I. Vacation Request Changes
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| Add Time Clock Entry

Employee Time Cards

| Print All TimeCards
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2 == Black = Regular Hours Red = Vacation Hours Green = Holiday Hours

|Huurly Employees
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Glotia Palacios a 11.3 0 =]
Jeff Sanders 795 | 435 ] B 937 0.0 00 | 2167 0 i 16 | &
Kisha Harden 85 7.58 8 B B.4 0.0 00 | 2248 0 i 16 | &
Sherrel Clark 868 | 872 g g 575 0.0 0.0 | 2415 0 0 16 | S
Cheryl Sampson 88 842 [B35/8| 8 88 0.0 00 | 3437 0 i 16 | &
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Daniel Erin 29 395 | |8 8 0o \ 0.0 0.0 555 0 0 16 | &
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Salary Employees

mm--m

Case Watkins ] ] g 0 =]
Jimmy Dorman g i a a g 0.0 0.0 40 0 ] 0 =]
Jason Rowan 8 8 8 o] =] 0.0 0o A0 0 i] 0 =]
Mate Mewcomhb g g g g a 0.0 0.0 40 0 ] 0 =]
ShanCorey Lockridge g g g g g 0.0 0.0 24 1] a 16 =]

Timeclock/TimeCard.asp
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All employees that have access to the ‘Time Cards’ tab will be able to
request vacation by clicking this button (this link will also be in
everybody’s index page).

. A legend indicates the meaning of different colors in employees’

timecards.

. When selecting multiple periods or even within a single period, it will

now be possible to differentiate when employees have regular,
vacation, or holiday hours within a single day. A forward slash
separates each type.

. Holiday hours are now being displayed in green.
. Vacation Hours are now being displayed in red.



Vacation Request Button

Rty Wk b Prepless
e LIS 12 0000 FW war 1' -
WE LM B 00 PR nm | ™
TR SELOIOE 12 00600 FM | BAEE ll 'H
oer GG 12 0000 FW | BADE 1' h
o AH IR 00 PR HaBD - o
T AH TN X L0 MY EHO _\._l 'H
] AHENEO0R SO0 00 PR | Hapo =]
TR AT BN D0 P HOHE :‘.J -
E g ATUDIN AT 0 PN oMsr _.,,_I -
ek AFICI0R 12 023 P | CALA ..,J k-

Revenus Per Howr Leaders AR - AHE0

Eank | Opsrefer - bl Pavarves sty Raw, For llsur|

2 Latees Maps TR ] [ETEH |
F Figha Hardan [15%] ERATS.TH Faanan fATa |
3| Rardia Mot 447 SIE ] fionan §rna
4 [Fre—p— aL13 w2, fianan|

B | Devardus Eampen 1Az

B Gl Davin L]

T Jharia Paladies 182,44

L Semand Um =

* | Den Jabnsen 0

in Gharlatha Eampron w2

11 Khards Hasme

12 [ ek Guhingharry s

My Vacation Regquesis [T

Vacation Requests can also be accessed from everyone’s index page in the
“My Vacation Request” section. Click on the button that reads ‘New Request.’

Vacation Request

Home Ly ot

Litigation Solution, Inc,; Jonnathan Resendiz : Dallas

Vacation Request

Requestor's Name:  Jonnathan Resendiz = 2 “Yacation Hours Available: 22.34
Approver’s MName: Jason Rowan 3 —

1

Start Date: * B 4
End Date: = =

Motes to Manager: © 5

*Required Fialds

This is the Vacation Request screen. You will be taken here whether you
access this page through your index or timecard page.



1. Your current available vacation hours will be displayed on the right of
the screen

2. Your name will be displayed.

3. Your vacation approver’s name will be shown. Each employee will have
a designated vacation approver. Your approver will be responsible for
approving/denying your requests. An employee can change their
approver under ‘User Maintenance’ if you have access to that section.

4. The start and end date can span multiple days.

5. A brief description of a vacation request should be entered which will

allow the vacation approver make an informed decision when
reviewing your submission and deciding whether to approve or deny.

