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From time to time you will need to make edits to an Employees time or counts. Changes such as these will need to be
made in Spindle Admin. Under Spindle Admin you’ll have the ability to make these changes in Retrospective Time/Count
Editing or RCTE. You will need Administrative or Manager Access to make these changes.

Overview

When changes to Employees hours are required because of reasons such as a missed punch, the first thing you will need
to do is print out an Employee Tracking report. This report is available on SpindleLIVE. This report will provide you with
all of the information you will need to properly make your edits to an Employees counts. The Employee tracking report
will breakdown the login to the exact lane and classification.

When changes to Employees counts are required, as with changing login hours, you will need to print out an Employee
Tracking report which is available on SpindleLIVE

If the changes are not made to where the employee was logged, the productivity reports you run later will not reflect
these changes properly. The change will go under an equipment piece, lane or classification where the user was not
logged in or logged in during that timeframe.

Should corrections get made incorrectly, you can always go back and put the time or counts in if the following conditions
apply:

1. Thetime in hours for the day do not exceed 24 hours

2. The edit made to counts puts the same number of counts back to the same equipment piece, lane or
classification from where they were originally removed.

Should the time exceed 24 hours, you will need to contact Spindle Support at spindlesupport.zendesk.com to generate a
ticket for assistance.

Over the next few pages you will find instructions for running the Employee Tracking Report, reading the Employee
Tracking report, and making your edits in RCTE.
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Running the Employee Tracking report

Please follow the steps below to run the Employee Tracking report on SpindleLIVE

1) On the home page for SpindleLIVE click on Reports to open the SpindleLIVE reports menu.

lome e IS Su nalysis lequirements min
spin e@ H Report Support  Analysis®e=¥*  Raqui t: Admi

DIRECT LABOR - CORPORATE PAGE

World Laundry Efficiency Opportunity Non-Standard WPOH Excescs:: e # of employees

2) Click on show all to expand the reports menu and then click on Employee Tracking.

Splﬂd|e@ Home Reporis Support

ki Classification Productivity

Ik Employee Productivity

I Employee Work Area Efficiency
K Job Card

k Plant Opportunity

k Labor Exception
B Division of Labor Hours
I Employee BilBoard

| Classification Productivity K Employee Efficiency

i Employee Productivity B Employee Hours Log

I Employee Work Area Efiiciency LS S e T ST
B Job Card I Productivity Efficiency Analysis

ki Weight Processed per Operator Hour
& Plant Opportunity

I Labor Exception

K Hourly Productivity Repoﬂ‘bg[a*
B Earned Hours

A Show fewer

3) On the reports Menu, select the start date and end date.

Location World Laundry-Boston, MA $Start Date |4,F 16/2016 |@ View Report

End Date |4,-'15f2016 |@ Employee Types |System, Administrator, Installer, WGM
Employees |Doe, Abdoul Kareem, Doe, Adolphinell] Expand Task Totals |‘r’es v |
Expand Login Detail | Yes A

| —
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4) Next select the employee for which you are changing the hours or counts.

Location World Laundry-Boston, MA v Start Date
End Date 4/16/2016 j ee Types
Employees Doe, Abdoul Kareem, Doe, Adolphine[v] Expand Task Totals

Expand Login Detail |Yes v

4/16/2016 j View Report

System, Administrator, Installer, Wc[v]

Yes r

5) Next select Yes for Expand Login Detail and also for Expand Task Totals. This will open the area containing the

information you are looking for when the report is generated.

Location World Laundry-Boston, MA v Start Date
End Date 4/16/2016 j Employee Types
Employees Doe, Abdoul Kareem, Doe, Adolphine[v] Expand Task Totals

Expand Login Detail | Yes

v | —

6) Finally click View Report to generate the report.

Location World Laundry-Boston, MA v Start Date
End Date 4/16/2016 j Employee Types
Employees Doe, Abdoul Kareem, Doe, Adolphine[v] Expand Task Totals

Expand Login Detail |Yes v

Information contained in this document is subject to change without notice.

