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Chapter 1 — Introduction

This Manual Covers
e Installing TimeKron and importing information from other database programs
e  Setting and maintaining timekeeping policy
e Maintaining individual, department project and job records
e  Basic operation - recording punches, time sheets and notes
e  Producing reports
e  Utilities

e  Trouble shooting

Installation and Setup

For system requirements and installation instructions see Chapter 2 — Installation and Setup.

Background Information

To set up departments, project, and jobs, see Chapter 3 — Getting Started. To customize employee policies which cover
areas such as overtime, punch rounding and other punch options, see Chapter 11 — Employee Policies.

Basic Operation

To learn how to perform the most frequently used TimeKron functions, Chapters 4-10 demonstrate how to keep routine
timekeeping records for each employee. Chapters 12-14 cover additional tools which can help track timekeeping.

Reports

To see samples of the reports TimeKron can generate, see Chapter 16 — Reports.
Utilities
To review TimeKron Utilities, see Chapter 17 - Utilities

Trouble Shooting

For fast help with common problems, see Chapter 18 — Trouble Shooting.

A Windows® Program

TimeKron runs under the Microsoft Windows® Operating System. This manual assumes that you know how to perform
routine mouse and keyboard operations in this environment.



TimeKron User Manual

10

Conventions Used in this Manual

In this manual, we put [square brackets] around keyboard keys you must press, such as function keys [F1], the [Tab]
key, the [Enter] or [Return] keys. Prompts (messages and labels TimeKron displays on screen) are shown with this
typeface. Information you enter into data fields is shown with /s typeface.
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Chapter 2 — Installation and Setup

This chapter familiarizes you with the minimum and recommended system requirements necessary to run TimeKron.

The Installation Procedure is covered in detail. It leads you through the basic install steps and then follows with advanced
setup procedures. If you have questions concerning the installation or setup, do not hesitate to call Software Techniques'’
Customer Support.

System Requirements

With your purchase of TimeKron, your license defines a maximum number of employees. Minimum system requirements
are fine if you have 100 or fewer employees. As the number of users grows, processing speed slows and you may wish to
increase processor speed and/or memory size to recommended levels.

Resource Minimum Recommended

Hard Drive 30 Megabytes (MB) 60 MB

(local and network)

RAM 128 MB 256 MB

Processor Pentium Pentium

Processor Speed 1.2 GHz 1.8GHz

Operating System Windows 2000 Windows XP
Database Server MS SQL Server 7.0 MS SQL Server 2000

(SQL version only)

Browser IE 6.0 SP1 or greater IE 6.0 with latest SP

Installation Procedure

1. Make sure that your system meets or exceeds the minimum TimeKron System
Requirements.

2. Insert the TimeKron CD into the CD-ROM drive.

3. If your system has the Auto Run feature set on, skip to Step 6. Otherwise, click the
Microsoft Windows® B8t con,

4. Click Run and the following screen will appear.

ﬂ Type the name of & progrom, folder, documert, o
vl Wr

geen: [dieatip.ece =]

I T |
Run Startup
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5. In the Run dialog Command Line box, type d:\startup.exe and click OK. If your
CD-ROM has a different letter than “d”, substitute that letter for “d”. For example,

e:\startup.exe. The following screen will appear.
& TimeKron Startup E\

TIMEKron

Install TimeKron

View Installation Instructions

Close

6. You may now install TimeKron. Click Install TimeKron.

The following screen will appear.

12 Thmetran 11501 Serves - Instaifshield Wizasd 3]
Wielcome to the InstaRsuki Wizard for
Timekiron TS0 Server

P Itk wiard ool sl Trsssis /300 Sarver
or o et Te contue, cie et

NG The crip i ettty Gt o et
Famationa bestes

o] [ cwen ]

7. Click Next to continue. The following screen will appear.

1% TimeKron T/SQL Server - InstaliShield Wizard

Customer Information

Please enter your information,

User Mame:
e Smith

Orgarizati

Install this application for:

() Anyane wha uses this computer (al users)
() only For me ( Jog Smith)

[ cpack [ wewts> [ concel |

8. Enter Customer Information. Click Next to continue and the following screen will appear.
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i TimeKron T/SQL Server - InstallShield Wizard

Destination Folder
Click Mext ta instal to this folder, or click Change ko instal bo a different folder <
G Install TimeKron T/SQL Server to:
C:\Program Fles!SoftwareTech| TSOLY
[ eBack | mexts> J[ cancal |

The Destination
Installing to the

The above screen will allow you to change the destination folder.
Folder is the folder where the TimeKron software will be installed.
default folder is recommended.

Note - The Destination Folder is where the software program is loaded. This will be different than your
Common Directory (discussed later in the Startup section of this chapter). Also, the installation directory
is not usually located on the same disk or computer where your main Data is located. The software works
best when installed directly on the client, to take full advantage of the nature of C/S architecture.

After selecting an installation directory, click Next to continue the installation. The following
screen will appear.

i TimeKron T/SQL Server, - InstaliShield Wizard

Ready to Install the Program !
The wizard is ready to begin installation. il

TF you wank bo review or change any of your installation settings, click Back. Click Cancel ta
exit the wizard.

Current Settings:

Setup Type:

Destination Foldsr:

Ci\Program Files\SoftwareTechiTSGLL
User Information:

Name: Joe Smith

Compary: Acme Widaet Company

[ < Back ” Install } [ Canicel ]

If you have made a mistake, you may go back and correct it at this time.

10. If you agree with the information stated, click Install to continue. The following screen will

appear.

i& TimeKron T/SQL Server - InstallShield Wizard

Installing TimeKron T/SQL Server L)

The program features you selected are being installed.

Please wait while the InstallShield Wizard installs Timekron TYSQL Server.
This may take several minutes,

Status:

[ ]

Cancel
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Install Shield will keep you abreast of its progress.

When the installation has been completed, the following screen will appear.

18 TimeKron T/SQL Server, - InstallShield Wizard 3]

InstallShield Wizard Completed

The Installshield Wizard has successfully installed Timekron
T/56L server, Click Finish to exit the wizard,

11. The installation is now complete. Click Finish and you will be returned to the following
screen.

& TimeKron Startup X

TIMEKron

Install TimeKron

View Installation Instructions

Close

12. You are now ready to run TimeKron and setup your database connection.

13. Click Close to continue.
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| Note — If the Common Directory has already been configured, skip to License Activation.

Database Connection and Setup — SQL Version

Only use this section if you are using the TimeKron SQL Server Edition. If you are using TimeKron Diamond Edition, skip
ahead to Database Connection and Setup — Diamond Version.

1. Before continuing you will need to make sure that you work with your DBA to create an empty SQL database.
Make sure that the database is large enough to support all your data. Also make sure your DBA has given you a
SQL account with the necessary security to create all the tables that TimeKron will create.

Write down the SQL Server Name for reference

Write down the SQL Database Name for reference

Write down or memorize your SQL account User Name

Note — TimeKron requires an account with SQL authentication. This SQL account will be used by the
application itself for accessing and updating the database and must have full administrative
privileges.

(Also memorize your SQL account password)

2. Next, work with your DBA to make sure you have a SQL connection from your client workstation. The next few
steps will help you help you complete the connection process. It will be probably be best if your DBA assists you
in the next few steps.

Most SQL environments will require the SQL DBA to perform some of the database installation steps.

Use the Database Administrator Tool for TimeKron to establish the SQL database connection and setup the
database tables. From the Windows start menu, click Tools-Database-Administrator.

fn"; Timekron T-30L Server » h Tools P| f’ Database Adminiskrakor

® FPunch Station
(:’j Timekron T-30L Server

@ Timekron T-30L Server Help
Selecting DB Admin mode from the Windows Start Menu




TimeKron User Manual 16

3.

After starting TimeKron, you will be asked to review the license agreement.

Be sure to read through the entire License Agreement:

€ 5
License Agreement

Copuright/Licenze/\w arranty ~

Timekron T/S0L Server Ediion® Copyright € 2008 by Software Techniques Inc.
Al rights reserved.

Licerze Agreerent

One registered copy of Timekron T/SGL Server Edition may be used
simultaneausly by multiple people not to exceed the number of authorized users
zpecified by the product purchased. “Whereby the number of authorized uzers
concurrently operating the program is subject to purchase license.

rou may access the registered version of Timekron T/SGL Server Edition through
a hetwork, provided that you dao not exceed the tatal number of users set farth by
the product.

GovemingLaw | fe PRI -

(@ ACCEPT THIS AGREEMENT: ()1 DO MOT ACCEFT THIS AGREEMERNT

If you agree with the terms of the license agreement, click * 14&2EFT.THISACREEMENT

4 00 MAT ACCEPT THIS AGREEMENT:

If you do not agree, click

Click OK to continue.

If you clicked I Accept after installing TimeKron, the following login screen will appear.

[ger M ame:

Pazzword:
[Corfigure. |

Common Directory

C:A\Program FileshSoftwaretechhT gl

W0.22.33

At this point you will be not be able to login. The first thing you will need to do is configure your Common
Directory and setup your ODBC Connection. To do this click on Configure. If the button says "Change" instead
of "Configure" then you are in the wrong place. You need to be running the DB Admin Tool first before running
the main application.

The first thing you will need to do is establish a common directory. Your data will be stored in a SQL database,
however, TimeKron still needs a common area to store common files that can be accessed by all users. It is
usually best to store this on a networked file server that is on the same network as your SQL database server.
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& 0DBC Connection

Set Common Directory

Common Directory
WyServer\SOL Suite\Comman®, |E]

Move directon...

Cancel

Note to the Network Administrator - The common directory serves as a central gateway for the application. It
contains graphical images, user defined absence icons, encrypted email configuration files, encrypted ODBC
connection strings, and report templates as well as other common components shared by all users. It is
important for consistency that all users who are accessing the same database share the same Common Directory.

Select a common directory on a shared network drive or shared network resource, such as “\\MyServer\SQL
Suite\Common\”.

6. The next step is to connect to the SQL Server and create an ODBC connection.

Q’ ODBC Connection
Set ODBC Connection
Driver | SOL Server | [ Adiust manuslly
== Connection String
Application | SOL_SUITE | | DRIVER=SOL Server; SERVER=; LID=: ~
5 Py D= ; DATABASE=;
erver | || APPLEOL_SUITE
Database | |
User 1D | | v
-password is encrypted For -
I Password | | security purposes,

Enter the name of the SQL Server and the SQL Database that you recorded earlier. You will need to supply a SQL
server account ID and password. If you are not sure contact your SQL DBA. You can test your connection by
clicking on Test Connection. Once you have made a successful connection, click on Next.

7. At this point you will have the option of checking for updates on the Web.
G} ODBC Connection

Check for Web Updates

ﬁ;‘f Check, for Updates

Cancel

This step is not always necessary, but is probably a good idea. In some instances where there has been a
change to the database structure, you may have to check for and download an update. If there are updates
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available, they will be downloaded to the common directory. Each workstation will update itself from the
common directory. Click Next to move on to the next step.

8. After connecting to the SQL Database, TimeKron will automatically test the database for structural integrity. If
you have just installed the application, the database should be emp

§ ODBC Connection

Check Database Structure *Empty database

oo Pg:g;';” l l Fix l [ Fix Al ‘
Wissing Table Table:C_DEPTF = [ Prampt
Missing Table  Table:C_EMPF CREATE TABLE ~
Missing Tahle Tahle:C_LOCKMANAGER C_Curllserfusernurm numeric )
Missing Table  Table:C_MASTPATH (18,03 NOT MULL ,usetname char
Missing Table  Tahle:C_SECF (10) NOT NULL workid char (30
Missing Table  Table:EXTERNAL_PUNCH RIBTT RLILL. LEIL (T ({3
Missing Table  Tabla'S_ACCDEPT r“égzimg'%-r'\ﬁtﬁc;b”NOTNUL'—
Missing Table Tahle:5_ACCSCHED ! .

To create a new database or to repair an existing database with a broken database structure click on Fix All.
TimeKron will automatically construct all the missing database components. Once you have a working database
structure, click on Next.

9. The next step is to make sure that the data in the database is initialized for use. At this juncture the data should
be empty and will need to be created just like the database structure was created.

f’ 0ODBC Connection

Check Data

Databaze Pricirity Perform . e
BlankMemao lCheck] [ e l ‘ Fi Al |
Magichum
Policy
Projects
Jobs
(]u]]
Year
Holiday
AccSched

Total Import

(=== TR R

I l Clear All Locks l
b

TimeKron can easily create an empty database for you. However, if you already have a non-SQL version of
SoftTime Diamond or TimeKron you can do a Total Import. This is the best way to import data. It will preserve
all of your settings without having to set everything up from the beginning.

If you would rather start from scratch with a blank database you can click on Fix All.
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Q’ ODBC Connection

Check Data
Database Pricrity Perform ] [ l [ l
Fi Fix All
Data is complete ~ l Check |x e
Total Import
l Clear All Lacks l
w

Database successfully created - DB Admin setup complete

Once the data is created the database administration setup is completed. Click on Finish and you can return to
the Database Administrator Logon screen.

Uzer Mame:

Ok
Cancel

Fazzward:

|
|

3 ?"“-_ti .
‘! ql.;:&'. .'ii-}

Common Directory

C:%Proaram Filez\S oftwaretechyTaglh

W0L22.53

Return to Database Administrator Login

With everything completely setup you will now be able to access TimeKron from the icon on your desktop or from
the Windows Start menu.

Database Connection and Setup — Diamond Version

Only use this section if you are using the TimeKron Diamond Edition. If you are using TimeKron SQL Server Edition, check
out the previous section, Database Connection and Setup — SQL Version.

1. The next few steps will help you help you complete the connection process.

Use the Database Administrator Tool for TimeKron to establish the database connection and setup the
database tables. From the Windows start menu, click Tools-Database-Administrator.

E Timekron Diamond Edition r E Tools P| 'E’ Diatabase Administrakor

% Punch Skation

(:’j Tirekron Ciamond Edition

@ Timekron Diamond Edition Help
Selecting DB Admin mode from the Windows Start Menu
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2.

3.

After starting TimeKron, you will be asked to review the license agreement.

Be sure to read through the entire License Agreement:

5

License Agreement

Copyright /License/\w arranty

Al rights rezerved.

License Agreerent

the product.

Governing Law

Timekron T/S0L Server Edition® Copyright € 2008 by Software Technigues Inc.

Ore registered copy of Timekron TASGL Server Edition may be used
simultaneously by multiple people not to exceed the number of authorized users
zpecified by the product purchased. “Whereby the number of authorized users
concurrently operating the program is subject to purchase licenze.

You may access the registered version of Timekron T/AS0L Server Edition through
a netwark, provided that you do not exceed the total nurber of users set farth by

- [ EERO At

(@ ACCEPT THIS AGREEMENT: () DO MOT ACCERT THIS AGREEMENT

If you agree with the terms of the license agreement, click

5 DO NOT ACCEPT THIS AGREEMENT:

% | ACCEPT THIS AGREEMERNT:

Click OK to continue.

If you do not agree, click

If you clicked 1 Accept after installing TimeKron, the following login screen will appear.

T:MT esthFoxsuite’

Y2015

Idzer Mame: | Admin

Paszward:

Common Directory

Cancel

At this point you will be not be able to login. The first thing you will need to do is configure your Common
Directory. To do this click on Configure. If the button says "Change" instead of "Configure' then you are in
the wrong place. You need to be running the DB Admin Tool first before running the main application.

The first thing you will need to do is establish a common directory. TimeKron needs a common area to store

common files that can be accessed by all users. This common directory will also be where your main database is

stored. It is usually best to store this on a networked file server.
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6.

& 0ODBC Connection

Set Common Directory

Common Directomy

| [T:4T esthForsuiteh |[:]

Move directory...

