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TNA 4 Data and Analysis Reporting
The TNA 4 - Time and Attendance Solution has been designed to provide you with vital workforce

information via a wide selection of basic and analytical reports. This document will provide you with
an overview of some of the most popular reporting methods and techniques.

Basic Time and Attendance Reports

Hours & Clockings sSummary by Department from 22,/05/2006 to 28/05/2006

Printed on 6/07/2006 at 13:45:47 Department : Support

Employee Mo @ 01 Mame : smith, John shift: POl

Date Rt Clockings Excess Mormal oT 1 oT 2

22705706 A I-8:02 0-17:00 Q00

237057068 A I-B:00 0-17:00 . Q00 .

24,/05/06 A I-7F:45 0-18:15 pl G:00 exdeh

25/05/06 A I-8:10 0-17:00 i B:45 i

26/05/06 A I-8:00 0-16:42 B:45 : :

27/05/06 A I-10:00 0-15:00 ; 2:00 3:00

28705708 A . .
Total paily Hours : 0:15 44:30 3:15 3:00
Total Payroll Hours 0:15 40:00  7:45 3:00

Employee Mo : 04 Mame : ashton, Kate shift: POl

Date Rt Clockings Excess MNormal oT 1 oT 2

22/058/06 A I-TF:30 0-17:10 0:30 G:00

23/05/06 A I-8:00 0-14:56 = B:45

240506 A I-8:00 0-17:00 . 900

25,/05/086 A . . .

26/05/08 A I-8:00 0-18:30 s 900 1:30 :

27/05/08 A I-10:00 0-15:00 . . 2:00 3:00

28/05/708 A . . . .
Total paily Hours : 0:30 35:45 3:30 3:00
Total Payroll Hours @ 0:30 35:45 3:30  3:00

Clockings and Hours Reports — The above report gives you the basic time and attendance data
including the individual clockings, the daily and payroll hours shown in their relevant pay rate.



Payroll Hours — This report can be printed at the end of each payroll period to verify that each
employee has the correct hours assigned, this report is often used as a check prior to automatically
importing into a payroll package such as Sage, Iris or Opera.

28/05,/08 04 Ashton, Kate A 0:30

28/058/08 03 Jamison, Louise A

28,058,086 02 Jones, Andeew A ]G

28,058,068 05 Freston, Iah A

28/05/06 01 smith, John A 0:15
Excess b

crand Total weekly Hours 1:00 1

The basic text reports can also be used to print information on holidays and absence, warnings,
errors, employee and classification lists. They can be saved as plain text, Excel spreadsheets,
PDFs and even emailed directly from the TNA 4 software. There are over 100 different basic
reports to choose from and if you require something a little bit different we can provide you with
customized reports to suit your requirements.

Current Access aArea Report for Employees by Employee
Printed on 67072006 at 13:52:00

Employee Mame Area Current Area
Mumber Code Description
03 Jamison, Louise 1 Inside
02 Jones, Andrew 1 Inside
ol smith, John 1 Inside
05 Preston, Ian 0 outside
04 Aszhton, Kate 0 outside

Access Status Report — This report can be used as a fire roll call, it lists the employees indicating
whether they are currently in or out of the building and can act as a register.
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Real Time Attendance Monitor

The Real Time Attendance Monitor is an optional module that can be run as a standalone program

on any PC. It simply communicates with the main TNA 4 software across your network and
provides the user with a list of employees who are currently in the building, what time they clocked
in and what time they are due to finish.

& TNA 4 Real-Time Attendance Monitor . o ] e |
@D 112 4 ReclTime Attendarce Mornitor &/07 106 1708
All No.[+]  |First Name LastName  |Roster |In [Roster [out  |Leave
Sales w01 John Smith 8:00 7:56 17:00 12:00 Study
e B 02 Andrew Jones 8:00 8:00 17:00
G 5 03 Louise Jamison  8:00 8:00 17:00
& 04 Kate Ashton 8:00 17:00 Holiday
05 Ian Preston 8:00 8:06 17:0017:00

Employees who have been late are highlighted in red and any employees who are absent or on
holiday will also appear with the relevant type of leave marked next to their name.

The Real Time Attendance Monitor can be used to view all employees or it can just show a single
classification such as one department. The employees can be also displayed in different ways,
such as by name, number or in the order in which they arrived.

This module allows a receptionist, manager or supervisor to very quickly and accurately ascertain
who is on site and who is not.



Holiday Planning

The TNA 4 Solution has the ability to monitor and analyze your employees’ leave in a variety of
different ways. The types of leave can be customized to suit your business with individual time and
attendance rules generated to ensure the employees receive the correct amount of hours when
they are away on leave.

