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Introduction

The employee time clock and Web-based software is a system that integrates with your computer through
your Web browser. It isimportant to understand and familiarize yourself with how this system works so
that you can set it up quickly and easily. Y our system includes the following features:

The employee time clock and Web browser (your computer) are directly linked after you log in.

Important alerts will appear on the Home page. Alert rules and preferences can be established in the
Alerts Setup portion of the program. Employee activity can be monitored in rea-time.

Real-time editing is accomplished through links on your report screens and from the main tool bar.

If you place your mouse cursor over an editable link, your mouse cursor will turn into a pointing
finger and the link will be underlined. Simply click on the link to bring up a new window or to make
aselection. Datais edited directly from your report screens and updated immediately in the
employee time clock.

The system is compatible with all operating systems if an ethernet based connection isused. If a
USB or serial port connection is used, drivers are installed that are only compatible with Windows
XP or later versions of Windows.

The employee time clock contains a built in proximity badge reader. Badges can be purchased and
assigned to employees. This allows employees to enter their original 1D number on the keypad or
swipe an assigned badge to clock IN and OUT.

Enhanced, consecutive day overtime rules are provided for employers that cal culate consecutive day
overtime. Thisis aso referred to as " California Overtime”.

Optional upgrades can be purchased and easily added to your system that will provide many
important and convenient features. See the Appendix for more details.

The basic system is preprogrammed with 25 employee ID numbers. Employees can immediately
start punching IN and OUT after the clock is powered on. But in order to get detailed and
meaningful reports, it is required that you set up your employee time clock preferences and
employee preferences first.

TO PLACE AN ORDER CALL: 866-487-4751
OR VISIT: WWW.TIMECLOCKEXPERTS.COM
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The Home page displays important alerts and reminders regarding your employees and software

configuration.

The main tool bar at the top of the Home page provides links to different software configuration

options.

The Current Alertslist displays important system alerts or aerts that you have setup in the
program and the time and date they occurred.

Click on the aert link inthe ALERT/TASK list to view details on the alert. Select the IGNORE
check box to hide the alert. Click on the Show All link to display hidden aerts. Click on the Sort By
link to sort aerts by date or ID#.

When setting up the system for the first time, it isimportant to print and read this user guide. Also,
make sure you register your product.
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NOTE: Before attempting to run reportsfor thefirst time, follow the Preference set up stepsthat
follow. To print thisuser guide, select the Filé\Print option from your Web browser window.
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PART I: Setting Up Your System

Step 1: Setting up your Preferences

Pay Tab:

Fay Funch Dvice Alerts Lzar

Payroll Preferences - From the Home page, go to the Prefer ences section by clicking on the Setup
Your Pay Period link in the Alert/Task list or select Prefer ences from the Settingsicon on the
main tool bar.

Pay Period Type - From the drop-down window, select your pay period type. The choices are
weekly, bi-weekly, semi-monthly, and monthly.

If you select semi-monthly, two additional date windows will appear. Manually enter the two
days your pay periods will start during the month. In this example, the dates are set to the 1st
and the 15th. Enter the corresponding datesin the Last, This, and Next Pay Start windows. An
example is shown below. Y ou cannot enter a date past the 28th for a semi- monthly starting

date.

PAYROLL PREFERENCES
Fay Period Type m
Start Semi-Manthly on | 1
and an | 15

Last Pay Start ! 0aM 5407
This Pay Start I 09401407
Mext Pay Start ] 09415407

Last Pay Start - Single-click in the date window to bring up the Date Picker calendar.

Tip: Use the Date Picker to graphically enter dates.

[<<[ < | IClose]

0 Usethe << >> arrows to select the
January 2007

year.
0 Usethe<>arrowstoscroll tothe ~ Sun Mon Tue Wed Thu Fri Sat
previous or next month, respectively. 23 4 58 8
o Click ontheday of themonthinthe 7 & g 10 11 12 13
calendar. 14 15 16 17 18 19 20

0 Clickon[Closg] tohidethecalendar. 21 22 23 24 25 2 2
28 29 30 3
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ThisPay Start - Repeat the previous step and enter the correct starting date for this pay
period. The system will advance pay periods automatically. Y ou should not have to change
any dates once they have been established.

Next Pay Start - Repeat the previous step and enter the correct starting date for the next pay
period.