Note to the Network Administrator - The common directory serves as a central gateway for the application. It
contains graphical images, user defined absence icons, encrypted email configuration files, encrypted ODBC
connection strings, and report templates as well as other common components shared by all users. It is
important for consistency that all users who are accessing the same database share the same Common Directory.

This step will show you where your database will be stored in relation to the common directory. It also shows the
type of database used. Click Next to go to the next step.

| Set ODBC Connection |

Databaze Type | “Wizual FoxPro Tables

[ ata Folder | T:ATesthFoxsuite\ODBCY

Cancel

At this point you will have the option of checking for updates on the Web.
& ODBC Connection

Check for Web Updates

(,'5 Check for Updates

Cancel

This step is not always necessary, but is probably a good idea. In some instances where there has been a
change to the database structure, you may have to check for and download an update. If there are updates
available, they will be downloaded to the common directory. Each workstation will update itself from the
common directory. Click Next to move on to the next step.
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7. After connecting to the database, TimeKron will automatically test the database for structural integrity. If you
have just installed the application, the database should be emp

DBC Connection

Problern

Missing Table
Missing Tahle
Wissing Table
Missing Table
Mizsing Table
Wissing Table
Missing Table
Missing Table

Wdim it s Tomlelm

{USER
Tahle:Z_DEPTF
Table:C_EMPF
Table:C_LOCKMANAGER
Tahle:G_WASTPATH
Table:C_SECF

Tahle: EXTERMAL_PUNCH
Tahle:5_ACCDERT
Tahle:5_ACCSCHED

Tolalmen 0L

Check Database Structure *Empty database

Perform Fi
Check "

[ Prampt

CREATE TABLE ~
C_CurlJsenusernum numeric

(18,00 MOT NULL ,username char

{10) MOT NULL workid char {30)

MNOT MULL curenurm numetic (18,00
MNOT MULL Jocked bit NOT MULL

54 bit NOT MULL )

w A4

To create a new database or to repair an existing database with a broken database structure click on Fix All.

TimeKron will automatically construct all the missing database components. Once you have a working database

structure, click on Next.

8. The next step is to make sure that the data in the database is initialized for use. At this juncture the data should

be empty and will need to be created just like the database structure was created.

G’ ODBC Connection

Check Data

[atabase
BlankMemao
Magichlum
Folicy
Projects
Jobs

(W]n]}

Year
Haliday
AccSched

Pricrity

I~ S R U )

Ferforrm - -
lCheck] [ Fix l ‘ Fix All |

Total Impaort

I l Clear All Locks l
e’

TimeKron can easily create an empty database for you. However, if you already have SoftTime Diamond or
TimeKron you can do a Total Import. This is the best way to import data. It will preserve all of your settings
without having to set everything up from the beginning.

If you would rather start from scratch with a blank database you can click on Fix All.

&1 0DBC Connection

Check Data

Databaze

Pricrity

Diata is complete

Total Import

l Clear All Locks l

£

Cancel
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Database successfully created - DB Admin setup complete

Once the data is created the database administration setup is completed. Click on Finish and you can return to

the Database Administrator Logon screen.

Pazzword:

Common Directory
T:ATest\Fousuiteh,

Y2015

zer Hame: | Admin

Return to Database Administrator Login

With everything completely setup you will now be able to access TimeKron from the icon on your desktop or from

the Windows Start menu.

License Activation

Now you should be ready to run TimeKron for the first time.

Usger Mame: | Admin

Pazgword:

At
‘:L}‘g.iﬁ i

iy

31
1}

.

Common Directory
T:ATesthSqlum'

V02233

First time application login

To enter TimeKron for the first time, login in as Admin with no password. Once you get in you can
change your User Name and password. If you did a Total Import you will be able to use the User

Names and Passwords that were imported.

Now you should be ready to activate your license.
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f} Activation Code

Enter the activation code provided
with the software.

Activation Code

| k. | | Caricel

Enter your activation code

Your CD and CD case should contain an Activation Code. Simply enter the code and click on OK and
you are ready to use TimeKron. Once activated, your database will be locked into a maximum number
of employees. If your company exceeds that number of employees, you can contact your sales
representative to purchase a license extension. You will then receive a new activation code, which can
be entered through the Upgrade License Utility.

Congratulations! You are now ready to begin using TimeKron.

Setting up additional workstations

After the first workstation, each additional workstation is much easier to set up. To set up additional workstations, you
can enter the program normally (not in DB Admin mode). Once in the program, you will get to a similar login screen:

User Mame: |
Pazzword:

TR,
L
1:‘;:1!% Li

Common Directory

C:%Frogram Filez\SoftwaretechhT zgl

W0.22.33

The Configure button has been replaced by the Change button. In this case, click the Change button. The following
screen will come up:

f’ Common Directory

Common Directory
M yServerhSEL Suite\Comman',

Cancel

Just change the Common Directory field to what you set up in the step above. Once you click OK, the workstation will
inherit all the settings from the common directory. Just click OK on the Login Screen and you'll be in!
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Chapter 3 — Getting Started

Now that you have installed TimeKron, you will want to configure the software to your specifications. There are 7 areas
that you should configure to setup your environment:

e  Super Administrator Options
e  Workstation Options

e  E-mail Configuration

e  Employee Policies

e  Project List

e Job List

e  Department Roster

Visit these sections in order for best results.

System Roles

In order to better understand which users have access to which options in TimeKron, it is helpful to cover the System
Roles.

Employee

Employees generally have read-only access to their own information. They can view their own calendars and reports. In
some instances, they may be granted additional privileges depending on their policy settings (see Chapter 11 — Employee
Policies).

Administrator

The Administrator role is allowed to view and modify time records for a certain subset of employees. This can be for one
or more departments. The Super Administrator sets their privileges.

The Administrator role does most of the data entry into the TimeKron system. They can access and modify all employees
in their purview, but can not alter any global configuration settings.

Super Administrator

The Super Administrator has all privileges on the TimeKron system. They can do everything an Administrator can do as
well as set global configuration parameters and assigning Administrator roles and privileges. The Super Administrator can
also give users Super Administrator options.

Super Administrators have access to all employees, all the time. They also have access to all sections of the program.
Super Administrators can log in as regular administrators if they want. If you log on as a Super Administrator, the
database will be locked and you will be the only one allowed to use the database at that time.
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Database Administrator

The Database Administrator is a special role that works outside of the TimeKron application. This person is responsible for
making sure that your Database is functioning properly. This includes creating the database, making sure the database
server is operating smoothly, making sure the TimeKron Database is secured and accessible by all those that need to
access, and finally making sure it is backed up on a routine schedule.

Feature (see menu) Employee Admin* SA (shared) SA (users locked out)
Export X X X
Import X
Employee Policies X
Projects X
Jobs X
Departments X
Punch/Note X X X
Maintenance

Time Sheet Approval X X X
In/Out Board X X X X
Punch Station el *x *x el
SA Options X
Email Configuration X X
Upgrade License X
Web Update X
Email Notification X X X
Employee Reports X X X X
All Other Reports X X X

* — Read-Only Admin access is identical to regular Admin access, with the exception that a Read-Only Administrator
cannot change data.

** — All users can start and use the Punch Station. However, the Punch Station can only be initialized and set up by a
Super Administrator. If the Punch Station has not been initialized, it cannot be used. For more information regarding the
Punch Station, refer to Chapter 14 — Punch Station.
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Getting Around

TimeKron is a standard Microsoft Windows® application. You should be familiar with concepts such as menus, clicking,
double-clicking, drag & drop and therefore have no problem navigating.

Jeff Jones, Sales

December || 2005+ Time Sheets Punch Records Motes Employee Information
Now 05 AR 1T 2T 3T Status | Mot Submitted Drate Flangs | 12/4/2005 - 1210/2005 [week #50] B
Dec 05 Sun | Mon | Tue | Wed | Thu Fri  Sat ~
[r[t2l1 3 4nsfien 7 IPE)EE 4l 1214 | 1215 126 | 127 | 126 1ze 12qo To@l
[18[13)20j21|22123)24)
5|26 2293021
Jan 06[T]2[3[4]5[6]7]™]
Al Departments- w
[ #Show terminated emplayees
Brown, Cindy -
Lane, Mark
Smith, Thomas
Smith, Tom
-
™ Totals B
& Add ¥ Remave SoftTIME
T I Submit I I T I Show SoftTime Data [ Show time in HH: M

The default screen of TimeKron shows a list of employees and a form with 4 tabs: Time Sheets, Punch Records, Notes,
and Employee Information. Each of these tabs has their own section later in the document. There is also a Department
drop-down list box so you can filter your list of employees by department.

f} TimeKron T/SOL Server [TSOL]

TimeKron also depends on “menu navigation” to find some features. Explore the menus. Depending on your role in
TimeKron, you will have access to some of the features. The others will be disabled.

File Edit Wiew Tools Reports Help

TimeKron operates by interfacing with the database. This is handled internally by the application as it communicates with
the database Server. The database Server can maintain several databases. To make sure you are accessing the correct

database you can always look at the application title bar. If you are using the SQL version, it should include the name of
the database in square brackets (e. g. [TSQL]).

If the correct database does not appear in the title bar, exit the application and contact your Database Administrator.

Employee Selector

You can choose which employee to view by clicking their name in the list to the left. You can filter this list by changing
the Department dropdown and the Show terminated employees checkbox. All information on the tabs to the right of this
list will reflect data for the currently selected employee.

Administrators can also add and remove employees from the list. Employees can only view themselves. Their list will only
have themselves in it.
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| Al Departments- b

[]7Show terminated employees

Brovan, Cindy |
Jones, Jeff o
Lare, Mark,

Smith. Thomas
Smith, Tom

)

[ & Add ”}{Hemwe]

Read Only Access and Record Locks

The first user to access an employee will place a lock on that Employee Information. When the second user attempts to
access the same employee at the same time he will only be able to access the Employee Information in Read-Only mode.

This will prevent two users from changing the Employee Information at the same time. When Employee Information is

accessed in Read-only mode the Employee Information page title will display "[READ ONLY]" and the page will be a darker

shade of grey.

Security settings in the system can also create Read-Only mode. Employee access has Read-Only access to their own
information by default. An administrator can also be set up to have Read-Only access to one or more departments. In
these cases, employees will come up as Read-Only whether or not another user is on that employee. This Read-Only
mode encompasses all aspects of that employee including time data entry and the screen title will display “READ-ONLY”

Jeff Jones, Sales

[ Decenber (][ 2005 ]

SHMIWTFS
Hov 05 271282900 1] 2] 3 (4]
Des 05

T112[13[1 41 5[1E[17]

I EL ] e
2 o EE G
Jan 0612 ] 3451617 ]*)

-4l Departments- v

[1*Show terminated employees

Brown, Cindy A
J ff B

Lane. Mark
Smith, Thomas
Smith, Tom

Time Shests Punch Records

CI
[ Fosmsnmomarar ]
N [ I [T
T

Employee Infarmation [READ OMLY]

next to the employee name and the screen will be a darker shade of grey.
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aE e [
Smith, Thomar
Smith, Tom

Week Selector

The main form in TimeKron always has to have a week range selected. This week range is selected through the Week
Selector located just above the Employee Selector. You can scroll the week selector up and down weeks using the up and
down arrows and even change the current month and year. In the week selector, today's date will be highlighted in red.

| December IKa || 2005w |

e e
Moy 05 |2:-'|2s|29|3u| 1 [2]3]a])
ec 05 R

TFEDEEER
EEREEEE

e T s e T
Jan 06 [T]2[3[4[5]E]7 ™)

Select a week

Show In/Out

The main In/Out board is discussed in more detail in Chapter 5 — In/Out Board. The main screen, however, allows the
In/Out status of the employees to be displayed right in the main form. To see the In/Out status, click the

button on the main form. You will then see the In/Out status of each employee appear next to the
name.

Al Departments- v

[ *5how terminated employess
~|

Jones, Jeft |

Lane, Mark

@ _ Srith, Thomas

@ snith, Tom

&

To hide the In/Out status again, just click the button.
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Super Administrator Options

To enter this mode, click on Tools->Super Administrator Options. This screen allows the Super Administrator to
configure global settings that will apply across TimeKron.

1) Super Administrator Options 3

Options

Work week staits | SN

Cutef hors far punch outs. 2000 3
(Punch segments equal to this amourt or greater will not be auto-created)

Task Maming
Single Plural

Project | Project Projects
Job | Job Jobs:
SoftTime Suppression
[ Suppress SafTIME Dismond SOL
User-defined Punch Comments
@ paninisnator O Workstation
External Punches
[ Enable Estemal Punch System
Company Info

Name | Software Technigues Inc.

Get Company Loga
] Company name i report title

Options

Work Week Starts — Here you can specify what day of the week your work week starts. This setting affects all other parts
of the application and should be chosen carefully.

Cutoff Hours - TimeKron can record punches all day long. When someone punches in and then punches out, TimeKron
creates a punch record recording the start of the segment (Punch In) and the end of the Segment (Punch Out), and
figures out the time of the segment. However, TimeKron does have a limit in terms of how long it can create a time
segment for. For example, If someone punches in at 9:00 AM, but then punches back in again the next day at 10:00 AM
(because he forgot to punch out in the evening), normally, that would create a 25 hour segment. In TimeKron we put a
limit on how large we can auto-create a segment of time. If any punch out would exceed the cutoff hours the punch is
still created, but the segment is not completed as normal. Instead, we generate a Note explaining the excessive hours
and leave the original segment open.

Task Naming

Throughout this manual we refer to both projects and jobs. Those terms are used in order to classify time worked. If
your company uses a different terminology for projects and jobs, you can specify it here. After you change it here, the
terminology will be changed throughout the application. Because we use both singular and plural forms of the words, we
ask that you specify both.

SoftTime Suppression

If you are using SoftTime with TimeKron, TimeKron will automatically have access to SoftTime data and allow you to
access some SoftTime data from within TimeKron. If you wish to suppress this feature, just check this box.

User-defined Punch Comments

When punching in or out, each user has the opportunity to add a note as to where they are going or where they've been.
TimeKron includes a section where you can customize some of the quick messages to suit your company. Here in the
Super-Administrator form, you can decide at which level you want the Punch Comments customized. If you choose
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Administrator, then the comments will be customized in one place for use by all users. However, if you choose the

workstation option, then comments will be customized for each workstation. If you've selected Administrator, then you
can click the Adjust... button.

& Punch Comments =

Adriratisice Comivert 1
Ot b hunch

o —
Beback &t
Administyaice Comment 3
D Apgrmntmert
Aot Comiveek 4
Mestrg

Adrirutisice Commert 5
Brek:

e p—
G for the day

Administyshoe Comment 7
[ p—

Adriraiiie Cormiveet B
Admiviinsion commert &

External Punches

Check “Enable External Punch System” to enable the external punch system. For more information see Chapter 15 —
External Punch System. If this is not checked then all external punches will be ignored.

Company Info

This information allows you to customize reports and printouts with your company name and logo. The name entered
here will appear wherever a report or screen displays the company name. Pressing the Get Company Logo button will

present you with a file picker dialog to choose an image file for your company logo. Reports allow you to select a
checkbox to display this logo on printouts.

Workstation Options

To enter this mode, click on Tools->Workstation Options. These options apply only for the specific workstation on
which TimeKron is running. They govern certain settings that apply to the user's session and display preferences.

&) Workstation Options g|

[] Caze Sensitive Password
Tool Tips

E uit W arritng

Deletion Warming

Show Totals in HH: MM

Suppress Auto-Start when user
logs into Wwindows

| [ Adjust Punch Comments. .. ]

Low Resolution Reports

This option allows you to specify that you have a lower resolution printer. The report generator will forgo the fancier
shading it uses when generating reports.
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Case Sensitive Password
This applies to the passwords for THIS WORKSTATION ONLY. If it is set then anyone logging into this machine will be
required to enter a case sensitive password.