Here is sample of a completed form. When you click on ‘Next’ you will be
taken to the 'Set Vacation Request Time’ page. In this page you will be able
to customize the number of hours per day.
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Litigation Solution, Inc,: Jonnathan Resendiz © Dallas *

Vacation Request

Requestor's Mame:  Jonnathan Resendiz Wacation Hours Available: 22.34
Approver's MName: Jason Rowan

Start Date: ~ 04/17,2009 ]

End Date: = D4420,2009 =

I need to Ipend Time with my fs.m:u.ﬂ
Notes to Manager: *

*R aquined Fialds



Thursday, May 21, 2009 i
Friday, May 22 2009 i
Saturday, May 23, 2009 0
Sunday, May 24, 2009 D [w] hours weskens
Monday, May 25, 2009 1]
Tuesday, May 26, 2009 4

Setting Vacation Request Time per Day
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Set Vacation Request Time
Days =et to zero hours will be ignored

Vacation Hrs Available: 2234 hours =——— 1

IVI hourg = 2

2| hours

3

»| hours “wieekand

| hours *Paid Holidsy == 4
+| hours

L SN

B e

“This day is either Saturday, Sunday. or 2 Paid Hollday, You might seant fo set the number of hous agual to 2em

Let us assume that you entered a vacation request with start date of May
21st and end date of May 26th. In this screen you will be able to customize
the actual vacation hours that you will be using for this period.

1.

2.

PTS will remind you again about the available humber of vacation
hours.

Work days will be automatically set to 8 hour days. However, you have
the ability to select up to 16 hours if your work schedule so requires.

. PTS will mark Saturdays and Sundays with an asterisk and set the

number of hours to zero by default; nevertheless, you will be able to
modify this amount in case your work schedule includes weekends.

. PTS will also inform you about paid holidays and it will also set the

number of hours to zero.

. This is an example showing how you can select only half a day of

vacation. In other words, set the amount of hours to 4 if you work 8
hours regularly.

. The ‘Preview’ button will display a summary of your request which will

include a new vacation time balance.

. The ‘Edit’ button will allow you to go back to the ‘Vacation Request’

screen and modify the start-end range.



Confirm Vacation Request Time
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Confirm Vacation Request Time

Requestar's Mame; Jonnathan Resendiz

Current Hours Available: 22 34 hours 1
Approver's Mame Jason Rowan

Motes to Manager | arn going to spend Memonal Day in Houston

Thursday, May 21, 2009; 3 hours

Friday, May 22, 2009 8 hours 2

Tuesday, May 26, 2009 & hours

Hours Left After Request: -1 66 hours e— 3

A~ IR >

=an e-mail weill be senf o your vacation supersisor for approwval

This screen will present a summary of your vacation request.

1.
2.

General information about your request will be at the top of the page.
Only days with actual usage of vacation hours will be displayed in the
request summary. In the same way, only those days will be submitted
as part of your request.

. A vacation balance will be shown at the bottom of the page. A negative

balance will be shown in red. A negative balance does not indicate that
the vacation request will not be sent or approved. A negative balance
only reminds the user that this request if approved as-is, will make the
employee’s vacation balance to be less than zero.

. A user can always go back an edit the hours set in the previous

screen.

. An email will be sent to the requestor and the requestor’s approver

when this form is submitted. The vacation approver will then make the
decision regarding this request.



Vacation Requests Notifications
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If an employee is designated as a vacation approver, a new vacation
approval notification will appear on the leftmost top part of their index page.

Pending Vacation Requests

My Vacation Requests New Request
Date Submitted Hours Requested Requested Day Status Submitted To

4f14/2009 4 hours 424/ 2009 Approved Jonnathan Resendiz
4/15/2009 g hours 5/21/2009 Under Review Jannathan Resendiz
415/ 2002 & hours SfE2Z009 Under Reaviaw Jonnathan Resendiz
4/15/2009 g hourz /2642009 Under Reviaw Jonnathan Resendiz

Vacation Requests will be displayed in the ‘My Vacation Requests’ section.
Each request can have three different status: Approved, Under Review or
Denied.

Users will have the ability to click on denied vacations and resubmit their
requests, starting the process again.