Day Start - Enter the day change time. Use the format h:mma/p. For example, enter 2:00a for
2:00am. Thisisthe physical day start used for reports. In general, simply leave the entry at
default - 12:00a. Let’s say you have set the day strt to 7:00a and an employee clocks IN at
6:45am on August 27th. The IN and OUT punch will appear on areport for the time period
through August 26th but will be time stamped as occurring on August 27th.

Tip: Usethe Time Picker arrows to adjust time for any time fieldsin the program.
l 10742 4

Week Start - Using the drop-down window, select the day your payroll week starts. Weekly
overtime and weekly reports will be calculated starting on this day.

Overtime Preferences - Select overtime rules for your company.

Day OT1 After - Enter the number of hoursin aday that must be worked before Overtime 1
is caculated. Overtime 1 is automatically calculated at "time-and-a-half" (hours are multiplied
by 1.5). Enter "99" if you don’t pay daily overtime

Week OT1 After - Enter the number of hoursin aweek that must be worked before Overtime
liscalculated. Enter "99" if you don’t pay weekly overtime.

Consecutive Day OT - Leave this setting on "No" in the drop-down window unless your state
requires consecutive day overtime calculations. For example, Californiais one state that
requires this setting. Enhanced overtime and consecutive day overtime features are available
as an upgrade. See the Rules Pack upgrade section of the Appendix for details.

Punch Tab:

Fay Funch Device Alerts User

Punch Preferences - Select the Punch tab to enter your punch and rounding rules.

Rounding Type - Select the rounding rule in the drop-down window used by your company.
Choices are None, 15 minute, 15 minute slant, and 10th hour. Select None if you want to
calculate to the exact minute when your employees are punching IN and OUT. Go to the
Appendix to review details on different rounding options and examples.

Automatic Punches become N at - Enter the number of hours that must pass before the next
automatic punch automatically becomes an IN punch. Thisis convenient if the employee has
forgotten to punch OUT the day before. Automatic punch entry is aso known as" Swipe and
Go" . The employee time clock will record every punch as an IN punch. Every other punch
will be calculated as an IN punch by the program and on your reports. This setting does not
affect validated and non-validated punches.
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Flag edits on Reports - Check this box if you want punch edits to be flagged with an "E" on
reports.

Reject Like Puncheswithin - If an employee accidentally tries to enter the same type of
punch at the clock within the minutes specified, the second punch will be ignored.

Device Tab:

Fay Funch Device Alerts Liser

Device Preferences - Select the Device tab in the Pr efer ences window to configure the employee
time clock and default report rules.

System Information - Important information such as your Database Version, Software
Version, and employee time clock Serial Number will appear at the top of this section.

Supervisor Code - To secure your employee time clock, enter a unique 6-digit security code.
This code is needed when accessing Supervisor M ode on the employee time clock. The
default supervisor codeis"00 00 00".

Lock Keypad - Select this check box to prevent keypad entry of PIN humbersto punch IN
and OUT at the employee time clock. Thiswill allow employees only to scan badges at the
employee time clock. See the Appendix for proximity badge upgrade options.

Use Daylight Savings - Select this check box if you want the clock to automatically move the
time ahead or back for daylight savings.

Default Attendance Report To - From the drop-down window, select the default time frame
to view when you open the Attendance Report screen.

Default TimeCard Report To - From the drop-down window, select the default time frame
to view when you open the TimeCard Report screen.

Refresh Home Page - Enter in minutes, how often the alerts on the Home Page should be
refreshed. If the system seems to be running slowly, enter alarger number for the refresh time.

Alerts Tab:

Fay FPunch Dlevice Alerts Lisar

Alert Preferences: Select the Alertstab in the Prefer ences window to setup the aert notices
displayed on the Home page.

NOTE: Alertswill not immediately update on the Home Page. The Home page will be updated
based on your time setting for the " Check Alerts Every" option described below.

Alert Low Hoursat - If an employee works a shift that is less than the hours specified, an
alert will be generated. Enter "0" to disable the dert.

http://192.168.2.44/hel p/tutorial .html 10/29/2007
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Alert High Hoursat - If an employee works a shift that is more than the hours specified, an
alert will be generated. Enter "99" to disable the dert.

