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Value-Added Reseller (VAR) Language

Oracle Retail VAR Applications

The following restrictions and provisions only apply to the programs referred to in this section and
licensed to you. You acknowledge that the programs may contain third party software (VAR
applications) licensed to Oracle. Depending upon your product and its version number, the VAR
applications may include:

(i) the MicroStrategy Components developed and licensed by MicroStrategy Services Corporation
(MicroStrategy) of McLean, Virginia to Oracle and imbedded in the MicroStrategy for Oracle Retail
Data Warehouse and MicroStrategy for Oracle Retail Planning & Optimization applications.

(ii) the Wavelink component developed and licensed by Wavelink Corporation (Wavelink) of
Kirkland, Washington, to Oracle and imbedded in Oracle Retail Mobile Store Inventory
Management.

(iii) the software component known as Access Via™ licensed by Access Via of Seattle, Washington,
and imbedded in Oracle Retail Signs and Oracle Retail Labels and Tags.

(iv) the software component known as Adobe Flex™ licensed by Adobe Systems Incorporated of
San Jose, California, and imbedded in Oracle Retail Promotion Planning & Optimization
application.

You acknowledge and confirm that Oracle grants you use of only the object code of the VAR
Applications. Oracle will not deliver source code to the VAR Applications to you. Notwithstanding
any other term or condition of the agreement and this ordering document, you shall not cause or
permit alteration of any VAR Applications. For purposes of this section, "alteration" refers to all
alterations, translations, upgrades, enhancements, customizations or modifications of all or any
portion of the VAR Applications including all reconfigurations, reassembly or reverse assembly, re-
engineering or reverse engineering and recompilations or reverse compilations of the VAR
Applications or any derivatives of the VAR Applications. You acknowledge that it shall be a breach
of the agreement to utilize the relationship, and/or confidential information of the VAR
Applications for purposes of competitive discovery.

The VAR Applications contain trade secrets of Oracle and Oracle's licensors and Customer shall
not attempt, cause, or permit the alteration, decompilation, reverse engineering, disassembly or
other reduction of the VAR Applications to a human perceivable form. Oracle reserves the right to
replace, with functional equivalent software, any of the VAR Applications in future releases of the
applicable program.
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Send Us Your Comments

Oracle Retail Workforce Management, User Guide, Release 1.62

Oracle welcomes customers' comments and suggestions on the quality and usefulness of
this document.

Your feedback is important, and helps us to best meet your needs as a user of our
products. For example:

=  Are the implementation steps correct and complete?

* Did you understand the context of the procedures?

* Did you find any errors in the information?

*  Does the structure of the information help you with your tasks?

* Do you need different information or graphics? If so, where, and in what format?
*  Are the examples correct? Do you need more examples?

If you find any errors or have any other suggestions for improvement, then please tell us
your name, the name of the company who has licensed our products, the title and part
number of the documentation and the chapter, section, and page number (if available).

Note: Before sending us your comments, you might like to
check that you have the latest version of the document and if
any concerns are already addressed. To do this, access the
Online Documentation available on the Oracle Technology
Network Web site. It contains the most current
Documentation Library plus all documents revised or
released recently.

Send your comments to us using the electronic mail address: retail-doc_us@oracle.com
Please give your name, address, electronic mail address, and telephone number
(optional).

If you need assistance with Oracle software, then please contact your support
representative or Oracle Support Services.

If you require training or instruction in using Oracle software, then please contact your
Oracle local office and inquire about our Oracle University offerings. A list of Oracle
offices is available on our Web site at www.oracle.com.
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Preface

Documentation Accessibility

For information about Oracle's commitment to accessibility, visit the Oracle Accessibility
Program website at

http://www.oracle.com/pls/topic/lookup?ctx=acc&id=docacc.

Access to Oracle Support

Oracle customers that have purchased support have access to electronic support through
My Oracle Support. For information, visit

http://www.oracle.com/pls/topic/lookup?ctx=acc&id=info or visit

http://www.oracle.com/pls/topic/lookup?ctx=acc&id=trs if you are
hearing impaired.

Related Documents

For more information, see the following documents in the Oracle Retail Workforce
Management Release 1.62 documentation set:

*  Oracle Retail Workforce Management Installation Guide

*  Oracle Retail Workforce Management System Architecture

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:
https:/ /support.oracle.com

When contacting Customer Support, please provide the following:

* Product version and program/module name

* Functional and technical description of the problem (include business impact)

*  Detailed step-by-step instructions to re-create

*  Exact error message received

=  Screen shots of each step you take

Review Patch Documentation

When you install the application for the first time, you install either a base release (for
example, 13.3) or a later patch release (for example, 13.3.1). If you are installing the base
release or additional patch releases, read the documentation for all releases that have
occurred since the base release before you begin installation. Documentation for patch
releases can contain critical information related to the base release, as well as information
about code changes since the base release.

Improved Process for Oracle Retail Documentation Corrections

To more quickly address critical corrections to Oracle Retail documentation content,
Oracle Retail documentation may be republished whenever a critical correction is
needed. For critical corrections, the republication of an Oracle Retail document may at
times not be attached to a numbered software release; instead, the Oracle Retail
document will simply be replaced on the Oracle Technology Network Web site, or, in the
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case of Data Models, to the applicable My Oracle Support Documentation container
where they reside.

This process will prevent delays in making critical corrections available to customers. For
the customer, it means that before you begin installation, you must verify that you have
the most recent version of the Oracle Retail documentation set. Oracle Retail
documentation is available on the Oracle Technology Network at the following URL:

http://www.oracle.com/technetwork/documentation/oracle-retail-100266.html

An updated version of the applicable Oracle Retail document is indicated by Oracle part
number, as well as print date (month and year). An updated version uses the same part
number, with a higher-numbered suffix. For example, part number E123456-02 is an
updated version of a document with part number E123456-01.

If a more recent version of a document is available, that version supersedes all previous
versions.

Oracle Retail Documentation on the Oracle Technology Network

Oracle Retail product documentation is available on the following web site:
http://www.oracle.com/technetwork/documentation/oracle-retail-100266.html

(Data Model documents are not available through Oracle Technology Network. You can
obtain them through My Oracle Support.)

Conventions
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Navigate: This is a navigate statement. It tells you how to get to the start of the procedure
and ends with a screen shot of the starting point and the statement “the Window Name
window opens.”

This is a code sample
It is used to display examples of code
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Login

Introduction

Note: The rebranding for the latest version of this
documentation set is in development as part of post
MICROS acquisition activities. References to former
MICROS product names and companies that MICROS
acquired may exist throughout this existing documentation
set.

To open the software, you first need to Login to the system.

1. Click on your shortcut to the software and a screen, similar to the one below, will be
displayed.

Torexretail O ety

Welcome to ePERFORMANCE

Enter your login details below to continue

WVersion 1.16.6,11
1 Torexretail

Login window

2. Enter your Username into the Name field.
3. Enter your Password into the Password field.
4. When ready, click LOGIN.

Note: If you do not know or have forgotten your Username
or Password, contact your System Administrator for
assistance. Passwords may be case sensitive.




Log Off

To exit the software, click Log off, in the top right hand corner of the screen. You will be
returned to the Log In screen.

Note: You will lose any unsaved work when you click Log
off.

The Main Screen

The software is made up of seven main components. The majority of these are displayed
at all times, no matter which information you are reviewing.

1 2 3 4 5 6

TO rex reta i I Administrater Human Resources

< Back Diary * [ Employees
Go ko main homepage Change and review wesks l| Edit employess’ detals and contract information
4 . Non-Attendance ¢ . Non-Attendance Holiday Issues + . Non-Attendance Calc
1|P Review the non-attendance planner For the vear J|P Rewiew any holiday entitlement issuss For this wesk I|P Manually re-calculate absence hours
¢ _-Balances Calc ‘.1‘ Contract Fit - - Additional Hours Temporary Changes
I
1|P Manualky re-calculste entitement balances q\'h" See a graph compating contract fit ko workload I|P Edit the employee temporary chanass For this week

+ —, Task Repair
JI Ensure employees don't have tasks not configured in the
em

L ________________________________& Torexetail
Administrator window

1. Your company logo will be displayed here.

2. The User Name of the person logged in will be displayed here.

3. This shows the current week number and the date the week began. For more
information see the Week Selector heading below.

The name of the screen being displayed.
Clicking Home will return you to the most recently-displayed main menu.
Clicking Log off will shut down the software.

N o o k&

This is the main screen, where all of the menus and information is displayed.



Week Selector

Selecting a Week number and date at the top of the screen will display a screen, similar to
that that below. It allows you to change the date, so that you can view historical
information or plan for the future.

Week Selection

Year

Week nurber |36 % | Day |3 % | Month | December v

Select Branch | BIRMIMNGHAM - 1229 w

Week Selection window

1. To adjust the year, click on either the left arrow to select a previous year or the right
arrow to select a future year.

2. To change the Week number, Day or Month, click drop down menu and select the
appropriate option.
3. Depending on your access level, you may be able to choose a branch to work with

from the drop-down menu displayed; typically regional/divisional managers and
administrators are able to carry out this function.

4. Once all of the information is selected, click OK to proceed or the Cancel to ignore
the changes and to return to the previous screen.






2

Diary

The Diary screen is the place most users will navigate around the system from. It
displays hyperlinks, ordered by day, which link to the various modules and screens
needed for everyday use of ePERFORMANCE! For users that do not have it as their main
screen (for example, administrators), the diary can be accessed from most of the menu
screens. It can be customized to your company’s needs and can assist you, by showing
you the processes and reports, which need to be run on a given day.

1. To access the Diary window, click Diary.

Change and review weeks

Diary button

The Diary window opens.

To rex I'eta i I Administrator

Select Fileset | DUBLIN LIFFEY MALLEY - 1705 bl

This Week Next Week

Sunday 05/11,/2006 Thursday 09/11/2006

Rerview KPS For last week Edit Schedulz for week 36

Generabe Forecast For week 36

Monday 06,11/2006 Friday 10/11/2006

Commit Payroll For last week Print & Issue Roster For week 36

Update Employee Details for week 36

Update Exceptions Far week 36

Tuesday 07,11,2006 saturday 11/11,2006

MOTE: Rasters/Schedules will be run on Tuesday night at 6pm for week 36, please complete

wour entries by then,

Wednesday 08/11,/2006

Review Roster Report For week 36 Adhoc Activities

Rerview Workload Fit For week 36 Real-time Schedule View
Manually Edit Actual Times
Print Recruitment Suggestions for week 40
Request a Roster/Schedule Re-run Far week 36
Wiew Roster/Schedule Re-run Status
Reports ---nio action--- L*3

Diary window

2. Depending on your access rights to the system, you will see the Select Fileset option
in the top left hand corner of the screen. Here you are able to select an alternate site,

if applicable.

3. Beneath that, you have the option to select the Previous Week, This Week, or Next
Week. Clicking these buttons will cycle through the relevant weeks and allow you to
view the Diary for the period. Clicking This Week will always return the screen to

the current weeks view.



The screen above may not exactly resemble yours, but the theory is the same.
Clicking on one of the options will load/run it. For example, Today is Friday.
Looking at the Diary above, I need to Print and Issue the Roster for Week 36 today.
The system is set to remind me to do this every Friday. I would click on this option
and the Roster will be displayed, giving me the option to print it.

In the bottom right hand corner of the screen are Adhoc Activities. These are
shortcuts to frequently run parts of the system, which do not occur on a given day.
There are also a series of Reports, which can be selected from the drop down menu.



KPIs

1. To view the KPIs module, click KPIs.

g KPIs
Key Performance Indicakors

KPI button

Report Library

1. To access the Report Library, click KPIs.
2. Then click Report Library.

g Report Library
Select and edit reports
Report Library button

3. This will display a list of all of the reports in the system.

Note: Reports are listed in alphabetical order.

Torexretail ke Deconber 2008
[ Namt Uwnel Private Create d

(O Assigned Budget - Role Hours and Costs 2007-08 Torex Administrator 20-Oct-2006

(O Assigned Budget - Task Hours 2007-08 Torex Administrator 15-Nov-2006

(O Budget Costs Report Torex Administrator 01-Dec-2006

(O Hours and Cost Report Torex Administrator 28-Nov-2006

Display |ﬂ] Ne_wl Delete | | Copy
Reports window

Torexretail

1. The first column, on the left hand side of the screen, displays the report Name.
2. The second column shows the owner (creator) of the report.

3. The third shows if the report is a Private report for example, created by the current
user and not set to be viewed by everyone.



4. The fourth column shows the date the report was created.

Display a Report

There are 2 ways to display a report from this screen:

1. To left click name of the report. When you hover over the name, it will become
underlined. Click name and the report will be loaded.

2. Toclick in the radio button to the left of the name. The report will become
highlighted and you can then click Display at the bottom of the screen.

Using a Report

1. When you open a report, a screen, similar to that below, will be displayed:

T t - l Administrator
o rex re a I sember 2006
Budget Costs Report @ 3\3
U Ve ST T AT g
Peer review Summary Summary Summary @ I@
Enterprise 0000 : Whale Store ‘Whole Store Week 48 27/11/06

Budget Costs

Budget Additional Costs

Enterprise

0.00

0.00

Open Report window

Torexretail

2. Most of the screen will be taken up with the report data.

3. This information in the report can be expanded or reduced, by using the Filters at the

top of the screen.
4. The = icon will return you to the Report list.

5. The ®=4 icon will refresh the report, to ensure you have the most up-to-date
information.

6. The “* icon sends the report to your printer.



Filters

The filters at the top of the screen can be used to navigate through any report. The 4
views are standard to the system, but more can be added on request.

* Company View
*  Site View
* HR View

=  Date View

AT T ey e

€T 4T o7

Peer review Summary Summary Summary

Enterprise 0000 ; whole Store wrhole Store Week 48 27011106

Filter window

The small green buttons, allow the data to be manipulated and the report to display
different information for example,

Wdld - These buttons allow you to navigate through specific areas of the report,
for example. If I clicked the left button, next to the Date View, the report
would display data for the week before. Clicking right arrow would show
data for the week ahead.

B0 - These buttons allow you to ‘Drilldown’ different levels of the selected
data, for example. If I clicked the down arrow button, next to the
Company View, the report would display the company data for the level
below.

(] - When clicked, this Expanded button, will display all of the selected KPI
data to its lowest level, for example. If I clicked this button next to Date
View ALL dates down to a daily level would be displayed.

(] ~  When clicked, this Peer Review button, will display data for information
at the same level as that selected for example,

Area 1 contains:

=  Store A
= Store B
=  Store C

If we were viewing the information for Store B and then clicked this Peer
Review button, the information for Stores A and C would also be
displayed.

Exports

There are two methods to export the report information from the system, which are
displayed in the top right hand corner of the report. This information can be exported
automatically at a pre-determined time using the Autorun functionality.

1. Clicking Excel icon \j will open the report in Microsoft Excel.

2. Clicking PDF icon @ will open the report in Adobe Acrobat format.



Edit a Report

Note: The Autorun option cannot be manually run by the
user. The system can be configured to export the required
information at a pre-defined time. Speak to your Torex
Retail Account Manager for further information regarding
the implementation of this option.

to edit.
2. Click Edit at the bottom of the screen.
All of the report details will be displayed.

Change or add any required information and once complete, click OK to save the
changes.

Create a New Report
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1. To create a new KPI Report, click New at the bottom of the screen.

2. A screen, similar to the one below, will be displayed:

Torexretail
KPI Report Editor

To edit a report, click in the circular button, next to the name of the report you want

@ There are one or more validation errars. You rmust carrect these errors before you can save the information. Try again

@ Missing required field: Report name

@ Missing required Field: Report title

@ Mo groups defined

Report name I I

Allow other users to view this report [

Created 09-MNow-Z006 by Administrator

Title Description

Groups

There are no groups

Add Graup | Delete Groupis) | | Mave Group(s) Up |

Mave Graup(s) Down ‘

Report Editor window

3.

Note: The top of the screen displays a series of warnings,
notifying you that some of the mandatory fields have not yet
been completed. These are there to help you and will
disappear, as you create the report.

The first thing to do is to type in the Report Name. This will be used to identify the
report in the Report Library List.

ﬂ Cancel | Apply

Torexretail



4. If you want this report to be available to all users (and you have the access rights to
do this), check the Allow other users to view this report tick box.

5. The system will automatically generate a Created date and display the user who is
creating it.

6. Enter the Title. This will be displayed at the top of the report.

Enter a Description. This will also be displayed at the top of the report. It will help to
give an insight into the purpose of the report.

8. Information on other aspects of creating a report can be found below. Once you have
finished, click OK to save the report and be returned to the report list.

Add a Group
1. Toadd a Group to the report, click Add Group at the bottom of the screen.

2. The screen will change and information, similar to that below, will be displayed:

Groups |

D Name I I
Description
Columns

A Please add one or more columns

M Remove ‘ | Move Up | Mave Down I | Ed—lt,
Sort options Sorted by Context @

Add Group Delete Group(s) [ | Move Group(s) Up ‘ Move Group(s) Down ‘

Add a Group window

3. Inthe Name field, type in an appropriate name for the Group.

4. Enter a meaningful Description. This will be displayed on the report.

11
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Add a Column
1. To add a column to the group, click Add.

2. A screen, similar to that below, will be displayed:

TO rex r e t a i I -“d""i"::fr:atﬂr reember 2006

Column Name

KPI Please select. .. ~
Formatting string /* b, %, #40.00

Formatting rules

There are no rules

Add Rule | Delete Rulefs) || Move Rulels) Up | Mowe Rulefs) Down ‘

ﬂ Cancel

Add a Column window

3. Type in an appropriate name in the Column Name field.
4. From the KPI list, select the relevant information to be displayed in the report.

5. Changing the information in the Formatting String field, will alter the way the
column data is displayed in the report.

The values which can be entered are:

# - Is for unpadded decimal values
0 - Is for padded decimal values
, - Inserts a comma

% (at the end) multiplies values by 100 and adds the % symbol

$/£/€ - Inserts the defined monetary symbol as a prefix to the value

For example, if you had a value of 5500000.56 pounds you would enter the following into
the Formatting String column £#,###,##0.00 - this would be displayed as £5,500,000.56.
If you had a value of 0.2456, which you wanted to show as a percentage, you would enter
the following ##0.00% - this would be displayed as 24.56%.



Formatting Rules
Add a Rule

1. To add a Rule, click Add Rule, at the bottom of the screen.

2. The screen will display additional information:

Formatting rules

v

Add a Rule window

3. Click small arrow button, next to the Test field, to enter the Rule parameters.

4. Clicking on this button will display a screen, similar to that below:

A -- Web Page Dialog

|&
| >

Budget Hours 1

Eudget Costs
Budget FTEs -
Clearview Hours
Clearview Costs
Additional Cosks <
Clearview FTEs
EBudget Additional Costs = |1 -
Clearview Tokal Cost

Budget Total Cost «

Allowed Hours

Standard Hours -

Standard Cost

Allowed Cost Ld

any $IF (pl,p2)
number  $IncRnd (pl}
number  $5tep (pl,p2,p3)
number  $For (p1,p2,p3)
______ - T s

v
E| % Cancel

Add a Rule window

5. This screen allows you to enter a series of Macros in the top right hand side box and
to test the results.

6. A simple example of a Macro would be:
$if(Budget Hours>1,20,30

In English, this Macro says - If the object Budget Hours has a value of greater than 1,
then show the number 20, otherwise, show the number 30.

This result can be seen below. Entering the Macro in the top right hand box and
clicking Test, displays the Result.

13
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2 -- Weh Page Dialog

$if{Budget Hours »1,20,30)

Budget Hours

Budget Costs

Budget FTEs

Clearview Hours
Clearview Costs
Additional Costs
Clearview FTEs

EBudget Additional Costs
Clearview Tokal Cost

Budget Total Cost

Al U e

Result = 30

E| % Cancel

Test button window

7. Once an appropriate Macro has been written, click OK to return to the previous
screen.
The Macro text will be displayed in the Test field.
The Link to list should always be set to No action.

10. Changing the information in the Formatting String field, will alter the way the data
is displayed in the report.

The values which can be entered are:

# - Is for unpadded decimal values

0 - Is for padded decimal values

, - Inserts a comma

% (at the - multiplies values by 100 and adds the % symbol

end)

$/£/€ - Inserts the defined monetary symbol as a prefix to the
value

For example, if you had a value of 5500000.56 pounds you would enter the following
into the Formatting String column £#, ###,##0.00 - this would be displayed as
£5,500,000.56. If you had a value of 0.2456, which you wanted to show as a
percentage, you would enter the following ##0.00% - this would be displayed as
24.56%.

11. The Message field is used for entering a message to precede the value outputted
against this particular column.
The message is only available if an Image is associated with the Formatting Rule and
the message is displayed, whilst moving the cursor over the associated image. The
message below is displayed, whilst hovering over the Green Image:



Compliance Check

1]

©® e 66

1Figures are within agreed range: 21III.IZIIII|

Compliance Check window
12. The Image field can be used to select an image to pictographically display the
formatting Rule based on the outcome of the Test Statement.

For example, if the agreed total budget guideline was 500 million pounds, the leeway
was 4% and you entered the following in the Test field.

Clearview Total Costs => 480,000,000 and Clearview Total Costs <= 520,000,000

You could assign a Green image to this statement, to quickly show to the user that
the generated budget figures are correct. Alternatively you could then set up a
further rule with a red image with the following test

Clearview Total Costs < 480,000,000 or Clearview Total Costs > 520,000,000
to show the user that the generated budget figures are not correct.
Delete a Rule

1. To delete a Rule from the list, click in the tick box, under the Select column, next to
the Rule to be deleted.

Formatting rules

|:| Mo action e Mo image

Delete a Rule window

2. Click Delete Rule(s) at the bottom of the screen.

3. The Rule will be removed from the list.

15
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Move Rules

1. Tomove a Rule in the list, so it is displayed in a different order, click tick box, under
the Select column, next to the Rule to be moved.

Formatting rules

|:| Mo action v Mo image

Move Rules window
2. Click Move Rule(s) Up or Move Rule(s) Down to move the rule up or down one
place at a time.

3. Click buttons multiple times to move the Rules further up or down the list.

Remove a Column

1. Toremove a column from the list, click appropriate name and then click Remove.

Move a Column

1. To move a column, so that it is displayed in a different order on the report, click
Column name and either click Move Up to move it up once or Move Down to move
it down once.

2. Clicking these buttons multiple times will move the selected column up the column
list.

Edit a Column
1. To edit an existing column, click appropriate column name and click Edit.

2. This will then display the Add column screen, but the information will be populated.
Change or add any applicable data and then click OK.

Sort Options

1. The Sort options allow you to change the way that information is sorted in the report.
By default, it is set to allow the Context screen to control the sorting (See page 21 for
further information).

Sort options Sorted by Context gy

Sort Options window

2. To change the way that the report is sorted, click Sorted by Context link.

3. A screen, similar to that below, will be displayed:

v



TO rex r e t a i l forex ':.ndminiStra'-tl:I-;'-.-'E-mt-er 2006

Key sort direction Up "

Limit Top D

Columns

Add Column | Reemove Columnis) | | Move Columnis) Up | Maove Columngs) Down |

ﬂ Cancel
= Torexretail

Sorted by Context window
4. The Key Sort Direction drop down allows you to either sort the values in the data
column up or down (alphabetically /numerically).

5. Click Key sort direction list and select the way in which you would like the data to
be sorted, Up or Down.

6. For example if you had the following in the Company View:

— Storel

— Store2

— Store 3

— Store 4

If you had it sorted by Up, it would appear on the report as above.
8. If you had it sorted by Down, it would appear as follows:

— Store 4

— Store3

— Store2

— Storel
9. The Limit option allows you to display a specified number of records in the report.

10. For example if you have, in Company View, Stores 1-100 and you had the Key Sort
Direction set to Up and entered a value of 30 against the Limit, you would get a
report showing the data for the first thirty stores in ascending order (i.e. 1-30, 1 at the
top).

However if you selected the Key Sort Direction as Down and run the report again
you would see the last thirty stores in descending order (i.e. 100-71, 100 at the top).

17
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Columns
Add Column

1. To add a Column for the report to be sorted on, click Add Column, at the bottom of
the screen.

Columns

udget Costs I
Budget Cost: L)

Add Column window

2. The Column field will display Columns which have been included in this Group.
Click appropriate Column from the list.
Click Direction list and select the way that the data should be sorted, Up or Down.
Repeat the process for as many Columns as necessary.

When ready, click OK at the bottom of the screen to confirm or Cancel to disregard
any changes.

Remove Column

1. Toremove a column from the list, tick the Select box, next to the relevant Column
name.

Columns

[FI Budget Costs % Up &

Remove Column window

2. Click Remove Column(s) at the bottom of the screen.
3. The Column will be removed from the list.
Move a Column

1. To move a column up or down one place in the list, tick the Select box, next to the
relevant Column name.

Columns

[FI Budget Costs % Up &

Move a Column window

2. Click Move Column(s) Up or Move Column(s) Down to move the Column.

3. (Clicking buttons multiple times, will move the Column further up or down the list.

Delete a Group

1. To delete a group, click in the tick box, next to the name of the relevant group.

HGroups L

[] Name | |

Delete a Group window

2. Click Delete Group(s) at the bottom of the screen.

3. You will be asked; Are you sure you want to remove selected groups? If you are,
click on OK, otherwise, click Cancel.



4. The group will then be removed.

5. If you tick multiple groups and then click Delete Group(s), all of the selected groups
will be removed.

Move a Group

1. Tomove a group, so that it is displayed in a different place in the report, tick the box
next to the Name field.

Groups

D Name I I

Move a Group window

2. To move the group, either up or down one level, click Move Group(s) Up or Move
Group(s) Down.

3. Click them multiple times to continue moving the group.

Add a Band
1. Toadd a band to the report, click Bands heading in the middle of the screen.

Bands
I

Bands button

2. Click Add Band at the bottom of the screen.

3. A screen, similar to that below, will be displayed:

Bands

|:| Name I |

Description [

Filters

| Select Filtet [ype Setting

There are no filters

Addfiter | Delete fiter(s) |

Add Band Delete Band(s) | | Move Band(s) Up I Move Band(s) Down |

Add a Band window
4. Type a relevant name for this Band, in the Name field.

5. Enter an appropriate Description.

Add a Filter
1. To add a filter to the Band, click Add filter.

Bands

Filters ~

|Select . Filter . Jype ____________________________  Settng |

O | Company | Filter Please select... |
Addfiter | Deletefiterts) |
Add Band Delete Band(s) |] Move Band(s) Up | Move Band(s) Down I

Add a Filter window

19
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Select the appropriate Filter from the list.
Select the appropriate Type from the list.

Choose the relevant Setting from the list.

a r DN

To add another filter to the Band, repeat the process above.

Delete a Filter
1. To delete a filter, click in the tick box, under the Select heading.

| Bands |
Filters

| Select Filtes

| Company ¥ | Filter

Delete a Filter window

2. Click Delete filter(s).

3. The filter will be removed from the list.

Delete a Band
1. To delete a Band from the list, click in the tick box, next to the Name field.

Bands

[] Name I l

Delete a Band window

2. Click Delete Band(s).

3. You will be asked Are you sure you want to remove the selected bands? Click on
OK to confirm or Cancel to disregard any changes.

Move a Band

1. Tomove a Band in the list, click in the tick box, next to the Name field.

Bands

D Name | |

Move a Band window

2. To move the Band up or down one level in the report, click Move Band(s) Up or
Move Band(s) Down.



Context

1.

To change the Context settings, click Context heading, in the middle of the screen.

Context

Context

2.

A screen, similar to that below, will be displayed:

Context

Show context controls on report

| Ty] Mod fisit Overrid
Company i@g |Bé€.ilm
Site | Summary | Default v
HR (Summary | Defaut v
Dates (Summary v | |Default v |

| Custom field Mode fisib

Custom Field 1 Eummary i;} O

Custom Field 2 [ Summary + | O

| Date context options

Lowest level for drilldown l;\"’j‘?}i v
Limit earliest selectable date Offset by :l ‘ [ Week v
Limit latest selectable date Offset by 4 Ai LWeek v

Context window

3. Unticking the Show context controls on report box, will hide the filters from the
report. This means the user will not be able to interact with the report.
Type
1. The 4 main filters are listed in the Type section:
— Company
— Site
- HR
— Dates
2. The Mode settings, allow you to set which level of information is displayed in the

report, when it is opened.

a. By default the Mode for each Type is set to Summary. This means that by
default, the report will show the highest level of information available. Using the
Company Type as an example, this may be Head Office.

b. Setting the Mode to Drilldown, will show the next level of information for
example, Area 1, Area 2 etc.

c. Setting the Mode to Pear Review, will show any types at the same level as the
default one.

d. Setting the Mode to Expanded, will show all types available, for example, All
Stores and Sites.
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Unticking the Visible box, will hide the relevant Type from the report screen.

4. The Override settings, allow you to set which specific information is displayed in the
report.
a. Using the Company Type as an example, if we left the Override option as
Default, it would display all of the Stores and Areas available.

b. If we set the Override to Yes, the screen will display the Set override options
link.

‘es “
Default
Default »
Default »
Set override options

Set Override window

c. Clicking on this link will display a list of all of the Stores and Areas. Tick the
appropriate option from the list and click Finish to return to this screen. For
example, ticking the Birmingham store would mean that this report will only
display information for this store.

d. If we set the Override to Defer, when the report is run, it will present the user
with the list of Stores and Areas, so that they can select which option they want
the report to display.

Custom Field

Custom fields can be added to the system. These will appear with the other filters at the
top of the report. Speak to your System Administrator, for more information on adding
Custom Fields.

Date Context Options

1. To change the lowest date level which can be displayed in a report, choose your
option from the Lowest level for drilldown list. Choosing a level of Day will
increase the size of the report and the time it takes to generate.

2. The selectable date ranges allow you to limit how far back or forward the report can
show information. For example, setting the Limit latest selectable date range to two
Week, will only allow the report to display two weeks” worth of information.

Lowest level for drilldown WEEK w
Limit earliest selectable date Offset by |-2 WEEK b
Limit latest selectable date Offset by |2 WEEK b

Date Context Options window

3. Beaware that to set a figure in the Limit earliest selectable date field, you must put a
- before the number for example, -2.

Viewing information only at specified levels
To set up, you must:

1. Navigate to Advanced > Module configuration editors > HR Cost Models > Role
Costing Levels where you will be presented with a screen displaying each level of



the company structure and each role which has been configured within the system -
see below:

2. Assignroles to the relevant levels by hovering the cursor over the role you wish to

assign
3. Click 1 button to assign them to the required level

1% January 2008 Role Cost Levels
Z ¢ 13 January 2008

The list shows each level in the company hierarchy and the Enterprise
roles that are assigned at each level.

.

Move a role into the desired level by moving over it in the lisk
and clicking the up or down arrows.,

.

A role's cost will only appear at the level it is assigned here,
and those levels above it. Costs for roles assigned at store
level will be Fully visible.

.

Region

Area
Group Skore Manager 4 4F

Pharmacy Store Manager

Store Manager

Group

Store

Agency (Other) Consultant

Arden Consultant

Ok Cancel

View Items at Required Level window

With this set up, you will see the hours and costs associated with all roles when
viewing the KPI report at Enterprise, Region or Area level. When the report has been
drilled down to Group or Store level (or the user only has access to these levels), the
hours for all roles will still be visible but the costs for the Store Manager, Group Store
Manager and Pharmacy Store Manager will be displayed as zero.

Freezing Column Headings

With this functionality enabled, the column headings will remain static on screen when
the user scrolls down the KPI report, thus making it easier to see which data is being
viewed. To switch this on:

1. Navigate to Advanced > Generic configuration editors > Global configuration and
select the file KPLINI

2. Ensure that there is a line which reads KEEP HEADINGS STATIC=Yes
Click OK to save, and then navigate back to the KPI module

4. The next time you open a KPI report you will see that the headings remain static at
the top of the screen
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Delete a Report

Supclick Blank Records

This functionality will remove any rows from the KPI report which have no data in them,
for example, all records display 0.00. To configure this option:

1.

Navigate to Advanced > Generic configuration editors > Global configuration and
select the file KPLINI

Ensure that there is a line which reads SUPCLICK BLANK RECORDS=Yes
Click OK to save, and then navigate back to the KPI module

The next time you open a KPI report which contains blank records you will see a
message indicating that “Blank rows have been omitted from this report”

To delete a report from the system:

1.

4.

Copy a Report

If you need to create a new report, but there is already an existing one, which contains
much of the configuration, you can use the Copy function. This makes a duplicate of the
selected report, which you can then edit and adjust to your requirements.

KPI Library

24

1.

Click in the radio button to the left hand side of the report, you want to delete. It will
become highlighted.

Click Delete, at the bottom of the screen.

Note: Once a report has been deleted, it cannot be retrieved.

A warning message will be displayed, asking Are you sure you want to delete the
selected report? If you don’t want to delete the report, click on Cancel, otherwise,
click OK.

The report will then be deleted and you will be returned to report list.

Click in the radio button to the left hand side of the report, you want to copy. It will
become highlighted.

Click Copy, at the bottom of the screen.

A field will appear at the bottom of the screen, which displays the text Copy of
<Report Name>. You can click in this box, edit the text and change the name of the
new report.

Display || Edit| Mew | Delete | | Mew name (Copy of Report 1 Confirm copy

Copy a Report window

4.

When ready, click Confirm Copy. This will then make a duplicate of the report,
which you can then edit and adjust.

To view the KPI Library, click KPI Library.

g KPI Library
KPI master lisk editor

KPI Library button

1.

A screen, similar to that below, will be displayed:



Torexretail

actualhours actualhours
budgethours  budgethours

Forecasthours  Forecasthours

Ooooao

schedulshours  schedulehours

m Delete

% Cancel | Apphy
i Torexretal

KPIs window

KPIs Tab

Add a KPI
1. Toadd a KPIJ, click Add.

2. A screen, similar to that below, will be displayed:

25
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Torexretail

New KPI
Nome ——
o ———
Data source | Flease select.., w

Transpose dates
@) Mo time shift
O shift dates by the following amount

Restrict date scope

@ Mo restriction

O Provide data upto specified date
O provide data from specified date

Add datasource

D Use summary function

ﬂ Cancel | Apply
i Torexretail

New KPI window

Add an applicable Name.

Enter the name for the Datasource.

Select the relevant Datasource from the list.

Select the relevant date settings.

Click Add Datasource to add an additional set of data.

© N o g b~ w

Ticking the Use Summary Function box, presents the following options:

| S5unnomaty options |

Use summary function

Name I I

type Please select... W
Parameter 1 |Please select... % | Parameter 2 |Flease select... |+

Summary Options window

9. Enter the name and select the relevant KPI parameters from the list and calculation to
perform.

10. When ready, click OK to save or Cancel to disregard.

Edit a KPI
1. To edit a KPI, click Name, which acts as a link.

2. Make the relevant changes and click OK to confirm or Cancel to disregard.



Actions Tab

Images Tab

Delete a KPI

1. Tick the Select box, next to the name you want to delete and click Delete.

2. You will be asked Are you sure you want to remove selected KPIs? Click OK to
confirm or Cancel to disregard.

Add a New Action

1. To add a new action, click Add, at the bottom of the screen.

2. Enter the Name and URL of the action.

3. Click OK to save the information or Cancel to disregard.

Edit an Action

1. To edit an action, make any changes to the text.

2. Click Apply, at the bottom of the screen, to update the action.

3. Click OK to save the information or Cancel to disregard.

Delete an Action

1.
2.
3.

To delete an action, click in the Select tick box, next to the relevant action.
Click Delete, at the bottom of the screen.

You will be asked Are you sure you want to remove selected Actions? Click OK to
confirm or Cancel to disregard.

Add a New Image

1. Toadd a new image, click Add, at the bottom of the screen.
2. Inthe new line, enter the relevant name and the path location for the image. For
example, c:\image.jpg.
To preview the image, click Apply at the bottom of the screen.
To save the image, click OK at the bottom of the screen or Cancel to disregard.
Edit an Image
1. To edit an image, make any changes to the text.
2. Click Apply, at the bottom of the screen, to update the image.
3. Click OK to save the information or Cancel to disregard.

Delete an Image

1.
2.
3.

To delete an Image from the list, tick the Select box, next to the relevant Image.
Click Delete, at the bottom of the screen.

You will be asked Are you sure you want to remove selected Images? Click OK to
confirm or Cancel to disregard.
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KPI Report / Main Report

The KPI or Main Report will have been setup by the system administrators. It will be
configured to display the relevant information for your store.

1. To view this report click KPIs, followed by the Main Report.

Main Report
The default EFPI report
Main Report button

2. See the Using a Report section on Page 8, for further information on navigating the
report.
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4
Human Resources

JJ Human Resources
1. To view the Human Resources information, click E ||J Edit employee details

Employees
1. To add or edit employee information, click
- = Employees
J||E Edit emplovees' details and conkrack inFu:urmatiu:un.

2. A screen, similar to the one below, will be displayed:

M 9999 : SAMPLE STORE - Microsoft Internet Explorer

Fie Edit Wiew Favorites Tools Help

Qe - © - [¥] @ @ POsaen Seraoies € (- i LJow & 3

crezs [ httpof(70.4,1.76:9081 fePerformance/default.jsp v B ks
Google - | [C search - §) Fhoblocked ¥ Check - 5 Autolink ~ f#d options
Torexretail ime Frployees
Employee Types Select Employee
Recycled Employees
T Name i Payroll Primary Task Start Date Finish Date
e Blue, Barbara o0s 0046 : Pharmacist 16j09j07
" Brown, Brian 003 0047 : Managemen: 16/09j07
| Green, Grahasme 004 0046 : Caffee Shop 16i09i07
17 Nan-fetendance Grey, Gary 010 0051 : Training 16/09/07
i} Employee Details Report Indiga, vor o6 0047 : Management 1609407
ifg Non-Attendance Report Qrangs, Oliver o0z 0007 : CPUZ 16i09j07
Pink, Paul o7 0020 : Faod 16/09j07
Purple, Patricia 08 0049 : Canteen 16{0%j07
Red, Rosie o0t 0042 : MDS Dispensing 16/09/07
wialet, valerie s 0048 : Coffee Shop 16{09j07
asmmin, Yelow 003 0048 : Coffes Shop 16{09j07
= e ] ]

Torexretail

& Local intranet
P -
i4 start 8 1nbo . - Julie 7 3 Tnter ‘ &EH L B =

Select Employees window

3. The standard view, lists all of the employees for the currently selected Store.
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Filtering the View

1. Clicking links, in the top left hand corner of the screen, will display a window,
similar to that below:

23 1229 : Birmingham -- Web Page Dialog @
Departments & Tasks filter

0000 ¢ whole Staore

0001 @ Management

0001 : Admin &
IManagement

0002 : Cash Procedures
oooz2 : Store
0004 ; Shop

0003 @ Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 : Stocktake

[ ok ][ cancel |

Departments & Task Filter window

2. This screen allows you to alter the number of employees displayed on the screen.
Unticking a department. For example, Management would remove it from the
graph, altering its structure.

Adding a New Employee
1. Toadd a new employee to the list, click New Employee, at the bottom of the screen.

2. A screen, similar to the one below, will be displayed:
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To rexretai l Administrator ———
New item
Contral | Detal Tasks Rotation Pay Rate
Start Date 11/12{2006 [ ]
Finish Date I
Reason For Leaving
P45 Received
P46 Received
Kery

New Item Control window

3. The Control tab contains information, such as when the employee started or left the
company. Enter or select all of the relevant information and then click Next.

Administrator

Torexretail

New item
Control | Detall | Tasks Rotation Pay Rate

Title I

Surname

Forenames

Job Code Please Select...

Contract Type Please Select... w

Payroll

Badge

Contracted Hours

CostModel Flease Select...

4

Key

= Torexretail

New Item Detail window
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4. The Detail tab contains information, such as name, payroll number etc. Enter the
relevant information and then click Next.

Administrator

Torexretail

New item

Control Detall | Tasks | Rotation  Pay Rate

Primary Task 0001 : Admin & Management %

Other Tasks
Assigned Available
0002 ; Cash Procedures
0003 : Checkout
0004 : shop

Q005 : Shop Support
0006 ¢ Cleaning
0007 : Skockkake

Mave Down

[Mo Tkems]

Kery

New Item Tasks window

5. Select the appropriate task(s) for the employee, by using << Add and Remove >>.
When ready, click Next.



Administr.

Torexretail

New item

Control Detal Tasks | Rotation | Pay Rate

Tmp Change
Availability List
Selected Available | Mew, Employes v
no items <= fidd Linked | [Rdd Mew]

Key

= Torexretail

New Item Rotation window

6. Select the relevant shift for the employee, by selecting it on the eight hand side of the
screen and using the << Add Linked to move the option to the employee. If there are
no rotation options available or to add new options, click [Add New] link (See the
Shifts Tab heading, on Page 34, for more information on this process. Once all of the
information has been entered, click Next.
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- Administrator
Torexretail
New item
Control Detal Tasks Rotation | Pay Rate
Basic Type
Basic Yalue [
Overtime @ 1.5 Type
Overtime @ 1.5 ¥alue | |
TOIL ¥alue [ |
Kery

__________________________________ Torexretail

New Item Pay Rate window
7. Enter the employee pay rates and click Finish to add the employee to the store.

Shifts Tab

This window allows you to add different shifts, which can then be assigned to an
employee.

mingham, -- Web Page Dialog

Shifts | Options  Draily Options

There are no items on this page

| Save Availability | Cancel Mew

Shifts window



Create a New Shift
1. Click New.

2} 1229 : Birmingham - Web Page Dialog

New item

Start Time 9:00

Stop Time 7130

shift Type Conkrack W

ApplytoMonday
ApplytoTuesday
ApplytoWednesday
ApplytoThursday
ApplytoFriday

ApplytoSaturday

ﬂﬂﬁﬁﬁﬁﬂlli

ApplytoSunday

Key

New Iltem window

2. Enter the Start and Stop Time.

3. Select the relevant days

4. When ready, click OK to save and confirm or Cancel to disregard.
5

Click Save Availability to save all the details and return to the previous screen.

Edit a Shift
1. Select the relevant day in the list and click Edit.

2. Make any applicable changes and click OK to save and confirm or Cancel to
disregard.

Delete a Shift

1. To delete a shift, select the relevant line in the list and click Delete.

2. You will be asked Are you sure you want to delete this item? Click Yes to confirm or

Cancel to disregard.
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Options Tab

The Options tab allows you to name the shift and set options pertinent to the overall
pattern. You can tell the system to ignore the minimum rest period rules for this
availability pattern by ticking the Ignore Sleep tick box, which will allow the scheduling
engine to break rules, including the European Working Time Directive, which stipulates
the minimum amount of time a person must have to themselves between shifts.

/3 069 : 069 - Mallusk -- Web Page Dialog =l
Availability Name |New Availability ;I
Max Hours 37.50
Ignore Sleep
Min Shifts b ]
Max Shifts I:l
Min Late Shifts b ]
Max Late Shifts I:l
Max Long shifts I:l
Flexi Schedule
Min Hours
Key
=

Options window

Daily Options
The Daily Options tab allows you to set the break patterns for the employee.



2 1229 : Birmingham -- Web Page Dialog

Shifts  Options | Daily Options

Day Break Pattern Min Span Max Span
Monday Default Break Pattern 0.00 0.00
Tuesday Default Break Pattern 0.00 0.00
‘Wednesday Default Break Pattern 0.00 0.00
Thursday Default Break Pattern 0.00 0.00
Friday Default Break Pattern 0.00 0.00
Sakurday Default Break Pattern 0.00 0.00
Sunday Default Break Pattern 0.00 0.00

Daily Options window

1. To edit a break pattern, select the relevant day from the list and click Edit.

) 1229 : Birmingham - Web Page Dialog

Edit item

Day Monday —

Break Pattern

Min Span

Max Span

Shift Bound

Fix Task Any bt

Move Contracted

Other Days

Guranteed Days

No Contract

ApplytoTuesday

ApplytoWednesday

ApplytoThursday 1

ApplytoFriday

Applytosaturday v
i

Edit Item window

2. Make the relevant changes and click OK to save and confirm or Cancel to disregard.
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Deleting an Employee

1. To delete an employee, select their name in the list and click Delete.

2. You will be asked to Confirm Employee Delete. Click Yes to confirm or Cancel to
disregard.

Control

1. Clicking Control will display a screen, similar to that below:

= Administrator
To rexretal I ‘Week 50 1 11 December 2006
Edit Thomas, Ian
Name Thomas, Tan
Start Date ozfotjzooe [ ]
Finish Date I P
Reason For Leaving
P45 Received
P46 Received
Kery

Edit employee window

Torexretail

2. Make any relevant changes and click OK to save and confirm or Cancel to disregard.

Transferring an employee

1. You can transfer an employee from one store to another by first highlighting the
employee on the list and then clicking Transfer. Doing so will cause a pop-up to
appear, like the one shown below:

Employes i Blue, Barbara
Source Store 1 9999 SAMPLE STORE
Destination Store lzl
Effective Date ¢ [1ejogfzon7 | .. |
Le. fisE day in
oEstnakion sfore

| Ok | | Cancel |

Employee Transfer window
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2. Select a store to move the employee to by clicking ellipse adjacent to Destination
Store. Doing so will open a new screen, like the one shown below:

Search -
Search For: & oal O ostare O starelink O Reqgion O store Group
Mo search
Filter -
Store Links ' Al (7 Store Links) Regions W 2l (& Regions)  Store Groups W Al {1 Store Group)
Forecast Cost Models . Hendersons Unassigned
001 : Defaulk Areal
Work Standards Models AreaZ
et Model Aread
Dry Model Area 4
Commodity Group Pattermns Area s
Mormal
Frading Proffle Patterns LI

Hold dowin CTRL ko select more than one itemn !

Store Forecast Cost Model Region Store Group

002 : 002 - Limavady 001 : Default Area 1 Unassigned =
029 : 029 - Ballymena 001 : Default Area 1 Unassigned

033 : 033 - Greystone 001 : Defaulk Area 1 Unassigned

045 : 045 - Ahaghill 001 : Default Area 1 Unassigned

047 : 047 - Mountsandel 001 : Default Area 1 Unassigned

052 : 052 - Randalstown 001 : Default Area 1 Unassigned

060 : 060 - Templepatrick 001 : Default Area 1 Unassigned

063 : 063 - Millburn 001 : Default Area 1 Unassigned

093 : 093 - Casterack Rd 001 : Default Area 1 Unassigned

100 : 100 - Cullybackey 001 : Defaulk Area 1 Unassigned .
028 : 028 - Dundonald 001 : Default Area 2 Unassigned

032 : 032 - Carrowdore 001 : Default Area 2 Unassigned

035 : 035 - Ashbury 001 : Default Area 2 Unassigned

042 : 042 - Mavilla 001 : Default Area 2 Unassigned

044 : 044 - Hardfiord Link 001 : Default Area 2 Unassigned

055 : 055 - Donaghades Rd 001 : Default Area 2 Unassigned

064 : 064 - Rathgael Rd 001 : Default Area 2 Unassigned

068 : 068 - Rosevale 001 : Default Area 2 Unassigned

085 : 085 - Belfast Rd 001 : Default Area 2 Unassigned

089 : 089 - Gransha 001 : Default Area z Unassigned

101 : 101 - Comber Rd 001 : Default Areaz Unassigned LI

46 stores O Cancel
Search for Store window

You can search for the store you want to move the employee to by using the Search For

box, or alternatively you can refine the list by using the central Regions list. When you

have found the store you are looking for, click on it to highlight it, and then click OK.

You will be returned to the previous screen.

3. Enter the date the employee will become effective in the new store.

4. Click OK. If there are no problems you will be returned to the employee list.
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Links
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Non-Attendance

1. To seta new absence for an employee, click Non-Attendance link.

2. A screen, similar to that below, will be displayed:

To rexretai l Administrator
Departments & Tasks Select item
Exception Codes
Name i
Eoniocty Crenshaw, Pat
Date Filter Options Phillips, Sonja
Links
i tearly Planner
Cre-Phi I
1 Torexretail

Select Item window

Clicking Yearly Planner link, will take you to the Non-Attendance Yearly Planner

screen. More information on using this screen, can be found on in the Non-Attendance
section on Page 42.

Create a New Absence

1. To create a new absence, click New.



Administrator

To rex rEtai I Week 50 ¢ 11 December 2006

New item
Name
Exception Type
Override

Stark Date 1.1
End Date (I
start Time

End Time

Key

1 Torexretail

New Item window

2. Select the relevant employee from the list and the details of the absence.

3. Once complete, click OK to save and confirm or Cancel to disregard.

Edit an Absence
1. To edit an absence, select the relevant employee from the list and click Edit.

2. Make any relevant changes and click OK to save and confirm or Cancel to disregard.

Delete an Absence

1. To delete an absence from the list, select the relevant employee from the list and click
Delete.

2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or Cancel to disregard.

Employee Details Report

1. Further information on using the Employee Details report can be found on Page 239.

Non-Attendance Report

1. Further information on using the Non-Attendance report can be found on Page
Error! Bookmark not defined..
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Non-Attendance

1. To view the Non-Attendance screen, click
“+ - Non-Attendance
]|P Revigw the non-attendance planner Far the vear

2. A screen, similar to that below, will be displayed:

Torexretail orex Adminitrator : —

Non-Attendance

Please choose from the following options:

All Show a yearly plan of absences for &ll employees.
Employees ‘fou can subsequently filter to a single employee.

Show absences for a single employee only. You can
subsequently select a different employee or show al

One absences.
Employee
Employee:
<Flease Select> v

_ Don't show any absences. You can add new
Add Only absences, or subsequently select an employee to
view their absences.

__________________________________ Torexretail

Non Attendance window
3. Selecting All Employees will load the Non-Attendance planner showing absences for
all employees in the current store.

4. Selecting One Employee will only load absences for the employee selected in the
drop-down menu.

5. Selecting Add Only will load the Non-Attendance planner without any absences
displayed. You can select individual employees or “All Employees” once the screen
has loaded.
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Administrator

Torexretail
Departments & Tasks | All Ernployees
Exception Codes MoT
Contracts Jan
Links

Feb

i} Mon-Attendance

apr
May 1 2
Jun

Jul

12 3 4 5 & 7

4 5 6 F 8 9 1011

4 5 6 7 &6 9 10 11

i& 34 56 78

6 7 8 9 10 11 12 13

304 506 F 8910

[ e o N e O

5 6 7 8 9 1011 12

2 3 4 5 6 7 8 9

v

S EMT WT F 5 8 MT W T F

g

1z

1z

9

14

11

10

9 10 11 12

13 14 15 16

13 14 15 16

1011 12 13

15 16 17 18

12 113 k¥ 15

10 11 12 13

14 15 16 17

11 12 13 14

11 12
11

13 14 15 16

13 14 15 16 17 18

17 18 19 20 21 22

118 19 20 21 22

14 15 16 17 18 19

19 20 21 22 23 24

16 17 16 19 20 21

14 15 16 17 18 19

18 (19 feiu beh b pedes peach

15 16 17 18 19 20

13 14 15 16 17 18

17 18 19 20 21 22

L1 il e RN R WY 17 18 (190 120

= S MT WTF

Kery

S S MT WTF & 8 MT

All Employees window

6. By selecting the first option, the screen will display all absences for all staff. Click
drop down menu at the top of the screen, to select an individual employee.

Key

1. Clicking Key, in the top right hand corner of the screen, will display the following

window:

Yearly Planner Legend

Bank Holiday
Key Period
I < =T p T

Labconca boyree o= AL |

I Absence on Bank Holiday I

I Absence on Key Period I

Click to Close

Yearly Planner Legend window

25 26

29 30

26 27

28 29

26 27

30 31

27 28

25 26

27 28

2. Itindicates what each colored square corresponds to. For example, any date with a
Yellow background is a Bank Holiday.
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31

25

30

28

29

27

29

28 29 30 31

29 30

29 30 31

30

28 29 30 31

30031
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Adding an Absence

44

There are 2 ways to add a new absence:
= Directly to the calendar
= Non-Attendance Link

Direct to the Calendar
1. To add an absence for an employee, click first applicable date.

2. A window will be displayed:

Add Hew Absence

Key Period Setup...

Absences window

3. Click on Add New Absence.
4. Another window will be displayed:

2 -- Web Page Dialog

New item
Name
Exception Type
Override
Start Date o7 jo7 2007 l.. |
End Date [o7io7jz007 [ ]
Start Time
End Time

Kery

New Item window

5. Select the employee Name from the list and the Exception Type.

6. Enter the relevant dates and times and click OK to save and confirm or Cancel to
disregard.



Non-Attendance Link
1. Click Non-Attendance link, on the left hand side of the screen.

2. The main screen will change and reflect the one below:

To rex reta i I Administra

Departments & Tasks Salect item

Exception Codes

Name i

Contracts Thomas, Tan

Date Filter Options

Links

if " Vearly Planner

Tho
l:l Mew I:I

—— Torexetai

Select Item window

3. Click New.
4. Enter all of the relevant information and click OK to save and confirm or Cancel to
disregard.
Editing an Absence

There are 2 ways to edit an absence:
= Directly to the calendar
* Non-Attendance Link

Direct to the Calendar
1. To edit an absence, click relevant date.
2. A window will be displayed:

Add New Absence
Delete Selected

Key Period Setup. ..

Thomas, [an - Holiday

Absence window

3. Click person’s name in the list.
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4. Make any relevant changes and click OK to save and confirm or Cancel to disregard.

Non-Attendance Link
1. Click Non-Attendance link, on the left hand side of the screen.

2. The main screen will change and reflect the one below:

& Administrator
To rex reta I I Week & ; 05 February 2007
Departments & Tasks Sealect item
Exception Codes
Name i

EOnERachs Thomas, Tan
Date Filter Dptions
Links

if Vearly Planner

Thao
i Torexretail

Select Item window

3. C(lick relevant name in the list and then click Edit.

4. Change the relevant information and click OK to save and confirm or Cancel to
disregard.

Deleting an Absence

There are 2 ways to delete an absence:
* Directly to the calendar
* Non-Attendance Link

Direct to the Calendar
1. To delete an absence, click relevant date.

2. A window will be displayed:
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Add Mew Absence
Delete Selected

Key Period Setup. ..

Thomas, [an - Holiday

Absences window
3. Tick the box, next to the relevant name.
4. Click Delete Selected option.

5. You will be asked Are you sure you wish to delete the following Absence(s)? Click
Delete to confirm or Cancel to disregard.

Non-Attendance Link
1. Click Non-Attendance link, on the left hand side of the screen.

2. The main screen will change and reflect the one below:

To rex reta i I Administral

Departments & Tasks Select item

Exception Codes

Name 1

Contracts Thomas, Ian

Date Filter Dptions

Links

if Vearly Planner

Tha
l:l Mewy I:I

—— Torexetail

Select Item window

3. (lick relevant name in the list and click Delete.

4. You will be asked Are you sure you want to delete this item? Click Yes to confirm or
Cancel to disregard.
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Adding a Key Period
1. To add a Key Period to the Calendar, click first relevant date.
2. A window will be displayed:

Add Mew Absence

Key Period Setup. ..

Absences window

3. Click Key Period Setup....

0
B pha eb Page [Malog

Kery Period Configuration

Key Period Configuration window

4. Click Add.

<X 1229 : Birmingham -- Web Page Dialog

Add new Key Period

Make Global

Start Date [11/052007 [ ]
End Date [11jos{2007 []
Description | |

Add New Key Period window

5. Enter the relevant date and name and click Save to confirm the period or click
Cancel to disregard.
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Filter

1. The filters, on the left hand side of the screen, allow you to limit the information
which is displayed on the screen.

2. Clicking Exception Codes link, displays a window, similar to that below:

Exception Codes filter

Huoliday
Sickness

i Select All | Deselect All || Invert |

| o4 | | Zancel |

Exception Codes Filter window

3. By default the screen will display all holidays and sicknesses. If you untick Holiday,
the main screen will only show Sickness. Make your selection and click OK to
confirm or Cancel to disregard.

Non-Attendance Holiday Issues

1. To access the Non-Attendance Holiday Issues, click
- _-Non-Attendance Holiday Issues
J||J Rewview any holiday entitlement issues For this week

2. A screen, similar to that below, will be displayed:
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To rex retai l i d ) Tanuary X MNon-Attendance Holiday Issues

A 1 Employee has Holiday balances outside the min or max values

JAN Thomas, [an more than maximum at 10,00

_______________________________ Torexretail

Holiday window

3. The screen indicates employees who have discrepancies with their holiday
allowances.

4. Clicking applicable name will display the Non-Attendance screen.

Non-Attendance Calc

4 - Non-Attendance Calc
1. To view the Non-Attendance Calc, click IP Manually re-calculate absence hours

2. A screen, similar to that below, will be displayed:
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Administrator

Torexretail

Absence Hours Generate

The absence system now provides pre-calculated daily absence hours records, These provide very fast access to aggregated absence tokals, and subsequently support the entitliements and balances system.
[n some cases it may be necessary to regenerate the absence hours, for example in older systems that did not provide this functionality.

Select fileset: | All Stores v

I Torexretail

Absence Hours Generate window

3. From the Select Fileset list, select the relevant store or leave it on All Stores and click
Go.

4. Depending on the stores selected, this may take some time to process.
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Balances Calc
+ _- Balances Calc
1. To view the Balances Calc, click J||J Manually re-calculate entitlernent balances

2. A screen, similar to that below, will be displayed:

Torexretail

Entitlement Balances Generate

The absence system provides a method of determining employeses' entitlement balances. These can be for holidays, absence, lieu, etc, If absence configuration that affects balances is updated, then it is
necessary to regenerate the balance information.

Select fileset: | All Stores ~
Select the balance:
Enter a date within the vear in question [29/01/07

I Torexretail

Entitlement Balances Generate window

3. From the Select Fileset list, select the relevant store or leave it on All Stores.
4. Select the relevant Balance from the list.