4/16/2016 j View Report

System, Administrator, Installer, Wc[V]

Yes T e,
4/16/2016 ﬂ View Report
System, Administrator, Installer, Wc[v]
Yes T
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Now that you have run the Employee Tracking report, you will be able to see all of your employee’s movements within
Spindle for the time period selected when running the report. In this section, we will break down how to find the
Equipment, Lane and Classification the employee was logged into for the time you need to make your edit.

Reading the Employee Tracking report

The Employee Tracking report lists the Employee Name, Task, Standard hours, Non-standard hours, the start time and
stop time.

_, w.)sz..“ Employee Tracking
/  LAUNBRY World Laundry-Miami Mix E, FL

4/16/2014 thru 4/16/2014

H Equipment/Task Totals

Lunch 0:31 0:31

Truck Loading 752 7:52
® Login/Logout Detail

Start Time Stop Time

End Shift

Truck Loading # 2 Lane 1 12 Truck Loading 400 4/16/2014 4:00 PM 4/M16/2014 8:01 PM
Industrial

Lunch 031 416/2014 8:01 P 4M16/2014 8:32 PM

Truck Loading 2 Lane 1 12dTruck II_Dading 351 4/16/2014 8:32 PM 41772014 12:24 AM
Industria

Locate the location and start and stop time for the time period you will need to make your edit. For example we need to
remove 1 hour and 24 minutes of time from Truck Loading # 2 Lane 1 Stage carts because Alexis Doe missed her log out

at 10:00 PM on April 16%.

Employee Tracking

/” WORLD
/  LAUNBRY World Laundry-Miami Mix E, FL
4/16/2014 thru 4/16/2014
. Non- .
Employee/Task = Total Hours = Standard Standard ©
Hours Hours
E Doe, Alexis 8:24 7:52 0:31
® Equipment/Task Totals
Lunch 0:31 0:31
Truck Loading T:-52 T:h2
& Login/Logout Detail Start Time Stop Ti
End Shift 41162014 1225 AM 41167201400 PM
Truck Loading # 2 Lane 1 12 Truck Loading 400 4/16/2014 4:00 P 4/16/208# 5:01 PM
Industrial )

Lunch 03] 411612014 8:01 PM afpliC014 532 P

4/16/2014 8:32 PM 41772014 12:24 AM

Truck Loading # 2 Lane 1 12 Truck Loading

ndustria
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Once you have located the time where the missed punch or missing counts occurred you will need to find the
classification they were logged into during this time. This is important so the count or time gets add/removed from the
correct classification. For our example Alexis Doe was logged into “12 Truck Loading Industrial” at the time of her missed

punch at 10:00pm

TWORLD
LAUNGRY \,

Employee/Task =

Employee Tracking

World Laundry-Miami Mix E, FL
4116/2014 thru 4/16/2014

E Doe, Alexis

Lunch

Truck Loading

End Shift

Truck Loading # 2 Lane 1

Lunch

Truck Loading # 2 Lane 1

Total Hours = Standard S;:dna-rd 2
Hours Hours
8:24 T:52 0:31
H Equipment/Task Totals
0:31 0:31
752 752

& Login/Logout Detail Start Time
41672014 12:25 AM

4/16/2014 4:00 PM

12 Truc-k Loading 400
Industrial

031 4162014 8:01 PM
4/16/2014 8:32 PM

ndustria

Stop Time
4/16/2014 4.00 FM
4/16/2014 B:.01 PM

4/16/2014 8:32 PM
41172014 12:24 AM

Take note of this information and proceed to Spindle Admin — Retrospective Count Time Editing (RCTE) to make the

edits.

Information contained in this document is subject to change without notice.
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Now that you have read the Employee Tracking report and you know where your employee was logged in when they

either missed their log out or missed some counts, you are ready to make your corrections. In this section, we will break

down how to make edits to the Equipment, Lane and Classification the employee was logged into.

e Note: For your convenience we have separated editing Automated and Manual counts. Once you get to Step 5
please refer to the section that applies to the type of task that you are editing.