Alert Maximum Time at - Thisis the maximum time for which a punch pair will be
allocated. For example, if you enter 24", any employee that forgets to punch OUT the day
before or that has a shift duration of more than a day will have a maximum of only 24 hours
assigned to the punch pair, and an alert will be generated.

Alert Day Overtime OT at - Thisis used in combination with the Day OT 1 established in
Overtime Preferences. If you have Day OT1 set to 8 hoursand Alert Day Overtime OT set
to 2 hours, an aert will be posted to the Home page when the employee reaches 8-2 = 6 hours
worked for the day.

Alert Week Overtime OT at - Thisis used in combination with the Week OT 1 established
in Overtime Preferences. If you have Week OT 1 set to 40 hours and Alert Week Overtime
OT set to 8 hours, an aert will be posted to the Home page when the employee reaches 40-8

= 32 hours worked for the week.

Check Alerts Every - Enter the time in minutes. New aerts will be checked and posted to the
Home page based on the time entered. If the system seems to be running slowly, enter alarger
number in this window.

Update Employee Hour s Every - Enter in minutes how often punch information from the
employee time clock is updated on your report screen. If the system seems to be running
sowly, enter alarger number in this window.

NOTE: Make sureyou click the Submit buttonsto save your changes and Submit |
immediately update your clock’s database.

User Tab:

User Field Preferences - Thisis an optional upgrade. See the Appendix for details.

TO PLACE AN ORDER CALL: 866-487-4751
OR VISIT: WWW.TIMECLOCKEXPERTS.COM
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Step 2: Setting up your Employees

ROSTER REPORT | ]|

Setup Employees: From the Home page, go to the Roster Report by clicking on the Setup your
Employees link in the Alert/Task list or select Roster Report from the Reportsicon on the main tool bar.
Refer to the Viewing and Running Reports, Roster Report section of this manual for detailed
information on overtime calculations on this screen.

. : ; : 023- Employee 023
NOTE: Each employeelisted in the Roster reportisaWeb 0B7-_Ernployes 067

link. Click on the employee nameto display and modify 101-_Employee 101
information for this employee. 145 Employee 145

Edit an Employee - Follow the instructions below to set up your employees properly in the Edit an
Employee screen.

First Name - Enter the first name of the employee.

Middle Initial- Enter the middleinitial of the employee.

L ast Name - Enter the last name of the employee.

Display Name - Enter how you want the name to display on the employee time clock.
Address - Enter Address/contact information in this window.

PIN/Badges - Displays the employee ID number used by the employee at the employee time
clock.

Active - All employees default to an active status. Deselect this check box to make the
employee inactive and to remove their name from the Roster Report . Thiswill also remove
the employee ID number from the employee drop-down window in the Add a New Punch
screen and any other drop-down window that lists employees.

Wage - Enter an employee wage if you would like wages calculated on your reports.

Entry Method - Thisisimportant. This determines the procedure for punching IN and OUT
by the employee at the employee time clock. Select the desired method from the drop-down
window.

NOTE: Refer to the Employee Time Clock section in the Appendix for employee
time clock options and specific instructions on using the employee time clock by
manager s and employees

Validated - IN and OUT will display under the employee’ s name at the employee time

clock. The employeeis required to choose the correct button at that time - either IN or
OUT. If IN isblinking on the display, the employeeis required to punch IN. If OUT is
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blinking on the display, the employee is required to punch OUT. For example, if an
employee forgot to clock OUT the day before, they will have to punch OUT and then
punch IN for the current shift. The punch information can be edited in the software so
that the proper OUT time and date is recorded for your reports.

Non Validated - IN and OUT will display under the employee’s name at the employee
time clock. The employee is required to choose the correct button at that time - either
IN or OUT. Either entry will be accepted by the employee time clock.

Automatic - Thisisaso known as" Swipe and Go" . After the employee enters their
ID number, the display on the employee time clock shows the employee name and the
message "Entry Recorded”. The employeeis not alowed to make any other selections
at the employee time clock. This provides a simple and quick method for the employee
at the employee time clock. The employee time clock records every punch asan IN
punch. Every "other" punch is considered an IN punch by the program. Y ou cannot
make any lunch override or hours adjustments to these type of punches. Seethe Add a
New Punch section for details.

Lunch Enabled - Select this check box to deduct alunch. The deducted time for lunchis
setup in the Lunch Length window. Lunch Enabled is usually used if the employees DO
NOT manually punch OUT for lunch.