5. Enter an appropriate date and click Go.
6

Depending on the stores selected, this may take some time to process.
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Contract Fit

4 Contract Fit

1. To view the Contract Fit screen, click i See a graph comparing conkract fik bo workload
2. A screen, similar to that below, will be displayed:
Torexretail

Departments & Tasks

]
Tuesday Wednesday Thursday Friday Saturday
If you need assistance, please contact the Service Desk on 01438 848080 Torexretail
Contract Fit window

Clicking Departments & Tasks link, in the top left hand corner of the screen, will
display a window, similar to that below:

53



<M 1229 : Birmingham - Web Page Dialog @
Departments & Tasks filter

o000 wWhole Store

0001 : Management

0001 ¢ Admin &
IManagement

0002 : Cash Procedures

ooo2 ; Store
0004 @ Shop
0003 @ Customer Service

0003 : Checkaut

0004 : Support

0005 : Shop Support

0006 @ Cleaning
0007 @ Stocktake

I O i | Cancel |

Departments & Tasks Filter window

4. This screen allows you to alter the number of departments and tasks which are
displayed in the graph. Unticking a department. For example, Management would
remove it from the graph, altering its structure.

5. Clicking on one of the days of the week, will display the graph, with the times shown
at the bottom of the screen.

Torexretail :

Departments & Tasks

R R R L L A R R LR
100 200 SDEI 400 .00 500 7.00 900 9.00 10.00 11,00 12.00 13,00 14.0018.00 16.00 17.00 18.00 18,00 20.0021.00 22,00 23 00
view eek None| & | High( |

If you need assistance, please contact the Service Desk on 01438 848080

Torexretail

Days & Times window



6. Clicking Low, Medium and High options at the bottom of the screen, will zoom into
the graph, so that you can see it in more detail.

The < and > buttons can be used to scroll through the different times.

Click View Week link, to return to the previous screen.

Task Repair

1. To view the Task Repair screen, click
Task Repair

el
| l@ Ensure emplovees don't have tasks not configured in the
I swskem

2. A screen, similar to that below, will be displayed:

Administrator

Torexretail -

The task repair Function will remove tasks from employees' selected tasks in HR for any tasks which are not in the task structure. This is to prevent emplovess being scheduled on those tasks.
Enter belaw a €SV list of tasks that are configured in the task filter. IF an employee has a task which is not in this list, it will be removed Fram that emplayee.

1t is recommended that wou run the insertDefaultTask. sgl script on the database after this process is completed, as there may be employvees whose only task was not in the structure, and was
removed.

Entet bask codes which are in the structure: g

Task Repair window

3. Enter the relevant task codes and click Go.

4. The system will remove any tasks, whose code was not listed in the box.
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Forecasting

Forecasting
Generate forecasks .

1. To access the Forecasting module of the system, click

Budget

1. To access the Budget information for the week, click
B Budget
@ Create and madify a budget For this week

2. A screen, similar to that below, will be displayed:

Torexretail
1229 : Birmingham 3 15/01/07 ®

SUMEry | ALLOWEDHOURS LCP FI STAMDARDHOURS Customers Items Sales

ALLOWEDHOURS
LCp

Pl

STANDARDHOURS
standardCost

allowedCosk

ahsenceHours

absenceCost

ahsencePC

trainingHours

trainingCosk

o
o o |2
o o |2
a o (=]

trainingPC

o
o
=]

prermiumCost

Items

.

ale

v
Recalc |ﬂ Cancel | Apply

Budget window

3. Enter the values in the relevant fields.
4. Additional information can be found, by clicking tabs at the top of the screen.

5. Clicking @ symbol will allow you to view the next level below the Store for example,
Department.

6. Clicking @ symbol will hide that level from view.
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Target
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Torexretail A e
1229 : Birmingham 3 15/01/07

Summary | ALLOWEDHOLRS | LC

o

FI STANDARDHOLURS Cuskomers Items Sales

3 15/01/07
2 1229 : Birmingharm 0.00
& 0001 : Management 0.00

0001 @ Admin & Management
0002 : Cash Procedures
© 0002 ¢ Store

& 0003 ; Customer Service

0004 : Support

Recalc |% Cancel | Apply

Allowed Hours window

7. Click Recalc to update the screen with any changes you have made.
8. Click Apply to update the screen and to confirm the changes to the system.

9. Click OK to confirm any changes and close the screen or Cancel to disregard.

1. To access the Target information for the week, click
B Target
3 Create and modify & karget For Ehis week

2. A screen, similar to that below, will be displayed:
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Torexretail

1229 : Birmingham 3 15/01/07 ®
Summary | ALLOWEDHOLURS Lcp FI STAMDARDHOLRS Customers Items Sales
~
ALLOWEDHOURS

LCP

PI

STANDARDHOLURS

standardCost

o
o o |2
o o o
a o (=]

allowedCost

shsenceHours

absenceCost

absencePC

trainingHours

trainingCost

trainingPC

prermiumCost 0.00

— .
! I

v
Recalc |ﬂ Cancel | Apply
= Torexretail

Target window

3. Enter the values in the relevant fields.
4. Additional information can be found, by clicking tabs at the top of the screen.

5. Clicking “ symbol will allow you to view the next level below the Store for example,
Department.

6. Clicking @ symbol will hide that level from view.
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Forecast
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Torexretail A e
1229 : Birmingham 3 15/01/07

Summary | ALLOWEDHOLRS | LC

o

FI STANDARDHOLURS Cuskomers Items Sales

3 15/01/07
2 1229 : Birmingharm 0.00
& 0001 : Management 0.00

0001 @ Admin & Management
0002 : Cash Procedures
© 0002 ¢ Store

& 0003 ; Customer Service

0004 : Support

Recalc |% Cancel | Apply

Allowed Hours window

7. Click Recalc to update the screen with any changes you have made.
8. Click Apply to update the screen and to confirm the changes to the system.

9. Click OK to confirm any changes and close the screen or Cancel to disregard.

1. To access the Forecast information for the week, click
B rorecast
3 Create and modify a Forecast for this week

2. A screen, similar to that below, will be displayed:

Torexretail



Torexretail

1229 : Birmingham 3 15/01/07 @
Summary ALLOMWEDHOURS LCP P1 STAMDARDHOURS Custorers Ikems Sales
A
ALLOWEDHOURS
.
STANDARDHOURS 0.00
standardCost 0.00
allowedCost
ahsenceHours
ahsenceCost
ahsencePC
trainingHours
trainingCosk
trainingPC
premmiumCost 0.00
— -
I I v
Recalc |ﬂ Cancel M

Summary window

3. Enter the values in the relevant fields.
4. Additional information can be found, by clicking tabs at the top of the screen.

5. Clicking < symbol will allow you to view the next level below the Store for example,
Department.

6. Clicking @ symbol will hide that level from view.
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Torexretail

1229 : Birmingham 3 15/01/07 ®
SUmmary | ALLOWEDHOURS | LCP P1 STAMDARDHOURS Custorers Ikems Sales
315/01/07

& 1229 : Birmingham 0.00
@ 0001 : Management 0.00
0001 : Admin & Management
0002 : Cash Procedures
& 0003 ; Cuskomer Service

Recalc |ﬂ Cancel | Apply
= Torexretail

Allowed Hours window

7. Click Recalc to update the screen with any changes you have made.
8. Click Apply to update the screen and to confirm the changes to the system.

9. Click OK to confirm any changes and close the screen or Cancel to disregard.

Workload

n- y Workload

To view a graphical representation of the Workload, click

2. A screen, similar to that below, will be displayed:
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Administrator

Torexretail

Workload

Departments & Tasks

Monday | Tuesday

Wiew Legend

Wednesday Thursday Saturday

T Torexretail

Department & Tasks window

3. Clicking Departments & Tasks link, in the top left hand corner of the screen, will

display a window, similar to that below:

<} 1229 : Birmingham -- Web Page Dialog
Departments & Tasks filter

0000 ; Whole Stare

0001 @ Management

0001 : Admin &
IManagement

0002 : Cash Procedures

o002 @ Store

0004 @ Shop

0003 @ Customer Service

0003 : Checkaut

0004 @ Support

0005 @ Shop Support

0006 @ Cleaning

0007 : Stocktake

l Ja]4 | | Cancel |

Departments & Tasks Filter window

4. This screen allows you to alter the number of departments and tasks which are
displayed in the graph. Unticking a department. For example, Management would
remove it from the graph, altering its structure.
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5. Clicking on one of the days of the week, will display the graph, with the times shown
at the bottom of the screen.

Torexretail e ek 02 ¢

Departments 2 Tasks

T T T T T T T T T T T T
1000200 300 400 600 600 700 4.00 9.00 10,00 11.0012.0013.00 14.00 15,00 16.00 170011200 19.00 20,00 21,00 22,00 23,00
View Week Nnne an Medium High

Graph window

6. Clicking Low, Medium and High options at the bottom of the screen, will zoom into
the graph, so that you can see it in more detail.

~

The < and > buttons can be used to scroll through the different times.

©

Click View Week link, to return to the previous screen.

View Legend

1. Clicking View Legend will indicate which task each color corresponds to.

<3 Graph) Title Legend|-- Weh Page Dialog @
0001 : Admin & Management
0002 ¢ Cash Procedures
0003 ¢ Checkout

a4 : Shop

0005 ; Shop Support

0006 : Cleaning

0007 ; Stockkake

Graph Title Legend window
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Commodity Group Patterns

1. To view the Commodity Group Patterns screen, click
Commodity
__ Group
@ Patterns
Use key drivers bo define a bypical week

2. A screen, similar to that below, will be displayed:

= Administrator .
Torexretail ORI

Commod Ity Profile Editor Select fileset | Birmingham - 1229 ~ | Select pattern | Mormal v | @

) ) B.H. Monday

Customers Fuel Transactions | Items | Litreage Sales Easter Week
GF Week -

. . Mormal
Edited prafiles

@ Whaole Store : Whole Store

Birmingharm - 1229 ormal Iterns

Recalc |ﬂ Cancel | Apply

Commodity Profile Editor window

3. Select the appropriate Fileset from the menu in the top right hand corner of the
screen.

Select the appropriate pattern from the top right hand corner of the screen.

Once selected, the choice will be displayed under the Edited Profiles heading. This
displays an audit trail of your choices. The list will be reset, when you exit the screen.

o

Make any changes, clicking headings at the top of the screen.
Click Recalc to update the screen with any changes you have made.
Click Apply to update the screen and to confirm the changes to the system.

© © N o

Click OK to confirm any changes and close the screen or Cancel to disregard.
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Trading Profiles

BB Trading Profiles
. 9
1. To view and edit the Trading Profiles, click ) view and edi:trading profiles .

2. A screen, similar to that below, will be displayed:

To rex reta i l m:lminisl:ral:l::l:;IE"54

Select store
Select pattern

Select driver
Select prafile

Trading Profiles window

3. Select the appropriate Store, Pattern, Driver and Profile from the list and click
Select.

4. Alist of all the values for the selected options will be displayed.
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Torexretail

1229 : Birmingham, B.H. Monday, Customers, Whole Store

Mon Tue Wed Thu Fri Sat Sun Lo
oo:00 (00000 | [ooooo | [oooon | fpoooo | [poooo | fooooo | [ooooo |
oo:15 [oooo0 | [ooooo | [ooood | fpoooo | jpoooo | fooooo | [ooooo |
o030 (00000 | [ooooo | [ooood | fpoooo | jpoooo | fooooo | [ooooo | —
00:45 [0.0000 | [ooooo | [ooooo | [poooo | fooooo | [ooooo | [o.oooo |
ovoo [ooooo | [ooooo | [oooon | joooo | [ooooo | fooooo | [ooooo |
or:as [nooon | oooon | [nooon | poooo | [pooon ) [nooon | [oooooo |
o130 [ooooo | [ooooo | [oooon | fpoooo | jpoooo | fooooo | [ooooo |
ov45 [oooo0 | [ooooo | [oooon | fpoooo | [poooo | fooooo | [ooooo |
ozo0 [0ooo0 | [ooooo | [ooood | fpoooo | jpoooo | fooooo | [ooooo |
02:15 [o.ooo0 | [ooooo | [ooooo | [poooo | [ooooo | [ooooo | [o.oooo |
0230 [0oooo | [ooooo | [ooooo | joooo | [ooooo | fooooo | [ooooo |
0245 [nooon | [oooon | [nooon | poooo | jpooon | [nooon | [oooooo |
o300 [0ooo0 | [ooooo | [oooon | fpoooo | [poooo | fooooo | [ooooo |
ox15 [oooo0 | [ooooo | [oooon | fpoooo | jpoooo | fooooo | [ooooo |
0330 [oooo0 | [ooooo | [ooood | fpoooo | jpoooo | fooooo | [ooooo |
0345 [0.0oo0 | [ooooo | [ooooo | [poooo | fooooo | [ooooo | [o.oooo | .

| Ok | | Cancel |

e Torexretail

List of Values window

5. Make any changes and click OK to confirm or Cancel to disregard.

Models

Models

1. To access the Models area of the system, click e .

2. A screen, similar to that below, will be displayed:
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(- Administrator
Torexretail k22 07 Log off
Select item
Name T Notes UserId
Global Model Administrator
Large Model Administrator
Mediurn Madel Administrator
Small Stare Model Administrator
Glo-Sma I
i et e Tk ek s

Models window

Add a New Model

1. To add a new model, click New.

2. Enter all of the relevant information and click OK to save and confirm or Cancel to

disregard.

Edit a Model

1. To edit a model, select the relevant model from the list and then click Edit.

2. Make the relevant changes and click OK to save and continue or Cancel to disregard.

Delete a Model

1. To delete a model, select the relevant model from the list and then click Delete.

2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.
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Departments

Add a Department Link

1. To add a Department Link, select the applicable department and click Edit, at the

bottom of the screen.

2. A screen, similar to that below, will be displayed:

To rex reta i I ndmi":ﬂrat“:r 22 January 2007

Edit item

Dept 0004 ¢ Support

Groups

Selected
no items << Add

Remaove >

Move LUp

Mave Down

—& 0001
—e 000z

—® 0004

—e 0007

W yhole Store @ Whole Store
1 Grocery
: Produce
—e 0003

Frozen

: Bread
—& 0005 :
—e 0006 ;

Drairy

Stationary fMews

1 Gaeneral Non-Food
—& 0005 :

Confectionery

Available

Cancel

Departments window

3. Click relevant Group on the right hand side of the screen and then click << Add.

4. The relevant Group will be moved to the left hand side of the screen.

Note: Selecting Whole Store will move all of the Groups
from the right hand side of the screen to the left.

5. To confirm the changes, click OK at the bottom of the screen or Cancel to disregard

any changes.

Remove a Department Link

1. Toremove a Department Link, select the applicable department and click Edit, at the

bottom of the screen.

2. Click relevant Group on the left hand side of the screen and then click Remove >>.

The relevant Group will be moved to the right hand side of the screen.

Note: Selecting Whole Store will move all of the Groups
from the left hand side of the screen to the right.

4. To confirm the changes, click OK at the bottom of the screen or Cancel to disregard

any changes.
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Tasks

70

Move Department Links

1. To change the order of a Department Link, select the applicable department and click
Edit, at the bottom of the screen.

2. Click relevant Group, on the left hand side of the screen and then click Move Up or
Move Down to change the order.

3. To confirm the changes, click OK at the bottom of the screen or Cancel to disregard
any changes.

To edit the task, click Edit Tasks.

2. A screen, similar to that below, will be displayed:

To rex reta i l Adminis'zrat‘:.-"-;‘ee 2 January 2007

Select item

Task 1 Notes MinHours
0001 : Admin & Management
0002 ; Cash Procedures
0003 ¢ Checkout
0004 : Shop
0005 : Shop Support
0006 : Cleaning
0007 : Stockkake

UDU-UDDI

[ | o] C =

Tasks window
Task Links

Add a Task Link

1. To add a Task Link, select the applicable department and click Edit, at the bottom of
the screen.

2. A screen, similar to that below, will be displayed:



To rex retai I ; eek 4 | 22 January 2007

Edit item
-
Task 0007 : Stockkake
Rules
Selected Available
o e Sock Rk
Busy Times First
Checkaut Min Cover
e R Opening Times
Quiek Times Firsk
Stackkake
Groups
Selected Available
no items W ywhole Store @ Whole Store ~

—& 0001 : Grocery
—=& 0002 : Produce
—e 0003 ; Frozen

Lo 0004 ;Breac
—& 0005 : Dairy
—& 0006 : Stationary/Mews
—=& 0007 : General Mon-Food
& 0003 : Confectionery v =

Edit Item window

3.

4

5.

Click relevant Rules / Groups or Elements, on the right hand side of the screen and
then click << Add.

. Your selections will be moved to the left hand side of the screen.

Note: Selecting Whole Store will move all of the Groups
from the right hand side of the screen to the left.

To confirm the changes, click OK at the bottom of the screen or Cancel to disregard
any changes.

Remove a Task Link

1.

To remove a Task Link, select the applicable task and click Edit Task Links, at the
bottom of the screen.

Click relevant Rules / Groups or Elements on the left hand side of the screen and
then click Remove >>.

Your selections will be moved to the right hand side of the screen.

Note: Selecting Whole Store will move all of the Groups
from the left hand side of the screen to the right.

To confirm the changes, click OK at the bottom of the screen or Cancel to disregard
any changes.
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Rules

72

Move Task Links

1. To change the order of a Task Link, select the applicable task and click Edit Task
Links, at the bottom of the screen.

2. Click relevant Rules / Groups or Elements, on the left hand side of the screen and
then click Move Up or Move Down to change the order.

3. To confirm the changes, click OK at the bottom of the screen or Cancel to disregard
any changes.

Task Constraints

1. To view the Task Constraints, click Task Constraints.

Add a Task Constraint
1. To add a new Task Constraint, click New.

2. Type in the relevant information and click OK to save and continue or Cancel to
disregard.

Edit a Task Constraint
1. To edit a Task Constraint, select the appropriate Task from the list and click Edit.

2. Change the relevant information and click OK to confirm or Cancel to disregard.

Delete a Task Constraint

1. To delete a Task Constraint, select the appropriate Task from the list and click
Delete.

2. You will be asked Are you sure you want to delete this item? Either click on Yes to
confirm or No to disregard.

1. To view the Rules, select the applicable Model and click Edit Rules.

Edit the Rules
1. To edit a Rule, select the applicable Rule and click Edit.

2. Change any relevant information and click OK to confirm or Cancel to disregard.

Edit Daily Options

1. To edit the Daily Option, select the applicable Rule and click Edit Daily Options.
2. Select the applicable day and click Edit.

3. Make the appropriate changes and click OK to confirm or Cancel to disregard.



Elements

1. To view and edit the work elements for the system, click
Elements
View and edit wark elements

2. A screen, similar to the one below, will be displayed:

To rex reta i I Administrator
Select item fod ]
Element i EffectiveDate Fixed FreeForm
0001 ; Admin & Management 01/01 06 true False
000z ¢ Cash Procedures 01/0106 true False
0003 ¢ Checkout 01/0106 true False
0004 @ Grocery 010106 krue False
0005 : Frozen 010106 true False
0006 © Dairy 010106 true False
0007 ; Bread 01/01 06 true False
0005 ¢ Produce 01/0106 true False
0009 : Stationary fMews 01/0106 true False
0010 ¢ General Mon-Food 010106 krue False
0011 ¢ Confectionery 010106 true False
0012 : Cigarettes & Tobacco 010106 true False
0013 : Meat 010106 true False
0014 ; Waste Packaging 01/01 06 true False
0015 POS 01/0106 true False
0016 @ Equipment Maintenence 01/01j06 true False
0017 : Waste Product 010106 true False
0018 ¢ Stack Contral 010106 true False
0019 : Cleaning 010106 true False
0020 ; Stocktake 01/01 06 false true
[oon-o02 [an2-002

Edit Master List l:l Print Page Create Report l:l
I Torexretail

Elements window

Finding an Element

To locate an element, on any of the pages, you can use the Find box, in the top right hand
corner of the screen.

Note: This Find box is case sensitive. For example, if you are
trying to find the word Confectionary, and you search for
the Confectionary, the correct result will not be displayed.

1. Type in the required word and click Go.
2. Any results will be displayed.
3. Delete the word and click Go again, to return to the full list of elements.
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Add an Element
1. To add an element to the system, click Edit Master List at the bottom of the page.
2. Alist of all of the Work Elements will be displayed.
3. Click Add New, at the bottom of the page.

Note: It is advisable to begin each code number with leading
0’s for example, Instead of 20, write 0020. This will ensure
the list is displayed in numerical order on the main element

page.

On each line, type in the relevant Code, Name and any Notes.

See the Import section below for further information on importing the element data
into the system.

6. Once complete, click OK, at the bottom of the screen to confirm the changes or
Cancel to disregard them.

Import

This function allows you to import data from a Microsoft Excel spreadsheet, into the
system.

1. To Import a list of elements, ensure that you have clicked on the Edit Master List.
2. Click Add New.

3. Click Import from File.

4

A screen, similar to that below, will be displayed:

Torexretail

Import Elements from Excel File

Code

Mame

Date

|
|
Hotes |
|
|

Yalue

Location ‘ Browse..

‘OK‘ Cancel | Impork ‘

e Torexretail

Import window

5. Enter the Sheet Name, from the Excel Spreadsheet, for each of the elements.
6. Enter the Column, from the Excel Spreadsheet, for each of the elements.

74



7. Enter the Start Row, from the Excel Spreadsheet, for each of the elements.
8. Either type in the location for the Excel Spreadsheet or click Browse.

Choose file @
Look in: l @ Desktop j - 2 ﬁ( =
3. DMy Documents
& J My Computer
My Recent My Network Places
Documents P
@_]Import.xls

Desktop

My Documents

oL
My Computer
G € 0 )
> |[ J 5
My Network File name: v Open I
Places
Files of type: ]AII Files [*.%) _:] Cancel

Choose File window

9. Once the correct file is located, select it and click Open.

10. When all of the information is completed and the Import file has been located, click
Import at the bottom of the screen.

11. Once the Import is complete, a message will be displayed stating the Import
completed successfully.

12. Click OK to return to the previous screen.

Searching for an Existing Element in the Master List

The Element Master list also contains a Search box in the top right hand corner of the
screen. It will look similar to that below:

seach n ok [Code 9 || 3ol |

Search on Column window

This Search box allows you to search on 4 columns:
= Code

= ID

* Name

Notes

Select the appropriate column from the list.
Type the relevant word, into the Search box.
Click Search.

The results will be displayed in the main screen.

S A

Click Show all to display all of the elements again.
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Edit an Element

1. To edit an existing element, click Edit Master List.
2. Change the text for the appropriate element.

3. To confirm the changes, click OK at the bottom of the screen or Cancel to disregard
any changes.

Delete an Element
1. To delete an element from the list, click Edit Master List.

Note: You are only able to delete elements on the page

currently being displayed. Repeat the process below on each
applicable page.

2. Click in the Delete tick box, next to each of the elements you want to remove on the
page.
Click Apply, at the bottom of the screen.

4. You will be asked Are you sure you want to delete the selected elements? Click on
OK to confirm or Cancel.

Element Links

Add an Element Link
1. To add an Element Link to an element, click Element Links, at the bottom of the
screen.

2. A screen, similar to that below, will be displayed:

Torexretail
Edit item
Element 0021 : Househald Appliances
Groups
Selected Available
noitems B whole Store : Whole Store )
—e 0001 : Grocery
[—=& 0002 : Produce
— 0003 : Frozen
—& 0004 : Bread
—® 0005 : Dairy
— 0006 : Stationary Mews
[— 0007 : General Mon-Food
e 0003 : Confectionery vy

Element Links window
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Print Page

3. (Click relevant Group on the right hand side of the screen and then click << Add.

4. The relevant Group will be moved to the left hand side of the screen.

Note: Selecting Whole Store will move all of the Groups
from the right hand side of the screen to the left.

5. To confirm the changes, click OK at the bottom of the screen or Cancel to disregard
any changes.

Remove an Element Link

1. Toremove an Element Link to an element, click Element Links, at the bottom of the
screen.

2. Click relevant Group on the left hand side of the screen and then click Remove >>.

3. The relevant Group will be moved to the right hand side of the screen.

Note: Selecting Whole Store will move all of the Groups
from the left hand side of the screen to the right.

4. To confirm the changes, click OK at the bottom of the screen or Cancel to disregard
any changes.

Move Element Links

1. To change the order of an Element Link, click Element Links, at the bottom of the
screen.

2. Click relevant Group, on the left hand side of the screen and then click Move Up or
Move Down to change the order.

3. To confirm the changes, click OK at the bottom of the screen or Cancel to disregard
any changes.

1. Clicking Print Page will bring up a standard print dialog box, asking which printer
you want to send the page too.

2. Select the appropriate Printer and then click OK.

A list of all of the elements on the selected page will be printed. The store name and
number will be displayed at the top of the printed page.

4. The printout will look similar to that below:
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1229 : Birmingham Pagelofl
Element 1 EffectiveDate Fixed FreeForm
0001 : Admin & Management 01/01/05 trus falsa
0002 : Cash Procedures 01/01/06 true false
0003 : Checkout 01/01/05 trus falsa
0004 : Grocery 01/01/D5 true false
0005 : Frozen 01/01/05 trus falsa
0006 : Dairy 01/01/D5 true false
0007 : Bread 01/01/05 trus falsa
{0008 : Produce 01/01/06 true false
10009 : Szationany/News 01/01/06 true falsa
0010 : Generzl Non-Food 01/01/06 true false
{011 : Confectionery 01/01/06 true false
0012 : Cigaratres & Tobacoo 01/01/05 true false
0013 : Meat 01/01/06 true false
0014 : Waste Packaging 01/01/D5 true false
0015 : POS 01/01/06 true fals=
0016 : Equipment Maintenence 01/01/06 true false
{0017 : Waste Product 01/01/06 true false
{018 : Stock Control 01/01/06 true false
0019 : Cleaning 01/01/06 true falsa
0020 : Swockizke 01/01/06 false true

Print window

Create Report

1. To export all of the information, for each element, into an Excel spreadsheet, click
Create Report.

2. You will be asked if you want to Open, Save or Cancel the report.

File Download x|

Do you want to open or save this file?

@ j Mame: report.xls
1H1 Type: Microsaft Excel Warksheet

Fram: localhost

=i l’ Save ]l Cancel |

harm wour computer, [ pou do not trust the source, do not open o

@ "While files from the Intermet can be uzeful, some files can potentially
zawe thiz file. What's the risk?

File Download window

3. Click Cancel to stop the report from being created.

4. Click Save to store the report on your computer, to be viewed later.
5. Click Open to have the report open directly into Microsoft Excel.

6. The report will look similar to that below:
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Al B | C | D [EE | F [ G [H

| 1_|Work Elements Report Run Date: 03/01/07 Page 1

2
| 3 | Work Eemem Eective Date SCRI-PT SMV Driver Frequency
| 4 | 0001 : Admin & Management 010108 £ 514 No Driver 6: Once Per Day

5 | 0011 : Confectionery o1/01.08 ” 00550 ftems  5:Once Per Week
E 0009 : StationaryMews 010106 ¢ 017 tems 5: Once Per Week
| 7 | |0002: Cash Procedures 010108 r 220 No Driver 6: Once Per Day
| 8 | 0007:Bread B1/0108 r 005 ftems  5:Once Per Week
| 9 | 0003: Checkout 10108 r 083 Customers 5: Once Per Week
(10 | 0014 : Waste Packaging B10106 4 157.20 No Driver 6: Once Per Day
11 | 0015:POS B10108 I 99 No Driver 6: Once Per Day
|12 | 0008 : Produce 10108 r 015 tems 5: Once Per Week
113 | |0005: Frozen 010108 ¥ 05120 ftems  5:Once PerWeek
114 | 0004 : Grocery 010108 I 0.30 ftems  5:Once Per \Week
15| 0013 : Meat "B1:01/08 ¥ 20250 ftems  5:Once Per Week
16 | 0006 : Dairy B10108 r 020 ftems  5:Once Per Week
17 | | 0012: Cigarettes & Tobacco 010108 r 014 ftems  5:Once Per Week
|18 | 0016 Equipment Maintenence 010106 r 108 No Driver 6: Once Per Day
|19 | 0017 : Waste Product 010108 r 165 No Driver 6: Once Per Day
120 | 0019: Cleaning 010108 r 120 No Driver 6: Once Per Day
|21 | 0018: Stock Control B1m106 r 130 No Driver 6: Once Per Day
| 22 | 0020: Stocktake 10108 Jif(store params Stocktake =1 ,0,3226 .80)/80;

23

Create Report window

Add an Item to the Element

1. To add an item to the selected element, click Edit.
2. Click New.

3. A screen, similar to that below, will be displayed:

To rexretai l Administrator
New item
Element 0003 ¢ Checkout
EffectiveDate [ooo |
Fixed
FreeForm
Value C—
Driver Frequency
Edit list...
Key

New Item window

4. Enter all of the applicable information and click OK to save your changes or Cancel
to disregard.
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Edit an Item

Frequency List
1. Clicking Edit List... link, will display a screen, similar to that below:

To rex reta i I Administrator

Select item rd ]
GROUPNAME SECTIONNAME D YALUE i

FCSDESC STORE PARAMETERS 1 1t Default

FCSDESC STORE PARAMETERS 3 Z . AIP

FCSDESC STORE PARAMETERS 4 31 ATY

FCSDESC STORE PARAMETERS & 4:LPS

FCSDESC STORE PARAMETERS = 51 Once Per week

FCSDESC STORE PARAMETERS 7 & ; Once Per Day

16 I

Frequency List window

Add a Frequency
1. To add a frequency, click New.
2. Enter an ID and Value.

3. Click OK to save and continue or Cancel to disregard.

Edit a Frequency
1. To edit a frequency, select an applicable one from the list and click Edit.

2. Make any changes and click OK to save and continue or Cancel to disregard.

Delete a Frequency
1. To delete a frequency, click applicable line and click Delete.

2. You will be asked Are you sure you want to delete this item? Click Yes to confirm or
No to cancel.

To edit an item, select an element and click Edit.
2. Select the applicable Item and click Edit.

Make any changes and when ready, click OK to save your changes or Cancel to
disregard.

Delete an ltem
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To delete an item, select an element and click Edit.
Select the applicable item and click Delete.

You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.

Store Parameters
Store Parameters
1. To view the Store Parameters, click “ Create or edit store specific rules

2. A screen, similar to that below, will be displayed:

To rex retai I I . 14 Janua Store Parameters
Select item

Filesetld StoreParameter i EffectiveDate Yalue
Global 001 : Mumber of Cash Desks 0.0
Global 002 : Mumber of Entertainment Desks 0.0
Global 003 : Entertainment is Part of Cash Desk 0.0
Global 004 : Mumber of Entrances 0.0
Global 005 ¢ Mumber of SalesFloors 0.0
Global 006 ! Salesfloor Area 0.0
Global 007 : MonEntTtems 0.0
Global 003 : Entltems 0.0
Global 009 : Lift ba Stockroom 0.0
Global 010 : Difficulty Fackar 0.0
Global 011 : Mumber of DC Deliveries 0.0
Global 012 : Total Trading Haurs 0.0
Global 013 : Tokal Operating Hours 0.0
lobal 014 : Template Type 0.0
Global 015 : Once Per Week, 0.0
Global 016 : Clusker 0.0
Global 017 : OCH Fill Percent 0.0
Global 018 ! Clathing Band Hours 0.0
Global 019 : Contracted Hours 0.0
Global 020 : Base Hours 0.0
00i-020 I 021-034

o |

Store Parameters window

Finding a Parameter

1. To locate a Parameter, on any of the pages, you can use the Find box, in the top right
hand corner of the screen.

Note: This Find box is case sensitive. For example, if you are
trying to find the word Confectionary and you search for the
word confectionary, the correct result will not be displayed.

2. Type in the required word and click Go.
3. Any results will be displayed.
4. Delete the word and click Go again, to return to the full list of elements.
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Add a Parameter
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1. To add a parameter to the system, click Edit Master List at the bottom of the page.
2. Alist of all of the parameters will be displayed.

Torexretail T i ra—

Add New Store Parameters

‘OK‘ Cancel | Imnport From File |

- Torexretail

Add a Parameter window

3. Click Add New, at the bottom of the page.

Note: It is advisable to begin each code number with leading
0’s for example, Instead of 20, write 0020. This will ensure
the list is displayed in numerical order on the main element

page.

4. On each line, type in the relevant Code, Name and any Notes.

See the Import section below for further information on importing the element data
into the system.

6. Once complete, click OK, at the bottom of the screen to confirm the changes or
Cancel to disregard them.

Import

1. This function allows you to import data from a Microsoft Excel spreadsheet, into the
system.

To Import a list of parameters, ensure that you have clicked on the Edit Master List.
Click Add New.

Click Import from File.

o~ DN

A screen, similar to that below, will be displayed:



Torexretail

Code ‘

Mame ‘

Hotes ‘

Location Browsze.

‘OK‘ Cancel | Import ‘

Import Store Parameters window

Torexretail

6. Enter the Sheet Name, from the Excel Spreadsheet, for each of the elements.
Enter the Column, from the Excel Spreadsheet, for each of the elements.
Enter the Start Row, from the Excel Spreadsheet, for each of the elements.

Either type in the location for the Excel Spreadsheet or click Browse.

Choose file @

© © N

Laok in: | {2} Desktop ~| « & ek ER-
; ‘: \DMV Documents
3 :‘ My Computer
My Recent | €Jmy Network Places
Documents >
— & 1mport..xis
r L'
Desktop
My Documents
e
My Computer
Y < >
My Network  File name: [ | Open I
Places
Files of type: IAII Files () L] Cancel I
/

Choose File window

10. Once the correct file is located, select it and click Open.
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Edit a Parameter

11.

12.

13.

When all of the information is completed and the Import file has been located, click
Import at the bottom of the screen.

Once the Import is complete, a message will be displayed stating the Import
completed successfully.

Click OK to return to the previous screen.

Searching for an Existing Parameter in the Master List

The Parameter Master list also contains a Search box in the top right hand corner of the
screen. It will look similar to that below:

Search on column | Code % Search ’| Show all J

Search on Column window

This Search box allows you to search on 4 columns:

SO A

Code

ID

Name

Notes

Select the appropriate column from the list.
Type the relevant word, into the Search box.
Click Search.

The results will be displayed in the main screen.

Click Show all to display all of the parameters again.

To edit an existing parameter, click Edit Master List.
Change the text for the appropriate parameter.

To confirm the changes, click OK at the bottom of the screen or Cancel to disregard
any changes.

Delete a Parameter
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1.

To delete a parameter from the list, click Edit Master List.

Note: You are only able to delete parameters on the page
currently being displayed. Repeat the process below on each
applicable page.

Click in the Delete tick box, next to each of the elements you want to remove on the
page.
Click Apply, at the bottom of the screen.

You will be asked Are you sure you want to delete the selected elements? Click on
OK to confirm or Cancel.



Store Groups

Items

1. To view the Store Groups, click Edit Store Groups.

Add a Store Group
1. To add a Store Group, click New.

2. Type in the relevant information and click OK to save and continue or Cancel to
disregard.

Edit a Store Group
1. To edit a Store Group, click ¥ icon, to the left of the applicable group.

2. Change the relevant information and click OK to save and continue or Cancel to
disregard.

Delete a Store Group

1. To delete a Store Group, tick the Delete? Tick box, to the right of the applicable
group.
Click OK.

3. You will be asked Are you sure you want to delete the selected items? Click on OK
to confirm or Cancel to disregard.

1. To view the items, select an applicable Store Parameter from the list and click Edit.

2. Select the applicable store from the list and click Edit.

Add an Item
1. Toadd an Item, click New.

2. Type in the relevant information and click OK to save and continue or Cancel to
disregard.

Edit an Item
1. To edit an Item, click Edit.

2. Change the relevant information and click OK to save and continue or Cancel to
disregard.

Delete an Item
1. To delete an Item, select the applicable item in the list and then click Delete.

2. You will be asked Are you sure you want to delete the selected items? Click on Yes
to confirm or No to disregard.
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6
eClearview!

B  eCLEARVIEW!
1. To access the eClearview module, click &P Central Budgeting Modules .

KPI Report Library

The KPI Report Library operates in the same way as the Report Library, found in the KPI

section of the system. The only difference is that you must choose your Forecast, before
running the report (see the screen below).

To rex reta i l Administrator
Select forecast
() default Adrministr ator 03-Aug-2005
() Store Performance Report Administratar 26-May-Z006
Display || Edit | Mew | Delete | | Copy
i Torexetail
Select Forecast window

g KPI Report Library
1. To access the KPI Report Library, click Select and edit reports

2. For more information on how this area of the system operates, see page 7 of this
document.
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eClearview!

B  eCLEARVIEW!
1. To edit or create a new forecast, click £ Central Budgeting Modules .

2. A screen, similar to that below, will be displayed:

2 Admi trator

Torexretail r— Log off
Forecast Administrator

el Enterprise 2006 Enterprise 2006 1

(a] Enterprise 2007 Enterprise 2007 1

(ol Birmingham 2007 1229 ; Birmingham zo07

(&) Birmingham Q1 1229 : Birmingham 2007 1

(o] Coventry Q1 1002 : Coventry 2007 1

[New| Edie| [Defeter| (G| | [~ Select view — ] | Bakches | Reporting || Home

Forecast Administrator window
3. This screen displays a summary of each forecast, including the Name, Description

(Notes), Company level selected and the Date, which was selected in the forecast.

Create a New Forecast
1. To create a new forecast, click New, at the bottom of the screen.

2. A screen, similar to that below, will be displayed:
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Administrator

Torexretail

‘Week 45 : 03 December 2006

New item

Name | |

Notes UserId | Administrator v | ReadAccess WriteAccess |:t

Icon

ElementLevel E]
Status Mo Standard Hours v
Code find | DateRange

2006 Period 1
Week 1 29/01/06
week 2 05{02/06

Enterprise
0304 : Bognor Reqgis
0343 : Kingston

0445 : Uckfield Week 3 12/02/06
1229: Birmingham Week 4 19/02/06
1454 : Witney 2006 Period 2
0765 : Cheftenham Week 5 26/02/06
week 6 05/03/06 i
S >

- Torexretail

New Item window

1. Enter a name for the forecast in the Name field, at the top of the screen.

2. Any additional information about the forecast can be entered in the Notes field.

3. The next three fields, define the permissions to interact with the forecast for example,
— Userld - Who created the forecast
— ReadAccess - Which level of user can view this forecast
—  WriteAccess - Which level of user can edit this forecast

4. Ticking the ElementLevel box, will allow detailed information to be displayed in the
forecast.

Note: Viewing a forecast, which has the ElementLevel box
ticked, may take some time to process, due to the amount of
information to display.

5. Under the heading Code, click level that you want to be included in this forecast. For
example, if you wanted all of the stores to be included, you would click main
company name at the top of the list. If you wanted an individual store to be included,
you would click on its name in the list. When you click name, it will become
highlighted.

6. There is a search box, just to the right hand side of the Code box. To locate a name,
type it in the blank field and click Find, to locate the first instance of the name in the
list. Click Find again, to show the second instance in the list and so on.

7. Inthe DateRange field, select the relevant dates for the forecast. For example,
Selecting 2006, would select all of the months and weeks in that year. Selecting Week
2 would only select that week. Clicking relevant date will highlight it.

8. Once you have confirmed that all of the information is correct, click OK at the
bottom of the screen.
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Edit a Forecast
1.

You will be returned to the main forecast screen, with the newly created forecast in
the list.

To edit an existing forecast, click circular button next to the relevant forecast. The
row should become highlighted.

Click Edit, at the bottom of the screen.

All of the forecast information will be displayed. Edit the information, as
appropriate, and then click OK to save and return to the main forecast screen.

Delete a Forecast

Copy a Forecast
1.

Interactive Mode

90

1.

4.

4.

To delete an existing forecast, click circular button, next to the relevant forecast. The
row should become highlighted.

Click Delete, at the bottom of the screen.

A preview of this forecast will be displayed. If you are sure you want to delete this
forecast, click Yes. The system will delete the forecast and you will be returned to the
previous screen.

Otherwise, click No to return you to the previous screen.

To copy an existing forecast, click circular button, next to the relevant forecast. The
row should become highlighted.

Click Copy, at the bottom of the screen.

A duplicate of the selected forecast will now be created, with “Copy of” in front of the
forecast title. For example, If the original forecast was called “All Stores’, copying it
would create a second forecast called “Copy of All Stores’.

You can now edit the copied forecast (See Edit a Forecast) and rename or edit it.

To access and edit the Interactive Mode information to be applied to a Forecast:

1.
2.

Select the appropriate Forecast.

Click drop down menu at the bottom of the screen and select Interactive Mode.

AModetfing
Interactive Mode
Fasks

Generate workload

Mews | Edit | Delste | Copy | | [-- Select view — =l | Batches Reporking || Home|

Torexretail

Interactive Mode window

3.

Adjust the relevant information and click Recalc at the bottom of the screen. This will
apply the updated information to the Forecast.



Torexretail 3
Report 1 =

Summary | ALLOWEDHOURS LCP PI STANDARDHOURS Flex standardCost  alowedCost  absenceHours  absenceCost  absencePC  trainingHours  trainingCost  trainingPC  premiumCost  Tkems
¥ Base

ALLOWEDHOURS
"
allowedCost
shsenceHours
s

< |

Report window

4. Click OK to confirm the changes and return to the Forecast screen or Cancel to
disregard any changes.

Note: Recalculating the Interactive Mode information may
take some time, depending on the size of the selected
Forecast. It may be quicker to choose one of the smaller
Budget Hours or Budget Cost Modes, if the relevant
information is contained there.

Budget Hours Mode
To access and edit the Budget Hours Mode information to be applied to a Forecast:
1. Select the appropriate Forecast.
2. Click drop down menu at the bottom of the screen and select Budget Hours Mode.

Interactive Mode
Fasks
Generate workload

Mew | Edit| Delete | [Copy | | [ Select view — =] | _Batches | Reporting || Home |

Torexretail

Budget Hours Mode window

3. A simplified view of the Interactive Mode will be displayed.
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i Administrator
Torexretail i 4 ; 26 November 2006
Report 1 - Budget Hours Mode °
SURmary ALLOWEDHCOURS FI STAMDARDHOURS
ALLOWEDHOURS 2,498,253
PI 100,00
STANDARDHOURS Z,4958.25
MINHOURS 0.00
MAXHOURS 0.00
FLEXBASE 794.00
ITEMS 68,996
SALES 391,731
absenceHours
trainingHours
Recalc |% Cancel | Apply

Budget Hours Mode Report window

4. Adjust the relevant information and click Recalc at the bottom of the screen. This will
apply the updated information to the Forecast.

5. Click OK to confirm the changes and return to the Forecast screen or Cancel to
disregard any changes.

Budget Cost Mode

1. Select the appropriate Forecast.
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2. (Click drop down menu at the bottom of the screen and select Budget Cost Mode.

7
Inkeractive Made
Fasks

Generate workload
Mew | Edit Delete Copy ||-- Select View - 'I | Batches

Budget Cost Mode window

Reporting || Home |

Torexretail

3. A simplified view of the Interactive Mode will be displayed.



Administrator

Torexretail 002

Report 1 - Budget Cost Mode ®

Summary LZP
LCP 4.10
FLEXBASE 794,00
ITEMS 88,996
SALES 391,731
standardCost 16,047.16

allowedCost 16,047,186

premmiumCost 0.0

additionalCost _

=]}

Recalc |ﬂ Cancel | Apply
= Torexretail

Budget Cost Mode Report window

4. Adjust the relevant information and click Recalc at the bottom of the screen. This will
apply the updated information to the Forecast.

5. Click OK to confirm the changes and return to the Forecast screen or Cancel to
disregard any changes.

Generate Workload
1. Select the appropriate Forecast.

2. Click drop down menu at the bottom of the screen and select Generate Workload.

Hours
Cosks

Aacetbing
Trkeractive Mode
rasis
Gersrats worklosd
Mew | Edit| Delete | copy ||--Se|ect View — =1 | Batches Reporting || Home |

Torexretail

Generate Workload window

3. The system will automatically generate a workload for the selected forecast. Once it
is complete, you will be returned to the Forecast list.

Note: The Generate Workload process may take some time,
depending on the size of the selected Forecast.

Batches

1. Clicking Batches, takes you to the main Batch Manager area of the system. For
further information on the batches process, see Page 94 of this User Guide.
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Reporting
1. Clicking Reporting, takes you to the main Reports area of the system. For further
information on the reporting process, see Page 7 of this User Guide.

Batch Manager

B Batch Manager

s .
1. To access the Batch Manager, you should click e Manage CLEARVIEW biatch jobs

2.

Torexretail

A screen, similar to that below, will be displayed:

Administrator

Batch Forecast Administrator

Batch Manager

There are no saved batch jobs

Completed (25)

w1 ) s | e

[ ) GQuarter 4 Apply set values  Wed Mov 29 11:37:31 GMT 2006 Wed Mov 29 11:37:32 GMT 2006 Wed Mow 29 11:37:43 GMT 2006 11,843 sec 11,547 sec  a&lc-001399
9] Quarter 4 Apply set values  Wed Mov 29 11:40:46 GMT 2006 Wed Nov 29 11:40:47 GMT 2006 wwed Nov 29 11:40:50 GMT 2006 3,469 sec FE19sec  alc-001399
O Kingston 1 Hours generation Wed Mowv 29 11:41:22 GMT 2006 Wed Nov 29 11:41:27 GMT 2006  ‘wed Nowv 29 11:41:36 GMT 2006 14,094 sec 8.422 sec  alc-001399
() Kingston 1 Mew bakch Wed Mow 29 11:41:27 GMT 2006 Wed Nov 29 11:41:27 GMT 2006  Wed Mow 29 11:41:37 GMT 2006 10,453 sec 10.328 sec alc-001399
® GQuarter 4 Apply set values  Wed Mow 29 11:42:34 GMT 2006 Wed Nov 29 11:42:35 GMT 2006 Wed Mowv 29 11:42:33 GMT 2006 3,359 sec 3.125sec  alc-001399
4] GQuarter 4 Apply set values  Wed Mov 29 11:42:47 GMT 2006 Wed Nov 29 11:42:47 GMT 2006 Wed Mov 29 11:42:50 GMT 2006 3.078 sec 2.65% sec  alc-001399
5] Guarter 4 Apply set values  Wed Moy 29 11:42,55 GMT 2006 Wed Nov 29 11:42:55 GMT 2006  WWed Nov 29 11:435:01 GMT 2006 3,203 sec 3,047 sec  alc-001399
e Quarter 4 Apply set values  Wed Moy 29 11:43:05 GMT 2006 Wed Nov 29 11:43:05 GMT 2006  wwed Nov 29 11:43:08 GMT 2006 3.515 sec 3.375sec  alc-001399
(] Quarker 4 Apply sek values  Wed Mov 29 11:43:30 GMT 2006 Wed Now 29 11:43:30 GMT 2006 \Wed Now 29 11:43:33 GMT 2006 2,590 sec 2,750 sec  alc-001399
O GQuarter 4 Apply set values  Wed Mow 29 11:44:23 GMT 2006 Wed Nov 29 11:44:23 GMT 2006 Wed Mowv 28 11:44:27 GMT 2006 3,375 sec 3.235sec  alc-001399

Batch Forecast Administrator window

Create a New Batch Job
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1.
2.

To create a new Batch job, click New at the top of the screen.

A screen, similar to the one below, will be displayed:

B

Torexretail



Administrator

Torexretail ‘Week 44 ¢ 26 November 2006
Batch Forecast Editor

Name |New hatch

Forecast Flease select,.. v

There are no batch activities assigned

Flease select, ., e ﬂ || | | % Cancel

T Torexretail

Batch Forecast Editor window

3. First, type a relevant name for this job, in the Name field at the top of the screen.
4. Select the appropriate Forecast from the list.

5. You now need to add the activities to be processed. See below.

Add a Batch Activity

1. To add multiple Activities to the list for processing, repeat each procedure below as
many times as required for example, Follow the Import process to add one file and
then repeat the process to select another file.

Import
1. Toadd an Import Batch Activity to the processing list, select Import from the drop
down list.

Distributed generate hours
Standard generate hours
Generate workload
Export...

Please select, .. w | gdd

Select Import window

2. Click Add.
3. A screen, similar to the one below, will be displayed:
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Administrat

Torexretail
Import batch creator

o alofe _ateqaries Ve
O store Models

O Trading Profiles

Oraw Trading Profiles

[ &) Trading Profiles Weeks

() Test Date Format

® ancillary Minutes

O humber of Mainbank

O Haorne Delivery Driver Minutes
O Mo Food Minutes

(] Home Entertainment

© Fresh Mk %

@] Ttems By Checkout Main/Kiosk
O public Toilet Flag

[ @] Trolley Flag Settings

O Dept Lift Data

© News Ttems %

O Lotkery

CEFTiCASH Splits

O B'S Licensing

e Home Deliveries per week

O Basket size
O hurnber of Lines
O Skore Area §
Select file ko import | H Browse... |
ﬂ Cancel

Import Batch Creator window

4. Select the relevant Import, by clicking in the circular box to the left of the required

data.
5. Click Browse and the screen below will be displayed.
Choose file @
Look in: ![Q Desktop Ll . 33 0¥ B

v, ‘[]My Documents
4 ' My Computer
My Recent %My Network Places
Documents

Desktop

My Documents
My Computer
O & . )
o
My Network  File name: || LI Open I
=

Places
Files of type: ]AII Files (*%)

Choose File window

6. Navigate to the location of the relevant Import file. Either click file once and click
Open, or double click Import file.

7. You will be returned to the Import screen and the location of the file will be
displayed in the Select file to import field.

8. Once ready, either click OK to confirm the choice of Import or the Cancel to
disregard any selections.

9. You will then be returned to the previous screen.



Distributed Generate Hours

If you have multiple servers setup to process ePerformance data, selecting this option
will speed up the processing time by utilizing both servers.

1. To add a Distributed Generate Hours Activity to the processing list, select
Distributed Generate Hours from the drop down list.

Distributed generate hours
Standard generate hours
Generate workload
Export... I

Please select, .. s | idd

Select Import window

2. Click Add.
3. A Distributed Generate Hours Activity will be added to the list.

Standard Generate Hours

1. Toadd a Standard Generate Hours Activity to the processing list, select Standard
Generate Hours from the drop down list.

Irnport...
Distributed generate hours
Standard generate hours
Generate workload
Export... —

Please select, .. w | gdd

Select Import window

2. Click Add.
3. A Standard Generate Hours Activity will be added to the list.

Generate Workload

1. To add a Generate Workload Activity to the processing list, select Generate
Workload from the drop down list.

Ple
Irnport...
Distributed generate hours
Standard generate hours
Generate warkload
Export... I

Please select, .. w | gdd

Select Import window

2. Click Add.
3. A Generate Workload Activity will be added to the list.

Export

1. To add an Export Activity to the processing list, select Export from the drop down
list.
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Import...

Distributed generate hours
Standard generate hours
Generate workload
Export...

Please select, .. s | idd

Select Import window

2. Click Add.

3. A screen, similar to the one below, will be displayed:

Administrator

Torexretail
Export batch creator

@ Export KPI report
Select report ‘VeCIerarview Hours v

O Generate Strawman reports
Compress output into a single 2IP file |

Automatically organise files into folders ]

O Generate Element Level Report
Select report | ExcelReport -

Filename

%‘ Cancel
i Torexretail

Export Batch Creator window

Export KPI Report

1. To generate a KPI Report to the default location, c:\disks on the server running the
system, click in the circular box next to Export KPI report.

2. Inthe Select Report list, click required report.

3. Type in the name of the report in the Filename field.

4. When ready, click OK to add this Activity or Cancel to disregard any changes.
Generate Strawman Reports

The Strawman Reports display the same information as the New Summary report. See
Page 155 for further information on the content. The main difference is that this produces
a report for every Store and Area in the selected Forecast and splits the information by
Month, Quarter and Year.

1. To do this, click in the circular box next to Generate Strawman Reports.

2. Ticking the box Comclick output into a single ZIP file, will create a single file in the
default location, in the following name format Forecast Name.zip.



3. Ticking the box Automatically organize files into folders will allow the system to
move the reports into a logical folder structure. This makes it easier to view the
reports and locate relevant information. For example,

Below, we have a Forecast called All Stores. Within this, we have the Head Office. Each
Area has its own folder under the Head Office and then each Store is contained in its

relevant Area folder. If the box hadn’t been ticked, all reports would appear in one
folder.

Address |22 C\disks\allstores\Head Office\Areat e’ Go
Folders X D g ) P
- Store 1.xls = Store 2.xls R = Store 3.xls
o ~ lg] -H | Microsoft Excel Worksheet Lx'j 1 | Microsoft Excel Worksheet lg - | Microsoft Excel Worksheet
=12 disks al | 22 kB 2l | 22 KB Hill | 22 KB
= 12 Alistores i g
= [ Head Office - = Store 4.xls = = Store S.xls I = Store 6.xls
Q lg | oft Excel Worksheet ij 1 | Microsoft Excel Worksheet Lg Microsoft Excel Worksheet
) d 1 Al | 22 kB il | 22 kB
) Area2 —_ et
) Area3
) Aread
1) AreaS

Folder window

4. Once ready, click OK to confirm the changes or Cancel to disregard any actions.
Generate Element Level Report

1. This section of the screen will only be displayed if the Forecast has the Element Level
tick box ticked in the Forecast Administrator screen, see Page 88 for further
information.

Click in the circular box next to Generate Element Level Report.

In the Select report list, choose whether it should be an Excel Report or a CSV file.
Type in an appropriate Filename.

When ready, click OK.

You will be asked to select the Regions, Divisions and Stores to be included in the
report. Select the relevant option and click Next.

Torexretail o sk 5. 26 et 206
Export options for 1229 Birmingham 2007
Select regions, divisions and stores  |[fnd]

0O 1229 : BIRMINGHAM

S T o\

I Select all ” De-select All ” Invert All ] i H Next = “ Cancel I

1 Torexretail

Export Options window

7. You then need to select the Tasks to be displayed. Click relevant options and then
click Next.
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Administrator

Torexretail

Element Level Export Options for 1229 2007/08

Select task  |[fnd]
O 0001 @ Till1
O 0002 @ Till2
[0 00032 : Floor Manager
O 0004 : Assistant 1

26 November 2006

I Select Al “ De-select All II Invert Al | | < Back H Mext > || Cancel I

i Torexetail

Element Level Export Options window

8. Select the appropriate dates from the list and click Next.

To rex reta i | ndn]inis':ra't-.::; ovember 2006

Export options for 1229 2007/08

Select date filter  ||mnd]
O YEAR 2007 A

O 2007 QUARTER 1
0O 2007 MONTH 1
O WEEK 1 01/04/07
O WEEK 2 08/04/07
O WEEK 3 15/04/07

M osirry a4 Antna o=

| selectal || De-select Al ” Invert Al | I < Back H Next > “ Cancel |

5 Torexretail

Export Options window

9. You will then be returned to the main screen, where you can add more Activities to
be processed.

Remove a Batch Activity

1. Toremove a Batch Activity from the list, click in the circular box to the left of the
required activity.

2. Click Remove at the bottom of the screen.

You will be asked if you Are sure you want to remove the task? If you are, click on
OK or Cancel.

Move a Batch Activity

1. To change the order of the Batch Activities in the list, click in the circular box to the
left of the required activity.

2. Either click Move up to move the activity up one place or the Move down to move
the activity down one place.



Edit a Batch Job

1. To edit a Batch Job, click in the circular to the left of the relevant Job.
2. Click Edit.

3. You are now able to Add, Remove or Move the Activities in the list.

Delete a Batch Job
1. Batches will remain at the top of the screen, until they are manually deleted from the
system.

To delete a Batch Job, click in the circular to the left of the relevant Job.

3. You will be asked Are you sure you want to delete this batch? If you are, click OK,
otherwise, click Cancel.

Run a Batch Job
1. Torun a Batch Job, click in the circular box next to the relevant Job.
2. Click Run.

3. A screen, similar to that below, will be displayed:

Administrator

Torexretail

eek 44 : 26 Novem

Processing forecast...

Generate Workload for Store

Created by Administrator

Created batch process ‘Wed Mov 22 16:52:13 GMT 2006
Total time elapsed 0.610 sec
Started processing Wed Mov 29 16:59:13 GMT 2006

Total time processing 0.610 sec

Return
- Torexretail

Processing Forecast window

4. The screen displays information such as who created the Batch Job, when and how
long it has taken to process.

5. This process can be run in the background, so to go back to the main screen, click
Return.
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Administrator

Torexretail
Batch Forecast Administrator
() Reportl Generats Workload for Stare
New | | Faorecasts | Home
q ~
Running (1)
() Report 1 Generabe Workload for Store Wed Now 29 16:59:29 GMT 2006 Wed Mov 29 16:59:29 GMT 2006 1.515 sec 1.437 sec alc-001399
Completed (28)
® Quarter 4 Apply set values Wed Now 29 11:37:31 GMT 2006 Wed Mov 20 11:37:32 GMT 2006 Wed Mov 29 11:37:43 GMT 2006 11,843 sec 11,547 sec  ale-001399
) Quarter 4 Apply set values wed Nov 29 11:40:46 GMT 2006 Wed Mov 29 11:40:47 GMT 2006 Wed Moy 29 11:40:50 GMT 2006 3,469 sec 3.219sec  alc-001399
O Kingskon 1 Hours generation Wed Mowv 29 11:41:22 GMT 2006 Wed Mow 20 11:41:27 GMT 2006 ‘Wed Mov 29 11:41:36 GMT 2006 14.094 sec §.42Zgec  alc-001399
® Kingston 1 Mew batch ‘Wed Nov 29 11:41:27 GMT 2006 Wed Moy 23 11:41:27 GMT 2006 Wed Moy 29 11:41:37 GMT 2006 10,453 sec 10,325 sec  alc-001399
[.#) GQuarter 4 Apply set values wed Mov 29 11:42:54 GMT 2006 Wed Mov 29 11,42:35 GMT 2006 Wed Moy 29 11:42:55 GMT 2006 3,359 sec 3.125sec  alc-001399
5] Quarter 4 Apply set values wied Mowv 29 11:42:47 GMT 2006 Wed Mow 29 11:42:47 GMT 2006 Wed Mov 29 11:42:50 GMT 2006 3.078 sec 2.859sec  alc-001399
m Ciazavkar 4 finnb, Mhad Blaws 20 11047068 CPT 2004 WWad hlaw 20 1147068 CMT 20048 Wad kaw 20 114201 CMT 20082 202 car 2 N4A7T car al-_0n1200 M
= Torexretail

Batch Forecast Administrator window

6. A new heading of Running has been added to the list (see above). This indicates that
a Batch Job is currently being processed.

