your PIN Code or User name with a
Password.

a) Record regular Work Time

Step 1: From the Main Menu Window, Click on Timekeeping

Main Menu - Timekeeping

Step 2: Click on Come to begin the time record

Main Menu - Timekeeping » Come

Note: In case there exist a Break Time, you stop the time. To do this:
Click on Pause Start

When the Break time is finished, click on Pause End

Step 3: Work time ends, Click on Go

Main Menu - Timekeeping - Go

Step 4: Return back to Main Menu Window, Click on Back arrow.
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COBlmve

Hello, Robert Leitner!

& Timekeeping

Step 5: Leave the Main Menu Window, Click on Back arrow again.

TIME

Main menu
<

Note: The total time spent in performing the day's job is automatically saved in SAP Business One
and included in the month's report.

b) Record Project Time

Project time is the time that an employee performs for a particular project. In this case, COBI.time has
an option to record the time spent on a certain project. To do this: To start the project work time, click
on Project Start

Q

Main Menu - Timekeeping - Project Start -~

In this case, there are options to choose from the project type such as Projects, Service calls and
Finance Projects.

In the projects section, we can see if there exists an ongoing project to select from and then continue
as going down to the stage level until we get the required project stage.
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Choose a Project

Projects Servicecalls Fimance Projects

O Hardware Einfuhrung

o | on

Choose a project stage. For example, Hardware Implementation.
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Choose Project Stage

Projects Servicecalls Finance Projects

€O Hardware Einfiihrung

O aufnahme der offene Themen und Ist-Situation

ouca | or

Choose an activity within the project stage. For instance, recording of open issues and current

situation.

Zeile nacherfassen

Date Time
& B07A21 = & 0Oz S

Project Start Hardware Einfiihrung

Aufnahme der offene Theme

Project Hardware implementation stage phase one will be

carried out

©

Click on save.

The second option is to choose Service calls if available. In our example, there are no existing service
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calls.

Choose Business Partner

Projects Servicecalls Finance Projects

Mo sevicecalls with permissions found

T

The third option is the availability of Finance projects from which we have to choose in order to carry
out the process.
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Choose Financial Project

Projects Servicecalls Finance Projects

(O Aktion
(O Hardware-Einfiihrung
(O IT-Projekt mit Subprojekten

O IT-Projekt Intern

(O Messe

omee | on

Click ok to proceed. Then it displays

Zeile nacherfassen

& 28072021 > & 0855

Project Start Hardware-Einfiihrung

L-Qammrreeani
Finance projects related to the hardware implementation
stage

SPEICHERN

Click on Save

To end the project work time, click on Project End
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Main Menu - Timekeeping - Project End
View Recorded Data / User Information

The total time an individual spent in performing a certain job is available for you to check. For a
particular month or working day, the history view is available. It is also possible to edit the already
recorded data. These are available using the show information option. To do this:

Main Menu - Timekeeping -» Show Information

From the Top Right Corner of the Timekeeping window, click on Show Information button

L
IMI

Hello, Robert Leirer! Show

Infermation
Timekeeping ./

DT Payse Sar Progect EI it

@na

Go Pause End Progect End

Preger

npe 100072020 10:25 (12:29)

Or
Main menu - User Info

Then the display looks like:
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L1 ]
Robert Leitner ="

-
& Present

Today's working hours: ,
00:58 Hours worked

00:00 Hours Pause

01:00 Hours Pausetime left

Balance: -208:59 Hours 5

Totalvacation: 15,00 Days @;

As shown in the figure above, the displayed options are attendance notification (the message status
either present or absent for the current user), the day’s working hours, the balance or time report,

total vacation status and absence request options.

1]
Robert Leitner =

=
= Present

Today's working hours:
00:32 Hours worked

00:00 Hours Pause

01:00 Hours Pausetime left

Balance: -71:28 Hours 5

Totalvacation: 15,00 Days @

Another information available for you is the total vacation in days, vacation days remained open,
planned, taken, and unconfirmed (requested but not yet approved).

Message Status inbox (Notification on the attendance status)
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o
In this case, once we click on the Message status notification inbox &= | it displays the messages
available for this particular user or employee. The green box indicates the availability of the stored
messages and the number, for example 1 in our case, shows one message is available.

Notifications [ |
| Mstiig
:I 13.07.2021 - Sender; Robert Ledtner - l.lmtilnh!ilaﬂlrlq wiin Roberl Ledtner e

Fioevs Dt page m - 1ed1

Daily History View:

As an individual, you performed a certain job and recorded your work time daily in COBIl.time. At the
end of the day or being at the current date, you want to view the status. To do this, go to the Main
menu as:

Main Menu - Timekeeping -» Show information » Today’s Working Hours

History
[
- 28.07.2021 S .
Status Timestamp Duration
Waork started 28,07.2021 08:50
Work finished 28.07.2021 14:50 06:00 2
Worktime is 06:00 Pausetime is 00:00

Time difference

& — 02:00

Timeaceount balance -144:55

During the current date, we can see the status of Start and End time, total worked time, difference
between daily work time and actual time worked, total break time, and time account balance at a
glance.
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History

Rotsrl Ledtret

Hide desieted] bookings

< 28.07.2021 >
Wbl il
Status Timestamp Duration
Work started 28.07.2021 08:50
Work finished 28.07.2021 14:50 06:00 2
Worktime is 06:00 Pausetime is 00:00
— 02:00

Timeaccount balance -144:55

You can also show and hide the deleted bookings by clicking at the top right corner button in the
B

history window

Edit History
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Date

Sat, Aug 28

August 2021

Wark day
Public holiday
Krankheit
Urlaub
Kurzarbeit
Sonderurlaub

Step 1: You can also edit history by clicking at the plus button as you can see in the picture to the
left.