RCTE Editing

1) Click the Spindle Admin Icon on the desktop of your Spindle PC to open Spindle Admin.

2) Enter your username and password. As a reminder, you will need to have Administrative and Manager Privileges
to make corrections in RCTE. If “Retrospective Time Count Editing” is not available in the list you will need to
contact you plant manager for further assistance.

3) Once logged into Spindle Admin, click on Retrospective Time/Count Editing

| @/ Administration - Direct Labor Tracking Application LOGOUT
spindle

dminUser AdminUser - You are logged in with Administrator privileges.

1. Equipment Cenifications

2. Equipment

3. Users

4 i i

5, Report Groups

6 Classifications

T._Classification Rey Grou| iy
&.Cquipment Classificotion Groups

9. Classification Mapoi

10. Lanes

11. System Options

1% Assign Users To Lanes

13, Manua) Count
14_Retrospective Count/Time Editing System
15, Work Plan

Select Retrospective
Count,/Time Editing

4) Select the Employee for which you need to make your edits

@ Retrospective Count/Time Editing System LOGOUT
spindle _

Home >> Retrospective Count/Time Editing System

5) Select the date for which you need to make your edits

d| @ Retrospective Count/Time Editing System LOGOUT
spindle _

Home 5 Retrospective Count/Time Editing System

Now that you have located the employee and date you need to edit, you can begin making your edits. In the next
section we will go over modifying the records based on whether the task is Automated or Manual.
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Modifying Time for Automated Tasks 5 p | nd |e

After you have found the employee you wish to modify, click “Edit” next to the task that you wish to modify. In the
“duration” section, it is prepopulated with the time format 00:00:00 and this format needs to be maintained.

I @ Retrospective Count/Time Editing System LoGouT
spindle

Home >> Retrospective Count/Time Editing System

& ] user: Tei Raymond ] Effective Date: [3/27/2016 w0

Total Hours: 9136:26

StartTime:  5:00:00 AM Standard Hours:  $:05:05

End Shift Time: 1:28:00 M

NenStandard Hours:  :00:00
NenProductive Hours: 0:31:21

Equipment/Job/Status Lane  Classification Duration HH:MM:SSD
= Task (System) Soil - Misc 1 1 Manual 0:00:15 0:21:25

\ * [ i ITasl: (System) ‘waﬂ«ﬁml w1 ‘1 |washiEnmu.fDry ‘ 3:0(1:27‘ zzes‘ = u‘ | |

‘ > |Tasl= (System) ‘waﬂ«ﬁml = ‘2 |washiEnmu.fDry ‘ 5:04:23‘ uas‘ =] ..‘ | |

‘ > |Stams (System) ‘Lun:h ‘ | ‘ n:31:21‘ ‘ ‘ | |
Equipment/Task Lzne Classification Duration HH:MM:SS Count  Tanget Count

Edit Task [Select ~][Select v [Select ~][oo:00:00 |
Equipment/Task Lzne Classification Duration HH:MM:SS CountCount Eamed Hours

Edit Manual Task [ Select | [Gelecs | [Select ~][oo:00:00 |
Stawus Duration HH:MM:SE

Edic Stztus [Seleer ~][00:00:00 |

Adding Time
If adding time, modify the hours, minutes, and seconds accordingly for selected task. For example, if adding 5 minutes to
a task, the duration field should display 00:05:00.

Removing Time
When removing time, the process will be almost identical to adding time. However, a — (negative) sign needs to be
added to the field. As an example, if removing 5 minutes from a task, the duration field should display -00:05:00.

Egquipment/Task Lznz Clzssification Duraticn HH:MM: 55 Count Target Count
Edit Task [Washfloor =L MIB | [Wash/Bxtract/Dry ~[[-or:00:00 | [ J[ss2 ]

Equipmenty Task Lzns Classification Duration HI ;55 CountCount Eamed Hours
Edit Manusl Task  [Salect MEEE e | [po:00:00

Status Duration HH:MM:55
Edit Status [select v [ov:00i00 | Modify the time by putting the time

in HH:MM:SS format and adding a

— (negative sign) if removing time

e  Note: The Discounted Target Count is automatically populated based on the time that is added or removed. This is not a modifiable field.