7. The system will keep refreshing the screen, so that you can see updated information
on the process.

8. Once it is finished, it will be moved into the Completed list.

Forecasts

1. Clicking Forecasts will return you to main Forecast area of the system. For more
information on this area, see Page 88 of this User Guide.

Completed Batch Jobs
1. Once a Batch job has finished processing, it will be moved to the Completed area of

the system.

Re-run Batch Jobs
1. Tore-run a Batch Job, click in the circular button, next to the relevant job.
2. Click Re-run.

Save Batch Jobs
1. Saving a Batch job displays it at the top of the screen, so that it can be re-run when
required.

2. Click in the circular box next to the relevant Job, in the Completed section of the
screen.

3. Click Save and the Batch Job will be displayed.
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Abort Batch Jobs

1. You can only abort a Batch Job, which is currently being processed.

2. (Click in the circular box, next to the relevant Job and click Abort at the bottom of the
screen.

Models

Models
To view the Models, click == Create and madify & madel

2. More information on using the Models screen can be found on page 67.

Costing

Costing
To view the Costing information, click “ Create and madify casting madels |

2. A screen, similar to that below, will be displayed:

* Administrator -
Torexretail Costing
Cost Models
Q Joo1 | [DeFault

|| Apply | Cancel ||M || Hormne
I ——— Torexretail

Cost Models window
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Add a New Costing Model

1. To add a new costing model, click New, at the bottom of the screen.

2. The following window will be displayed:

Enter details

Short description | |
Long description | |
Comments

%J Cancel

Enter Details window

3. Enter the appropriate information and then click OK to save and confirm or Cancel
to disregard.

4. The new model will appear in the list. To enter additional information, click in the
Select circular button, next the applicable model and click Edit Details....

5. Enter all applicable information and click OK to save and confirm or Cancel to
disregard.

Edit a Costing Model

1. To edit a costing model, click in the Select circular button, next to the relevant model.
2. Click Edit Details..., at the bottom of the screen.

3. Make any appropriate changes.
4

Either click OK to save and confirm or Cancel to disregard.

Delete a Costing Model
1. To delete a costing model, tick the Delete? tick box, next the relevant model.
2. Click Delete, at the bottom of the screen.
3. The following window will be displayed:

Confirm delete?

Select replacement Mo alternative v

EKJ Cancel

Confirm Delete window

4. Select the appropriate replacement and click OK to confirm or Cancel to disregard.
5. The selected model will be deleted from the list.
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Elements

Elements
1. To view the Elements, click — ¥iew and edit work elements |

2. More information in using the Elements screen can be found on page 73.

Commodity Group Versions

To access the Commodity Group Version section:
1. Log into the software as usual.

B 2CLEARVIEW!
2 Click L_JCentraI Budgeting Modules

=
]‘m Commodity Group Yersions
3. Then click :

Adding a new Commodity Group Version

To add a new Commodity Group Version, follow the steps below:
1. Click Add New.

2. A screen, similar to the one below, will be displayed:

Please enter values For the new version
Onee done press QK to confirm the delete or CANCEL to abort,

Lang Desc I

Comments

w Cancel

Add New window

3.
4.

Enter the Short Desc, Long Desc and Comments, if applicable.
Once complete, click on OK to continue or Cancel to return to the previous screen.

See the heading Copying a Commodity Group Version below for an alternative way of
adding a new Version.
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Adding Commodity Groups to the Versions
To add Commodity Groups to the Versions, follow the steps below:

1. Move the cursor over the Version you want to add the Commodity Groups to. Click
on it.

Edit a Version

rdefault)
(¥ 0005 ; Commadity Group 1 nfo] [copy]

O ooos ; Commodity Group 2 [info] [copy] [delete]
Edit a Version window

2. A screen, similar to the one below, will be displayed:
Error! Objects cannot be created from editing field codes.

3. The Commodity Groups, under the heading Available, will be relevant to your
company. Click on an appropriate Commodity Group and click << Add button, to
assign the Commodity Group to the Version. This Group will then appear on the left
hand side of the screen.

4. If a mistake has been made, select the relevant Group on the left hand side of the
screen and click Remove >> button. This will move the Group to the bottom of the
main list on the right.

5. To change the order that the Groups appear, on either side of the screen, select one
and click Move Up or Move Down.

6. Once all of the relevant Commodity Groups have been added, click OK to continue.
Otherwise, click Cancel to return to the previous screen.

Setting the default Commodity Group Version
To set the default Commodity Group Version:

1. Select the radio button, next to the relevant Version, for example,

Edit a Version

fdefault)
& o005 ; Commodity Group 1 [info] [copw]
O ooos ; Commodity Group 2 [info] [copyw] [delete]

Edit a Version window

2. Ascan be seen above, Commodity Group 1 is now the default and the Delete option
has been removed. You are unable to delete the default.
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Displaying information about the Commodity Group Version

To display and alter information about the Commodity Group Version, follow the steps
below:

1. Click Info option, next to the relevant Version. A screen, similar to the one below,

will be displayed:

Please enter new values for the version
Once done press OF ta confirm the delete or CAMCEL to abort,

Short Desc  [2005

Long Cresc ICommodity Group 1 I

Comments

ﬂ Cancel

Edit Info window
2.

From here you can view the information, including the Comments.
3.

To change any of the details, click in the relevant field and type in the new text.
4. Click on OK to confirm the changes or Cancel.

Copying a Commodity Group Version

To base a new Commodity Group Version on an existing one, follow the steps below:

1. Click Copy option, next to the relevant Version. A screen, similar to that shown
below, will be displayed:

Flease enter values for the new version
©nce done press OF to confirm the delete or CANCEL to abort,
Short Desc  |0005
LongDesc  jCommodity Group L |
Comments
% Cancel

Copy window
2.

Enter a new Short Desc, Long Desc and any Comments, if appropriate.
3.

Click on OK to confirm or Cancel to return to the previous screen.
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Deleting a Commodity Group Version
To delete an existing Commodity Group Version, follow the steps below:

1. Click Delete option, next to the relevant Version. A screen, similar to that shown
below, will be displayed:

Select an alternative Commodity Group Yersion ko assign drivers to.
Once done press OF o confirm the delete or CANCEL to abort,

0] cancel |

Confirm Delete window

2. You will need to select an alternative Commodity Group Version from the list, to
reassign any relevant Drivers.

3. Once chosen, click on OK or Cancel, to return to the previous screen.

Note: You are unable to delete the Default Commodity
Group Version. You must first select a new default Version,
before the delete option will become active.

Commodity Group Descriptions

To access the new Commodity Group Descriptions section:
1. Log into the software as usual.

B eCLEARVIEW!

o .
2 Click L.J Cenktral Budgeting Modules

=| Commodity Group descriptions

3. Thenclick —F

Note: It is possible that there may be too many Commodity
Groups to display on the screen at once. If this is the case,
links to other pages will be displayed in the bottom left of
the screen.
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Add a New Commodity Group
To add a new Commodity Group to the list, follow the steps below:
1. Click Add New. A screen, similar to that below, will be displayed:

Add New Commodity Groups

Add New Commodity Groups

2. Enter the Short Desc, Long Desc and Comments, if applicable.

3. Add as many Commodity Groups as required. Once complete, click OK to confirm
or the Cancel, to return to the previous screen.

Searching for an Existing Commodity Group Description

To search for a specific Commodity Group, follow the steps below:

Search on colurnm | Short Desc |» Search || Shiowe all

Search on Column window
1. Inthe Search on column drop down menu, select the column you want to search for
example, Short Desc.

2. Type your search criteria into the field and click Search. The results will be displayed
in the main screen, below.

3. To view all of the Commodity Groups again, click Show all.

Deleting a Commodity Group Description

To delete one or more Commodity Group from the list, follow the steps below:

Commodity Groups
id F. Short Desc | ong Des
0 Whale St Whole Store
|:| 1 oooi PHOTOGRAPHIC
|:| Z oooz PORTABLE ALDIO

Commodity Groups window

1. Tick the box, in the column delete? for any Commodity Groups to be deleted.
2. Click Apply, at the bottom of the screen.

3. A message will be displayed which asks Are you sure you want to delete the
selected Commodity Groups? If you are, click on OK, which will confirm the
deletion. Otherwise, click on Cancel to return to the previous screen.
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Driver Assignments

This screen allows you to assign the relevant Commodity Group Version to a Driver.

For each Driver there are 2 hierarchy settings:

* Budget - contains high level summary information and is used for calculating
budgets.

* Interface - typically, contains more detailed lower level hierarchy information. This
is used when data is imported or displayed within the User Interface.

It is important to assign the correct Commodity Group Version to the relevant option for

example, Budget or Interface. The Budget option is optimized, so that only summary

information is used. This ensures faster processing of information within the system. The

Interface option, typically, contains multiple level hierarchies, which house more

detailed information than the Budget option. Although this additional information can

allow for better analysis of data, it can add additional processing time to the system,

slowing down its performance.

Accessing the Driver Assignments
To access the Driver Assignments section:

1. Log into the software as usual.

B eCLEARVIEW!

o .
2 Click L_J Cenkral Budaeting Modules .

Driver Assignments

3. Then click

Assigning a Commodity Group Version to a Driver

To assign a Commodity Group Version to a Driver, follow the steps below:

Driver Assighment
0 Sales 0005 : Commodity Group 1 W 0005 ; Commodity Group 1 %
1 Items 0005 ; Commodity Group 1 % 0005 ; Commodity Group 1 %

Driver Assignment window
1. Click drop down menu next to the relevant Driver, under the headings Budget and
Interface.

2. Select the appropriate Commodity Group Version for each and click Apply, at the
bottom of the screen, for the settings to take effect.

Note: It is possible that there may be too many Drivers to
display on the screen at once. If this is the case, links to other
pages will be displayed in the bottom left of the screen.
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Custom Fields

1. To view the Custom Fields, which can be created for use on the KPI reports, click
Custom Fields
2. A screen, similar to that below, will be displayed:

To rex retai l : ';-'-.-':.: 1 05 February 2007

Custom Fields

(] [pefaul [DeFault F

|| Apply | Cancel ||M |\ Home
= Torexretail

Custom Fields window

Add a New Custom Field

1. To add a new custom field, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

3. To add a default value to the field, click Edit details....

Create a New Default Value
1. To create a new default value, click New, at the bottom of the screen.
2. Enter a Value and click OK to save or Cancel to disregard.

Edit a Default Value
1. To edit a default value, click [edit] link, next to the relevant value.

2. Make any relevant changes and click OK to confirm or Cancel to disregard.

Delete a Default Value
1. To delete a default value, click [delete] link, next to the relevant value.

2. You will be asked Are you sure you want to delete this value? Click OK to confirm
or Cancel to disregard.
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Assign a Default Value
1. To assign a default value, click [Assign] link.

2. See Page 174 for further information about selecting a store(s).

Edit a Custom Field

To edit a custom field, click select circular button, next to the relevant field.
Click Edit details....

3. Make any relevant changes and click OK to confirm any changes or Cancel to
disregard.

Delete a Custom Field
1. To delete a custom field, click in the Delete? tick box, next to the relevant field.
2. Click Delete, at the bottom of the screen.
3. You will be asked to Confirm delete? Click OK to confirm or Cancel to disregard.

Commodity Group Patterns

1. To view the Commodity Group Patterns, click
Commodity
B Group
(# Patterns
Ize key drivers ko define a bypical week, _

2. For further information on using this screen, see page 65.

Store Groups

a4
Lm Store Groups
1. To view the Store Groups, click ! .

2. A screen, similar to that below, will be displayed:
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To rex retai l Adminis'zratc':: 29 January 2007

System Store Groups
Edit

e Department and Task =)

- Torexretail

System Store Groups window

Edit a Store Group

1. To edit a Store Group, click name.

Add a New Type
1. Type in the relevant text in the Description field.

2. Click Add New.

3. The screen will refresh and the new Item will be displayed.

Assign a Task
1. To assign a task to the store group, click relevant name.

2. A screen, similar to that below, will be displayed:
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Torexretail

Administrator

Department and Task Store Group type

Global

W] 0000 : Whole Store

DEPT: 5 TASK: 7
W] 0000 ; Whole Store

Available

[ 0001 : Managerment

® 0000 ¢ Mo Task

# 0001 : Admin & Management

® 0002 : Cash Procedures

® 0007 : Stockkake

[=] 0002 : Store
# 0004 : Shop

[E] 0003 @ Customer Service
® 0003 : Checkout << Add

[5] 0004 @ Suppart | Remove == |
® 0005 : Shop Suppart
# 0006 : Cleaning

Apply % Cancel || Assign Stores

- Torexretail

Department and Task Store Group Type window

3. Click task on the right and side of the screen and click << Add to move assign it.

4. Click on a task on the left hand side of the screen and click Remove >> to unassign it.

5. Use the Move Up and Move Down to change the order that the tasks appear in the

list.

Assign a Store

1. To assign a store to the task, click Assign Stores, at the bottom of the screen.

2. A screen, similar to that below, will be displayed:
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Torexretail

Admini:

Search -
Search For: l:l @ al O stare O storelink O Region O Store Group
Mo search
Filter -
Store Links all (@ Store Links)  Regions 4l (3 Regions)  Stere Groups All (1 stare Group)
Forecast Cost Models ~ Enterprise Unassigned
001 : Default Region 1
Unassigned Region 2
Work Standards Models
Global Model
Unassigned
Commodity Group Patterns
Normal b
Store Forecast Cost Model Region Store Group £
ES
1229 ; Birmingham 001 : Default Region 1 Unassigned -~
1002 @ Coventry 001 : Default Region 1 Unassigned =
1010 : Skratfard 001 : Default Region 1 Unassigned <<
1004 : Walsall 001 : Default Region 1 Unassigned
1003 : Wolverhamptan 001 : Default Region 1 Unassigned
1005 | ‘Worcester 001 : Default Reqgion 1 Unassigned
1007 : Derby 001 : Default Reqgion 2 Unassigned w

10 stares

Selected Stores

Ok Cancel

1 Torexretail

Assign a Store window

3. For further information on using this screen, see page 174.

Rename a Type

1. Torename a type, click -/ icon, next to the relevant type.

2. Type in the new text and click Save Change link to save and confirm the change or
Cancel to disregard.

Delete a Type

1. To delete a type, click T icon, next to the relevant type.

2. You will be asked Are you sure you wish to delete this type? Click on OK to

confirm or Cancel to disregard.

Rename a Store Group

1. Torename a Store Group, click / icon, next to the relevant type.

2. Type in the new text and click Save Change link to save and confirm the change or
Cancel to disregard.

Store Parameters

1. To view the Store Parameters, click

Store

g Parameters
Create or edit store specific rules |

2. For further information on using this screen, see page 81.
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Reference Tables

The Reference Tables provide a spreadsheet-like environment for maintaining
eCLEARVIEW supporting data.

Accessing the Reference Tables
To access the new Reference Tables section:

1. Log into the software as usual.

B eCLEARVIEW!

o .
2 Click L_J Central Budgeting Modules '

Reference Tables

3. Then click Create or edit reference tables .

Creating a New Table

Once the Reference Tables area has been accessed, a screen, similar to that below, will be
displayed:

Reference Tables

|IM Can:elh@ “@

Reference Tables window

To add a new table to the list, follow the steps below:
1. Click New. The screen below will appear:

Enter details

Shart description | |

Long description I I

Camments

ﬂ Cancel

Enter Details window

2. Enter a Short Description (maximum of 19 characters).

3. Enter a Long Description (maximum of 127 characters).
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Note: You are not able to use special characters such as
“£6%" etc, in the Description boxes.

4. Enter a Comment, if necessary.

5. Once complete, click OK.

6. The table information will now appear in the list.

Changing the Name of a Table

To change either the Short Description, Long Description or Comments, follow the

steps below:

1. Highlight the text you want to change, in the list of tables.

Type the new text, which will replace the information already there.

2
3. Once you have confirmed the text is correct, click Apply.
4

The information will now be updated.

Adding a Row

Click Add row at the bottom of the screen. A new line will be added to the bottom of

the existing rows.

Sales
Level1 | 0 S000
Level 2 20000 F=ln]
Lewel 3 40000 10000
Level 4 &0000 15000
Lewel 5 70000 16000

Add a Row window

Adding a Column

Labour Cast

Sales Labiour Cost
Level 1 | 0O 5000
Level z 20000 7500
Level 3 40000 10000
Level 4 BO000 15000
Level 5 FOO0O0 16000
G

1. Click Add column at the bottom of the screen. A new column will appear to the right

hand side of the existing columns.

Sales

Level1 | O

Level 2 20000
Level 3 40000
Lewvel 4 60000

Level 5 70000

Add a Column window

Labour Cast

2000

Fa00

10000

15000

16000

Level 1

Level 2

Level 3

Level 4

Level 5

Sales
1] S000
20000 7500
40000 10000
A0000 15000
Fo0on 16000

Labour Cost
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Deleting a Row
1. Click row that you want to delete.
2. Click Delete row at the bottom of the screen.

3. You will be asked ‘<ROW NAME> Are you sure you want to delete this row?’. If
you are sure, click OK. Otherwise, click Cancel.

Deleting a Column
1. Click column that you want to delete.
2. Click Delete column at the bottom of the screen.

3. You will be asked ‘<COLUMN NAME> Are you sure you want to delete this
column?’. If you are sure, click OK. Otherwise, click Cancel.

Renaming Rows

1. Click name you want to change for example,

Sales Labour Cost

Level 1 ] 5000

¥
Lewel 2| 20000 75000

Renaming a Row window

2. Type in the new name, which will overwrite the previous one.
3. Click Enter key on the keyboard.

4. Click Apply at the bottom of the screen.

Renaming Columns

1. Click name you want to change.

2. Type in the new name, which will overwrite the previous one.
3. Click Enter key on the keyboard.

4. Click Apply at the bottom of the screen.

Adding Data to a Cell

1. Click in the cell, where you want to enter the information.

2. The current value will appear at the top of the screen, next to the 4 symbol.
3. Type in the new value and click Enter key on the keyboard to confirm.

Creating an Effective Date

To set a date, from when the information in the table will take effect, follow the steps
below:

1. Click New effective date button.

2. You will be asked ‘Do you want to save current changes?” If you select OK, any
information you have just changed, will be saved. Otherwise, click on Cancel. A
screen, similar to that below, will be displayed:



Create new effective date

Source date base record »
Effective date 2707 /2006 [.]
Carmments

ﬂ Zancel

Create New Effective Date window
3. Select the relevant Source date from the list.
4. Either type in the Effective date or click [I] button and click relevant date.

5. Enter any Comments, if applicable.

6. Once you have confirmed the information is correct, click OK button. Otherwise,
click on Cancel.

Deleting an Effective Date
1. Click Delete effective date.

2. You will be asked ‘Do you want to save current changes?’ If you select OK, any
information you have just changed, will be saved. Otherwise, click on Cancel.

3. Alist of all available tables will be displayed:

Select table record For deletion

Hurdle Rates : Hurdle Rates - Sales / Labour Costs -

The base record cannok be deleted
O najozios

O 31/07/06

w
ﬂ Zancel

Select Table Record for Deletion window

4. Select the relevant table and click OK. Otherwise, click on Cancel.

Selecting a Table

This section allows you to open a different table, without having to return to the previous
list.

1. Click Select table.

2. You will be asked ‘Do you want to save current changes?’ If you select OK, any
information you have just changed, will be saved. Otherwise, click on Cancel.

3. Alist of all available tables will be displayed:
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Select table

Hurdle Rates : Hurdle Rates - Sales / Labour Costs  #

':::' base record
O n4f07/06
O 310706

L
ﬂ Cancel

Select Table window

4. Select the relevant table and click OK to display the table information. Otherwise,
click on Cancel.

Deleting a Table

To delete a table from the list, follow the steps below:

1. Tick the Delete box, on the right hand side of the screen, next to the table you want
to delete.

| Select  Shortdescription  Long descriplion Lommenl! Delete |

O |Hurdle Rates | |Hurdle Rates - Sales | Labour Costs | I:I
Deleting a Table

2. The Delete button will become active at the bottom of the screen. Click this button
and the screen below will be displayed:
Confirm delete?

Select
replacement

ﬂ Zancel

Confirm Delete window

3. Either select an alternative table from the list, by clicking arrow button, left clicking
table and selecting the OK or leave the option on its default setting, No alternative,
and click on OK.

Selecting an alternative table will re-assign all references for the table being deleted, to
this defined table.



Company Structure

Company
s | Structure

1. To view the company structure information, click Define the allocation of stores

2. A screen, similar to that below, will be displayed:

Torexreta i | Adminisrrato‘; 29 January 2007

Editing Regions and Store Names

Regions: 3 Store Names: 10 Available
[® Enterprise (@] Available Items
[ Region 1 T e 1232 Witney
[— 7.‘1229 : Birmingham
@ 1002 : Coventry
® 1010 : Stratford
® 1004 : Walsall

@ 1003 : Wolverhampton

@ 1005 : Worcester
Region 2
e
e

_ Torexretail

Editing Regions and Store Names window

Adding a Store to a Region
1. To add a store to a region, click on its name on the right hand side of the screen.
2. Click << Add.

Removing a Store from a Region
1. Toremove a store from a region, click on its name on the left hand side of the screen.

2. Click Remove >>, which will move the name to the right hand side of the screen.

Moving a Store in a Region
1. To move a store, click on its name on the left hand side of the screen.
2. Click Move Up to move the name up 1 place in the list.
3. Click Move Down to move the name 1 place down in the list.
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Operating Windows

Operating
wWindows
1. To view the Operating Windows screen, click Define store opening hours

2. A screen, similar to that below, will be displayed:

3 d ini
Torexretail S Operating Windows
Select item Find [o]

Filesetlp 1 WindowCode EffectiveDate

1002 : Coventry
1003 : Wolverhampton
1004 : Walsall
1005 : Worcester
1006 : Leicester
1007 : Derby
1008 : Nottingham
1009 : Stoke

1010 : Stratford
1229 : Birmingham
1232 : Witney

100-tes

= Torexretail

Select Item window

Add a New Operating Window

To add an operational window, click relevant store.
Click Edit.

Select the relevant option from the list and click Edit.
Click New.

Enter the relevant times and mark whether it should be the default hours for the
store.

o r w N PRE

6. When ready, click OK to save and confirm or Cancel to disregard.

Edit an Operating Window

1. To edit an operational window, click relevant store.

2. Click Edit.

3. Select the relevant option from the list and click Edit.
4. Select the relevant option from the list and click Edit.
5

Make any appropriate changes and click OK to save and confirm or Cancel to
disregard.
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Delete an Operating Window

1.

a > w DN

To delete an operational window, click relevant store.
Click Edit.

Select the relevant option from the list and click Edit.
Select the relevant option from the list and click Delete.

You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or Cancel to disregard.

Adding an Operational Window Code

1.

a > D

To edit an operational window code, click relevant store.
Click Edit.

Click Edit Master List.

Click New.

Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Editing an Operational Window Code

1.

2
3
4.
5

To edit an operational window code, click relevant store.
Click Edit.

Click Edit Master List.

Click relevant code and click Edit.

Make applicable changes and click OK to save and confirm or Cancel to disregard.

Deleting an Operational Window Code

1.

a > D

To delete an operational window code, click relevant store.
Click Edit.

Click Edit Master List.

Click relevant code and click Delete.

You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or Cancel to disregard.
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Stores

Stores
1. To view or edit the store information, click Select & store to work with

2. A screen, similar to that below, will be displayed:

Torexretail S

Select item L
NAME i DESC StoreGroups

1002 Coventry Mo Group

1003 ‘Walverhampton Mo Group

1004 ‘Walsall Mo Group

1005 "Waorcester Mo Group

1006 Leicester Mo Group

1007 Derby Mo Group

1008 Mattingham Mo Group

1009 Stoke Mo Group

1010 Stratford Mo Group

1229 Birmingham Mo Group

1232 Wik Mo Group

100-123 I

Select Item window

Add a New Store

Edit a Store

1. Toadd a New Store to the system, click New, at the bottom of the screen.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

To edit a store, click on it, so that it is highlighted.
Click Edit.

3. Make any applicable changes and click OK to save and confirm or Cancel to

disregard.

Select a Store
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1. To select a store, click on it, so that it is highlighted.

2. Click Select, at the bottom of the screen.



Copy a Store
If you are adding multiple stores, you can use the Copy function to speed up the process.
1. Click relevant store, it will become highlighted.
2. Click Copy.

3. A screen, similar to that below, will be displayed:

I 1co
Generate : wY
(-_ n copies
Mame [copy of Witney
?Conf' onl
Copy =) 1g only
" | all data
3 Wit
Regional Position Rl
i none
Copy Cancel

Copy a Store window

4. By default, this screen will make 1 copy of a store. If you want more than 1, click n
copies option and enter the number of stores required.

Enter an appropriate name.

Select which information you want to copy.

Select the Regional Position.

© N o u

Click Copy to save and confirm or Cancel to disregard.

Delete a Store
1. To delete a store from the system, select it and it will become highlighted.
Click Delete.

3. You will be asked Are you sure you want to delete this item? Click Yes to confirm or
Cancel to disregard.

Reports

Hours and Costs

This report shows the total number of hours and costs generated by the selected store
filters, split into weekly periods.

Running the Report

Reports

1. To access the Hours and Costs Report, click Create, display and export reports

B Hours and Costs
menu and then L’i Create and expart a forecast hours and costs repork

2. A screen, similar to that below, will be displayed:
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° Administrator
Torexretal I Week 35 : 26 November 2006 LutechsERencEt
Create and Export a Forecast Report
Select Forecast |FEEPATHT-NNNG_—_— v |

Export Report Select Options >

I Torexretail

Create and Export a Forecast Report window

3. Choose the required Forecast from the list and then click Select Options.

4. You will then be prompted to select the relevant Region, Division or Store, from the
list provided.

To rexreta i l Admimsuat;; 6 November 2006

Export options for 1229 Birmingham 2007
Select regions, divisions and stores  |[mnd]

0O 1229 : BIRMINGHAM

| selectal || De-select al || Invert All II ] ” Next > “ Cancel |

I Torexretail

Export Options window

5. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

6. To tick all of the locations in the list, click Select All, at the bottom of the screen.

7. To untick all of the locations in the list, click De-Select All, at the bottom of the
screen.

8. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

9. When you have made your selection, click Next.
10. A list of all of the Store Filters will be displayed.



Administrator

To rex re t a i I We wember 2006

Export options for 1229 2007/08
Select store fiiter  [fnd]

O o000 : whaole Stare ot

[0 ooo1: SHOPFLOOR
O ooo1: Tt
O ooo2 : Tinz
[0 0003 : Floor Manager
[0 0004 : Assistant1

l Select all “ De-select All ” Invert Al | | < Back H Next > || Cancel I

_ Torexetai

Export Options window

11. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

12. To tick all of the filters in the list, click Select All, at the bottom of the screen.
13. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

14. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

15. When you have made your selection, click Next.
16. A list of all of the Date Filters will be displayed.

To rex reta i | ndn]inis':ra'tor wember 2006

Export options for 1229 2007/08

Select date filter  ||mnd]
O YEAR 2007 A

O 2007 QUARTER 1
0O 2007 MONTH 1
O WEEK 1 01/04/07
O WEEK 2 08/04/07
O WEEK 3 15/04/07

M osirry a4 Antna o=

| selectal || De-select Al ” Invert Al | I < Back H Next > “ Cancel |

=5 Torexretail

Export Options window

17. Typing a date or part of a date in the field in the top right hand corner of the screen
and clicking Find, will highlight the entered information in the list.

18. To tick all of the filters in the list, click Select All, at the bottom of the screen.
19. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

20. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

21. When you have made your selection, click Next.
22. Alist of all of the required fields will be displayed.
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Torexretail S snber 70
Export options for 1229 2007/08

Select required fields find
O Fields A
O ltems

Sales

Minimum Hours

O
O
O Maximum Hours
O

Standard Hours

[ selectan  |[ peselectan || mwetan | [ <Back || mext> |[ cancel |

Export Options window

23. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

24. To tick all of the fields in the list, click Select All, at the bottom of the screen.
25. To untick all of the fields in the list, click De-Select All, at the bottom of the screen.

26. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.
27. When you have made your selection, click Next.

28. You are then required to enter the Output Location for the report for example, Where
do you want it to be saved?

Torexretail O e 35 : 28 Novenber 206

Export options for 1229 2007/08

Select output location  1[find|
Full UNC path and fil: [report.xls

E.Q. \inycomputerimysharelreport.xls
If no computer name is specified the file will be saved on 127.0.0.1 in the directory c:\disksy

| selectal || De-select Al ” Invert All | [ < Back “ Finish | Cancel |

Export Options window

29. The filename report.xls will be set as the default name for this report. To change this,
click into the field, delete the current name and type a new name.

30. The default location for the report will be displayed on the screen for example,
c:\disks on the machine 127.0.0.1. To change this location, type the Full UNC path
and filename into the field for example, \\192.168.0.2\Report Folder\Report.xls. If
you do not understand this process, speak to your System Administrator.



Note: Depending on the size of the Forecast and the options
selected, the report may take a considerable amount of time
to generate. Once it is complete, you will be returned to the
Reports menu.

Viewing the Report

1. To view the report, go to the location where it was saved.
2. Double click file, for example, Report.xls.
3. The report will open in Microsoft Excel and will look similar to the screen below:
A [ 8 [ ¢ T o [ e [T F [ e [ w [ 7 [ o T & [ v ] [

|1 |Level IDate Range Page
L1229 : BIRMINGHAM WEEK 1 0104007 1
i1229 : BIRMINGHAM WEEK 2 02/04.07 2
| 4 [1229: BIRMINGHAM WEEK 3 1504007 3
| 5 [1229: BIRMINGHAM WEEK 4 2204007 4
| B [1229: BIRMINGHAM WEEK 3 29/04007 5
| 7 [1229: BIRMINGHAM WEEK 6 06/0507 5
| & [1229: BIRMINGHAM WEEK 7 130507 T
| 9 [1229: BIRMINGHAM WEEK § 20005507 g
£1229 : BIRMINGHAM WWEEK 8 2710507 9
l1229: BIRMINGHAM WEEW 10 030607 10
21229: BIRMINGHAM WEEK 11 10008507 11
31229: BIRMINGHANM WEEW 12 170807 12
| 14 [1229: BIRMINGHAM WEEK 13 24/08,/07 13
| 15 [1229: BIRMINGHAM WEEK 14 01/07,/07 14
| 16 [1229: BIRMINGHAM WEEK 1:5 08/07/07 15
|17 [1229: BIRMINGHAM WEEK 16 15/07/07 16
| 18 [1229: BIRMINGHAM WEEK 17 2200707 17
| 19 [1229: BIRMINGHAM WEEK 185 2900707 15
£1229' BIRMINGHAM WWEEK 18 D5/0807 19
11229 . BIRMINGHAM WEEW 20 1240807 20
21229 : BIRMINGHAM WEEW 21 1940807 1
£1229 : BIRMINGHAM WEEW 22 26/08/07 22
31229 : BIRMINGHAM WEEK 23 02/09,/07 23
| 25 [1229: BIRMINGHAM WEEK 24 09/09,/07 24
| 26 [1229: BIRMINGHAM WEEK 25 16/09,/07 25
| 27 (1229 BIRMINGHAM WEEK 26 23/09/07 26
| 28 [1229: BIRMINGHAM WEEK 27 3040907 27
| 29 [1229: BIRMINGHAM WEEK 28 0710507 25
ﬂ 1229 1 BIRMINGHAM WWEEK 29 141 007 2
l 1229 : BIRMINGHAM WEEK 30 2140007 30
2 1229 : BIRMINGHAM WEEK 31 2810007 =
21229 : BIRMINGHAM WEEK 32 044107 32
3_1229: BIRMINGHAM WEEK 33 114107 33
| 35 [1229: BIRMINGHAM WEEK 34 184107 a4
| 36 [1229: BIRMINGHAM WEEK 35 251107 35

37 (1229 BIRMINGHAM 36 024207 36

22 12790 - AIRKINEH A KA Exh L 2T NaM 2T =T b
W 4 » M\Contents {Page 1 /Page 2 £ Page 3 / Page 4 / Page S { Page 6 / Page 7 £ Page 8 4 Page | € >

Viewing the Report window

E

The Region, Department and Store information is displayed in the first column
(Level).

The Date Range shows the dates selected in the Forecast.

Page, indicates the tab that the information can be located on for example, Page 1 etc
at the bottom of the screen.

Clicking Page 1 tab, at the bottom of the screen, will display a screen similar to the
one below:

Clicking pages, at the bottom of the screen, will display results for a different week.
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Week Summary

This report shows the total number of hours and costs generated by the selected store
filters, split into monthly periods and divided by weeks.

Running the Report

Reports
1. To access the Week Summary report, click — Gty Elbply evel el e g s
B wWeek Summary
and then the lj Create and export a forecast weekly summary report _

menu

2. A screen, similar to that below, will be displayed:

Torexretai | Adminisna't-,‘::;el:; 35 : 26 November 2006 EUEECREEReron

Create and Export a Forecast Report

Select Forecast [SEErERnFIE v/
L
Export Report Select Options >

I Torexretail

Create and Export a Forecast Report window

3. Choose the required Forecast from the list and then click Select Options.

4. You will then be prompted to select the relevant Region, Division or Store, from the

list provided.
Torexretail
Export options for 1229 Birmingham 2007
Select regions, divisions and stores  [find|

0O 1229 : BIRMINGHAM

I Select Al ” De-select All ” Invert Al H | H Next > “ Cancel I

I Torexretai

Export Options window

5. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

6. To tick all of the locations in the list, click Select All, at the bottom of the screen.
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7. To untick all of the locations in the list, click De-Select All, at the bottom of the
screen.

8. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

9. When you have made your selection, click Next.
10. A list of all of the Store Filters will be displayed.

Torexretail B

Export options for 1229 2007/08
Select store filter [ [find|

O 0000 : Whole Store 2

O 0001 : SHOPFLOOR

O ooo1: Ti1

O ooo2 : Tinz

[0 0003 : Floor Manager
O 0004 : Assistant1

| Select all ” De-select All II Invert all I l < Back H Next = “ Cancel l

I, Torexetail

Export Options window

11. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

12. To tick all of the filters in the list, click Select All, at the bottom of the screen.
13. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

14. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

15. When you have made your selection, click Next.
16. A list of all of the Date Filters will be displayed.

To rex reta i l Adminisnaf.-:.‘)'; : 26 November 2006
Export options for 1229 2007 /08
Select date filter  |[fnd]

O YEAR 2007 A
0 2007 QUARTER 1 W
0 2007 MONTH 1
0O WEEK 1 01/04/07
O WEEK 2 08/04/07

O WEEK 3 15/04/07

M oairrs a4 Antna in=

I Select all ” De-select All ” Invert all | l < Back H MNext > “ Cancel |

i Torexretail

Export Options window

17. Typing a date or part of a date in the field in the top right hand corner of the screen
and clicking Find, will highlight the entered information in the list.
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18. To tick all of the filters in the list, click Select All, at the bottom of the screen.
19. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

20. Click Invert All will tick any boxes which are unticked and untick any boxes which
are ticked.

21. When you have made your selection, click Next.
22. Alist of all of the required fields will be displayed.

Torexretail
Export options for 1229 2007/08
Select required fields [ |[fnd]
O Fields ~
O ltems

Sales

Minimum Hours

O
O
O Maximum Hours
O

Standard Hours

I Select All ” De-select Al || Invert Al ] ] < Back H Mext > || Cancel I

Export Options window

23. Typing a name or part of a name in the field in the top right hand corner of the
screen and click Find, will highlight the entered information in the list.

24. To tick all of the fields in the list, click Select All, at the bottom of the screen.
25. To untick all of the fields in the list, click De-Select All, at the bottom of the screen.

26. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

27. When you have made your selection, click Next.

28. You are then required to enter the Output Location for the report for example, Where
do you want it to be saved?

Torexretail ittt

Export options for 1229 2007 /08
Select output location  |[fnd]

Full UNC path and filename 1report.xls

E.q. Vimycomputerimyshare\report.xls
If no computer name is specified the file will be saved on 127.0.0.1 in the directory c: ydisks)

I Select Al ” De-select All ” Invert all ll < Back “ Finish ” Cancel ]

Export Options window




29. The filename report.xls will be set as the default name for this report. To change this,
click into the field, delete the current name and type a new name.

30. The default location for the report will be displayed on the screen for example,
c:\disks on the machine 127.0.0.1. To change this location, type the Full UNC path
and filename into the field for example, \\192.168.0.2\Report Folder\Report.xls. If
you do not understand this process, speak to your System Administrator.

Note: Depending on the size of the Forecast and the options
selected, the report may take a considerable amount of time
to generate. Once it is complete, you will be returned to the
Reports menu.

Viewing the Report

1. To view the report, go to the location where it was saved.

2. Double click file, for example, Report.xls.

w

A |

B

| ¢

The report will open in Microsoft Excel and will look similar to the screen below:

| o | e | F | e | oW [ v |4 | Kk | L]

Level

Date Range

Page

1229 BIRMINGHAM
1229 : BIRMINGHAM
1229 : BIRMINGHAM
- BIRMINGHAR
1229 : BIRMINGHAM
1229 ;. BIRMINGHAM
1229 : BIRMINGHAM
1229 ;. BIRMINGHAM
: BIRMINGHAM
- BIRMINGHAR
: BIRMINGHAM
- BIRMINGHAR

|r.n‘m ﬂu‘m|m|.h|m|m -
el
5]
w
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i}

R
%)
W

r
r
[}
i}

w
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W

=
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mr
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)
=1

o e fon| oo o oo oo f oo fra | m v f o fra | k[ ra e e
Bl i R = A - - e

T

2007 MOMTH 1
2007 MONTH 2
2007 MONTH 3
2007 MONTH 4
2007 MONTH 5
2007 MONTH &
2007 MONTH 7
2007 MONTH &
2007 MONTH 8
2007 MONTH 10
2007 MONTH 11
2007 MONTH 12

Viewing a Report window

»

(Level).

@ B b =

1
12

W 4 » M) Contents / Page 1 {Page 2 fPage 2 / Page 4 / Page S / Page 6 { Page 7 / Page © / Page | <

The Region, Department and Store information is displayed in the first column

The Date Range shows the dates selected in the Forecast.

Page, indicates the tab that the information can be located on for example, Page 1 etc

at the bottom of the screen.

7. Clicking Page 1 tab, at the bottom of the screen, will display a screen similar to the

one below:
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Report window

8. Clicking pages, at the bottom of the screen, will display results for a different Month.

Hours List Excel Summary

This report outputs all of the Forecast Hours data, into an Excel Spreadsheet.

Forecasting
- Generate forecasks
1. To see the original data, from the main screen, click and
Bl Forecast
then LL.” Create and modify a Forecask For this week
Running the Report
Reports

1. To access the Hours List Excel Report, click — (Ehisals; Gl el GPemalt e

B Hours List Excel Report

menu and then the ﬂ Create and expork a forecast hours lisk repork button.

2. A screen, similar to that below, will be displayed:

134

al B | ¢ | p | E | F |l e Hp w0k L m |n e p S
| 1 |Store ID 1229 Area 22 Time Period 2007 MONTH 1 Page 1
2 |Store Name 1229 : BIRMINGHAM _ Group 42
| 3 [0003 : Till 1 0004 : Till 2
14 |
WEEK1 |WEEK2? | WEEK3 WEEK4 WEEK1 |WEEK? WEEK3 WEEK4
| 5 | Hours OIO4I07 | 08104107 15104107 | 22004407 Hours ONOHOT | 08104107 ISI04H0T 22404407
| 6 | oo0g:CPLI 333.00 G523 §8.25 G823 §8.25 0027 : CPUZ 353.00 85.23 G8.25 G8.25 G323
7
E Total 333.00 G523 §8.29 G523 §8.25 Total 353.00 85.23 §8.25 §8.25 G323
<l
|10 [0005 : Floor Manager 0006 : Assistant 1
11
T WEEK1 |WEEK2Z |WEEK?® WEEK4 WEEK1 WEEK2 WEEK2 WEEK4
112 | Hours OIO4I07 | 08104107 15104107 | 22004407 Hours ONOHOT | 08104107 ISI04H0T 22404407
| 13 | | 0033: Floor Manager 280.00 yo.oo v0.00 yo.oo 70.00 0040 : Azsistant 287 71.73 7175 7175 7173
114 |
115 |
(16| Total 280.00 7000 7000 7000 70.00 Total 287 71.75 7175 7175 7175
17
18 |
WEEK1 WEEKZ WEEK3 WEEK4 WEEK1  VEEKZ WEEK3 WEEK4
19 Period | 0WO4I07 | OB04007 | 1504007 | 22004407 Period  ONOANT | 0804107 15104107 2204407
E Sales £113843 | £266,114 £303 459 £267183 £301 675 Ahsence 0.00 0.00 ooo ooo 0.00
21
122 | Total Hours 1.273.00 Total Cost | £110,922.01
23
|24 |
125
126 |
127 |
126 |
129 |
130 |
131
132
18|
34
? b
W 4 » My Contents % Page 1,/ Page 2 / Page 3 { Page 4 { Page S / Page 6 / Page 7 / Page &  Page [ ¢ S|



Torexreta“ Adminisnatﬁ: 35 : 26 November 2006 EULECREER DO

Create and Export a Forecast Report

Select Forecast |§EZFENTEITE v/
Export Report Select Options =

= Torexretail

Create and Export a Forecast Report window

3. Choose the required Forecast from the list and then click Select Options.

4. You will then be prompted to select the relevant Region, Division or Store, from the
list provided.

To rex reta i . AdnﬂniStraF'c"r Jovember 2006
Export options for 1229 Birmingham 2007
Select regions, divisions and stores [ find |

O 1229 : BIRMINGHAM

| Select all ” De-select All II Invert all | l H Next = |I Cancel l

I Torexetail

Export Options window

5. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

6. To tick all of the locations in the list, click Select All, at the bottom of the screen.

7. To untick all of the locations in the list, click De-Select All, at the bottom of the
screen.

8. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

9. When you have made your selection, click Next.
10. A list of all of the Store Filters will be displayed.
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Torexretai I Adminisua‘t-.v::;el:; 35 : 26 November 2006
Export options for 1229 2007/08

Select store filter  |[fnd|
O 0000 : Whaole Store 4
O 0001 : SHOPFLOOR
O 0001 : Till 1

O ooo2 : Tin2
[0 0003 : Floor Manager
O 0004 : Assistant1

| Select all ” De-select All II Invert all I ] < Back H Next = “ Cancel l

Export Options window

11. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

12. To tick all of the filters in the list, click Select All, at the bottom of the screen.
13. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

14. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

15. When you have made your selection, click Next.
16. A list of all of the Date Filters will be displayed.

To rexreta i ' . 4 26 November 2006
Export options for 1229 2007/08
Select date fiiter  |[fnd]

O YEAR 2007 &
O 2007 QUARTER 1 7
0 2007 MONTH 1
O WEEK 1 01/04/07
O WEEK 2 08/04/07
O WEEK 3 15/04/07

M oaircy 4 Aanina o=

| selectal || De-select al ” Invert All || < Back || Next > “ Cancel |

Export Options window

17. Typing a date or part of a date in the field in the top right hand corner of the screen
and clicking Find, will highlight the entered information in the list.

18. To tick all of the filters in the list, click Select All, at the bottom of the screen.
19. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

20. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

21. When you have made your selection, click Next.
22. Alist of all of the required fields will be displayed.



To r exreta i I Ad"“"is':"a:;; wember 2006

Export options for 1229 2007/08
Select required fields  1[fnd]

O Fields o
O ltems

Sales

Minimum Hours

Maximum Hours

ojojo|g

Standard Hours

| selectal || De-select al H Invert Al ]| < Back H Next > ]l Cancel |

I Torexretail

Export Options window

23. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

24. To tick all of the fields in the list, click Select All, at the bottom of the screen.
25. To untick all of the fields in the list, click De-Select All, at the bottom of the screen.

26. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

27. When you have made your selection, click Next.

28. You are then required to enter the Output Location for the report for example, Where
do you want it to be saved?

To rexreta i l ” v MNovember 2006

Export options for 1229 2007/08

Select output location W
Full UNC path and fil |rep0rt.x|s

E.g. Vimycomputerimyshareireport.xls
If no computer name is specified the file will be saved on 127.0.0.1 in the directory c:\disksy

I Select all ” De-select All ” Invert Al H < Back “ Finish ” Cancel l

i Torexetail

Export Options window

29. The filename report.xls will be set as the default name for this report. To change this,
click into the field, delete the current name and type a new name.

30. The default location for the report will be displayed on the screen for example,
c:\disks on the machine 127.0.0.1. To change this location, type the Full UNC path
and filename into the field for example, \\192.168.0.2\Report Folder\Report.xls. If
you do not understand this process, speak to your System Administrator.

137



Note: Depending on the size of the Forecast and the options
selected, the report may take a considerable amount of time
to generate. Once it is complete, you will be returned to the
Reports menu.

Viewing the Report
1. To view the report, go to the location where it was saved.

2. Double click file, for example, Report.xls.

w

The report will open in Microsoft Excel and will look similar to the screen below:
[ o [ ] ! \ \ a

A [ B [ [3 D E [ F J [ K L
STORE ID STORE NAME _ DEPT NAME TASK NAME DATE RANGE ALLOWEDHOURS Pl LCP STANDARDHOURS Min Hours Max Hours Flex Base IleA
1220 1229 ; BIRMINGHER wihole Store “Fear 2007 E0,800.50 10000 0.00 50,500 50 000 OO0 14,3000 1,1

=}

()

w

=

wn

=

B

=

w0

B
=]

wlweolalwalwl @0 ] el e]m ]

22
W 4 » n[\Export 1/ < >

Viewing a Report window

4. The relevant Store information is displayed first, with the Forecast data leading off to
the right hand side of the screen.

Hours List CSV list
This file exports the Hours, Absence Hours and Training Hours for a selected Task.
Generating the List
Reports
1. To access the Hours List CSV List, click "= Create, display and expart reparts menu

B Hours List CSY File
and then the L:J reate and export a forecast hours list 54 File

2. A screen, similar to that below, will be displayed:
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Torex retai l Adminis':"a:?" 26 November 2006 EOLEChE S CROLL

Create and Export a Forecast Report

Export Report Select Options >

Create and Export a Forecast Report window

3. Choose the required Forecast from the list and then click Select Options.

4. You will then be prompted to select the relevant Region, Division or Store, from the
list provided.

Torexretail e
Export options for 1229 Birmingham 2007
Select regions, divisions and stores [ find |

0O 1229 : BIRMINGHAM

| selectal || De-select al || Invert All II ] ” Next > “ Cancel |

I Torexretail

Export Options window

5. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

6. To tick all of the locations in the list, click Select All, at the bottom of the screen.

To untick all of the locations in the list, click De-Select All, at the bottom of the
screen.

8. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

9. When you have made your selection, click Next.
10. A list of all of the Store Filters will be displayed.
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Administrator

To re x r e t a i l Wei ovember 2006

Export options for 1229 2007/08
Select store fiter  |[fnd]

O 0000 : Whaole Store »
O o001 : SHOPFLOOR
O ooo1 : Til1
O ooo2 : Tin2
[0 0003 : Floor Manager

O 0004 : Assistant1

| Select All “ De-select All ” Invert all I I < Back H Next = “ Cancel |

Export Options window

11. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

12. To tick all of the filters in the list, click Select All, at the bottom of the screen.
13. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

14. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

15. When you have made your selection, click Next.
16. A list of all of the Date Filters will be displayed.

To rex reta i l Adminisua't'or vember 2006
Export options for 1229 2007/08
Select date filter  |[find|

O YEAR 2007 tas
O 2007 QUARTER 1 i
0 2007 MONTH 1
O WEEK 1 01/04/07
O WEEK 2 08/04/07
O WEEK 3 15/04/07

M oasirey 4 Aantna o

I Select all l[ De-select All ” Invert All | | < Back H Next > || Cancel I

5 Torexretail

Export Options window

17. Typing a date or part of a date in the field in the top right hand corner of the screen
and clicking Find, will highlight the entered information in the list.

18. To tick all of the filters in the list, click Select All, at the bottom of the screen.
19. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

20. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

21. When you have made your selection, click Next.
22. Alist of all of the required fields will be displayed.



Torexretail ittt e

Export options for 1229 2007/08
Select required fields T

O Fields A
O ltems

Sales

Minimum Hours

Maximum Hours

ojg|o|g

Standard Hours

| selectal || De-select Al I| Invert Al I | < Back H Next > || Cancel |

i Torexretail

Export Options window

23. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

24. To tick all of the fields in the list, click Select All, at the bottom of the screen.
25. To untick all of the fields in the list, click De-Select All, at the bottom of the screen.

26. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

27. When you have made your selection, click Next.

28. You are then required to enter the Output Location for the file for example, Where do
you want it to be saved?

Torexreta i I Administrator

Export options for 1229 2007/08

Select output location W
Full UNC path and fil |e><p0rt.csv

E.q. Vimycomputerinysharel\export.csv
If no computer name is specified the file will be saved on localhost in the directory c:yvdisksy

I Select all “ De-select All ” Invert All ‘ I < Back “ Finish ” Cancel I

- Torexretail

Export Options window

29. The filename export.csv will be set as the default name for this file. To change this,
click into the field, delete the current name and type a new name.

30. The default location for the report will be displayed on the screen for example,
c:\disks on the machine 127.0.0.1. To change this location, type the Full UNC path
and filename into the field for example, \\192.168.0.2\Report Folder\export.csv. If
you do not understand this process, speak to your System Administrator.
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Note: Depending on the size of the Forecast and the options
selected, the file may take a considerable amount of time to
generate. Once it is complete, you will be returned to the
Reports menu.

Viewing the List
1. To view the file, go to the location where it was saved.

2. Double click file, for example, export.csv.

w

The file will open in Microsoft Excel and will look similar to the screen below:

A | B \ c | o | E | F | G | H N N N (N S
STORE ID STORE NAME DEPT NAME TASK NAME DATE RANGE HOURS ABSENCE HOURS TRAINING HOURS
12291229 : Birmingham 0000 : Whole Stare Y ear 2007 125970 324 244
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(]

w

=

i

o

-1

o

=]

5]
=

[ SIS L )
CO[R3| = |3 WD |00 || o | 7|+ | hD | =

o4 Mhexport 4/ < 3l

Viewing the List window

Element Level Excel Report

This report displays the hours for a selected task, broken down by its Elements.

Running the Report

Reports

1. To access the Element Level Excel Report, click — (el Bl =y el Rl e g

B Element Level Excel Report
menu and then the L:J Create and export an element level report

2. A screen, similar to that below, will be displayed:
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Torexretai l Adminisua't-.‘:;ek 35 : 26 November 2006 RS HANLIIR:

Create and Export a Forecast Report

Select Forecast | FEEFEREIE [ v |
Export Report Select Options >

i Torexretail

Running the Report window

3. Choose the required Forecast from the list and then click Select Options.

4. You will then be prompted to select the relevant Region, Division or Store, from the
list provided.

To rexreta i l AdminiStra'tor 26 November 2006
Element Level Export Options for 1229 Birmingham 2007
Select regions, divisions and stores  |[fnd]|

O 1229 : BIRMINGHAM

I Select All “ De-select All ” Invert Al H H Next > “ Cancel l

_ Torexetail

Export Options window

5. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

6. To tick all of the locations in the list, click Select All, at the bottom of the screen.

7. To untick all of the locations in the list, click De-Select All, at the bottom of the
screen.

8. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

9. When you have made your selection, click Next.
10. A list of all of the Tasks will be displayed.
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Torexretail e ek 55 : 26 ovenber 206

Element Level Export Options for 1229 2007/08

Select task  |[fnd]
0O ooo1: Tilt1 A
O 0002 : Till2
O 0003 : Floor Manager
O 0004 : Assistant1

I Select Al “ De-select All ” Invert Al | | < Back H Mext > || Cancel I

5 Torexetail

Export Options window

11. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

12. To tick all of the filters in the list, click Select All, at the bottom of the screen.
13. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

14. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

15. When you have made your selection, click Next.
16. A list of all of the Dates will be displayed.

To rexreta i l Adn]inisna'tor wember 2006
Element Level Export Options for 1229 2007/08
Select date  |[fnd]

O YE&R 2007 5

O 2007 QUARTER 1
O 2007 MONTH 1

O WEEK 1 01/04/07

O WEEK 2 08/04/07

O WEEK 3 15/04/07

M osirry 4 Aanina o=

| selectal || De-select Al ” Invert All || < Back || Next > Il Cancel |

I Torexetail

Export Options window

17. Typing a date or part of a date in the field in the top right hand corner of the screen
and clicking Find, will highlight the entered information in the list.

18. To tick all of the filters in the list, click Select All, at the bottom of the screen.
19. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

20. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

21. When you have made your selection, click Next.

22. You are then required to enter the Output Location for the report for example, Where
do you want it to be saved?



TO rex reta i I ik 6 November 2006
Element Level Export Options for 1229 2007/08
Select output location | find

Full UNC path and filename [element_level_report.xls

E.g. V\nycomputerimyshare\element level report.xls
If no computer name is specified the file will be saved on localhost in the directory c:\disksy

| selectal || De-select Al ” Invert All I [ < Back “ Finish || cancel |

i Torexretail

Export Options window

23. The filename element_level report.xls will be set as the default name for this file. To
change this, click into the field, delete the current name and type a new name.

24. The default location for the report will be displayed on the screen for example,
c:\disks on the machine 127.0.0.1. To change this location, type the Full UNC path
and filename into the field for example, \\192.168.0.2\Report
Folder\element_level_report.xls. If you do not understand this process, speak to
your System Administrator.

Note: Depending on the size of the Forecast and the options
selected, the file may take a considerable amount of time to
generate. Once it is complete, you will be returned to the
Reports menu.

Viewing the Report
1. To view the report, go to the location where it was saved.
2. Double click file, for example, element_level_report.xls.

3. The report will open in Microsoft Excel and will look similar to the screen below:
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A [ B [ C T D [ E F
STORE ID_STORE NAME TASK NAME_ELEMENT NAME DATE RANGE_HOURS
1229 1229 : BIRMINGHAM 0006 : CPU1 11010101 : CPU 1 YEAR 2007 246.79875]
1229 1229 : BIRMINGHAM 0006 : CPU1 11010102 : CPU 1. Topup YEAR 2007 98.2259025]
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Viewing the Report window

4. The Store information is located on the left hand side of the screen, with the Element
and Hours data to the right.

Element Level CSV File

This file outputs the hours for a selected task, broken down by its Elements.

Running the Report

Reports

1. To access the Element Level CSV File, click == Create, display and export reports

B Element Level C5Y File
menu and then the L’ﬂ Create and export an element level C5Y File

2. A screen, similar to that below, will be displayed:
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TO rexreta i | Adminisua't-,-:;r : 26 November 2006 LOLECRSERCROIE

Create and Export a Forecast Report
Select Forecast. |FEZEEHE-NING—

I Torexetail

Create and Export a Forecast Report window

3. Choose the required Forecast from the list and then click Select Options.

4. You will then be prompted to select the relevant Region, Division or Store, from the

list provided.
To rexreta i | Admi“iSt"a:‘:"’ 26 November 2006
Element Level Export Options for 1229 Birmingham 2007
Select regions, divisions and stores W

0O 1229 : BIRMINGHAM

| selectal || De-select Al || Invert All ‘ I “ Next > “ Cancel |

- Torexretail

Export Options window

5. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

To tick all of the locations in the list, click Select All, at the bottom of the screen.

To untick all of the locations in the list, click De-Select All, at the bottom of the
screen.

8. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

9. When you have made your selection, click Next.
10. A list of all of the Store Filters will be displayed.
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Torexretail S e
Element Level Export Options for 1229 2007/08

Select task find
O o001 : Tilt 8
O o002 : Tilz

[ 0003 : Floor Manager
[0 0004 : Assistant1

I Select All ” De-select All ” Invert All | I < Back H Next > “ Cancel |

Export Options window

11. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

12. To tick all of the filters in the list, click Select All, at the bottom of the screen.
13. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

14. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

15. When you have made your selection, click Next.
16. A list of all of the Date Filters will be displayed.

To rexreta i l Admi“iStraflor 26 November 2006
Element Level Export Options for 1229 2007/08
Select date [ find |

O vEaR 2007 i
0 2007 QUARTER 1 7
O 2007 MONTH 1
O WEEK 1 01/04/07
O WEEK 2 08/04/07
O WEEK 3 15/04/07

L Y Ll o P R T B e P i b ]

| selectal || De-selectal ” Invert Al I I < Back H Next > “ Cancel |

I Torexetail

Export Options window

17. Typing a date or part of a date in the field in the top right hand corner of the screen
and clicking Find, will highlight the entered information in the list.

18. To tick all of the filters in the list, click Select All, at the bottom of the screen.
19. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

20. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

21. When you have made your selection, click Next.

22. You are then required to enter the Output Location for the file for example, Where do
you want it to be saved?



Torexreta i ' Administrator

Element Level Export Options for 1229 2007/08

Select output location [ find |
Full UNC path and fil [element_level_export.csv

E.Q. \imycomputeri\mysharelelement_level export.csv
If no computer name is specified the file will be saved on localhost in the directory c:\disksy

| selectal || De-select al ” Invert All |] < Back “ Finish || cancel |

i Torexretail

Export Options window

23. The filename element_level export.csv will be set as the default name for this file. To
change this, click into the field, delete the current name and type a new name.