First, move to the required date on correction using Right and Left arrows. You can also click on the
date-line that opens the calendar option to select the required date. Then go to editing.

Edit history
Status Timestamp Tirme
+ 28.08.2021 00:00
Work finisted

Progect Start

i =

Step 2: Go to the Status section and select the required option from the drop-down list.
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Status
Work started
Work finished

Edit history

Timestamp
28.07.2021
28.07.2021

28.07.2021

Work Finshesd Tirme was wiongly posted

Time

08:50

17.50

Step 3: Include the required information, for instance, change the work finished time from 14:50 to
17:50. Then click the Save button. Confirm if the changes are correct to be saved. Click on Ok, if you
want to save the changes. If no action is required, click outside the edit window to cancel the action.

Note: Include comments since they are mandatory in this case.

Furthermore, please consider the sequence while entering the timely data. They must be in the
correct order, otherwise, the line will be marked in red and no further action can be taken. For
example, if you try to include work that started at 10:55 and ends at 09:54. It will be marked in red.

See below:

Status

Work started

-+

If deemed necessary, use the Trash can

Work finished o 28.07.2021

Edit history
Timestamp Time
28.07.2021 10:55 [ ]
09:54 [ ]
- 28.07.2021 00:00
Work finished time was wrongly put
®

wrongly put data. Then confirm the deletion.

Monthly History View

on the right side of each record in order to delete the
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The total hours spent during the month can also be viewed in COBIl.time at a glance. Based on the
show information window, you can click on the open monthly history button as shown below.

(1]
Robert Leitner 8

]
= Present

Today's working hours:
04:43 Hours worked

00:00 Hours Pause

01:00 etime left

Totalvacation: 15,00 Days

Then the window below opens, and you can view the selected months’ time account balance and
status of each day-time record in the month.

Edit history: it is available from this section. Click on the respective date that requires editing. For
example, select the date July 07, 2021, from the table on the left. Then the records will be ready for
editing. (Follow the steps similar to the Edit history section)
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-
History
Rabert Leitner
{— 08.2021 % o
o M Do R 54 50
28 ) e | 29 30 3 g 1
2 i [ 5 ] 7 i

@ oee) 1 pos) ’
9 10 11 12 13 14 5
{0 45) (D000}

18 17 8 1% 0 21 2
23 4 15 2% T 28 %
30 a Sep 1 2 3 4 5

Timeaccount balance -195:25

Legend Colour selection: You can also choose the legend color of preference for each status on
display.

Color Legend X

g

History s

Rabert Ledtnar
- o
2 bl m* Qm 7
. . . = __ : s
E—y
3 T ——

Monthly time report: Another option available in the show information window is the selection of
the monthly time report.
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(1]
Robert Leitner ="

°
2 Present

Today's working hours:
05:12 Hours worked

00:00 Hours Pause
01:00 Hours Pausetime left /

Balance: -194.58 Hours

Totalvacation: 15,00 Days

Once you click on the Time report button , automatically the existing month’s report is
displayed. (See for more details in section Report procedures.

Absence Overview and Absence Request

In this section, we see how to display absence overviews and request for an absence. The absence
reasons could be vacations, sick leave, etc.

Absence Overview

Absence overview can be displayed through Administration - Absence Overview. The display can
be individual or group of employees depending on the specified data for selection. Let’'s assume we
need to display the overview for all employees, then it looks like this:
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Absence Overview

e

Administration l&

SELECT USER oose absencelype ~ g © o

Useradministr...

Je

« < 01.08.2021 - 30.08.2021 > »

§2  General Settin...
Timemodels 1 1 ; 1
O] Search Q 1 2z 3 4 5 6 7 8 @ 1w om 12 13 1
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
B Time Report Robert Leitner Remaining Holiday: 15 o n n
C d Liibk
4 Absence Over.. onadHibre n
Cathrin Fréhlich Remaining Holiday: 5 n n n n
Holidaymana...

Bernhard Heinrich
B Projectstages ..
George Keeng
B Semvicecallsp.. Michael Maier
Maria Schneider Remaining Holiday: 15

Kate Milton

Bill Armstrong

Absence Request

COHEL tirma | Benutrer Bober] Lebner

Absence Overview

.
= “ @
0008 2021 - 3008 2021
b Augaipors t
°
= 2 “ @ “
+ I
- HEE a8 =]
L2
X

(] dded |

R Eopkrg

It is also possible to add or remove the absence request from the Absence overview window. Click on
the required date to add the absence request. Provide reasons for absence. Then save the changes
when required. Before saving, the date column on selection will become half coloured.
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V5.07.2021 - 13.08.2021
Juby I

Absence request approval procedures can also be carried out from this section. Click on the pending
information on absence for approval and confirm the acceptance or rejection of the request.