After all of the time/count changes have been made, click Save All. The changes will automatically adjust the proper
records.

Equipment, Tazk Lzn= Clazzification Dwuration HH:MM:55 Count Target Count
Edit Task [Washflaor =1 [z | [Wash/Extract/Dry ~][-ot00:00 | [ |[2553 |

Equipment/Task Lzn= Classification Duration HH:MM:5S CountCeunt Eamed Hours
Edit Manual Task  [Select v [Belect | [Sele v [ooomaon | | || |

Status Duration HH: MIM:55
Edit Status [Selecx v [oo:00i00 |

[Cemea]]
=
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After you have found the employee you wish to modify, click “Edit” next to the task that you wish to be modified.

Spmdle@

Retrospective Count/Time Editing System LoGouT

Home >> Retrospective Count/Time Editing System

E— = P

] user: i Raymond

U] fecoe om: [SIE0RE V.

StrtTime:  5:00:00 &M
End Shift Time: 1:28:00 PM

Total Hours:
Standard Hours:
NonStandard Hou

NonProductve Hours: 0:31:21
ipment/Job/Status Duration HH:HM:S5D

- Task (System) E =1 1 ancal 0:00.:15 0:21.25

\" Edit ITasl: (Systam) ‘wad«ﬁuur#l || |WashlEnmu.fDry | :::nn:zr‘ z,zssl = u‘ | ‘

“' ‘Tasl« (System) ‘wad«ﬁuur#l |2 |WashlEnmu.fDry | s:m:za‘ 4,445| = ..‘ | ‘

S

‘ ‘Sums (System) ‘Lun:h | | | 0:31:21‘ | ‘ | ‘
Eupment/Task Lane Classification Duration HHIMM:SS Coun:  Target Count

Edit Taskc [Select ~][Select v [Select ~][oo:00:00 |

Equipment/Task

Lene Classification Duration HH:MH:SS CountCount Eamed Hours

Edit Manual Task  [Select

v [Select v [Selet ~][oo:00:00 |

Staws

Duration HH:MM:S5

Edit Stztus [Selecr

~][00:00:00 |

Adding Counts
To add a count, enter the number of what should be added. For example, an employee accidentally missed 100 pieces,
enter 100.

Removing Counts
To remove a count, enter the negative number of what should be removed. For example, an employee accidentally
logged 1,000 pieces instead of 100, enter -900.

Spln d ,e Retrospective Count/Time Editing System LOGOUT
Home >> Retrospective Count/Time Editing System
[ Sesrch | Department: A1 V] User: . Raymand V] Effective Date: [9/27/2016 | | Clear Fikvers
| Total Hours: 9136126
Start Time:  5:00:00 AM Standard Hours:  9:05:05

End Shift Time: 1:29:00 PM NonStandard Hours:  0:00:00

NosiProductive Hours: 0:31:21

Equipment/Job/Status

» Task (System) | Seil - Mise =1 i Manual 0:00:15 0:21:25|
"‘ [ e ||Tas|( (Systerm) !w;«;ﬁﬁaaﬂ ‘1 Wiash/Extract/Dry ‘ 3:m:n| 2.2ss| = -;u| | |
“‘ | Bdic_||rask (system) Iw‘ashﬂoolwi ‘z |wa5h.fExxma..‘Bry ‘ a:m:23| 4.445| ‘\-ll_d6| | |
‘- ‘ Edie ”sutul [Systam) !Lunch ‘ I ] DuJi:Zi‘ ‘ ’ I |
1

Eguipment/ Task Lanz Clzssificaton Duration HH:MM:55 Count Tanget Count
| i Task [Washfloar =1 vz | [Wash/Erac/Ory ~] [oo:00:00 | ]

Equipment/Task Lane Classification Duration HH:MM: S5 CoumCts He
| Edit Manual Task  [Salect v][Selet v [Sale ] [oor00:00 | [ |

Seatus Duration HH: MM: S5
| Bt Staeus [Selecs ~][o0w0ai00 | Enter a count into the appropriate count

Save All

ot arines)| field. Make sure if removing counts you
use the — (negative) sign

Information contained in this document is subject to change without notice. 10 |
Page



After all of the time/count changes have been made, click Save All. The changes will automaticaﬁpoljmthgoper
records.