24. The default location for the report will be displayed on the screen for example,
c:\disks on the machine 127.0.0.1. To change this location, type the Full UNC path
and filename into the field for example, \\192.168.0.2\Report
Folder\element_level_export.csv. If you do not understand this process, speak to
your System Administrator.

Note: Depending on the size of the Forecast and the options
selected, the file may take a considerable amount of time to
generate. Once it is complete, you will be returned to the
Reports menu.

Viewing the File
1. To view the file, go to the location where it was saved.
2. Double click file, for example, element_level_export.csv.

3. The file will open in Microsoft Excel and will look similar to the screen below:
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A | B | C | D [ E [ F [ & [ H | [

|>|

STORE ID | STORE MAME TAZK NAME ELEMEMNT MNAME DATE RANGE HOURS
12291229 : BRMINGHAM (0006 : CPUT 11010101 : CPU 1 YEAR 2007 246.79075
12281229 : BIRMINGHAM 0006 : CPU1 11010102 : CPU 1 - Topup  YEAR 2007 982258025

(SRR aNRRV RS R R R R A R N el Bl B Bevenl Bl Bl el Kl g s

M 4 » #]\element_level_export / <

Viewing the Report window

This report shows the total number of Hours and Items, generated by each task, split into
Monthly periods.

Running the Report

Reports

Create, display and export reparks

1. To access the Breakdown, click : menu and then

B Breakdown
the Iﬁ Create and expark a Farecast breakdawn repart

2. A screen, similar to that below, will be displayed:

Administrator

Torexreta i l y 3 Forecast Report

¥

Create and Export a Forecast Report

Select Forecast | SEEFENFIIE v
Export Report Select Options >

Create and Export a Forecast Report window

Torexretail



3. Choose the required Forecast from the list and then click Select Options.

4. You will then be prompted to select the relevant Region, Division or Store, from the
list provided.

To rexreta i | Adminisna:‘;‘)’; wvember 2006
Export options for 1229 Birmingham 2007
Select regions, divisions and stores  |[fnd]

0O 1229 : BIRMINGHAM

[ selectal [ Deselectal || mwertal | | ; [ mext> |[ cancel |

s Torexretail

Export Options window

5. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

6. To tick all of the locations in the list, click Select All, at the bottom of the screen.

To untick all of the locations in the list, click De-Select All, at the bottom of the
screen.

8. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

9. When you have made your selection, click Next.
10. A list of all of the Store Filters will be displayed.

To rexreta i l Adminisua't'.or 26 November 2006
Export options for 1229 2007/08

Select store fiter  ||rmnd]
O 0000 : whole Store a
O 0001 : SHOPFLOOR '

O o001 : Tilt

O ooo2 : Tinz

[0 0003 : Floor Manager
OO0 o004 : Assistant1

| selectal || De-select Al ” Invert Al H < Back H Next > “ Cancel |

I Torexretail

Export Options window

11. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

12. To tick all of the filters in the list, click Select All, at the bottom of the screen.
13. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.
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14. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

15. When you have made your selection, click Next.
16. A list of all of the Date Filters will be displayed.

To rexreta i I AdminiStraF'Dr 6 November 2006

Export options for 1229 2007/08

Select date fiter  [find|
O YEAR 2007 &

O 2007 QUARTER 1
O 2007 MONTH 1

O WEEK 1 01/04/07

O WEEK 2 08/04/07

O WEEK 3 15/04/07

M oasirecy 4 Aanina in=

| Select all ” De-select All ” Invert all l I < Back H Next > “ Cancel |

- Torexetai

Export Options window

17. Typing a date or part of a date in the field in the top right hand corner of the screen
and clicking Find, will highlight the entered information in the list.

18. To tick all of the filters in the list, click Select All, at the bottom of the screen.
19. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

20. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

21. When you have made your selection, click Next.
22. Alist of all of the required fields will be displayed.

Administrator

TO re x re t a i ' We  November 2006

Export options for 1229 2007/08
Select required fields  |[fnd]

O Fields e
O ltems

Sales i

Minimum Hours

Maximum Hours

ojojo|o

Standard Hours

| selectal || De-select Al || Invert All I | < Back H Next > “ Cancel |

Export Options window

23. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

24. To tick all of the fields in the list, click Select All, at the bottom of the screen.
25. To untick all of the fields in the list, click De-Select All, at the bottom of the screen.



26. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

27. When you have made your selection, click Next.

28. You are then required to enter the Output Location for the report for example, Where
do you want it to be saved?

TO rexreta i l Adminisua't-.‘::; ovember 2006

Export options for 1229 2007/08

Select output location | [ find |
Full UNC path and fil |rep0rt.x|s

E.g. Vimycomputerimyshareireport.xls
If no computer name is specified the file will be saved on 127.0.0.1 in the directory c:\disks\

I Select all ” De-select All ” Invert Al H < Back “ Finish ” Cancel ]

= Torexetail

Export Options window

29. The filename report.xls will be set as the default name for this report. To change this,
click into the field, delete the current name and type a new name.

30. The default location for the report will be displayed on the screen for example,
c:\ disks on the machine 127.0.0.1. To change this location, type the Full UNC path
and filename into the field for example, \\192.168.0.2\Report Folder\Report.xls. If
you do not understand this process, speak to your System Administrator.

Note: Depending on the size of the Forecast and the options
selected, the report may take a considerable amount of time
to generate. Once it is complete, you will be returned to the
Reports menu.

Viewing the Report
1. To view the report, go to the location where it was saved.
2. Double click file, for example, Report.xls.

3. The report will open in Microsoft Excel and will look similar to the screen below:
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& | B | ¢ | b E F G H 1 J K L [ N =

1 |Level Date Range Page
| 2 [1225 DIRMINGHAM 2007 MONTH 1 1
| 3 [1228: BIRMINGHAM 2007 MONTH 2 2
| 4 [1228: BIRMINGHAM 2007 MONTH 3 3
| 5 [1228: BIRMINGHAM 2007 MONTH 4 4
| 6 |1229: BIRMINGHAM 2007 MONTH 5 5
| 7 [1229: BIRMINGHAM 2007 MONTH & 3
| 8 [1229: BIRMINGHAM 2007 MONTH 7 7
| 9 [1229: BIRMINGHAM 2007 MONTH & &
(10 [1228: BIRMINGHAM 2007 MONTH @ a
|11 [1228: BIRMINGHAM 2007 MONTH 10 10
112 [1228: BIRMINGHAM 2007 MONTH 11 11
113 [1228: BIRMINGHAM 2007 MONTH 12 12
114 |
115 |
16 |
17 |
13 |
[19]
120 |
121 ]
122
(23 |
(24 |
E3
E3
127 |
128 |
129
130 |
131 ]
E3
El
E3
E3
136 |
Ea

£

1 4 » W]\Contents {Page 1 / Page 2 {Page 3 / Page 4 / Page 5 { Page 6 £ Page 7 £ Page 8 £ Page | < 3|

Viewing the Report window

4. The Region, Department and Store information is displayed in the first column
(Level).

The Date Range shows the dates selected in the Forecast.

o

Page, indicates the tab that the information can be located on for example, Page 1 etc
at the bottom of the screen.

7. Clicking Page 1 tab, at the bottom of the screen, will display a screen similar to the
one below:



Report window

8. Clicking pages, at the bottom of the screen, will display results for a different Month.

New Summary

This report shows the total number of Hours generated by each task and the Sales
Forecast. It also displays any allocated Holiday/Sick and Training hours.

Running the Report

Reports

Create, display and export reports menu and

1. To access the New Summary, click =
B New Summary

then the ﬂ Create and export a forecask new summary repork .

2. A screen, similar to that below, will be displayed:
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] B | ¢ | o | E |Fls H | | J i L o=

| 1 |Store ID 1229 Area 22 Time Period 2007 MONTH 1 Page 1
2 |Store Name 1229 : BIRMINGHAM Group 42
| 3 J0003 :TILL 1 Jooo4 : TILL 2

4
Z tems Hours SubTotal tems Hours SubTotal
| B | 0008:CPU1 F33.00 0027 : CPU2 333.00
T
| & | Total 353.00 Total 353.00
]
110 J0013 : FLOOR MANAGER J0014 : ASSISTANT 1

i
112 | Hems Hours SubTotal kems Hours SubTotal
E 0039 : Floor Manager 250,00 0040 : Assistart 287.00
14
15 | Total 280.00 Total 287.00
115 |
17 |
|16 | Total Hours 1,273.00

19

20
El
3
123

24
B
126 |

el
El
El
130 |

il
|32
=
E3

5]
E3
| 37 | v
W 4 » M\ Contents Y Page 1 {Page 2 £ Page 3 / Page 4 £/ Page 5 4 Page 6 / Page 7 / Page &  Page | < I
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Torexretail e ek 35 26 ovenber 2008 Forecext Regport

Create and Export a Forecast Report

Select Forecast |[JESEESNFINE “v\
L J]
Export Report Select Options >

i Torexretail

Create and Export a Forecast Report

3. Choose the required Forecast from the list and then click Select Options.

4. You will then be prompted to select the relevant Region, Division or Store, from the
list provided.

Torexretail
Export options for 1229 Birmingham 2007
Select regions, divisions and stores [ ] W

0O 1229 : BIRMINGHAM

I Select Al “ De-select All ” Invert Al } [ H Next > “ Cancel l

Export Options window

5. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

6. To tick all of the locations in the list, click Select All, at the bottom of the screen.

To untick all of the locations in the list, click De-Select All, at the bottom of the
screen.

8. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

9. When you have made your selection, click Next.
10. A list of all of the Store Filters will be displayed.



Administrator

To rex re t a i I We wember 2006

Export options for 1229 2007/08
Select store fiiter  [fnd]

O o000 : whaole Stare ot

[0 ooo1: SHOPFLOOR
O ooo1: Tt
O ooo2 : Tinz
[0 0003 : Floor Manager
[0 0004 : Assistant1

l Select all “ De-select All ” Invert Al | | < Back H Next > || Cancel I

_ Torexetai

Export Options window

11. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

12. To tick all of the filters in the list, click Select All, at the bottom of the screen.

13. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

14. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

15. When you have made your selection, click Next.

16. A list of all of the Date Filters will be displayed.

To rex reta i l Adminisnat‘or 26 November 2006

Export options for 1229 2007/08
Select date fiter  |[fnd]

O YEAR 2007 A
O 2007 QUARTER 1 F
O 2007 MONTH 1
O WEEK 1 01/04/07
O WEEK 2 08/04/07
O WEEK 3 15/04/07

M osirecy A4 Aanina o=

| selectall || De-select Al ” Invert All I I < Back ” Next > “ Cancel |

i Torexetai

Export Options window

17. Typing a date or part of a date in the field in the top right hand corner of the screen
and clicking Find, will highlight the entered information in the list.

18. To tick all of the filters in the list, click Select All, at the bottom of the screen.
19. To untick all of the filters in the list, click De-Select All, at the bottom of the screen.

20. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

21. When you have made your selection, click Next.
22. Alist of all of the required fields will be displayed.
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Torexretail S snber 70
Export options for 1229 2007/08

Select required fields find
O Fields A
O ltems

Sales

Minimum Hours

O
O
O Maximum Hours
O

Standard Hours

[ selectan  |[ peselectan || mwetan | [ <Back || mext> |[ cancel |

Export Options window

23. Typing a name or part of a name in the field in the top right hand corner of the
screen and clicking Find, will highlight the entered information in the list.

24. To tick all of the fields in the list, click Select All, at the bottom of the screen.
25. To untick all of the fields in the list, click De-Select All, at the bottom of the screen.

26. Clicking Invert All will tick any boxes which are unticked and untick any boxes
which are ticked.

27. When you have made your selection, click Next.

28. You are then required to enter the Output Location for the report for example, Where
do you want it to be saved?

TO rex reta i l Adminisna't-.:-:»: : 26 November 2006

Export options for 1229 2007/08
Select output location  |[fnd]

Full UNC path and fil |report.xls

E.g. Vimycomputerinyshare\report.xls
If no computer name is specified the file will be saved on 127.0.0.1 in the directory c: \disksy

| selectal || De-select al ” Invert All I ‘ < Back || Finish || cancel |

_. Torexretail

Export Options window

29. The filename report.xls will be set as the default name for this report. To change this,
click into the field, delete the current name and type a new name.

30. The default location for the report will be displayed on the screen for example,
c:\disks on the machine 127.0.0.1. To change this location, type the Full UNC path
and filename into the field for example, \\192.168.0.2\Report Folder\Report.xls. If
you do not understand this process, speak to your System Administrator.
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Note: Depending on the size of the Forecast and the options
selected, the report may take a considerable amount of time
to generate. Once it is complete, you will be returned to the
Reports menu.

Viewing the Report

1. To view the report, go to the location where it was saved.

2. Double click file, for example, Report.xls.
3. The report will open in Microsoft Excel and will look similar to the screen below:
A | e | ¢ | o | E | F | & | H | 0 | 9 | ¥ | v
1 |Level Date Range Page
2 1229 BIRMINGHAM 2007 MOMTH 1 1
11229 - BIRMIMNGHARM 2007 MOMTH 2 2
4 1229 BIRMINGHAM 2007 MOMTH 3 3
11229 : BIRMIMNGHARM 2007 MOMTH 4 4
| B [1223: BIRMINGHAM 2007 MOMTH 5 5
L1229 : BIRMINGHLM 2007 MOMTH & E
| 8 1228 BIRMINGHAM 2007 MOMTH 7 7
9 1229 BIRMINGHAM 2007 MOMTH & a8
E1229 - BIRMIMNGHARM 2007 MOMTH 9 =]
11 1229 : BIRMINGHAM 2007 MOMTH 10 10
21229 : BIRMIMGHAM 2007 MOMTH 11 11
13 1229 BIRMINGHAM 2007 MOMTH 12 12

I

w

m

e}

=

R R [R [ =
= (0|o

00| e | 0 {00 0| Lo | bk ko R | m | k| Ry
O£ | Q|| 2| 0| 0| d|~=|d|d| &k

L
=}

w
=

Viewing the Report window

»

(Level).

o

PRrara “ Contents / Page 1 / Page 2 / Page 3 / Page 4 / Page S /Page 6/ Page 7 { Page 8 / Page| ¢
The Region, Department and Store information is displayed in the first column

The Date Range shows the dates selected in the Forecast.

Page, indicates the tab that the information can be located on for example, Page 1 etc

at the bottom of the screen.

7. Clicking Page 1 tab, at the bottom of the screen, will display a screen similar to the
one below:
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a| B | ¢ | o | E | F | & [IH]1] J | K | L | m M | o [l ==
_1 |Store ID 1229 Area 22 Time Period 2007 MONTH 1 Page 1
2 |Store Name 1229 : BIRMINGHAM Group 42
3
4 | [ SalesForecast | 2007  [week 01] Week 02 |week 03|week 04] | [ Total Department Howrs | 2007 [week 01] week 02 [week 03 |Week 04]
5 | [£1.138,431] £266,114]  £303,950] £267 183] £301 675 [ 1,580.00] 35500] 3es00] sesoo[ seson]
[}
7 [0003 :TILL 1 o004 : TILL 2
[}
I Hours Week 01| Week 02 |Week 03 (Week 04 Hours  (Week 01 | Week 02 |Week 03 |Week 04
0| [ooos: cPut 35300 8825 8825 e825| 6825 0027 : CPUZ 70475 16500] 1e725) 1e6.00[ 18650
1
1z | [Total 353.00]  88.25 88.25|  08.25]  88.25 Total 1,965.50]  442.50]  549.50] 444.25] 54925
13
14 |0005 : FLOOR MANAGER |0006 : ASSISTANT 1
15
E Hours Week 01| Week 02 |Week 03 (Week 04 Hours  (Week 01 | Week 02 |Week 03 |Week 04
17 | [0039: Fioor Manager 280 70 70 70 70 0040 : Assistant 28700 7175 75| 175|775
18
19| [Total 230.00]  70.00 70.00]  70.00] 7000 Total 287.00] 7175 T1.75] 175 7175
20
El
22| [Total Store Hours 1,580] [Holiday/Sick 0] [Training 0]
23
|
25 |
3 |
7 |
7 |
|
30|
3|
32|
El
E3
35|
36
? e
4 4 » Wy Contents % Page 1,/ Page 2 / Page 3 { Page 4 / Page S / Page 6 / Page 7 £ Page & / Page [ ¢ Bl

Report window

8. Clicking pages, at the bottom of the screen, will display results for a different Month.

Elements

Selecting this report will export all of the Work Elements in the system, into an Excel
spreadsheet.

Running the Report

Reports

Create, display and export reports

1. To access the Elements, click = menu and then the

Elements
Create a work elements report

2. A screen, similar to that below, will be displayed:

File Download X

Do you want to open or zave this file?

@ j Mame: report.xls
Hl Type: Microsoft Excel Worksheet

Fram: localhost

Open ]’ Save ]l Cancel |

harm vour computer. |F you do nat trust the source, do not open or

@ While files from the Intemet can be uzeful, zome files can potentially
zave thig file, What's the risk?

File Download window
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Export

Selecting Open will display the report in Microsoft Excel.

Clicking on Save will allow to select a location to save the document, so that it may

be viewed later.

Clicking on Cancel will stop the process and return you to the Reports screen.

If you chose to Open the file, or opened it at a later date, a screen, similar to that

below, will be displayed:

7.

PR r‘\qlgag;l_xpgge2f,{laage 3/ Page 4 {Pages [P
Viewing the Report window

Fra coa ma o d T e i L
age 6 4 Page 7 4 Page 8 / Page 9 /{ Page 1(

Al B | c D E F G |H | J

| 1 [Work Elements Report Run Date: 28/11/06 Page 1

2 — — — —
| 3 | Work Element Effective Date SCRIPT SMV Driver Frequency
L4 | 1100101 : CPUA 010101 et TaskSales(6 20 39580
| 5 | 1M00M02: CPU T - Topup ot it 0 FGetTaskElementHours(6 B561*$%LOOKUP site info model "ThICTPTopUps","CPLH TopUp","Maodel Murmber");

6 11010103 : CPU 2 B0 101 FGetTaskSales(7 2)*1 395060,
Z 11010904 : CPU 2 - Topup Tt it 0 FGetTaskElementHours(7 B531*$WLOOKUP site info model,"ThICTRPTopUps","CPU2TopUp","Maodel Murmber");
| 8 [ 11Mmos: CPU3 B10101 FGetTaskSales(d 2041 395060,
| 9 [ M0MOM08: CPU 3 - Topup Tt 1 0 FGetTaskElementHours(8 G605 LOOKUP site info model,"TRICTPTopUps","CPU3TopUp","Maodel Number");
|10 [ 11010201 : Fashion + Premium Consuttants ot it 0 var storeranking var Réhours;var Benefithours; var Fashionhours; storeranking = store params MiscStoreRanking
|11 [ 11010202 : Fashion + Premium Courter 01 var actualworkloadvar consulttanthours; var counterhours;actuakworkload = $GetTaskSales(9 29 1 26/60; consu
|12 [ 11010203 : Fashion + Premium Courter - Topup B101 01 ($GetTaskElementHour (9 B62)+$Get TaskElementHours(9 663 store params GlobFPCTupdlow;
|13 | 11010204 : Mo7 Consukants Do Fif(store params GlobMo7HoursOvertide=0,store params GlobMNo7HoursOverride™37 5, 5% STEPPED(store parsms
|14 [ 11010205 : Beauty Expert ot it o war no?tot;var fractotvar ebtot;no?tot = $if(store params GlobMo7HoursOverride=0,store params.GlobMo?Hour s
15 | 11010206 : Mo7 Courter B war actuahworkioad; var consultanthours; var counterhours; actuakvorkload = $GetTaskSales(10,2)*3 459060, co
E 11010207 : NoT Courter - Topug it 0 a0 (BGetTaskElementHours(10 BES1+$Get TaskElementHours(10 6661+ $Get TaskElementHours(1 0 BE7 1)*store params
|17 [ 11010208 : Fragrance Consuttarts ot i o var fragrancesplit, var totfragirans totfragirans = $GetTaskElementSales(11 670,2)+5Get TaskElementSales(1 2 57
|18 [ 11010209 : Fragrance Courter Bt 1 0 var actualworkload, var consultanthours; var counterhours; actuabworklosd = $GetTaskSales(11,2)*3.402/60; co
|19 [ 11010210 : Fragrance Counter - Topup B101 01 (F5etTaskElementHours(11 G69)+5Get TaskElemertHours(11,670))*store params GlobFragCTupsllov,
|20 [ 11010211 : Mens Conzultants 01 vat menssplitvar totfragtrans totfragtrans = $GetTaskElementSales(11 670,20+ 5 Get TaskElementSales(1 2 673,27,
|21 [ 11010212 : Mens Courter ot it 0 var actuahworkload, var consultanthours; var counterhours; actuakeorkload = $GetTaskSales(12 2)*3.402/60; co
(22 | 11010213 : Mens Courter - Topup B0 ($oetTaskElementHours(1 2 672)+FGet TaskElemertHours(12,673)) store params GlobMensCTupAlow,
|23 [ 11010214 : BB Consultarts B0 01 Fifistore params . GlobEBHOoUrsOverride=0 store params GlobEBHoursOverride*37 .5 $WSTEPPED store params. v
24 | 11010215 : EB Counter Do var actuahworkioad; var consultanthours; var counterhours; actuakvorkload = $GetTaskSales(13,2)*3.152/60, co
E 11010216 : EB Courter - Topup L ($GetTaskElementHour (13 67 5)+5Get TaskElementHours(1 3 676 store params GlobEBCTup Allowy,
| 26 [ 11010217 : Photo Consultants B101 01 Jif(store params MizcStoreRanking==150 Jif(store params. GlobPhotoHoursOverride=0 store params . GlobPhotoH:
|27 [ 11010218 : Photo Courter Bt 1 0 var actualworkload, var consultanthours; var counterhours; actuabworklosd = $GetTaskSales(14 2)*5.819/60; co
|28 [ 11010218 : Photo Courter - Topup B101 01 ($GetTaskElemertHours(14 6731+5Get TaskElementHours(1 4, 6791 store params GlobPhotCTupdlow,
|29 [ 11010220 : Skincare Advisor B10101 fif(store params FlagSkincareTopd 00==1 37.5,0);
|30 [ 11010221 : Sunshop Consultart B101 01 FWESTEPPED  store params MiscStoreRanking,"Mumber OfSunshopddvisors” "Hours Reguirement” "Store Ranking",
31| 11010222 ; Heafthcare Consuttant B0 fif(ztore params FlagvitaminTop1 00==1,37.5,0);
|32 | 11010223 : Leisure PS B0 101 FCetTaskSales(18 272 51060,

33 11010224 : Leisure PS - Topup ot i o FGetTaskElementHours(1§ 654 )*§4%LOCOKUP site info.model,"ThICTPTopUps","LeisureP3TopUp","Model Mumbery,
(34 | 11010225 : Baby Bt 01 01 FCetTaskSales(19 272 51060,
|35 [ 11010225 : Baby - Topup ot it 0 FGetTaskElementHours(19 6861 LOCKUP site info.model,"ThICTPTopUps","Baby Toplp" "Mode! Mumber");
|36 | 11010227 : Food D101 et TaskSales(20,2)*2. 510060,
| 37 [ 11010228 : Food - Topup ot it 0 FGetTaskElementHours(20 6381 FLOCKUP site info.model,"ThICTPTopUps" "FoodToplUp" "Model Mumber"y,

The report displays the name of each Work Element, Effective Date, Script, SMV,
Driver and Frequency, if applicable. Additional Work Elements can be displayed by
clicking Page tabs at the bottom of the screen.

Selecting the Export option will transfer the following information into an Excel

spreadsheet:

* Models

* Elements

* Store parameters

*  Operating Windows
* Costing Models

Running the Report

1. To access the Export, click =

@ jExpurt
[ Export configuration bo Excel

Reports

Create, display and export reports and then the
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2. A screen, similar to that below, will be displayed:

File Download x|

Do you want to open or save this file?

@ j Mame: report.xls
1H1 Type: Microsaft Excel Warksheet

Fram: localhost

=i l’ Save ]l Cancel |

harm wour computer, [ pou do not trust the source, do not open o

@ "While files from the Intermet can be uzeful, some files can potentially
zawe thiz file. wWhat's the risk?

File Download window

3. Selecting Open will display the report in Microsoft Excel.

4. Clicking on Save will allow to select a location to save the document, so that it may
be viewed later.

5. Clicking on Cancel will stop the process and return you to the Reports screen.

Viewing the Report

1. If you chose to Open the file, or opened it at a later date, a screen, similar to that
below, will be displayed:

AREERE F [ G WOTolk] T W [ W [ o [ P | o [ rR [ s [ 1

Viewing a Report window

2. This first screen shows all of the Models from the System.
3. Selecting the Elements tab will display a list of all of the Elements in the System.

A~
1 | Models
2 |
| 3 | Large Store
q
| 5 | Departments
| 6 | Custemer Pay Points @
| 7 1000 Kidswear
| & | 2 0005 Cardshop
| 9 | 3|0006 ; Cont
|10 | 4 0002 Toys
|11 50013 : Kit Hhold
|12 B 0014 Garden
|13 | 70007 : Snacks
| 14 | 0004 : Books
|13 | 90008 ; Stat
|16 | 100012 DI
|17 | 11 0005 : Mewws & Mags
|18 | 120011 Adulwesr
|19 13 005 Gifts
| 20 | Entertainment ;
|21 | 1 |0003 : Ert
| 22 | Initiative 2 ;
|23 | 1 whole Store : Wwhale Store
| 24 | Initiative 3 :
| 25 | 1 Wvhale Store : Whale Store
| 26 | Initiative 4:
| 27 | 1 Wvhale Store : Whale Store
| 28 | Initiative §:
| 29 | 1 Wvhole Store © Whole Store
| 30 | Initiative 6:
| 31 | 1 Whole Store © Whole Store
| 32 | Initiative 7:
| 33 | 1 Wvhale Store : Whale Store
| 34 | Initiative 8 :
| 33 | 1 Wvhale Store : Whale Store
| 36 | Initiative 9 :
| 37 | 1 Whole Store : Whale Store b
4 4 b w\Models { Elements / Store Parameters 4 Windows / ¢ 5]



A B [ c [ D [ E [ F [ 5 [ H [ [ =

Elements

Element Date Fined? Freeform Seript Driver SMV Frequency

001 : Sales Floor Cusi 17012000 varishis YES ((0.001786/store params Peak YWeek Perc)*store params.Cust Serv Ramp)*(§GetTaskSales(5 1 )+5GeAT
002 : In Trade Fill 01012000 variable YES (§GetTaskSales(3, 171 -store params.O0OH Fill Percent))*(0 0053335/store params Peak Week Perc);
003 : Extra Fill (Fri. 5o 0170172000 varishle Vs 00.0012205/st0re params.Peak Week Perc)*$Get TaskSales(3,1);

004 : Extra Fill (High Pi B170172000 fixed no Mo Driver 0015 : Once Per Week

005 : Additional Sales 01701/ varizble yes Fif(store params Number of Salesfloors=2 Windows Store Trading Hours Hours*2 $if(store params Nun
006 : Clothing Band H: L4 variahle Ve store params.Clothing Band Hours;

0 lean and Count (4] fixed no Mo Driver GG 0135 : Onee PerWeek

Ll OH Fill [} variahle YES (§GetTaskSales(6,17*0.757*(0.0041318/store params Peak Week Perc);

00 OH Manageme " fized Vs 0.5*((($GetTaskSalesi6,1)°0.75)*(0.0041 91 Sistore params.Pesk Week Percl)istore params Peak Week
01 ock Managem 17012 fized no Mo Driver 70.5 015 Once Per Week

vatiable no ftems 01488 015 : Once Per Week
variahle Ve FGetTaskSales(3,1)%(0.257*0.0035;

variahle YES FGetTaskSales(3,1)4(0.750*0.0085;

fixed no Mo Driver 11178 015 . Once Per Week
varishle YEE 00.0021070*store params Cust Paypoirt Ramp))*$GetTaskSalest 1),

fixed no Mo Driver 3432 015 : Once Per Week
fixed no Sales 394.5 016 : Cluster

fixed no Mo Driver 8100 015 : Once Per Week
fixed no Mo Driver 2340135 : Once PerWeek
variahle YES var calc;calc=0.0022311 *5Get TaskSales(7 1 );this=Fif(calc=140,140 calcy,

varishle YEE [0.0364354*store params.Cust Serv Rampr$GetTaskSales(3,1)

warishle no ftems: 0.744 015 Once Per Week
varishle yEE (65*4)-($CGetTaskSales(1,12)*0.0023;

variahle Ve FGetTaskSales(8,1)*(0.001128/tore params. Peak Week Perc;

variahle YES store params. Target Adjustmert;

variahle YES (({(store params.Sales Floor-store params Sales Floor Cover)*0.93)-42)istore params Peak YWeek Perc’
variahle Ve store params Difficulty Factor,

013 : Lottery Element L4
o nt In Trade Fill (4]
015 ; Ent OOH Fill ™
016 : Ent. Cash Desk ° ()]
017 : Checkouts "
018 : Mini Manni L}
ing Store Savin
: SM, Ams Eleme|
All Office Work 1
ock Managem
ntertainment C
nt. Cash Desk ;
i Manni
All Office Work
: Sales Floor Targ
Sales Floor Top
: Permanent Diffiy

: Shop Floor Top | fized no Mo Driver 300015 : Once Per Week

ini POS/S varizble WS (store params Contracted Hours-store params Base Hoursy*§if(store params Cluster=8,0.8 $ifistore pa
: Ent Runners variahle Ve store params.Ertertainment Runners;
: Botany Bay variahle YES store params. Botany Bay,

: Electric Shop

s Top 200 xmas 5t
: Ent Extended
wap Element

variahle YES store params.Electric Shop

variahle Ve store params. Top 200 xmas Service;

variahle YES stare params.Ent Extended

varizble WS store params. Svwap Hours v

LR RV R T R R P o N R R N el Bl Bl Bl Bl el Bl Bl Bl el -y

W %, Models 3, Elements ; Store Parameters £ Windows / 4 o ¥
Elements Tab window

e

Selecting the Store Parameters tab, displays all of the Store Parameters for each
store.

Al B [ C T D [ E [Fle[H 4]t T wm [ W | o [~
Store Parameters

|1 |
2|

8 Hame | Site Effective date Value
| 4 | |001: Humber of Cash Desks 022% ; Birmingham 300TI2006 2
| 5 | |001:Humber of Cash Desks 0229 : Birmingham 06/08/2006 2
| & | |001:Humber of Cash Desks 0229 ngham i 2
| 7 | |001:Humber of Cash Desks 0229 : Birmingham 2
| & [ |001:Humber of Cash Desks 0229 ngham 2
| 9 | |001:Humber of Cash Desks 0229 ; Birmingham 2
|10 | |001 : Humber of Cash Desks ngham 2
|11 | |001: Humber of Cash Desks 0229 : Birmingham 2
|12 | 001 : Humber of Cash Desks 0229 ngham 2
|13 | |001 : Humber of Cash Desks 0229 : Birmingham 2
| 14 | |001 : Humber of Cash Desks 0229 ; 2
|15 | |01 : Humber of Cash Desks 0229 ; 2
|16 | |001 : Humber of Cash Desks 0229 2
|17 | |001: Humber of Cash Desks 0229 2
|18 | |001 : Humber of Cash Desks 0229 : Birmingham 2
|19 | |001 : Humber of Cash Desks ngham 2
| 20 | 001 : Humber of Cash Desks 0229 : Birmingham 2
| 21 | |001 : Humber of Cash Desks 2
| 22 | |001 : Humber of Cash Desks 2
| 23 | |001: Humber of Cash Desks 2
| 24 | |001 : Humber of Cash Desks 2
| 25 | |001 : Humber of Cash Desks 2
| 26 | |001 : Humber of Cash Desks 0229 : Birmingham 2
| 27 | |001 : Humber of Cash Desks ngham 2
| 28 | |001 : Humber of Cash Desks 022% ; Birmingham 2
| 29 | |001 : Humber of Cash Desks 210172007 2
| 30 | |001 : Humber of Cash Desks 2810172007 2
| 31 | |001: Humber of Cash Desks 300772006 1
| 32 | |001 : Humber of Cash Desks 06/08:2006 1
| 33 | |001 : Humber of Cash Desks 131082006 1
| 34 | |001: Humber of Cash Desks 200082006 1
| 35 | |001: Humber of Cash Desks 27082006 1
| 36 | |001 : Humber of Cash Desks 0310972 1

37 001 : Humber of Cash Desks 1

1 4 v w Models / Eements % Store Parameters / Windows / 4 »

Store Parameters window

5. Selecting the Windows tab, displays the Operating Windows for each store.
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Al B | c | D | E | F | G | H | | | J K| L

1 | Operating Windows
5
| 3 |
| 4 | |Store Trading Hours
| 5 | 0229 :Birmi Default Sun Mon Tue ‘Wed Thu Fri Sat
| 6 | Start 11:00 03:30 0330 0830 0&:30 0830 08:30
| 7 Stop 17:.00 18.00 1800 1800 20:00 1800 1800
| & | 0229 :Birmi 121172006 Sun Mon Tue ‘Wed Thu Fri Sat
| 9 | Start 11:00 03:30 0330 0830 0&:30 0830 08:30
|10 | Stop 17:.00 18.00 1800 1800 20:00 19.00 19.00
|11 | 0229 : Birmingh 191172006 Sun Mon Tue Wed Thu Fri Sat
|12 | Start 11:00 0330 0330 08:30 0830 030 08:30
|13 | Stop 1700 18:.00 1800 1800 20:00 19.00 19:00
|14 | 0229 : Birmingh 261172006 Sun Mon Tue ‘Wed Thu Fri Sat
|13 | Start 11:00 0330 0330 08:30 0830 030 08:30
| 16 | Stop 1700 18:00 1800 1800 21:00 19.00 19:00
|17 | 0229 : Birmingh 031272006 Sun Mon Tue ‘Wed Thu Fri Sat
|18 | Start 11:00 03:30 03:30 08:30 0g:30 02:30 08:30
|19 | Stop 1700 1800 1800 1800 21:00 19.00 19:00
| 20 | 0229 : Birmingh 101272006 Sun Mon Tue Wed Thu Fri Sat
| 21 | Start 11:00 03:30 03:30 08:30 0g:30 03:30 08:30
| 22 | Stop 1700 19:.00 19.00 19:00 21:00 20:00 20:00
| 23 | 0229 : Birmingh 1TM272006 Sun Mon Tue Wed Thu Fri Sat
| 24 | Start 11:00 03:30 03:30 08:30 0g:30 03:30 08:30
| 25 | Stop 17:.00 20:00 2000 20:00 21:00 21:00 21:00
| 26 | 0229 : Birmingh 241272006 Sun Mon Tue Wed Thu Fri Sat
| 27 | Start 11:00 0000 0200 08:30 0g:30 03:30 08:30
| 28 | Stop 17:.00 0000 1730 18:00 1800 1800 18:00
| 29 | 0229 : Birmingh 311272006 Sun Mon Tue Wed Thu Fri Sat
| 30| Start 11:00 03:30 03:30 08:30 0g:30 03:30 08:30
| 31 | Stop 17:.00 18:.00 1800 18:00 1800 1800 18:00
|32 | 0314: Witney Default Sun Mon Tue Wed Thu Fri Sat
| 33 | Start 10:30 0g:00 02.00 09:00 0900 09:.00 09:00
| 34 | Stop 16:30 17:30 1730 17:30 17:30 1730 17:30
|35 | 0314: Witney 10122006 Sun Mon Tue Wed Thu Fri Sat
| 36 | Start 10:30 0g:00 02.00 09:00 0900 09:.00 09:00
| 37 | Stop 16:30 17:30 1730 17:30 17:30 20:00 18:00
W 4 » wml\ Models { Elerments / Store Parameters ' Windows / 3

Operating Windows window

Workload

This report displays the number of staff required on a daily basis.

Running the Report

Reports
1. To access the Workload, click == Create, display and export reports and then the
- workload
l Export workload to Excel

2. A screen, similar to that below, will be displayed:
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A | B [ ¢ ] [ E F T 6 [ H ] [ L [
| 1 |Task IDate Page
| 2 |0000 : Whale Store Wiieek 1 0210106 1
3 |0oo0 : whole Store Wik 2 0S/01/06 2
|4 |0000 : Whale Store Wizek 3 16101106 3
| & |0000 : Ywhale Store Wizek 4 23101106 4
| 6 (0000 : Yhale Store Wizek 5 30/01/06 5
| 7 |0000 : Whale Store Wizek B 050206 5]
EDODD ‘Whole Store Wigek 7 130206 T
9 |00o0 : whole Store Wiiek 8 2002006 8
(10 (0000 : Whale Store Wieek 9 270206 9
(11 |0000 : Whale Store Wik 10 050306 10
112 |0000 : Whals Store Wik 11 1303106 11
|13 |0000 : Whals Stors Wik 12 2000306 12
|14 |0000  Whole Store Wiieek 13 270306 13
15 |0000 : Wihole Store Wik 15 100406 14
|16 [0000 : Whale Store Wik 16 17104106 15
(17 |0000 : Whale Store Wik 25 19/06/106 16
|18 |0000 : Whals Store Wik 28 100706 17
|18 |0000 : Whals Stors Wyisck 29 170706 16
[ 20 [0000 : Whole Store Wieek 31 310706 19
21 |0000 : Whole Store Wiiek 32 07108106 20
| 22 |0000 : Whale Store Wieek 33 14103106 2
| 23 |0000 : Whale Store Wik 35 250906 22
| 24 |0000 : Whals Store Wik 37 110906 23
| 25 |0000 : Whals Stors Wiisek 41 09410106 24
| 26 |0000  Whole Store Wik 46 1311106 25
27 |0000 : Whole Store Wiisek 49 0412006 26
| 28 |0000 : Whale Store Wieek 5011112006 27
| 28 |0000 : Whale Store Wik 51 1541206 28
30 |0000: Whole Store Wik 52 2511 206 29
1]
(32
E
|34 |
E
E3
a7 |
et b
4 4 » W]\Contents {Page 1 / Page 2 { Page 3 { Page 4 { Page S / Page 6 / Page 7 £ Page & 4 Page [ ¢ »
Running the Report window
3. Itshows the Task on the left hand side of the screen, followed by the Date and the
Page it corresponds to, for example, if you wanted to view the information for Week
28 10/07/2006, you would select the tab Page 17 at the bottom of the screen.
4. Selecting one of the Page tabs at the bottom of the screen, will display a page similar
to that below:
& [ B T c [5} E F G H J [=
| 1 _|Store Name : Birmingham Week : 108/01.07
| 2 |Report Title : Target Staffing Report Period : 2007 Period 2
3
a4 |
5 Staffing Requirement for 0000 : Whole Store
6 Monday Tuesday Wednesday Ti lay Friday Saturday Sunday
7 Time Required Required Required Required Required Required Required
8 09:00 14 14 14 14 14 16 1]
] 09:15 14 14 14 14 14 16 [}
10 09:30 14 14 14 14 14 16 1]
11 09:45 14 14 14 14 14 16 1]
12 10:00 14 14 14 14 14 18 i
13 10:15 14 14 14 14 14 16 0
14 10:30 14 14 14 14 14 16 0
15 10:45 14 14 14 14 14 16 0
16 11:00 14 14 14 14 14 16 16
17 11:15 14 14 14 14 14 16 16
13 11:30 14 14 14 14 14 16 16
19 11:45 14 14 14 14 14 16 16
20 12:00 15 15 15 15 15 17 16
2 12:15 15 15 15 15 15 17 16
22 12:30 15 15 15 15 15 17 16
23 12:45 15 15 15 15 15 17 16
24 13:00 15 15 15 15 15 17 16
25 13:15 15 15 15 15 15 17 16
26 13:30 15 15 15 15 15 17 16
27 13:45 15 15 15 15 15 17 15
26 14:00 15 15 15 15 15 17 16
29 14:15 15 15 15 15 15 17 16
30 14:30 15 15 15 15 15 17 16
k]l 14:45 15 15 15 15 15 17 16
32 15:00 15 15 15 15 15 17 16
33 15:15 14 14 14 14 14 17 16
£V AL .30 A Aa A A A A A b
W 4 » M\ Contents % Page 1/ Page 2 { Page 3 { Page 4 { Page S / Page 6 £ Page 7 £ Page & 4 Page [ < >

Report window
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5. Clicking on other Page tabs, at the bottom of the screen, will display information for
other dates.

PMC Report
Reports

1. To access the PMC Report, click ) Create, display and export reports and then the

B PMC Report
@ Export a PMC report to Excel

2. A screen, similar to the one below, will be displayed:

. Torex Administrator
Torexretail -
Generate
Store: 1229 : BIRMINGHAM |
Reiodk YEAR 2006 &

O 2006 QUARTER 1

O 2006 MONTH 1
O WEEK 1 02/04/06
O WEEK 2 09/04/06
O WEEK 3 16/04/06
O WEEK 4 23/04/06

O 2006 MONTH 2
O WEEK 5 30/04/06
O WEEK 6 07/05/06
O WEEK 7 14/05/06
O WEEK 8 21/05/06

O 2006 MONTH 3
O WEEK 9 28/05/06
O WEEK 10 04/06/06
O WEEK 11 11/06/06 v

Generate
= Torexretail

Generate a Report window

3. If the Store selection, at the top of the screen, is incorrect, see the Changing the Store
section below for further information on changing the store.

4. Tick the relevant time period and then click Generate.
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Viewing the Report

1. Once you click Generate, the following window will be displayed:

(x]

File Download

Do you want to open or zave this file?

@ j Mame: PMCRepart.xls
[H]

Type: Microsoft Excel Worksheet
From: ppmdsg0l

Open ] [ Save ] |

Cancel

harm vour computer. |F you do nat trust the source, do not open or

@ While files from the Intemet can be uzeful, zome files can potentially
zave thig file, What's the risk?

2. File Download window

3. (Clicking on Open will display the report, for the specified period.

A B [ C [ D [E] F [ G [ H 1 [

11

i PMC Report
T Store Hame Birmingham
T Store Humber 1229 Store Trading Information
|5 | ‘Region
? Area Enterprise
T Group Region 1
5| Week [\ieek 49 04712106
T Model Humber Global Model
F Model Hame
1]

13 FORECAST INFORMATION
l43| ‘Budgetsales £0.00
14| storePl 100.00 By Role

15 STORE INFORMATION

16
7 Drivers Hours
F Store Matrix Target Pl Allowed FTE
1a| MANAGEMENT
I20|  Admin & Managemert 100.00
? Cash Procedures 100.00
la2| manAGEMENT 100.00
l23| STORE
(24| Shop 100.00
25| STORE 100.00
|25| CUSTOMER SERVICE
27| Checkaut 100.00
|oa |  CUSTOMER SERVICE 100.00

W4 bk Week 40 2006 ¢ ¥

PMC Report window

Changing the Store

1. To change the Store, click .

2. A screen, similar to that below, will be displayed:
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Torexretail

Search -
SerchForr [ | ®@al Ostore Ostorelik O Region O Store Group
No search
Filter -
Store Links all (8 Store Links) Regions All (563 Regions) Store Groups All (3 Store Groups)
[Forecast Cost Modeis &) [Food ~ | [[Food Market Stare T
001 : Default Region 1 Large
Work Standards Models Area 1 Medium
Small Area 2 Small
Medium 3 Area3
Large Area 4
Food Market Store Areas
PFS Store M ) Area 6 s
Store Forecast Cost Model Region Store Group
There are more than 100 items in the list. Select a filter to reduce the number of items or click here to
show them
1749 stores OK Cancel

- Torexretail

Changing the Store window

Search

1. To locate a specific location in the system, type in a name or part of a name, into the
Search For field. For example, Typing New would display the stores Newport,
Newcastle etc in the Store section at the bottom of the screen.

2. Results can be made more specific, by clicking in the circular box next to the
appropriate level for example, To search for a store, type in the name and then click
in the box next to the text Store.

Filter

1. The Filters allow you to narrow down the list of Stores which are displayed, to make
it easier to select the relevant ones. For example, In the screen below, if I clicked on
Area 1, in the middle box, only those Stores assigned to Area 1, would be displayed
in the Stores section of the screen.

If I also clicked on Medium, in the right hand box, then only those Medium Stores in
Area 1 would be displayed.

Filter (remove) -
Store Links [ all (9 Store Links) Regions All (41 Regions) Store Groups all (4 Store Groups)
Forecast Cost Models | |Food 4 || |Food Market Store
Reagion 1 | |[Large
Work Standards Models Area 1 Medium
Small Area 2 Small
Medium =3 Area 3
Large Area 4
Food Market Store Areas |
PFS Store M| Areaé B

Filter window

2. Toremove any Filters which have been applied, click Remove link, found next to the

Filter heading W
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Import

Store

1. The Store section will not display more than 100 results. To display stores, you will
need to adjust the filters above to reduce the number of stores to display.
2. The number of Stores currently available to view, can be found in the bottom left
hand corner of the screen.
Store Forecast Cost Model Region Store Group
1229 : Birmingham 001 : Default Area 1 Medium A
1323 : Witney 001 : Default Area 2 Medium =
0786 : Alcester 001 : Default Area 3 Medium
0564 : Stratford 001 : Default Area 4 Medium
1212 : Evesham 001 : Default Area 4 Medium
1311 : Cheltenham 001 : Default Area s Medium
0755 : Worcester 001 : Default Area s Medium 7
61 stores

Store window

3.

2.

Torexretail Import

Select Forecast Report 1w
¥Yerbose mode

Select file to import

Once the correct company is located, click applicable name and it will become
highlighted.

Click OK to confirm the selection and return to the previous screen.

To Import data into the system, you need to access the Import area of the system by

B  eCLEARVIEW! B Import

o7 . s .
clicking &4 central Budgeting Modules - 1 then the = Import data from a csv file

A screen, similar to the one below, will be displayed:

Administrator

" | store Models o’
Trading Profiles

Raw Trading Profiles

Trading Profiles Weeks

Test Date Format

Ancillary Minutes

Murnber of Mainbark.

Home Delivery Driver Minutes
Mon Food Minutes

Home Entertainment

Frash Milk %%

Iterns By Checkout Main/Kiask
Public Tailet Flag

Tralley Flag Settings

Dept Lift Data

Mews Iems %

Lokkery Yo

EFT/CASH Splits

EWS Licensing

Home Deliveries per Weelk
Basket Size

Mumber of Lines

]l ! Y e B ) Y Y B Y Y e B ! Y Y B Y Y e e

Store Area

[ Bromse... |

Il

Do Import Import

w

Import window
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3. Select the appropriate Import file type from the list, by clicking in the circular box

next to the name.

Note: The list in the screenshot above may differ from what

appears on your screen.

Choose the relevant Forecast from the Select Forecast list.

Ticking the Verbose mode box will enable more detailed information to be captured
in the log files for this process. Whilst this can be useful, it could impact the speed at
which the Import is completed and will increase the file size of each log.

6. To select the Import file, click Browse, next to the Select file to import field.

A screen, similar to that below, will be displayed:

Choose file

@3

Look in: | LQ Desktop

L ‘L]My Documents
L..b '$ My Computer
MyRecent  €JMy Network Places
Documents @ Import.cev

Desktop

My Documents

s
My Computer

=l ek B

>

My Network File name: ||
Places

Files of type: [ i Files (%)

LI Open |
~| Cancel

Choose File window

8. Locate the file, both select it and click Open or double click file.

9. You will be returned to the previous screen and the location of the file will be in the

Select file to import field.
10. When ready, click Import.

11. A screen, similar to that below, will be displayed. It shows the status of the Import
process. Clicking Refresh will update the information on screen.



Torexretail
Import

Importing
Progress ...

Last Row Parsed: -1
Lask Row Processed: -1
Data bo be committed

See log file on server For details:

Administrator

Refresh window

12. Once the process is complete, you will be returned to the Import screen.

Timesheet Hours Import

This functionality provides users with the ability to import actual weekly timesheet
hours provided at a ‘sub-department’ level into ePerformance tasks, which can then be
used for KPI reporting purposes.

1.

You must first run the import in order to create the associated INI file. To do this go
to eClearview > Import, select the Timesheet Hours radio button and the file you
wish to import and click Import - nothing will be imported at this stage, however

Now set up a new System Metric by navigating to Advanced > Table Editors >
Global descriptions, select the SYSTEM METRICS file and click Edit

Enter a suitable name and make a note of the ID number associated with it, then click
OK to save

Now go to Advanced > Generic configuration editors > Global configuration,
select the file Timesheet Hours.INI and click Edit

Under the [CONFIG] section, enter the ID number of the System Metric which you
just created

Under the [SUBDEPTMAPPINGS] section, enter the ID numbers of the
ePerformance tasks that you want the ‘sub-departments’ to be associated with (to see
the ID numbers go to Advanced > Department & Task Configuration > Task
descriptions)

The application is now ready to import Timesheet Hours. Return to eClearview >
Import and follow the same process as above to proceed
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Store Hours Import

This functionality provides users with the ability to import data from a KPI report into a
reference table.

1. First export a KPI report to excel. Then open the excel report, and save as a CSV file.
The report will then be in the correct format for importing into ePerformance.

2. Navigate to eClearview > Import, select the Store Hours Import radio button and
the file you wish to import and click Import.

3. The data in the import file will now be imported into a reference table called Store
Hours. This will contain a different effective date for each week included in the
import file.

System Metrics RHRP Data Import

This functionality provides users with the ability to import RHRP data which has been
exported from the Performance application, into ePerformance.

1. You must first export the data from Performance into a CSV file

2. Then navigate to eClearview > Import, select the RHRP Import radio button and the
file you wish to import and click Import.

3. The data in the file will now be imported into the associated System Metrics, which
can be viewed on a KPI report

Assign Stores

B eCLEARVIEW!
1. To access the Assign Stores area of the system, click i Central Budgsting Modules ,

e=| Assign Stores
followed by the =

2. A screen, similar to the one below, will be displayed:
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Administrator

Torexretail

Search

Type: :Bﬁucjggt Forecast v
Store: | 1229 : Birmingham p vl
From: | E]

To: 77 E]

[ auto Update Search

Tasks -

> Create a new assignment for this store
> Make an assignment for multiple stores
Please select your options from the panel on the left and click Search
> Edit the selected assignment

> Delete the selected assignment

‘ Mew... | Edt.. | Delete |

v

i Torexretai

Assign Stores window

Search

In the Type drop down menu, select the relevant information search for.

Select the correct store from the Store drop down menu.

Enter the date that you want to search From.

Enter the date that you want to search To.

Clicking Search will display all of the results on the right hand side of the screen.

Ticking the Auto Update box, eliminates the need to click Search, if any of the

information is changed. It will automatically detect the change and initiate the
search.

o 0 s~ w DR

New Assignment

Single Store

1. To create a single store assignment, either click Create a new assignment for this
store link on the left hand side of the screen or click New at the bottom of the screen.

2. A screen, similar to that below, will be displayed:
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To rex reta i I Administrator Assign Stores

Add New Assignment for Birmingham : 1001

Budget Forecast: | Budget for Birmingham, week 23710/06 v|

Manager Forecast: | Manager For Birmingham, week 27711706 |

Target Forecast: | Target For Birmingham, week 27/11/06 W |

Actual Forecast: | Target For Birmingham, week 30/04/06 v|

Forecast Cost Model:

‘Work Standards Model:

Commodity Group Pattern:

Trading Profile Pattern:

I R —

Ok Cancel

Single Store window

3. To select a different Assignment for each option, ensure they are ticked on the left
hand side of the screen.

4. Click drop down menu, next to each option and click relevant choice.
Enter a From and To date, if applicable.

Click OK to save or Cancel to disregard any changes made.

Multiple Stores

1. To add assignments to multiple stores at the same time, click Make an assignment
for multiple stores link on the left hand side of the screen.

2. A screen, similar to that below, will be displayed:
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Torex I’eta i l Administrator
Search -
Search For: L | ®al O store O storelink O Region QO store Group
Mo search
Filter {remove) -
Store Links [C] &l (2 Store Links) Regions 4l (41 Regions) Store Groups &ll (4 Store Groups)
[ | [Food | ||Food Market Store |
1 3 ‘ Region 1 | |Large
| Area 1 | || Medium
Area2 Small
— | Area 3
Area 4
Food Market Store [ Areas
PFS Store o) Areat |
Store Forecast Cost Model Region Store Group > Selected Stores
>
<
There are more than 100 items in the list, Select a filter to reduce the <z
number of items or click here to show them
498 stores OK Cancel

i Torexretail

Multiple Stores window

Search

1. To locate a specific location in the system, type in a name or part of a name, into the
Search For field. For example, Typing New would display the stores Newport,
Newcastle etc in the Store section at the bottom of the screen.

2. Results can be made more specific, by clicking in the circular box next to the
appropriate level for example, to search for a store, type in the name and then click in
the box next to the text Store.

Filter

1. The Filters allow you to narrow down the list of Stores which are displayed, to make
it easier to select the relevant ones. For example, In the screen below, if I clicked on
Area 1, in the middle box, only those Stores assigned to Area 1, would be displayed
in the Stores section of the screen.

If T also clicked on Medium, in the right hand box, then only those Medium Stores in
Area 1 would be displayed.

Filter (remove) -

Store Links [ &l (2 Store Links) Regions all (41 Regions) Store Groups &ll (4 Store Groups)

[Forecast Cost Models | |Food - Food Market Store

Region 1 | |[Large
Work Standards Models Area 1 | [Medium
Small Area 2 Small
Medium Aread
Large Area 4
Food Market Store Areas |
PFS Store ¥ | Areab v

Filter window

2. Toremove any Filters which have been applied, click Remove link, found next to the

Filter heading ’W
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Store

1. The Store section will not display more than 100 results. To display stores, you will

need to adjust the filters above to reduce the number of stores to display.

2. The number of Stores currently available to view, can be found in the bottom left

hand corner of the screen.

| Store

11229 : Birmingham
11323 : Witney

| 0786 : Alcester

| 0564 : Stratford
11212 : Evesham
|1311: Cheltenham
| 0755 : Worcester

Forecast Cost Model

001 :
001
001 :
001
oot :
0ot
oot

Default
Default
Default
Default
Default
Default
Default

Region
Area 1
Areaz
Area 3
Area 4
Area 4
Area S
Area S

Store Group

Medium
Medium
Medium
Medium
Medium
Medium

Medium

61 stores

Store window

Selected Stores

Once you have the selected stores displayed in the Store section, you can move them into

the Selected Stores section.

61 stores

Selected Stores window

Store Forecast Cost Model
1229: Birmingham 001 : Default
1323 : Witney 001 : Default
0786 : Alcester 001 : Default
0564 : Stratford 001 : Default
1212: Evesham 001 : Default
1311: Cheltenham 001 : Default
0755 : Worcester 001 : Default

Region
Area 1
Area2
Area 3
Area 4
Area 4
AreasS
AreaS

Store Group

Medium
Medium
Medium
Medium
Medium
Medium

Medium

Selected Stores

OK Cancel

1. Tomove a single or multiple stores to the Selected Stores area, click on each

required store and click g They will be displayed on the right hand side of the

screen.

2. To move ALL stores to the Selected Stores area, click ﬁ All of the stores will be
displayed on the right hand side of the screen.

3. If you make a mistake and want to move a single or multiple store from the Selected

Stores area, click on each required store and then click

4. If you want to move ALL stores from the Selected Stores area, click .

Once all of the stores are selected, click OK.

<

<

6. The Add Assignments screen will then be displayed. This works in the same way as
adding assignments for a single store, but the settings are applied to all of the

previously selected stores.




Torexretail S ok 5 27 overer 200 ssin stores Log

Add Assignments for Multiple Stores

Budget Forecast: | Target For Birmingham, week 07/05/06 e |

Manager Forecast: | Target For Birmingham, week 30/04j06 w |

Target Forecast: | Target Far Birmingham, week 30/04/06 hd |

Actual Forecast: |Target For Birmingham, week 3070406 v|

Forecast Cost Model:

Work Standards Model:

Commodity Group Patkern:

Trading Profile Pattern:

Fram: L LJ To L LJ

Ok Cancel

Add Assignments window

Edit an Assignment

1.

To edit an assignment, search for it using the Search section of the screen. (See Page
173 for further information).

The results will be displayed on the right hand side of the screen.
Click relevant assignment and it will change color.

Either click Edit the selected assignment link on the left hand side of the screen or
click Edit at the bottom of the screen.

You will then be able to change the value of the assignment.

Click OK to confirm or Cancel to disregard any changes.

Delete an Assignment

1.

To delete an assignment, search for it, using the Search section of the screen. (See
Page 173 for further information).

The results will be displayed on the right hand side of the screen.
Click relevant assignment and it will change color.

Either click Delete the selected assignment link on the left hand side of the screen or
click Delete at the bottom of the screen.

You will be asked if you are sure you want to Delete selected assignment? If you
are, click OK, otherwise, click Cancel.
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Configuration

About ePerformance

1. To view licensing information for the system, click ? G EPEI’fDI'ITIEIr‘IEE.

2. Further information about this screen can be found on page 301.

Table Editors
Table editors
1. To view the Table Editors, click = Configure description tables

2. Further information on this screen can be found on page 301.

Generic Configuration Editors

1. To view the Generic Configuration Editors, click
t=| Generic configuration editors

P Configure ini-file stvle options

2. Further information on this screen can be found on page 312.

Tree Editors
Tree editors

1. To view the Tree Editors, click — Configure hierarchy trees and store lisking

2. Further information on this screen can be found on page 314.

Department & Task Configuration

1. To view the Department & Task Configuration screen, click
ti—=| Department & Task Configuration
Configure department and task list and descriptions

2. Further information on this screen can be found on page 316.

Module Configuration Editors

1. To view the Module Configuration Editors, click
t=| Module configuration editors

" Configure aptions For specific areas of functionality

2. Further information on this screen can be found on page 319.

User Configuration

1. To view the User Configuration Screen, click
ti=| User configuration

Configure user lisk and user groups options

2. Further information on this screen can be found on page 340.
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Import Clockings

Import Clockings
1. To view the Import Clockings screen, click = .