Robert Leitner

Urlaub

30.07.2021 - 30.07.202

Do you want to accept the Absence request?

Reason

ACCEPT DECLINE

Then Provide the reason and click on Accept or Decline.

Another procedure for Absence Request goes through the main menu aAbsence Request. The
absence status could be for a number of reasons such as Sick leave, vacation, public holidays,
reduced time of work, or other. To do this,

Step 1: Click on the display button = on the top left corner of the main window. Then click on

AbSence nequest

Absence request. @

Step 2: Provide the reason for the absence from the drop-down list. And also, the date that this
absence to be applicable for. Notice that the legend colour for each type of activity is displayed below
the calendar table.
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Absence
Robert Leitner
August 2021
Kra i 1
] B
oy ooy 1 14
L S,
15 26
REQUEST ABSEMCE
L ay
- Public holiday
- - Krankheit
e - Uraub
L Kurzarbeit
L]

- Sonderurlaub
oK

Step 3: Click on Request Absence

Note: Once the absence is requested, whoever the manager in COBI.time is or the team leader in the
respective department will get the notification. Then the approval decision will be made.

Working with Manual Timekeeping and User
Administration

Manual Timekeeping

The Manual Timekeeping process provides detailed information for you to include in order to record
work time. Manual timekeeping can flexibly be used especially for teams with flexible schedules. To
organize timekeeping with manual entry, use Manual Timekeeping to allow you to log your time
expenses with a detailed breakdown of the time spent. The details you are required to include are
date, Nonbillable time, Start and End time, Break-time, Customer, Project, Service call, project stage,
activity type, and cost centre.
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A e e e e e e |
TIME

Hello, Robert Leitner!

= Post Worktime

& : 24.09.2020 = & N & time L
i = R L
€ > € >

sk m
B S O S e T S AT

Step 1

Open Manual Timekeeping window
Main Menu -» Manual Timekeeping
Step 2

Enter the required information; for instance, Date, Nonbillable time, start time, end time, pause time,
customer, project type, Service call, Project stage, Activity type, and cost centre.

Step 3

To complete the process, click on Send or if you no longer want the data, click on Delete. Note: You
can only book manually when there is no existing time block. You cannot book time while you are
working or work is in progress. Since service calls and projects are permission tied, you may find the
display empty unless there exists an ongoing process. You can add a cost center in this section and
nowhere else.

Administration

The application of the Administration section of COBI.time enables account administrators to manage
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the individual users and lets them configure a number of settings for each user account. The
functionalities in detail are given below:

User Administration

This section displays the available user data in COBI.time. The main user administration screen
provides information about SAP Employees Id, Employees Name, SAP User Code, SAP external
employee Code, User groups, and Actions.

& Useradministration

. Search (O SAP IMPORT
Useradmini..

8% General Sett..

O SAPEmpID Name SAP Usercode SAP external Employeecode Usergroups Actions
® T del r nanager 3 & |
® imemodels 0O 1 Robert Leitner manage 2,3,4,5,6,7,8,0 V-]
E Time Report d 3 Conrad Liibke conrad 2,3 ra | a

4 Cathrin Frohlich cathrin 2,3 & |
4 Absence Ov.. O ) /ué

d 5 Bernhard Heinrich bernhard 2,3 ra | a
B projectPerms

O 6 George Keeng george 2,3 VK-
B serviceCall..

d 8 Michael Maier michael 2,3 ra | a

O 9 Maria Schneider maria 2,3 VK-

O 10 Kate Milton kate 2,3 a1

O 1 Bill Armstrong bill 2,3 /08

d0 7 Vicky Schmidt vicky 2,3 V| &

Rows per page 10 - 1-100f 12 >

You can manage user account as per your requirements. This, you can manage in: Import SAP user.
Import SAP User

Importing SAP user data is an available function in COBI.time. For data transfer execution, access to

SAP users is required. Once you click on SAP Import button === from the Top Right Corner
of the User Administration screen, then you see the following screen displayed:
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Import SAP User

[%r]
[
=
[T
[

T ﬁ\\
Search Q,
—| Name SAP Ext. Nr. SAF Usercode
James Chan james
O Julie Bowens julie
] Fred Buyer fred
Rows per page 1 - 1-3 af 3

IMPORT USER

Give a password, search and select the required user data, then click on Import User. To return back
or cancel, click outside the import user window.

< Useradministration /

I

O earesn R A Lo LA st Emplopeecists Laegrmu Aot

Iienemodels ] LEATRY 08
siB
4 Aseros Ov O 4 then F st : Fa I
O : Benard He — 3 Far

>
[

F 1 ] Pt 1y
CgE KBt e : Fa 1]

sl WAl rechae 23 Fa R
s0a

. s0a

£ib

0 - vy senac - - /i@
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How to search user account from the available list, click on the search field and put a keyword to help
you in finding the user account. Then, select the relevant user.