Equipment,/Task Lzne Classification Dwuration HH:MM:S5 Count Target Count
Edit Task [Washfloor #1 w1 | [Wash/Extract/Dry ~][-ot00:00 | [ |[1ss3 |
Equipment/Task Lzn= Classification Dwration HH:MM:5S CountCeunt Eamed Hours
Edit Manual Task [ Select ~ | [select v |[Select v | [ooiomon | [ || |
Status Duration HH: MM:55
Edit Status [Salect v [oo:omon |
Select Save All to save all changes

Modifying Time for Manual Tasks

The update button for manual tasks are not visible next to the task that you’d like to edit. You must click the arrow next

to the tasks and the classifications that were processed on that lane will populate. Here you will click the “Edit” button
next to the classification you wish to modify.

Note: If there are no classifications visible, this means that an employee did not enter any counts or scans for any manual tasks while in that
lane. In this instance, you will have to manually populate the fields in the lower portion of RCTE.

@ Retrospective Count/Time Editing System LOGOUT
spindle

Home >> Retrospective Count/ Time Editing System

[ [ [ — =] tser: [EngamTam

%]  Sfactive Dae: [E50E01E | [ Clearmhes_]

Tocal Howrs: 14043
Sawet Times 12:00:00 AN Standard Howrs: i ERS6
End Shft Time: 11,3500 P 2

Eguipment/ Job/ Status Classification

[vasie (ywem) Shippng - Mise =1 *

Mzl 0:00-01

v [rs (Symamy Srepoeg - Mie =1 = = Sise-37] I oswoa] |
3 Start Stop Onsnlios

Classification

GoaaTiaR

Adding Time
If adding time, modify the hours, minutes, and seconds accordingly for selected task. For example, if adding 5 minutes to
a task, the duration field should display 00:05:00.

Eguipmens Task Lang Clazsificadan Druramiten HHIMM: 55 Tt
Edit T Gelmct o |[Seles w|[Selez w | [oaiee-00 | |
Equipmert Task Lane Classficagan

Tangat Cowne

Durazion HH MM SS CowncCouns Eamed Hoo's

Edic Maneal Task [ Shipping - Misz =1 ][z | [ Poly Bag Garmams w Jo0:10:00 |
Seatun Dorwion HH: MM 55
I ) —=, ] (o | Modify the time by putting the
oDl time in HH:MM:SS format.
Removing Time

When removing time, the process will be almost identical to adding time. However, a — (negative) sign needs to be
added to the field. As an example, if removing 5 minutes from a task, the duration field should display -00:05:00.

Egupmes Tagk Lan Classiicatan

Duranion HHIMMI 55 Connt Tangac Coute

Eelit Tk [Eeect w | [Selec | [Gelezt v:lmj l—____
Equipment Task Lane Classficaton Drurgtion HHIMMi55 CowntCount Eamed Hows

Edk Mamal Task [ Shigping - Mac =1 ~[E____ | [PolyBag Garmans > i i
Statia Dr H:MM: 55 . : . .

Bk Satas ey 1 [oei00e0 Modlfy the time by putting thg time
e in HH:MM:SS format and adding a -

(negative sign) if removing time.

e  Special Notes:

Information contained in this document is subject to change without notice. 11 |
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O The Discounted Earned Hours is automatically populated based on the time that is added or remove§ FDJ mdlrﬁdifiable
field.

O Ifthe Duration field is greyed out, the classification you are attempting to edit is a Barcode Classification to which only counts
may edits, refer to the Section entitled Modifying Time for Barcode tasks for more information

After all of the time changes have been made, click Save All. The changes will automatically adjust the proper records.