Lunch At - Enter the number of hours the employee is required to work before the lunch
period is automatically deducted from the employee’s shift for the day.

Lunch Length - Enter the amount of time in minutes to deduct for lunch.

Purge Punches - Click on the Delete all punches for this employee link to delete all punches
for the employee. You will get afinal dialog box to approve the deletion of punches. Click
OK to delete the employee’ s punches from the employee time clock, or select Cancel to keep
the punches.

Step 3: Setting up Alerts

Enter Alert Setup: From the main tool bar, select Settings and Alert Setup.

Alert Setup - Follow the instructions below to set up alerts to be posted on the Home page.

NOTE: Todisablean alert, deselect the check box in the far left column. Thiswill prevent the
alert from being posted to the Home Page. Disablethe alertsthat you will not beusing. This
will speed up system performance. For each alert item thereisa drop-down window in the
Lifetime column. If an alert is posted to the Home page, it will be automatically removed
based on the Lifetime (time duration) you have chosen on this screen.

TO PLACE AN ORDER CALL: 866-487-4751
OR VISIT: WWW.TIMECLOCKEXPERTS.COM
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DESCRIPTION LIFETIME

High Hours m

Low Hours m

Maximum Hours m

Approaching Daily Cwerdime m
Approaching Yeekly Cvartime m
Check for Updates m

Backup Reminder m

Funch Motify m

AT AAAE

High Hours- An alert will be posted if the " Alert High Hours" has been reached. These
hours were established in the Settings\Pr efer ences\Alerts tab in the previous section of the
user guide.

Low Hours- An alert will be posted if the " Alert Low Hours' has not been reached. These
hours were established in the Settings\Pr efer ences\Alerts tab.

Maximum Hours- An alert will be posted if the " Alert Maximum Time" has been reached.
These hours were established in the Settings\Pr efer ences\Alerts tab.

Approaching Daily Overtime - An alert will be posted if the " Alert Day Overtime" has
been reached. These hours were established in the Settings\Pr efer ences\Alerts tab.

Approaching Weekly Overtime - An alert will be posted if the " Alert Week Overtime" has
been reached. These hours were established in the Settings\Pr efer ences\Alerts tab.

Check for Updates - Thiswill post areminder to the Home page to check for new updates.

Backup Reminder - Thiswill post an aert to the Home page to remind you to backup your
data.

Punch Notify - Thiswill post an alert to the Home page when employees punch IN our OUT.

TO PLACE AN ORDER CALL: 866-487-4751
OR VISIT: WWW.TIMECLOCKEXPERTS.COM
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PART II: Managing Your System

Viewing and Running Reports

Select areport option: From the main tool bar, select the Reportsicon and the report to view or edit.

REPORTS

NOTE: Punch information will update based on the time setting entered for " Update Employee
HoursEvery" in Settings\Preferences\Alert Preferences. Select the Refresh link at the top of the
report screen to view punch information that may have been updated.

From: 07/23/07 To: 07/30/07 - Add Punch 4+—— 1
DATE TIME IN TIME OUT
0¢:23.07 hon  05:00 am Add Punch #———— 2
072407 Tue. 0B:00am E flon  02:00 prm
3

Add Punch: From the Attendance or TimeCard Report screen, click on the Add Punch link at the top of
the report. See "1" in the illustration above.

Employee - Select the employee to receive the added punch in the drop-down window. The
employee will not appear in thelist if they have been set to inactive in the Edit an Employee
screen.

Type - Select the type of punch.

IN - Create an IN punch.

OUT - Create an OUT punch

Automatic - Thiswill enter a punch opposite to the previous punch. The punch will become
an IN punch if the automatic punch duration time that was set up in punch preferences has
elapsed.

NOTE: When adding or editing an Automatic punch, change the punch type from

Automatic to OUT if you would like to edit lunch or adjustment hours. In other words,
you cannot do a lunch override or adjustment hour sto an automatic punch.

http://192.168.2.44/hel p/tutorial .html 10/29/2007
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Date - Use the Date Picker to choose the date.

Time - Typein the time for the punch in hh:mma/p format. For example, enter 07:00afor 7:00 am.
Use the Time Picker to select time also.

Lunch - If the punch typeis OUT, you will have the option to enter an additional lunch deduction
for the shift in the Lunch window.