Tool Tips

Checking this box will present you with a tool tip on the cursor wherever one is available in TimeKron. This can be helpful
when you are first learning the software and can be turned off after you are familiar with the program.

Exit Warning

This option will alert you any time TimeKron is closing to make sure you actually wish to end your session.

Deletion Warning

This option will confirm deletion any time you attempt to delete anything in TimeKron.

Show Totals in HH:MM

When this is checked, times in TimeKron will be shown in hours and minutes. Otherwise, times will be shown in
hundredths of an hour.

Suppress Auto-Start

TimeKron can be setup to launch when a user logs in to Windows. This may be advantageous for some, but sometimes
you might not want that to happen. To suppress the Auto-start when a user logs in to windows from this workstation,
just check this option.

Adjust Punch Comments

As discussed in the previous section, Punch comments can be established at the workstation level or at the administrator
level. If they can be adjusted at the workstation level, this button will be enabled and you will see a Punch Comments
screen similar to the one from the Super Administrator options section.
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E-mail Configuration

To configure your e-mail settings, click on Tools->E-mail Configuration

Administrator ONLY.

s’ E-mail Configuration

[[] Enable E-mail Motification

. These settings are available to the Super

Outgoing Mail Server
<mail.yourmailzerver. coms
Adminizgtrator E -mail
<admin{@yourmailserver. coms
Adminigtrator M ame
T/SOL Server Administrator

E-mail protocal

User Mame Password
LConfirm
Drefault E-mail Subject
T/S0L Server Message
| ()8 | I Cancel ]

Enable E-mail Notification Check Box

This is the first step to setting up your e-mail configuration. When this box is checked all of the other settings become
enabled. Without e-mail notification enabled, TimeKron will not attempt to generate emails.

Auto-detect Settings Button

This handy button will go out onto the Super Administrator's computer and detect the server and account that is set up in

the default mail client. It will present you with a confirmation dialog showing what it was able to detect.

e} Auto-Detect Settings

bd ail Server
Admin E-mail

Admin Mame

Uszer Mame

<mail. yourmailzerver.com>

<admin@yourmailserver. com:

T/5QL Server Administrator

Authorization Required  YES

<UserMame>»

k. I [ Cancel

You can either accept the detected settings by pressing OK or ignore them by pressing Cancel.
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Outgoing Mail Server

This is the SMTP server name that handles your outgoing mail. It can be found in the configuration settings of your mail
program. It is usually in the form “mail.yourcompany.com” or “smtp.yourcompany.com”.

Administrator E-mail

This is the e-mail address TimeKron will use to generate emails. It must be a valid account on the specified mail server
above. This is also the account that will be notified if there is a problem sending e-mails.

Administrator Name

This is the name associated with the e-mail account above. It will be filled in by the Auto-Detect or you can change it so
the generated emails appear as if they come from a certain person in your organization.

E-Mail Protocol

Most TimeKron users should be able to use their e-mail server with the default protocol. This is an internal TimeKron
protocol known as "Protocol S". In some rare instances, you may experience problems with your e-mail server settings.
In these situations a certified Technical Support Engineer may suggest that you try using the alternate protocol "Protocol
W

My Server Requires Authentication

With security as a concern these days, most mail servers require authentication. However, since this will be internal mail
to employees, your mail server may not require it. If you use Auto-Detect, it will be able to figure out your server’s policy.
If authentication 1S required, you must fill in the User Name and password fields below.

User Name

This is your E-Mail user name, not to be confused with your TimeKron login. In some cases it is your full email address.

Password/Confirm

This is your E-Mail password. You must enter it here twice. Auto-Detect WILL NOT fill in your password.

Test E-mail

Once all the information has been entered, you can test to see if the information will work. Click the Test E-mail button
in the upper right. If the E-mail was sent successfully, then you will be notified. Otherwise, it will tell you why the e-mail
did not send. If the E-mail did send then go to your E-mail program and receive mail from the Administrator E-mail
account. If you receive the email, then you are all set.

Default E-mail Subject

This is the text that will appear as the default subject for generated email. You can override this subject on the e-mail
notification screen.



Chapter 3 - Getting Started 35

Employee Policies

To enter this tool, click on Tools->Employee Policies. Employee Policies allow you to set up policy categories that
dictate how the system deals with employees. Each policy has four sections: Overtime, Rounding Rules, Punch Options
and Other.

& Employee Policies

Empl Falici -
LY I Qwertime Founding Rulas Punch Options Other

Daily Overtime  Weekly Overtime Rate

[ Dwertime 1

| -Default Exermpt Palicy- |

To maximize TimeKron's usefulness, these policies should be set up before you enter in any employees or start regular
data entry. For a more detailed description and an explanation of each option, check out Chapter 11 — Employee Policies.

[1Deduct Daily Dvertime from wWeekly Overtime

Project List

To enter this tool, click on Tools->Projects. The project list allows you to set up projects that your company will be
working on. Each time you enter in time either through punching or in the time sheet, you can specify a project for that
time.

& Projects E|
Projects Agzociated Jobs Awaiable Jobs
BC y SAL - Sales ~ SUP - Technical Support A
HYE - ¥YZ Company ~ | | SHP - Shipping . .
Add Project]
Project
Copy
Template
b b b
Code D escription
| ABC | M akes widget part & ”~
Mame
| ABC Company | hd

Each project can have a code, name and description. Each project needs at least a code or a name. If you are using the
External Punch System (see Chapter 15 — External Punch Systern), you may want to use a numeric code as it will be
easier to enter in.

To modify a project, just find the project in the list and click on it. You can then adjust the other information. You can
have two or more projects with the same code and name, but it is not recommended.

To create a project, click the Add Project button. Then you just add in the code and/or name and description and that’s it.
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To delete a project, click the Remove Project button. If the project you are trying to remove is being referenced
anywhere else in the system, you will not be able to delete it.

Each project can also have jobs associated with it. If you have a large number of jobs, associating certain jobs with
projects can make data entry easier. It is important to remember, though, that any job can be associated with any

project.

SAL - Sales w1

'SAL - Sales

SHP - Shipping

JE5UP - Technical Support

In this example from the Time Sheet, you can see how the job listbox lists the associated jobs before all the other jobs.

To associate a job with a project, first select a project from the list on the left. From the Job list on the right, you can click

on a job and then the button and it will be added to the Associated Jobs list. You can also double click on the job

and it will be added as well. To remove a job from the Associated Jobs list click the button or just double click the

job.
Copy
. . . . . Template
If you have one project that you want to have the same associated jobs as another project, you can click the
button. You will then see a list of all projects and their associated jobs:

ﬁ’ Project List

Associated Jobs
ABC - ABC Company A | | SAL - Sales -~
SHP - Shipping

Cancel

Just click the project you want and click OK. You will then see the original project with the same jobs.
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Job List

To enter this tool, click on Tools->Jobs. Used in conjunction with Projects, Jobs are used when recording time in
TimeKron.

Femove
Job

Jobs Code
SHP - Shipping
SUP - Technical Support Nae
Sales
AddJob Description
- Fesponsible for zelling product -~

¥ [ Counts as time warked

Each job can have a code, name and description. Technically, you don't’ need to have either a code or name for a job,
but it is recommended that you use one or both of those fields as a title for the job. If you are using the External Punch
System (see Chapter 15 — External Punch Systerm), you may want to use a numeric code as it will be easier to enter in.

To modify a job, just find the job in the list and click on it. You can then adjust the other information. You can have two
or more job with the same code and name, but we don’t recommend it.

To create a job, click the Add Job button. Then you just add in the code and/or name and description and that's it.

To delete a job, click the Remove Job button. If the job you are trying to remove is being referenced anywhere else in the
system, you will not be able to delete it.

Note — Projects and Jobs can be created on the fly by users with the appropriate policy privileges (see Chapter
11 — Employee Policies).

Department Roster

To enter this tool, click on Tools->Departments. The Departments screen allows you to add and remove departments
and provide name and description information.

You can also view which employees belong to which departments (this is set in the employee information tab). This tool
is only available to the Super Administrator.

If you attempt to delete a department that has employees assigned to it, TimeKron will ask you to remove all references
to the department before deleting it.
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Department Name Employees
| Administration Brown, Cindy ~
Praduction e Sraith, Thamas
Sales Deseription Srith, Tom
Fiespansible for general office ~

administration

%
3
3
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Chapter 4 — Employee Information

To access Employee Information, click on the right most tab of the main screen (Employee Info Tab).

Time Sheets ” Punch Records ” Motes " Ermployes Information l ‘

This screen defines personnel information concerning each employee.

I homas Smith, Admimistration

[Decenter 8| 205 5| Tine Shests Puunch Plecords Hatas s rsediicincia
£S5 | EutHame .
Nwﬁ%ﬁ@- Thomat V25678
Do 5 U3 " Liaci
EE’ ﬁ - Smih A ahon
Jmos (Tl 3alsTerfw | MO Py m———
Dt % B0ds  feaOus  TamesenOve Giods
0 - 1 | Mae
u.....! Ot sedemcirt | v
Jores Jeft 1
Lone. Hark | Engoyee Notes R
Srdh, Torn | -
i}
. AL
B s
; L
| { o | | Housy
| Do Project
1
] af P
- |
YT BT SR

Administrators have either read-only or full access to information on this screen depending on their security level.
Employees have read-only access.

Add Employee

Pressing the Add button at the bottom of the employee list will display the Add Employee screen. Last Name and Hire
Date are the only required fields, but you will most likely want to enter all the information that you have.
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© Add Employee
Frst Name b5l
Laat Mame. Depatnent
Midde Fubey
Diedindt E gl Pobey
Buth Datn Hee Daln Gorder
127
Emal
Ernplcyme Notn: [
-
Pl
Badge 8
Compentastion
000 | | Heasy
Diefauk Project
Diefak Job
~ v Cancel
Exempt ) Non-sxempt

Remove Employee

Clicking the Remove button simply removes the selected employee from the list and from the system. All of their absence
information will be deleted. If you have Deletion Warning checked in the workstation settings you will be asked to confirm
the deletion.

Employee Deletion

@ Are pou sure you want to delete Cindy Brown from the databaze?

Employee Information

Since most fields are self explanatory, only the fields that require an extended explanation will be discussed.

[ TECURT e

Hire Date

Each employee is required to have a hire date.

E-mail

TimeKron supports E-mail notification.
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Department
A drop-down list of all departments is used to set this employee’s department. Departments are maintained by the Super
Administrator in the Departments screen under the Tools menu.

Photos

TimeKron allows you to associate pictures with each employee. Just click the Find button and find the picture for the
employee. The picture can be in GIF, JPG, or BMP format. To remove the picture press the Remove button.

Photo
CEFEEE

Fird Remaove

Find Photo

Security Profile

The Security options allow the Super Administrator to grant Administrator privileges to users managing departments and
to assign which departments they have access to. The Super Administrator can also grant Super Administrator access to
another user.

Administrators and Super Administrators can also change an employee’s User Name and Password. Employees can view
their own security setting (Employee Access), and can change their own password.

Security
User Name
Gt Change passwaord

O Employes Acceszs
() Administrator Access
{3 Super Administrator Access

O -4l Departments- M
ﬁ Development
ﬁ Teszting

w

gFuII w/EMai %imited
. Full Access ead Only )

Notice that an administrator can be given access to more than one department without being given access to all
departments. Also the administrator's privileges can be set at one of four levels. Clicking on an empty check box will give
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a blue checkmark, which grants the maximum level of access including the ability to receive administrative email
notification. If you click on the blue checkmark it will change to the green check mark. This second level grants full read
and write access, but the user will not be notified through administrative email notification. Clicking a third time will
change the checkmark to orange which grants access only to add or change time data, but not employee data. Clicking a
fourth time will change the checkmark to yellow, which will allow the user to view employee absence data for that
department, but no access is given to add or change data. If you click a fifth time the checkmark will be removed and the
administrator will not have any access to that department.

Default Project/Job

TimeKron supports unlimited projects and jobs that can be associated with time. It is likely, however, that each employee
has a project and/or job that they use more than others. If that is the case, then you can use the Default Project and
Default Job fields to set it up. These defaults will be handy when punching in and out.

Default Project

ABC - ABC Company "
Default Job
SHF - Shipping L7

Policy

Each employee will have a ‘Policy’ associated with them. This policy will dictate how overtime, rounding rules, punches
and other things will work for each employee in the system. For a more in depth discussion of policies, check out Chapter
11 — Employee Policies.

Folicy

-Default Exempt Paolicy- w

Policy Overrides

Once you have selected a policy for an employee, that employee retains all of the attributes of that policy. Most of the
time, this will work fine, but occasionally you may need to make slight adjustments to a policy for one or more employees.
Instead of creating a whole new policy, you can use Policy Overrides. To access Policy Overrides, click the [?] button next
to the Policy field.

You can override any or all parts of each policy. To override an option, just click the override checkbox of the section you
want to change and then select the option you want for that employee.
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-Default Exempt Policy-

Other

Overtime Rounding Rules Punch Options
Override Project/Job options
[[] Can Add Projects Can Add Jobs

] override Mote options

[ override Time Sheet/Punch options

[ owerride Auta-Start options

Fields in BOLD are overrides from the main policy

Here, Project/Job options have been overridden and Can Add Projects has been unchecked. From now on, this employee
would not be able to add projects even though the —Default Exempt Policy- would normally allow him to do it. To undo an
override, you just need to uncheck the section. In this case you would uncheck ‘Override Project/Job options’. The
default values for that policy would then be back in place. Fields in BOLD are overrides from the main policy.

Exempt Status

Each employee has an exempt status associated with them. Normally, salaried employees would be classified as ‘Exempt’,
while hourly employees are usually classified as ‘Non-Exempt'.
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Chapter 5 — In/Out Board

In an office setting where there are numerous people, it can be difficult to keep track of the comings and goings of every
single employee. For this reason, TimeKron has an In/Out board to tell you who is in and who is out. The In/Out board
can be accessed from the Quick Start Menu and it can also be accessed by clicking View -> In/Out Board. The In/Out
board will look like this:

2 +In/Dut Board (&3]
In Out Employee * Date Time Location Details = Comme
!]Smith,TDm 12/6/2005  2:41:22PM vpBEARBOX |
E] Smith, Thomas 120672005 2:41:41 PM vpBEARBOX -
E]E] Lane, Mark 1262005 2:41:36 PM vp BEARBOX -
E]E]JDHEE,JEYT 1262005 224114 PM vp BEARBOX
[(C])(®] Brown, cindy 12/6/2005 24117 PM vpBEARBOX
v
10:07:36 AM

The In/Out Board tracks the punches of all employees and shows you their last recorded punch. The information on this
form should be self explanatory for the most part. The Location column represents the location of the last punch for that
employee. Unless you are using external devices, the location will be the ‘name’ of the computer where that person
punched. The Details part of the Details/Comments column usually represents the Project and Job that was punched into.
The Comments part represents any notes that the employee entered with the punch. In the lower left part of the form is
the current time. The Refresh button will do an immediate Refresh of all employees in the board.

This In/Out board is also customizable. The board as you see it now has all features activated. To change the look of the
In/Out board, click the Setup button.

Setup

& IniDut Board Options

Emplupen celection Mame option
Ofrckyess ©0epatvart (2 Lot Frsl M
(2] St e om0 Foit Mkl Lt

o Geparmenes | 4 .
Unasigned- Dinplay options
abriniskstion -

(b Cobaction (=] Orptay Cormeseres it

Marketng i
it (] Diplay Comeserd detal

Employee Selection

The employees displayed in the In/Out board are customizable. Here, -All Departments- are shown. In the same way,
you can choose one or more departments to display or even switch over to the employees and choose one or more
employees to display.
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Name Option

The Name option determines how names in the In/Out board will appear. Regardless of the other options, the employee’s

name will always appear in the In/Out board. Here, you choose to display employees’ names as ‘Last, First', ‘First Last’ or
‘Initials (only the employees' initials are shown)’

Display Options

The Display options can further limit what is in the In/Out board. The first four options represent potential columns in the
In/Out board. If you don't want to see the punch Time, Comments, Details or Locations, just uncheck the appropriate

box. The last three options can limit the employees viewed. If you don’t want employees that are ‘out’ to appear in the
list, uncheck the last option.