Equipment Task Lana Classiization

Druraion HH:MMi55 Crong Targat Coute
it Tk Gelect | [Selesz o |[Selez v |[o0:oe-00_| 1. ]
EguipmentTask Lane Classiication Duration HHIMMISS CowstCount Eamed Hows:
Edr: Manual Task [ Shipping - Misc =1 2 T v | [-oomon | 1
Staten Drorwtice HH:M#: 55

Edr Stavas | Select

] [02i0az00 |

Select Save All to
save all changes

Modifying Counts for Manual Tasks

The update button for manual tasks are not visible next to the task that you’d like to edit. You must click the arrow next

to the tasks and the classifications that were processed on that lane will populate. Here you will click the “Edit” button
next to the classification you wish to modify.

Note: If there are no classifications visible, this means that an employee did not enter any counts or scans for any manual tasks while in that
lane. In this instance, you will have to manually populate the fields in the lower portion of RCTE.

| @ Retrospective Count/Time Editing System LOGOUT
spindle

Home >> Retrospective Count/ Time Editing System

[ | [ Ssarch_| Desaremene: [Soming ~ | Usar: [Tngram, Tara ~|  Effecive Due: [E/502016 | | Clear Fises_|
Toral Howrs: 3114143

SsatTimer  12:00:00 AN Standed Hours 7:33:56

End Shift Time: 11155:00 P KonStandand Hows:  0134:00
ReonPraductive Hous: 1:06:49

Equipment/ job / Status Classification
| Task (Sywtam) Shipging - Mise =1 1 Maewal 0:00-01
v [Task: (Symam) Shipping - Mise =1 3 | ] 0236237 o:z709] |
=3 Start Stop Derrmbine

Classification
Paly Bag Garmens 83|

001 3T

Adding Counts

To add a count, enter the number of what should be added. For example, an employee accidentally missed 100 pieces,
enter 100.

Egquipmere/Task Lana Clagsitcaton Durarien HHIMM:55 Coust

Targat Cou
Ecit Taic Selact w | [Seles v |[Selez w | [00:00-00 | 10
EgquipmertTask Lane Classificaton Druracion HHiMMi55 CowecCount Earmed Hows
Edic Manual Task Shipping - Misc =1 w|[z ~|[woly Bag Gamanss w | |poiooeno Dbl dE
Statun Drorwtios HH:MM: 55
PO P et ] [omooon_| Enter the count in the count field
Sava Al |

to add counts to the user.

Removing Counts

To remove a count, enter the negative number of what should be removed. For example, an employee accidentally
logged 1,000 pieces instead of 100, enter -900.

Information contained in this document is subject to change without notice. 12 |
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Equipmenty Task Lane Classiicabon Brarmtion HHi M358 Cowns Target Covmn
Edlit Tassk [ Galiace v|[Sdex v [Selez v [oaie:on | [
Eguipmers Task Lana Clasaicatan Droramios HH: MM 55 Covmelouse Farmed Hows
Ede Mamual Task [ Bhipping - Misc =1 ~][ e | [Iuly Bag Garmams v [poeeon_|
Statuy Droration HHIMMI S5
ek RS ] a0 | Enter the count with a -
il

(negative sign) in the count field
to remove counts from the user.

e Ifthe Counts field is greyed out, the classification you are attempting to edit is a Barcode Lane Classification to which only time may be
edited, refer to the Section entitled Modifying Counts for Barcode tasks for more information

After all of the count changes have been made, click Save All. The changes will automatically adjust the proper records.