24 50 A LT S o] LT et - G L

My 2006 June 2006 July 2006 |

S M TWTFS|[[5SMTWTFSsS|[[smMmTwTFs|[
12 3 4 5 6 1
78 910111213 10 3 &
14 15 16 17 15 19 20| {11 12 13 14 15 16 17| 9 10 11 12 13 14 15
21 22 23 24 25 26 27| |18 19 20 21 22 23 24|16 17 18 18 20 21 22
28 2O ERED 25 26 27 28 729 30 23 24 25 26 27 28 29

30 31

September 2005 hovember 2006 i

S M TWTF 3 S M TwTF s||
12 1.2 3 4
3456 78 9 56 7 8 9101
10 11 12 13 14 15 16 1213 14 15 16 17 18
17 1519 20 21 22 23 19 20 21 22 23 24 25

24 25 26 27 28 29 30 26 27 28 29 L

Employee Leave Calendar — One of the major key features of the TNA 4 solution is its ability to
produce graphical calendars for analysis and reporting. This report shows a calendar of all the
leave booked for one individual employee for a twelve month period. Including the colour coded
type of leave, and when this leave has been or is to be taken, showing you an accurate plan of the
leave taken by that employee.

This information can be viewed directly on screen, it can be printed in colour or it may be exported
into a Word document, an Excel spreadsheet or a PDF and automatically emailed to your recipient.

The employee leave information can also be viewed in a list format as shown overleaf, this shows

the colour coded type of leave, the start and end dates and the amount of entitlement used. When
a leave type is booked the supervisor has the option to create a comment detailing why that

employee is on leave.



The second part of the leave analysis shown below gives you the option to view the leave of either
all your employees or a classification, such as a selected department, for any given month. This is
a very useful report that helps to ensure that you do not have too many employees taking leave at
the same time and so preventing staff shortages especially during the holiday periods.



Shift Rostering / Staff Scheduling

In companies where employees may work random or varied shifts such as in hotels, bars,
restaurants, nursing homes and hospitals the rostering module can be added to the TNA 4
solution. This module allows you to create a roster or staff schedule for each employee over a
given time period. The roster can be initially customized with a list of default shifts to be used to
create the employee’s roster. Each of the shifts can be colour coded and can have their own
individual time and attendance rules if required.

The above image shows an example
roster over a one week period for a
specific group of employees. The
roster is simply entered by right
clicking on the appropriate employee
and day; this presents the supervisor
with a list of the default shift patterns,
as shown in the image to the right.
The required shift can then be
selected or a custom one-off shift can
be created if required.

The rosters can be changed even

after the event has taken place to
ensure that a member of staff who
worked at short notice they will be
paid correctly.



Employee Warnings

TNA 4 has the ability to monitor a wide selection of warnings such as an employee arriving at work
late, leaving early, missing or having too much time for a break. Each of these warnings can be
configured to work alongside your working schedules to allow you to monitor your workforce.

As before with the leave reporting the warnings reporting can be viewed in either a graphical or a
list view, each warning has its own colour code to enable you to monitor how many times a
selected employee is, for example, late for work, providing you with accurate data.



Analysis Reporting

The TNA 4 solution has an inbuilt analysis reporting function to enable you to monitor accurately
and review the productivity of your workforce. This is done firstly by monitoring the number of
warnings that an employee or department has had in any given time period, such, arriving late or
leaving early. The second part of the analysis provide, you with costing reports to allow you to
ascertain how many man hours each department has worked and how this converts into financial
amounts for both cost and billed hours.

Warnings Analysis

The warning analysis reports provide you with either detailed employee by employee information or
summary of department versus department information for any selected warnings types. The
example below shows the warnings for two different departments for a given payroll week. This
allows you quick and easy access to this valuable time and attendance and analysis information.

The information produced can be viewed in a table, a list or as a graph and, as before, this can
then be printed in colour, saved as a document or emailed directly from the software. This will
provide you with valuable information for use in your own MIS projects or analysis reports.
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The graphical view of the warnings analysis shown below allows you to quickly analyze the number
of warnings that each department has received and how this compares to the other department or
branches within your company.
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Cost Analysis

The second part of the analysis reporting allows you to monitor the number of hours each
individual or department has worked. This can be divided up to show the breakdown of the hours

into their specific rate, such as normal time or overtime, or into how many hours are worked in a
given day, week, month or year by either an employee or a department.

This information is calculated by monitoring the number of hours an employee has worked and
then applying a charge rate to them. Multiple charge rates can be configured as per your
requirements and allow different rates of pay for each time category such as normal time or
overtime and allow different rates for cost hours and billed hours.

The above report shows you the total number of hours worked by each employee, the total hours
by department and a grand total for the company. They are broken down into the various shift
categories allowing you to see, for example, how much overtime has been paid in each
department. The software has calculated the amount that each employee and each department
has cost you over the given time period in accordance with the charge rates applied to the specific
employee and how the hours are spread into the different shift categories.
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To allow you to make easy comparisons this information can be produced in a graphical format,
allowing you quickly and easily to see how one department compares with another. The graph
above shows the total hours worked by each department and how that translates into financial cost
or billed rates. Thereby allowing you to accurately monitor the efficiency and productivity of each of

your departments or branches and use the provided data in your own reports.
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