Refresh Rate

The Refresh rate determines how often the In/Out board will automatically refresh. The default is set to 30 seconds.

That means that every 30 seconds, the In/Out board will automatically refresh. You can set the refresh interval anywhere
from ‘10 minutes’ all the way down to ‘Never'.

Once you have selected the options you want, click OK to return to the In/Out board. If you've made changes in the
setup form, you should see those changes reflected. It could look something like this:

“ :In/0Out Board

In Qut Employes Date

Tirme o
[Z ][ ®]smith, Tom 12062005 2.41:22 PM
(@[] smith, Thomas 1262005 2:41:41 PM
(@] ] Lane, Mark 12/8/2005  2:41:36 PM
[T @] Jones, Jeff 12062005 2:41:14 PM
[ @) Browm, Gindy 120612005 24117 PM

10:39:42 AM

Form sizing and form memory

Another feature worth noting is that the In/Out board can be sized to fit your needs. If you want to make it wider or taller
you can do that by clicking on the form border and stretching or shrinking it. Additionally, the In/Out board will remember

how you sized it as well as where you moved it to. The next time you go in to the In/Out board, it will be the same size
and in the same place that you left it.

Punching In and Out

Another feature of the In/Out board is the ability to punch employees in and out. If you want to punch an employee ‘in’,
just click the button in the ‘In’ column and likewise, if you want to punch and employee ‘out’, click the button in the ‘Out’

column. For more information on punching in and out, check out Chapter 6 — Punching In and Out. The employees that
you are allowed to punch in and out depends on your security profile.
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Chapter 6 — Punching In and Out

For most companies, accurately tracking employee’s hours worked is essential to ensuring that the payroll is done
correctly and efficiently. An important part of that is tracking when your employees are ‘on the clock’. In TimeKron the
main way of tracking time is through the process of Punching in and out. Punching in and out in TimeKron is somewhat
similar to punching in to a punch clock.

What is Punching In and Out?

Punching in and out is the process whereby an employee records when they are working and ‘on the clock’ as well as
when they are not working or ‘off the clock’. When an employee gets to work, they would likely punch ‘in” and when they
leave for the day or even leave for lunch, they would punch ‘out’. Another way that punching in and out is used is to track
what each employee is working on. If tracking time on specific projects is important during the day, you can punch from
one project to another. This would accurately track time worked on each specific project.

What is working out of office?

In TimeKron the two main punching statuses are ‘In’ and ‘Out’. ‘In’ is represented by a green dot and ‘Out’ is represented
by a red dot. There is another status that can also be used. It is called ‘Work’ status and is represented by a yellow dot.
‘Work’ status means that an employee is currently ‘on the clock’, but is not at the office. The yellow dot will appear in
place of a green dot in the In/Out board. With the exception of how it appears in the In/Out board, Punch ‘Work’ and
Punch ‘In” are identical.

Other ways of punching in and out

In this chapter, we will discuss how to punch in and out using TimeKron. While this is the main way in which TimeKron
accepts punches, it is not the only way. TimeKron also has the ability to read punches from external hardware as well as
other sources. For more information on this, refer to Chapter 15 — External Punch System.

Where to punch in/out from

There are several different ways that you can punch in and out using the TimeKron software. Probably the most common
way is to do it through the Quick Start menu. The Quick Start menu allows you to quickly punch in and out from your
workstation desktop. For more information, refer to Chapter 13 — Quick Start menu. Another way to punch in is through
the In/Out board. The In and Out columns can be clicked to allow quick access to punching in and out. For more
information, check out Chapter 5, In/Out Board. Finally, you can also punch in and out through the punch station.
Punching in and out through the punch station works in the same way as the In/Out board. For more information on the
Punch Station, refer to Chapter 14 — Punch Station.

Punching In

When you punch ‘In’ through TimeKron, the form will look like this:
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J Smith, Thomas - Punch Clock

. O - 1272005 12117 PM
Purch Time |[FEA v 1:23:12 PM
Prerect Job
o] o[
InOut Commenis
“[2)

w

[ ihing oo of the cifice

The form caption at the top shows the name of the person who’s punching in.

(_J Smith, Thomas - Punch Clock

The field at the top of the form shows the current In/Out status and last punch of the current user.

. |Dut-12xaxznna1:z1:1? P |

Rounding

Next is the rounded and actual times that the user is about to punch with.

Punch Time |[EEINEY + 1:32:33 PM

On the right side in larger characters is the actual time. The field on the left is the time that will be used to punch with.
This time may represent a rounded time if this employee is set up with rounding rules. The user may also be able to
manually adjust the time using the drop-down list box, if they are allowed to adjust their own punches through Employee
Policies. For more information on Rounding rules and manually adjusting punches, refer to Chapter 11 — Employee
Policres.

Projects/Jobs
The next section is where a user can enter in a project and job to punch in to.
Project Job
ABC-ABC Compary | SAL - Sales v

Here the employee can specify what project and/or job they are punching in to. They can select from any project or job
in the ListBox. Additionally, if they have rights through Employee Policies, they can add projects and jobs on the fly. Also,
for quick reference, you can click the ‘?’ button to see the recent punches for that employee.
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G’ Recent punches

l ABC - ABC Company/SHP - Shipping ]

This form will list the 5 most recent punches for the employee. To select one of these for the current punch, just click the
button.
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Comments

At the bottom of the Punch In form is the Comments.
In/0ut Comments

2]

W

Many times when an employee punches in or out, they may want to include a note as to where they are going or where
they've been. Here is where you would put that note. You can type anything you want in the field here. Additionally, you
can choose from pre-selected notes by clicking on the “?’ button.

Out to lunch

Ee back at

Dr. Appointment

Break

Gore for the day

-Administrator comment 7-

[ ]
[ ]
[ ]
[ eeig ]
[ ]
[ ]
[ ]
[ ]

-Administrator comment &

Cancel

Just click the button of the comment you want to post and that’s it!

Punch Work

Another aspect of the Punch In form is the ability to punch in to ‘work’ status. This is done by checking the checkbox at
the bottom of the form.

Cancel

‘ (\ Punch In

rking out of the office:

After you check the checkbox, the button above will change to yellow signifying the ‘work’ status. This will only effect the
way the status appears in the In/Out Board.
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Punch Out

At the end of the day, it's time to punch out. In TimeKron the punch out form looks like this:

. In - 12/8/2005 2:06:44 PM (ABC - ABC Comparny/SHP -
Purch Time |EAFNEY  + 2:18:55 PM
In/0ut Cornmerts

S

v

. Punch Dut

l Cancel ]

In many ways, this form works in the same way the punch in form does. The name is still at the top. The current
employee’s In/Out status and time are listed at the top as well. The two times shown are still the rounded time and actual

time and the user may still have the ability to adjust the punch out time. The In/Out Comments work the same way as in
the Punch-In form. Finally, the Punch-Out button completes this function.

Network Time vs. Local Time

An important concept in TimeKron is time normalization. In an office setting with numerous workstations, the times on
each workstation can vary. Under normal circumstances, this can cause problems for keeping accurate track of time. In
TimeKron, we want every punch from every workstation to be using the same time. We do this by using the time from

the database server for every punch rather than the local time on each workstation. This helps to normalize all the times
for all the employees.
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Chapter 7 — Time Sheets

For those employees who do not have to punch in and out to record time, they will most likely have to fill out a time sheet
to account for their hours. In TimeKron, the Time Sheet is the centerpiece for displaying time.

Time Sheet Grid

When you start up the main TimeKron application the first thing you will see is the Time Sheet Grid.

Punch Records H Motes ” Employee Information |
Status Diates Riange | 12/4/2005 - 12/10/2005 [week #50) (v
. Sun | Mon  Tue  Wed Thu Fri Sat
PTG ity 1214 | 126 126 127 1258 | 19 1zg 1ol
AEC-ABC Compa 1.00 | 2.00 3.00
@] ABC- ABC Cornpa) SHP- Shipping 0.75 0.75
bl
Totals[1.00 |2.00 0.75 3.75
SoftTIME
Show SoftTime Data [ Show time in HH: M

What is Time Sheet Data?

The Time Sheet Grid can be used to enter in the hours worked for each day of the week. Totals are grouped by Project
and Job. Punch records will appear in the Time Sheet Grid as well but cannot be edited from this interface. The punch
record data will be consolidated under project/jobs for each day. Both punch records and time sheet records will be used
to calculate work and overtime totals.

Time Sheet Navigation

Once you click in the time sheet you can move the cursor around using the arrow keys such as in a spreadsheet. Adding
a row to a time sheet is pretty simple. Just click on a row and start entering in time. Technically, you don’'t even have to
specify a project or job. Deleting a row in the time sheet is a little more difficult. Because each row represents 7 days
worth of data TimeKron does not offer a single button to remove the entire row. For each day of data that you want to
remove, you will have to go to that cell in the time sheet and delete the value. This allows you to delete only the data you
want and avoid deleting time unnecessarily. If all time in a row has been deleted, the entire row will be deleted once you
save the time sheet. Modifying time sheet rows is simple as well. If there is data on a time sheet row that needs to be
adjusted, just click in the cell and make the change. After the time sheet is saved, the change will take effect. One thing
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to keep in mind with regard to adding, deleting and modifying time sheet data is that it applies only to time sheet records
and does not apply to Punch Records. The difference between time sheet records and punch records will be discussed in

the next section.

[k"J Dizcard ][ & save ]

When you first open a time sheet for a week, these buttons will be disabled. Once you start making changes to the time
sheet, they will become enabled. Once enabled, you can choose to either discard any changes you've made or Save the
changes. After clicking Save, these buttons will become disabled again. If these buttons are enabled and you change

either the week or the employee, the data will automatically save.

Grid Icons

If you haven't already noticed, the column on the far left contains an icon for each row. These icons represent what type
of row itis. In the time sheet grid, there will be three different kinds of grid icons.

E# Time Sheet
This icon represents a time sheet row. These rows are editable. Note that the text in this row is normal (not italicized.)
ABC - ABC Compan|SAL - Sales 2.00 | 2.00 1.00

& Punch Record

This icon represents a punch record row. These rows are not editable. The text in this row is italicized meaning that it
cannot be edited. Anytime you see italicized text in TimeKron, it means that the data is read only.

(9] 4BC- 48C Compan SHP - Shipping 0.75 0.75

SoftTime Data

This icon represents absence data from SoftTime. These rows are also not editable. These icons will vary slightly
depending on the category being reported. The icons will be represented by a single letter with varying background

colors.

ﬂ SoRTIME Late i 0 1D
Grid Colors

If you use the Submission/Approval process (see Chapter 12), then you will soon notice different colors on the time sheet.
The default color of a time sheet is white which signifies the status ‘Not-submitted’. Once you have submitted a time
sheet and the status has been changed to submitted, the time sheet color will change to light blue.

ABC - ABC Compal SAL - Sales 2:00 | 200 5:00
[©]|48c - 48C Compan sHP- Shinping 0:45 0:45
B\ sorrine Late 10 1D

Notice that after a time sheet has been submitted, ALL records are now in italics and therefore read-only.
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After a time sheet is approved, the time sheet color will turn into light green.

ABC- ABC Compal SAL - Sales 200 | 3:00 5:00

@ ABC - A8C Cormpah SHP- Shipging Qs 45

B sorrive Late 10 1D
Totals

Each time sheet has an expandable totals section. The default is that the totals section will be collapsed to make more
room for time sheet records.

Tutals|2.l]ﬂ |2.uu | | |u_?5 | | | 475 |E]

The basic totals have totals for each day of the week as well as a weekly total on the right. The expanded totals section
can break down time in terms of regular and overtime. To see the expanded totals section, click the up arrow button to
the right of the totals row. Once you click it, you will likely see something that looks like this:

Regular Time| 2.00 | 2.00 0.75 475
0T1 [.00,/40.00]
0T2[9.00/45.00]
073 [10.00,/50.00]
0T4 [11.00./55.00]

Totals | 2.00 (2.00 0.75 475

This view shows you how overtime breaks down for each day as well as the week. For more information on overtime,
check out Chapter 11 — Employee Policies. To collapse this section, just click the down arrow button to the right of this
section.

Show SoftTime Data
Show SoftTime Data

A powerful feature of TimeKron is its ability to be used in conjunction with SoftTime, our absence tracking software.
When the two are used together, each program can access data from the other. In this case, we can view absences in
SoftTime right in the time sheet grid.

Sun | Mon | Tue  ¥Wed | Thu Fri Sat

Project Joh 1204 126 A6 127 128 129 120 'Ol
[ #BC - ABC CompanSAL - Sales 200 |2.00 4.00
@ ABT - ABT Cofmpal SHP - Shipoing 073 075
B sorrive Late 10 1D

In this instance, a late day was recorded in SoftTime on 12/6. Note that absences in SoftTime are recorded in both hours
and days. Those type will also be reflected here. In this case, ‘1 D’ represents 1 day.

If you have Show SoftTime Data checked, you will also see a SoftTime totals row at the bottom of the time sheet.

SoftTIME | | | 1D | | | | [ 1D |

This row will only total up the SoftTime data. SoftTime data is totaled separately and therefore has no effect on overtime
calculations.
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Show Time in HH:MM

[ ] 5how time in HH:b4bd

Time shown in TimeKron can be displayed in hundredths of an hour or in hours and minutes.
Sun | Mon | Tue  Wed | Thu Fri Sat

Project Job 1204 | 125 126 127 | 128 129 120 1ol
ABC - ABC Compar|SAL - Sales 2.00 | 2.00 4.00
@ ABC - ABC CompanSHP - Shipping 075 (LY
B sorrinve Late 10 1D

Hundredths of an hour
Sun | Mon | Tue | Wed | Thu Fri Sat

Project ok 12/4 | 1205 | 1206 | 127 | 12/8 | 12i9 | 1210 Total
AEIC—AEIC CompanSAL - Sales 200 | 200 4:00
@] ABC - A8C Compan SHP - Shipaing o 45
B sorrive Late 10 1D

Hours and minutes

Submission/Approval Process

[ Subrnit ” Approve ]

On the bottom left part of the time sheet page are the submit and approve buttons. Actually, these buttons not only can
submit and approve time sheets, but they can also un-submit and un-approve time sheets as well. TimeKron will
determine what each button does based on the time sheet itself and the policy settings of the currently logged on user. If
the current user is not allowed to submit or approve time sheets, these buttons will be disabled. For more information on
the Submission/Approval process, see Chapter 12 — Submission and Approval.

Other Time Sheet Data

One of the basic concepts of Time Sheets is the entire Submission/Approval process. An employee fills out their Time
Sheet for the week and submits that time sheet to an administrator who then reviews the time sheet. The Administrator
can then decide to approve the time sheet or, if they find a problem with it un-submit the time sheet and send it back to
the employee for review. Another possibility is that an employee’s time sheet might not be submitted by the employees
themselves. A brief display shows the current status of the time sheet.

Status [ Not Submitted | Date Range [12/4/2005 - 12/10/2005 [wWesk #50) [ ¥
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This display can be expanded by clicking the down arrow button.

Statuz | Not Submitted | Date Hange | 12/4/2008 - 1210/2005 [week #50)
Submitted by Submit Comments Approved by Approve Comments
Submit Time Approve Time

' ! -
Right now, this section doesn’t show any data, but after a time sheet has been submitted and approved, it may look
something like this:

Status | &pproved | Date Riange |12/4/2005 - 12/10/2005 Pweek #50)
Submitted by Submit Comments Approved by Approve Comments
| Smith, Thomas The timezheet was J | Smith, Thomas The timesheet wasz
S submitted. . approved.
Submit Time Approve Time
| 12/9/2005 12:05:10 P J | 12/8/2008 12:05: 22 P

Print

This button appears on each of the Time Sheet, Punch Record and Note pages. It will allow you to instantly print the
information you see on the page in front of you.