ADJ - If the punch type is OUT, you will have the option to enter an additional time adjustment to
the shift. Y ou can enter positive or negative values to adust time for the shift. For example, let’s sy
you have setup daily overtime to accrue after 8 hours. The employee has worked 8 hours but you
want to give them 1 extra hour for coming in for that day. Enter 1.00 in the ADJwindow and click
the Submit button. Thiswill cause the employee to accrue overtime since 8 hours has all ready been
worked. The adjustment will be applied to OT1. The following will be posted to the report:

TIME IN TIME OUT LCH ADJ  HRS 5TD oT1
Tue 06:30aE Tue 02:30pE 1.00 8.00 §.00 1.00
9.00 8.00 1.00

Let’s say you have daily overtime set to accrue after 8 hours and an employee has worked 8.27 hours
for the shift. Y ou did not give the employee permission to work overtime, so .27 hours will be
deducted from the shift. Enter -.27 in the ADJ window and click the Submit button. Thiswill
subtract this amount from the total hours worked for the day. Thiswill adjust the time worked to 8
hours without any OT1 accrued. The following will be posted to the report:

TIME IN TIME OUT LCH ADJ HRS STD oT1
Tue 05305 E Tue 02:46p E -0:27 §.00 5.00

a.00 8.00 0.00

Adding a punch to complete a punch pair: Y ou may come across an IN or OUT punch on a certain day
that does not have a matching punch. To complete the punch pair, click on the Add Punch link on the
Report screen to bring up the Add a New Punch screen. Follow the steps described in the Add a New
Punch section to add a punch for the current employee. See"2" in theillustration at the beginning of this
section.

Edit a Punch: From the Attendance or TimeCard Report screen, click on the actual IN or OUT time
you want to edit. Each punch entry inthe Time IN and Time OUT columns of the report isalink. See"3"
in theillustration at the beginning of this section.

Follow the instructions in the Add Punch section to properly edit the time and properties for the
selected punch.

Flags - If an alert exception has occurred for an existing punch pair, there will be aflag code or
codes for the OUT punch in the Edit a Punch screen. Review the Exceptions description in the
Attendance Report section below.

NOTE: If you seean " E" next to apunch in thereport, thisindicates the punch was manually
edited in the software.

http://192.168.2.44/hel p/tutorial .html 10/29/2007
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Make sureyou click the Submit buttonsto save your changes and Submit
immediately update your clock’s database.

[
ATTEHNDANCE REPORT ?:

Attendance Report - View or edit attendance information for a chosen day or time period for all
employees. Refer to the illustration below.

From: 080707 Thru: 084307 &dd Mewe Punch Daily - Labor - Exceptions - Refresh
EMPLOYEE f' TIME IN TIMEOUT LCH | ADJ HRS STD 0T1
080707 I !

OB7-Empl 067 | Tue 07002  Tus O4:01p 9.02 &.00 1.02
101 -Ermpl 101 Tue 07002  Tue 04:01p 2 9.0z 5.00 1.02

Select atime period for thereport - Click on the date link at the top of the Report screen as
shown by "1" in the illustration above.

o Click onthetime period to display ~ * T°da¥ + festerday

on the report. - This WWeek - Last Week

o0 Enter adate or usethe Date Picker - This Pay Period - Last Pay Period
for a custom date range in the

From/Thru Window% From: [08/21/07 Thyy: [08/21/07

o Click on the Submit button after
entering custom dates.

L5 | Lol N‘;'-!.: I

Viewing additional details - Each item shown by "2" in the first illustration above isalink to
display additional information on the Report screen.

Daily - Click on this link to show total hours worked for each day. Thisis convenient if
the employee clocks IN and OUT multiple times during the day.

Labor - Click on thislink to view labor costsif you have entered employee wages.
Exceptions - Click on this option to view only punch exceptionsin the report. Click
again to bring back the original report.

H: An"H" in the exception column indicates the punch pair has reached the
Alert High Hour s established in Settings\Prefer ences\Alert Prefer ences.

L: An"L" in the exception column indicates the punch pair is below the Alert
Low Hours setup in Settings\Pr eferences\Alert Prefer ences.

M: An"M" in the exception column indicates the punch pair has reached the
Alert Maximum Time setup in Settings\Pr eferences\Alert Preferences.