Note: You can also have an option to hide or show inactive users. Click on the icon ® left side of
the search field.
0 SAPEmQID 4 Harra SAP Uzercode SAP extemal Emzlcysscode Unargrzupn Acticny
rir E
B - 2545 s
2 '
o 345 '

How to edit, delete, and reset password

& Useradministration

TRl L ARP L i LA BT B AR e b mar B baiined

Edit

The Edit User screen provides an option to deal with user group identifications. You can select as
many user groups as per user depending on the status of each user. Then the user can have access to
each relevant group data in COBI.time. You can also view and work on the user required time model
and vacation account.
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User Group Selection Option:

Select as many user groups as you can depending on the user authorization status. Then the user has
access to each selected group data accordingly.

Edit User

Robert Leitner

Userpin: 1140

L]
=

Usergraups

Usergroups

User ?
Project User ?
Project Manager 7
User Manager '}
Attendance List ?
Head of Attendance List '?
Post Booking Times ?
Viewing Timeas ':}

SAVE RESET PASSWORD

Time Model
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Edit User

Robert Leitmer

ervin: 1140
LISE 1 all

Valid from

FLIFA

Mon, Jun 22

m RESET PASSWORD

Once you click on the Time Model tab of the Edit User window, you can have a time model and
validation date displayed.

Note: You have a separate section on time models (section 3.2.3 on page 25) where you can add
daily- and weekly models as required by your business.

Remove Time Account
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Remove Timeaccount

Valid from:

SAVE

You can remove the time account at this level by clicking on the ° button from the Time model
screen above. Then the screen below displays. You can put the relevant data such as closing date to

[] Create new Timeaccount
remove and save. To create a new time account, select the checkbox

, include time model per week, type the start value hours, and select validly from the date (year,
month, and date) option. Then click on Save.

Vacation account
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Edit User

Robert Leitner

Userpin: 4668
Status

In House A

4

Vacation account

&

m RESET PASSWORD

You click on the Vacation account tab of the Edit User window, then it displays the number of vacation
days per year. When the vacation days expire the following year, tick the vacation days expire
next year checkbox.

Delete

You want to remove a user account from the list, click on Delete button .

Search 8@ SAP IMPORT

|:| SAPEmpID Name SAP Usercode SAP external Employeecode Usergroups Actions

O 1 Robert Leitner manager 2,3,4,5,6,7,8,0 08

O 3 Conrad Lilbke conrad 2,3 Va 8-
= = - N L

O 4 Cathrin Frohlich cathrin 2,3 7 B &

A Warning message appears to check whether your decision is correct or not. If it is correct, Click Ok.
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Are you sure you want to delete the following user:

Robert Leitner

Note: You cannot delete an employee from the system. COBI.time deletes and hides them. These can

]

be reactivated using hide or show button from the user administration window.

Search

hide inactive user
- APEmpID

—

If the employee has a running time account, it first closes the running time account and then deletes
it.

Reset/Change Password

Users have an initially assigned password. By first time log in, users can change the password and
give their own. You can reset or change the password to each user as required. To do this, select the
relevant user and click on the Reset password button.

Search 8l SAP IMPORT

a SAPEmMpID Mame SAP Usercode SAP external Employeecode Usergroups Actions

: 1 Robert Leitner manager 23456789 /‘ i &
] 3 Conrad LUbke conrad 2.3 P | ﬂ
O 4 Cathrin Frihlich cathrin 23 P | a

Insert the preferred password and confirm. Then click on Save.
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Do you want to change your password?

CANCEL SAVE

General Setting

In order to work with the general setting, you need to click General settings from the main menu list.
Main Menu = Administration = General Settings

Then the following window displays:

= COBlLtime | Benutzer: Robe Letne

TIME
- General Settings
'n_

) i Change loga:

. ¥ b}
P 4 F

= COBIlmme

=l =Tin Al TR Pl ans riecalcilate timaaceounts
r 1=t s B T m START RECALCULAT i

In this section, you can change the logo by selecting the select data option . Then you can add a
new Logo by uploading it. Click on File selection, and open the required file name or image from the
list of Logos available. In our example, there is no existing Logo to work with.
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T : _
t = pafgaben von Mosbert ¢ cobitime dotumentation » 0 entat =

Deganiteden ¥ MNeuer Ordesti o [ ] ﬂ

I Desibop "' larme Ands {ab T | .
$ Doveicad: oneal _ lal Settings

Diodkuments
o Bilder

\ Netclosd Change logo:

Zafgaben von B
wfgabenven N

cobitime docur ™~ [ 4 B |
- :\n:n-r: = Q Tl M E

S Dieser PC .

Datename: | TR Benutzerdefiniere Dabeien - Diated suswihlen | Keine ausgewahh

-

Reset Logo: This action will be taken to delete the current logo and revert back the original logo.

You can also manage Absence reasons by selecting the Manage button. Once you click on Manage,
the window on the left displays. Then select which reason for absence to be in this context or add a
new absence reason by clicking at the plus sign on the top right corner of the screen. Then click on

Save Absence.