FYI

This is another option that will appear if you are using SoftTime in conjunction with TimeKron. The FYI button will bring
up the FYI section that you would normally only see through SoftTime.

&) Thomas Smith (Days) X
Department  Administration
Hire Date  8/842005
Category Recorded Allowed  Remaining
[ liness = 9.00 9.00
I Vacation = 9.00 9.00
[l Fersonal = 9.00 9.00
I Leave of Abs.
7 dum
W Other
[ Family Leave
I Late 1.00
I ok
[ Bereavement
W Worker's Comp
[ Paid Leave
Il Trairing
B Business Trip
I Miltary Leave
[ Emergency
O School
W Bithday
W Srow Day
[ User Catagory 1
[ User Category 2
Bl User Category 3
I User Category 4
[ Holiday 8.00
Recording Years based on 12/4/2005

..............................

cheduled recorded time:

This form shows you a synopsis of the current employee’s absence data for their current recording year.
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Chapter 8 — Punch Records

Another way to view time is through the Punch Record grid. Like the Time Sheet grid, the Punch Record grid will display
both punch records and time sheet records. Unlike the time sheet grid, the punch records grid will allow you to edit
individual punch records.

Punch Record Grid

On the main form, the second page is the Punch Records page.

Sun |[Mon | Tue |[wed |[ Thu |[ Fri |[ Sa
124 || 1245 || 1208 || 12/7 || 1208 || 1279 || 12110
b &

DCate » Start Time = End Time Total Project Jol

View Entire Wweek
1244,/2005 - 12/10/2005 [Week H50)

[E] 1292000 | — — 200 |ABC- ABC Compan SA1 - Saies
10008 | — 300 |ABC- ABC Compan SAL - Sales
12802005 | — 1 day | SoRTIVE Late

(9] 1252005 | zosem | zs1pPm 0:45 |ABC- ABC Compan|SHP - Shipping

What is a Punch Record?

Generally speaking, punch records are created when employees punch in and out. An employee punching in will create
the start time of the punch record and punching out will create the end time. The difference between punch records and
time sheet records is that punch records have specific start and end times.

Punch Record Navigation

Once you click in the punch record grid, you can move the cursor around using the arrow keys much as in a spreadsheet.

) Add Row
Adding a row to the punch record grid is as simple as clicking a button. Just cIick and you will see a form

that looks like this:

&) Add Punch - Smith, Thomas

Date Start Time End Time Total Project Job
REIETE |3:27PM | v| | v v

[ o | [ cwen |

The date and start time default to the current date and time. However, you can change those to be whatever you want.
You can fill in as many fields as you need. This includes the end time field. You can add a punch record with a start time
but no end time. Once you've added in the data, click the OK button and the punch record will be added. Note that if
you've changed the date to something that exists outside the date range you were viewing, a warning message will come
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up and tell you. If you decide to add it anyway, you will see the record in the grid immediately after even though it
doesn't exist in that date range.

Deleting a punch record is considerably easier. The button on the right will delete the entire record.

Modifying punch records is simple. Just click on a punch record and you can change the start time, end time, project and

job. The date on punch records is read-only. Once you start making changes on a punch record a button will appear
on the right. This is the discard button. If you have made a change to a punch record and wish to revert the record to its
original state, just click this button. As far as saving punch record data is concerned, the changes you make will be saved
once you move off the record.

Grid Icons

In the same way as the Time Sheet, the column on the far left contains an icon for each row. These icons represent what
type of row it is. In the punch record grid, there are 8 different kinds of grid icons.

EH Time Sheet

This icon represents a time sheet row. These rows are not editable. The text on these rows are italicized to symbolize
read-only data.

12432000 — — 200 [ABC-ABC Cormpar] 5AL - Sales

Q Complete Punch Record

This icon represents a completed punch record. These rows are editable.

[©] 122005 | 205 P 252 PM 0:46  |ABGC- ABC Compan SHP - Shipping

! Open Punch Record

This icon represents an open punch record. An open punch record is one that has a start time but no end time. These
rows are editable.

[~ | EPEETE 257 P

@& overlapping Punch Record

This icon represents an overlapping punch record. An overlapping punch record is one where the start and end time
overlap with another punch record’s start and end time. These rows are editable.

[©] rzmo00s | z0sPM | 252PM 0:46  |ABC- ABC Compand SHP - Shipping

SoftTime Data

This icon represents absence data from SoftTime. These rows are not editable. These icons will vary slightly depending
on the category being reported. The icons will be represented by a single letter with varying background colors. This data
will only be displayed if ‘Show SoftTime Data’ is checked.

m 12/6/2005 — — Tday [SofTiME Late

@ Punch In Record

This icon represents a punch In. These rows are not editable. This data will only be displayed if ‘Show In/Out Data’ is
checked. A Punch In record represents the event of someone punching in but has no duration.
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@ 120005 | 2aral AW | —

@ Punch Out Record

This icon represents a punch Out. These rows are not editable. This data will only be displayed if ‘Show In/Out Data’ is
checked. A Punch Out record represents the event of someone punching out but has no duration.

@ fomo005 | — 2:44:00 PU

" Punch Work Record

This icon represents a punch Work. These rows are not editable. This data will only be displayed if ‘Show In/Out Data’ is
checked. A Punch Work record represents the event of someone punching in but has no duration.

§ 2432005
Grid Colors

If you use the Submission/Approval process (see Chapter 12), you will soon notice different colors on the punch records
grid. These colors are tied to the time sheet process. Once time sheets are submitted and/or approved, you will hotice a
change to the color of certain records in the punch records grid. The default color of a punch record is white which

0017 A =

signifies the status ‘Not-submitted’. Submitted records will be blue.

Date » Start Time & End Time Total Project Jaoh
1242005 — — 2200 |ABC- ABC Cormpal SAL - 5aies
1232005 — — 200 |ABC-ABC Cormpan SAL - Sales
H 1282003 — — 1day |SoffTIME Late
@ 1252005 | 206 PV 282 P 46 |(ABC-ABC Compal SHP- Shipping

Approved records will be light green.

Date = Start Time & End Time Total Froject Jaoh
1242005 — — 200 [ABC- ABC Cormpan AL - Sales
12372005 — — 200 [ABT - ABT Compan AL - Saigs
H 1282003 — — { day | SoftTiME Late
@] 1282005 | 206 P 2:52 P 46 |ABC- ABC Cormpad SHP - Shipping

View by week or day

Normally, the punch record grid views records for an entire week, much like the time sheet does. On the punch record
grid though, you can narrow the view down to a single day.

Wiew Entire wieek
12442005 - 12/10/2005 [week #50]

kon

Sun
12/5

1244

Tue

1246

Wi'ed
1247

Thu
12/8

Normally, the large button on the left is selected, but if you want to view a specific day of the selected week, just click the
appropriate button and the view will be narrowed for just that day.
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Show SoftTime Data
Show ScftTime Data

A powerful feature of TimeKron is its ability to be used in conjunction with SoftTime, our absence tracking software.
When the two are used together, each program can access data from the other. In this case, we can view absences in
SoftTime right in the punch record grid.

Date & Stant Time = End Time Total FProject Jah e
12442005 — — 200 [ABC - ABC Compal SAL - Balas
1252005 — — 200 [ABC-ABC Compan SAL - Bales
H 12482000 — — 1 day [SofTIME Late
@] f28/2005 | 2:06 PM 252 PM 046 |ABC - ABC Compan{SHP - Shipping
T

In this instance, a late day was recorded in SoftTime on 12/6. Note that absences in SoftTime can be recorded in either
hours or days.

Show Time in HH:MM
[ 5how time in HH: kb

Time shown in TimeKron can be displayed in hundredths of an hour or in hours and minutes.

Date & Start Time & End Time Total Froject Joh 5
12/4/2005 — — 200 [ABC-ABC Compan SAL - Sales
12342008 — — 200 [ABC-ABT Compan SAL - Sales
H 126/2005 — — 1 day |SofTIME Late
@] 1252005 | 2:06 PM 251 PM .75 |ABC - ABC Campan]{SHP - Shipping
Hundredths of an hour
Diate & Start Time = End Time Total Froject Jah e

1242005 — — 2:00 |ABC - ABC Compan SAL - Sales

1232005 — — 200 |ABC - ABC Compan SAL - Sales

H 12872005 —_ —_ T day | SoffrIVE Late

@ 12872005 2:06 PM 2281 PM 48 |ABC - ABC Compan)SHF - Shipping

Hours and minutes

Show In/Out Data

[] Show In/Out D ata

Another option on the punch grid, is to display In/Out records. When In/Out records are displayed, they will be displayed
down to the second.
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@] 2005 | — 2:41:00 P
(@] r2wo0s |zararen | —
@] rzmoo0s | — 1:21:00 PV
(@] w005 |zoroomw | —

Print

This button appears on each of the Time Sheet, Punch Record and Note pages. It will allow you to instantly print the

information you see on the page in front of you.

FYI

This is another option that will appear if you are using SoftTime in conjunction with TimeKron. The FYI button will bring

up the FYI section that you would normally only see through SoftTime.

& Thomas Smith (Days) X

Departtment  Administration

This form shows you a synopsis of the current employee’s absence data for their current recording year.

Hire Date  8/8/2005

[ llness

W Vacation

[ Personal

[ Leave of &bs.

O duy

W Other

[ Family Leave
W Lae 1.00
I Work
[ Eereavement

W \Worker's Comp

[ Paid Leave

[l Traiing

Il Gusiness Trip

[ Miltary Leave

[ Erergency

I School

I Githdsy

I Grow Day

[ User Category 1

[ User Category 2

Il User Category 3

Il User Category &
[ Holiday 8.00

Recording Years based on 12/4/2005

Category Fecorded Allowed

9.00
9.00
9.00

Femaining
9.00
9.00
9.00
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Chapter 9 — Notes

A feature that can help to track the details of time worked is the Notes feature. Employees can enter notes into TimeKron
at any time. There is no limit to the number of notes for a single day.

Note Grid

On the main form, the third page is the Notes page.

o Erins et E C RCA B e G
1Y 127 1/2008 Pk 2811 w3 iz 123 | 1arie | rann | s2ns f 20
ke T o L L]
B voromoossn sem Jostmumsmrimeens oo s B
Gy e GlE=n

What is a Note Record?

Notes are usually created in one of two ways. First, a note can be added directly. The user can enter in the date and
time of the note. Secondly, notes are automatically added when comments are entered punching in or out. In this way,
the date and time are the same as the punch. Notes added in this way can be viewed as part of a punch or as a note.

Note Record Navigation

Once you click in the note grid, you can move the cursor around using the arrow keys much as in a spreadsheet. Adding

o . o | #Add Mate . .
a row to the note grid is as simple as clicking a button. Just click and you will see a form that looks like

this:

&4 Employee Note |z|
Date Time
[ 121202005 | aa024EM v

Hate:
| -~

The date and start time default to the current date and time. However, you can change those to be whatever you want.
After that, you just need to enter in your note. Once you've added in the data, click the OK button and the note will be
added. Note that if you've changed the date to something that exists outside the date range you were viewing, a warning
message will come up and tell you. If you decide to add it anyway, you will see the record in the grid immediately after
even though it doesn't exist in that date range.
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Deleting a note is considerably easier. The button on the right will delete the entire record.

Modifying notes is pretty simple. Because of the nature of note records and that most notes can't fit in the grid, notes

cannot be edited directly in the grid. Instead, you need to click on the button to the left of the record you want to
edit. That will bring up a form that looks like the one shown above. You will then be able to edit the note as well as the
date and time. To save the changes, just click the OK button and you will see the changes reflected in the grid.

Grid Icons

In the same way as the Time Sheet, the column on the far left contains an icon for each row. These icons represent what
type of row it is. In the notes grid, there are 2 different icons.

# Note record

This icon represents a note from TimeKron.

12122005 9:31:486 AWM [Gotin really late today because of the snow,

“zr SoftTime Note Record

This icon represents a Note Record from SoftTime. These notes are not editable. These notes will only appear when
‘Show SoftTime Data’ is checked.

121220045 Thomas claimed to be slowed down by snow today.

View by week or day

Normally, the note grid views records for an entire week, much like the time sheet does. On the note grid though, you
can narrow the view down to a single day.

Wed
1247

Tue

12/4/2005 - 12/10/2005 [ eek #50] 1244 12/

12/5 12/8

Yiew Entire Week Sun
1219 |( 1240

‘ Mon

‘ Thu

Fri H Sat

Normally, the large button on the left is selected, but if you want to view a specific day of the selected week, just click the
appropriate button and the view will be narrowed for just that day.

Show SoftTime Data

Show SoftTime Data

A powerful feature of TimeKron is its ability to be used in conjunction with SoftTime, our absence tracking software.

When the two are used together, each program can access data from the other. In this case, we can view notes from
SoftTime right in the punch record grid.

Mote Time & Mote A
121212005 Thamas claimed to be slowed down by show today, |
1222005 9:31:896 AWM |Gotin really 1ate today hecause of the snowy.

In this instance, a note was entered in SoftTime on 12/12. One thing to remember about notes from SoftTime. Those

notes have a date but not a time. The reason for this is that in SoftTime, only one note is allowed per day. Also note that
these notes cannot be edited here, but only viewed.
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Print

This button appears on each of the Time Sheet, Punch Record and Note pages. It will allow you to instantly print the
information you see on the page in front of you.

FYI

This is another option that will appear if you are using SoftTime in conjunction with TimeKron. The FYI button will bring
up the FYI section that you would normally only see through SoftTime.

&) Thomas Smith (Days) ®
Deparment Admingsts,
Hre Date  8/8/200%

Categeny R
M ltness 500 S00

W Busress Tip
B Mty Lesve
[ Emegerecy
I Sehedd

W Bty

1 Srow Doy

I Usex Categary 1

1 Uisen Categony 4
(=1 0.00
Recording Years based on 12/4/2005
[2+] Shouw seheduied incoeded tme

This form shows you a synopsis of the current employee’s absence data for their current recording year.
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Chapter 10 — Punch/Note Maintenance

The main screen allows you to move from employee to employee and view their hourly data and notes. This is fine if you
are only interested in one employee at a time. If you want to view the hourly data or notes for more than one employee
at a time, you can use the Punch Maintenance Form.

Punch Grid

& Punch/Note Maintenance rg|
Punches | Motes
Date~  StartTime =+ End Time Total Project Joh Employee e
9 1252005 915 AM 10:30 AM 1.23  |ABC - ABC Company |EUP - Technical Supp|Lane, Mark E
g 12820050 206 PM 2:81 PM 73 ABC - ABC Company |SHP - Shipping Smith, Thomas E

v
~ AddRow | [] Show In/Out Data [] Show SoftTime Data [[] Show Time Shest Data [ Show time in HH:Mb

Employees Date Range ]
-Unassigned-
SMTWTFS
Administration
O Employess Brodistion Hov S Tl L 2T [+)
&) Departments Sales 1 :

il 2 R 7
EE A R
S e P O
Jan 0612|3256 7]™]

Include teiminated employees

3

Punch Navigation

In many ways, this form is just like the main Punch Records page. With the exception of the Employee’s name, the data
is the same. The icon to the left of the employee’s name allows you to change the employee’s record. The criteria at the
bottom determines what is shown in the grid. The date range on the right works the same way as the one on the main
screen. The employee selector on the left works a little differently, however.

With Employees selected ( © Emplayzes ), you can choose one employee at a time. Or, if you hold down the SHIFT or
CTRL keys, you can select multiple employees. When you select multiple employees, all their data will appear in the grid.

