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Labour Proficiency 
 

Setting Up Labour Proficiency 
 

Set Up 
A specific labour rate may be set up for recording labour adjustments.  Any hours booked 
to jobs that cannot be charged to the customer may be adjusted using this rate.  The 
Labour Proficiency Report is printed to show a  “Proficiency percentage” for each 
Engineer based on hours worked against hours charged/booked. 
 

Labour Rates Descriptions 
(System Management, Wholegoods/Workshop)  
 
Add description for the rate to be used for adjustments, e.g. rate 12. 

 

 
 
 

Company Control File 
(System Management, Company Control Files, Workshop tab, General) 
 
Set the Labour Rate for Negative Hours. 
Enter the labour rate to be used for recording negative hours (adjustments), e.g. 12. 
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Using the Negative Labour Rate 
(Workshop Control, Workshop Entry) 
 
Where, for example, 8 hours labour has been booked to a job but only 7 hours can be 
invoiced to the customer, a negative line can be added using the rate set up. 
 

 



  

Fact Sheet 34 Rev0609 3 
 

Labour Proficiency 
 

 
Key Entry Fields  

 
 
Proficiency Report 
(Workshop Control, Labour Reports) 
 
The Proficiency Report can then be run to show the difference between “Hours Sold” i.e. 
total hours booked to the job and “Hours Taken”, which reflects any labour adjustments. 
 
This is used to calculate a Proficiency percentage. 
 
 
Options Tab 

 
 

Date Enter the date for the adjustment. 
 

Eng Enter the engineer number, the original engineer can be 
used or 999 Policy Adjustment. 
 

Rate Enter the labour rate, e.g. 12. 
 

Hours Enter the number of hours using a minus sign, e.g. –1.00 
 

Value Enter the value of labour to be adjusted using a minus 
sign, e.g. –30.00 
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Dates Tab 

 
 
 
Report based on 8.0 booked to job at rate 1 then -1.0 hour booked on rate 12 
 

 
 
  7.0 Hours Sold but 8.0 Hours Taken gives Proficiency of 87.5% 
 
 
Any positive hours added to workshop jobs using the labour rate for adjustments can 
increase the Proficiency over 100%.  For example, 9.0 hours sold 8.0 hours taken works 
out as 112.5% proficiency. 
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An Utilisation percentage is also printed which compares the engineers “Attended 
Hours” to the Hours booked on workshop jobs.  Attended hours may be set manually on 
the report criteria or recorded via either Time and Attendance or Keyfob Timesheets. 
 

 
 
Report based on 8.50 Attended Hours for Engineer John Skill 
 
 

 
 
 
 8.0 hours “Taken” with 8.5 Attended Hours gives Utilisation of 94.11% 
 
 
Where Attended Hours are in use this also affects the Proficiency percentage, which is 
then calculated as Hours Sold/Actual (Attended) Hours instead of Hours Sold/Hours 
Taken.  In this example the Proficiency is 82.35%. 
 
 
 