Absence Administration

Reguestable id Hame Farboode

1 .F:.ri-':l":“i-i [ .Hluv.-'n N ]
2 |:|.'|C-Z.IIZ'I i.:r:u;,_; - @ B
3 ;Cl.,r.za':?-en ;?ec: . N i
4 é-: nderurlaub Violet - @ §

Another option available here is to recalculate time accounts. You do this by clicking on the start
Recalculation button. However, it requires an admin password to proceed. Give the correct admin
password and click on confirm. Then it will recalculate time accounts automatically.
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Admin passwort insert

Time models

In the application, you can set the working time account according to your requirements. For
instance, how do you want the daily time model or weekly time model to look like and displayed in?

You can open the Time Models window from the main menu. To do this,

Main menu =Administration= Time Models

Administration I(—

S Useradmin...
8 General Se...
(©  Timemode..
.

Time Report

Setting Daily Time Model:

For a particular working day, you can add, edit, or delete a Daily model name and the necessary
information.

Add New Daily Model

Step 1: Add a new daily model:
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Main Menu - Administration » Time models -» Add Daily model

Ve

5 A
Timemodels S
ADD DAILYMODEL
id Mame Bemerkung Actions
B Stunden Arbeitstag |
Z2 Arbeitsfre ’- -i
R - 1
ADD WEEKLYMODEL
id Mame Bemerkuryg Actions
40 Stunden Woche P |

Step 2: Include the relevant data such as a daily model name, standard daily work time, start and
end work time, Pause (break time) as well as comments in the displayed window.

New Daily Model

ADD DAILYMODEL

Step 3: Click on Add Daily model button

Note: If no action is required and want to cancel it, click outside the Time models window
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Edit Daily Model

Editing the daily model of the existing records is applicable in COBI.time. To do this:

Step 1. click on the Edit button

OBl
/DI TIME
< Timemodels
.
- Useradmin : o Bemeriung
L
gk Genaral Se
@ Tirmemadals
Ej Tirne Repart
4 Absence O
" e Bemeriung
A eClPe
T servicel

Step 2: Take an action to make the necessary changes i.e., editing the data that requires any Change
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Edit Daily Model

SAVE DAILYMODEL

Step 3: To save changes, click on Save Daily model
Delete Daily Model

Deleting the daily model is possible only if there is no active time account with a weekly model that is
connected to this daily model. For those in active time account that requires deletion, use the Delete
button to take the action of deletion. To do this:

Step 1: Click on the Delete button.
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Timemodels
ADD DAILYMODEL
id Name Bemerkung Actions ] |
A
8 Stunden Arbeitstag flil
Arteeitsfrei Fam |

ADD WEEKLYMODEL

id M Bemerkung Actions

1 40 Stunden Woche f‘ '

Step 2: Read the message carefully. If the decision is correct, click on OK to delete the record. If you
are unsure about that, click on Cancel.

- _— e — -

Do you really want to delet the time
model '8 hours working day'?

Setting Weekly Time Model

Similar to the daily time model setting, you can also add, edit or delete the weekly time model. The
weekly time gets calculated automatically. This depends on every workday you selected in the daily
models. However, when editing is required, do this:

Add New Weekly model
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.
Timemodels

id Hame Bemeriung Actions
1 & Stunden Arbeltstag P |
2 Arbeitsfrei N |

/L: pEge 1 - 1-Zaf2
id Mame Bemeriung Hctions
40 Stunden Woche |

Step 1: Main Menu - Administration -» Time models - Add weekly model
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New Weekly Model

8 Stunden Arbeilstag

8 Stunden Arbeilstag

o

8 Stunden Arbeilsiag

8 Stunden Arbeilsiag

8 Stunden Arbeitstag

8 Stunoen Arbeitsiag

8 Stunoen Arbeitsiag x

ADD WEEKLYMODEL

Step 2: Include the relevant data such as the weekly model name and weekly work time.

Step 3: For each day of the week, you can select the standard working time or any available data
from the list. It could be 8 hours of standard work times or free work time. You can also add remarks if
deemed necessary.

New Weekly Model

40 () 08:00
B Stunden Arbeitstag x

Step 4: Click on Add weekly model button
Edit weekly model

Editing the weekly model of the existing records is also available in COBI.time. To do this:

Step 1: Main Menu - Administration -» Time models - then click on the Edit button as shown below
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COBIlmmve

Timemodels

ADD DAILYMODEL

] Mame Semare Bations
Stunden Arbeitsieg F i
st FaN |

ADD WEEKLYMODEL

ADD AUTOMATIC WEEKLYMODEL

W Hame Remark Actions

Step 2: Take an action to make the necessary changes i.e., editing the data that requires any
Change.

New Weekly Model
-'-E.H-:n_'-s. .'\.ee.fl_. & -ii"l:l:
B Squnden Arbeititag

B Stunden Arbeitstag
.!;..'mﬁ Atbeitateg
B Sunden Arbeistag
B Ssunden Arbeitstag

Arbertsfrei

Arbeitsfrei

ADD WEEKLYMODEL
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Step 3: To save changes, click Save weeklymodel
Automatic Weekly Model

Automatic Weekly Model is mostly beneficial for companies that have trainees. Some days in the
week they go to school and their school days are booked in COBI.time automatically. It’s possible to
select the recurrence.