O: An"Q" in the exception column indicates the punch pair has been updated
with a specific lunch deduction in the Edit a Punch screen.

Refresh - Click on this option to update the Attendance Report screen with any recent
punches from the employee time clock.

Editing employee infor mation - Simply click on the employee name in the Employee

column of the report to edit employee details. Refer to the " Edit an Employee” section
earlier in thismanual.
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Editing punch information - Simply click on an IN or OUT punch in the Time IN or
Time OUT column to edit the punch. Refer to the " Edit a Punch” section earlier in
thismanual. An "E" next to the punch indicates that the punch was edited.

NOTE: The program will report thetime elapsed sincethe IN punch occurred if
thereisno matching OUT punch. An exampleis shown below. Employee 701
clocked IN at 7:00am. The current time on the employeetime clock is 7:07am.
Thus .12 minutes have elapsed since the employee clocked IN. Hourswill continue
to accrue until the employee clocks OUT, the punch is edited, or the" Alert
Maximum Time at" value has been reached.

smith, J-Empl 701

DATE TIME IN TIME OUT LCH ADJ HRS SID
09/06/07 Thu 07002  Add Punch e ~_» 012 012
Totals: Y I 012  0.12

Adding a new punch - Click on the Add Punch link at the top of the report to create
new punch entries for an employee. Be sure to select the correct employee from the
drop-down window in the Add a New Punch screen.

Adding a punch to complete a punch pair: For example, you may come across an IN
or OUT punch on a certain day that does not have a matching punch. To complete the
punch pair, click on the Add Punch link on the Report screen to bring up the Add a
New Punch screen. Follow the steps described in the previous section to add a punch
for the current employee.

Viewing hourly totalsfor a specific day - Simply click on the date link in the
Employee column of the report. Click again to hide the information.

Printing Reports. Select the Print icon from the main tool bar to print
your report. Some browsersand computers may print differently
depending on the font size and margin settings. Thereport may print

to adjust print margins.

TIMECARD REPDRT [ M

Timecard Report - View or edit timecard information for a chosen day or time period for a selected
employee or all employees.

NOTE: Theprocedurefor viewing and editing Timecard reportsisthe sameasit isfor the
Attendance report except for a couple of additional items. Pleaserefer to theinstructions and
detailsin the previous section also.

Frome 0800707 Thru: 082007 Adc Mewy Punch Sumimary - Signature - Daily - Labor - Exceptions - Refresh

0BT _Empl 08T

DATE / TIMEIN TIME OUT LCH 7 anl HRS ST0 0T 012
NNy 07 £ Tue O700a Tue 04070 a0l .00 102
050807 ] hed 0702 Wed 04:02p 2 9.00 .00 100
og0907 Thuy  OF02a Thu 05040 10.03 4.00 203
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Select atime period for thereport - Click on the date link at the top of the Timecard
Report screen as shown by "1" in the illustration above. In the date selection window shown
below, click on the pay period link for the time period you would like to view or enter custom
date ranges in the From\Thru date windows.

Select an employee - For the Timecard report, you have the additional option of choosing a
specific employee, or ALL employees, to view in the report. Remember to select the Submit
button to save your selection.

* Today * Yesterday
* This WWeek * Last Week
* Thig Fay Period * Last Pay Period

From: !EIB.-"E'I 07 Thru: ;DEI,.-'D3,.-'|:|?
Ermployes: [023Empl 023 =]

-Submi i Cancel I
[+

Export - Click on the Export link at the top of the report to save the report in comma-
delimited (CSV) format. Click the Save button in the File Download window, choose a name
for the file and alocation to save the file. The CSV file can be opened in atext editor or Excel
for editing.

Viewing additional details - Each item shown by "2" inillustration above isalink to display
additional information on the Report screen.

Summary - Click on this option to display only the hourly totals for each employee for
the pay period. The individual punch hourswill be hidden.

Signatures - Click on this option to display an employee signature line. When you print
out time cards, this line will appear on the time card.

Daily - Click on this option to show total hours worked for each day. Thisis convenient
if the employee clocks IN and OUT multiple times during the day.

Labor - Click on this option to view labor costsif you have entered employee wages.
Exceptions - Click on this option to view only punch exceptionsin the report.