Equipmenty Task Lane Classiicabon Brarmtion HHi M358 Cowns Target Covmn
Edit Taske BT v |[Gdez | [Sede | [po:a:0n | |

Eguipemiey Tagk Lana Classifiatian Drmties HH:MM:SE5 CosseCoust Esmid Hour
N M Tk, By~ B o VIE ] [Fuly ey G o | [ | [

Droration HHIMMIES

w | [oowo-on |

Be# Skatun

Select Save All to
save all changes

Modifying Time for Bar Code Scan Tasks

Updating Time for Bar Code Scanning tasks is the same as editing Time for Manual tasks with one exception, you will
need to change the classification to the classification where the user was logged in. To do this you still must click the
arrow next to the tasks and the classifications that were the bar code scans were processed and the bar code scans on
that lane will populate. Here you will click the “Edit” button next to the first classification in the list. The one exception is
when editing time you must select the classification where the user was logged in to perform the bar code task rather
than using the bar code classification. This information could be obtained from the Employee Tracking Report, but
typically the classification will be called Hand Fold as in the images below.

Note: If there are no classifications visible, this means that an employee did not enter any counts or scans for any manual tasks while in that
lane. In this instance, you will have to manually populate the fields in the lower portion of RCTE.

@- Retrospective Count/Time Editing System LOGOUT
spindle

Home >> Retrospective Count/Time Editing System

[ | [ Search | Desammees [Fold | Usar: [Laucer Martinas, Edra ] EFecies Dace: (2002016~ | [ Clasr Fivers

Torad Howrs: 11211
1218000 AN Standerd Howrs: B0z
NonStandard Howss  Dr00I00
MenPraductive Hows: 1:0%:53

Sears Time:
End Shift Time: 11155:00 P4

Equipment/ lob/Status Classification

Classification
[Fold aorons [Colaned] zooo|

[Bag wr Bar Ted 8c0q|

Bag Fw Shas 118 24000]

Adding Time
If adding time, modify the hours, minutes, and seconds accordingly for selected task. For example, if adding 5 minutes to
a task, the duration field should display 00:05:00.
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Modify the time by putting the
time in HH:MM:SS format.

EqupmeTask Lane Clexsficanon Dormrios HHiMV: B8 Dot Tarpet Cownn
Ed Task [Seez ~][Gdex ] [Sdea ~][ooemon | |
EgupmeraTask Lans Classifeation Drorgties HH:MM: 55 CoumsCoust Earmad Hours
| Edie Manwal Task [ Bulk Feld =2 ~1[E » | | Hand Fald - [
States Duarnsion: HHIMM S5
Edit Status Suluct v [oaweczon |
Faem AR |

Removing Time
When removing time, the process will be almost identical to adding time. However, a — (negative) sign needs to be
added to the field. As an example, if removing 5 minutes from a task, the duration field should display -00:05:00.

Egupmera Task Lane Clamsfcatan Durption MH WSS Count Target Courk
BTl [ ] [t ] et “ooeenn | [ J0 ]

Equipmuss Task Lana Classfeanan Duratis HH{WUM:SS CoustCoust Eimid Houws
Edit Marrusl Taak [ Buk Foid =2 ~|[E | [Hand Faid - R

Staoes Crormaiom HHMMIES . . . .
s (orens <] [oaiseoo | Modlfy the time by putting th.e time
= in HH:MM:SS format and adding a -

(negative sign) if removing time.

e You will not be able to change time on any Bar Code Classification.

After all of the time/count changes have been made, click Save All. The changes will automatically adjust the proper
records.

EqupmersTask Lane Clpssficanon Drurwmion M MW S Copums Target Couwn
Edi: Task [Seec w[Gdexr v ][s5den ] [oamo0 | |

Egupmeny Task Larea Clisaifcation Drratiesn HH:MM: 55 CoumeCoust Eamid Howrw
| Edie Mursl Tk [Bulk Foid #2 v[E | [Hand Fad ~ | [o10e-00_| i

State Darprioe HHMM 5

N el i v [oaoon | Select Save All to save
all changes
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Modifying Counts for Bar Code Scan Tasks S plndle

Updating Counts for bar code scan tasks is the same as editing counts for manual tasks with one exception. When
editing counts for bar code scans you cannot add counts to the classification where the user was logged in to perform
the bar code scanning task. The count can be added or removed from the bar code classification located below the task
once the down arrow is clicked by clicking the edit button found to the left of the bar code classification name.