2. Further information on this screen can be found on page 347.

Template Info

:=| Template Info

1. To view the Template Info screen, click

2. Further information on this screen can be found on page 348.

Record Lock Admin

1. To view the Record Lock Admin screen, click E‘ Record Lock Admln.

2. Further information on this screen can be found on page 349.

File System
E File System
To view the File System screen, click = .

2. Further information on this screen can be found on page 350.

Task Managers

Task Managers
To view the Task Managers screen, click = .

2. Further information on this screen can be found on page 351.

Message Log

i=| Message Log

To view the Message Log screen, click ==

2. Further information on this screen can be found on page 352.

Store Groups

o i
J‘m Store Groups
To view the Store Groups screen, click : .

2. Further information on this screen can be found on page 353.

Select Fileset
) i i Select Fleset
To view the Select Fileset screen, click = .

2. Further information on this screen can be found on page 353.
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Scheduling

1. To access the Scheduling area of the system, log on as normal and click
2y Scheduling
Gaenerate schedules

The ePerformance Scheduler can be individually configured to suit each customer. This is
done via a set of weightings which determine how important different aspects are when
optimizing solutions. The aspects of each solution that will be taken into consideration
are as follows:

* Need Skilled - Where a solution leaves the number of skilled employees (i.e. not
apprentices) scheduled to a task below the workload

*  Working When No Work (Jobless) - Where a solution places an employee on a task
which is closed (outside of operating windows)

*  Closure - Where a solution causes a task closure (i.e. staffing has fallen below
minimum levels)

= Apprentice - Where a solution places an apprentice on a task

* Overs - Where a solution causes a task to have more employees working on it than
the workload requires

* Unders - Where a solution causes a task to have less employees working on it than
the workload requires

= Skilled - This is the skill level of the employee, as defined in the Tasks section of the
employees HR record

*  Priority - This is the priority of the secondary task for the employee, as defined in the
Tasks section of the employees HR record

The weightings are set in the configuration file SCHEDULE WEIGHTING.INI, the
higher the weighting the more important the scheduler will consider it to avoid. For
example, setting Unders = 20 and Overs = 10, will make Unders twice as undesirable as
Overs. Therefore if the scheduler generates 2 solutions, one which includes 5 periods of
Unders and the other with 5 periods of Overs, then the second solution will be chosen as
it will have generated a lower score.

There are two sets of weightings, one which applies to the employees’ primary task and
one which applies to all secondary tasks. A priority percentage can also be applied to the
secondary task (which will increase the score of the secondary task by a set percentage)
to take into account the fact that the primary task is more important. Therefore if there
are two identical solutions, then the one applying to the primary task will be chosen as it
will generate a lower score.

Note that where a solution is generated which includes a closure then it will also include
an underlying under. Where a solution includes a period of no work it will also include
an underlying over, so you may wish to keep the weightings for closure and no work
low.
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Schedule Rerun
= Schedule Rerun

1. To begin a Schedule Rerun, click = Rerun run schedules for the week

2. A screen, similar to that below, will be displayed:

Torexretail .

Departments & Tasks

Re-run Schedule

Options

@ CeanBuild O Locked Changes [Ciocked Roster |

Selected Employees

Harris, 5
Haynes, J
Haynes, L
Hil, K
Hodhitt, D
Hollyoak, J
Hows, &
Hughes, E
Hughes, E
Hughes, J
Hughes, 5
Hughes, T
Hussain, 5
Jackson, J
Jarvis, P
Johnsn, A

Jones, €

lJO0OOOOOoOoOOoOOoOoOoOoooooo
lJO0OOOOOoOoOOoOOoOoOoOoooooo

Re-tun Schedule Operating Windows

00000 01:00 02:00 03:00 04:00 05:00 06:00 07:00 05:00 09:00 10000 11:00 12:00 13:00 14:00 15:00 16:00 17:00 15:00 19:00 20:00 21:00 22:00 23:00

Sun
Mon
Tue
Wed
\Thu
Fri

Sat

Reschedule

Re-run Schedule window

3. The screen lists the names of all members of staff, who work at the store. Click in the
tick box, next to the appropriate name to select them, or click in the tick box at the
top of the list to select all employees.

4. At the top of the screen are the 3 rescheduling options: Clean Build will fully re-
optimize the schedule of the selected employee(s). Locked changes will do as clean
build, but will also retain all edits that have been made to the selected employee(s)
schedule. Locked Roster will retain the start/stop times of each shift for the selected
employee(s). The Clean Build and Locked Changes options are mutually exclusive
whilst the Locked Roster function can be selected with either of the other two.

5. The Schedule Rerun window can be seen at the bottom of the screen. This can be
configured so that rescheduling can only take place at certain times of the day. Any
requests that are made outside of the window will be set to pending and will
commence as soon as the window becomes active again (for more information on this
see ‘Schedule Window Config’ in the Advanced section)

6. Clicking Departments & Tasks link, on the left hand side of the screen, will display a
window, similar to that below:
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2} 1229 : Birmingham -- Web Page Dialog §|

Departments & Tasks filter

0000 @ Whale Store
0001 : Management

0001 : Admin &
IManagement

0002 @ Cash Procedures

ooo2 ; Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

| oK i | Cancel |

Departments & Tasks Filter window

7.

Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Management box would only
show those members of staff who are assigned to the Management department.

8. When all of the appropriate employees are selected, click Reschedule. A screen,

similar to that below will be displayed. It will show the user the currently running
task(s) as well as any which are pending or have been completed. If logged on as a
manger of a particular store the user will only be able to see completed requests from
their home store. Pending and running requests include those from other stores to
enable the user to understand the relative position of their requests in the queue.
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Torexretail

Departments & Tasks

Schedule Status
Running (1}
’ Week  Number Clean Capto Re- - Elapsed Run
abort [ Site Trpe e e buid balect nam User Requested  Started Finished apsed  Run Host
Tue Nov 06
Tue Nov 06
1298 1 - = e 17:24:37 5518 TALC-
O ey Contrsct 04711707 1 Ves WA Yes Adniristrator 17:24:37 e S5msmc T0 s
GMT+00:00 2007
2007
Completed (1)
Week Number Clean Capto Re- - EHapsed Run
site Trpe K buid badect na User Requested  Started Finished tapsed  Mun Host
Tue Mo 08 vy 1208 mn n TALC-
1298 1 BIRMINGHAM Contract 27/01j08 1 ves Wi Mo Administrator 13:09:36 09 12 52901 52.844
: GMTHO0I00  GMT00:00 001376
GHT+00:00 2007 ST A 58 o

Re-tun Schedule Operating Windows

00:00 01:00 02:00 03:00 04:00 05:00 06:00 07:00 05:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00 18:00 19:00 20:00 21:00 22:00 23:00

Sun
Mon
Tue
Wed
Thu
Fri

Sat

Abort | Home

Schedule Status window

Schedule Window Status

Schedule Window Status
Wiew contents of next Schedule Windaw

1. To view the Schedule Window Status, click

2. A screen, similar to that below, will be displayed:
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Torexretail

Schedule Status
Running (1)
= |
Thu Jan 11
1229 Thu Jan 11 am 8.692  laptop-
Fl Birmingham Schedule 08f01/07 1 Mo Yes Mo Administratar 1114506 EMT 2007 éé.ol;s.ll GMT 14000sec oo ooL1as
Abort:

Schedule Rerun Windows

00:00 01:00 02:00 03:00 04:00 05:00 06:00 07:00 05:00 09:00 10:00 |11:00 |12:00 |13:00 14:00 15:00 16:00 |17:00 |18:00 19:00 20:00 21:00 22:00 23:00

Man
Tue
‘ed
Thu
Fri
Sat

Sun

Schedule Status window

3. The screen displays any Schedules, currently being processed by the system.

4. To cancel a running process, click appropriate tick box, under the Abort column.
5. Click Abort.
6

A message will be displayed which asks Are you sure you wish to cancel the
selected schedules? Click on OK to confirm or Cancel to allow the process to
continue.

Schedule Go

=y Schedule Go
1. To view the Schedule Go screen, click Manually generate schedule plans For the week.

2. A screen, similar to that below, will be displayed:
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Torexretail

Departments & Tasks

Links
Wiew last run Contract Schedule
Wiew last run Schedule

Schedule Administrator

Schedule Go

Fileset

Birmingham - 1229 b

Run contract schedule

Run standard scheduls
Wiew last run Action Schedule

_ Run action schedule  []
] Schedule Action

Clean build |
Cap to budget F

schedule Task Manager

Completed (2)

Wed Jan wed Jan
Wed Jan 17

1229 #0 17 17 4.466 4376 laptop-

Birmingham  COTTEC D2MO1/08 1 Tes  es o QST ZlES imimzl 2uess s sec 001193
GMT 2007 GMT 2007

1229, Wed Jan 17 ‘1";9‘”‘3” ‘1";9‘1 Jan gy 5m A

Birmingham Schedule 02f01f06 1 Yes Yes Mo Administrator (15’1%820201? 121825 12:27:53 2;.693 Seﬁc.ll? Q01193
GMT 2007 GMT 2007

Abort

Home:

Schedule Administrator window

Running a Schedule
1. Select the appropriate Fileset from the list

2. Tick which kind of schedule you want to run for example, Contract, Standard or
Action.

3. If you want any current schedules to be removed and replaced with this new one,
tick the Clean build tick box.

4. To ensure the system generates a schedule which keeps the schedule to the set
budget, tick the Cap to budget tick box.

5. When ready, click Run.

Aborting a Schedule

1. Click Abort, next to the appropriate schedule.

Links

View last run Contract Schedule

1. Clicking link View last run Contract Schedule will display summary information on
the last Contract Schedule to be run by the system

2. Click link return to Schedule Go, in the top left hand corner, to return to the
previous screen.
View last run Schedule

1. Clicking link View last run Schedule will display summary information on the last
Schedule to be run by the system
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2. Click link return to Schedule Go, in the top left hand corner, to return to the
previous screen.

View last run Action Schedule

1. Clicking link View last run Contract Schedule, will display summary information
on the last Contract Schedule to be run by the system

2. Click link return to Schedule Go, in the top left hand corner, to return to the
previous screen.

Schedule Action

1. See this document for further information on using this screen.

Schedule Task Manager

1. Clicking link Schedule Task Manager, will display the Background Task

Administrator. It shows any Schedules which are currently running of have been
completed.

To rex reta i I Administrator Task Managers

Background Task Administrator

Abort All

SCHEDULE

Running (1)

Abort | Schedule for 3138717 2007-01-17 12:18:21.107  2007-01-17 12:18:25.683 3m 44,874 sec  3m40.295 sec  laptop-001193

Completed (1)

Contract For 3:38717 2007-01-17 12:18:21.077  2007-01-17 12:18:21.167 2007-01-17 12:18:25.543 4,466 sec 4,376 sec laptop-001193

...... [T,

Phase#1 optimisation, Truman, Frank : 111 L/
oL time: 0,922 sec

Phase# 1 optimisation, Jones, Patrick : 107
* fime: 0,691 sec

Phase#1 optimisation, Fowler, Robert : 105
o times 0,180 sec

Phase#1 optimisation, Jenkins, Pauline : 106
* time: 0,200 sec

Phase#1 optimisation, Crenshaw, Pat @ 104
R Hme: 19,388 sec

Phase# 1 optimisation, Mitchell, John @ 103

* time: 1,622 sec

Phase#1 optimisation, Thomas, Ian : 101
o . kime: 2m 13,613 sec
Phase#1 optimisation, Smith, Katie : 102

v
hide messages disable scrol Refresh | Home
T Torexretail

Background Task Administrator window

2. To stop a task from running, click Abort, next to the appropriate item or the Abort
All at the top of the screen.

3. Information on what is currently being processed is displayed in the bottom half of
the screen. To disable this information, click hide messages link at the bottom of the
screen.

4. To stop the information from automatically updating, click disable scroll link.
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Schedule (Plan) Validation and Alerts @

The system can provide warnings where specific employment rules are broken or alerts
are required. The application and various threshold values for outputting the warnings
are configurable. The warnings relate to:

1. Weekly Hours - overtime and average working week hours
2. Overtime Payments - where extra hours result in overtime payment

3. Breaks - minimum break periods when working more than a certain number of
hours

4. Daily Rest Periods - minimum time between shifts
5. Weekly Rest Periods - minimum rest periods in a week

If any rule generates an alert after running or editing a schedule/employee plan, a
message will be’generated the top of the screen. The symbol alongside the message will
either be & or

configured.

and the rule in which the symbol is generated will have been pre-

The symbol depends on whether you can ignore the validation or whether you need to
deal with the issue before continuing;:

A This symbol is a warning, advising that a rule has been breached. The issue can be
resolved or the schedule can be saved by ignoring the warning, it is advisory only.

@ This rule is an error, advising that a rule has been breached. You cannot save the
schedule unless you resolve the issue.

Recruitment

Recruitment

188

-4 i Recruitment

1. To view the recruitment screen, click JIEIU Recruitment Scheduling

= Recruitment
1. To view the Recruitment screen, click — Fun the recruitment scheduler

2. A screen, similar to that below, will be displayed:


javascript:scheduleToggle(1,%2021,%20false);

To rex reta i l . \ 05 Fel Recruitment

Departments & Tasks Recruitment Planner

Mode | Greenfield v

Re-optimise incremental shifts

[ Run Jfor |1 | weekls)

Completed (1)

wed Feb  Wed Feb
‘Wwed Feb 07
1229 q o ey a7 a7 1,883 1,502 laptop-
Birmingham Recruitment  05/02/07 1 Yes Yes Mo Administrator 2?4.?8205087 09:08:55  09:09:00  sec e 01193
GMT 2007 GMT 2007
Abort
Home
L Torexretail

Recruitment Planner window

3.

Select the Mode from the list for example, is it a new store (Greenfield) or an existing
one (Increment). ( note; this option is not available on all systems).

Select the number of weeks to run the planner for. Be aware that this process can take
an extended amount of time, depending on the number of weeks selected. (note, this
option is not available on all systems).

Click Run.

A progress screen, similar to that below, will be displayed subject to the Recruitment
Schedule Window allowing the task to be executed at the requested time.
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To rex reta i l Administrator

Recruitment statistics

0006 : Cleaning

0005 : Shop Support
0004 : Shop

0003 : Checkout

0002 : Cash Procedures

0001 : Admin & Managemenkt

Refresh || Return | Home
s Torexretail

Recruitment Statistics window
7. Click Refresh to update the progress on screen.
8. Click Return to return to the previous screen.

9. Click Home to return to the menu.

Recruitment Schedule Window

1. To configure periods that indicate to the system when it is possible to execute a
requested recruitment schedule, click Recruitment Schedule Window
Configuration

2. A screen, similar to that below, will be displayed:

Recruitment Schedule Window Configuration
Clicking on & cell will toggle the time period between active and inactive states,
Consecutive active time periods comprise a Schedule Window,

00:00 /01:00 02:00 |03:00 |04:00 05:00 |06:00 07:00 05:00 |09:00 |10:00 11:00 12:00 |13:00 14:00 15:00 |16:00 17:00 18:00 19:00 20:00 21:00 22:00 23:00

Save Cancel

Recruitment Schedule window
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3. (Click on a cell to toggle the time period between active and inactive states. A green
cell indicates an hour that a recruitment schedule can be executed by the task

manager.
Recruitment Options
S Recruitment Options
1. To view the Recruitment Options screen, click == Configure the recruitment scheduler

2. A screen, similar to that below, will be displayed:

To rex reta i I ini 05 Febr 07 Recruitment Options
Edit item
StoreGroup bt Task AUTOPROPORTION CONTRALT1 Delete 7
K Defaulr Group 0003 : Checkout

e Torexretail

Edit Item window

Add a New Item
1. To add a new item, click New.

2. Enter the applicable information and click OK to save or Cancel to disregard.

Edit an ltem
1. To edit an item in the list, click B icon, to the left hand side of the relevant item.

2. Make any applicable changes and click OK to save and confirm the changes or
Cancel to disregard.

Delete an Item
1. To delete an item from the list, tick the Delete? box, next to the relevant item.
2. Click OK, at the bottom of the screen.

3. You will be asked Are you sure you want to delete the selected items? Click on OK
to confirm or Cancel to disregard.
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Recruitment Statistics

= Recruitment Statistics
1. To view the Recruitment Statistics screen, click Recruitment Scheduler Statistics

2. A screen, similar to that below, will be displayed:

Recruitment Statistics

Administrator

Torexretail
Recruitment Statistics Report

0006 : Cleaning

0005 : Shop Support

0004 : Shop

0003 : Checkout

0002 : Cash Procedures

0001 : Admin & Management

Select format

Preview

Exiel

=

PDF

. Torexretail

Recruitment Statistics Report window

Output to a Web Page

1. To simply view the report, click @ icon.

2. The report will be displayed in the current window:
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Recruitment Statistics

0001 : Management

Task Fulttime 20 hrsam 20hrspm 16hrsam 16hrspm 12 hrsam 12 hrs pm
0001 - Admin
& [u] 0 o o 1) [u]
Manzgement
0002 : Cash o o a a a o
Procedures
Totals: (] 0 0 [} [} (]
0002 : Store

Task Fulttime 20 hrsam 20hrspm 16hrgsam 16 hrspm 12 hrsam 12 hrs pm
0004 : Shop [u] 0 o o 1) [u]
Totals: 0 0 0 [} [} 0

0003 : Customer Service

Task Fulttime 20 hrsam 20hrspm 16hrsam 16hrspm 12 hrsam 12 hrs pm
0003 :
Checkout o o 0 0 0 o
Totals: 0 0 0 [} [} 0

0004 : Support

0005 : Shop

Task Fulttime 20 hrsam 20hrspm 16hrsam 16hrspm 12 hrsam 12 hrs pm

o 0 1} 1} 0 o

Support
000& :
Cleaning

Totals: 0 0 0 [} [} 0

o 0 1} 1} 0 o

[end]

FoFaf2nNn7

Recruitment Statistics window

Output to Excel

1. To view or save the report as a Microsoft Excel file, click @ icon.
2.

A Window will be displayed:

File Download x|

Do you want to open or save this file?

@ j Mame: report.xls
1H1 Type: Microsaft Excel Warksheet

Fram: localhost

=i l’ Save ]l Cancel |

harm wour computer, [ pou do not trust the source, do not open o

@ "While files from the Intermet can be uzeful, some files can potentially
zawe thiz file. What's the risk?

0
0

0

0

0

0

0

File Download window

3.
4.
5.

Click Open to open the report into Excel.

Click Save to specify a location to save the generated report.

Click Cancel to close the window and return to the previous screen.

4hrs

4hrs

4hrs

4hrs
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Recruitment Fit
1.

194

Output to PDF

1.
2.

File Download 3

To view or save the report as an Adobe Acrobat PDF format, click @ icon.
A window will be displayed:

Do you want to open or zave this file?

ﬂa{- Mame: report.pdf
A

| ddobe) Type: Adobe Acrobat 7.0 Document

Fram: localhost

Open ][ Save ]l Cancel |

harm vour computer. |F you do nat trust the source, do not open or

@ While files from the Intemet can be uzeful, zome files can potentially
zave thig file, What's the risk?

File Download window

Click Open to open the report into Acrobat.
Click Save to specify a location to save the generated report.

Click Cancel to close the window and return to the previous screen.

To view the Recruitment Fit graph, click

q& Recruitment Fit
| Zee a graph comparing recruitment plans o workload

A screen, similar to that below, will be displayed:



Torexreta i I Administratl;:

Recruitment Fit

RIYITTI

Sun00:00 Mon00:00 Tue00:00 Wed00:00 Thu00:00 Fri 00:00
time

Departments & Tasks

people

Sat00:00  Sun00:00

W match  toofew Mltoo many ' closed . apprentices

More detail...

Torexretail
Recruitment Fit window

3. To view a separate graph for each department, click More Detail... link at the bottom
of the page.

Recruitment Schedule Report

1. To view the Recruitment Schedule Report, click
-4 Recruitment Schedule Report
|Eu Departmental schedule listing report

2.

A screen, similar to that below, will be displayed:
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Administrator

Torexretail : 05 Februs 7 Recruitment Fit

Department Recruitment Schedule Report

Store Name : 1229 : Birmingham Week? : 04/02/07
0001 : Management / Svision e
0001 : (1) 38.75, ber1 Template 08:00 12:45 11:15 20:15 | 08:45 18:30 | 08:00 17:45 | 09:15 19:00 | 3875
0001:M t(2) 39.00, number1 Template 10:30 16:30 | 08:45 18:30 | 08:15 18:00 09:15 19:00 | 09:00 16:30 | 39.00
0001 : M t(3) 38.50, number1 Template 11:15 16:30 10:00 19:45 | 10:30 20:15 | 10:30 20:15 08:00 15:45 | 38.50
0001 : (4) 32.00, ber1 Template 12:00 21:00 | 11:15 19:45 12:45 19:45 | 08:45 15:15 | 08:45 12:45 | 32.00
0027 : Checkout Spyn(54) 39.00, number1 Template 08:00 17:45 | 08:00 17:45 | 08:00 15:45 | 08:00 15:45 | 08:00 15:30 39.00
0027 : Checkout Sp¥n(55) 29.75, number1 Template 10:30 16:30 15:45 21:00 | 15:4521:00 | 15:30 21:00 | 0800 17:45 | 2975
Totals 16.50 30.00 33.75 29.00 36.25 35.75 35.75 217.00
0002 : Cust Services

[EMploYt Sunday onday = Tuesday  Wednesday Thursday = Friday saturday  Total |
0002 : Checkouts(24) 38.75, number1 Template 11:00 20:30 | 08:00 17:45 | 17:1521:15 | 08:30 18:15 | 09:00 18:45 38.75
0002 : Checkouts{25) 39.00, number1 Template 09:45 19:30 | 08:45 18:30 | 09:30 17:15 | 09:1519:00 | 10:15 16:00 | 39.00
0002 : Checkouts(26) 39.00, number1 Template 10:30 16:30 | 09:1519:00 | 09:30 19:15 08:45 18:30 | 09:45 17:15 | 39.00
0002 : Checkouts(27) 39.00, number1 Template 10:30 16:30 09:15 19:00 | 09:4519:30 | 10:1520:00 | 08:15 15:45 | 39.00
0002 : Checkouts{28) 39.00, number1 Template 11:30 21:00 | 10:00 19:45 09:30 19:15 | 09:00 17:45 | 08:45 14115 | 39.00
0002 : Checkouts{29) 39.00, number1 Template 10:45 16:00 09:00 18:45 | 10:30 20:15 | 10:45 20:30 08:45 17:30 | 39.00

N
Export M Home

_ Torexretail

Department Recruitment Schedule Report window

3. To export the report to Adobe Acrobat PDF format, click Export.
4. To print the report, click Print.

Recruitment Daily Shifts Report
1. To view the Recruitment Daily Shifts Report, click

-4 4 Recruitment Daily Shifts Report
J. u Doaily shifts repork

2. A screen, similar to that below, will be displayed:
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Administrator

Torexreta i l 5 Fel Recruitment Fit

Daily Recruitment Schedule Report

Store Name : 1229 : Birmingham Week?2 : 04/02/07
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
0001 : Management / Svision &
001 : M (1) 38.75, ber1 Template 11:15 20:15 8.00 38.75

001 : M t(2) 39.00, ber1 Template

001:M (3) 38.50, ber1 Template 10:30 20:15 8.75 38.50

001 : (4) 32.00, ber1 Template

027 : Checkout Spyn{54) 39.00, number1 Template 08:00 15:45 7.25 39.00
10027 : Checkout Spyn(55) 29.75, number1 Template 15:45 21:00 5.00 29.75
[Totals 29.00 217.00

0002 : Cust Services
[ErpIoyee e G760 (08700 09:00 10:00 11:00 12:00 13700 14:00 15:00| '16:00° 17:00' 18:00 19:00 20:00 | Doy Total Week Total|

0002 : Checkouts(24) 38.75, number1 Template 17:15 21:15 4.00 38.75

002 : Checkouts(25) 39.00, number1 Template 08:45 18:30 8.75 39.00
002 : Checkouts(26) 39.00, number1 Template
002 : Checkouts(27) 39.00, number1 Template 09:15 19:00 8.75 39.00
002 : Checkouts(28) 39.00, number1 Template
EODZ : Checkouts(29) 39.00, number1 Template 10:30 20:15 8.75 39.00
0002 : Checkouts(30) 39.00, number1 Template 08:00 17:45 8.75 39.00
002 : Checkouts(31) 35.50, number1 Template
002 : Checkouts(32) 27.25, number1 Template 12:30 16:30 4.00 27.25
002 : Checkouts(73) 5.00, number1 Template
0040 : Customer Seryices(64), ber1 Template

NS
Export m Home:

i Torexretail

Daily Recruitment Schedule Report window

3. To view the different days, click relevant names at the top of the screen.
4. To export the report to Adobe Acrobat PDF format, click Export.

5. To print the report, click Print.

Schedule Repair

The schedule repair function restores contracted time to schedules that have previously
been adjusted for absence.

=|| Schedule Repair
1. To access the Schedule Repair screen, click Repair schedules

2. A screen, similar to that below, will be displayed:
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Administrator

Torexretail

Schedule repair function

The schedule repair function restores contracted time to schedules that have previously been adjusted for absence.
Previous versions of the software punched holes in schedules during absence times, Mew functionality requires schedules to be 'fully formed', adjusted plans are generated when the plan is loaded.

Select fileset: | Al Stores -

Schedule Repair Function window

3. Either select an individual store from the list or select All Stores.

4. Click Go and the system will perform the task automatically. Be aware that this
process could take some time, depending on the number of stores selected.

Schedule Export

198

Currently, when you edit an employee plan in the Shift Editor, the information is
retained within the system. The Schedule Export functionality allows you extract any
new or updated employee plan information, for use in other 34 party applications.
There are 3 types of Schedule Export, which can be run:

* Autorun

* Automatic mode

* Controlled mode

The Autorun option cannot be manually run by the user. The system can be configured
to export the required information at a pre-defined time. Speak to your Torex Retail
Account Manager for further information regarding the implementation of this option.
Automatic mode will export the information, using pre-defined criteria, for all stores, for
the current week, to the system default folder. This option must be manually started, see
the Running an Export section later in the document, for further information.

Controlled mode performs in the same way as Automatic mode, except that you are able
to select single or multiple stores and the week start. This option must also be manually
started, see the Running an Export section later in the document, for further information.



When the export process is started, the system will check if any employee plans have
been updated or abscences recorded, since the last export has been run. If they have, the
information is exported as an XML file, the contents of which conform to the HR-XML
standard. The export will only extract information for changes to pre-defined tasks. If an
employee is no longer working on any of the defined tasks, any changes made will not be
exported.

In all cases, the XML file will be generated in the background. Once complete, it will be
copied in to the system default folder. The default file name will follow the structure
planexportlyyyyMMddHHmmss}.xml for example, planexport20060816160902.xml. This
date/time prefix will correspond to the timestamp of when the export occurred. This
ensures that each export file will have a unique filename. This filename format can be
configured if requested.

When the export is taking place, the system will check each record to ascertain which
information has been updated or created. Only this updated information will be exported
from the system, into the XML file.

Running an Export

Automatic Mode

To extract the default information, pre-configured for your system, follow the steps
below:

1. Log into the software as usual.

= Scheduling

2. Click —J Generate su:heu:lules.

=|| Schedule Export
3. Then click E Export schedules

4. Ensure Automatic mode is selected, as shown below:

To rex retai I hdmi“is':ratfn::eek 24 : 08 October 2006 SEEETRETT

Manual Plan Export

© apomatcmote

O Controlled mode Select week |13/08/2006
Select Stores

Export

Automatic Mode window

5. Click Export.

6. If any Employee plans have been added or modified, an XML file will be exported to
your default system location.
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Controlled Mode

To extract the default information, pre-configured for your system, follow the steps

below:

1. Log into the software as usual.

=i Scheduling

2 Click Generate schedules

£| Schedule Export

3. Then click Export schedules

4. Ensure Controlled mode is selected, as shown below:

. Administrator
To rex retal I Week 24 : 08 October 2006 SEEETRETT Lo

Manual Plan Export

@ Automatic mode

O c

ntrolled mode Gelect week |13/08/2008

Select Stores

Export

Controlled Mode window

5. To select a week, either:

Type in the relevant date into the | 13/08/2006 | field (the date will default
to the 1st day of the current week) or

Click E] and click date.

6. To select a single/ multiple stores:

Click Select Stores. A screen, similar to the one below, will be displayed:



Torexretail
‘ Search -
Filter -
Store Links All {15 Store Links) Regions A&l {12 Regions) Store Groups Al (38 Store Groups)
MNormal || ||[Enterprise A |Unassigned A
Pattern 2005 Period 1 3 Region 1 = copy of global =
Pattern 2005 Period 2 Region 2 Dept Task for 2094 -
Pattern 2005 Period 3 E Region 3 = Dept Task for 2310
Pattern 2005 Period 4 Region 4 Dept Task for 2311
Pattern 2005 Period 5 Region 5 Dept Task for 2312
Pattern 2005 Period & Region 6§ Dept Task for 2313
Pattern 2005 Period 7 5 Region 7 hd Dept Task for 2314 hd
Store Store Link Region Store Group £ Selected Stores
>
<
There are more than 100 items in the list. Select a filter to reduce the e
number of items or dick here to show them
1700 stores oK Cancel

Search window

—  You can use the Search or Filter facility to reduce the number of stores to select.

— When you have a list of stores, you can left click required stores and they will
become highlighted.

— Use the arrow buttons to move individual / multiple stores to the Selected
Stores list. For example,

g will move the highlighted store(s) into the Selected Stores list.
ﬁ will move ALL of the stores into the Selected Stores list.
g will remove the highlighted store(s) from the Selected Stores list.

g will remove ALL of the stores from the Selected Stores list.
—  Once the list of Selected Stores is complete, click OK.
Click Export.

If you click Export without selecting any stores, a message will be displayed in the

top left hand corner of the screen asking you to Please select one or more stores for
export.

Manual Plan Export

N\ Flease select one or more stores for export

) Automatic mode

(%) Controlled mode Select week |13,|"EIB,|"2IZIEIE |E]

Select Stores

Manual Plan Export window
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9. If any Employee plans have been added or modified, an XML file will be exported to
your default system location.

Diary Messages

202

When changes are made to an employee’s plan, information is communicated to the
Diary. The Diary will then display warning messages, to inform the user of the export
status.

To access the Diary and view the messages:

1. Log into the software as usual.

=i Scheduling
2. Click Generate schedules
Te Diary
3. Then click = Change and review weeks

Pre-Export

A message will be displayed in the current users” diary stating that One or more
changed employee schedules waiting for export.

This informs you that changes have been made to an employee’s plan, but the export has

not yet been run. Clicking triangular exclamation mark icon will take you to the
Schedule Edit screen, where you can view the changes.

Change password

View messages
T
Thursday 31/08/3606

View current activity

Updsts Tme 8 Atindance

! N\ one or more changed employee schedules waiting for export

Reports ---no action---

Tuesilay 20/0812006
Updsie Tme & Astencance

a o vt

Pre-Export window



Post Export

A message will be displayed in the current users” diary stating that x schedule was
exported in the last batch. X represents the number of employee plans.

This informs you that changes have been made to an employee’s plan and the export has
been run. Clicking triangular exclamation mark icon will take you to the Schedule Edit
screen, where you can view the changes.

Change password

Torexretai )
Seect et [1-50re 1 View messages
S rans
T—p— [ ryr—

View current activity

I |.& 1 schedule was exported in the last batch

[SeTTSE A
ru—— -
Reports ---no action--—

A

Torexretail

a ot

Post Export window

Shift Editor (Compare with Actuals)

1. To access the Shift Editor and compare the information with the actuals, click
=| Shift Editor

Manually edit employee shifts (Compare with actuals)

2. A screen, similar to that below, will be displayed:
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Torexretail Admiristrater e

1 1 1 1 1 1 a

) crenshaw, Pat [1omoo []1zas [ oroo []1zas [ 1245 [] 1230 [ osas [ 120 2600 o0
© Evans, Dorathy [ 15:00 [ 200 [ 15:00 [] 23:00 [ 1500 [] 2300 20,00  0.00
© Fowler, Robert ] 07:00 [] 15:00 | [] o700 [ 1500 [ omoo [ 1500 [ o700 [ 1s:00 | [] o700 [ 15:00 750 0.00
O Hobbs, Gareth [ 15:00 | [] 17:45 [] 1500 [] 20045 [1oroo [] 1245 [] oroo [ 1245 20,00 0.00
O Jerkins, pauine [ | 0700 [] omoo [] o700 [] osoo [ omoo [ z:so0 [] orioo [ 1500 [] ozoo [ 1500 2500 0.0
© Jares, Patrick [ 07:00 | [] 15:00 [ 1m00 [] 23:00 [1 1500 []2z00 [ 1500 [] 2200 []ozoo [] 1500 a7s0 om0
O vitchell, 3shn [ 07:00 | [] o900 [omon [] onon [ oroo [ 1500 [ ozas [ 130 [ 1o [ 19045 30,00 0.00
© Fhillps, Sania [1omon []o2on [] oo []omoo []az1s [ 1415 [ oroo [] 1400 [ 1500 [] 2300 2000 oo
O powel, rant [ 20:00 | [] 22:00 [1omon [] troo [ osas [ 1e:o0 | [ oses [ gm0 2000 0.00
O Slater, Emma ] 0700 [] 000 [] o700 [] omoo [ om0 [ os:oo [ 000 [ osi0 [1 omoo [ omon [ ozoo [ 000 [ o700 [ om0 1400 000
O smieh, katie || omo0 [ 100 [] oroo [ 1ems [ omoo [ ieas [ oswas [ 150 [ oes [ 1:a0 40,00 0.00
) srith, Ryan [] oroo [ osues [11mo0 [] 2295 [] 070 [] 1630 [ oroo [ 1100 2500 ouoo
@ Thamas, 1an || 0700 [ 130 [] o700 [ tes [] omoo [ eas [ 1z:as [] 2300 [] 12:as [] 22220 40,00 0.00
Schedule Totals 37.25 40,25 53.25 64,00 84.25 45.75 30.25 355.00
Actual Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Difference 57.25 40.25 53.25 64,00 B4.25 45.75 30.25 355,00
Add Mew: |Se\ectacti0n... v|

Task filker ... | HR filker. .. || Toggle graph ‘ Toggle Dept. view || Reschedule || Last week | Mext week || Compare with:
ﬂ Cancel Ml Print || Clear Week | Clear Selected Days | Copy Actual ||ﬂ% | [¥] auto Calc Breaks

I Torexretail

Shift Editor window

3. By default, this screen compares the Scheduled hours to the Actual hours worked.

4. For further information on using this screen, see page 229.

Shift Editor (Compare with Contract)
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1. To access the Shift Editor and compare the information with the contract, click
=] Shift Editor
Manually edit employee shifts (Compare with contract)

2. A screen, similar to that below, will be displayed:



Torexretail i . ,. S

[ 1 [ [ [ [ 1

©) crenshaw, Pat [1omon [ 1215 [ oroo [] 1245 [ 1za5 [] 1230 [ oges [] 1230 2600 3000
© Evans, Dorathy [ 15:00 | [] 20:00 | [ 15:00 | [] 2300 [T 1500 [ 2300 2000 20,00
O Fowler, Robert || 0700 [ 1500 [] om0 [ 15000 [ omoo [ 15:00 [ omoo [ 1s00 [ o700 [] 1s:00 3750 3750
O Habbs, Gareth [ 15:00 | [] 1745 [1 1500 [] 2005 [1 o700 [ 12245 [ oroo [ 1245 20,00 20,00
© Jenkins, padine [| 07:00 [ oeoo | [] o700 [ 0gw0 [ or:oo [ 13:30 [] omoo [ 1500 [ o700 [] 15:00 2500 25.00
O Tnes, Patrick || 0700 | [] 15:00 [T 15:00 [] 23:00 [T 1500 [] 200 [] 1500 []zzoo []ozoo [] 100 a750 370
O viitchell, 30bn [ 07:00 | [] 0300 [ omoo [] omoo [] omoo [] 1500 [ osas [ 1e30 [ oo [ 1s4s 3000 30,00
©) Phillps, Sania [ o700 [ omoo [ oroo [] omon [] 125 [ 1415 [] oroo [] 1400 [] 1500 [] 2200 2000 20000
O Powell, Grant [ 20:00 | [] 22:00 [T oo [1 100 [ ozeas [ 1seoo [ osies [ 18:30 2000 20,00
O slater, emma || o7oo | [] oo | [ omon [ oson [ orioo [ oo [ ozon [ oson [ o700 [ osioo [ oz [ oson [] ozoo [] o000 1400 1400
O smith, katie || 0700 [ 1ooo | [] o700 [ 16 [] omoo [ 165 [] osas [ 1ma0 [ oss [ 1s:20 40.00 40,00
©) smith, Ryan [1 o700 [] ose4s [1 1m0 [ 22245 [] o7oo [] 1630 [ omoo [ 11:00 2500 25.00
O thamas, 1an L] oo [ 1z0 | [ omoo | [ 1ees [ omoo [ 165 [ 1zes [ zzoo [ 1zis [ zzim0 4000 40.00
Schedule Totals 37.25 40.25 53.25 64.00 84.25 45.75 30,25 355.00
Contract Totals 45,50 58.50 55.00 74.25 84.75 39.00 2,00 359.00
Difference 625 -18.25 175 -10.25 -0.50 6,75 28.25 4,00
Add Mew: |Selectact\0n... vl

Task filcer ... | HR filter. .. ‘I Toagle araph | Toggle Dept, view ‘I Reschedule || Lastweek| Next week ||comparew\th:
ﬂ Cancel M\ Print || Clear Week | Clear Selected Days | Copy Contract |Iﬂm | [¥] Auto Cale Breaks

I Torexretail

Shift Editor window

3. By default, this screen compares the Scheduled hours to the Contracted hours
worked.

4. For further information on using this screen, see page 229.

Shift Editor (Employee Plan - Compare with Contract)

1. To edit an employee plan and compare it with their contracted hours, click

=] shift Editor
Manually edit an employee plan (Compare with contract)

2. A screen, similar to that below, will be displayed:

205



Torexretail BT S Schedule Edit Detail
Schedule Conkrack
]
|:| 0001 : Admin & Management 07:00
[] Finish 09:00
0.00 z.00
O
|:| 0001 : Admin & Management 07:00
[] Finish 09:00
0.00 2.00 1
O
0.00 0.00
O
[] [0o01 : Admin & Management  ~ | o7:00 ['] 0001 : Admin & Management 07:00
0 [] Tea Break 05:45
[] o001 : adnin & Managemen: 1~ | 03130 [] 0001 : Adnin & Management 03:00
[ Finish 12:15 [] Teabreak 11:45
[] o001 : admin & Management 12:00
U Meal Break. 12:30
|:| 0001 : Adrmin & Management 13:00
[] Finish 15:00
5.25 7.50
] v

Shift Editor window

3. By default, this screen compares an employee’s Scheduled hours to their Contracted
hours.

4. This screen operates in the same way as the T&A Edit screen. The only difference is
that you can select the employee at the bottom of the screen.

5. For further information on using this screen, see page 229

Workload Fit

1. Todisplay a Workload Fit graph, click
Workload Fit

| See a graph comparing schedule plans to workload

2. A screen, similar to that below, will be displayed:
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Administrator

Torexretail .

Departments & Tasks

people
Zn
=

O MW ED G~ DD

Sun00:00  MonDO0:00 TueDD:00 WedOD:OO ThuOODO0  FriOD:00  Sat00:00  Sun 00:00
time

[Mmatch 400 few Mtoo many Weclosed | apprentices

More detail,..

I Torexretail

Workload Fit window

3. Moving your cursor over each color, will display text, explaining what it represents.

4. Clicking More Detail... option, at the bottom of the screen, will display a separate
graph for each department, under the original graph.

5. Clicking Departments & Tasks link, in the top left hand corner of the screen, will
display a window, similar to that below:

N 1229 : Birmingham -- Web Page Dialog @
Departments & Tasks filter

o000 wWhole Store

0001 : Management

0001 @ Admin &
Management

0002 @ Cash Procedures

oooz : Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

I O i | Cancel |

Departments & Tasks Filter window
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Contract Fit

208

This screen allows you to alter the number of departments and tasks which are
displayed in the graph. Unticking a department for example, Management, would
remove it from the graph, altering its structure.

1. Todisplay a Contract Fit graph, click
q& Contract Fit
1 See a graph comparing contrack plans bo workload
2. A screen, similar to that below, will be displayed:
To rex retai l Adminis“at:r k. 51 : 14 January 2007 (T GEEE

Departments & Tasks

people

Sun00:00  Mon00:00 TueOD:00 WedOD:00 ThuOD:00  FriD0:00  Sat00:00  Sun 00:00
time

B match too few Mtoo many closed apprentices

Maore detail...

Contract Fit window

3.
4.

Moving your cursor over each color, will display text, explaining what it represents.
Clicking More Detail... option, at the bottom of the screen, will display a separate
graph for each department, under the original graph.

Clicking Departments & Tasks link, in the top left hand corner of the screen, will
display a window, similar to that below:



23 1229 : Birmingham -- Web Page Dialog E
Departments & Tasks filter

0000 @ Whale Store
0001 : Management

0001 : Admin &
IManagement

0002 @ Cash Procedures

ooo2 ; Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

| oK i | Cancel |

Departments & Tasks Filter window

6. This screen allows you to alter the number of departments and tasks which are
displayed in the graph. Unticking a department for example, Management, would
remove it from the graph, altering its structure.

Action Fit

q& Action Fit
1. To display an Action Fit graph, click 1 See a graph comparing action plans to workload

2. A screen, similar to that below, will be displayed:
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To rex reta i l Administrator 4 .. Action Fit

Departments & Tasks

people

Sun00:00 Mon00:00 Tue00:00 Wed0D:00 Thu0OD:00 Fri 00:00 Sat00:00 Sun 00:00
time

B match too few [ too many closed apprentices

More detail...

________________________________I Torexretail

Action Fit window

3. Moving your cursor over each color, will display text, explaining what it represents.

4. Clicking More Detail... option, at the bottom of the screen, will display a separate
graph for each department, under the original graph.

5. Clicking Departments & Tasks link, in the top left hand corner of the screen, will
display a window, similar to that below:

<3 1229 : Birmingham - Web Page Dialog @
Departments & Tasks filter

0000 ; Whole Stare

0001 @ Management

0001 : Admin &
IManagement

0002 : Cash Procedures
o002 @ Store

0004 ; Shop

0003 @ Customer Service
0003 : Checkaout
0004 @ Support

0005 : Shop Support

0006 @ Cleaning
0007 @ Stocktake

[ ok, ][ cancel |

Departments & Tasks Filter window
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6. This screen allows you to alter the number of departments and tasks which are
displayed in the graph. Unticking a department for example, Management, would
remove it from the graph, altering its structure.

Simplified Plan Editor (New Schedule /Shift Editor)

=
=

Select the 252/ toggle button to view the Plan Editor either by Department or by
Employees (in alphabetical order)

2 Sample Store : Sample Store - Microsoft Internet Explorer

Fle Edt Vew Favorites Tools Help L
O Back v () Iﬂ @ ;\] /:?Search :1\? Favorites {‘f M= [ - 'S ﬁ i“
address (€] http:flocalhost:a080{ePerformance]default.jsp v Gu Links >*
Google (G~ v|Goo@) B v % bookmarksw 0 14blocked 9 Check + % Autolink - | Send tor () settings~
Torexretail "t 12 e 207 Schedule Editor
Dda @8 77 4o #3058 [@M=A comprepih conrat v
Monday Tuesday  |view by department (OFF) Thursday Friday Saturday Sunday
Name Start Stop Start Stop Skart Stop Start Stop Start Stop Start Stop Start Stop Schedule Contract
| ] Belsham, Sharan 09:30 14:00 09:30 1400 0930 14:00 09:30 1400 0930 1400 22.50 z2.50 A
[ Bentley, Frank 1m0 z300 gemo  L0:00 000 100 0600 100 100 2300 20,00 0.00
| | Blake, Marguer... 18:00 Z300 5.00 5.00
[ Brawn, Max 1400 z300 1400 18:00 oo 2300 oo &0 400 @0 0900 180 37,50 37,50
|| Clarke, karen 06:00 10:00 06:00 10:00 1500 100 1500 19:00 15:00  19:00 20.00 0.00
[ clarke, Matilda 1400 18:00 1400 18:00 oo 1800 130 1830 1300 zn00 20,00 0.00
| ] connor, David 18:00 23:00 18:00 2200 0e00  15:00 17.50 0.00
[ crouch, Mary 1745 23:00 13145 2300 1400 1400
[] cunningham, Hartin 18100 z300 100 zR00 0900 180 18,50 18,50
[ vempsey, Maisie 18:00 2300 1800 2300 10,00 10,00
[ Foster, Carlos JEIE Lt 1630 2 100 1900 12,00 0.00
[ ] Harper, Jans 09:30 13:30 09:30 13:30 0930 1330 0930 1330 0930 1330 20,00 20,00
[ Haris, clivia 18:00 z300 100 2300 1500 2300 17.50 17.50
[] Hunt, Leanne 12:00 17:00 12:00 18:00 0600 14:00 12:00 1800 1200 1700 29.00 29.00
[ 30tms, ennifer 0630 15:00 0830 15:00 0830 LS00 03 1s0 I IS0 3125 3125

Simplified Plan Editor window

This view is by employee - the ‘View by Department’ toggle button is off
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Sample Store : Sample Store - Microsoft Internet Explorer

File Edt View Favorites Tools Help

@ Back v () lﬂ lE' _;\J /-\J search ‘\:W:( Favarites ‘} M :,,- [ - _J k ﬁ
Address \aj hitp:Jflocalhost:G080/ePerformance/defaul. jsp Go  Lnks
Google |G+ v aoo@ B v 99 bookmarksy B 14blocked TP Check v Autolink | Sendtov () settings =

Torexretail 2ot 201 Schede Edtor
Ndia @B 71 45 N ] g@kﬂﬂ Cumparewwth:

Monday Tuesday  |view by department (ON) Thursday Friday Saturday Sunday
Name Start Stop Start Stop Start Stop Start Skop Start Stop Start Stop Start Stop Schedule Contract

* D001 : Management (cick to view)

* D002 : Customer Service (dick to view)

* D004 : Store Support (click to view)

‘ * 0003 : Store (click to wiew) |
‘ ¥ D005 : Specialist (rlick o view) |

View by Employee window

This view is by Department - the “View by Department’ toggle button is on

Sample Store : Sample Store - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help i

eﬂatk - \ﬂ \g ;\] /-“Sear(h :‘\? Favorites %) - :', ] - _J 'S ﬁ 3
Ackiress | @] bttpiflocshost: 080jePerformance/dzfault jsp VB ks *
Google (G~ v |Go oD B~ Oy Bookmarks~ ) 14blocked P Check ~ %, Autolink - | s Send tow. () Settings—

Torexretail i . schedule Editor
Qde @2 vv s x5 o@ EMEA] oo v

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Fame) Start Stop Start Stop Start Stop Start Stop Start Stop Start Stop Start Stop Schedule Contract
< D001 : Management
h(k here to showhide this department 1o00 2300 05:00 10:00 05:00 10:00 0800 10:00 12:00 2300 20.00 0.00
[ clarke, karen 08:00 10:00 08:00 10:00 15:00 19:00 15:00 19:00 15:00 19:00 20.00 0.00
[ larke, Matiida 14:00 13:00 1400 1500 14:00 1500 14:30 15:30 19:00 Z300 20.00 0.00
Schedule Totals 8.00 12.00 8.00 8.00 8.00 8.00 8.00 60.00
Contract Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Difference 8.00 12.00 8.00 8.00 8.00 8.00 8.00 60.00

* D002 : Customer Service (click o vigw)

~ 0003 : Store (dlickto vizw)

‘ ~ 0004 : Store Support (click o view) ‘
‘ ~ 0005 : Specialist (dlick to view) ‘

View by Department window
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Compare with Actuals
To Compare the information with the actuals, click dropdown tab to “Actual’:

] Compare with:

Wednesdai{Original Schedule ay
Action
Start 3 actual Stop
Paid
0g:00 1000 0&:00 10:00

Actual window

A screen, similar to that below, will be displayed:

Sample Store : Sample Store - Microsoft Internet Explorer

File Edit ‘View Favorites Tools  Help !
e Back () \ﬂ @ h /.-\J Search ‘\:ﬂ'\'( Favortes §€) | (-~ :_7 ] - #‘ & ﬁ
Address ‘Qj hittp: flacalhost: 8080 ePerf ormancejdeFault. jsp v . Go | Links
Google (Gl v coog) B+ o cookmarksw Bhi4blocked TP check v %y Autolink - [ send tor () settings -
Torexretail Administrator
Ndg @3 Y7 400 x3O8 B0EHA omrewn(ad ¥
Monday Tuesday  [¥iew by department (OFF) Thursday Friday Saturday Sunday
Name Start Stop Start Stop Start Stop Start Stop Start Stop Start Stop Start Stop Schedule Actual
|:| Belshaw, Sharon 0%:30 14,00 09:30 1400 0%:30 14,00 09:30 1400 0330 14:00 22,50 0,00 &
|:| Bentley, Alan 100 23:00 08:00 1000 06:00 1000 06:00 10:00 13:00 23:00 20,00 0.00
[ Blake, Marguer... 100 2300 5.00 0,00
|:| EBrawn, Max 14:00 23:00 14:00 168:00 1400 2300 14:00 1a:00 14:00 18:00 0%:00 16:00 37.50 0.00
|:| Clarke, Karen 06:00 10:00 06:00 10:00 15:00 19:00 15:00 18:00 15:00 19:00 20.00 0.00
|:| Clarke, Matida 14:00 18:00 14:00 168:00 1400 16:00 14:30 18:30 18:00 2300 20.00 0.00
|:| Connar, David 18:00 23:00 18:00 22:00 05:00 15:00 17.50 0.00
|:| Crauch, Mary 17:45 23:00 13:45 23:00 14.00 0.00
U Cunninghan, Martin 18:00 23:00 18:00 23:00 09:00 16:00 18.50 0.00
[ bempsey, Maisie 18:00 23:00 18:00 23:00 10.00 0.00
U Foster, Catlos 1430 18:30 16:30 20:30 15:00 19:00 12.00 0.00
U Harper, Jans 03:30 13:30 09:30 13:30 09:30 15:30 09:30 13:30 09:30 13:30 20.00 0.00
U Harris, Olivia 18:00 23:00 18:00 2300 15:00 23:00 17.50 0.00
U Hunt, Leanne 12:00 17:00 12:00 18:00 06:00 14:00 12:00 18:00 12:00 17:00 29.00 0.00
U Johns, Jennifer 08:30 15:00 08:30 15:00 08:30 15:00 08:30 15:00 05:30 15:00 31.25 0.00
U McDougal, John 18:00 23:00 1500 2300 14:00 23:00 18.50 0.00
U McGivern, Rebecca 1800 23:00 03:00 14:00 10.00 0.00
|:| Melson, Claire 1800 23:00 1500 2300 0500 15:00 0&:00 15:00 27.00 000
|:| o, Lee 1700 23:00 1700 2300 14:00 15:00 0500 15:00 0&:00 15:00 32.50 0.00
|:| Powell, Janine 1800 23:00 18:00 2300 10.00 0.00
U Reed, Margaret 1800 23:00 18:00 2300 1300 2300 08:00 14:00 08:00 14:00 30.00 0.00
H Westwood, Janice 0g:00 14:00 06:00 14:00 0&:00 14:00 06:00 14:00 30.00 0.00 v
K Cancel

Compare with Actuals window

By default, this screen compares the Scheduled hours to the Actual hours worked.
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Compare with Contract

To edit an employee plan and compare it with their contracted hours, click drop down
tab and select “Contract.”

WednesdaiCriginal Schedule ay
Action
Skart S Actual Stop
Paid
06:00 10:00 06:00 10:00

Contract window

A screen, similar to that below, will be displayed:

/A Sample Store : Sample Store - Microsoft Internet Explorer

File Edit View Favorites Tools  Help :,'
@ Back ~ () \ﬂ lg .l\l /77 search ‘-:nt./ Favorites ‘) - &2 v - _I 'S ﬁ i'i
eliress | €] httpifflocahostis0sojeperformancefdefaul jsp v B ks
Google (Gl v|ao g B ~ 1y Bookmarks~ [ 14blocked  $ Check + § Autolink - [ send tor () settings =
To rex retai l ! ¥ 46 07 Schedule Editor

Nde @8 v7 #& =L T ] \AJ:,B .rzt.l@; Compare with:

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Name Start Skop Skart Stop Start Stop Start Stop Start Stop Start Stop Start Stop Schedule Contract

|:| Belshaw, Sharon 09:30 14:00 09:30 14:00 09:30 14:00 09:30 14:00 09:30 14:00 22.50 22,50 &

D EBentley, Alan 13:00 2300 05:00 1m0 06:00 100 06:00 100 19:00 zni0 20,00 0.00

[ Blake, Marguer... 18:00 2300 .00 5.00

|:| Browin, Max 14:00 23:00 14:00 18:00 14:00 23:00 14:00 18:00 14:00 18:00 0%:00 18:00 37.50 37.50

D Clarke, Karen 06:00 10:00 0600 1000 15:00 1900 15:00 19.00 1500 19:00 20,00 0.00

D Clatke, Matida 14:00 1500 1400 1600 1400 100 1430 1530 13:00 2300 20,00 0.00

U Connor, David 18:00 2300 18:00 z2z:00 06:00 15:00 17.50 0.00

|:| Crouch, Mary 17:45 23:00 1345 23:00 14.00 14.00

D Cunninghan, Martin 18:00 zni0 15:00 300 0800 15:00 1650 18.50

[ ] Dempsey, Maisie 18:00 Z300 18100 300 10,00 10.00

|:| Foster, Carlos 14:30 18:30 16:30 20:30 15:00 19:00 12.00 0.00

D Harper, Jane 0%:30 1330 030 1330 02:30 1330 0%:30 1330 0%:30 1330 20,00 20.00

D Harris, Olivia 18:00 2n00 18:00 2300 15:00 2n00 17.50 17.50

U Hunt, Leanne 12:00 17:.00 12:00 1800 06:00 14:00 t2:00 1&00 12:00 17:00 29.00 29.00

D Johns, Jennifer 08:30 1500 0830 1500 08:30 1500 08:30 1500 08:30 1500 3lzs dLzs

D McDougal, John 18:00 zni0 15:00 300 1400 zni0 1650 18.50

U Mcaivern, Rebecca 18:00 2300 09:00 14:00 10,00 10.00

|:| Melson, Claire 18:00 2300 18:00 2300 0g:00 15:00 0g:00 15:00 27.00 27.00

D Orr, Lee 1700 2300 1700 300 1400 1500 08:00 1500 0800 15:00 32,50 3z.50

D Powell, Janine 18:00 2300 18:00 2300 10,00 10.00

U Reed, Margaret 18:00 2500 18:00 2500 18:00 2500 06:00 14:00 06:00 14:00 30,00 30.00

H whestwaod, Janice 06:00 1400 0600 1400 05:00 1400 06:00 1400 30,00 30,00 &

0K Cancel

Compare with Contract window

The other possible options to compare the Plan Editor with, are Action, Paid and Original
Schedule

Action

This option allows to you edit the Plan Editor and compare it with any approved actions
from the Action Changes Report
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Paid

This option allows you to edit the Plan Editor and compare it with an employee’s paid
hours

Original Schedule

New Item

Save

Print

This option allows you to edit the plan editor and compare it with the un-edited schedule

Select an employee’s name and the 1|, This will bring up a dialogue box. Choose the
selected item and complete the box before clicking OK;

Add New: | Task v Add Mew: | BRSNS
Task: | 0002 : Admin % Management % Exception: | Absent on Business v
hd il H
on | Mondsy 00:00_J to 00:00 from [12/11/2007 [ ] st |ooino
to [1zityeonr o] ot |oowo
[ with override of hours
Ok Cancel Ok Cancel

Add New Item window

Click on “Update’ and the new item should be visible. A new (or edited) shift will be
indicated by a blue bar and a new exception will be indicated by a red bar.

b Bentley, Frank 0900 10:00 18:00 22:00 06:00 10:00 06:00 10,00 06:00 10:00 19:00 23:00 20.00
- ——— = e = = = == = | = =
Edited Jpdate || Cancel o

Update window

Click =l to save any changes. You will be prompted by a flashing reminder;

&M There are unsaved changes

2| - Print the Simplified Plan Editor

View Last Week’s/Next Week’s Plans / Schedules

& E - These buttons allow the user to view last weeks and next week’s
Plans/Schedules.
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Filters

Select | ¥ | to filter by Departments and Task. Click on whole store to deselect all
departments and tasks and then tick only the Depts/Tasks you wish to be displayed in
the Simple Plan Editor screen and on the Workload Fit graph.

<3 Sample Store : Sample Store - Web ... E|
Departments & Tasks filter

0000 : Whole Store e

0001 : Management

Qo002 ¢ Admin &
Management

0008 ; Cash Procedures

0002 : Customer Service

0o00s ¢ Checkout

0006 ; Farecourt

0015 ; Driver

0003 ; Store
0003+ Shop

0004 : Store Support

0007 ¢ Store Support

0013 : Cleaning ~

[ ok, i | Cancel |

Departments & Tasks Filter window

Select | ¥ | to filter by HR Contracts. Click on whole store to deselect all Contracts then
tick only the Contract as you wish to be displayed in the Simple Plan Editor screen and
on the Workload Fit graph.
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<} Sample Store : Sample Store - Web ...