Date & Start Time & End Time Total Project Joh Employee )
I2A/9005 | G1GAM | 10730 AM 125  |BC-ABC Company |SUP - Technical Supp|Lane, Mark
122005 | Z06PM | 251 PM 0.75 |ABC- ABC Company |SHP - Shipping Srnith, Thomas

With Departments selected ( © Departments ), it works pretty much the same way. You can select a department and every

employee in that department will be displayed. You can even select multiple departments in the same way you select
multiple employees.
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Punch Grid Options
~ AddRow | [ Show In/Out Data ] Show SoftTime Data [] Show Time Sheet Data ] Show time in HH:Mbd l Print l ’ Close l

The options “Show In/Out Data”, “Show SoftTime Data”, and “Show time in HH:MM” work in the same way as those in

the Punch Records page of the main form. Conversely, Time Sheet data will only be shown if “Show Time Sheet Data” is
checked.

70

For more information, refer to Chapter 8 — Punch Records.

Note Grid

& Punch/Note Maintenance

Punches Nates
Mote Time & Mote Employee b
[#] 121272005 93156 Am  [ootin really late today because ofthe snow. Smith, Thomas ]
[#] 12122005 10:48:28 M [1was late with Thamas Smith hecause he picked me up and itwas g Lane, Mark ]
-
Aidd Mote ] Show SoftTime Data
Ermployees Date Rangs
Ep: December  » || 2005 '«
Unassigned-
. SMTWTFS
Adrinistration
O Employees : Hov 09 E]
Production Dec 05
z = ec 5] 4616|7890
©Departmers Sales 7

Jan0B[T]2[3]4[5]6]7]

Include terminated emplayees

In the same way as the Time Sheet, the column on the far left contains an icon for each row. These icons represent what
type of row it is.

Note navigation

Navigation on this page works just like it does on the Notes page on the main form. It works much like a spreadsheet.

Additionally, the employee and date criteria for this portion work exactly as it does for the Punch Record portion. See the
example above.

Note Grid Options
” Close ]

The options here work in the same way as those in the Notes page of the main form. For more information, refer to
Chapter 9 — Noftes.

[ Show SoftTime D ata ’ Pririt
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Chapter 11 — Employee Policies

There are a number of features in TimeKron and potentially hundreds of employees that could be accessing those
features. To govern the use of these features by the employees, we have Employee Policies. Employee Policies cover
options from overtime to punch rounding to some minor security options.

Basic Information

& (mplayee Policies

e - Depteme || Poudng uss Purch Dgtars Other
Dictauk NorrE et Prkcy Dolylveten  Weekl Dvotise Riate
[l civerime 1
Dielind Eewved Fikey- [T Y e —
(]

These policies are broken down into four different sections. TimeKron comes with two fixed policies that you can adjust to
your liking, but they cannot be renamed or removed. The two fixed policies are —Default Exempt Policy- and —Default
Non-Exempt Policy-. You can add as many policies as you need over and above these two.

Employee Policies are accessible only by a Super Administrator in exclusive mode.

Also, if you try to remove a policy that is currently in use, you will not be able to. You will need to make sure that the
policy you want to remove isn't being used by any employee.

Overtime

Overtime Rounding Rues || Punch Options || Other
Daily Overtime  ‘Weekly Dvertime Rate

] Overtime 1

[ Deduct Daily Dveitime from Weekly Dvertine

TimeKron offers each employee up to four different overtime settings. Overtime settings are not a necessity for each

employee, but here is where you can set it up if you need it. Each overtime setting offers an amount for both daily and
weekly overtime as well as a rate.

Daily Overtime  "Weekly Dvertime Rate

[7] Dvertime 1 (800 | [4000 | BEE

TimeKron will apply each overtime setting as necessary to each employee’s regular time. Each successive Overtime level
after the first needs to have daily and weekly hours that are equal to or greater than the previous level. Each level's
overtime will be figured from the highest to the lowest level.
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Daily Owvertime  Weekly Dwertime Rate

Overtirne 1 8.00 40.00 150 %
Dvertime 2 9.00 45.00 160 &
Overtime 3 10.00 50.00 170 %
Ovwertime 4 11.00 55.00 180 %

An example of how the overtime might be figured with this setup:

Sun | Mon Tue Wed Thu Fri Sat

P Jiate 12001 122 12113 1214 1218 1216 127 Total
|AEIC - ABC Compar SAL - Sales 3452 352
|AEIC—AEIC Campan SHP - Shipping 4:30 4:30
|}{YZ-}{YZ Company] SAL - Sales 8:00 | &:00 | 4:00 | 300 | 800 33100
|}{YZ-}{YZ Comparm] SHF - Shipping 200 | 1:00 | 200 | 1:00 |2:00 8:00
}{YZ-}{YZ Compamy] SUF - Technical Su 100 | 1:00 | 300 | 1:00 |2:00 8:00

e
Feqular Time 200 | &00 | &00 | 38 2738
OT1 [8:00/40:00] 1:00 | 100 | 100 | B22 822
0T2 [9:00/45:00] 100 | 100 | 100 100 | 216 B16
0T3[10:00/50:00] 1:00 | 052 | 100 a2 10:14 M
0T4 [11:00,/55:00] 230 222 4:52
Totals 11:00|10:52 | 13:30 (10:00 |12:00 722
SoftTIME

You can see here that the numbers in red represent overtime amounts. The amount of overtime for each overtime level is
totaled at the right. This is one way to figure overtime between days and hours. The other way depends on the following
setting:

] Deduct D aily Dvertime from “Weekly Overtime

If this is not checked, overtime will be figured as it is above. If it is checked, then the daily overtime amounts will be
deducted from the weekly overtime amounts and you will get some different OT information:

Eum Men  Tus
A i

It is up to you as to which setting will better suit your company. Generally speaking, most companies would go with the
second option and deduct daily overtime from weekly overtime.
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Rounding Rules

Owertime Punch Options

Punch Rounding

Round each punch to the nearest |1 % | minute increment

Offset raunding by minute[z)

Punches will nat be rounded

Other

To make figuring out time worked easier, some companies institute rounding rules that affect the times that employees
punch in and out. They may want a punch at 8:58 AM or even 9:02 AM to be 9:00 AM. In TimeKron you can set up
rounding rules for individual employees through this policy section. When you set up punch rounding rules, each punch’s
actual punch time may not be the effective punch time. For example, if you want punches to round to the nearest 5
minutes, then a punch in at 9:02 AM would be recorded as 9:00 AM and 9:08 AM would be recorded as 9:10 AM. In
TimeKron we give you nine possible ways to round time. From one minute all the way up to 30 minutes. One minute
rounding is the same as no rounding at all as it will round each punch to the nearest minute. Just select the rounding

increment from the list.

Punch Rounding

Round each punch to the nearest * | minute increment

2 FS
Cffzet rounding by ik 3
&
Punches will not be rounded B
10

15

20 W
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When you select something from the list other than 1, you will have the option to set the rounding offset. The rounding
offset is useful if you want the rounding to be slightly different. In any case, when you choose a rounding increment or
change the offset rounding, the small text below will explain how the rounding will be affected:

Punch Rounding

Found each punch to the nearest | 5 % | minute increment

Offeet rounding by 1 % | minute(z]

Punches between 7:54 4k and 7:58 Ak will round to 7:55 Ak
Punches between 7:53 4k and 8:03 &M will round bo 8:00 &M
Punches between 8:04 Ak and 8:08 Ak will round to 8:05 Al

Punches

Overtime Rounding Rules Other
Purich options

Allow Regular Punch In/Out [ Al Gusick: Punch In/0ut

Logon options

] Remember logon between sessions

Token Type
e.0.- BEARBOK # Gary

Auto-punch options
] Punch In on application startup ] Pumch Out on application exit

Punch Options

When punching in, TimeKron has two different ways of doing that. The “Regular” punch method allows the user to enter
in a project, job notes and lets them optionally set the punch time when punching in or out. The “Quick” punch method is
just that. When you want to punch in or out, you click one button and that's it! TimeKron sets the time and uses the
employee’s default project and job. Here you can set which methods you want your employees to use. You can allow
both or you can restrict access to one or the other. If you want your employees to punch in and out but don’t want them
to use projects and jobs, then you would check “Allow Quick Punch In/Out” and uncheck “Allow Regular Punch In/Out”

Logon Options

Normally, whenever someone logs on to TimeKron, they would have to enter in a User Name and Password. Using the
logon options, you can streamline that process for employees so that they no longer need to enter a User Name and
Password. To activate this feature, check “Remember logon between sessions”.

Once this option is activated, you will need to decide how the user will be recognized. Before we can do this we need to
talk about a term called ‘tokens’. In TimeKron, a ‘token’ is how TimeKron recognizes each user that is logged on to the
computer. Here you choose one of 3 different token types:

1. Computer Name and User — Most strict method. If this is selected, the employee will only be recognized if they are
using a specific computer and are logged into Windows with a specific user name. This is ideal if multiple employees are
sharing a single computer.

2. Computer Name Only — this option will associate just the computer name to a specific employee. Anyone using that
computer will log on as the associated employee. This is ideal for employees that work from the same computer all the
time and do not share it with other users.
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3. User only — If your company has several workstations and users can log in and out of each workstation, you may want
to choose this option. This option will associate a specific user name to an employee. When that user tries to log on to
TimeKron from any workstation, it will recognize the user and log on as that employee. This is ideal for users who log in
to a network domain when starting Windows.

The next time the user logs on to TimeKron, the ‘token’ association will be set. From that point on, the login screen will
be bypassed and the employee will automatically be logged in.

You can manually create the ‘token’ association for individual employees if you don’t want to wait for them to log in for
their first time. This is done from the main Employee Information page. Access the policy override for the employee by
clicking the [?].

Folicy
-Diefault Exempt Palicy- b
Select the Punch Option tab.

Override logon options

Remember logon between sessions

Token Type [NESS

eg. - Gamy

[] Lock logon between sessions

Token D | Gary

In the above example the Token Type is User and the associated Token ID is “Gary”
To manually set a ‘token’ association, click Change.

To reset the association, Click Clear. The Token ID will then read “-Auto Detect-" to indicate that it will automatically
remember the ‘token’ association the next time the user logs in.

When a user with a ‘token’ association exits TimeKron, they will have the option to uncheck “Remember Log On”

Shutdown TimeKron

Cancel

This will close TimeKron and log them out so that another user can log in. Next time the employee logs into TimeKron
they will once again be remembered.

In some circumstances you may not want the employee to have the option to uncheck “Remember Log On”. If this is the
case, then you will want to check the “Lock logon between sessions” option. This will prevent the user from un-checking
“Remember Log On”. The option will still appear for administrative reasons but the user will be required to enter a Super
Administrator User Name and Password before they will be allowed to Log Off.

Auto-punch options

Most of the time a punch ‘in’ or ‘out’ is a conscious act done through TimeKron’s punch clocks or some external punch
clock. In some instances, though, you may want to coordinate your punching in and out with your activities on your
computer, or more specifically your activities on TimeKron. These two options will punch an employee in whenever they
start up TimeKron or it could also automatically punch them out when they exit the application. This can save a few
keystrokes or mouse clicks as your first and last punches of the day are as simple as starting and exiting the program.
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When used in conjunction with the Remember/Lock Logon feature above, an employee’s first punch of the day is as
simple as double clicking the TimeKron icon on the desktop.

Other

Owertime Fiounding Rules Punch Options

Project/Job options

[JCar add Projects Can add Jobs
MHote options
Can add emploves notes Can edit/delete employee notes

Tirne Sheet/Punch options
Can uze time sheets
[ In/Out board punching without recording time

Auto-start option

[ Start Timekron when user logs into ‘Windows

Project/Job options

When punching in, all employees can specify a project and job from the list. Occasionally, however, an employee may be
working on a project or job that isn’t in the list. If that is the case, then they may need to add a project or job on the fly.
Here you can specify if you want employees adding projects and jobs in this manner.

Note Options

TimeKron gives employees the ability to add notes as easily as punching in or out. Here, you can specify if you want
employees to have that ability. Additionally, you can allow the employees the ability to edit and delete employee notes.

Time Sheet/Punch Options

Every employee in TimeKron can punch in and out. Additionally, every employee can view their hourly data on the Time
Sheet page. In order to add records to the Time Sheet, however, each employee needs to have the ‘Can use time sheets
option checked. Additionally, you can allow employees to adjust their own punches. If that option is checked they will be
able to adjust their punch starting and ending times in the punch grid as well as when punching in and out. The third
option in this section, ‘In/Out board punching without recording time’, is generally meant for those employees who want
to use the In/Out board for tracking their In/Out Status, but don’t want to create Punch records when they punch in and
out. In other words, if an employee has this option checked, they can punch in and out just like anybody else and they
will be tracked on the in/out board. However, you will not see punch records created for that employee in the Punch
Records grid (see Chapter 8 — Punch Records).

Auto-Start option

The Auto-Start option can make using TimeKron even easier. With this box checked, TimeKron will attempt to start the
application when Windows starts up. It is important to note, however, that several other things need to be set up for this
to work properly. First, the Workstation option allowing Auto-Start needs to be checked or the Auto-Start policy will be
ignored (see Chapter 3 — Getting Started).

Second, the Auto-Start feature needs to be able to Log On as a specific employee. Because of this, the employee will
need to be set up with the Remember Logon feature from the previous section. If this is not set up or a ‘token’ not
established for the employee, then the Auto-Start policy will be ignored. If those two things are in order, then TimeKron
will start up when Windows starts up and the employee will be automatically logged on. Starting up in this way will not
display the main application, but will instead start TimeKron in Stand By mode. The application will be running but it will
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only be represented in the system tray. The application is started up and ready to go. You can access the features from
the Quick Start menu (see Chapter 13 — Quick Start — System Tray) which is accessible through the system tray icon.

Note — When the Auto-Start option is used in conjunction with Remember Logon and the Auto-Punch
options, users can be setup to automatically Punch In when they start their computers and automatically
Punch Out when they turn their computers off.

Employee Policy Overrides

Employee Policies are a good way to setup the rules of the software, but as we all know, sometimes there are exceptions.
Instead of creating a new policy for each exception, we can make use of Employee Policy Overrides. Employee Policy
Overrides allows you to override specific policy settings on an employee by employee basis.

This is done from the main Employee Information page. Access the policy override for the employee by clicking the [?].

Palicy

-Default Exempt Policy- W

Owertime Raounding Rules Punch Options

[ owerride Project/loh options

In this example, “-Default Exempt Policy-“ does not allow employees to add projects or jobs. If you wanted to override
those settings, you would click the Override Project/Job options and then check the settings that you want.

& Employee Policy Overrides @
DefaultEvont ol
Dvertime Rounding Rules Punch Options Other

Override Project/ Job options
[l ojects: Can Add Jobs

] Owerride Mate options

[[] Owerride Time Sheet/Punch options

] Owerride Auto-Start options

Fields in BOLD are ovenides from the main policy

This employee would be set up to add projects and jobs, even though the policy does not normally allow it. Also note that
when we activated the Override Project/Job options that it was the only section activated. Each section needs to be
activated separately. The other sections will still be inherited from the original policy.

. . il ook like this: B
If an employee has any overrides in effect, the button on the Employee Information page will look like this: .

Another important point is that if an employee changes policies, the overrides will still stay in effect. For example, if an
employee is set up with “-Default Exempt Policy-” and has overrides in effect, if that employee changes to “-Default Non-
Exempt Policy-", those overrides will still be in effect. It may be possible that the overridden value is the same as the
original value, but it will still act like an override.
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Chapter 12 — Submission and Approval

If your company uses time sheets, the time sheets will most likely have to go through some kind of approval process.
Time Sheets that are submitted usually need to be approved by an administrator before the time is submitted to payroll.
TimeKron handles this process through the Submission/Approval feature.