Step 1: Main Menu - Administration = Time models - Add Automatic Weekly Model

New Automatic Weekly Model

Step 2: Insert the Weekly Model Name and the time interval.

New Automatic Weekly Model

ADD WEEKLYMODEL
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Step 3: Select the day and recurrence for automatic booking

Delete weekly model

Deleting weekly model is possible only if there is no active time account with that weekly model. If
deemed necessary therefore, the action will be taken using the Delete button. To do this:

Step 1: Click on the Delete button.

Timemodels

d - . Aemard * Actions
- s i
& []

o MName Remark Aot
P |

Step 2: Read the message carefully. If you are sure that you are making the correct decision, click
OK and the record will be deleted. If you are unsure about that, click Cancel.

Do you really want to delete the
Weekmodel '40 hours a week'?

Time Report

In this section, you also have an option to view the time report for a particular period of preference.
To open the select time report window, click on the Time report button of the Administration menu.

Main Menu - Administration » Time Report
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Administration [

- Useradmin...

§¢  General Se...
(O  Timemode..
BB TimeReport
4 AbsenceO..

Then it displays:

COBIlmve

Time Report

Al . Employees - O select all employees
Monthly
L4 2021 >
JAH FEB MAR
AFR MK JuK
JuL AUG E
ocT NOW DEC

REQUEST

Select the relevant user, year, and month for which the report is going to be requested. Then click on
Request. Finally, you will get the requested period report displayed as:
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¢ Time Report August K8

Waorking Time

Time Period Time Block
I5 Dehil Balance

Samstag

2020-08-C

0000 00:00 166.60

Sonntag

2020-08-02

0000 0000 188.60

Maontag

2020-08-03

Ay T 0800 196,60

JULR LR

Dienstag

—— T —
B 0000 08 -204.60
2020-08-04

Mittwoch
2020-08-05

Donnerstag
2020-08-D6

Fraitag
2020-08-07

Samsiag

2020-08-08

Sonntag

00800

You can produce an Excel file of this report by clicking at the Export tab on the top right corner of the
opened window.

Holiday Management

Holiday management is also another available option in COBI.time. You open the Holiday
Management window from the main menu as Administration -» Holiday Management.
Notice:

In this section, it is important to notice that ever Time-account gets updated when action on adding or
deleting holidays is carried out. Therefore, you have to make sure that no User is online in order to
execute the process.
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COBIlmime

Holidaymanagement

Tahe swer °

iz tha Hara Dl

B e

Warning! i you add or delete holdays m here, every tmeaccount get's spdated! This
i% @ lohg proceds. Exsculs this process only when no User i onliss! You cen check
fthe progress of this acfion on Ehis =ie atber you emitied it

You can create a new holiday by clicking on the plus sign . Include the name and click on save. Click
on the Tickbox if there is a need to take over the holiday name into the next year.

D
I\ DITIME

Holidaymanagement

on et °

imia e bure [
rexi yrar

Warning! I you 234 or delefe holdays in here, every timeaccount get’s updated! This
i& 2 long procese. Evecute this process anly when no Ueer is anline! You can check
the progress of this action om this site afver you amitied |t

If the holiday name is no more needed, you can remove it by clicking on the Trash button

Are you sure you want to remove the following

holiday?

[ owca [ o

Click ok to confirm the deletion process. If no action is required, click on Cancel.
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Import holidays

Baden-Wiirttemberg -
D Name Date
: MNeyjanrsiag If 01 ::]
[} Heilige Drei Konige 06.01.2021
: Grindonnerstag 01.04.2021
Karfreitag 02.04.2021
] Ostermontag 05.04.2021
L] Tag der Arbeit 01.05.202
] Christi Himmelfahrt 13.05.2021
L] Pfingstmontag 24.05.2021
O] Fronleichnam 03.06.2021
L] Tag der Deutschen Einheit 03.10.2021
_' Reformationstag 0.2021

IMPORT

You can also the import Holidays using Import Holidays button . The window on the left
displays. Then select from the given list and click on the Import button to execute the
process.

Note that the yearly holidays depend and created based on the employment starting date.
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'4
Annual Holidays

24

Start Holidays
24

In this case, the annual holidays are the number of holiday days an employee gets and assuming that
the starting date was January and full holiday days are considered for the current year

Annual Holidays
24

Start Holidays
24

Holiday days expire next year

However, assuming that a new employee started in the middle of the year (in the month of June),
then the holiday days for the year will be normally taken as it is 24 days (normally holidays are based
on the contract). The employee will have only 12 which are the remaining holidays for the current
year. Then in the following year the employee will get the yearly holidays plus the remaining holidays
(only if holiday days expire next year option is ticked).