Denied Vacation Requests

My Vacation Requests New Request
Date Submitted Hours Reguested Requested Day Status Submitted To

4142009 4 hours 4f24/2009 Approved Jonnathan Resendiz
415/ 2009 & hours 52172009 Denied Jannathan Resendiz
4715/ 2009 2 hours Sfzz/2009 Cenied Jonnathan Resendiz
4715/ 2009 & hours S5f 262009 Cenied Jonnathan Resendiz




IT. User Maintenance Modifications
The section of User Maintenance has undergone many modifications in order
to accommodate this new vacation request. Also, several cosmetic
alterations were done in order to make these pages more readable.
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Harre: dubs irms/Clients Yendors Cases Maintenance Reports Tasks Time: Cords t'--mi:“a
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Edit User Information: General Information | Location & ‘iews | Payroll & Commissions | Schedule & Vacation

" Ramulad Flabis Jonnathan Resendiz
Usemame:™ JRasendiz

Passward:” seae

User Level:™ Corporate [ Approver V] [etermines sccess o the site. Practios caution when assigning this walue.
Department:" Managemant |+ |

First Mame:" Jonnathan

Last Mame:" Resendiz

Short Mame:" JEzsen

Email: jresendiz@doculogixcom

Phone # 972-722-3507

Mobile # 214-952-9431

Fax # 214-939-9736

InActive: O

This is the new view you will encounter when modifying a user’s information.
The first distinguishable upgrade is that we have splited the data in four
main sections. These new sections are pretty intuitive and contain data that
relate to their name. The new sections are:

a. General Information

b. Location and Views

c. Payroll and Commissions

d. Schedule and Vacation
Information in section one, two, and three is what you are used to seeing in
this page. The upgrade came in section schedule and vacation. We will go
over them shortly.



User Maintenance [General Information]

PT S PROJECT TRACKING SYSTEM
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Home  Johs  Fi nts  Vendors  Ceses | Maintenance | Reports  Tasks  TimeCords  LogOut
Litigation Solution, Inc. an Resendiz : Dallas -
Edit User Information: General Information | Location & ‘iews | Payroll & Commissions | Schedule & Vacation
* Required Fislds e 3 1 —Jonnathan Resendiz
Usemame:™ JRasendiz
Passward:” seae
User Level:™ Corporate | Approver 'V] Determines sccess o the site. Practice caution swhen assigning this walue.
Department:” Managemant |+ |
First Mame:" Jonnathan
Last Mame:" Resendiz
Short Mame:" JEzszen 2
Email: jresendiz@doculogixcom
Phone # 972-722-3507
Mobile # 214-952-3431
Fax # 214-939-9736
InActive: O

The general information section has the following update.

1. The name of the user’s data that it is being updated is now displayed
in the top right most corner of the screen.

2. There is a new field called Short Name. This field will be used as an
abbreviated id for users. PTS will specially use this field in reports and
charts.

3. Required fields are now identified with a red asterisk.



User Maintenance [Locations and Views]
e T i

Jonnathan Resendiz
Location Setfings:
Select one or maore locations below that this user should have access to by clicking the coresponding checkbox, Also denote which
location is this user's prmary location. ¥our current location is selected by default. The primary location is presented whan he or she
logs in. Corporate / Approvers have access to all locations.

Location Name Primary Location Licenses Available
Dallas ® Unlimited
Fort Warth O 1

Multiple View Settings:
If this user needs to have multiple wews, for example a2 managerfadminstrator who is also a sales person, please select the appropnate
options below. The user can then change his or her view by clicking the *Home" icon in the top right of each page

Corporate f Agprovar Wiew: [+
G S Administator i

Project Coordinator Wiew:

Sales Person View:

Forensic Operator Wiew:

]
]
]
Dperator View: [#]
[+#]

Business Mgr £ Accounting SubeetiberE 1o the Collections module with this view gain sccessto the Accounts Receivable Pipeling

Dther User View Settings:
User Maintenance Access: ¥es, this user can manage user maintenance,

Pricing Change Approver: [J ¥es, this user can approve standard pricing change requests

Error Report Investigator: [C] ¥es, this user should be provided access to conduct error report investigations

Approved IP Location: |

The Location and Views section remained the same except for the creation of
a new category within this tab. The new category is called Other User Views
Settings. You will find a new field for Error Report Investigation. We will
elaborate on that functionality shortly; however, this is where a user can
gain access to error report functionality.