Levels Contracts filter

Whole Store

Level 1
Level 2
Lewel 3

Mon Management

Supervisor

Paper Delivery

Assistant Manager

Manager

[ QK il | Cancel |

Levels Contracts Filter window

Cut, Copy, Paste

To cut or copy a shift/shifts to another day/s, select the employee by clicking on their
name and select the day of the shift - the selection should become highlighted

Select the n'y.“_p or r'=°'_-

Then choose the day/s you wish the shift to be pasted to, and select the (P
This will open up a dialogue box with the day/s you selected showing:

Select which daw(s) wou wish ko paste to

Paste To:

Monday >

(04 | Cann:el|

Paste window

For multiple day cut/copy pasting (see below), the system will apply the days you have
selected in a chronological order; i.e. if you select Wednesday, Monday, Tuesday, the
dialogue box will show Monday, Tuesday, Wednesday.
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Select which daw(s) wou wish to paste ko
Paste To:
Monday = Friday w
Tuesday = Saturdaw -
Wednesday = Sunday A
Friday = ~
2K Cancel

Paste Days window

To change the ‘Paste to” days, click drop down tabs.

Clear an Employee’s Shifts on a Particular Day/Days

Click on an employee’s name and on a selected day/s then click = to clear the day/s.
This will bring up a dialogue box asking you to confirm that you wish to clear the
selected days;

€ Are you sUre you wish ko clear the Following day(s) for the selected employves?
\_‘_t

Tuesday

Yas Ma

Clear Days window

Clear an Employee’s Entire Weeks Shifts

Click on an employee’s name and then click % | to clear all shifts in the week. This will
bring up a dialogue box asking you to confirm that you wish to clear the entire week;

:?‘/‘ Are you sure vou wish to clear the entire week For the selected employes?

fes Mo

Clear Week window

Replace an employee’s scheduled hours with their contracted hours

Click on employees name and then click 2. You will be asked to confirm that you wish
to copy the weeks contracted hours and advised that this will overwrite the employees
existing schedule
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9 Are you sure you wish ko copy from contrack?
-

This will overvrite the entire week

Ves Mo

Copy from Contract window

Reschedule an employee

Click on an employee’s name and click @ . A Reschedule dialogue box will be
displayed giving you a ‘Lock Roster” option;

Select your options below to reschedule

[ Lock Rosker

[a]4 Caneel

Reschedule Employee window

Ticking in the “Lock Roster” box ensures that the start and stop times remain but the
task/shift changes within them are rescheduled. Leaving the “‘Lock Roster’ box unticked
allows a complete reschedule including a change in start/stop times.

Auto Calculate Breaks

.
@ When selected, the system automatically adds in relevant breaks. When deselected,
the user can manually add breaks.

Validation
@ When selected, any validation warnings/errors according to the previously
configured validation rules are visible. When deselected, any schedule validation
warnings/errors cannot be viewed.

Workload Fit Graph

it
@ This toggle button allows the user to view a smaller version of the workload fit graph
at the bottom of the Plan Editor screen, similar to that below;

Ernere e

.f\l |
-
il

111

Workload Fit Graph window
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Scheduling Locums

You can add new employees and contractors from the Schedule Edit Screen to be
scheduled into the given week
1. To add a new employee or contractor click ‘New” icon in the top left hand corner.

2. A box similar to that below will open.

Add Mew: |Emplovee

Type: | Locum Agency L
Surname:
First Mame:

Task: |{nchiEpuli]

CUSTOM
FIELD:

oK Cancel

Add New Item window
3. Drop down to the selected contract type and complete the details.
4. Click OK.

A contractor or temporary employee will only be present in the week in which you
added them, but a permanent employee will be in the system from the week added
onwards.

You will now be able to manually add employee shifts for the week for the new
employee (however for a permanent employee to be scheduled using the ‘Schedule Go’
screen, they will need a rotation/availability pattern).

View Schedule Cost and Forecast information on Plan Editor

Scroll down to the bottom of the screen and click (Show Costs) link to view cost figures
for the Schedule plan and comparison plan, and the difference between the two, for each
day and the total for the week. If you are viewing in departmental mode then it will only
display figures for that particular department.

Click (Show Forecast) link to view forecast drivers and LCP% (Labor Cost Percentage)
figures for the store or current department for each day and the total for the week. The
number of drivers displayed can be restricted via configuration

Schedule vs Action Report

See page 259 for further information on the Schedule vs Action Report.

Department Schedule Report

See page 248 for further information on the Department Schedule Report.

Target Staffing Report

See page 257 for further information on the Target Staffing Report.
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Realtime Schedule View

1. Tolook at the Realtime Schedule View, click
Realtime Schedule Yiew
Wigw the up-coming schedule requirements

2. A screen, similar to that below, will be displayed:

TOI"EXI' eta i . Admimmatc:;v‘e 5 January 2007 Realtimeacheduleview

. Information is based on clock poll taken on 01/01/08 at 00:00

0001 : Admin & Management i 1 1 i 0 0 1 1

0002 : Cash Procedures 2 2 1 1 0 1 2 2

0003 : Checkout 1 1 2 2 3| 1 2 2

0004 : Shop 1 1 1 1 0 0 0 0

0005 : Shop Support 1 1 0 0 0 1 1 1

0006 : Cleaning 1 1 1 0 1 0 0 0

Crenshaw

Evans

Fowler <

Hobbs

Jenkins £

Jones . . = =
Mitchel < 104 ; 5
Phillips

Powell < 101 ; =
Slater

Strith < 101 o
Srrith < = S »
Thoma: £ S > 8

Refresh | [7] utorefresh | | <<Back | [10)] | Forward 55 || Select start: [Fridy v 1430 Go

Real time Schedule View window

3. This screen shows a realtime view of which members of staff are working in each
department, at that time.

4. Tea breaks and Meal breaks are indicated by their appropriate icons, as can be seen
in the screen above.

Refreshing the view

1. To refresh the information, so that you are looking at the number of staff working
now, click Refresh.

2. Alternatively, tick the Auto Refresh tick box and the system will automatically
update the screen as each time period passes.

Navigating the view

1. To show past and future staff availability, click <<Back to see a previous time period
or the Forward >> to view the next time period.

2. Alternatively, click << or >> links, to the left and right of the time columns.
3. You can also select a day and time and click Go, to jump straight to that time period.
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Schedule Action

Overview
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The Schedule Action module provides a way to see problems with schedules which have
been run, in terms of mismatch between workload requirement and employee shifts. It
will also offer solutions for how these problems can be solved, and inform the user of the
consequences of implementing the solutions. For example, the module will identify
scenarios where too many or too few employees have been allocated to a task, and then
suggest ways other employee shifts could be manipulated to fill gaps or reduce overage.

The module allows for different tasks to have different priorities, which will affect the
way the suggestions are displayed on screen. It also incorporates a scoring system, based
on staff availability and/or financial cost, to rank suggestions. Any task constraints are
also taken into account, with “closed” tasks (i.e. those without enough staff to meet a
minimum requirement) and ‘jobless” tasks (i.e. those that exceed the maximum staff
requirement) taking priority in ordering (although this is configurable).

Using these priorities, it is also possible to configure the module so that when the
scheduler is run, staff will not be allocated to a task where the workload requirement has
already been met, thereby preventing overages appearing against real tasks. Here, an
“unscheduled task’ is allocated to employees who are surplus at any time of the day.
Once the workload requirement is satisfied for a specific task, any staff to be allocated to
it will be assigned to the “unscheduled task’” instead.

Employees are allocated to their primary tasks before shortages are filled by the
allocation of staff to their secondary tasks so priority is always given to employees for
whom the task is their primary task. This also means that the workload requirement of
the primary task of all employees who are surplus will have already been met. This
“unscheduled task’ has no workload requirement and so all staff allocated to it will be
displayed as an Overage (see definition below). This allows a manager, at his own
discretion, to easily identify all surplus staff and allocate them to a suitable alternative
task.

Note: Although the scheduler will prevent overages/jobless
issues occurring, with the exception of the ‘unscheduled
task’, it is still possible for a manager to create issues of these
types through the allocation of staff to tasks using Schedule
Action or the shift editor.

=+ Schedule Issues

1. To access the Schedule Action module, click etz el bl de e il

2. A screen, similar to that below, will be displayed:



To rexreta i 1 ADETOCTR AT Schedule Issues
Budget Summary (click to view)
Filter -
Al Tasks (change) Issue Type: m Day: lm Action Type: m
Issue Task When Hours
Shortage  Management Mon 12:15 - 12:30 .50 =
Shortage  Management Tus 08:30 - 0345 0.25
Shortage  Management Tug 11:45 - 12:30 100
Shortage  Management Tu 18:30 - 19:15 075 i
Shortage  Management wied 10:15 - 10:30 0.25
Shortage  Management wied 13:30 - 14:30 125
Shortage  Management wied 15:30 - 15:45 0.50
Shortage  Management wied 18:30 - 20:15 175
Shortage  Management Thu 08:30 - 09:45 125
Shortage  Management Thu 10:15 - 10:30 0.25
Shortage  Management Th 13:45 - 14115 0.50
Shortage  Management Fri 10130 - 10:45 0.25
Shortage  Management Fri 12,30 - 12:45 0.25
Shortage  Management Sat 11:15 - 11,30 0.25
Shortage  Management St 12:30 - 13:30 125
Shortage  Management Sat 14:45 - 15:00 0.25
Shortage  Business Centre Sun 12:00 - 12:15 0.25
Shortage  Business Centre Sun 13:30 - 14:00 0.50
Shortage  Business Centre Mon 11:00 - 11:15 0.25
Shortage  Business Centre Mon 12:30 - 13:00 0.50
Shortage  Business Centre Mon 18:15 - 18:30 0.25
Shortage  Business Centre Tus 08:45 - 09:00 0.25
Shortage  Business Centre Tue 11:00- 11115 0.25
Shortage  Business Centre Tue 15:00 - 15:15 0.25
Shortage  Business Centre Tug 16:30 - 17:00 .50
hortane: Ruisiness Cantre A 1015 - 1030 n25 hd
Finished | fipprove | Dedine | Pending | Review | | Print | approve Acion Plan | Total Dutstanding Issues: 261  Actions Awaiting Approval: 0

If you need assistance, please contact the Service Desk on 01438 848080 Torexretail

Budget Summary window

NB: If there are more than one hundred issues, you will see a message asking you to
either filter using the controls described below, or click proffered link to show them
anyway.
The list shown on the screen contains all the issues that match the current Schedule
Action configuration. This list will contain:
* The issue type, out of:
— Shortage - not enough employees to meet a task’s workload requirement
— Overage - more than enough employees to meet a task’s workload requirement
— Closure - not enough employees to meet the minimum requirement for a task
— Jobless - more employees than the maximum number for a task
* The name of the task for which there is an issue
*  When the issue occurs, by day and time period
* The length of time (in hours) which the issue lasts for

At the top of the screen is a blue bar with the words Budget Summary (click to view) on
it. Opening this bar by clicking on it will reveal information about the current week,
showing the forecast hours and cost, the schedule hours and cost, and the difference
between them. Once opened the bar will look like the following:

Budget Summary -
ForecastHours: 132500 Schedule Hours: 2147.75 Difference Hours: 822,79
Forecast Cost:  £12,374.39 Schedule Cost: £15,306.48 Difference Cost:  £2,932.09

Budget Summary window
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As you approve actions within the module, the schedule hours and cost will update
accordingly, as will the corresponding differences.

3. Inorder to get more refined results, you can use the tools in the filter bar (shown
below), located underneath the budget summary row:

Filter

All Tasks (change) Issue Type: | Al - Day: | All week - Action Type: | Al -

Filter window

These controls allow you to filter the following:

= Departments and tasks, if you want to narrow down the area(s) in your business
where the problems are occurring

= Issue type, which allows you see only one of: Shortages, Closures, Overages or
Jobless

* Day of the week to show information for
* Action type, which allows you to display only one of: Swap, Move, Extend, New

4. Once you are happy with the way the issues are being displayed, you can proceed to
actually doing something about them. As your mouse hovers over each issue, you
will see a blue band appear behind the row (you do not actually have to click word
suggestions...; the entire row acts as a hyperlink). Click band to make the system
display the suggestions for that particular issue.

5. The system will open a list of suggestions, each of which containing;
* The name of the employee who will be affected by the change
*  The type of action, out of:
— Swap - reassign the employee from a task with an excess of resource
— Move - ask the employee to work different hours
— Extend - ask the employee to start earlier or finish later
— New - ask the employee to do a completely new shift

— Create/Recruit - will create a new employee with a shift to cover the issue in
question

*  The cost of implementing the action (if any)

*  The rating of the action, from zero to five stars. The rating can be configured to
display an overall rating, or just the rating in terms of employee availability or the
cost of implementing the action. To choose which rating-type you would like to see,
click column header (which by default shows as Rating (overall). The overall rating
is a combination of the availability and cost ratings.

6. You can highlight any suggestion that meets your needs by clicking on it. The radio
button to the left of the employee’s name will become filled.

7. You now have a choice of doing one of the following to the suggestion you have
selected:

= Approve - this will implement the change and modify the employee’s schedule plan

*  Decline - this will remove the suggestion from the list and also remove any other
suggested actions involving this employee in the same time period. Note that
removed suggestions will reappear if you leave the module and re-enter (assuming
the action is still valid).

* Pending - this will put the action into the ‘pending” queue. This queue can be
reviewed later, and the actions either approved or declined then. Putting issues into



the pending queue will temporarily re-render the list as if the action had been
approved. This allows you to see how implementing the change will affect the issue
without actually approving it.

= Review - this will open the ePerformance Shift Editor detailed view for the employee
in question. Here you will be able to compare the action plan and the schedule plan
(i.e. the employee’s current schedule and that which it would become should the
change be implemented). Any days which will be affected by the change are
highlighted in yellow. On this screen you can also approve or decline the action, or
send it to the pending queue. Performing one of these actions will have the same
effect as described above.

8. If you have sent any issues to the pending queue, you can review them by clicking
Approve Action Plan. Doing so will open a screen like that shown below:

/3 04814 : PCW: HEREFORD - Microsoft Internet Explorer == S

Ele Edt Wew Favortes Tools  Help | -

Qe - ) - %] 7] _7:\||/.-jSearch ¢ Favorites 4)| =R S

Address |@ http:jjppmdsg01:9061 P erformance/default.jsp

Torexretail
‘ Budget Summary (cick to view) - |
MANAGEMENT Total Hours: 9.50 Total Cost: £108.17
|— Curran, Pete | 6552974 Total Hours: 3,00 Total Caost: £99.52

Issuestobefized [T Shortage Til Operation Sat09:00- 18:00 Wew shift on Sat st 09:00 - 18:00

T Holland-Barnett, Julie : 6303418 Total Hours: 0.50 Total Cost: £8.65

Issuestobefixed [T Shortage Collect @ Store  Sat 0000 - 1500 Extend to 17:30 - 1§:00

MANAGEMENT Total Hours: 9.50 Total Cost: £108.17
CUSTOMER ADVISORS Total Hours: 0.00 Total Cost: £0.00
[T Jones, Angie : 6326564 Tokal Hours: 0,00 Takal Cost: £0.00

Issues to be Fixed Shortage Digital Imaging  Thu 10:00 - 10:45  Swap From Domestic Sales on Thu st 10:00 - 10:45

Overage Domestic Sales  Thu 08:45 - 11:45  Swap to Digital Imaging on Thu &t 10:00 - 10:45

[T Rust, Chris : 7550782 Total Hours: 0.00 Total Cost: £0.00
lssuestabeficed - Shortage Dighal naging Sun 11:00-17:00  Siap from Domestic Sales on Sun at 1100 - 11145
Overage Domestic Sales Sun 12:15 - 17:15  Swap ko Digital Imaging on Sun &t 11:00 - 11:45

shortage Digital Imaging  Sun 11:00- 17:00  Swap from Domestic Sales on Sun at 12:15 - 13:00
Overage Domestic Sales Sun 12:15 - 17:15  Swap ko Digital Imaging on Sun &t 12:15 - 13:00

r

[ Shortags DigialImaging S 11300 - 17:00 - Swsp From Domestic Selss on Sun at 13:30 - 1700
Overage Domestic Sales  Sun 12:15 - 17:15  Swap to Digital Imaging on Sun &t 13:30 - 17:00

CUSTOMER ADYISORS Total Hours: 0.00 Total Cost: £0.00

‘ Store Total Total Hours: 9.50 Total Cost: £108.17 |
Finished Approve | Decline | Approve all Reports: [ Action Changes Report =] _Print

If you need assistance, please contact the Service Desk on 01438 848080 Torexretail

[&] pone [ [ [&Localintranet

Administration window

This screen has a budget summary bar at the top, which performs the same function as
the one described in section 2, above. The screen displays all the actions you have
previously sent to the pending queue, organized by department and then employee, as
well as the cost and increase in hours the actions would cause. By putting ticks in the
appropriate tick boxes, you can select actions and then either approve or decline your
selection. You can also approve all the actions in the queue by clicking Approve All at
the bottom of the screen.
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Also available from this screen are two reports, described below:

= Action Changes Report - this report shows data for every employee in the store, with
pertinent information on employees that have pending changes displayed, as well as
hours and cost totals for each department.

* Department Schedule Action Report - similar to the Department Schedule Report,
this report will display the action plan (i.e. that plan which would become the
schedule plan if the actions were implemented) for any employees which have
pending actions.

You can access these reports by choosing from the drop-down menu at the bottom of the
screen, and then clicking Print. Note that opening the Action Changes Report will
automatically cause a print dialogue box to appear, whereas further action will be
required after opening the Department Schedule Action Report to make it print (there is
another print button on this report).

9. Once you have finished with this screen, click Finish to return to the main Schedule
Action screen.

10. The only other points to note about this screen are the Print, which will generate a
report showing all the possible solutions for every action in the list. Note that if there are
lots of actions, this report can take a while to generate. Exactly how many issues are left
in the list, as well as how many there are in the pending queue is displayed in the
bottom-right of the screen. By clicking Export PDF a similar report will be generated in
PDF format, which can then be printed or saved as required. An Excel Export can also be
generated and saved to the server.

Once you have completely finished with the module, click Finish to leave the module.

Schedule Action Comparison Report
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The Schedule Action Comparison Report provides a method for users to compare any
differences between employee’s Schedule and Action plans. If any actions have been set
to pending in the Schedule Action module, they will be applied to the Action plan and
the change will be visible here. The report can be configured to show all departments or
just those for which there is a difference between Schedule and Action plans for at least
one employee.

1. To view the Schedule Action Comparison Report, click

Schedule Action Comparison Report

2. If a schedule has not yet been run for the current week a screen, similar to that below,
will be displayed:



Torexretail

Schedule Action Comparison Report
Store Name : 1298 : BIRMINGHAM

week39 : 23/12/07

# schedule must be run befare issues can be generated
and the report o be displayed

____________________________________________________________________iu Trravratail
Schedule Action comparison Report window
3.

If a schedule has been run for the current week, but there are no differences between
the Schedule and Action plans, a screen, similar to that below, will be displayed:

Torexretai I Adminislratnrwﬁ} )

Schedule Action Comparison Report
Store Name : 1298 : BIRMINGHAM

Week1 : 01/04,/07

There are no differences between the departmental schedule data

___________________________________________________________________iu Taravratail
Schedule Action Comparison Report window
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4. If a schedule has been run for the current week, and there is a difference between the
Schedule and Action plans for at least one employee, a screen, similar to that below,
will be displayed:

Administrator

Torexretail

Schedule Action Comparison Report
Store Name : 1298 : BIRMINGHAM

Department - 0009 : PHARMACY

6 August 2007

S dls = """=|=" """"EE" *""‘== = """"‘EE
Ladak Schedule
Action
Mahmood Schedule
Action
Totals
i I
| Totals I Schedule |

L I Action |

Report window

The above report is displaying the Pharmacy department and the employees located
within this department. The first line shows the employee’s Schedule plan and the
second line their Action plan. As you can see in the image, a new shift has been added to
Mahmood’s Action plan on the Saturday.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.



8
Time and Attendance

T&A Edit

1. To edit an employee’s actual working hours, click
=|| T8A Edit
Manually edit emploves actuals (Compare with schedule) _

2. A screen, similar to that below, will be displayed:

Torexretail oy 2007 T and AEdit¥3
7 7 7 — 7 o

) crenshaw, Pat Woomoo W 1zas oo W izas W azes W o1ea W osas 120 ze00  2e.00
© Evans, Dorothy b 15:00 [ 200 [ 1s:00 [ 2300 W 1500l zs00 20,00 20,00
© Fowler, Robert | 07:00 [ 15:00 [ o700 [ 1s:00 W omon [ ts:00 W o700 [ 150 [ 0moo ] is:o0 3750 3750
O Habbs, Gareth | 15:00 | [ 1745 M 1500 W zoies W ooroo W oizes b o7on [ 1zes 20,00 20,00
€ Terkins, pavine b 07:00 [ osoo [ orioo [ osoo W omoo [ t3o0 W oroo [ 1m0 | omoo | tsioo 2500 25.00
© Jones, Patrick. |l 07:00 | [ 15:00 e 1500 e 2300 W50 W zeoo [ oisoo | 2noo [ oroo W 1so0 ) arsn arso
O vitchell, John |l 07:00 | [ 0900 o omon | b oon | | oroo [ im0 W oees W im0 [ otooo [ 1oias 30.00 30,00
©) Phillps, Sanja W oomon W oson  oroo oo W izis W oieis W omoo W 1400 | tsio0 [l 2300 zo00 20000
O powel, rant | 20:00 | [d 22:00 W oooo W 1eon W osas [ teon | W oses [l iemo 20.00 20,00
O Slater, Emma b 07:00 [ 09:00 [ omo0 [ omon oo W oo H omioo [ oson o700 W oosioo W oo omon om0 [ omoo | 1400 1400
O smith, katie b 07:00 [ 100 [ omioo [ 1es W omoo [ s W oses 1m0 [ oses W oimo 40,00 40,00
) srith, Ryan W oroo [ osies b 1300 b 2245 | 0700 [ 1630 b o700 b 1100 2500 2500
@ Thomas, 1an |l 07:00 [ 1oz0 [ ovioo [ tems [ oo [ tees | [ 1aes [ 2;oo [ 125 [ zzia0 40.00 40,00
Actual Totals 37.25 40,25 53.25 64,00 84.25 45.75 30.25 355.00
Schedule Totals 37.25 .25 53.25 64,00 84.25 45.75 30.25 355.00
Difference 0,00 0,00 0,00 0,00 0.00 0,00 0.00 0,00
Add Mew: |Se\ectacti0n... v|

Task Filcer ... | HR filker. .. || Toggle graph ‘ Toggle Depk. view || Last week | Mext week || Compare with:
ﬂ@ml Print || Clear Week | Clear Selected Days | Copy Schedule ||ﬂ% | [¥] Auto Calc Breaks

1 Torexretal

T&A Edit window

3. After making any changes, ensure you click Apply at the bottom of the screen to
send that information to the system.

4. The icons next to each shift have different representations, depending on the colors
used:

|:| - This shift is unedited
U - This shift has been edited

E - This shift has been edited and differences in the number of hours worked have been
authorized or denied in the T&A Action screen.

Add New...

At the bottom of the screen is an Add New drop down menu. This enables you to add a
new task or exception for example, Holiday, to an individual.
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Task Filter

HR Filter

230

add New: | EEEETEE ¥ |on | Sunday v from 1700100 to '3700:00 ‘ Add

Add New window

1.

2} 1229 : Birmingham -- Web Page Dialog rg|

o o s~ w NP

Click in the circular button, to the left of the specific member of staff.
Click Add New drop down menu and click appropriate item in the list.
Select the appropriate day, to the right hand side.

Enter the start and end times.

Click Add.

This new task will be appended to that staff members tasks for the day, if
appropriate.

Clicking Task Filter... will display a window, similar to the one below:

Departments & Tasks filter

0000 @ Whale Store
0001 : Management

0001 : Admin &
IManagement

0002 @ Cash Procedures

ooo2 ; Store

0004 @ Shop

0003 : Customer Service
0003 @ Checkout
0004 : Support

0005 @ Shop Support

0006 : Cleaning
0007 @ Stocktake

I O i | Cancel |

Departments & Tasks Filter window

2.

Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Cash Procedures box would
only show those members of staff with a Cash Procedures task.

Clicking HR Filter... will display a window, similar to the one below:



Toggle Graph

‘2 0344 : Bognor Regis -- Web Page Dialog E|

Levels Contracts filter

Default
Full Time

Part Time
Saturday Only
Sunday Only

| oK i | Cancel |

Levels Contracts Filter window

2. Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Part Time box would only show
those members of staff who work part time.

1. Clicking Toggle Graph displays a visual representation of the staff allocation for
each day. The graph appears at the bottom of the page.

? j w rl\- Loy
Sun00:00 Mon00:00 TueO0:00 Wed0O0:00 Thu00:00 Fri 00:00 Sat00:00 Sun 00:00 .

time

people

II match too few WM too many ]

Toggle Graph window

2. The colors represent the following;:
— Match - The right number of staff, working at the right times
— Too Few - Not enough staff working at certain times during the day.
— Too Many - Too many staff working at certain times during the day.

For example, in the example graph above, the end column is mostly yellow. This
indicates that for a large percentage of the day, they are understaffed.

3. Moving your cursor over the different colors will display text, indicating what each
color means.

4. To hide the graph, click Toggle Graph again.
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Toggle Dept. View

1. Clicking Toggle Dept. View will group the staff members together by department
and shows separate totals and summaries for each department.

2. Clicking Toggle Dept. View will display all members of staff in a single list again.

Navigating the Weeks
1. To change the current view to display a different week, click Last Week or Next
Week .
Compare with...

1. The Compare With option allows you to select from the following choices:

=  Contract

= Schedule
=  Action
= Paid

2. Selecting one of these options will change the end column of the screen. It is
displayed next to the Actual column, allowing you to compare the 2 sets of data.

3. The 2 columns are totaled at the bottom of the screen and display any discrepancies.

Print
1. Clicking Print will display a standard print dialog box.
Select the appropriate printer and click OK.
3. This will output the contents of the screen to the selected printer.
Clear Week
To clear all of the shifts from an individual employee:
1. Click in the circular box, next to the appropriate employee.
2. C(Click Clear Week.
3. You will be asked Shifts will be cleared, are you sure? Click on OK to confirm or
Cancel to return to the previous screen.
4.  All of the shifts for that employee will now be removed.
Clear Selected Days

To clear all of the shifts from an individual employee, for a selected day:
1. Click in the circular box, next to the appropriate employee.

2. Tick the box, above the applicable day.

3. Click Clear Selected Days.
4

You will be asked Shifts on selected days will be cleared, are you sure? Click on OK
to confirm or Cancel to return to the previous screen.

5. All of the shifts for that employee will now be removed.
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Copy Contract / Schedule / Action / Paid
1. This button changes, depending on which column you are currently using with the

Compare With option (See Page 232 for further information).

2. Clicking on this button, after selecting an employee, will copy those hours and apply
them to the employee for example, If Contracted was selected and we clicked the
button, that employees contracted hours would be applied to that week.

Cut, Copy and Paste
The Cut, Copy and Paste buttons allow you to copy or move shifts from one employee to
another.

Note: The Paste button will only become active, after you
have Cut or Copy a valid shift.

1. Click in the circular button, next to the employee whose shift you want to duplicate.

Click in the tick box, above the relevant day.

Either click on Cut or Copy. Cut will remove the selected shift from the employee,
whereas Copy will duplicate the shift.

Click in the circular button, next to the employee who you want to copy the shift to.

Click Paste.
A box, similar to that below, will be displayed:

£
Ef! Paste to which days?
Paste o hd

Result:

Monday » Monday

ﬂ Cancel

Paste window

7. Select the relevant day from the list and then click OK.
8. The selected employee will now have a shift allocated to them.

Auto Calc Breaks
If this box is left ticked, the system will automatically calculate the breaks for the staff
members, if the shift is changed.

T&A Action

1. To access the Time and Attendance Action screen, click

E*’Ej T&A Action
Review TEA actions and autharise or dervy the differences

2. This will display a screen, similar to the one below:
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To rex reta i l Administrator
T&A Action
Total Sunda: Monda Tuesda Wednesda, Thursda Frida Saturda
Early Finish Early Start Extra Hours Worked Late Finish Lake Start Unplanned Absence
hale Stare : 0.00 0.00 1.00 0.00 -0.50 0.00
Customet Pay Paoints : 0.00 0.00 0.00 0.00 0.00 0.00
Entertainment ; 0.00 0.00 1.00 0.00 0.00 0.00
Office : 0.00 0.00 0.00 0.00 0.00 0.00
Q0H 0.00 0.00 0.00 0.00 0.00 0.00
Sales Floor : 0.00 0.00 0.00 0.00 0.00 0.00
Stockroom & Deliveries 0,00 0,00 0.00 0.00 -0,50 0,00
Initiatives : 0.00 0.00 0.00 0.00 0.00 0.00
SM,Ams @ 0.00 0.00 0.00 0.00 0.00 0.00

T Torexretail

T&A Action window

3. It shows the number of absences and additional hours worked, by each department /
task. For example, in the example above, we can see that 1.00 hour extra was worked
in the Entertainment department and 0.50 of an hour less was worked in the
Stockroom & Deliveries department.

4. Clicking 1.00 extra hours will alter the view to show a further breakdown of the
discrepancies.

5. Clicking second 1.00 will display a screen, similar to that below:



Torexretail 07 e 20
Links Actions filtered for: All Week : Extra Hours Worked

[&| view summary Actions awaiting decision (1 actions)

Additional Absence Information
Hooper, Deborah Kathleen _
Wednesday 08:30-17:00 Flease Select... v 1.00 hrs

Actions awaiting confirmation (0 actions)

There are no actions in this view

Actions that have been implemented (0 actions)

There are no actions in this view

Action Filtered window

6. This screen shows any staff, in that department, who has worked more or less hours.
Clicking drop down menu, which says Please Select... displays the following
options:

— [Preview] Pay Scheduled - Provisionally pay the member of staff for the hours
they are meant to work.

— [Preview] Pay Worked - Provisionally pay the member of staff for the hours
they have actually worked.

— Pay Scheduled - Pay the member of staff for the hours they are meant to work.
— Pay Worked - Pay the member of staff for the hours they have actually worked.
Once the appropriate option has been selected, click Update at the top of the screen.

If you selected one of the [Preview] options, the staff name will appear under the
Actions awaiting confirmation heading. The drop down menu, next to each member
of staff, contains the following options:

— Pending - This status indicates that the final decision has not been made about
the staff payment. When applied, any member of staff with this status will
remain in the Actions awaiting confirmation section.

— Commit - This confirms the provisional choice about the payment. When
applied, any member of staff with this status will be moved to the Actions that
have been implemented section and the decision will be applied to the system.

— Undo - This rejects the provisional choice about the payment. When applied, any
member of staff with this status will be moved to the Actions awaiting decision
section, where the decision can be made again.
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Clock Poll

236

° dministrator
Torexretail S
Links Actions filtered for: All Week : Extra Hours Worked

&l view summary /Actions awaiting decision (0 actions)

There are no actions in this view

Actions awaiting confirmation (1 actions)

1d: 6351 Hooper, Deborah Kathleen T =
Wednesday 08:30-17:00 Pay \Worked 1.00 hrs | Pending v |

/Actions that have been implemented (0 actions)

i Torexretail

Actions Filtered window

9. When the correct choices have been made, click Update at the top of the screen.

10. When all of the choices have been made, click view summary link on the left hand
side of the screen, to return to the main T & A Action screen.

11. Repeat the process above for each of the discrepancies.

12. Once all of the times have been set to 0, then all of the discrepancies have been
accounted for.

1. To access this area of the software, click

) Clock Poll
Pall the clacks ko update ackual clacking inFarmation

2. A screen, similar to that below, will be displayed:



Synchronies

Poll Clocks

Validate

Torexretail

Clocks Synchronise ] Poll Clocks [ validate []

— Torexretail

Clock Poll window

3.

To run any of the tasks, tick the boxes and then click Go. A description of each task,
can be found below. This will then begin to process the information and will display
the Background Task Administrator screen.

Ticking the Synchronies box will ensure that the time on the clock is the same as in
this application.

Ticking the Poll Clocks box will transfer the clocking in and out information from
the clocks and imports it into this application. Once complete, it will then delete this
information from the clocks.

Ticking the Validate box will update the employee information in the clocks. It will
add any new employee data and delete any employees who have left.
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Shift Generator

1. To access the Shift Generator, click
) Shift Generator

Administrative kool re-generate shifts from clockings

2. A screen, similar to the one below, will be displayed:

Toreertail Adminis"a:“?r < 42 : 12 November 2006 Shift Generator,

Shift Generator Fileset: 0344 : Witney Week: 12/11/06

All Employees

@Select Employee | Smith, John ’7’71
_J Torexretail
Shift Generator window
3.

Either leave the All Employees option selected or choose someone from the Select
Employee list and then click OK.
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Reports

Reports
1. To view the Reports module, click —* Syskem reporting suite

HR Reports

]J HR Reports
1. To view the HR Reports, click l@i ||J Wiew HR data reports

Employee Details Report

1. To view the Employee Details Report, click
+ Employee Details Report
.@J ||J Standard report showing employes database information

2. A screen, similar to that below, will be displayed:

. Administrator .
TO rex reta 1 l Week & : 05 February 2007 Emplovesista sl

Departments & Tasks Employee Details Report

Employee Types

Recycled Employees

Links Show All Modules
i Report Filer serup
I —— Torexretail

Employee Details Report window

3. Select the relevant filter from the list and click Generate.

4. A report will be displayed, which shows all of the details for the employees, as
specified in the selected filter.
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Torexretail

-~
Store Name : 1229 : Birmingham 2007 2
Report Title : Employee Details Report Week 6 : 05/02/07
Printed By : Administrator Printed : 07 February 2007
Filtered By :
EmployeeTypes
Employes
EmployeeRecycled
Active Employes
tasks

Al

Crenshaw, Pat : 104
Start Date : 03/01/06 Finish Date : Type : Employes
Recycle : AUTH REQ Reason Far Leaving : P45 Received | No
P46 Received @ Mo Reference Received @ AUTH REQ Empho @ AUTHREQ
[Main Details - Crenshaw, Pat : 104
Effective Date :
Surname : Crenshaw Payroll : 104 Job Code : Supervisor
Forenames : Pat Badge : 104 Unit Id : AUTHREQ
Title : Ms Telephone : AUTHREQ Expetience | AUTH REQ
Known as @ AUTH REQ Flags : AUTH RECQ Age Group @ AUTH REQ
Diate of Birth | AUTH REQ Conkract Type : Management Grade : AUTH REQ
MI Category @ AUTH REQ Pension ¢ AUTH RES MI Murnber @ AUTH RES
Maiden Mame @ ALUTH RED) Marital Skatus : AUTH REQ Ethnic Origin @ AUTH REQ
[Task Details - Crenshaw, Pat : 104 |
Effective Date : 3

Fluiremen s Tl A A i, O Bl cmmn e -

Report window

5. To print the report, click Print in the top left hand corner of the screen.

6. A standard Windows print dialog box will be displayed. Select the relevant printer
and click Print to print the document.

Filters

1. The report filters, in the top left hand corner of the screen, allow you to refine the
information which is displayed in the report.

2. Clicking on one of the links will display a window, similar to the one below:
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Departments & Tasks filter

0ooo ;. wWhole Store

0001 Management

0001 ¢ Admin &
Management

0002 ; Cash Procedures

0oo2 . Store
0004 : Shop

00032 : Customer Service
0003 @ Checkout
0004 : Support
0005 : Shop Suppaort
0006 : Cleaning

E oK, )| | Cancel |

Departments & Tasks Filter window

3. Ticking and unticking the boxes allows you to select which information is included
in the report for example, only ticking Management, in the box above, would only
display employees in the Management department.

4. Select the relevant boxes from each of the filters and click OK to confirm your choice
or Cancel to disregard.

Report Filter Setup
1. To setup a specified filter, for use with the report, click Report Filter Setup link on
the left hand side of the screen.

2. A screen, similar to that below, will be displayed:

241



242

To rex reta i l Administrator

ks Select item
I} Employes Repart

Description i
Basic Detals

= Torexretail

Select Item window

Create a New Report Filter
1. To create a new report filter, click New at the bottom of the page.

2. A screen, similar to that below, will be displayed:

Torexretail

New item

Description | |

Control Details

Include Section

(=

ErnpMo Marne

Type

Start Date Finish Date Recycle

Reason For Leaving P45 Received P46 Received

REIEIE
REIEE
[[=[=[=

Reference Received Manually Set visible Wisible Date

Main Details

Task Details
Rotation Details
Availability Details
Matrix Details

Sch Dpt Details
Daily Sch Dpt Details
Pay Rate Details

Training Details

New Iltem window



3. By default, all of the tick boxes will be selected. This means that all of the items
displayed, will appear on the report.

4. To create a specific filter for the report, enter an appropriate name in the Description
field.

Deselect options, by clicking on them. Unticked boxes will not appear in a report.
Click heading names to view more options.

When ready, click OK to save and confirm or Cancel to disregard.

© N o’

This filter will now be available for selection from the drop down menu on the report
screen.

Edit a Report Filter
1. To edit a Report Filter, click on its name in the list and click Edit.

2. Make any relevant changes and click OK to save and confirm or Cancel to disregard.

Delete a Report Filter

To delete a report filter, click on its name in the list and click Delete, at the bottom of the
screen.

You will be asked Are you sure you want to delete this item? Click Yes to confirm or
Cancel to disregard.

Non-Attendance Report

o Non-Attendance Report
1. To view the Non-Attendance Report, click IPE View a printer-Friendly list of absences

2. A screen, similar to that below, will be displayed:

Administrator

Torexretail

DESC.Store Names Employee Exceptions Report

6 : 05 February 2007

Date Filter Options

Exception Codes

Generate

3 Torexetail

Employee Exception Report window
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3. Torun the report, click Generate.

4. The report will be displayed on screen.

Torexretail

Administrator

Mane

Week

All

Refno

Store Name : 1229 : Birmingham

Report Title : Employee Exceptions Report
Printed By : Administrator
Filtered By :

Store Names

Date Filter Options

Exception Codes

Emp Name
Thomas, 1an

Thomas, Ian
Thomas, 1an

Thomas, 1an

Haliday
Haliday
Haliday

Haliday

Week:05,/02,/07
Exception Type

Start Date

06/02/07
07/02j07
08/0zj07

09/0zj07

Start Time
0000

00:00

00:00

00:00

End Time
00;00

0000

0000

0000

2007 2

week 6 : 05/02,/07
Printed : 06 February 2007

Override

Report window

5. To print the report, click Print.

6. A standard Windows print dialog box will be displayed. Select your printer from the

list and click Print to send the report to the printer.

Filter

1. The report filters, in the top left hand corner of the screen, allow you to refine the
information which is displayed in the report.

2. Clicking on one of the links will display a window, similar to the one below:
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DESC.Store Names filter

100z

1003
1004

1005
1006

1007
1008

1008
1010

1229
1232

Global

Coventry
1 Walverhamptaon
W alsall

Worcester

Leicester
1 Derby
' Motkingham

Stoke

Stratford
: Birmingham
: Witney

| Seleck Al | Deselect Al ||Invert |

| oK | | Zancel |

Store Names Filter window

3.
display employees from the Birmingham store.
4.
or Cancel to disregard.
Entitlement Report
1. To view the Entitlement Report, click
2. A screen, similar to that below, will be displayed:

ol
| PE Entitlement Report

Ticking and unticking the boxes allows you to select which information is included
in the report for example, only ticking Birmingham, in the box above, would only

Select the relevant boxes from each of the filters and click OK to confirm your choice
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Torexretail

Departments & Tasks
Employee Types
Recycled Employees
Links

if" Report Filer sstup

Administrator

Entitlement Report

Entitlement Report

Day Month | February  + | Year 2007

Balance: | Holiday v

Generate

Entitlement Report window

3. Select the relevant date from the drop down menus.

4. Select the appropriate Balance from the list.

5. Click Generate and the report will be displayed showing the entitlements for each
employee, separated by department.



To rex reta i I Administrator

‘ Print ‘ | Back |

Store Name : 1229 : Birmingham 2007 2
Report Title : Entitlement Report Week 6 : 05/02/07
Printed By : Administrator Printed : 07 February 2007
Filtered By :

Holiday Entitlement Report for 5/2/2007

-
Store: 1229 : Birmingham

Dept: 0001 : Management
Task: 0001 : Admin & Management Entitlement Taken Balance Booked Remaining
Crenshaw, Pat 0.00 0.00 0.00 0.00 0.00
Srnith, Katie 0.o0 0.0o0 0.00 0.00 0.00
Thornas, Ian 20,00 0.00 20,00 0.00 20.00
Task Totals 20.00 0.00 20.00 0.00 20.00
Task: DOD2 : Cash Procedures Entitlement Taken Balance Booked Remaining
Smith, Ryan 0.00 0.00 0.00 0.00 0.00
Task Totals 0.00 0.00 0.00 0.00 0.00

Department Totals 20.00 0.00 20.00 0.00 20.00

Dept: D002 : Store
Task: 0004 : Shop Entitlement Taken Balance Booked Remaining
Hobbs, Garsth 0.00 0.00 0.00 0.00 0.00
Jenkins, Pauline 0.00 0.00 0.00 0.00 0.00
Task Totals 0.00 0.00 0.00 0.00 0.00

Department Totals 0.00 0.00 0.00 0.00 0.00

Dept: 0003 : Customer Service
Task: D003 : Checkout Entitlement Taken Balance Booked Remaining
Ewans, Dorothy 0.00 0.00 0.00 0.00 0.00
Jones, Patrick 0.00 0.00 0.00 0.00 0.00
Fhillips, Sonja 0.00 0.00 0.00 0.00 0.00
Powell, Grant 0.00 0.00 0.00 0.00 0.00 ~

e Torexretail

Report window

6. To print the report, click Print.

7. A standard Windows print dialog box will be displayed. Select your printer from the
list and click Print to send the report to the printer.

Filters

1. The report filters, in the top left hand corner of the screen, allow you to refine the
information which is displayed in the report.

2. Clicking on one of the links will display a window, similar to the one below:
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Departments & Tasks filter

0ooo ;. wWhole Store

0001 Management

0001 ¢ Admin &
Management

0002 ; Cash Procedures
0oo2 . Store
0004 : Shop

0003 ; Customer Service
0003 ;. Checkout

0004 : Support
0005 : Shop Suppaort
0006 : Cleaning

E oK, )| | Cancel |

Departments & Tasks Filter window

3. Ticking and unticking the boxes allows you to select which information is included
in the report for example, only ticking Management, in the box above, would only
display employees in the Management department.

4. Select the relevant boxes from each of the filters and click OK to confirm your choice
or Cancel to disregard.

Scheduling Reports

=j Scheduling Reports

1. To view the Scheduling Reports, click = ¥izv schedule data reports |

Department Schedule Report

1. To view a Department Schedule Report, click
-4 Department Schedule Report
]| Wil Standard Formak repaort, ideal Far displaving Far employees _

2. A screen, similar to that below, will be displayed:
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5]

2 DIVO1 : NORTH - Microsoft Internet Explorer

Fle Edt Yew Favortes Took Help a
Qe - © [ B @& ) search ¢ Favertes &%) - :7 = - L) e K S
Adeiess ] ttp:if70.4.1.76:908 ePerformaneefdefanttsp | ~|Ee uk ” Google|C~ v 0> () settings
'l'o rexretai I Torew Administrator
I Employee List Report Modes

Select Emplayee:

[5) Generate with only start and stop times

(5] Generate with breaks

[>] Generate with breaks and task changes

[5) Generate with tasks, no bresks

&] Done & Internet

Employee List Report Modes window

3. Clicking Departments & Tasks link, on the left hand side of the screen, will display a
window, similar to that below:

3 1229 : Birmingham -- Web Page Dialog [X]
Departments & Tasks filter

o000 wWhole Store

0001 : Management

0001 @ Admin &
Management

0002 @ Cash Procedures

oooz : Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

I O i | Cancel |

Departments &Tasks Filter window

4. Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Management box would only
show those members of staff who are assigned to the Management department.
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Generate with Only Start and Stop Times
1. Clicking on this link, will display a report, similar to that below:

Administrator

To rex reta i I Department Schedule Report

Department Schedule Report
Store Name : 1229 : Birmingham Week?2 : 08/01/07

~

0001 : Management

Crenshaw, Pat 07:00 10:30 07:00 12:45 07:00 12:45 13:00 15:45 08145 15:30 0.00
Mitchedl, John 07:00 0900 0700 09:00 11:30 19:30 07:00 16:45 0845 1830 0.00
Smith, Katie 13:00 16:00 07:00 16:45 07:00 16:45 12:45 22:30 13:15 2300 0.00
Smith, Ryan 08:30 11:00 13:15 23:00 13115 23:00 07:00 11:00 0.00
Thomas, Lan 07:00 10:00 11:00 20:45 07:00 16:45 07:00 16:45 08:45 15:30 0.00
Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0002 : Store

Hobbs, Gareth 15:00 17:00 15:00 19:45 15:00 23:00 07:00 12:45 0.00
Jenkins, Pauline 07:00 09:00 07:00 09:15 07:00 12:45 07:00 15:00 07:00 15:00 0.00
Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0003 : Customer Service

Evans, Dorothy 17:30 23:00 16:15 22:00 18:30 22:45 18:30 2300 0.00
Jones, Patrick 09:30 17:30 15:00 23:00 15:00 23:00 15:00 23:00 15:00 23:00 0.00
Phillips, Sonja 09:00 11:00 09:00 11:30 09:00 14:45 05:00 16:00 10:30 12:45 0.00
Powell, Grant 08:30 10:30 11:00 13:00 10:15 18:30 10:00 18:45 0.00

-
Export | Prink | Home

Department Schedule Report window

2. This report shows each department and the staff who are assigned to them. As the
name suggests, it only shows the times that the staff members start and stop their
shifts.

Export
1. Clicking Export will convert the file into an Adobe Acrobat pdf document.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.

Generate with Breaks
1. Clicking on this link, will display a report, similar to that below:
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Torexretail

Department Schedule Report
Store Name : 1229 : Birmingham

Department Schedule Report

Week?2 : 08/01,/07

. ~
0001 : Management
Crenshaw, Pat 07:00 09:30 07:00 09:30 1300 1530 08:45 11:15 |0-00
ff?;;'g:md"e”;{& 07:00 18:30 0002 : Cash 0007 : Cash 0006 : Cleaning 0005 : Shop
Frocedures FProcedures - Support
09:30 09:45 09:30 09:45 15:30 1545 11:15 11230
Fea Break Tea freak Fea Break Tea Break
09:45 12145 09:45 12;,45 15:45 5;)8:45 11:30 5})14:15
005 - - DOGF : Casi 2005 : shop 2005 : Shop
5@ . Procedures Supporf Supporf
14:15 14:30
Tea Break
14:30 15:30
D002 : Cash
Procedures
15:30 16:00
Meal Break
1600 1§30
o007 : Cash
Frocedures
Mittpeldl' JOHH& 0700 0900 07:00  09:00 WeED e 0.00
0001 : Admin 0002 : Cash 0002 : Cash S 07:00 09:30 08:45 11:15
Management Procedures Procedures PODE  Cieaning
13:15 13:30 09:30 09:45 11:15 11:30 »
Export | Prink | Home

Report window

2. This report shows each department and the staff who are assigned to them. As the
name suggests, it shows the times that the staff members start and stop their shifts,
including any breaks.

Export
1. Clicking Export will convert the file into an Adobe Acrobat pdf document.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.

Generate with Breaks and Task Changes
1. Clicking on this link, will display a report, similar to that below:
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To rex reta i I in! SEUE Department Schedule Report
Department Schedule Report

Store Name : 1229 : Birmingham Week?2 : 08/01/07
- -~
0001 : Management
Crenshaw, Pat 07:00 08:00 07:00 09:30 1300 15:00 08:45 11:15 |0.00
fg’;‘;'g:md’e””’r& 07:00 10:30 o007 : Cash o007 : Cash 9006 : Cleaning o005 Shop
FProcedures Frocedures - Support
0&00  09:30 09:30 09:45 D D 11:15 11:30
BO06 : Lieaning Jea Break Di_oi;if::p Jea Break
09:30 19:45 B 12:5 15:30 15:45 Hilgely 5;1’45
2002 Casl o005 Shop
Tea Break Procedures Tea Break Stpport
TS 15:45 3;)8:00 11:45 14}:)15
00 = o005 Shop BOOE - Las
53 T Support Procedures
il 12:5 18:00 1845 14:15 14:30
P00 F as .
i o0 : shop Tea Break
14:30 15:30
D002 : Cash
FProcedures
15:30 16:00
Meal Break
16:00 18:30
DO0F : Cash
Procedures b
Export | Print | Home

Report window

2. This report shows each department and the staff who are assigned to them. As the
name suggests, it shows the times that the staff members start and stop their shifts,
including any breaks and Task changes.

Export
1. Clicking Export will convert the file into an Adobe Acrobat pdf document.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.

Generate with Tasks, No Breaks
1. Clicking on this link, will display a report, similar to that below:
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2 DIVO1 : NORTH - Microsoft Internet Explorer

Ele Edt Yew Faverites Iools Hep o

@k - 0 [F] (@] T D seash S Favorkes €2 - ik - SE -

Address | ] hitpii70,4.1.76:9081 fePerformance/default. isp ~ Go | Links ¥ Google |G- ~ 2> () Settings~
Torexretail Department schedule Report
Department Schedule Report T TR S
Store Name : DIVO1 : NORTH weekls : 27/07/08

Printed : 08 August 2008

Printed by : Torex Administrator
Schediue { ast Updated: G6-Aug-Z008 16:20.27

Filtered By Department and Task :
Show DERARTMENTS & TASKS

Department - NDO3 : CLUSTER 03
I

acke, Frankie 12.00
hz 03:00- 15:00 05:00 - 15:00
0057 : Sheffiatd

I00R, JACKIE , o0~ T , 17 30.00
e 05:00- 17:30 09:00-17:30 03:00- 17:30 0%:00-17:30 03:00-17:30
pasH, U 00:00 - 24:00 00:00 - 24:00 00:00 - 24:00 00:00 - 24:00 G- 1 14.00
Locum Non-Agency Oeher Medica, Griser Medical Otfer Medical’ Grber Medical i
. 12:00 - 15:00
o057 : Sheffield Hitsboraudt oo
[POPOVIC, ANDY 08:30 - 17:30 0830 - 17:30 08:30 - 17:30 08:30 - 17:30 0830 - 17:30 40.00
0057 : Sheftietd Hilsbosougt 8852 : Rotberham Howard BO52 : Rotherb am How ard BB5Z : Rotherham Mo ard 8852 : Rotberham Howard BO52 : Rotherb am Howard

Sere Sere Sereer Sereer Sereer

[Totals 0.00 14.00 30.00 16.00 22.00 16.00 8.00 106.00

Store Totals
|

L Totals | 0.00 I 14.00 | 30.00 I 16.00 I 22.00 | 16.00 [ 800 106.00

Export | Print | Home

&1 Done & Internet

Report window

2. This report shows each department and the staff who are assigned to them. As the
name suggests, it shows the times that the staff members start and stop their shifts
and task changes, but excludes any breaks.

3. The report also shows extra headings that can be configured* to be visible on all
versions of the report. They are:

— Schedule Last Updated field - This shows either the start of the week scheduled
if there have been no edits made to the schedule, or the date the schedule was
last edited, if more recent

— Show/Hide Departments & Tasks - Adding this option is useful where there is a
large number of departments and/or tasks for the store that take up valuable
space on the report screen as they can be hidden from view b y clicking wording

— Displaying which employees are contractors/temporary staff - Staff that are not
permanent employees can be labeled as such in the ‘Employee” Column
underneath their name

— Displaying an employee’s base/average hours - Where an employee is
scheduled on a rotation basis for example, shift workers, their schedule hours
may be different each week. You can add the employees average weekly hours to
the details in the “‘Employee’ column underneath their name

*All of these options require setting up by an Administrator

Export
1. Clicking Export will convert the file into an Adobe Acrobat pdf document.

Print
1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.
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3. The report will be printed.

Daily Department Shifts Report

1. To view a Daily Department Shifts report, click
-4 Daily Department Shifts Report
LE,” Draily shifts report

2. A screen, similar to that below, will be displayed:

- L
To rex retai | y . . Schedule Report
Daily Schedule Report
Store Name : 1229 : Birmingham Week?2 : 08/01,/07
IMonday Tuesday Wednesday Thursday Friday Saturday Sunday
0001 : Management o
| | I
Crenshaw, Pat
Mitchell, John 07:00 09:00 0.00 0.00
Smith, Katie 07:00 16:45 0.00 0.00
Smith, Ryan
Thomas, Ian 07:00 16:45 0.00 0.00
Totals 0.00 0.00
0002 : Store
I |

Hobbs, Gareth 15:00 23:00 0.00 0.00
Jenkins, Pauline 07:00 1245 0.00 0.00
Totals 0.00 0.00
0003 : Customer Service
Evans, Dorothy
Jones, Patrick 15:00 23:00 0.00 0.00
Phillips, Sonja 09:00 11:00 0.00 0.00
Powell, Grant 11:00 13:00 0.00 0.00
Slater, Emma 07:00 09:00 0.00 0.00
Totals 0.00 0.00
0004 : Support

| | | I | | I [T | |

Print | Home

1 Torexretai

Report window

3. This report shows each department and the members of staff assigned to them. It
displays a visual representation of the hours the staff are working as well as their
breaks.

Export
1. Clicking Export will convert the file into an Adobe Acrobat pdf document.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.
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Simple Schedule Report

-+* . Simple Schedule Report
1. To view a Simple Schedule Report, click JIEIU Departmental scheduls listing report

2. This will display a screen, similar to that below:

To rex reta i I i = Schedule Report

Department Schedule Report
Store Name ; 1229 : Birmingham Week?2 : 08/01/07

-

0001 : Management

Crenshaw, Pat 07:00 10:30 07:00 12:45 07:00 12:45 13:00 18:45 08:45 18:30 0.00
Mitchell, John 07:00 02:00 07:00 09:00 11:30 19:30 07:00 1645 0545 18:30 0.00
Smith, Katie 13:00 16:00 07:00 16:45 07:00 16:45 12:45 22:30 13:15 23:00 0.00
Smith, Ryan 08:30 11:00 13:15 23:00 13:15 23:00 07:00 11:00 0.00
Thomas, Lan 07:00 10:00 11:00 2045 07:00 16:45 07:00 16:45 08145 18:30 0.00
Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0002 : Store

Hobbs, Gareth 15:00 17:00 15:00 19:45 15:00 23:00 0700 1245 0.00
Jenkins, Pauline 07:00 09:00 07:00 09:15 07:00 12:45 07:00 15:00 07:00 15:00 0.00
Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0003 : Customer Service

Evans, Dorothy 17:30 23:00 16:15 22:00 13:30 22:45 18:30 23:00 0.00
Jones, Patrick 09:30 17:30 15:00 23:00 15:00 23:00 15:00 23:00 15:00 23:00 0.00
Phillips, Sonja 0%:00 11:00 0%:00 11:30 0%:00 14:45 05:00 16:00 10:30 12:45 0.00
Powell, Grant 08:30 10:30 11:00 13:00 10:15 18:30 10:00 18:45 0.00

v
Expart | Print | Home
I Torexretail

Report window
3. This report shows each department and the members of staff assigned to them, split

by each day of the week.

Export
1. Clicking Export will convert the file into an Adobe Acrobat pdf document.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.
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Contract Report
-+ Contract Report
1. To view the Contract Report, click ]IEIU Departmental schedule listing report by tton,

2. This will display a screen, similar to that below:

N -
To rex ret ai | e schedule Report

Department Contract Schedule Report

Store Name : 1229 : Birmingham Week?2 : 08/01/07
0001 : Management —
Crenshaw, Pat 20:00 22:00 11:45 13:45 15:00 23:00 07:15 17:00 07:00 16:45 0.00
Mitchell, John 17:15 1915 07:00 09:00 07:00 15:00 13:15 23:00 13:15 23:00 o.00

Smith, Katie 09:30 12:30 07:00 16:45 07:00 16:45 08:45 18:30 13:15 23:00 0.00

Smith, Ryan 07:00 0930 07:00 11:00 13:15 23:00 13:15 23:00 0.00
Thomas, [an 14:15 1715 13:15 23:00 13:15 23:00 13:15 23:00 07:00 16:45 o.00

Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0002 : Store

Hobbs, Gareth 18:00 23:00 15:00 23:00 15:00 23:00 0.00
Jenkins, Pauline 07:00 09:00 09:00 11:00 08130 15:00 07:00 15:00 07:00 15:00 o.00

Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0003 : Customer Service

Evans, Dorothy 15:00 20:00 15:00 23:00 15:00 23:00 0.00

Jones, Patrick 09:30 17:30 15:00 23:00 15:00 23:00 15:00 23:00 15:00 23:00 o.00
Phillips, Sonja 09:00 11:00 09:00 11:00 0900 11:00 0900 1345 09:00 1845 0.00
Powell, Grant 11:00 13:00 11:00 13:00 11:15 18:30 13:15 23:00 0.00 g

Expork M Harne
I Torexretail

Report window
3. This report shows each department and the members of staff assigned to them, split

by each day of the week.

Export
1. Clicking Export will convert the file into an Adobe Acrobat pdf document.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.
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Target Staffing Report
EE Target Staffing Report
1. To view the Target Staffing Report, click = Compare schedule fit with workioad |

2. This will display a screen, similar to that below:

Torexretail

Departments & Tasks

Target Staffing Report

Select Time Increment 15 minutes

30 minukes
60 minutes

Show Consolidated Yiew

Generate

I Torexretal

Target Staffing Report window

3. Clicking Departments & Tasks link, on the left hand side of the screen, will display a
window, similar to that below:
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23 1229 : Birmingham -- Web Page Dialog §|
Departments & Tasks filter

0000 @ Whale Store
0001 : Management

0001 : Admin &
IManagement

0002 @ Cash Procedures

ooo2 ; Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

| oK i | Cancel |

Departments & Tasks Filter window

4. Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Management box would only
show those members of staff who are assigned to the Management department.