What is the Submission/Approval process?

The Submission/Approval process is how a time sheet goes through an examination process and how that time sheet is
eventually given to payroll for processing. First is the submission part. After an employee fills out a time sheet, they need
to submit that time sheet to an administrator for approval. In TimeKron, submitting a time sheet is as simple as clicking a
button that says Submit. When a time sheet is submitted, the employee will have the option of sending an email reminder
as well. When an administrator sees a submitted time sheet, they have the option of approving it or not approving it.
Either way, they can send a response e-mail back to the employee. In a nutshell, that is the Submission/Approval

Process.

It should be noted that it is not necessary that you use the Submission/Approval process in TimeKron. The system can
work fine without it. But for those companies that want a time sheet approval process, it is available.

Time Sheet Status

Time Sheets in T/SQ can have one of four statuses. Each Status is described below.

Not-Submitted

The Not-Submitted status is essentially the default status for every time sheet. Time sheets on this status will have the
white color and will be editable. From this status you can submit a time sheet, or jump right to approved status.

Submitted

The next status is Submitted. A Submitted time sheet will have a light blue color and will not be editable. From this
status, you can Un-Submit the time sheet (taking it back to Not-Submitted status), or you can Approve it.

Approved

The next status is Approved. An Approved time sheet will have a light blue color and will also not be editable. From this
status, you can Un-Approve the time sheet.

Mixed

The next status, while rare, is called Mixed. Simply put, a time sheet on Mixed status has more than one status for the
selected week. For example, if one time sheet had some Submitted time and some Un-Submitted time, then the time
sheet would be on Mixed status.
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Submitting

When submitting time for a week, TimeKron will submit all time records that exist for that week. This includes both Time
Sheet and Punch records. If you are only submitting Time Sheet records, you should be able to submit the time sheet
easily. If your time sheet submission contains punch records, the punch records need to conform to a couple of rules:

First of all, there can be no Punch records in that period that are ‘open’ punches:

Date » Start Time & End Time Total Froject Johb 2
124742005 | 1112 AM ABC - ABC Compan]SAL - Sales |

An open punch is a punch that has a start time but no end time. If you have open punches in the time period to be
submitted, you need to either remove those records or add an end time to close those records out.

Secondly, none of the punch records can have overlapping time:

Date s  StartTimes | EndTime = Total | Project Job »
(O r2¢72005 | 11128 | 512 PM E:00 |ABC- ABC Compan]SAL - Sales
@ 12717/2005 | 2Z00PM | 6:00PM 400 |ABC - ABC Corpan| SAL- Sales |

Those records will have to be straightened out before you are allowed to submit.

When you click on the Submit button either on this form or the main form, TimeKron will perform these checks for you. If
either of these problems exist, you will not be able to submit. If you are able to submit the Time Sheet, you will then see
a form such as this:

@ Submission Confirmation
MName Start D ate End Date

|Smith, Thomas 1241142005 1241772005

Sun Mon Tue Wed Thu Fri Sat  Week
12411 12412 124113 12414 12415 12416 12417 Total

Regular 200 | &00 | @00 | 200 | @00 40:00
071 100 | oo [ o0 [ o0 | oo 500
072 100 | 00 [ 100 [ 100 | vo0 5:00
073 100 | 0:52 | 1:00 1000 352
074 230 1:00 30

Totals | [11:00]10:52[13:30 [10:00 [12:00 | 57:22 |

Subrission Notes [ 5end E-Mail

! A [_submi_|
|

From here you can confirm the Totals and date range and enter in any submission notes you might want to include.
Additionally, there is a Send E-Mail option. If you put a check on that option, an email will be sent to all administrators
who are set up to receive emails that have access to you, to inform them that you've submitted a time sheet. Even if you
don’'t want to send an email, the Time Sheet can still be submitted. When you are prepared, just click on the Submit
button. That's it, your time sheet has been submitted. An important thing to remember about time sheets, is that once
you've submitted a time period, no new data can be added for that time period. So make sure you have all that data
together that you want submitted, before you do that actual submitting.
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Un-Submitting

If there is a change you want to make on the Time Sheet, you can use the Un-Submit button. Only submitted Time
Sheets can be un-submitted. If an administrator is reviewing a time sheet and can't approve it for a particular reason, you
will want to use the Un-Submit process. Once you click on Un-Submit, you will see a very similar screen as before.

@Unrsubmil Confirmation @

Name Starl Dale End Dale
| Smith, Thomas [ 1zmvaos | 12n7r2005
Sun Mon Tue Wed Thu Fri Sal  Week
12711 12/12 12713 12/14 12/15 12/16 12/17 _Total
Fegular g00 [ 800 [ &m0 [ eo0 | soo 4000
iyl 100 [ 100 [ oo [ oo | ro 500
12 100 [ 100 [ 100 [ oo | oo 500
o013 100 | 052 | 1o 1.00 352
T4 230 1.00 330
Totals 11:00 [10:52[13:30 [ 10:00 [12:00 57.22
Un-Subrmit Notes [ Send E-Hail
x
2

Once the Time Sheet has been un-submitted, you can go back to the main form to make changes.

Approving

In many ways, the approval process is a bit easier than the submission process. As an administrator, you can approve
both un-submitted and submitted time sheets. If you are on an un-submitted time sheet, technically you can go directly
to approved status, but the time sheet will still go through the same checks for submission before it is actually approved.
When you are viewing a time sheet that is correct and you want to approve it, just click the Approve button. You will then
see a form like this:

9 Approval Confirmation E|
Marne Start Date End Date
| Smith, Thomas [ 1emizznos [ 12n7s2005
Sun Mon Tue Wed Thu Fri Sal  Week
12711 12/12 12713 12/14 12715 12/16 12/17 Total
Regular go0 | 800 [ &oo | 800 | aoo 40:00
am 100 | too | o0 | oo | 100 500
072 100 [ too | 100 | roo | 100 500
073 100 [ 052 | 1:00 1.00 352
oT4 230 1.00 330
Totals | [11:00]10:52]13:30 [ 10:00[12:00] [ 57:22 |
Approval Notes [1'5end E-Mail
u
a

Once again you can enter in any approval notes and you can send an email to the employee that informs them that the
time sheet was approved. To finalize the approval, just click the Approve button.

Un-Approving

Occasionally, there may be a need to make a change to an Approved time sheet. Because the Approved date range is
locked, you can’'t add or modify data directly. The first step in the process is to Un-Approve the time sheet. Un-Approving
the time sheet simply takes the time sheet from Approved Status and moves it back to Submitted Status. If you need to
make changes, you can then use the Un-submit function.
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Who can Submit/Un-Submit?

Submitting and Un-Submitting timesheets can be done by virtually every employee. Each employee needs to be able to
use time sheets (see Chapter 11 — Employee Policies) as set up in the policy section. If an employee is set up to use time
sheets then they can submit and un-submit time sheets as well. It must also be noted that administrators also have the
ability to submit time sheets. This means not only their own, but also timesheets of employees that they have full access
to.

Who can Approve/Un-Approve?

Approving and Un-Approving of time sheets is a task that can be done by administrators only. An administrator has
access to approve time sheets for any employee they have access to (unless it is Read-Only access).

Time Sheet Approval Form

) Time Approval E|@5_‘—J
Submited Time Orly Optons Hane Lo tor
Lane, Mark Production
A0 smited e boe o employes Sikn ‘St Dt Erd Doke
[Sbenmed  [120022008 1211772005
Engloyee Week Siat Suberitied by Fgprirved by
1 [Semith, Thomes
Serath, Thomas: 12 AN e Egprovn Time
:l)ﬂ:h’JLllnl:L’:ﬂW ]
Submision Hotes Agproval Hotes

‘wheskly Totsls o

Sun  Mon Tue Wed Thu Fri  Sat  Week
12711 12A12 1213 1214 1215 1216 1217 Total

Fiegds| 1:00 | 200 | 200 | 400 | 500 15:00
on
072
™ or3
ors
| e Totals | 1:00 | F00 | 300 | 400 | S00 1500
| UreSient Diarg: [ T !

Submitting, Un-Submitting, Approving and Un-Approving can all be done through the main form on an employee by
employee basis. For submitting time sheets, this might be ideal. However, when administrators need to approve time
sheets moving from employee to employee on the main screen can be time consuming. For that reason, we have the
Time Approval Form. This form can show time sheet information for all employees at once if necessary.

Submitted Time Only

When an administrator first opens the form, the Submitted Time Only page will be selected. This list will show all
employees that the administrator has access to that have submitted time sheets waiting for approval. All employees’
submitted weeks will be shown. For administrators that want quick access to only those time sheets that are submitted,
this is where they would go. If you want to see more than just submitted weeks, click the Options page.
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Options

On this page, you can select the week you want as in the main form. Additionally, you can select from one of the
departments that the administrator has access to. On the right hand side of this page, you can also choose the type of
weeks you want displayed. If you only want to see employees’ ‘non-submitted’ time sheets for a particular week, then
keep the Non-Submitted box checked and un-check the other three boxes. The list below will show you which employees,
weeks and statuses adhere to the criteria. The week statuses are shown in the column at the left and the color legend as
shown above.

Time Sheet Info

Merme [
o, Thetun Aebriratiatin
| —— ] S]]
et 21205 12170
ubentied by Apgecvedty

Semen, hamat

o Trva Apgpacvn Tis
TR0 110 AN

Submivsion Mctas ppacel Hoins

This section holds the basic information for each time sheet. Whether you are choosing an employee from the ‘Submitted
Time Only’ page or from the ‘Options’, you will see these fields. If a time sheet is still on ‘not-submitted’ status, these
fields will still be there, but the submit and approve fields will be blank.

Time Sheet Summary

In the lower right part of the Time Approval form is the Time Sheet Summary section. This section breaks down time for
each work sheet into useful totals.

‘wieekly Taotals hd

S5un Mon Tue Wed Thu Fri S5at  Week
1211 12412 12713 12714 12715 12716 1217 Total

Freqular 500 | BO0 | &00 | 800 | &00 4000
0T 100 | 100 | 100 | 100 | 1.00 5.00
oT2 1.00 [ 100 [ 100 [ 100 | 1.00 5.00
073 1.00 | 067 | 1.00 1.00 267
o4 250 1.00 250

Tolals| |11.uu|1u.3?|13_5u|1u.uu|12_uu| | 57.37 ‘

Here you can see how the week breaks down between Regular and Overtime hours. If you are interested in Project
and/or Job Totals, just select it from the drop down list box.
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ABC - ABC Company
ABC - ABC Company
HYZ - HYZ Company
HYZ - HYZ Company
HYZ - HYZ Company

Job Totals
Job Haours
SAL - Sales 387 A
SHP - Shipping 450
SAL - Sales 33.00
SHP - Shipping 8.00
SUP - Technical Suppart 8.00
-
Total 57.37

This section can break the time down by projects and jobs. Here, you can see the breakdown for each project and job
combination. You can also break it down by just projects or just jobs by selecting a different option from the drop down

list box.

Time Sheet Details

If the summary section isn’t sufficient to approve time, the button can show the entire time sheet.

& Time Details X

Start Date Erd Date
Smith, Thomas 121142006 | 1241742005
Sun  Mon  Tue Wied | Thu Fri Sat ~
12001 1212 1213 1214 1205 1216 1207 Total
352 3:52
SHP- Shinping 430 4:30
&00 | 500 | 400 | 800 | 800 33:00
SHP- Shipping 200 | f00 | 200 | @00 | 200 2:00
SUP- Technical Su £:00 | 700 | 300 | 700 | 200 8:00
v
Totals 11-00 | 10:52 [13:30 | 10:00 [12:00 57:22 [a]

Keep in mind that any time sheet viewed through the Details function cannot be edited, even the time sheets that are on

Not-Submitted status.

Email Notification

Email Notification was discussed previously with regard to submitting and approving time sheets. This option is not
necessary, but can be a handy tool to use so that administrators know when time sheets need to be approved and
employees know if their time sheets have been approved. To use Email Notification, you need to have two things. First,
you need to make sure that Email Configuration is set up properly (see Chapter 3 — Getting Started). Second, you need
valid email addresses for employees and administrators alike. If an employee or administrator doesn’t have an email
address set up in Employee Information (see Chapter 4 — Employee Information), then they can't receive emails.

As far as administrators are concerned, if an administrator wants to receive email notifications from employees, then the
security needs to be setup properly. Full access (green check mark) does not receive email notifications from employees.
You will need Full w/email (blue check mark) to receive email notification.

Employees receive email notification responses from administrators regardless of their security settings.
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Chapter 13 — Quick Start Menu

Whenever you start up TimeKron (except for Punch Station mode), the Quick Start menu icon will appear in the System
tray in the lower right part of your screen.

| e . B3 Sy 216 PM

The TimeKron Quick Start icon is circled above. From the Quick Start Menu, you can quickly access the important features
of TimeKron.

Thomas Smith
Out - 11:34:04 AM*

{ABC - ABC Company/SHP - Shippit
’ @ Funch In ... ]
’ @ Punch Work ... ]
’ @ Funch Cut ... ]
[ Quick Punch
A Make Note

@@ In/out Board [Show]

B TimeKron

[©) Exit

2:21:14 PM

Current User/Status

Thomas Smith
Ot - 11:34:04 Ap*

(ABC - ABC Company/SHF - Shippit

The Quick Start menu always displays the currently logged on user. This is the user who entered in their user name and
password when the application started up. Here the current user is Thomas Smith.

Additionally, you can see the current In/Out status as well as the last punch time of Thomas Smith. In this case, Thomas
Smith was punched out at 11:34 AM. You can also see the details of the last punch including the project and job.

Punching In/0Out

[ @® FunchIn.. ]

[ @ Punch Work ... ]

[ @ Funch Cut ... ]
[ Quick Punch

From these three buttons, the current user can punch in and out simply from the System tray. The punching process is
identical to the one discussed is Chapter 6 — Punching In and Out. If Quick Punching is more your style, you can check
the Quick Punch checkbox and clicking the Punch buttons will quick punch you in or out. In this case punching is as
simple as a single click.
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For those employees who want a quick punching process, this is your answer. The system tray is always available and all
the employee has to do is to click on the TimeKron icon in the system tray and then punch in or out. Two clicks and you
are punched in or out.

Make Note

[ & Make Mote

The Quick Start menu also allows quick access to add notes into TimeKron. These notes are unlimited and free form so
you can add as many as you like. Just click the TimeKron icon in the system tray and then click Make Note and you are
there. For more information on Notes, refer to Chapter 9 — Notes.

In/0Out Board

[ @@ In/Out Board [Show] ]

Another handy tool you can access from the Quick Start menu is the In/Out board. From this menu you can toggle the
In/Out board on and off. For more information on the In/Out board, refer to Chapter 5 — In/Out Board.

TimeKron

[ EE Timekron

This button will activate the main application.

Exit
[ (@) Exit

Quite simply, the Exit button will exit you out of the application. When you exit a screen will appear requesting you to
confirm that you want to exit.

Shutdown T/SQL Server

@

Exit/Log Off

Cancel

Stand By

‘Stand By’ is a concept that is only partially associated with the Quick Start menu. When you try to exit from the Quick
Start menu, you will get the exit screen as above. When you try to exit the application by clicking the ‘X’ in the upper right
corner or by clicking on File>Exit, then you will see a different exit screen.
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Shutdown TimeKron

@

Stand By Exit/Log OFf

Cancel

On this form, clicking the Exit/Log Off button will do just that, exit the application completely including the Quick Start
menu. Clicking on the ‘Stand By’ button will do something different. Clicking on the ‘Stand By’ button will hide the main
application, but the Quick Start menu will still be active in the system tray. This will give you access to some key features
in TimeKron. If you want to go back into the main application, you can still do that through the Quick Start menu.