Annual Holidays
24

Start Holidays
12

Holiday days expire next year

Then the display will be as

Project Stages Permissions and Assignments

The project stages permissions and assignments section of COBI.time provides an option for you to
record the work time for a particular project related to business partners. To select users for action in
the project stages permissions and assignments, do this:
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Step 1. Main Menu - Administration - Project Stages permissions and assignments - select user

= COBSime | Benutrer Roberl Letne

COBIlmmve

'S Project stages Permissions and Assignments

Step 2: Once the user is selected, you can provide relevant information related to Business partners,
project type, Activities types, planned cost per stage, planned time per stage, or status.
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iV N

DI TIME

Projectstages permissions and assignments

A Lemne O
Search:
Sparch For Business partrer
craeon X =
i Ciss 1 x
Bearth lof projeas
e —— e
Apirahmie o ofese Thesen wsd \ MRy
- Befumbon
] i
%]
o Hesatn
- -

Step 3: Click on Save
Mirror Permissions
Projectstages permissions and assignments

BoberiLetw O
Mot e L5095 10 Slbet Uik

CowdLisin @ Cafym bt @

Pleaas choass T parmissone sfich gel mimoned

Search

Saaich 167 Bitifrks pariser:
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Mirror permissions to other users are also possible in this section. For instance, multiple users can get
permission for a project that Robert Leitner has on duty. Click on Mirror Permissions to other users
option to become active and select the required users from the drop-down list. Then you have the
option to choose the permission which gets mirrored, for example, stage level or activity types, etc.
Then save the action.

Service Calls Permissions and Assignments

In this section, you can display on and work with the service calls permissions and assignments
related to each user. The process displays information about the business partner, service calls and
activities. To do this:

Step 1: Main Menu - Administration = Service Calls Permissions and Assignments —select user

COEBlLtime | Benutzer: Robert Leitner 5 | LOGE OUT

CC}' 3 | TIME

& Servicecalls Permissions and Assignments

je

F Praject atages

T senvicecalls P

& COMPonat GmbH 2020

Step 2: Once you identify the user from the list, you can have the following information displayed:
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Servicecalls Permissions and Assignments

COBlmime

Mrrde pErmiSSions 10 alRer users
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Step 3: To save changes, click Save

Kundennaing 5 0.0 F
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Attendance list

Status Show and Change Mode of Attendance List
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SIMIETIUTY

The status of the presence list of employees is available for display in COBIl.time. To do this:
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Step 1: Main Menu a Presence List or by clicking on the Presencelist Icon as displayed below:

COBIlmme

“ Main menu

@@@.

Timekeeprg Biamal Timekesping  hdminibrad Erenmceksi

q,

Step 2: Select the relevant search options for the display. Type a user name or department name in
the search field to find the required list. You can select the option All to display all available lists or
select a specific department from the drop-down list to display what belongs to that particular
department. If you want to see only those employees who are present, tick on the checkbox that
stands for Show only present Employees.

The following displayed screen is in card mode.

) |T||" 1E °

. Presencelist
(]
= *_ i) e

Legend

You can see the legend type for each status of the attendance icon such as in project, present, in a
break, in-home office, in house, out of the house, and absent. Each of these is represented with an
individual icon. To do this: Click on the Show Legend button on the top right corner of the Presencelist
screen
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Password Settings

In this section, you can set your password as you wish. You can reset, activate, or deactivate your
password. To do this:

Main Menu - Password Setting Then the following window displayed:

Password Settings

2-Factor Authentication Status: Disabled

Activate 2-Factor Authentication

j Dot wail for activating the twa factor authentification!

ENABLE

Do you want to change your password?

Fasswort bestatigen

CAMCEL SAVE
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In order to reset/change the password, click on the Reset Password button. Then asking you to
confirm.

Insert the preferred password and confirm. Then click on Save. Look at the status of the 2-Factor
Authentication. You can enable or disable this status by clicking at the Enable or Disable button at
the bottom right of the Password Settings window. To enable the authentication, click on Enable
button. You will be asked to activate 2-Factor Authentication. To do this:

1. Scan the QRCode with your mobile phone
2. Get an OTP code

3. Insert the OTP Code in the Password field
4. Click on Activate 2-Factor Authentication

Password Settings

SCTIVATE TWO-FACTOR ALTSEMNTECA TEDN

Then the status is enabled as displayed below:

Password Settings

RESET PASSWOED

Actvate d-Factor Autentication

BEACTIVATE

Deactivating 2-Factor Authentication is simply click on Deactivate Button, then it will automatically be
changed to Disabled status.
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Password Settings

RLSLT PASSWORD

:. ril:lﬁriu‘lhtl.::a::jr E

Activate 2-Factof Authentication

Why this function is applied is that from the local network, you can log in to COBI.Time via the 4-digit
Pin feature. However, this is insecure if COBI.time is reachable from the internet. Therefore,
implementation of 2-Factor Authentication is required in order to give the login possibility using 4-
digit Pin code keeping the access more secured. So you need the 6 digits temporary token plus the 4
digits Pin code to login.

Note:

Absence request is already covered in section

Reporting Procedures

The reporting may be available on several stages where a monthly time report is required for a
relevant year on selection. Then the report can be exported into an Excel file. You can also view the
attendance list as one report for all employees or a particular group as you wish. This has been
explained based on their relevance in the previous sections. Here below as an example of a time
report.