H: An"H" in the exception column indicates the punch pair has reached
the Alert High Hour s established in Settings\Pr eferences\Alert
Preferences.

L: An"L" in the exception column indicates the punch pair is below the
Alert Low Hour s established in Settings\Pr eferences\Alert Preferences.
M: An"M" in the exception column indicates the punch pair has reached
the Alert Maximum Time established in Settings\Pr eferences\Alert
Preferences.

O: An"O" in the exception column indicates the punch pair has been
updated with a specific lunch deduction in the Edit a Punch screen.

Refresh - Click on this option to update the Timecard Report screen with recent
punches from the employee time clock.

Editing employee infor mation - Simply click on the employee name in the report to
edit employee details. Refer to the " Edit an Employee" section earlier in this manual.
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Editing punch information - Simply click on an IN or OUT punchinthe TimeIN or
Time OUT column to edit the punch. Refer to the " Edit a Punch” section earlier in
this manual. An "E" next to the punch indicates that the punch has been edited.

NOTE: The program will keep track of thetime elapsed sincethe IN punch
occurred if thereisno matching OUT punch in that samerow.

Adding a new punch - Click on the Add Punch link at the top of the report to create
new punch entries for the employee. Be sure to select the correct employee from the
drop-down window in the Add a New Punch screen.

Adding a punch to complete a punch pair: You may come acrossan IN or OUT
punch on a certain day that does not have a matching punch. To complete the punch
pair, click on the Add Punch link on the Report screen to bring up the Add a New
Punch screen. Follow the steps described above to add a punch for the current
employee.

Viewing hourly totalsfor a specific day - Simply click on the date link in the Date
column of the report. Click again to hide the information.

Printing Reports: Select the Print icon from the main tool bar to print
your report. Some browsers and computers may print differently
depending on the font size and margin settings. Thereport may print

to adjust print margins.

NOTE: Each employeetime card will print on a separ ate sheet of paper when
batch printing " all" employees.

ROSTER REPORT | |

Roster Report - View and edit employee information. The basic system comes with 25
preprogrammed employee ID numbers.

ROSTER REPORT

Details - Show All

Time Remaining Before Overtime

Employee Daily Weekly Consecutive Days
023-Emp 023 E.25 3305 5
067-Empl OB7 g.00 40.00 7
101-Ermnl 101 g.00 40.00 7

Edit employee information - In the Roster Report screen, click on the employee name or
number in the Employee column. Thiswill bring up the Edit an Employee screen. Please
refer to the " Edit an Employee” section earlier in this manual for details on editing
employees.

View employee details - Click on the Details link at the top of the Roster Report screen to
view or print details for all employees at once.

Viewing I nactive Employees - If an employee is not marked as active in the Edit an
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Employee screen, they will not show on the Roster Report. Select the Show All link at the top
of the report to view all employees, active or inactive.

Time Remaining Before Overtime - The Daily column will display the number of hours |eft
in the day before the employee will start earning daily overtime. The default value for daily
overtime is established in the Day OT1 After window in the Settings\Pr efer ences\Pay tab
section of the program. The time remaining before overtime will decrease through the day
until the employee punches OUT or the value reaches 0. Overtime is accumulating when O is
reached.

Time Remaining Before Overtime - The Weekly column will display the number of hours
left in the week before the employee will start earning weekly overtime. The default value for
weekly overtimeis established in the Week OT1 After window in the

Settings\Pr efer ences\Pay tab section of the program. The time remaining before overtime
will decrease through the week until the value reaches 0. Overtime is accumulating when O is
reached.

Time Remaining Before Overtime - The Consecutive Days column will display the number
of days left in the work week before the employee will start earning consecutive day overtime.
The default value for consecutive day overtime is established in the Consecutive Day OT
window in the Settings\Pr efer ences\Pay tab section of the program. If Consecutive Day OT
isset to NO, this column will be blank.

Printing Reports: Select the Print icon from the main tool bar to print a

list of your employees. Employee detailswill also print on thereport if

they are madevisiblein the Roster Report screen. Some browsersand
computers may print differently depending on thefont sizeand margin =~ 5
settings. The report may print better using narrower margins. Check
your browser’sprint preferencesto adjust print margins.