Note: If there are no classifications visible, this means that an employee did not enter any counts or scans for any manual tasks while in that
lane. In this instance, you will have to manually populate the fields in the lower portion of RCTE.

@ Retrospective Count/Time Editing System LOGOUT
spindle

Home => Retrospective Count/Time Editing System

[ | B —— ] tinars [ e e U] Stfacsivn Dace: [EEEEREE ] [ |

Torad Howrs: S1TLT
Soars Time: 120000 AM Standerd Howrs: B2
End Shift Time: 1135:00 P4

Equipment/ Job/Status Classification

Task (Systen)

g F Shap 18538

Adding Time

To add a count, enter the number of what should be added. For example, an employee accidentally missed 100 pieces,
enter 100.

EgquipmercTask Lana Classificadon Derasion HHiIMM: 55 Couee Targst Count
Ecie Taske [Seimct w|[Selez v |[Selnz w | [o0m0-00_| | |
Equipmies Task Lane Classficanon Douramion HHIMMISS CouncCouns Eamiasd Hours
Edi Manual Ttk | Shigping - M =1 v][z ~ | [Paly Bag Gamams |
Pr— e ————
FO% P Lot ] [omoonn_| Enter the count in the count field
Saia Al |

to add counts to the user.

Removing Time

To remove a count, enter the negative number of what should be removed. For example, an employee accidentally
logged 1,000 pieces instead of 100, enter -900.

EqupmentTesk Lane Clexsficaban Drormioe HH MM 55 Count

Target Covrn
Edie Taske Sdas M EEE T ~[o0:00:00 | [
Eguipmisrai Task Lans Classifcation Droraiess HH:MM: 55 CooseCouse Esarmid Howr
Eci Maral Task [ Bhigping - Misc =1 ~][3 | [Paly Bag Garmams ~ | [paiags00 -b:H—.-li
Status Drorpsion HHIMM 5
Ed# Statun | Gefect o | | 000800 .
" Enter the count with a -
Save Al |

(negative sign) in the count field
to remove counts from the user.

e You will not be able to change Counts on the Classification where the user was logged in for Barcode Tasks

After all of the count changes have been made, click Save All. The changes will automatically adjust the proper records.

EqupmentTesk Lane Clexsficaban Drormrion HHi MM 55 Count Target Couvnt
Edie Taske Sdas M EEE T ~[oaine:00 | [ ;
EguipmertiTask Lana Claxification Droraties HH: MM S5 Cooselousn Eirmid Howw
Eci Maral Task [ Bhigping - Misc =1 ~][3 | [Paly Bag Garmams ~ | [paiags00 100 [Frey
Status Drorpsion HHIMM 5
i et ]| Select Save All to
save all changes
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Automated Task — A task where the counts are obtained electronically. The types of these counts would be but not
limited to, a pushbutton, counter, end cycle, or database share.

Glossary

Barcode Task — A task where the counts are accumulated from Spindle Barcode Label Scans.

Barcode Classification — The classification scanned from the barcode classification sheet prior to scanning Spindle
Barcode Label. This is the typically used for Hand or Bulk fold tasks.

Discounted Earned Hours — Should the user have a discount percentage, the earned hours for the manual task will be
reduced by the amount set for the user in Spindle Admin. The adjusted target is listed here.

Discounted Target Count — Should the user have a discount percentage, the target count on the classification will be
reduced by the amount set for the user in Spindle Admin. The adjusted target is listed here.

Earned Hours — Manual classifications counts are calculated as earned time. Time is calculated by the target per hour.
For example, if the target is 100, each count would be the equivalent of 36 seconds of earned time. If a count of 100 was
entered (100% of the target), the operator would be credited 1 hour of earned time.

Manual Task — A task where the counts receive earned hours. Most of the time, these counts are entered manually at
the login station using a keypad or scanned using a barcode scanner. These counts can also be entered manually in RCTE.

RCTE — Retrospective Time Count Editing System. This is the area in Spindle Admin where counts and/or time can be
adjusted.
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