The procedure is:

Step 1: Main Menu - Administration = Time report button
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COBImme

User Administration

o SAPEmaiD 1 Hares SAP Urecode SAP external Erployescads Vargrana. aclara

0 0000 admin min . 8

O 1 Rt Laitner MaNagE 2,%,4,567,89,10 Fa | ﬂ

O 3 Ganrad Libks sanmad 2 rFa | ﬁ
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Step 2: Select the relevant year and month for which the report is going to be requested.

Select time report

I

Monthly -

JAN FEB MAR
APR KAY JUN
ocT HOV DEC

Step 3: Click on Request to display the time report
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¢ Time Report August K8

Waorking Time
Time Periad Time Block
ime Perio ime Bloc Is Debit Balance
Samstag
00:00 00:00 18E.60
2020-08-01 e
Sonntag 00:00 00:00 188.60
2020-08-02 = )
Montag
00:00 08:00 -106.60
2020-08-03
Dienstag 00
00 -204
e 00:00 08 204.60
Mittwach
0000 0800 -212.60
20Z0-08-05

Donnerstag
2020-08-D6

Freitag
20z0-08-07

Samsiag
2020-08-08

Sonntag
20E0-08-00

Step 4: Exporting the report will produce an Excel file for you. To take this action, click on Export tab.

Bx s F tasaturame . ';w /_:.

L & sk & I B Tatumbnch Sarcard ity # Eim =
F-'I..gh.;. G S0 FT—— T AkTubsil Toberivonueatugen | Finfigea Litchen Formu t_b"“h_' Sartitmn ndl Serhenind
Fapratsumng © o v v v Livichiry Flun s datwibhien v
Iwtitbeasblag: e 3 2 Farmstr g Et8en Searbemn
AL Trew Patied
| A B E 1] E F ] H L L H o P a R
1 |Tire Pasicd Time Block ki Dwbit Balasca
I | m-0-01
3 | I0-08-03
4 | Fa0-08-03 L) 0R00 DN
5 | M30-0E-04 D) QB0 16D
b | PO30-08-05 (L] QB0 24:00)
T | H0-08-06 D0 (=2 -3%:0d
E  moo-08-07 =00 CHEDD A
3 | Wa0-08-08 5500 o0 A0
10 | 2030-08-09 D00 000 A0
18 | 2030-0E-10 D0} QB0 A8
12 P-0E-11 (Liii] QB0 -5k}
13 | A-08-13 =00 CEDD e
14 | FI0-08-135 =00 CRD0 7300
15 20@0-n8-1L 00 0R00 -BCee
16 2030015 D0} 0000 B
17 2016 D0} 0000 -8l
13 WN-0E-17 Liii] QB0 -BE:D)
1 | HI0-08-1E =00 GG -
20 WI0-08-19 0807 - 0924 00:33 oR0 10T
20 | 2030-08-20 D00 (R L] 10837
22 | PO-0E-11 D0} QB0 11637
23 | P-0E-2F L] 0000 -116:37
24 ION-08-2% D0 (it ] -116:37
| 20082 =00 CRDO -134:47
26 | 2070-08-25 1700 - 14:13 M0 DR00 -1123%
T | 00826 D00 R0 14035
B | DOP-08-27  1R2E.- 12:32 DOWDS D00 -148:30
Sheetld £
-] U o

Summary

COBL.time is an efficient personnel time recording in SAP Business One for modern medium-sized
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companies. It is a modern solution that meets all the requirements of Modern working time recording
everywhere and anytime.

Working with employee time records is one of the great advantages that COBI.time makes easy for
you to control in the administration process. You can see the attendance status and the mail
notification alerts at a glance once you get the main COBI.time window opened. How do you apply
time recording according to work category is also possible in COBI.time. Viewing the history of
recorded data as daily time records or monthly time records can be displayed as well.

Whenever you want to process detailed information on employee time records, you can apply manual
timekeeping records flexibly.

COBI.time enables account administrators to manage the individual users and configure a number of
settings for each user account according to their level of authorizations and responsibilities. For
example, importing SAP Users, edit user (user group identification, work on time model, and viewing
vacation account), delete a user, Reset Password, Time report, Absence overview are available in this
section.

Under the general setting section of COBI.time, inserting a new, changing the existing Logo, or re-
setting the default logo is possible. You can also manage the details on absence reasons in the
general setting window. Working with work time accounts is also applicable. In the application, set up
a working time account according to your preferences and business requirements can easily be made.
For instance, how the daily time model or weekly time model should exist in the system are created
here.

Recording work time for a particular project related to business partners is also done under the
project stages permissions and assignment section of the COBI.time. Working with service calls
permissions and assignments related to each user with relevant information about the business
partner, service calls, and activities are done on the service calls permissions and assignments
section of the user administration tab.

Finally, the status show and change mode of the attendance list as well as the absence request
functions of COBI.time is available. In addition, the functionality of the 2-Factor authentication is
implemented and covered in COBI.time.

Therefore, COBI.time has a strong functionality in providing a reliable and efficient employee time
recording control in the administrative processes of an enterprise.
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