User Maintenance [Payroll and Commission]

PROJECT TRACKING SYSTEM
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Edit User Information: General Information | Location & Views | Payroll & Commissions | Schedule & Yacation
Jonnathan Resendiz

Commission Settings:
Choosing "Yes" below will allow this user 1o be selected as a Sales Person when creating a Case or Job

Payout Commission: Mo © Yes &

Commission Start Date:

Pay Commission Based On O TopLine O Gross Margins

Hurdle Needed To Obtain Commission $0

If hurdle is not met does the balance carry forward? ® No O Yes

YWihat is your standard sales range and bonus %7 From: § 0 To: § |0 Pay |0 o
Do you pay a bonus % far high salas? ® No O Yes

"Hole that bonus commizsions will net ba efected on individual reports

Standard Pay Rate; 50 I hr
Overtime Pay Rate: 50 I hr
Statting Working Time: 9 (s 00 [w] AM |s]

2, Entar the pay rate parhour, Forsalatied amployess, caloulate the amount they would recaive parhour, factoring in any bonus payoutsate. The houdy pay rate
wiould be calculated a2 follove (Salany F # Pay Periods)/ #Hours in Pay Period. For example, (306 per veal F 28 pay periods)/ 80 hous in pay pefiod = §18.23 per hour.

The Payroll and Commission section also remained the same. The single
change that was incorporated to this page could be found at the bottom.
There, you will find a Starting Working Time. This will help you set different
users to various starting working times. In case, your location happens to
have a second or third shift.



User Maintenance [Schedule and Vacation]

PROJECT TRACKING SYSTEM
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Home Jobs Firms/Clients Vendors Cases Maintenance Reports Time Cards Log Out

Litigation Solution, Inc.: Jonnathan Resendiz allas

Edit User Information: General Information | Location & Yiews | Payroll & Commissions | Scheduls & Yacation

Jonnathan Resendiz
TimeClock Settings:

Iz this user required to clock in and out? No ® Yes O

For employees not required to clock in, please enter an approximate work schedule below (working hours per day). This will be usad to
calculate productity for those employees without fime cards,

Lt T4 Wy |8 Th |B F | Sa |0 Su |0

VWacation Settings: = 1

" Requited Fields ™ 2

Hire Date™ 3

Carryover Hours? Yes ® No O 4

Current Mumber of Hours:™ 5 26.35

Wacation Approver.™ Jannathan Resendiz :] 6

Maximurn Hours Per Schedule™ 8 il Schedule One 7
Accrual Period.™ Waekhy ] 9

Accrual Rate per Period.™ 10 077
“acation Accrual Period Start Date:™ | 3/29/2009 5] 11

Wacalion Accrual Period End Dater”™ | 9/29/2011 5 }

The 'Schedule and Vacation' section is the one that has undergone the most
modifications. Timeclock settings remain the same. On the other hand,

Vacation Settings is a brand new section that you will need to update when
trying to save a record.

The following are the highlights of this section.

1. Start of the Vacation Settings Section.

2. All of the fields with a red asterisk are required in order to continue.

3. A hire date is required for each user. Once the date has been initially
set up, this field will become un-editable.

4. Carry over hours refers to the ability of this user to continue
accumulating their vacation every year or if a reset is needed.

5. This will not only display the vacation hours for each employee but it
will let you modify directly this value. Please use this field with caution



since PTS will not keep a history of vacation accrual. If you modify this
field, the old value will be lost.

Each employee is linked to another employee that will approve their
vacation. Currently all corporate users and administrators are shown in
this list.

Each employee can have many schedules. Schedules are defined are
periods of time where a user accrues vacation according to certain
rules. In this way, you will not be required to reset an employee
vacation time several times. Just enter various schedules spanning a
long period of time and PTS will do the calculations and rollovers from
schedule to schedule.

. The first part of the schedule is the maximum amount of hours a user

can accumulate during this given period of time. If a user hits this cap,
no more accrual will take place.

. Currently PTS has 5 different accrual periods:

a. Hourly

b. Weekly

c. Bi-Weekly

d. Monthly

e. Hire Anniversary

10. The accrual rate period will tell PTS how many hours to accrue every
accrual period. In the case of the graphic, this employee will accrue .77
hours every week. The following chart should indicate what rates to
consider given the amount of hours of vacation per year.