5. Select the appropriate Time Increment and tick whether you want to Show
Consolidated View.

When ready, click Generate.

This will display a report, which shows whether you have enough staff working each
shift.

Any shifts which are overstaffed are displayed in Red, Understaffed in Amber, whilst
correctly covered shifts are displayed in Green.



Torexretail I S S TR

Store Name : DO771 : 00771 - PCW: MANCHESTER 2006 Period 11

Report Title : Target Staffing Report Week 42 : 11/02/07

Printed By : ADMINISTRATOR Printed : 13 February 2007

Filtered By :

tasks
Al
Schedule Fit
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Time Allowed Over By Allossed Over By Allowed Over By Allowed Over By Allowed Over By Alloved Qver By Allowed Over By
0001 : Non Task
Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0002 : Management
.00 [T e — B -1 1 B 1 C—
osils e e : ks 1 4 1 B
30 [ : 1 1 B 1 T
0845 [T — B -1 1 B 1 —
0800 e e : ks 1 4 1 B
o315 [ : 1 1 B 1 T
0330 [T — B -1 1 B 1 —
L e e : ks 1 4 1 B
10:00 1 1 1 <l 1 <l 1 e
1015 1 4 1 4 1 1 1 E
1020 1 1 1 R} 1 1 1 e
10145 1 1 1 <l 1 <l 1 e
1100 1 a 1 4 1 1 1 E
1118 1 1 1 R} 1 1 1 e
1130 1 1 1 <l 1 <l 1 e
1198 1 a 1 4 1 1 1 E
1200 1 -1 1 -1 1 1 1 e
12115 1 1 1 <l 1 <l 1 e
1230 1 4 1 el 1 B 1 E
1245 1 -1 1 -1 1 1 1 e
1200 1 1 1 E) 1 < 1 e
1315 1 4 1 el 1 B 1 a
1330 1 4 1 El 1 1 1 a
1245 1 1 1 E) 1 < 1 e
1400 1 4 1 el 1 B 1 a
1415 1 4 1 El 1 1 1 a
14330 1 1 1 E) 1 < 1 e
1445 1 4 1 el 1 B 1 a
1500 1 4 1 4 1 1 1 E
1515 1 4 : ks 1 4 e B
1530 1 -1 1 -1 1 1 e —
15145 1 -1 kS -1 1 - e e
Torearetal
Report window

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.

Employee Overview Report

The Employee Overview Report is a simple report detailing which employees are
working in which departments, on which tasks each day. The report displays shift start
and end times under each employees name.

1. Tonavigate to the report generate page, go to
2. Reports, Scheduling Reports and select Employee Overview Report.

3. You will see a screen similar to that below:
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2 DIVO1 : NORTH - Microsoft Internet Explorer

Fle Edt View Favortes Tools  Help o
Q- © ¥ [@ & Psench Sloreomes € (- s @ - [ ) ow B
Address €] hitp[70.4.1.76:908 isPetformanceidefault ssp v|Eco ns ® Google [Gv  vo? (@ settingsw

To rexretai I Torex Administrator

Clusters & Stores

Employee Overview Report

©  Generste Report

Employee Overview Report window

4. Select which Departments and Tasks you wish to be displayed on the report by
clicking heading underneath the store logo

5. Tick or un-tick Departments and/or Tasks to make your filter selections

6. Click Generate Report link.

7. This will open up the report. See below:

3 DIV : NORTH - Microsofi Internet Explorer.

Ele  Edt  wew Favortes Iools Help ar
& T T P - | I e e ) - - L) ow L B
Addres [ b 70,4,1. 7619081 fePerformance fdafault isp v G | inks * Google |G- oo 3 () Settings =

Torexretail ‘ [ roms ] [ oo |

Employee Overview Report
Stare Name : DIVOL : NORTH
Printed by : Torex Administrator

2008 MONTH 5
week18 : 27/07/00

Printed : 06 August 2008

Sehadie £ ase Lpdiated: D6-Aug-200F 16,2027

store sunday Monday Tucsday wednesday Thursday Friday Saturday ~
s, BRUcE SMaLTH, ke SALTH, MIKE SMLTH, MikE SALTH, ke ShLTH, e
w0 17 00 i 1700 w0 17130 [t A0 - 1730 Den0 - 1750
ooza wiws, eRuce Wiz, BRUCE Wiz, BRUCE
03 17700 0030 17130 0030 17130
store sunday Monday Tuesday Wednesday Thursday Friday saturday
BROWN, BECKY WRIGHT, NERL WRIGHT, HEL BROWN, BECICY WRIGHT, SUSAH
330 17 30 1200 - izi00 20 7 00 a0 17 30
WRIGHT, SUSAN WRIGHT, SUSAN
vo3z 12100 1700 120 1700
BROWN, BECKY BROWH, BECKY
uEc0 4730 e 1750
store Sunday. Monday Tuesday Wednesday Thursday Friday Saturday
PARKER, PETER: HILEN, B DHILEH, BOB ChHILEn, B
0034 100 teds LR 08130 17130 08130 - 1730
store Sunday Monday Tuesday Wednesday Thursday Friday Saturday
SH,
Locurn Moraancy
0036 2o s 00
store sunday tMonday Tussday wednesday Thursday Friday Saturday
SMLTH, MARK SHALTH, MARK SHITH, Mg SHITH, Mg SMLTH, MARK
0041 900 18100 900 ko w900 18100 w900 18100 0300 1810
Store Sunday. Monday Tuesday Wednesday Thursday Friday Saturday
IOHIETOH, JAHE HASSELHORT, DI HASSELHORF, DAINA HASSELHORT, CANINA HASSELHOFF, DAVINA HASSELHORF, DAINA
8130 - 1713 50 1713 830 - 1713 50 17 30 - 173
0043 AMDREWS, JULIE ANCREWS, JULIE JOHNSTON, JoHN JOHINSTON, JAHE
o0+ 1500 000 - 4500 0530 - 17 30 w30 - 1730
store sunday rMonday Tuesday wednesday Thursday Friday saturday
TAVLOR, STEVE WALKER, WATHE TavLoR, STEVE SOODVEAR, TYRA GocDYEAR, TYRA BaLL BB
00 1100 00 17100 i 18100 e 19130 G600 19130 st - 17130
WALKER, WAYHE MAGAMEG, THES WALKER, WAYHE MAGAMBD, THES EAL BOBEY PUNYER, 3ASCH -
05100 16 15 08130 17130 02100 1€ 100 8130 17130 08130 - 17,30 08130 /17,30 ]

| ishet | ot | |

Dane B Internet

Report window

Schedule vs Action Report

1. To view a Schedule vs Action Report, click
£ — Schedule vs Action Report
@ Compare the schedule with the action schedule

2. This will display a screen, similar to that below:
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Administrator

Torexretail

Departments & Tasks

Schedule ¥s Action Report

Generate

Schedule Vs Action Report window

3. Clicking Departments & Tasks link, on the left hand side of the screen, will display a
window, similar to that below:

23 1229 : Birmingham -- Web Page Dialog E|
Departments & Tasks filter

o000 wWhole Store

0001 : Management

0001 ¢ Admin &
IManagement

0002 @ Cash Procedures

ooo2 ; Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

I O il | Cancel |

Departments & Tasks Filter window

4. Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Management box would only
show those members of staff who are assigned to the Management department.
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5. Click Generate to prepare the report.

Administrator

Torexretail

-
Store Name : 1229 : Birmingham 2007 1
Report Title : Schedule ¥s Action Report Week 2 : 08/01/07
Printed By : Administrator Printed : 10 January 2007
Filtered By :
tasks
Al
Task : 0001 : Admin & Management
Emplavee 0g/01/07 09/01/07 10f01/07 11jo1/a7 12f01/07 13/01/07 14/01/07 Haours
ploy Schd - Actn Schd - Actn schd - Actn Schd - mctn Schd - Actn schd - Actn Schd - Actn schd - Actn
Crenshaw, Pat 07:00 - 07:00 - 07:00 - 13:00 - 08:45 - 30,50 - 0.00
10:30 - 09:30 - 09:30 - 15:30 - 11:15 -
09:45 - 15:45 - 11:30 -
12:45 - 18145 - 14115 -
14:30 -
15:30 -
16:00 -
18:30 -
Tortals 3.50 - 0.00 5.75 - 0.00 0.00 - 0.00 5.75 - 0.00 9.75 - 0.00
Mitchell, John 07:00 - 07:00 - 08:45 - 31.50 - 0.00
09:00 - 09:00 - 11:15 -
11:30 -
14:15 -
14:30 -
15:30 -
16:00 -
18:30 -
Totals 2.00 - 0.00 0.00 - 0.00 2.00 - 0.00 9.75 - 0.00 0.00 - 0.00
[Smith, Katie 13:00 - 07:00 - 07:00 - 13115 - 42.00 - 0.00
16:00 - 09:30 - 09:30 - 15:45 -
na-ds - na-4%s - 1 RN - v

Report window

6. The report displays a list of all of the employees in the store, showing the scheduled

hours and the actual hours worked.

Print

1. Clicking Print, will open a standard print dialog box.

2. Select the relevant printer and click OK.

3. The report will be printed.

Management Cover Report

B
1. To view the Management Cover Report, click i

P

2. A screen, similar to that below, will be displayed:

262

KManagement Cover Report
Infarmation on management skill cover



To rex reta i I LSy 8 Januar Management Cover Report Log

2007 1
week 2 : 08/01/07
Printed : 10 January 2007

Store Name : 1229 : Birmingham
Report Title : Skills Report
Printed By : Administrator
Filtered By :

Default &

Monday 00:00 | 01:00 | 02:00 | 03:00 0400 0500 06:00 07:00 03:00 0%00 10:00 11,00 12:00 13:00 14:00 15:00 16:00 17:00 18:00 1%:00 20,00 21:00 22:00 23:00
o Cover CLCLEL LR DL L LT
Tuesday 00:00 | 01:00 | 02:00 | 03:00 | 04:00 | 05:00 | 06:00 |07:00 03:00 0%:00 | 10:00 11,00 12:00 | 13:00 14:00 | 15:00 | 16:00 17:00 | 18:00 |1%:00 20,00 | 21:00 | 22:00 | 23:00
o Cover CLCLEL LR DL L LT
Wednesday | 00:00 | 01:00 | 0Z:00 | 03:00 | 04:00 | 05:00 | 06:00 07:00 |08:00 0%:00  10:00 | 11:00 | 12:00 | 13:00 | 14:00 15:00 | 16:00 |17:00 13:00 | 1%:00 20:00 21,00 | 22:00 | 23:00
o Cover NENNEEENENNEENNEN NN NN RN NNNNENENN RN NNNNNNNERRRANENEENNEE
Thursday | 00:00 | 01:00 | 0Z:00 | 0300 | 04:00 | 05:00 | 06:00 07:00 |08:00 0%:00  10:00 | 11:00 | 12:00 13:00 | 14:00 15:00 | 16:00 |17:00 13:00 | 1%:00 20:00 21,00 | 22:00 | 23:00
o Cover NENNEEENENNEENNEN NN NN RN NNNNENENN RN NNNNNNNERRRANENEENNEE
Friday 00:00 | 01:00 | 02:00 | 03:00 | 04:00 | 05:00 | 06:00 |07:00 08:00 0%:00 | 10:00 11,00 12:00 |13:00 14:00 | 15:00 | 16:00 17:00 | 18:00 |1%:00 20:00 | 21:00 | 22:00 | 23:00
o Cover NENNEEENENNEENNEN NN NN RN NNNNENENN RN NNNNNNNERRRANENEENNEE
Saturday | 00:00 | 01:00 | 02:00 | 03:00 | 04:00 | 05:00  06:00 07:00 05:00 0%:00  10:00 | 11:00 12:00 13:00 | 14:00 15:00 | 16:00 |17:00 18:00 | 1%:00 20:00 21:00 | 22:00 23:00

o Cover CLULEL LU L L L LR LR

Sunda 00:00 | 01:00  02:00  03:00  04:00  05:00  06:00 07:00 08:00 0%:00 10:00 11:00 12:00 13:00 1400 15:00 16:00 17:00 1800 1%:00 20:00 21:00 22:00 2:00| ¥

Torexretail

Report window

3. This report displays a graphical representation of management cover in the store for
example, the bars will be green, when there is cover.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.

Daily/Weekly Planning Sheet

1. To view the Daily Planning Sheet, click
-4 Daily Planning Sheet
LE” Yiew dally departmental shifts and issues

2. A screen, similar to that below, will be displayed:
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Torexretail Log off
Daily Planning Sheet & Issues Report 2007 MONTH 5
Store Name : 1298 : BIRMINGHAM wWeek22 : 26/08/07
Printed by : Administrator Printed : 28 August 2007
Key -

Departments Tasks ﬂ
D ADMIMISTRATION |:| CANTEEN D COFFEE SHOP IIl Adrinistration Canteen

D GENERAL D HEALTHCARE AND DISP D MANAGEMENT Coffee Shop General Maintenance:

D PHARMACY |:| PHOTO PRODUCTION D SALES Accuracy Checking Technician El Dispensing _I
Monday

Time of day Total

ADMINISTRATION << < oo 11:00 12:00 13:00 14:00 15:00 16:00 17:00 g
Bellew, Karen Mary ] hschedtied 7.50
Dickie, L 0,00
Johnson, & 0.00
Fransfers In
Allaway, L A [ 8,75
Callow, T A ] administration 7.50
ADMINISTRATION Total 2035
CANTEEN << < oo 11:00 12:00 13:00 14:00 15:00 16:00 17:00 g
CANTEEN Total 0.00
Issues 0.00
Canteen 0.00
COFFEE SHOP << < 1000 1:00 1zio0 13:00 14100 15100 16:00 17:00 > »» =
Finished H Fiter... | Days... | Print H Sort By: [Employes =

Report window

3. At the top of the report is a key showing each department and task and the colors
assigned to them for use within this report. Underneath this is the report itself
displaying a timeline of hours across the top and employees down the side. These are
sorted by department, with an issue summary under each showing whether there is a
shortage (yellow), overage (red) or match (green) of staff for each task throughout
the day. Clicking Issues Jink will bring you to the Schedule Issues screen (see page
205).

4. Alongside each employee’s name it will show their shift for the day (if there is one),
the task(s) they are scheduled to perform, and the break(s) they have been assigned.
(Breaks being visible are dependent on what is selected in the Report Settings box -
see below) If an employee has been brought in to work from another department for
the day, they will be listed under the Transfers In section. On the right of the screen it
shows the total hours for each employee for the day, and the total for the
department.

5. Clicking < & > buttons will bring the timeline back and forward 1 hour respectively,
while clicking << & >> will bring it back and forward 2 hours respectively. (However
these time settings are configurable). The & button at the right of the key will hide it
from view, allowing more of the report to be shown on screen.

Sort By

1. You can choose to either display employees alphabetically within their home
department or ‘In For Day” which will sort them according to the start of their shift
on the day in question.
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Filter

1. Clicking Filter..., at the bottom of the screen, will display a window, similar to that
below:

3 1229 : Birmingham -- Web Page Dialog [X]
Departments & Tasks filter

o000 wWhole Store

0001 : Management

0001 @ Admin &
Management

0002 @ Cash Procedures

oooz : Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

| oK i | Cancel |

Departments & Tasks Filter window

2. Ticking and un-ticking the boxes allows you to limit or increase the number of
departments and tasks displayed on screen at once, for example, ticking the
Management box would only show the Management department and those
members of staff who are assigned tasks within it.

Days
1. Clicking Days..., at the bottom of the screen, will display the following window:

r Sunday

v Maonday

r Tuesday
r Wednesday
r Thursday
r Friday

r Saturday

I whole Week

Ik | Cancel|

Select Days to View window
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2. By ticking on each day you can chose which you wish to be shown on the report, or
by ticking Whole Week you can display every day. Each day will be listed separately
and you must scroll down to see them.

Note, some versions of this report have a toolbar at the top of the screen like that below,
instead of the buttons at the bottom, however they function in the same way:

e T 40 SortBy: |Employes v
Toolbar window

Reports with the toolbar have an additional ‘Report Settings” Option:

Report Settings Options

Clicking i icon brings up the pop up box below:

Layouk; | By Task

[F] Alvways show employees in their home area

Show employees transferred From other areas
D Show in & separate section

[Jshaw Braaks

Show Issues

ok Cancel

Report Settings window

Ticking or un-ticking the boxes and clicking OK allows you to select various view and
layout options for display on the report.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.

Time & Attendance Reports

T&A Report

266

Reports

1. To access the Time & Attendance Reports, click — * System reporting sute bytion and

3 Time & Attendance Reports
then the E Wiew actual data reports

et T8 Report
To run a T&A Report, click J'E'u TeA INfOUT Report

2. A screen will be displayed, which will appear similar to that below:



Torexretail " o T and A Report

Department Actual Schedule Report
Store Name : 1229 : Birmingham Weelk?2 : 08/01/07

0001 : Management

Totals | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Store Totals
Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Export | Print | Home

I Torexretail

Report window

Export
1. Clicking Export, at the bottom of the screen, will display a window, similar to that
below:
File Download x|

Do you want to open or save this file?

IE{-- Mame: report.pdf
Sy

kol Type: Adobe Acrobat 7.0 Document
From: localhost

=i l’ Save ]l Cancel |

harm wour computer, [ pou do not trust the source, do not open o

@ "While files from the Intermet can be uzeful, some files can potentially
zawe thiz file. What's the risk?

File Download window

2. Clicking Open will display the contents of the T&A Report in the Adobe Acrobat pdf

format.

3. Clicking Save will enable you to save the exported file onto your computer, to be
viewed at a later time.

4. Clicking Cancel will stop the export process and return you to the T&A Report

screemn.
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Print
1. Clicking Print will display a standard print dialog box.

2. Select the appropriate printer in your list and then click OK to send the report to the
printer.

Actual vs Schedule Report

1. To view the Actual vs Schedule Report, click

& Actual vs Schedule Report
E Compare actual information From T2da with schedules |

2. A screen, similar to that below, will be displayed:

Administrator

Actual vs Schedule Report

Torexretail

Departments & Tasks Actual ¥s Schedule Report

Generate

T Torexretail

Actual Vs Schedule window

3. Clicking Departments & Tasks link, on the left hand side of the screen, will display a
window, similar to that below:
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23 1229 : Birmingham -- Web Page Dialog E|
Departments & Tasks filter

0000 @ Whale Store
0001 : Management

0001 : Admin &
IManagement

0002 @ Cash Procedures

ooo2 ; Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

| oK i | Cancel |

Department & Tasks Filter window

4. Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Management box would only
show those members of staff who are assigned to the Management department.

5. Click Generate to prepare the report.

Administrator

Torexretail

-
Store Name : 1229 : Birmingham 2007 1
Report Title : Actual ¥s Schedule Report Week 2 : 08/01/07
Printed By : Administrator Printed : 10 January 2007
Filtered By :
tasks
Al
Task : 0001 : Admin & Management
Employes 08/01/07 03/01/07 10/0107 110107 1210107 1310107 14/0107 Haours
Pl Al - Schd Actl - schd acl - Schd Al - schd Aal - ‘schd Aal - schd Actl - schd Aal - Schd
Crenshaw, Pat - 07:00 - 07:00 - 07:00 - 13:00 - 08:45 0.00 - 30.50
- 10:30 - 09:30 - 09:30 - 15:30 - 11:5
- 09:45 - 09:45 - 1545 - 11:30
- 12:45 - 12:45 - 18:45 - 14:15
- 14:30
- 15:30
- 16:00
- 18:30
Totals 0.00 - 3.50 0.00 - 5.75 0.00 - 0.00 0.00 - 5.75 0,00 - 0.00 0.00 - 5.75 0.00 - 9.75
Mitchell, John - 07:00 - 07:00 - 11:30 - 07:00 - 08:45 0.00 - 31.50
- 09:00 - 09:00 - 1315 - 09:30 - 11:15
- 13:30 - 09:45 - 11:30
- 16:15 - 12:30 - 14:15
- 16:30 - 12:45 - 14:30
- 17:30 - 1345 - 15:30
- 18:00 - 14:15 - 16:00
- 19:30 - 1645 - 18:30
Totals 0.00 - 2.00 0.00 - 0.00 0.00 - 2.00 0.00 - 8.00 0.00 - 9.75 0.00 - 9.75 0.00 - 0.00
Smith, Katie - 1300 - 07:00 - 07:00 - 12:45 - 1315 0.00 - 42.00
- 16:00 - 09:30 - 09:30 - 15:15 - 15:45
- Ma=aAs - MAas - 153N - 1R-NnN v

Report window
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6. The report displays a list of all of the employees in the store, split by department,
showing the scheduled hours and the actual hours worked.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.

Actual vs Paid Report

1. To view the Actual vs Paid Report, click
£ Actual vs Paid Report
@ Compare actual information From TéA with paid bimes

Administrator

Actual vs Paid Report

Torexretail

Departments & Tasks

08 January 2007

Actual ¥s Paid Report

Generate

T Torexretail

Actual Vs Paid Report window

2. Clicking Departments & Tasks link, on the left hand side of the screen, will display a
window, similar to that below:
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23 1229 : Birmingham -- Web Page Dialog §|
Departments & Tasks filter

0000 ¢ Whole Store

0001 : Management

0001 : Admin &
IManagement

0002 @ Cash Procedures

ooo2 ; Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support
0006 : Cleaning
0007 @ Stocktake

| oK || Cancel |

Departments & Tasks Filter window

3. Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Management box would only
show those members of staff who are assigned to the Management department.

4. Click Generate to prepare the report.

Torexretail

Administrator

Store Name : 1229 : Birmingham
Report Title : Actual ¥s Paid Report
Printed By : Administrator

Filtered By :

tasks
All

2007 1
Week 2 : 08/01/07
Printed : 10 January 2007

Task : 0001 : Admin & Management
Employes DBIDI)’UT_ Ug,l'Ul,l’D?_ IDIDI)’UT_ 11,I'01,I’UT_ IZIDIJDT_ 13)'01,!’07_ 14,!'01,!’07_ Haours .
Actl - Paid Actl - Paid Actl - Paid Actl - Paid Actl - Paid Acl - Paid Actl - Paid Actl - Paid
Crenshaw, Pat 0.00 - 0.00
Totals 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00
Mitchell, John 0,00 - 0.00
Totals 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00
[smith, Katie 0,00 - 0.00
Totals 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00
Thomas, Lan 0.00 - 0.00
Totals 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00
Summary
Total Hours | 0.00 - 0.00 0.00 - 0.00 0.00 - 0.00 | 0.00 - 0.00 | 0.00 - 0.00 0.00 - 0.00 | 000 - 000 |
Yariances | 0% 0% 0% | 0% 0% 0% | 0% |
Actual Hrs : 0.00 TASK ¥ARIANCE {%0): 0
Paid Hrs: 0.00

Report window

Task : 0002 ; Cash Procedures v

Torexretail
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5. The report displays a list of all of the employees in the store, split by department,
showing the actual hours worked and the paid hours.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.

Paid vs Schedule Report

1. To view a Paid vs Schedule Report, click
3 Paid vs Schedule Report
ﬁ Compare paid hours with schedule information

2. A screen, similar to that below, will be displayed:

Torexretail T P S e

Paid ¥s Schedule Report

Departments & Tasks

Generate

T Torexretai

Paid Vs Schedule Report window

3. Clicking Departments & Tasks link, on the left hand side of the screen, will display a
window, similar to that below:
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23 1229 : Birmingham -- Web Page Dialog E|
Departments & Tasks filter

0000 ¢ Whole Store

0001 : Management

0001 : Admin &
IManagement

0002 @ Cash Procedures

ooo2 ; Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

| oK i | Cancel

Departments &Tasks Filter window

4. Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Management box would only
show those members of staff who are assigned to the Management department.

5. Click Generate to prepare the report.

Torexretail

Administrator

-
Store Name : 1229 : Birmingham 2007 1
Report Title : Paid ¥s Schedule Report week 2 : 08/01/07
Printed By : Administrator Printed : 10 January 2007
Filtered By :
tasks
All
Task : 0001 : Admin & Management
Erplaves 0g/01/07 09/01/07 10f01/07 11j01/07 12/01/07 13/01/07 14/01/07 Hours
play Paid - schd Paid - Schd Paid - schd Paid - schd Paid - Schd Paid - Schd Paid - Schd Paid - Schd
Crenshaw, Pat - 07:00 - 07:00 - 07:00 - 13:00 - 0845 0.00 - 30,50
- 10:30 - 09:30 - 09:30 - 15:30 - 11:15
- 0945 - 0945 - 1545 - 11:30
- 12:45 - 12:45 - 1845 - 14:15
- 14:30
- 15:30
- 16:00
- 18:30
Totals 0.00 - 3.50 0.00 - 5.75 0.00 - 0.00 0.00 - 5.75 0.00 - 0.00 0.00 - 5.75 0.00 - 9.75
Mitchell, John - 07:00 - 07:00 - 11:30 - 07:00 - 08:45 0.00 - 31.50
- 09:00 - 09:00 - 1315 - 09:30 - 11:15
- 1330 - 09:45 - 11:30
- 16:15 - 12:30 - 14:15
- 16:30 - 1245 - 14:30
- 1730 - 13145 - 15:30
- 18:00 - 14:15 - 16:00
- 1%:30 - 16145 - 18:30
Totals 0.00 - 2.00 0.00 - 0.00 0.00 - 2.00 0.00 - 8.00 0.00 - 9.75 0.00 - 9.75 0.00 - 0.00
[Smith, Katie - 13:00 - 07:00 - 07:00 - 12:45 - 1315 0.00 - 42.00
- 16:00 - 09:30 - 09:30 - 15:15 - 1545
- MAas - NQ:a45 - 152N - 1 RN b
= Torexretail

Report window
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6. The report displays a list of all of the employees in the store, split by department,
showing the paid hours and the scheduled hours worked.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.

Annual Absence Dept Report

1. To view an Annual Absence Dept Report, click

3%
“"‘J Annual Absence Dept Report

2. A screen, similar to that below, will be displayed:

Administrator

Annual Absence Dept Report

Torexretail

Departments & Tasks

05 January 2007

Annual Absence Report

Generate

T Torexetail

Annual Absence Report window

3. Clicking Departments & Tasks link, on the left hand side of the screen, will display a
window, similar to that below:
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23 1229 : Birmingham -- Web Page Dialog rg|
Departments & Tasks filter

0000 @ Whale Store
0001 : Management

0001 : Admin &
IManagement

0002 @ Cash Procedures

ooo2 ; Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

| oK i | Cancel |

Departments & Tasks Filter window

4. Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Management box would only
show those members of staff who are assigned to the Management department.

5. Click Generate to prepare the report.

Torexretail

Store Name : 1229 : Birmingham 2007 1
Report Title : Annual Absence Report week 2 : 08/01/07
Printed By : Administrator Printed : 10 January 2007
Filtered By :

Departments
All

I Torexretail

Report window

6. The report displays a list of all of the employees in the store, showing their absences.
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Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK button.

3. The report will be printed.

Annual Absence Emp Report

1. To view the Annual Absence Emp Report, click

s
“""J Annual Absence Emp Report

2. A screen, similar to that below, will be displayed:

Administrator

Annual Absence Emp Report

Torexretail

Departments & Tasks

08 January 2007

Annual Absence Report

Generate

Annual Absence Report window

3. Clicking Departments & Tasks link, on the left hand side of the screen, will display a
window, similar to that below:
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23 1229 : Birmingham -- Web Page Dialog rg|
Departments & Tasks filter

0000 @ Whale Store
0001 : Management

0001 : Admin &
IManagement

0002 @ Cash Procedures

ooo2 ; Store

0004 @ Shop

0003 : Customer Service

0003 @ Checkout

0004 : Support

0005 @ Shop Support

0006 : Cleaning

0007 @ Stocktake

| oK i | Cancel |

Departments & Tasks Filter window

4. Ticking and unticking the boxes allows you to limit or increase the number of staff
displayed on screen at once, for example, ticking the Management box would only
show those members of staff who are assigned to the Management department.

5. Click Generate to prepare the report.

Torexretail

Store Name : 1229 : Birmingham 2007 1
Report Title : Annual Absence Report Week 2 : 08/01/07
Printed By : Administrator Printed : 10 January 2007
Filtered By :

Departments
All

e Torexretail

Report window

6. The report displays a list of all of the employees in the store, showing their absences.
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Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.

3. The report will be printed.

Clocked in Report

£
“J Clocked in report
1. To view the Clocked In Report, click i .

2. A screen, similar to that below, will be displayed:

Administrat:
ministral 1:; _ Clocked in report Log off

Torexretail

TIME IN out
Crenshaw, Pat 104
Ewans, Darathy : 102
Fowler, Robert @ 105
Hobbs, Gareth : 113
Jenkins, Pauline : 106
Janes, Patrick : 107
Mitchell, John : 103
Fhillips, Sonja : 108
Powell, Grant ; 110
Slater, Emma @ 114
Sraith, Katie : 102
Smith, Ryan @ 112
Thornas, 1an : 101

08 January 2007

1 Torexretail

Report window

3. This report shows a list of all employees, with the times that they have clocked in
and out for that day.

Comparison Reports
Comparison Reports

1. To view the Comparison Reports, click view reporks to compare different plans

Actual vs Schedule Report
1. See page 268 for further information on the Actual vs Schedule Report.

Paid vs Schedule Report
1. See page 272 for further information on the Paid vs Schedule Report.
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Schedule vs Action Report
1. See page 259 for further information on the Schedule vs Action Report.
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10

OTP Report

Print

2.

Output to Payroll

To view the Output to Payroll module, click
-4 Output to Payroll
|£_lp Review and commit paid haurs For this week to payrall

-4
|| OTP report
To view the OTP report, click IE—lp

A screen, similar to that below, will be displayed:

Torexreta i l o OTP Report

Store Name : 1229 : Birmingham

Report Title : OTP Summary Report
Printed By : Administrator

Filtered By :

Calculated OTP for Week 3: 15/01,/07

2007 1
week 3 : 15/01/07
Printed : 19 January 2007

Payroll  Name Basic Rate Overtime x 1.5 Night Rate @ 1,/3rd Night Rate @ 1.5 Bank Hol @ 1.5 Temp Payment Absence
101 Thomas, Ian 35.50 4.00 0.00 0.00 0.00 0.00 0.00

102 Smith, Katie 20.00 0.00 0.00 0.00 0.00 0.00 0.00

103 Mitchell, John 35.50 0.00 0.00 0.00 0.00 0.00 0.00

104 Crenshaw, Pat 35.50 0.00 0.00 0.00 0.00 0.00 0.00

105 Fowler, Robert 35.50 0.00 0.00 0.00 0.00 0.00 0.00

106 Jenkins, Pauline 35.50 0.00 0.00 0.00 0.00 0.00 0.00

107 Jones, Patrick 35.50 0.00 0.00 0.00 0.00 0.00 0.00

108 Phillips, Sonja 35.50 0.00 0.00 0.00 0.00 0.00 0.00

109 Evans, Dorothy 35.50 0.00 0.00 0.00 0.00 0.00 0.00

110 Powell, Grant 9.50 4.00 0.00 0.00 0.00 0.00 0.00

112 Smith, Ryan 20.00 0.00 0.00 0.00 0.00 0.00 0.00

113 Hobbs, Gareth 35.50 0.00 0.00 0.00 0.00 0.00 0.00

114 Slater, Emma 35.50 0.00 0.00 0.00 0.00 0.00 0.00
. Torexretail

Report window

3.

1.
2.
3.

The report shows the rates that employees have been paid, for the past week.

Clicking Print, will open a standard print dialog box.
Select the relevant printer and click OK.
The report will be printed.
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Corrections Report

1. To view the Corrections Report, click
4 Corrections Report
|E_lp Report carrections bo committed GTP For current week

2. A screen, similar to that below, will be displayed:

Torexretail " : OTP Report [ Home ]

Store Name : 1229 : Birmingham 2006 1
Report Title : OTP Summary Report week 1:02/01/06
Printed By : Administrator Printed : 17 January 2007
Filtered By :

Edited OTP for Week 1 : 02/01,/06
Wersion 2 created 17 January 2007
** no comment **

Payroll No. Name type dayl day2 day3 dayd day5 dayb day7 total
101 Thomas, Ian Crwvertime x 1.5 4.00 0.00 0.00 0.00 0.00 0.00 0.00 4.00

T Torexretail

Report window

3. The report shows any changes which have been made to employees OTP details, for
that week.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.
3. The report will be printed.
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OTP Summary

4

\ p OTP summary

1. To view the OTP Summary, click lE—l

2. A screen, similar to that below, will be displayed:

Torexretail OTP Summary

Payroll Name Basic Rate Overtime x 1.5 Night Rate @ 1,/3rd Night Rate @ 1.5 Bank Hol @ 1.5 Temp Payment Absence

101 Thomas, Tan LICECR 4 E 000 & E 000 & E o0 LI 4 LICECR 1 0.00 i
102 Smith, Katie LICECR 4 E o.o0) E o.o0) B o0 B 000 LCIICECR 4 0.00 i
103 Mitchell, John LICECR 3 E oo0) & E oo0) & B ooo) B ooo| LICESR 4 0.00 i
104 Crenshaw, Pat E o0 F  non| & F  non| & ¥ oo E oo E 000 .00 i
105 Fowler, Robert E 000 ¥ n.00) ¥ n.00) ¥ oo IR 4 IR 4 .00 i
106 Jenkins, Pauline B 000 E|  n.oo E|  n.oo E oo LN 4 LIEN 4 .00 i
107 Jones, Patrick B 000 F & oo F & oo F ¥ oo B[ o0 F B 000 f 0.00 i
108 Phillps, Sonia LINCECR 4 & o.o0) & o.o0) B o0 LI 4 LINCECR 4 0.00 i
109 Ewans, Dorothy LICECR 4 E 000 & E 000 & E 000 LI 4 LICECR 1 0.00 i
110 Powell, Grank LICECR 4 E 000 & E 000 & E o0 LI 4 LICECR 1 0.00 i
11z Smith, Ryan LICECR 4 E o.o0) E o.o0) B o0 B 000 LCIICECR 4 0.00 i
113 Hohts, Gareth E o0 F  non| & F  non| & ¥ oo E oo E 000 .00 i
114 Slater, Emma E 000 ¥ n.00) ¥ n.00) ¥ oo IR 4 IR 4 .00 i

connon| |

| changeview || update | Save 1| Cancel ]

3 Torexetai

Report window

3. You are able to type the hours staff have worked, directly into the relevant field.

More Info Icon
1. Clicking i icon, to the right hand side of the screen, will display a screen showing a
summary of payment information, split by day.

2. Click Back to return to the main screen.

Comments
Typing text in the Comment box will apply it to that weeks data.

2. Clicking E*icon, next to a person’s name and pay rate, will display a window, similar
to that below:

Explorer User Prompt

Script Prompt:

Cancel

Please enter a comment

Comment window
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3. Enter a comment and click on OK to save and return to the previous screen or
Cancel to disregard any changes.

Change View
1. Clicking Change View will display the OTP Detail screen.
Update
1. Clicking Update will refresh the screen, with any changes made.
Save
1. Clicking Save will send the data to the system and close the screen down.
Commit

1. Clicking Commit will send the data to your 34 party payroll system and close down
the screen.

2.  When re-entering the screen, the button will change to Re-commit. Clicking this will
apply any changes made and re-submit the information to your 3t party payroll
system.

Cancel
1. Clicking Cancel will disregard any changes which have been made.
Edit Chargeouts

1. To add or edit any chargeouts, click & icon, next to the relevant person and pay rate.

2. A screen, similar to that below, will be displayed:
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Torexretail S —

Yalue Store Dept Comment

Day
,Enday v| | | select | [selert v| | ¥

I Ok | I Cancel |

Report window

Select the applicable Day.
Type in the value.

Select the Store.

Select the Department.

Enter any appropriate Comments.

© N o o~ w

If you have more than 1 Chargeout to add, click o, Otherwise, click on OK to
confirm the information or Cancel to disregard.

Navigating the screen
1. To move from one week to another, click < Previous and Next > .

2. Clicking This Week will always display the current week.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.
3. The report will be printed.
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OTP Detail

T |
| OTP detail
1. To view the OTP details, click IE—lp .

2. A screen, similar to that below, will be displayed:

Torexretail
Payroll No. Name Type Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total ~
101 Thamas, Lan Biasic Rate ¥ ooo& | oo & [ ooo/d | oo/ [ ooo/d [ ooo/& [ ooof/ & oo i
[ ogekx || | \ | | | | | | o
102 Smith, Katie Basic Rate % oool & | ooo & [ ooof/& | oo [ ooof/& [ oo [ ooof & om0 i
N | \ | | | | | | e
103 Mitchell, John Basic Rate & ooo & | ooo/& | ooo/& [ oool& [ om0/ [ ooo/& | oo/ oo 4
[ st || | \ | | | \ | | | | | | | @
104 Crenshaw, Pak Biasic Rate ¥ ool | ooo & [ ooo/d | ooo& [ ooo/d [ oo [ ooof& oo d
[ ogekx || | \ | | | | | | o
108 Fowler, Robert  Basic Rate % ooo & | ooo & [ ooof/& | oo [ ooof/& [ oo [ ooof & om0 i
T | \ | | | | | | e
106 Jerkins, Pauline  Basic Rate & ooo& | ooo/& | ooo/& | oool& | om0/ | ooo/& | oo/ oo 4
[ s || | \ | | | \ | | | | | | | @
107 Jones, Patrick, Biasic Rate ¥ ool | ooo & [ ooo/d | ooo& [ ooo/d [ oo [ ooof& oo d
ETEE | \ | | | | | | o
108 Philips, Sonja Basic Rate & ooo & | ooo/& | ooo/& [ oool& | om0/ [ ooo/& | oo/ oo 4
T | \ | | | | | | e
103 Evans, Dorothy  Gasic Rake ¥ oo/ & | oo & [ oo/ | oo/ [ ooo/d [ ooo/d [ ooof/ & oo i
[ s || | \ | | | \ | | | | | | | @
= = = = = = = = = hd
Comment | |
I Change Yiew II Update II Save ” Cornmit ” Cancel I

Report window

3. You are able to type the hours staff have worked, directly into the relevant field.
4. To choose a different pay band, click Select.
5. A window will be displayed, with your different pay band.

A 1229 : Birmingham -- Web Page ... [?|[X]
Select band

Wage Type |

Bank Hol @ 1.5
Might Rate @ 1.5
Might F.ate @ 1/3rd
Ciwertime x 1.5
Temp Payment

| Cancel |

Select Band window
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More Info Icon

Comments

Change View

Update

Save

Commit

Cancel

1.

Tick the relevant pay band and click OK to save your choice and return to the
previous screen or Cancel to disregard.

Enter the applicable value, under the appropriate day.
If you have more than 1 pay band to add, click . Another line will be displayed.
If you have added a pay band by mistakes, click @ to remove it.

Clicking # icon, to the right hand side of the screen, will display a screen showing a
summary of payment information, split by day.

Click Back to return to the main screen.

Typing text in the Comment box will apply it to that weeks data.

Clicking B icon, next to a person’s name, will display a window, similar to that
below:

Explorer User Prompt

Seript Prompt;
Please enter a comment
Canicel

Comment window

3.

1.

Enter a comment and click on OK to save and return to the previous screen or
Cancel to disregard.

Clicking Change View will display the OTP Summary screen.

Clicking Update will refresh the screen, with any changes made.

Clicking Save will send the data to the system and close the screen down.

Clicking Commit will send the data to your 3¢ party payroll system and close down
the screen.

When re-entering the screen, the button will change to Re-commit. Clicking this will
apply any changes made and re-submit the information to your 3t party payroll
system.

Clicking Cancel will disregard any changes which have been made.
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Edit Chargeouts

1. To add or edit any chargeouts, click & icon, next to the relevant person and pay rate.

2. A screen, similar to that below, will be displayed:

Torexretail Administrator 1

Yalue Store Dept Comment

Day
,Enday v | | | select v | select v | | <o

I Ok | I Cancel |

Edit Chargeouts window

Select the applicable Day.
Type in the value.

Select the Store.

Select the Department.

Enter any appropriate Comments.

© N o g~ w

If you have more than 1 Chargeout to add, click @ Otherwise, click on OK to
confirm the information or Cancel to disregard.

Navigating the screen
1. To move from one week to another, click < Previous and Next > .
2. Clicking This Week will always display the current week.

Print

1. Clicking Print, will open a standard print dialog box.
2. Select the relevant printer and click OK.
3. The report will be printed.
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OTP Admin

-l
|| OTP admin
1. To view the OTP Admin screen, click IE—“J .

2. A screen, similar to that below, will be displayed:

i Administrak
Torexretail 2 TP Admin
# Status User Date Comment Delete 7
1 Committed Adrinistrator 17{01/07 12:24 ** na comment *#
z Saved Adrniniskrator 17/01j07 12:32 ** no comment ¥¥
= Torexretail

OTP Admin window
3. This screen shows any changes which have been made to the OTP section of the
system and allows you to undo any changes.

Click in the Delete? tick box, next to the relevant option you want to undo
Click Delete.

Note: You are not asked for confirmation when you click
Delete. Make sure that you are certain about the changes
you want to delete, before clicking Delete.
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Enterprise Messages

g Enterprise Messages
1. To send messages to another store, click Create and send messages to stores

2. A screen, similar to that below will be displayed:

b Administrak
Torexretail Y ek 10 e Messages Log
'm™ -
[ Administrator [Mew Promotions Available 07/0z{07
[ Adrministrator Meeting on Tuesday 05/02{07

Mew. .. | De\ete| Recall | Filker. .. |
. Torexretail

Administrator window

Create a New Message

1. To create a new message, click New....

2. A screen, similar to that below, will be displayed:
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Torexretail

Subject:

From: Administrator

Due Date: E] Effective Date: 08/02{2007 E] Expires On: E]
Access Level: Importance:

O Enterprise S

O Region 1
O 1229 : Birmingham

O 1002 : Coventry
O 1010 : Stratford 4

Send Save as draft | ‘ Cancel |
= Torexretail

Compose Message window

3. Enter the Subject of the message.
4. Enter the From name, if applicable.

5. If required, enter a Due Date, Effective Date or Expires On date. These dates are for
reference only.

6. Select the Access Level of the users who the message is intended for.

7. Change the Importance of the message, if required.

8. Type the message in the Message Detail box.

9. Select the store(s) that this message is intended for, from the Store List.

10. When ready click Send to send the message immediately or Save as Draft, to save
the message for further editing at a later time.

Update a Message

1. To send an update to a previously sent message, click previous message in the main
list.

2. Click Compose Update. This will open a new message, which duplicates the
information from the previous message.

3. Type in the updated message and click Save to initiate the update.

Delete a Message

1. To delete a message, click in the tick box, to the left of the applicable message.
2. Click Delete at the bottom of the screen.

3. You will be asked Are you sure you want to delete the selected message(s)? Click
OK to confirm or Cancel to disregard.
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Recall a Message

1. To mark a message as recalled, click in the tick box, next to the relevant message and

click Recall.

2. You will be asked Are you sure you want to recall the selected message(s)? Click
OK to confirm or Cancel to disregard.

Filter Messages

The Filter allows you to reduce the number of messages displayed, making it easier to

find a specific one.

1. To do this, click Filter at the bottom of the screen.

2. A window, similar to the one below, will be displayed:

a. Change Filter Settings

Subject:

O inthelast 0

Trems added:
O between

Of importance: Mok specified v

‘With read status: | Mot specified w

days

E] and E]
Apply | Clear | Cancel

Change Filter Settings window

3. The components of the screen are described below:

Subject

The Subject field can be used to find specific strings of text within the
subjects of the messages for example, If I wanted to find a message with
the subject Meeting to discuss Store Performance and I entered Store
Performance, then this message would be displayed in the filtered list. If I
had entered Store Performance Meeting, then the message would not
have been included as those words do not appearing the correct order.
Note that the Subject is not case sensitive.

Items Added

Entering a number or date in the relevant field will only display messages
within the specified time frame.

In the last n days

Entering a figure in this field, will only display messages added (received)
within the specified number of days for example, Entering 10, would only
display messages received within the past 10 days.

Between n and n

This field requires 2 dates to be entered. The date can either be typed

directly, in the format dd/mm/yyyy, or you can click [I] and click
relevant date. Selecting this method will only display messages which
were added (received) within the specified time frame for example, If the
following was entered Between 01/12/2006 and 31/12/2006, then only
messages received during this month, would be displayed.

Of Importance

There are 3 options which can be selected from the drop down menu -
High, Low or Normal. Selecting one of these options will only display
messages with the appropriate importance level.

With Read Status

There are 2 options which can be selected from the drop down menu -
Unread or Read.

4. Any, or a combination, of the options above can be selected.

5. When ready, click Apply.
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6. You will be returned to the main message screen and only messages which match the
filter criteria you have set, will be displayed.

To adjust the list further, click Filter.
To undo the filter and display the full list of messages, click Clear Filter.

Read my Messages

1. Toread any new or previous messages, which have been sent to you, click

g Read my messages

Review messages for vour store

2. Alist of received, read and unread, messages will be displayed.

Torexretail ADMINISTRATO Messages

[] ¢  Head Office Christmas Special Offers 06/12/06
Please check the Intranet, for the latest Special Offers,

[] ¢ - Head Office Weekly Report 06/12/06
‘Your weekly report is now due

J ) Cheltenham Manager Meeting on 19th December 06/12/06

Just to remind you that the meeting is at 2.00pm on the 19th December 2006,

Delete | Mark as Read r Mark as Unread | Filter... ‘

If you need assistance, please contact the Service Desk on 01438 848080 Torexretail

Messages window

3. Each message can have a series of icons to the left of the sender’s name. An
explanation of each icon is below:

Recall

Indicates that this message has been recalled.

+--

High Importance

Shows that the message has been sent with a High Importance.

Normal Status

This icon indicates it is a standard message.

4 | Low Importance

Shows that the message has been sent with a low importance.

4. When a message is unread, it will be displayed on the screen, with the text of the
message listed below it and the summary information in bold (as can be seen in the
screen above).
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5. When a message is read, the text will be hidden and the summary information will

no longer be displayed in bold (as can be seen in the screen below).

6. The message can be re-read by clicking subject. This acts a link to the whole message.
Torexretail ADHINISTRATOR Messages

'@ From Sub; [dded
[] ¢ O Head Office Christmas Special Offers 06/12/06

[] ¢ o Head Office Weekly Report: 06/12/06

®] > Cheltenham Manager Meeting on 19th December 061206

‘ Delete| Mark as Read | Mark as Unread | Filter...l

If you need assistance, please contact the Service Desk on 01438 848080

Torexretail
Messages window

Reading Messages

1. Toread areceived message, click Subject of the relevant message. This acts as a link
to display the whole message.

2. The message will be displayed and will appear similar to the screen below:
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Torexretail

Administrator

. This message was last updated on 0240107

A, This message will expire on 15/01/07

T This message 1s marked as High Importance

Subject: ‘Weekly Repart

From: Administrator

Due Date: osja1/07 IEl [ pate adea: ozjoyor |
Please nate that vour Weekly Report is due on Friday Sth January,

Delete | Cancel

Messages window

1

If any updates have been made to this sent message, the date these changes occurred is
noted here.

If the message has been set to expire (be removed from your message list) on a certain
date, it will be displayed here. It can also show if a message has been recalled.

If a message has been set with a High or Low importance, the status will be displayed
here.

The subject of the message is displayed here.

The sender of the message will be displayed here.

Any due date, set by the sender, will be displayed here.

The date that the message was added (sent), will be displayed here.

| | | G|

The actually contents of the message will be displayed here.

Main Screen

Deleting Messages

There are 2 ways to delete a message from the system:

Main Screen

Reading the Message

Deleting a Single Message

1.

2.

To delete a single message from the system, click in the tick box, to the left of the
message. The message will become highlighted.

Click Delete, at the bottom of the screen.

Torexretail



3. You will be asked Are you sure you want to delete the selected message(s)? Click on
OK to confirm the deletion or Cancel.

Deleting Multiple Messages

1. To delete multiple messages from the system, click in the tick box, to the left of each

message. The relevant messages will become highlighted.
Click Delete, at the bottom of the screen.

You will be asked Are you sure you want to delete the selected message(s)? Click on
OK to confirm the deletion or Cancel.

Deleting All Messages

1. To delete all messages from the system, click in the tick box at the top of the screen.
This will highlight all of the messages.
Click Delete, at the bottom of the screen.
You will be asked Are you sure you want to delete the selected message(s)? Click on
OK to confirm the deletion or Cancel.

Reading the Message

1. When reading a message, click Delete at the bottom of the screen.

2. You will be asked Are you sure you want to delete the selected message(s)? Click on
OK to confirm the deletion or Cancel.

3. You will be returned to the main list of received messages.

Mark as Read

Messages which are unread are displayed in Bold. This enables them to be
distinguishable from read messages. It is possible to change a messages status to read,
even though it may not have been.

The screen below shows the difference between a read and an unread message:
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To rex retai I Adminis"at‘:.:;'eel-:.l i 01 January 2007

'm -
[N Adrniniskrator Read Message 020107
(N Administrator Unread Message 02,/01,07

Delete | Mark as Read | Mark as Unread ‘ Filter. .. |

1 Torexretail

Messages window

Marking a Single Message as Read

1. To mark a single message as read, click in the tick box, to the left of the message. The
message will become highlighted.

2. Click Mark as Read, at the bottom of the screen.

The message will then appear as a read message, in the list.

Marking Multiple Messages as Read

1. To mark multiple messages as read, click in the tick box, to the left of each message.
The relevant messages will become highlighted.

Click Mark as Read, at the bottom of the screen.

3. The messages will then appear as read, in the list.

Marking All Messages as Read

1. To mark all messages as read, click in the tick box at the top of the screen. This will
highlight all of the messages.

Click Mark as Read, at the bottom of the screen.

All of the messages will then appear as read, in the list.

Reading the Message

1. When reading a message, the system will automatically mark the message as read,
when you return to the main list of messages.
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Mark as Unread

Messages which are unread are displayed in Bold. This enables them to be
distinguishable from read messages. It is possible to change a messages status to Unread,
even though it may have been.

The screen below shows the difference between a read and an unread message:

- Administrator
Torexretail week 1 ¢ 01 January Z007 Loojotf
'm™ v
[ Adrinistrator Read Message 0z{01§07
] ¢ Administrator Unread Message 02/01/07

Delete | Mark as Read | Mark as Unread ‘ Filter. ., |

5 Torexretail

Messages window

Marking a Single Message as Unread

1. To mark a single message as unread, click in the tick box, to the left of the message.
The message will become highlighted.

2. Click Mark as Unread, at the bottom of the screen.

The message will then appear as an Unread message, in the list.

Marking Multiple Messages as Unread

1. To mark multiple messages as Unread, click in the tick box, to the left of each
message. The relevant messages will become highlighted.

2. Click Mark as Unread, at the bottom of the screen.
3. The messages will then appear as Unread, in the list.

Marking All Messages as Unread

1. To mark all messages as Unread, click in the tick box at the top of the screen. This
will highlight all of the messages.

Click Mark as Unread, at the bottom of the screen.
3. All of the messages will then appear as Unread, in the list.
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Filter

300

The Filter allows you to reduce the number of messages displayed, making it easier to
find a specific one.

1. To do this, click Filter at the bottom of the screen.

2. A window, similar to the one below, will be displayed:

q. Change Filter Settings

Subject:

) inthelast 0 days
Tkems added:

) between E] and E]
OF importance: Mot specified

With read status: | Mok specified

Apply | Clear | Cancel

Change Filter Settings window

3. The components of the screen are described below:

Subject

The Subject field can be used to find specific strings of text within the subjects of
the messages for example, If I wanted to find a message with the subject Meeting
to discuss Store Performance and I entered Store Performance, then this message
would be displayed in the filtered list. If I had entered Store Performance
Meeting, then the message would not have been included as those words do not
appearing the correct order. Note that the Subject is not case sensitive.

Items Added

Entering a number or date in the relevant field will only display messages within
the specified time frame.

In the last n days

Entering a figure in this field, will only display messages added (received) within
the specified number of days for example, Entering 10, would only display
messages received within the past 10 days.

Between n and n

This field requires 2 dates to be entered. The date can either be typed directly, in

the format dd/mm/yyyy, or you can click [I] and click relevant date. Selecting
this method will only display messages which were added (received) within the
specified time frame for example, If the following was entered Between
01/12/2006 and 31/12/2006, then only messages received during this month,
would be displayed.

Of Importance

There are 3 options which can be selected from the drop down menu - High, Low
or Normal. Selecting one of these options will only display messages with the
appropriate importance level.

With Read Status

There are 2 options which can be selected from the drop down menu - Unread or
Read.

Any, or a combination, of the options above can be selected.

When ready, click Apply.

You will be returned to the main message screen and only messages which match the
filter criteria you have set, will be displayed.

7. To adjust the list further, click Filter.
To undo the filter and display the full list of messages, click Clear Filter.
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Advanced

1. To view the advanced features of the system, click
ﬂ Advanced
d  Configure advanced features of sPERFORMANCE!

About ePerformance
7 About ePerformance

1. To view licensing information for the system, click =

2. A screen, similar to that below, will be displayed:

Administrator

Torexretail

ePERFORMANGCEL!

Copyright ©2004 TOREX RETAIL

ePERFORMANCE! uses the following libraries:

Licensed under the Apache Software License:

* The Apache POI Project
#erces, part of the Apache XML Project
e AML-RPC, part of the Apache Web Services Project

Licensed under the GHNU Lesser General Public License:

s Enterprise Distributed Technologies FTP Client for Java
e The Java Telnet client

Libraries distributed under ather licenses:

e Castor, under the ExoLab Group Castor License

About window

3. Click links to view the relevant information.

Table Editors

Table editors
1. To view the table editors, click = Configure description tables

Global Descriptions

i—| Global descriptions

1. To view the global descriptions, click &=
2. A screen, similar to that below, will be displayed:
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Torexretail ek 0.1 Oecenbar 2008 Globaldescriptions

Select item

Group Section 1
DESC ACTION PROCESSES
DESC ACTION RULE APPLIES
DESC ACTION RULES
DESC ACTION TYPE ACTIONS
DESC ACTION TYPES
DESC ADDRESS TYPES
DESC AGE CODE
DESC ANALYSIS TYPES
DESC AYAILABILITY MAMES
DESC BANK HOLIDAY TYPE
DESC BREAK PATTERNS
DESC BREAK TYPES
DESC COMTRACTS
DESC COSTBANDS
DESC CUSTOMARY HOLIDAY TYPE
DESC DATE FILTER OPTIONS
DESC DAY MAMES
DESC DELIYERY STATUS
DESC EMPLOYEERECWCLED
DESC EMPLOYEETYPES
ACT-EMP I ETH-REC REG-LIMI

Select Item window

Add a New Global Description
1. To add a new global description, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Add an ltem

1. Toadd an item to a global description, click description in the list.
2. Click Edit.

3. Click New.
4

Enter the appropriate information and click OK to save and confirm or Cancel to
disregard.

Edit a Global Description
1. To edit a global description, click on its name in the list and click Edit.

2. Edit or add any relevant information and click OK to save and confirm or Cancel to
disregard.

Delete an ltem
1. To delete an item, tick the Delete? tick box.
2. Click OK.

3. You will be asked Are you sure you want to delete the selected items? Click on OK
to confirm or Cancel to disregard.

Delete a Global Description
1. To delete a global description, click on its name in the list and click Delete.



2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.

Global Table Editor (CODES)

Global Table Editor (CODES)

2. A screen, similar to that below, will be displayed:

1. To view the global table editor screen, click

. Administrat
To rex retai I rmstrate Tariare 2007 Global Table Editor (CODES)
January 2007
Select item
Group Section i
CCDES ACTION TYPE
CODES BREAK TYPES
CODES COMMODITY GROUPS
CODES LEVELS
CODES REGIONS
RCT'REGI
(=T Hew o=

________________________________= Torexretail

Select Item window

Add a New Global Table
1. To add a new global table, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to

disregard.
Add an Item
1. To add an item to a global description, click description in the list.

2. Click Edit.
3. Click New.
4

Enter the appropriate information and click OK to save and confirm or Cancel to
disregard.

Edit a Global Table
1. To edit a global table, click on its name in the list and click Edit.

2. Edit or add any relevant information and click OK to save and confirm or Cancel to
disregard.
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Delete an Item
1. To delete an item, tick the Delete? tick box.
2. Click OK.

3. You will be asked Are you sure you want to delete the selected items? Click on OK
to confirm or Cancel to disregard.

Delete a Global Description
1. To delete a global table, click on its name in the list and click Delete.

2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.

Global Table Editor (ACODES)

:=| Global Table Editor (ACODES)

1. To view the global table editor screen, click

2. A screen, similar to that below will be displayed:

- Administrator
To rex reta I I i 29 lanuary 2007
Select item

Group section

ACODES COMMODITY GROUPS
ACODES DEPARTMENTS
ACODES LEVELS
ACODES REGIONS
COM-REGI

i Torexretail

Select Item window

Add a New Global Table
1. Toadd a new global table, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Add an Item

1. Toadd an item to a global table, click description in the list.
2. Click Edit.

3. Click New.
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4. Enter the appropriate information and click OK to save and confirm or Cancel to
disregard.

Edit a Global Table
1. To edit a global table, click on its name in the list and click Edit.

2. Edit or add any relevant information and click OK to save and confirm or Cancel to
disregard.

Delete an ltem
1. To delete an item, tick the Delete? tick box.
2. Click OK.

3. You will be asked Are you sure you want to delete the selected items? Click on OK
to confirm or Cancel to disregard.

Delete a Global Table
1. To delete a global table, click on its name in the list and click Delete.

2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.

Fileset Descriptions

Fileset descriptions
1. To view the fileset descriptions, click = .