TO PLACE AN ORDER CALL: 866-487-4751
OR VISIT: WWW.TIMECLOCKEXPERTS.COM
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Backup and Restoring Data

SAVE TO BACKUP FILE

Creating a Backup: From the main tool bar, select the Filesicon and then the Save to Backup File
option from the drop-down menu. Click the Submit button in the Save to Backup File screen. Thiswill
create a backup (current copy) of your database and it will be saved to alocation on your computer.

Saving afile - Click the Save button in the File Download window when it appears.

File Download Bl x|

,.‘? S files can harn pour computer. [Fthe file information bela
> loaks suzpicios, o yail do ot fally trust the saurce, donot open ar
zawe thiz file.
File name: - icon-2007-08-15.db
File type:
From: 192 1682109

YWwiolldyou like to open the filsd save it to pour computer?

Hpen Cancel Mire Info

¥ Always ask betore opening iz peaf fils

TO PLACE AN ORDER CALL: 866-487-4751
OR VISIT: WWW.TIMECLOCKEXPERTS.COM

http://192.168.2.44/hel p/tutorial .html 10/29/2007



Product User Guide Page 20 of 40

saveas 21x
Sane in; Ia Irmagesz_backup j o I-:jg -

. File name: Iiu:u:un-2EIEI?-EIB-1 H.db j Save I
il Save az type: I_dl:. Document d Cancel |

1. A filenameisautomatically assigned for you. The file name includes the current date for easy
reference. For example, atypical file name might be icon-2007-08-15.db. If you prefer a different
file name, enter this name in the File name window.

2. Browseto the directory to save the filein the Save in window.

3. Click the Save button to save the file. The current data from the clock is transferred and saved to a
file on your computer. After the download is complete click on the Close button.

Removing Old Data - At this point, you have the option to remove older punches from the
employee time clock. Y ou can remove any data prior to the previous pay period. Y ou cannot
remove the current or last pay period punches from the clock. Press the Cancel button if you do
NOT want to remove any information from the clock. Else, enter a date in the Delete Punches
window and click Submit to purge the clock of prior punches. Removing data periodically will help
improve system performance.

RESTORE BACKUP FILE [ &

WARNING: Restoring a backup filewill OVERWRITE the current data on the clock. Create a
CURRENT backup of your data before attempting to restore and view " historical” data.

Restoring a Backup: From the main tool bar, select the Filesicon and then the Restore Backup File
option from the drop-down menu.

Current Password - Enter your system password.

Upload file - Click the Browse button and browse to the location of your backup file. Select the file
in the Choose File window and click the Open button.
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Choose file N '_ _ﬂﬂ
L ook in: Ia Teszsting_backup_files j dem I'j‘: v

@ icon-2007-08-13_20emp_100punch.db
@ icon-2007-08-14_10emp_S0punch.db
] icon-2007-08-17.db

| =Hlicon-2007-08-24_v1699,db

_ File name: Iiu:u:un-EEIEI?-EIB-Ed_ﬂ £39.db j Open I
i Files af type; I,-'l'-.ll Filez [*.7] ﬂ Cancel |

%

Restore the Backup - Click the Submit button in the Restore Backup File screen to restore the
backup file. A warning message will display reminding you that your current data will be
overwritten at the employee time clock. Click the OK button to continue.

NOTE: It may take several minutesto restore a backup file especially if you areusing a USB
or serial port connection. The employee time clock will display a" Please Wait" and then a

" Performing Restore" message. After the restoreis complete, you will berequired to log back
into the softwar e to view the backup information.

Please wait while processing...
USB and Serial Port connections
may take up to 15 minutes to
complete this process.

UPDATE SOFTWARE

Updating your softwar e: Occasionally, new updates will be available or needed for your employee time
clock system. The system automatically alerts you to check for updates unless you have changed this
preference in Settings\Alerts Setup. First, download the update from www.icontime.com. To do a system
update, select the Filesicon and System Update from the main tool bar.

Current Password - Enter your current system password.

Upload File - Browse to the location of the update file. Click the Submit button.

NOTE: Thefollowing message box will appear. Please be patient. The upgrade may take
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awhileto complete.

Please wait while processing...
USE and Serial Port connections
may take up to 13 minutes to
complete this process.

Printing Reports and Screens

Printing: Select the Print icon from the main tool bar to print the

current report or pagethat isdisplayed in your Web browser. Some

browsers and computers may print differently depending on the font

size and margin settings. Thereport may 