Hours Per Year

40hrs 80hrs 120hrs 160hrs
Rate
Hourly 0.02 0.04 0.06 0.08
Weekly 0.77 1.54 2.31 3.08
Bi-Weekly 1.54 3.08 4.62 6.16
Monthly 3.33 6.66 10.00 13.33
Yearly 40.0 80.0 120.0 160.0

11. The start and end date of the schedule will mark the duration of time
this user will continue to accrue at the specified rate.



ITI. Holiday Schedule

EJ S PROJECT TRACKING SYSTEM

Home

Jobs Fir = Yendors Cases KMaintenance Reports Tasks Time Cards Loy Qurt

Litigation Saolution, Inc.: J han Resendiz : Dallas

Manage Paid Holiday Schedules

Gtk

Location : Year: EIEES

Paid Holiday Description Hours Delete

Mew vear's Dey 1/1/2009 o] 3 hours ]
Good Friday 4/10/2009 | g hours |
Memorial Day hf2nj2009 ™ g hours I ]
Independance Day 7142009 i a hours ]
Labor Dey 5/7/2009 o] a hours O
Thanksgring 11,/26/2009 | a hours |
Dayy After Thanksgiving 11/27/2009 o 8 hours ]
Christmas Eve 1272472009 | b houwrs O
Chiristrmas 12/25/2009 7 g hours ]
Mew vear's Eve 12/31/2009 | 9 8 hours |
=i hours a

3 4 | 5 hours ||

i hours -

| hours |

= hours Ol

This brand new section of PTS can be found under the ‘Tasks’ Tab by clicking
on the 'Set Holiday Schedule’ button. This page will let you enter dates that
your location considers pay holidays.

1.

u b~ W

You can select from all the locations you currently have access to. In
that way, each location can have its own set of specific holidays
according to its geographical area.

. You have the ability to set holidays for several years ahead. This will

be especially helpful in setting up days such as Good Friday or Labor
Day that follow under different calendar days every year.

. Here you enter a description of the holiday.
. Select a date.
. You have the ability to set any number of hours for each holiday. For

instance, if your location only pays half a day for Good Friday, set the
amount of hours to four.



IV. Work In Progress Report

PT S PROJECT TRACKING SYSTEM

Home Jobs Firms./Clienis Yendors Cases KMaintenance - E Tasks Time Cards Loy Dt

Litigation Solution, Inc.: Jonnathan Resendiz @ Dallas

Work In Progress Report L ocation: Dallas
Hide Data
Employee Name [ | QcC | Start Date | Start Time Total Time
Kisha Harden 0975 Cascade v Weastem Rim Mo 45302009 1:.07:25 PM 57 minutes
Rhonda Heame 0975 3 n Ri Mo 47302009 | 1:08:36 PM E6 minutes
Case Watkins .1:rr) WTR / ABC w 473002009 | 9:09-59 AM 4 92 hours
Hours Spent in Current Job

Rhonds Hesrne 30975 93

Kigha Harden: 30375 .:135

Employee:lob Number

e _‘ .

b.on 2.00 4.00 &.00 2.00 1.0

This report could be found under the ‘Reports’ Tabs in the Management
sections by clicking in the Work In Progress button.

This brand new report will let you know what operators are currently logged
into what job. Likewise, it will display if this operator is currently performing
Quality Control Job. A start date and time are displayed along with a
summary of total time spent performing this activity.

Finally, a chart is attached at the end of the quantitative data
representation.



V. Restrict Item List View
Users will now have the ability to control the items that they want displayed
in each job. In this way, if you want to control what items different operators
or users can select from when adding work to a job, just select those items
and a smaller list will be displayed.

When creating a job. Select yes and enter the items you want displayed.
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If you would like to add/delete any item from this restricted view go to the
specific job and selgt edit item list.
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Editing the item list requires only to select the specific item from the list and
hit update. Notice that items that are already linked to the job will not be
able to be deleted.

PROJECT TRACKING SYSTEM

-.-_:"“.'-u.._ !