2. A screen, similar to that below, will be displayed:

Administrator

Fileset descriptions

Torexretail

Select item

i 29 January 2007

There are no ikems on this page

I Torexretai

Select Item window
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Fileset Codes

306

Add a New Fileset Description
1. To add anew fileset description, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Add an ltem

1. To add an item to a fileset description, click description in the list.
2. Click Edit.

3. (Click New.
4

Enter the appropriate information and click OK to save and confirm or Cancel to
disregard.

Edit a Fileset Description
1. To edit a fileset description, click on its name in the list and click Edit.

2. Edit or add any relevant information and click OK to save and confirm or Cancel to
disregard.

Delete an Item
1. To delete an item, tick the Delete? tick box.
2. Click OK.

3. You will be asked Are you sure you want to delete the selected items? Click OK to
confirm or Cancel to disregard.

Delete a Fileset Description
1. To delete a fileset description, click on its name in the list and click Delete.

2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.

Fileset codes

To view the fileset codes, click = Fileset specific configuration codes

2. A screen, similar to that below, will be displayed:



Administrator

Torexretail

Select item

: 29 January 2007

There are no ikems on this page

= Torexretail

Select Item window

Add a New Fileset Code
1. To add a new fileset code, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Add an ltem

1. Toadd anitem to a fileset code, click description in the list.
2. Click Edit.

3. Click New.
4

Enter the appropriate information and click OK to save and confirm or Cancel to
disregard.

Edit a Fileset Code
1. To edit a fileset code, click on its name in the list and click Edit.

2. Edit or add any relevant information and click OK to save and confirm or Cancel to
disregard.

Delete an ltem
1. To delete an item, tick the Delete? tick box.
2. Click OK.

3. You will be asked Are you sure you want to delete the selected items? Click on OK
to confirm or Cancel to disregard.

Delete a Fileset Code
1. To delete a fileset code, click on its name in the list and click Delete.
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2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.

Group Descriptions

. L . [E=| Group descriptions
1. To view the group descriptions, click = .

2. A screen, similar to that below, will be displayed:

Torexretail R O —

Select item

There are no items on this page

Select Item window

Add a New Group Description
1. To add a new group description, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to

disregard.
Add an Item
1. Toadd an item to a group description, click description in the list.

2. Click Edit.

3. Click New.

4. Enter the appropriate information and click OK to save and confirm or Cancel to
disregard.

Edit a Group Description
1. To edit a group description, click on its name in the list and click Edit.

2. Edit or add any relevant information and click OK to save and confirm or Cancel to
disregard.
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Delete an Item
1. To delete an item, tick the Delete? tick box.
2. Click OK.

3. You will be asked Are you sure you want to delete the selected items? Click on OK
to confirm or Cancel to disregard.

Delete a Group Description
1. To delete a group description, click on its name in the list and click Delete.

2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.

Global Forecast Descriptions
1. To view the global forecast description screen, click

i=| Global Forecast Descriptions

2. A screen, similar to that below, will be displayed:

To rex I'eta i I Administrator
Select item

Group section
FCSCESC COMMODITY GROUPS
FCSCESC DRIVERS
FCSDESC MODELS
FCSDESC OPERATINMNG WINDOWS
FCSCESC FATTERNS
FCSCESC PROFILES
FCSDESC RIULE FOCUS
FCSDESC RLULE ORCER.
FCSDESC RIULE TYPES
FCSCESC RULES
FCSCESC STORE GROUPS
FCSDESC TEMPLATE WORKLOADS
FCSDESC WINDOW OFFSET TYPES
FCSCESC WORKLOAD RESOLUTION
COM-WORI

T Torexretail

Select Item window

Add a New Global Forecast Description
1. To add a new global forecast description, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Add an ltem
1. To add an item to a global forecast description, click description in the list.
2. Click Edit.

309



3. C(Click New.

4. Enter the appropriate information and click OK to save and confirm or Cancel to
disregard.

Edit a Global Forecast Description
1. To edit a global forecast description, click on its name in the list and click Edit.

2. Edit or add any relevant information and click OK to save and confirm or Cancel to
disregard.

Delete an Item
1. To delete an item, tick the Delete? tick box.
2. Click OK.

3. You will be asked Are you sure you want to delete the selected items? Click on OK
to confirm or Cancel to disregard.

Delete a Global Forecast Description
1. To delete a global forecast description, click on its name in the list and click Delete.

2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.

Forecaster Images
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) ) ) Forecaster Images
1. To view the forecaster images, click == .

2. A screen, similar to that below, will be displayed:

To rex retai I ini | January 2007 Forecaster Images
Select item Fd ]

There are no ikems on this page

Select Item window



Add a New Forecaster Image
1. To add a new forecaster image, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Edit a Forecaster Image
1. To edit a forecaster image, click on its name in the list and click Edit.

2. Edit or add any relevant information and click OK to save and confirm or Cancel to
disregard.

Delete a Forecaster Image
1. To delete a forecaster image, click on its name in the list and click Delete.

2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.

Store Type Images

] ) ) E Store Type Images
1. To view the store type images, click == .

2. A screen, similar to that below, will be displayed:

Administrator

Torexretail
Select item Fd ]

There are no ikems on this page

January 2007 Store Type Images

Select Item window

Add a New Store Type Image
1. To add a new store type image, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.
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Store Listing

Edit a Store Type Image
1. To edit a store type image, click on its name in the list and click Edit.

2. Edit or add any relevant information and click OK to save and confirm or Cancel to
disregard.

Delete a Store Type Image
1. To delete a store type image, click on its name in the list and click Delete.

2. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or No to disregard.

To view the Store Listing, click g SUIE LIStmg.

2. Further information on this screen can be found on page 124.

Generic Configuration Editors

1. To view the generic configuration editors, click
ti=| Generic configuration editors
—F Configure ini-file skyle options

Global Configuration
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t=| Global configuration
1. To view the Global Configuration screen, click £ - .

2. A screen, similar to that below, will be displayed:

Administrat:
SURNLhe ‘:.: S . Global configuration Log off

Torexretail

Select item

NAME i DATA
ABSIMNFO,IND
ACTCONF.INI
ACTYSEXPREP.INI
AMMUALABSRER INI
AUTORUM I1EN
AUTORLUN, IMND
BRAMNDING
BREAKPATTERNS.INI
CALENDAR.INI
CLOCKPOLL IND
COMMODITY GROUPS,INI
COMFIGEDITOR, INI
COMITANTS, I8N
COST INI
COSTING. INI
COSTMODEL. IND
ZUBELIMES.IND
ZUSTOM FIELDS, I16M
CUSTOMARY HOLIDAYS
CUSTOMARY KEY PERIODS, INI

ABS-CUSICUS-EMD EMP-FIL FOR-MAMN MAP-PLA PRO-STO STO-THR TOP-WOR,

Select Item window




Add a New Global Configuration File
1. To add a new global configuration file, click New.
2. Enter the name and the contents of the file.

3. Click OK to save and confirm or Cancel to disregard.

Edit a Global Configuration File

1. To edit a global configuration file, select the applicable file from the list and click
Edit.

2. Make any relevant changes and click OK to confirm the changes or Cancel to
disregard.

Delete a Global Configuration File
1. To delete a global configuration file, select the applicable file from the list.
2. Click Delete.

3. You will be asked Are you sure you want to delete this item? Click Yes to confirm or
Cancel to disregard.

Store Configuration

. . . .. [[=| store configuration
1. To view the Store Configuration screen, click &= .

2. A screen, similar to that below, will be displayed:

- Administrator . -
To rexreta I I Week & : 05 Esbruary 2007 Store configuration
Select item

name 1 DATA

BRAMNDING
CUSTOMARY HOLIDAYS
DIARY.INI
RPTSETTINGS. INI
BR»‘-\-RDTI

Select Item window

Add a New Store Configuration File
1. To add a new store configuration file, click New.

2. Enter the name and the contents of the file.
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File System

3. Click OK to save and confirm or Cancel to disregard.

Edit a Store Configuration File
1. To edit a store configuration file, select the applicable file from the list and click Edit.

2. Make any relevant changes and click OK to confirm the changes or Cancel to
disregard.

Delete a Store Configuration File
1. To delete a store configuration file, select the applicable file from the list.
2. Click Delete.

3. You will be asked Are you sure you want to delete this item? Click Yes to confirm or
Cancel to disregard.

i—=| File System
To view the File System screen, click = .

2. For further information on using this screen, see Page 350.

Tree Editors

Store Listing

i—| Tree editors

1. To view the Tree Editors screen., click Configure hierarchy trees and store lisking

To view the Store Listing, click g Store Listing

2. Further information on this screen can be found on page 124.

Regions & Stores
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d ||i Regions & Stores
1. To view the Regions & Stores screen, click .

2. A screen, similar to that below, will be displayed:



Torexretail i S -

Editing Company Structure

Regions: 3 Stores: 10 Available
[®] Enterprise [ Available Ttems
[E] Region 1 & 1232 1 Witney
# 1229 : Birmingham

# 1002 : Covenkry
# 1010 Strakford

& 1004 : Walsall

& 1003 : Wolverhampton

& 1005 : Worcester
Region 2
s

- Torexretail

Editing Company Structure window

Adding a Store to a Region
1. To add a store to a region, click on its name on the right hand side of the screen.
2. Click << Add.

Removing a Store from a Region
1. Toremove a store from a region, click on its name on the left hand side of the screen.

2. Click Remove >>, which will move the name to the right hand side of the screen.

Moving a Store in a Region
1. To move a store, click on its name on the left hand side of the screen.
2. Click Move Up to move the name up 1 place in the list.

3. Click Move Down to move the name 1 place down in the list.

Levels & Contracts

- |
] pLEUElS & Contracts
1. To view the Levels and Contracts screen, click ' .

2. A screen, similar to that below, will be displayed:
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Administrator

Torexretail

15 February 2007

Editing Levels and Contracts Structure

Levels: 1 Contracts: 0 Available
M Wwhole Store ] Available Ttems
& Management
& MNon-Management

Editing Levels and Contracts Structure window

Adding an Item to a Store
1. Toadd an item to a store, click on its name on the right hand side of the screen.
2. Click << Add.

Removing an ltem from a Store
1. Toremove an item from a store, click on its name on the left hand side of the screen.

2. Click Remove >>, which will move the name to the right hand side of the screen.

Moving an ltem in a Store
1. To move an item, click on its name on the left hand side of the screen.
2. Click Move Up to move the name up 1 place in the list.

3. Click Move Down to move the name 1 place down in the list.

Department & Task Configuration

1. To view the Department & Task Configuration screen, click
ti=| Department & Task Configuration
Configure department and task list and descriptions

Store Groups

-l
Lm Store Groups
1. To view the Store Groups, click I .

2. Further information on this screen can be found on page 112.
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Department Descriptions

] o _ [I=| Department descriptions
1. To view the Department Descriptions, click = .

2. A screen, similar to that below, will be displayed:

= Administrator
TO rex retal I ! 29 January 2007
Depa rtments Search on column | Short Desc || | search | | Show all |
o [oogo | |wihole Store |
|:| 1 |DDDI | |Managamant |
0 z |oocz | [store |
|:| 3 |DDD3 | |Customer Service |
[1 « [ooos | [5upport |

‘IPage 1| |

‘OK‘ Cancel | Apply || Add Mew | |

Departments window

Add a New Department Description
1. Toadd a new department description, click Add New at the bottom of the screen.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Edit a Department Description

1. To edit a department, make the changes on screen and click OK to save and confirm
the changes or Cancel to disregard.

Delete a Department Description

1. To delete a department description, tick the delete? box, next to the relevant
description.

2. Click OK, at the bottom of the screen.

A message will be displayed asking Are you sure you want to delete the selected
departments? Click on OK to confirm or Cancel to disregard.

Searching for an Existing Department Description

The Department Description list also contains a Search box in the top right hand corner
of the screen. It will look similar to that below:
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Search || Show all |

Search on colurmn | SRR

Search window

This Search box allows you to search on 3 columns:
= Short Desc

= ID

LongDesc

Select the appropriate column from the list.
Type the relevant word, into the Search box.
Click Search.

The results will be displayed in the main screen.

a > wbdh PR

Click Show all to display all of the parameters again.

Task Descriptions

318

i=| Task descriptions
1. To view the Task Descriptions, click E=» P .

2. A screen, similar to that below, will be displayed:

Torexretail
Tasks Search on column | Shart Desc v || | Search | | Show all
o [oooo | [rao Task |
0 1t |ooo: | |admin & Management |
F z |0002 | |Cash Procedures |
[0 3 |oooa | |checkout |
O 4 |ooot | [shop |
0 s |ooos | [shop Support |
F 6 |DDDS | |Clean\ng |

||Page 1| |
ﬂ Cancel | Apply || Add Mew
i Torexretail

Tasks window

Add a New Task Description
1. To add a new task description, click Add New at the bottom of the screen.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Edit a Task Description



1. To edit a task, make the changes on screen and click OK to save and confirm the
changes or Cancel to disregard.

Delete a Task Description
1. To delete a task description, tick the delete? box, next to the relevant description.
2. Click OK, at the bottom of the screen.

3. A message will be displayed asking Are you sure you want to delete the selected
task? Click on OK to confirm or Cancel to disregard.

Searching for an Existing Task Description

The Task Description list also contains a Search box in the top right hand corner of the
screen. It will look similar to that below:

Search || Show all

Search on column | SRR
Search window
This Search box allows you to search on 3 columns:
= Short Desc
= ID
LongDesc

Select the appropriate column from the list.
Type the relevant word, into the Search box.
Click Search.

The results will be displayed in the main screen.

SO R o

Click Show all to display all of the parameters again.

Module Configuration Editors

1. To view the Module Configuration Editors, click
t=| Module configuration editors
P Configure options For specific areas of functionality

Breaks Patterns
y Breaks Patterns
1. To view the Break Patterns, click (& Define what breaks apply to which bypes of shift

2. A screen, similar to that below, will be displayed:
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Torexretail

DESC.Break Patterns Select item to edit
| Pattern Shift Length |
Default Break Pattern 4,25
Default Break Pattern 6,00
Default Break Pattern .00

Select Item window

Torexretail

Add a Break Pattern
1. To add a break pattern to the system, click Add, at the bottom of the screen.

2. Enter the relevant information and click OK to save and confirm or Cancel to

disregard.

Edit a Break Pattern

1. To edit a break pattern, click pattern you want to edit. A screen similar to that below
will be displayed:

320



. Administrati
Torexretail 25 ay 00
Editing item Break
Select item to edit
I D Type Minimum Distance Window Width Offset Length |
Tea Break (Unpd) 0.0 0.50 -1.50 0.25
Tea Break 0,00 0.50 1.00 0.25

Select Item window

2. This screen shows you the breaks which the system will create during a schedule run
for those employees assigned to this break pattern. Each has their own settings,
which can be accessed by clicking break you want to amend. Doing so will open a
screen which contains the following:

Editing item Break Config

I 14

Type Im
Minimum Distance _m

Window Width

Offset _1 .00

Length _0.25

Join Other Breaks

BreakM™ustJoin

kew
Editing Item Break Config window

3. This screen is where you are able to tell the system that certain breaks must be joined
together chronologically. Any breaks in the break pattern you are in that have the
BreakMustJoin option ticked will be scheduled next to each other. Make any other
applicable changes and click OK to save the changes or Cancel to disregard.



Delete a Break Pattern
1. To delete a break pattern, click Delete, at the bottom of the screen.
2. Click pattern you want to delete.

3. You will be asked Are you sure you want to delete this item? Click on Yes to
confirm or Cancel to disregard.

4. Repeat steps 2 and 3 above to delete more patterns or click Done to return to the
previous screen.

Break Config

‘ Break Config
To view the Break Config screen, click =) Define which break types are paid .

2. A screen, similar to that below, will be displayed:

Torexretail . 2 Break conlig
Break Paid?
Meal Break
Meal Break {paid)
TeaBreak
TeaBreak (Unpd)
oK Cancel

- __________________________________________} Torexretail

Break Config window

3. Tick which breaks should be paid and click OK to save and confirm or Cancel to
disregard. These settings will be used to determine whether or not the break in
question will be paid or not, which is used when setting up break patterns (see
above).

Schedule Window Config

This screen is used in conjunction with the Schedule Window Status and sets the times
when a Schedule Rerun can occur.

=) Schedule Window Config
1. To view the Schedule Window Config screen, click =4 Edit Scheduls Windaw
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2. A screen, similar to that below, will be displayed:

Torexretail

Schedule Window Configuration
Clicking on & cell will koggle the time period between active and inactive states,
Consecutive active time periods comprise a Schedule Windaw,

00:00 01:00 02;00 03;00 |04:00 |05:00 06:00 07;00 08:00 0900 10:00 11:00 12:00 |13:00 1400 15:00 16:00 17,00 |15:00 1900 20:00 21:00 Z2:00 23:00

Save Cancel

T Torexretail

Schedule Window Configuration window

3. Click on one of the cells to activate that time period. Click on it again to deactivate it.

4.  When complete, click Save to confirm the changes or Cancel to disregard.

T&A Action Configuration
(i
E""} T&A Action Config
1. To view the T & A Action config screen, click .

2. A screen, similar to that below, will be displayed:

323



To rex reta i l Administrator T and A Action Config

Select item to edit

| Action Type Rule Type Applied To Threshold ¥alue Authorise Action Deny Action
Early Finish Early Shift ut 4 Pay Worked Pay Scheduled
Early Start Eatly Shift In 3 Pay Worked Pay Scheduled
Extra Hours Worked More Hours Total Worked Hours i0 Pay Worked Pay Scheduled
Late Finish Late Shift St 3 Pay Worked Pay Scheduled
Late Start Late Shift In 4 Pay Worked Pay Scheduled
Unplanned Absence Less Hours Total Worked Hours 30 Apply Absence Pay Scheduled

e Torexretail

Select Item window

3. To edit an action, click on one of the lines.

4. Make the relevant changes and click OK to save and exit or Cancel to disregard.
Grace & Resolution

& Grace & Resolution
1. To view the Grace and Resolution screen, click E=

2. A screen, similar to that below, will be displayed:
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TO I'ex retai I Administrahljlr: A 1 05 el 7 Grace and Resolution

Global Settings - To Save Yalues Click Change Button

Infer Using Contracted Times W | ‘ Link To Expected Plan L

Config Settings - To Change, Select Shift Type, Contract Type and click Go

Shift W | ‘ Managernent L

Global Settings window

Global Settings
1. Select the applicable settings from the lists and click Change to apply your choice.

Config Settings

1. To change the config settings, select the relevant options from the list and click Go.

2. A screen, similar to that below, will be displayed:
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Torexretail

Grace & Resolution Configuration

ShiftType: Tea Break
ContractType: Management

In Out Length

EarlyIn Apply grace and resolution » EarheCut Do not apply rounding e Infer length
LateIn Do nat apply rounding v LateOut Do not apply rounding b Infer if within threshald

Inferln | Do not infer M | Infercut | Do ot infer A | Use a static threshold
racelnmins fraceOuUtmins l:l Based on Tea Break length
ResalutionInmins ResalutionOutming l:l

Length I:l Threshold I:l 0

Apply to additional contrack(s) Mon-Managsment

0K Cancel

Torexretail
Grace & Resolution Configuration window

3. Select the relevant Grace and Resolution settings for the In section.

4. Select the relevant Grace and Resolution settings for the Out section.
5. Select the relevant Length information to be applied.
6

Additional contracts will be listed at the bottom of the screen. To apply these settings
to those additional contracts, tick the box next to the relevant one(s).

7. When ready, click OK to save and confirm or Cancel to disregard.

HR Cost Models

1
1. To view the HR Cost Models options, click E‘E—I e .
Absence Config
J'Ff Absence Config
1. To view the Absence Config screen, click # .

2. For further information on this screen, see Page 333.

Models

1
1. To view the Models screen, click LE‘E—I B EE .

2. A screen, similar to that below, will be displayed:
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= dministrator
TO rex reta I l . w,.'.,.t _tE- 1 05 February 2007 HRcost Bodek
HR Cost Models

(&) 0 ] [management | [ | F
() |2 | INon-Management I | | F

|| Apply | Cancel ||M || Home

HR Cost Models window

Add a New Model
1. To add a new model to the system, click New.

2. Enter the details and click OK to save and confirm or Cancel to disregard.

Edit a Model

1. To edit a model, click in the Select circular, next to the applicable model and click
Edit Details....

2. Make the appropriate changes and click OK to save and confirm or Cancel to
disregard.

Delete a Model
1. To delete a model, tick the Delete? tick box, next to the relevant model.
2. Click Delete, at the bottom of the screen.

3. You will be asked to confirm the deletion and to assign a replacement. Select the
relevant model from the list and click OK to confirm or Cancel to disregard.

Categories
1 .
t‘-| £ ] Categories

2. A screen, similar to that below, will be displayed:

1. To view the Categories screen, click
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To rex reta i l Indmin:-'stra:..t'r_:] r 05 February 2007

HR Cost Model Categories

|Default | [DeFault |

Apply | Cancel |M | Home
- Torexretail

HR Cost Model Categories window

Add a New Category
1. Toadd a new category, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Edit a Category

1. To edit a category, make any applicable changes on the screen and click Apply to
save the changes or Cancel to disregard.

Delete a Category
1. To delete a Category, click in the Delete? tick box, next to the relevant category.
2. Click Delete.

3. You will be asked to Confirm delete? Select the replacement category from the list
and click OK to confirm or Cancel to disregard.

Bands

1
1. To view the Bands screen, click IE‘E—I Bands.
2. A screen, similar to that below, will be displayed:
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= dministrator
TO rex reta] l * '-a'-.-';el=.tE- ! 05 February 2007 CostESn
Cost bands

[Basic Rate

[ron

| | |
foris | [ |
| | |
| | |

Ooooano

|Eank Holiday

Apply | Cancel |M | Hame

Cost Bands window

Add a New Band
1. To add a new band, click New.

2. Enter the relevant information and click OK to save and confirm or Cancel to
disregard.

Edit a Band

1. To edit a band, make any applicable changes on the screen and click Apply to save
the changes or Cancel to disregard.

Delete a Band
1. To delete a band, click in the Delete? tick box, next to the relevant band.
2. Click Delete.

3. You will be asked to Confirm delete? Select the replacement band from the list and
click OK to confirm or Cancel to disregard.

NIC Tables
1 NIC Tables
1. To view the NIC Tables screen, click Mational Insurance Contribution Tables

2. A screen, similar to that below, will be displayed:
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Torexretail o
NIC Tables

&) IDeFauIt IDeFauIt | O

|| Apply | Cancel ||M || Home
= Torexretail

NIC Tables window

Add a New NIC Table
1. Toadd anew NIC Table to the system, click New.

2. Enter the details and click OK to save and confirm or Cancel to disregard.

Edit an NIC Table

1. To edit an NIC Table, click in the Select circular, next to the applicable table and click
Edit Details....

2. Make the appropriate changes and click OK to save and confirm or Cancel to
disregard.

Delete an NIC Table
1. To delete an NIC Table, tick the Delete? tick box, next to the relevant table.
2. Click Delete, at the bottom of the screen.

3. You will be asked to confirm the deletion and to assign a replacement. Select the
relevant NIC Table from the list and click OK to confirm or Cancel to disregard.

Pension Schemes

1 \
1. To view the Pension Schemes screen, click ElE—I Pension Schemes .

2. A screen, similar to that below, will be displayed:



To rex reta i I ﬁdmil'l::tra.t; r 05 February 2007

Pension Schemes

(4] |DeFauIt |DeFauIt | O

|| Apply | Cancel ||M || Home
- Torexretail

Pension Schemes window

Add a New Pension Scheme
1. To add a new Pension Scheme to the system, click New.

2. Enter the details and click OK to save and confirm or Cancel to disregard.

Edit a Pension Scheme

1. To edit a Pension Scheme, click in the Select circular button, next to the applicable
scheme and click Edit Details....

2. Make the appropriate changes and click OK to save and confirm or Cancel to
disregard.

Delete a Pension Scheme
1. To delete a Pension Scheme, tick the Delete? tick box, next to the relevant scheme.
2. Click Delete, at the bottom of the screen.

3. You will be asked to confirm the deletion and to assign a replacement. Select the
relevant scheme from the list and click OK to confirm or Cancel to disregard.

Cost Model Scenarios
I Cost Model Scenarios

1. To view the Cost Model Scenarios, click Utiity For testing cost models

2. A screen, similar to that below, will be displayed:
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Torexretail " Log

Scenario checker

All shifts lang than 4,00 hours are allocated % hour unpaid breaks

Select model | 1@ Managerment -
Basic hourly

Statutory Holidays  [] | [ O O O O

Start N N Y O O I
| | |

stop | | | | | |

Start N N Y N N
| | |

stop | | | | |

=

Scenario Checker window

3. Select the relevant model from the list and enter the basic hourly wage.

4. Select any Statutory Holidays, by ticking the box, under the relevant day(s).
5. Enter the contracted Start and Stop hours and the Actuals.

6. Click Calc, in the bottom right hand corner, to run the scenario.

2

The results will be displayed at the bottom of the screen.

Task Schedule Options
. 4:-4 1
1. To view the Task Schedule Options, click ﬁu

2. A screen, similar to that below, will be displayed:

Task Schedule Options
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L Administrator
Torexretail Mook 0% Februsrs 2007 e
Select item
TaskMName 1 MinTransLength TaskPos

1.00 1)

0001 : Admin & Management 1.00 a

0002 : Cash Procedures 1.00 0

0003 ¢ Checkout 0,25 1]

0004 : shop 0.50 1)

0005 : Shop Suppart 1.00 o

0006 ; Cleaning 1,00 1]

-noo

= Torexretail
Select Item window
Add a New Task Schedule

1. To add a new task schedule, click New, at the bottom of the screen.

2. Fill in all of the relevant information and click OK to save or Cancel to disregard.

Edit a Task Schedule
1. To edit a task schedule, click relevant schedule in the list.
2. Click Edit.

3. Make any applicable changes and click OK to save and confirm the changes or
Cancel to disregard.

Delete a Task Schedule
1. To delete a task schedule, click applicable schedule and click Delete.

2. You will be asked to confirm the deletion. Click OK to confirm or Cancel to
disregard.

Absence Config

W Absence confi

| = q
click "l'T .

1. To view the Absence Config screen,

2. A screen, similar to that below, will be displayed:
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L Administrator .
TO rex I'eta I I Week 6 | 05 February 2007 ot Gy Lg) i
Select item
Exception i ExceptionType BalanceType Balanceld
Holiday Paid Dec Holiday
Sickness Unpaid Inc Sickness
Haol-Sic

e |
. Torexretail

Select Item window

Add a New Exemption

1. To add a new exemption to the system, click Edit Master List.

2. Click New.

3. Add the relevant information and click OK to save and confirm or Cancel to
disregard.

Edit an Exemption

1. To edit an exemption, click Edit Master List.

2. Select the relevant option from the list and click Edit.

3. Make the applicable changes and click OK to save or Cancel to disregard.

Delete an Exemption
1. To delete an exemption, click Edit Master List.
2. Select the relevant option from the list and click Delete.

3. You will be asked Are you sure you want to delete this item? Click OK to confirm or
Cancel to disregard.

Edit the Details

1. To edit the details for an exemption, select the relevant option from the list and click
Edit.

2. Change the relevant information and click OK to save and confirm or Cancel to
disregard.
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UDA Connection

The UDA Connection is a bespoke screen used to connect 3 party software to the
system. This screen is no longer used.
T

1. To view the UDA Connection screen, click % UDA Eunnectlun'

2. A screen, similar to that below, will be displayed:

& Administrator .
To rex reta I l W 05 Februsry 2007 28 (e

Request Mow

Subscribe
Unsubscribe
Refrash
Reset poll dates

UDA Connection window
Autorun

Autorun

2. A screen, similar to that below, will be displayed:

1. To view the Autorun screen, click

335



Torexretail R A - Log

Autorun Manager

@ Autorun is currently active, Stap

Refresh jobs
CLEAROTP MA Mon Feb 12 03:30:00 GMT 2007 Run now
PLAMEXPORT M/A ‘Wed Feb 07 00:00:00 GMT 2007 | Run now

Autorun Manager window

3. Any jobs which have been set to autorun at set times, will be displayed here.

4. Clicking Stop, at the top of the screen, will disable the autorun functionality. When
clicked, the button will change to a Start button. Click this to re-enable the autorun
functionality.

5. Clicking Refresh Jobs will force the system to check for additional autorun jobs. If
found, they will be displayed in the list.

6. To activate one of the jobs now, Click Run Now, next to the applicable job.

Drop Field Cache

If changes are made to parts of the system, but are not appearing on screen, this section
can be used to force the system to refresh itself and use the new settings.

Drop field cache

2. A screen, similar to that below, will be displayed:

1. To view the Drop Field Cache screen, click
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Torexretail e sk 05 Febuary 2007 Drop feld cache Log
System Field Options Cache Refresh

System Field Options Cache Refresh window

3. Click Refresh to refresh the cache.

System Flag Management

1. To view the System Flag Management screen, click

[:‘_'_'i System Flag Management

Manually owverride swskem Flag values

2. A screen, similar to that below, will be displayed:
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To rex retai l in X ani System Flag Management

REGIONS.STORE NAMES.false

21 [] absences Updated

a1 [ Current Scheduls Viewed
= | Depattment Schedule Report Prinked
= | Employee Details Updated
2y [] Forecast Generated

3 [1 kpr's Reviewed

2 [ o1 Committed

21 [#] TP Repart Printed

21 [ schedule Edited

a1 [ schedule Run

= [ e Issues Updated

a4 [ T Plan Edited

|ﬂ Cancel | Apply
I Torexretail

Flag Name window

3. Tick or untick the relevant boxes.

4. Clicking filter link, in the top left hand corner of the screen, will allow you to select
the stores that these changes will be applied to.

<3 1229 : Birmingham -- Web Page Dialog @
REGIONS.STORE NAMES.false

filter
Enterprise L
Region 1
1229 : Birmingham
1002 : Coventry
1010 : Stratford
1004 ¢ Wwalsall
1003 : Wolverhampton
1005 @ Waorcester

1007 : Derby

1006 : Leicester

1008 : Nottingham =

Wl 1nna - Stala b

i QK | | Cancel

Filter window
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5. Once all of the options have been selected, click Apply to make the changes and then
OK to leave the screen.

6. Click Cancel to disregard any changes, but be aware that if you Click Apply first, the
Cancel will have no effect.

System Upgrade History

System Upgrade Histor
1. To view the System Upgrade History screen, click ¥ Pa ¥

2. A screen, similar to that below, will be displayed:

TO rex reta i I Administratulr
1 Success (L8205 #dd JOBDESC column to TELUPGRADEHISTORY Mo
2 Success [o 00 fidd MARKEDASRUN column to TELUPGRADEHISTORY N
3 Success ?g-»lﬂglgléﬁ% Modified JOBDESC in TELUPGRADEHISTORY to be 1024 chars in length Mo
4 Success JTHUI-Z00S ALTER TABLE TBLEXCEPTIONOPTIONS ADD TNCAPT INT NULL Mo
5 Success ?g;?;%gous dbpatch 47 - Create TELNOTICEBOARD, TELNOTICEEOARDLINKS, YWNCTICEEOARD Mo
& Success JoHHIZO0S #dd ADDITIONALCOST column to TELFORECASTYIEW Na
7 Success JOHUIZ00S Add ADDITIONALCOST ta YIEW TELFORECASTTASKYIEW Mo
8 Success o200 Insert MESSAGE IMPORTANCE descriptions ta thiHashTable N
9 Success ?g-»lﬂglgléﬁ% dbpatch 51 - Create TBLSYSTEMFLAGS and populate hashtable Mo
10 Success ?g-?;gogoos dbpatch 52 - update tbinaticeboard walues Mo
11 Success ?g-?;gogous dbpatch 53 - create thiDeptSystemMetric Mo
12 Success ?g-?;gogous dbpatch 54 - Default config for realtime schedule viewer Mo
13 Success 17 AUTZ00S dbpatch 55 - Create TBYWORKLOADSLIMMAR'Y Mo
14 Success 17 AU Z008 dbpatch 56 - Creats TEVEMPLOYEERALANCES N
15 Success ?g-»lﬂglgléﬁ% dbpatch 57 - create TEVEMPLOYEEXCPHOLIRS Mo
16 Success ?g?‘l"g'?o'gms add YARHOURS, FIXHOURS column ko TELMODELTASK Mo
c b

| Refresh
T Torexretail

System Upgrade History window

3. Clicking Refresh will update the screen.

System Error Test

1. Torun a System Error test, click System Error TESt.

2. A screen, similar to that below, will be displayed:
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Torexretail e ey

Servlet Error Handling Test

Select error type: | AR

Test Error window

3. Select the relevant error from the list and click Test Error to display the applicable
error message.

SQL Query Tool
E S0L Query Tool
1. To run the SQL Query Tool, click A RFun 3L queries direct on the database

2. For further information on using this screen, see Page 354.

User Configuration

1. To view the User Configuration options, click
ti=| User configuration
" Configure user lisk and user graups options

User Config
- User Config

1. To view the User Configuration screen, click E I
2. A screen, similar to that below, will be displayed:
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Administrator

User Config

Torexretail

Select item

UserName T Logon Password

Administrator administrator admin

[ e ] [ o= ]

- Torexetail

Select Item window

Adding a New User
1. Toadd a new user to the system, click New.
2. A screen, similar to that below, will be displayed:

Administrator

Torexretail

New item

UserName | |

Logon | |

Enter Password:l |
Password
Enter ﬂgain:l |

UserGroup

Email

HomeCompany
Enterprise -

Reqion 1
1229 ; Birmingham
1002 : Coventry
1010 ¢ Skratford
1004 : Walsall
1003 ¢ wolverhampton
1005 ; Worcester

Region 2
1007 : Derby w

New Item window
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3. Type in a suitable UserName and Logon. The Logon will be needed to access the
system.

Type in the Password, which can be case sensitive.

Enter the Password again, to confirm it has been typed correctly.
Select the appropriate UserGroup from the list.

Enter an Email address, if applicable.

Select the relevant HomeCompany by clicking on it.

© © N o g &

Once complete, click OK to save and confirm or Cancel to disregard.

Editing a User
1. To edit a user, click on their name. They will become highlighted.
2. Click Edit.

3. Make any changes and click OK to save and confirm or Cancel to disregard.

Deleting a User

1. To delete a user from the system, click on their name. They will become highlighted.
2. Click Delete.

3. You will be asked Are you sure you want to delete this item? Click Yes to confirm or
Cancel to disregard.

User Groups

-l
E] pUser Groups
To view the User Groups, click | .

2. A screen, similar to that below, will be displayed:

Torexretail B T — User Groups Log

Select item

UserGroupId GroupDescription bt AccessLevel
2 Assistant Manager Admin Skare User
1 Manager Poweer User
3 Store Manager User
-1 Systern Administrakar Adminiskrator
Ass-S;rsI

E——— Torexretail

Select Item window
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Adding a New User Group

1. To add a new user group, click New.

2. A screen, similar to that below, will be displayed:

Torexretail

New item

GroupDescription
AccessLevel
HomePage

HomeResetDate

HomeHR
‘Whaole Store

Level 1

Level 2

Level 3
Mon-Management

Management

Key

Flease Select,,, |+
tispfhome.jsp %

HomeOrg

0000 ¢ Whale Skore:

{=] 0001 : Management

0001 ; Admin & Management
0002 : Cash Procedures
=] 0002 : Store

0004 : Shop

{=] 0003 : Custamer Service
0003 : Checkout

{-] 0004 : Support

0005 : Shop Support

Cancel

New Item window

Torexretail

Enter an appropriate Groupdescription.

Select the relevant AccessLevel from the list.

Select the appropriate HomePage from the list:

/jsp/ diary jsp - only allows the user access to the diary, when they logon.
/jsp/home.jsp - Gives the user access to the whole system, when they logon.

Select or deselect the HomeResetDate.

© © N o g~ w

Select the appropriate HomeHR and HomeOrg levels.

10. Once complete, click OK to save and confirm or Cancel to disregard.

Editing a User Group
1. To edit a user group, click name. It will become highlighted.
2. Click Edit.

3. Make any changes and click OK to save and confirm or Cancel to disregard.

Deleting a User Group
1. To delete a user group from the system, click name. It will become highlighted.
2. (Click Delete.

3. You will be asked Are you sure you want to delete this item? Click Yes to confirm or
Cancel to disregard.

343



Company Perm

The Company Perms screen allows you to change the number of users who can log into a
store at the same time. The password to access this screen must be supplied by Torex
Retail. Contact your account manager for more information.

1. To view the Company Perms screen, click
4 Company Perms
]| Configure sPERFORMARCE! concurrent user settings_

2. A screen, similar to that below, will be displayed:

Torexretail " e Log

Concurrent User Login

Enter Password

i Torexretail

Concurrent User Login window

3. Enter the relevant password and click Submit.

4. A screen, similar to that below, will be displayed:
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To rex reta i l Administrator

Select item

There are no ikems on this page

- Torexretail

Select Item window

Add a New Setting
1. To add a new setting, click New at the bottom of the screen.

2. A screen, similar to that below, will be displayed:

Torexretail

New item

ConcurrentUsers I:l

Region,/Store
Enterprise

Region 1
1229 1 Birmingham
1002 : Coventry
1010 ; Stratford
1004 ; Walsall
1003 @ Walverhampton
1005 : Warcester B

Reqgion 2
1007 ; Derby

New Item window
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3. Enter the number of concurrent users and select the Region/Store from the list.

4. When ready, click OK to save and confirm or Cancel to disregard.

Edit a Setting
1. To edit a setting, click name in the list and click Edit.

2. Make any applicable changes and click OK to save and confirm or Cancel to
disregard.

Delete a Setting
1. To delete a Concurrent User Setting, click on its name in the list and click Delete.

2. You will be asked Are you sure you want to delete this item? Click Yes to confirm or
Cancel to disregard.

Audit Report

[l
“J Audit Report
1. To view the Audit Report screen, click ; .

2. A screen, similar to that below, will be displayed:

Torexretail ok .1 by 2007 Audi: Repart
User : | all Users w | Fileset : ‘ All Filzsets * | Audt Type
Start Date : | |End Date : |

T Torexretai

Audit Report window

Select the relevant User from the list

Select the relevant Fileset from the list
Select the relevant Audit Type from the list
Enter a Start and End Date.

When ready, click Generate.

© N o o~ w

The following report screen will be displayed:

346



[ Frint Report || closs |

Store Name : 1229 : Birmingham

Report Title : Audit Report Week : 05/02/07
Printed By : Administrator Printed : 05 February 2007
Filtered By :

All Users, All Filesets, All Audit Types, from * to *

User Fileset Date Tirme Madule Figld Ackion Rowlndex  Oldvalue Mewalue Ermploves

Report window

9. The report shows an audit trail for the selected user.
10. To print the report, click Print Report at the top of the screen.
11. Click Close to exit the screen.

Import Clockings

Import Clockings

1. To manually import the clockings data, click =

2. A screen, similar to that below, will be displayed:

Torexretail Administrator iy 2007 tmport clockings

MEM.ClockFiles Select Import File, using the Filker, then Click to Start Import

- Torexretail

Import Clockings window

3. To select the file to import, click Clockfiles link, in the top left hand corner of the
screen.

4. A window, similar to that below, will be displayed:
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Clock Locations filter

O6APRZ4.POL
O6APRZS.POL

06IUNDS, POL

REERE

063ER2E.POL

L ok | | Cancel |

Filter window

5. The system will look in the specified location and display any files with a .pol
extension. Select the appropriate file and click OK to confirm or Cancel to disregard.

6. Click Go, to begin the import process.

Template Info

. ) _ [=] Template Info
1. To view the template info screen, click == .

2. A screen, similar to that below, will be displayed:
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Administrator

Torexretail
e |

Template Info

Filename
C:Program Files' Apache Software Foundation', Tomcat 5.5
wwebapps'.ePerformance’templatesmvc/controls.html
C:Program Files' Apache Software Foundation' Tomcat 5.5
‘webapps' ePerformance’templates’mvc/messagenew.html
C:Program Files' Apache Software Foundation', Tomcat 5.5
ywebapps'ePerformance’templates’rep/RepGenPage.html
C:Program Files' Apache Software Foundation', Tomcat 5.5
webapps'ePerformance’templates’rep,/repHeader.html
C:Program Files' Apache Software Foundation', Tomcat 5.5
ywebapps' ePerformance’templates’mvc/overview.html
C:Program Files' Apache Software Foundation', Tomcat 5.5
‘webapps' ePerformance’templates’navi.html

C:Program Files' Apache Software Foundation', Tomcat 5.5
webapps' ePerformance’templates’redirect.html

C:Program Files' Apache Software Foundation', Tomcat 5.5
‘webapps' ePerformance’templates’mvc/messagedelete.html
C:Program Files' Apache Software Foundation', Tomcat 5.5
ywebapps'ePerformance’templates’mvc/messageedit.html
C:Program Files' Apache Software Foundation', Tomcat 5.5
‘wehapps'ePerformance’templatesmvc/listselect.html
C:Program Files' Apache Software Foundation' Tomcat 5.5
webapps' ePerformance’templatesmvc/itemedit.html

C:Program Files' Apache Software Foundation', Tomcat 5.5
‘webapps' ePerformance’templatesmvc/multiedit.html

C:Program Files' Apache Software Foundation', Tomcat 5.5
ywebapps'ePerformance’templates,mvc/messageselect.html
C:Program Files' Apache Software Foundation', Tomcat 5.5
webapps'ePerformance’templates’exclfilt.html

Template Info window

Tags
home, scriptFile, isPopup, buttonMare, buttanScript, embeddedScript, scriptPath, buttonLabel

itemType

REP_FIL_OPT_WAL, GEN_BUTTON_MAME, REP_TITLE, REP_FIL_OPT_DESC, IN_MAME, REPGEN_JSP_NAME,
REF_ISP_NAME, PLANTYPE, IN_YAL, GEM_CLICK_SCRIPT

PrintDate, Current'week, Branchiame, Title, \WeekMo, FilterTitle, filterList, UserMame, periadMumber

rowindex, CUSTOMPARAMS, mode, filkerld, home, navi, SHOWHIDEHOME, progressFrame, isPopup

CurrentForm, FILTER_ID, LINKCAPTION, Infa, MoselTtems, CustSubrit, IMPNAYISCRIPT, Sellterns, TMGUPR, 1d3,
1d1, LINKACTION, IMGUPG, 15PPath, IMGDOWHMR, SELECTION, LINKIMG, ACTIVESTATUS, Action,
CurrentsubType, IMGEDOWNG, INITIALARROW, Label, IFrameMame

url, cantent
itemMame, LOCK_MESSAGE

itemhlame, LOCK_MESSAGE

AddnCustInputs, rowlndes, fieldval, label, EMABLEFLAGS, imagePath, filterId, home, id, AddnInputs, tablabel,
tabFilterld, fieldld, LOCKIMAGE, scriptPath

tableMame, Addnlnputs, fieldhelpurl, propedit, maxlength, req, helpiconurl, checkFieldval, fiterld, fieldLabel,
Rowlndesx, raws, jspPath, customld, subtype, fieldval, validation, custamHtml, fieldDesc, size, selected, mode,
rookPath, target, action, AddnCustInputs, cols, isPopup, Title, skyleURL, scriptPath, calendar, linkiJRL, Rl
linkLabel, fieldltemval, ctrlclass, radioLabel, sectionhlame, Fieldname

tableMame, AddnlInputs, propedit, maxlength, req, imagePath, checkFieldval, filkerTd, RowIndex, rows, jspPath,
customld, subtype, fieldval, validation, idx, fieldDesc, id, tabFilterld, size, selected, mode, rootPath, home,
target, action, LOCKIMAGE, AddnCustInputs, cols, tablabel, isPopup, fieldld, scriptPath, calendar, linkJRL, html,
linkLabel, fieldltem¥al, ctrlclass, label, radioLabel, sectionMame, fieldname

home, paramvalue, target, itemType, findText, paramMame

Mavisubmit, MaviPath, TtmDese, Navild, ItmiChecked, Ttmld

3. When you access a part of the system, which uses a set template, a log of the fields

used in that template is recorded here.

4. To clear the log, click Clear at the top of the screen.

Record Lock Admin

This screen indicates if any screens are currently being accessed by another user. If your
web browser crashes, the system may think that a user is still logged into parts of the
software. Use this screen to clear any unneeded locks.

1. To view the Record Lock Admin screen, click

E Record Lock Admin

2. A screen, similar to that below, will be displayed:
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Torexretail

Record Locking Administration
‘ Clear Selected | | Refresh Locks |

Clear

Lock Index: 3:39116:7
Adrmiristratar Man Feb 05 11:25:59 GMT 2007

Schedule

T Torexretail

Record Locking Administration window

3. Click in the Clear tick box and then Click Clear Selected to reset any system locks.
4. Click Refresh to refresh the screen and force the system to check for any new locks.

File System

:=| File System
1. To view the File System screen, click == .

2. A screen, similar to that below, will be displayed:
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Torexretail ek 5 Februry 2007 A=t

Select item

DIR FILENAME SIZE
kpi kpi.xml 1393
otp akp.xml 6423
hr additionalhaursoptions. xml 535
systemcalendar systemcalendar xml 4352

e Torexretail

Select Item window

Add a New File
1.
2.
3.
Edit a File
2.
Delete a File
2.

To add a new file to the system, click New.
Enter the relevant filenames and enter the information into the Data field.

When ready, click OK to save and confirm or Cancel to disregard.

To edit one of the files, select the relevant name in the list and click Edit.

Change the applicable information and click OK to save or Cancel to disregard.

To delete a file, select the relevant name in the list and click Delete.

You will be asked Are you sure you want to delete this item? Click Yes to confirm or
Cancel to disregard.

Task Managers

1.
2.

==| Task Managers

To view the Task Managers screen, click ==

A screen, similar to that below, will be displayed:
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Administrator

Torexretail

Background Task Administrator

Abort: &ll

SCHEDULE |
Completed (1)
Recruitment for 3:39102  2007-01-24 09:06:32.001  2007-01-24 09:06:32.12 2007-01-24 09:06:33.913 1,903 sec 1,793 sec laptop-001193
Mo messages
hide messages disable scrol Refresh | Home

Background Task Administrator window

3. This screen shows any background processes which are currently running.

4. Clicking tabs at the top of the screen, will show any processes running for that
section.
Click Abort All to cancel all processes.
Click Hide Messages link at the bottom of the screen to hide any information which
explains how the process is progressing

7. The messages at the bottom of the screen will automatically update when new
information is to be displayed. Click Disable Scroll link to disable this automatic
update.

Message Log

352

:=| Message Log

To view the Message Log screen, click &=

2. A screen, similar to that below, will be displayed:



Administrator

Vesk 6 ¢ 05 February 2007 ey

Torexretail

Message Log

(messages since 2007-02-06 11:27:58.372)

Mo data

Id Date/Time Section Lewel User Code Ms=g ‘

Message Log window

3. This screen lists system processing data, similar to that displayed in the Background
Task Administrator.

Store Groups

i
m Store Groups
1. To view the Store Groups, click : .

2. Further information on this screen can be found on page 112.

Select Fileset

Select Fleset

1. To access the select fileset screen, click

2. Further information on this screen can be found on page 174.

Configure Schedule / Plan Validation and Alerts

1. To select the employment rules which when broken alert / warn the user, click on
Module  Configuration Editors, then Validation Rules

2. A screen similar to that below will be displayed.
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2 00701 : PCW: CHELTENHAM - Microsoft Internet Explorer

File Edt View Favorites Tools Help w

»
0 Back ~ Lirkes (] Free Hotmail (&] Custorize Links (] Windows &0 Windows Marketplace &] windows Media @] first direct internet barking

Address @ 19080/ ePerformance/default. jsp D> ES
Torexretail A 35 st 207 COLmR

Standard | Advanced

Rule Schedule Plan  Action Plan Actual Plan Scheduler Use Actuals

] ]

Warn on Owerage .JMEM‘

Contract Hours Exceeded YA

No shifts 9LD

Too Few Shifts A}

Too Many shifts @@L

Too Many Long Shifts A

Too Few Late Shifts CRaY>

Too Many Late Shifts Oy ]

Il dvailakiity YAy ]

Invald Task Ry

Max Hours Exceeded 9LD

Shift Too Shert @LD

Shift Teo Long @@L

Below Contract Hours A

Employee Avalabilty nvalid @,
Finished | Opt out

1f you need assistance, please contact the Service Desk on 01438 848080 Torexretail

@] javascript:pagePlanruleTogale(a, 0, False); & Local intranet

Standard Tab window

3. To select whether a rule generates a warning or an alert and on which plan, click
associated symbols;

A This symbol is a warning advising that a rule has been breached. It is advisory
only.

@ This symbol denotes an error advising that a rule has been breached. The user
cannot continue until the issue is resolved.

@ This symbol means an alert for a rule is switched on

© This symbol means that the selected rules use actual times instead of

contracted/scheduled times

4. Selecting any of the symbols by clicking associated button at the top of the page,
switches functionality on for all of the rules listed below it.

5. To de-select, click button again.

Note. Individual rules can be switched on and others left off.
It is advisable to configure the system in this way, so the
user is not overloaded with alerts.

Query
INCORRECT USAGE OF THIS MODULE COULD CAUSE SERIOUS DAMAGE TO

YOUR DATA.


javascript:scheduleToggle(1,%201,%20false);
javascript:scheduleToggle(1,%201,%20false);
javascript:pageActualToggle(0,%20false);
javascript:pageActualToggle(0,%20false);

1. To access the Query area of the system, click

d
o Query

O RunSQL queries of sPERFORMANCE! data,

2. A screen, similar to that below, will be displayed.

Torexretail

Enter SQL query here...

Administrator

select * From thlfileset;

FILESETID SHORTDESC LONGDESC STOREGROUP STORETYPE )
3 1229 Birmingharm 1}
4 100z Coventry o
3 1003 ‘walverhampton 0
7 1004 W alsall ]
8 1005 ‘Worcesker 1}
9 1006 Leicester i} D
10 1007 Derby 1]
1 100z Mottingham ] v

Enter SQL Query window

3. Enter any valid SQL statements in the top half of the screen and click Execute

4. The results will be displayed in the bottom half of the screen.
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About ePerformance, 178, 301
Absence, 44
Absence Config, 326, 333
Action Fit, 209
Actual vs Paid Report, 270
Actual vs Schedule Report, 268, 278
Advanced, 301
Annual Absence Dept Report, 274
Annual Absence Emp Report, 276
Assign Stores, 172
Audit Report, 346
Autorun, 335
Balances Calc, 52
Band, 19
Bands, 328
Batch
Activity, 95
Job, 94
Batch Activity, 100
Batch Job, 101
Batch Manager, 94
Batches, 93
Break Config, 322
Break Patterns, 319
Breakdown Report, 150
Budget, 57
Budget Cost Mode, 92
Budget Hours Mode, 91
Categories, 327
Clock Poll, 236
Clocked in Report, 278
Clockings
Import, 179, 347
Column, 12, 16, 18
Commodity Group Descriptions, 108
Commodity Group Patterns, 65, 112
Commodity Group Versions, 105
Company Perm, 344

Index

Company Structure, 121
Comparison Reports, 278
Configuration, 178
Context, 21

Custom Field, 22

Date Context Options, 22

Type, 21
Contract Fit, 53, 208
Contract Report, 256
Corrections Report, 282
Cost Model Scenarios, 331
Costing Models, 103
Create an Absence, 40
Custom Field, 22
Custom Fields, 111
Daily Department Shifts Reports, 254
Date Context Options, 22

Department & Task Configuration, 178,
316

Department Descriptions, 317
Department Schedule Report, 220
Departments, 69
Diary, 5
Distributed Generate Hours, 97
Driver Assignments, 110
Drop Field Cache, 336
eClearview, 87
Batch Manager, 94
Batches, 93
Budget Cost Mode, 92
Budget Hours Mode, 91
Generate Workload, 93
Interactive Mode, 90
KPI Report Library, 87
Reporting, 94
Element Level CSV File, 146
Element Level Excel Report, 142
Element Level Report, 99
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Element Links, 76
Elements, 73, 105
Frequency List, 80
Import, 74
Elements Report, 160
Employee
Shift, 35
Employee Details Report, 41, 239
Employees, 29
Enterprise Messages, 291
Entitlement Report, 245
ePerformance
About, 178, 301
European Working Time Directive, 36
Export
Batch Activity, 97
Export Report, 161
File System, 179, 314, 350
Fileset Codes, 306
Fileset Descriptions, 305
Filter, 19
Forecast, 60
Budget Cost Mode, 92
Budget Hours Mode, 91
Generate Workload, 93
Interactive Mode, 90
Forecaster Images, 310
Forecasting, 57
Budget, 57
Commodity Group Patterns, 65
Elements, 73
Links, 76
Forecast, 60
Import, 74
Models, 67
Rules, 72
Store Parameters, 81
Target, 58
Task Constraints, 72
Tasks, 70
Trading Profiles, 66
Workload, 62

Formatting Rules, 13
Generate Workload, 93, 97
Generic Configuration Editors, 178, 312
Global Configuration, 312
Global Descriptions, 301
Global Forecast Descriptions, 309
Global Table Editor (ACODES), 304
Global Table Editor (CODES), 303
Grace & Resolution, 324
Group, 11, 18, 19
Group Descriptions, 308
Hours and Costs Report, 125
Hours List CSV List, 138
Hours List Excel Summary, 134
HR Cost Models, 326
Human Resources, 29
Ignore Sleep, 36
Import, 169
Batch Activity, 95
Clockings, 179
Elements, 74
Store Parameters, 82
Import Clockings, 347
Interactive Mode, 90
joining breaks, 321
Key Period, 48
KPI Library, 24
KPI Report, 28
KPI Report Library, 87
KPIs, 7
Levels & Contracts, 315
Log
off, 2
Management Cover Report, 262
Message Log, 179, 352
Models, 67, 103, 326
Departments, 69
Module Configuration Editors, 178, 319
New Summary Report, 155
NIC Tables, 329
Non-Attendance, 40, 42
Non-Attendance Calc, 50



Non-Attendance Holiday Issues, 49

Non-Attendance Report, 41, 243

Employee Details, 239
Employee Details Report, 41

Operating Windows, 122 Entitlement, 245

Operational Window Code, 123 HR Reports, 239

OTP Admin, 289 Library, 7

OTP Detail, 286 Management Cover, 262
OTP Report, 281 Non-Attendance, 41, 243
OTP Summary, 283 Paid vs Schedule, 272, 278
Output to Payroll, 281 Recruitment Daily Shifts, 196

Corrections Report, 282

Recruitment Schedule, 195

OTP Admin, 289 Schedule vs Action, 220, 226, 260
OTP Details, 286 Schedule vs Actual, 279

OTP Report, 281 Scheduling, 248

OTP Summary, 283 Simple Schedule, 255

Paid vs Schedule Report, 272, 278

Pension Schemes, 330

Target Staffing, 220, 257
Time and Attendance, 266

PMC Report, 166 Report Library, 7
Query, 354 Reporting, 94
Read my Messages, 294 Reports, 125

Realtime Schedule View, 221
Record Lock Admin, 179, 349

Recruitment, 188

Breakdown, 150
Element Level CSV File, 146
Element Level Excel Report, 142

Recruitment Daily Shifts Report, 196 Elements, 160
Recruitment Fit, 194 Export, 161

Recruitment Options, 191 Hours and Costs, 125
Recruitment Schedule Report, 195 Hours List CSV List, 138

Recruitment Statistics, 192 Hours List Excel Summary, 134

Reference Tables, 116 New Summary, 155

Regions & Stores, 314 PMC, 166

Report, 239 Week Summary, 130
Actual vs Paid, 270 Workload, 164
Actual vs Schedule, 268, 278 Rule, 13, 15
Annual Absence Dept, 274 Rules, 72
Annual Absence Emp, 276 Schedule Action, 222
Audit, 346 Schedule Export, 198
Clocked in, 278 Schedule Go, 185
Comparison Reports, 278 Schedule Repair, 197
Contract Report, 256 Schedule Rerun, 182
Corrections, 282 Schedule vs Action Report, 220, 226, 260,
Daily Department Shifts, 254 279

Schedule Window Config, 322
Schedule Window Status, 184

Department Schedule, 220, 248
Element Level, 99

359



360

Scheduling, 181
Department Schedule Report, 220
Realtime Schedule View, 221
Schedule Export, 198
Schedule Go, 185
Schedule Rerun, 182
Schedule vs Action Report, 220, 226
Schedule Window Status, 184

Shift Editor (Compare with Actuals),
203, 213

Shift Editor (Compare with Contract),
204, 205, 214

Target Staffing Report, 220
Scheduling Reports, 248
Select Fileset, 179, 353

Shift Editor (Compare with Actuals),
203, 213

Shift Editor (Compare with Contract),
204, 205, 214

Shift Generator, 238

Simple Schedule Report, 255

Sort Options, 16

SQL Query Tool, 340, 354

Standard Generate Hours, 97

Store Configuration, 313

Store Groups, 85, 112,179, 316, 353

Store Listing, 312, 314

Store Parameters, 81, 115
Import, 82

Store Type Images, 311

Stores, 124

Strawman Reports, 98

System Error Test, 339

System Flag Management, 337

System Upgrade History, 339

T&A Action, 233

T&A Action Config, 323
T&A Edit, 229
Table Editors, 178, 301
Global Descriptions, 301
Global Table Editor (ACODES), 304
Global Table Editor (CODES), 303
Target, 58
Target Staffing Report, 220, 257
Task Constraints, 72
Task Descriptions, 318
Task Managers, 179, 351
Task Repair, 55
Task Schedule Options, 332
Tasks, 70
Template Info, 179, 348
Time and Attendance, 229
Clock Poll, 236
Shift Generator, 238
T&A Action, 233
T&A Edit, 229
Time and Attendance Report, 266
Time and Attendance Reports, 266
Trading Profiles, 66
Transferring an employee, 38
Tree Editors, 178, 314
UDA Connection, 335
User Config, 340
User Configuration, 178, 340
User Groups, 342
Week Selection, 3
Week Summary Report, 130
Workload, 62
Workload Fit, 206
Workload Report, 164