Home: Jobis Finmes Clients Vendors Cases Maintenance Reports Tasks Time: Cards Log Qut
Litigation Solution, Inc.: Jonnathan Resendiz © Dallas L
Manage Item List View Firm: Holland & Hart
Salact items that you would like to add to a restricted view for this job. Casa: Tetra Tech v Herling Construction
Having no items in your list indicates that all items are displayed at all times. Jobfo: 30782

Itemn List Category : ltem List Name Delete From Wiew

Account Cleanup - Account Claanup | ]
Account Cleanup - Monthly Deferral Fee 2 O
Tech Time : EDD Tech Time _— 3
Tech Time : EDD Tech Time Overtime |
i (] — 4 1]
[v] O
] O
(] O
] 1
(] O
e OJ
[v] |
| ]

*|tams that are already tied to a job cannot ba daleted from wiew

1. Once you have updated the list to your satisfaction, go back to edit the
job by clicking on the link to your right.

2. These are the current items that are available to be selected when

adding work to a job. If there are no items displayed here, it means

that you are currently displaying all default items for the job.

Items that are already tied to a job cannot be deleted.

. Select as many items as you like from the list of default items. If you
need more than ten items. Click update and then select more items to
be added.

s w



VI. Delivery Receipts and Progress Reports

—
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Home Jobs Firms Clienis Vendors Cases Maintenance Reports Tasks Time: Cards Log Out

Litigation Solution, Inc.. Jonnathan Resendiz © Dallas

Edit a Progress Report

Firm: Griffith & MNixon
Job No: (20275

Completion Point Progress checmak indicates completion)

tern Mame (Edii

Edit |Sorlj |Custom Description nternal Oue Date | Date Delivered |  Deliver
boxes 1 . [1at2 [ O
F 1. Copy |_| 2 QC Copy

boxes 2 [20t2 |[ | | O
h 1. Copy |_| 2 QC Copy

* You can quickly enter the current date for "Internal Due Date” by double clicking in each figld.

Another section with a great deal of improvements is the Progress Report
and their corresponding Delivery Receipt for each Completion Point.

1. The Progress Report has been redesign so that selecting numerous
items would not stretch the page to the right. When you select
multiple items, they will now nicely wrap around the page.

2. New sort functionality has been implemented. More details will be
given shortly.

3. Entering a new Internal Due Date can be quickly achieved by double
clicking in the space provided instead of typing the entire date.

4. A date delivered will be automatically determined once a delivery
receipt has been created.



Sorting Order

PROJECT TRACKING SYSTEM

- L5

Home: Jobhs FirmsClients Wendors Cases Maintenance Reports Tasks Time Cards Lo
Litigation Salution, Inc.; Jonnathan Resendiz © Dallas

Sort Progress Report Completion Points

Firm: Griffith & Mizon

Joh Ho: 30975

Item Name: boxes

# ltems: 2

Use your mouse to drag and drop the selected items into the appropriate sort order.
Document knagng Serices | Copy

Document knagng Serices |GG Cogpy
:

This new sorting functionality will let you drag and drop items to whatever
order you prefer. Once you hit update you will be able to see it in the
progress report.



VII. Commissionable Items

T S PROJECT TRACKING SYSTEM
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Horme Jobs Firm 5 Wendors Cases Maintenance Reports Tasks Time Cards Ly {hust

Litigation Solution, Inc.; Jo an Resendiz ; Dallas *

Edit Job Item

Iterm Category: Tech Time ||

[tern Mame EDD Tech Time

Description: [Detailed descrption must be provided by project coo

Base Price: 150

Cost 1o Produce; [

Require Time Stamp.  [#]

BEIFII.IS F‘ercem: i1 "N decimals f percend signs. Corvemion 1o percent peformed by PTS
Hﬂl.lﬂj' Fate: *Should revanua for thiz itam be caleulated automatically based on your company's billing incremeant?
Tech Time: [#] #5 this a tach tima item that should be included in the fech time tracking repof?

Pa]’ Comrmission; [¥] =should commizsion be caleulated for this itam?

Inactive |

Finally, items can now be categorized as commissionable or non-
commissionable. This new functionality will prevent items that are not
marked as commissionable to affect gross margin bottom line and hence
falsely boosting the commission for a sales rep.

At the time of the update, all items will be marked as commissionable;
hence, the user will not see a difference when it comes to all previous data
entered into PTS. After the update, users will be able to update items that
are not considered commissionable. This change will take effect company
wide and not per location.