Remember Logon
Another feature when exiting is the Remember Logon feature:

Shutdown TimeKron

@

TimeKron has the option of remembering Log On information for users. For more details, see Chapter 11 — Employee
Policies. For those users that are set to have their Log On information remembered, the exit screen will look like this. If
you want TimeKron to remember your Log On info, then leave the checkbox checked and exit the application. The next
time you come in to TimeKron, it should bypass the log on screen. Users who have their Log On info ‘locked’, will also see
this screen. It behaves in exactly the same way, except for the Remember Log-On checkbox. If a locked user tries to
uncheck the box, TimeKron will prompt you for a user name and password. To properly unlock a locked user, a Super
Administrator needs to authorize it.
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Chapter 14 — Punch Station

Some office environments will allow individuals to access TimeKron from their own workstation where they can punch out
at their leisure. This is usually done by use the Punch feature through the Quick Start menu. Other offices, however, may
still need to have employees punch in and out, but won't have workstations for all of them. For that situation, we have
the Punch Station. The Punch Station is different from other TimeKron features. To access Punch Station, click
Start>Programs=>TimeKron>Punch Station. The first time in, you may see a screen that looks like this:

3:40:32 FM

~

2, Punch Station

In Out Employee « Date Time Details » Comments

v

The Punch Station can be accessed by anybody, but a Super Administrator must first set it up. If a Super Administrator
does not set up the Punch Station, it will always be blank as you see here. To set up the Punch Station, a Super
Administrator clicks on the Setup button. It will prompt for a username and password. After the Super Administrator
enters the info, the following screen will apear:

€) Punch Station Options

Employee selection [[] 5tation Enabled
O Employees ® Cepartments

HES

M ame option
(&) Lagt Name, First Mame
) First Mame, Last Mame

Punch options

Other options

Refresh rate l:l

Cancel

All of these options have an effect on how the Punch Station works, but the most important option is the Station Enabled
option. If this option is unchecked, then nothing on the Punch Station will be enabled. Additionally, if this option is
unchecked, you will be unable to change any of the other options. Once the Station Enabled option is checked, you can
use the other options.
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The Employee selection option works much in the same way as the In/Out Board (see Chapter 5 — In/Out Board). One or
more employees or departments may be selected for viewing. Also keep in mind, you can create multiple punch stations
on your system. One Punch Station may keep track of the Administration department, and another may track the Sales
department.

The Name option will determine how the name is displayed in the Punch Station.

The Authentication Required option determines if authentication is required for each punch on the punch station. If this is
checked, anytime someone punches on the punch station, they will be prompted to supply a user name and password.

Allow Admin Punches is similar to the above option in that it will allow Administrators to use their user name and password
to punch other employees in and out.

Finally, the Refresh Rate determines how often the Punch station will automatically refresh.

After you've selected your options, click OK to go back to the main Punch Station form. If you've checked Station
Enabled, it might look something like this:

J 2 Punch Station

-All Departments- hd 4:02:11 PM
In Qut Employee s Date Time Details = Comments 25

[ ][ @] Brown, Cindy 12162005 24117 PM

[T (@] Jones, Jeff 1262005 2:41:14 PM

(@[] Lane, Mark 120602005 2:41:3BFM -

[Z][®@] smith, Thomas 121202005 11:34.04 AM ABC - ABC CompanySHP - Shif

(2 ][ @] 5mith, Tom 12/Bi2005  2:41:22 PM

As in the In/Out board, this form also has the current time and a refresh button for a manual Refresh of the Punch
Station.

You can punch in and out by clicking in the In and Out columns for the specified employees.
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Chapter 15 — External Punch System

TimeKron’s main job is to track time worked. It does this through tracking both punches and time sheet time. The main
source of TimeKron’s punches is TimeKron itself. However, TimeKron does allow punches to be processed from outside of
the TimeKron application. The External Punch System first must be enabled through the Super Administrator options
before it can be used. See Chapter 3 — Getting Started.

Open Architecture Punching

Open Architecture Punching (or OAP for short) is the technology that TimeKron uses to integrate external punches into the
application. In essence, OAP can provide the ability for TimeKron to accept punches from virtually anywhere. Through an
ODBC connection, other applications can enter raw punch data into a staging table in the TimeKron database. TimeKron
then detects and processes those staged punches. They are applied using all the policies and rules setup by the TimeKron
administrator. The possibilities for using OAP are endless.

How to use it

Every TimeKron application sets up a database. One table that it sets up in that database is called External_Punch. This
is the staging table which drives the OAP process. The relevant fields in this table are as follows: Badge ID, Punch Time,
In/Out Status, Project Code, Job Code, Punch Location, and UTC Offset. To enter an external punch, you just need to
insert a record into the External_Punch table. The minimum required fields are the Badge 1D, Punch Time and In/Out
status. The rest of the fields are voluntary. UTC Offset represents a time zone offset. If TimeKron is processing punches
from two different time zones, it will use this field to normalize the times.

Hardware

Hardware such as punch clocks can also take advantage of OAP. Many hardware devices track things such as Punch
times and In/Out status as well as a Badge ID that was used to punch with. With this basic information, you can transfer
punch information from most punch clock hardware to TimeKron.

Device Manager

Software Techniques offers punch clock hardware for use with TimeKron. The entire package, which includes software
and hardware, is called 7imeKron Complete. The Device Manager software takes punches from multiple devices and
transfers those punches to TimeKron. The supported devices include a Serial Port, Ethernet, and Modem time clock
devices. For more information and pricing on the Device Manager and 7imeKron Complete, contact Software Techniques
at 540-721-1000.

OEM Integration

Through the use of OAP, other equipment manufacturers (OEM's) can integrate their punch clocks with TimeKron.
Contact your OEM'’s for more information or contact Software Techniques for a list of recommended OEM's.
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Web Based Punching

Another innovative way to use OAP technology is through the internet. Punching in to TimeKron could only be a few
mouse clicks away. Web sites can be created to accept punch information and then send the results to TimeKron. One
way to accomplish this is through the use of an ASP script. Agpendix A provides a sample ASP script which can be used
by your own web administrator to integrate OAP into your company’'s own web page.

External Punch Error Maintenance

While using OAP technology and the External Punch System is very useful and flexible, there are times when punches
entered externally cannot be processed. The primary reason for a processing error would be an invalid Badge ID. In this
cases, we need to use the External Punch Error Maintenance form. To access this form, click on Tools -> External
Punch Maintenance.

& Error, Maintenance E‘

[ BadgelD ][ PunchTime  J{ IniOut | PCode I JCode I PunchLoc ]
654321 i M Punch Clack
54321 |12416/2005 44518 M [0 | |Punch Clock

~

Closz

This form shows every punch in the External_Punch database that has not been processed. The relevant data for each
punch is displayed in the listbox. The key data for each punch is the Badge 1D, Punch Time and In/Out.

Change
Badge ID
[Batch]

Reprocess
ist

Change
Badge ID

Remaove

Remove [Baich]

When dealing with punch errors in this form there are several things you can do.

Remove and Remove (Batch)

If you see a punch in this screen that does not belong, you can simply remove the punch. If you want to remove a single
punch, just click the punch record and then click the Remove button. You will be given a brief confirmation screen before
the punch is officially removed. The Remove (Batch) button can remove all punches for a specified Badge ID. If you
want to remove all punches of a particular Badge ID, just click a single record with the Badge ID that you want to remove
and click the Remove (Batch) button. The confirmation screen will be similar, but it will refer to removing all punches with
the same Badge ID.

Remove Punch P§|

€ y  External Punch:
-

Badge ID 654321

Delete all recards with the selected Badge ID?

[ oK ] I Cancel

Change ID and Change ID (Batch)

Another approach to correcting punch errors is to change the Badge ID of a punch. It is possible and likely that some
employees’ Badge Ids will change over time. If the Badge ID change does not get updated in TimeKron, then it will not
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be able to associate a Badge ID with the correct employee. To change the Badge ID of a punch, click the punch you want
to change and click the Change Badge 1D button.

() Select a Dadge ID ]
) Depatments.

L] e termarsied emplopees

=] iy shove ey vt a Disige 10

On this screen, you can see each employee in the system and their Badge ID. Just select the employee and Badge ID
that you want to change the punch to and click OK.
You will then be given a final confirmation screen about the Badge ID change.

Change Badge ID

)
e ,  External Punch:
Y
Badge ID 654321
Punch Time 12/16{2005 :58:05 AM
Injout I

Change Badge ID to 444447

’ K, ] [ Cancel

To complete the Badge ID change, click OK.

The Change Badge ID (Batch) button works in a similar fashion. You still select a single record of the Badge ID you want
to change. After clicking the Change Badge ID (Batch) button, the same Badge ID selection form will come up. The
confirmation screen will look a little different.

Change Badge ID Pz|

9 , External Punch
2

Badge ID

054321
MNew Badge ID

44444
Change all Badge ID ‘654321 to '44444'7

[ [a]4 ]I Cancel l

To change all the Badge Ids, just click the OK button. Following the changing of a Badge ID (either single or batch), the
entire list will be reprocessed. In theory, the punches you've just changed should actually process now and they should
be removed from the list.

Reprocess List

Corrections to the Badge ID can also be made in the main application. If you have already made the necessary
adjustment to the Employee Information you will need to reprocess the list of errors. To do this, click the Reprocess List

button. This will attempt to reprocess all of the external punches. Any external punches that have been successfully
processed will no longer appear on the list. Any external punches that still appear on the error list were unable to be
reprocessed.
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Warning Icon

If you are using the External Punch System and OAP, you will probably want a way of knowing if there is a problem with
your external punches. TimeKron provides this with a warning icon. If external punch errors exist, you will see an icon
like this on the main screen.

N

This will appear in the lower left part of the screen. For quick access to those errors, just click the icon itself and the
Punch Error Maintenance form will come up.
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Chapter 16 — Reports

TimeKron has well over 20 different report forms and a number of the reports have different variations of that report.
There are many features that are common among report screens.

Common Features

Lo Resalution Printer [ | = @" B
Ok

Compary Logo in Header ) i .
Company hame in title Prict | [Preview || E-bail || HThL

This information will be seen in every report.

Report Title

This is the name that will appear in each report header as the report title. Each report comes with a set name, but you
can change it you wish. Below the Report Title is the report description giving a brief description of the report.

Administrator Title Lock

When a Report Title is changed, it is changed for the entire system. If an administrator wants to lock down report titles to
keep people from changing them, they can click on this button. Then only administrators can change that report’s title.
This setting can be different for each report.

Low Resolution Printer

Occasionally, some TimeKron reports have graphics to display. Some printers may have trouble printing some graphics.
If you want to print a report without a lot of graphics, just check this option and it will be mostly lines and text. This
setting is for the workstation only.

Company Logo in Header

In the Super Administrator Options form, each system can specify a Company logo to appear in reports. If you have a
company logo specified, this checkbox will be enabled and you can check it off if you want to see the logo in the report.

Company Name in Title

Also in the Super Administrator Options form, each system can also specify a company name to appear in reports. If you
want to see the company name in the header of the report, just check this option.
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Print button

This button will print the current report.
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Preview

This button will allow you to Preview the report before printing, emailing or creating an HTML document.
In the Preview mode, a Report Preview Toolbar will appear on the screen

Report Preview - rachvl.frx

=]
~| [E]joe BB R+ &

The Report Preview Toolbar allows you to select any portion of the report you want to view. With the
Report Preview Toolbar you can:

100%0

Move to the first or last page of the report
Move to the previous or next page of the report

Move to a specific page in the report

e View one, two or four pages at a time
e Zoom in or out of the report
e  Print the report
¢ Close the Preview window
E-mail

This button will allow you to e-mail the report to an employee or manager. After clicking on the E-mail
button the follow screen will appear:

E-Mailing Reports [= = ==
Report Title:
fmard List \ Previsw | [[snd E-Hai \ oK ‘
Recipient List Add Other Recipient ... @ Employess () Departments
cindy(@acmewidget. com |Cindy Bravn .|/ [
<< Add Jeff Jones
Joe Thomas joet@acmewidget com
Mark Lane
Thamas Smith
R
e || TomSmih

[ LoadList

It

Save List

J

Clearlist | Gandlog
2/7/2008 :05:17 PM - Frequested reparts have been emailed
2/7/2008 30517 PM - E-mail succassfully sent to
cindy@acmewidget. com

2/7/2008 305:13 PM - Report emailing is in progress, making
connection,

2/7/2008 305:12 PM - Pracessing your request,

E-mail Subject

Additional Text

The report’s title is in the upper left part of the form. If you want to see the e-mail that will be sent, you
can click the Preview button. In the lower left part of the form, you can enter the e-mail subject and any
additional text you want to include.



Chapter 16 — Reports 97

The list on the right is a list of employees and their e-mail addresses, if they have one. To add an
employee to the recipient list, double click the employee or click the recipient and click the Add button. If
you want to include a recipient that is not in the list, click the “Add Other Recipient”, which is located
above the Recipient List. A window will appear. Enter the e-mail address of the recipient and click OK. If
you want to send an email to all employees within a department, click Departments, and select the
department(s). Only employees with e-mail addresses will receive the report.

Once you have selected one or more recipients, the Send E-Mail button will become enabled. When you
have selected all the recipients, click this button and it will start sending the E-mails. The Send Log
section in the lower right will display the sending progress.

HTML

This button will allow you to create and save an HTML document. When the Save Window appears, give
the HTML document a name and click Save.

Common Report Criteria

Throughout all of the reports, there will be a number of different controls used to determine the criteria for the report.

Employee/Department Selector

® Employees O Departments

Brovan, Cindy -
Jones, Jeff
Lane, Mark,

Srith, Thornas
Sith, Tamn

b

Include terminated employess

This one allows you to select one or more employees or one or more departments for the report selection. Additionally,
you can remove terminated employees from the selection by un-checking the checkbox on the bottom.

Department Selector

Departments

-4l Departments-
Unassigned-
Adrminiztration
Production

Sales

-

Include teminated employess

This one is very similar, but it only allows departments to be selected, no employees.
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Project/Job Selector
Projects Jobs
Al Projects- | -4l Jabs-
Unaszsighed- -Unassigned-
ABC - ABC Compary SAL - Sales
HZ - ¥ Z Company SHP - Shipping

SIUP - Technical Support

h i

Most of the reports allow you to pare down by project and job. Here you can specify which projects and/or jobs you want
to report on.

Date Range

Date Range
From

12/1/2008
To
12/14/2005

Most of the reports also have date constraints. Here you can specify a from and to date for the report.

Submission Types

Submission Type
Approved Time
Submitted Time

Un-Gubmitted Time

In TimeKron, time can have three different statuses: Approved, Submitted and Un-submitted. Here you can specify the
kinds of time-status you want to report.

Time Format

[ ]HH:bt Format

With this option, you can specify how you want the time displayed in each report. If this is checked, time totals will be

displayed in hours and minutes (e.g. 10:15). If it isn't checked, time totals will be displayed in hundredths of an hour (e.g.
10.25).

Sorting options

Sort by | Department N ame, Project Job b

Some reports have a sorting option as well. Here you can specify one of many ways to sort the report’s data.
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Week Selector

Weeks selected
December | 2005 » 12112005 -~
SMTWTFS

Nowv 05 [27[2825[30] 1 [2[ 3 [[a)
Dec 5[4 (5578|310

&

Jan 08

Some of the reports, also have a week selector as shown here. Here you can select one or more weeks to report on. The
weeks you've already selected are shown on the right.
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Department Reports

Department Profile

Department Dekails
InjQut Board
Infiout Hiskory
Mokes

Owertime Check

Payrall Surnrmary

Policy Repork
Security Repork
Summary by Job
Surnmary by Project

Punch Errors

This report shows each department and the employees in that department.

&4 Department Profile

Report title

D epartment Profile

within each department.

Departments

Unassighed-
Administration
Production
Sales

-

Include terminated employees

[ dministrator Titke Lok

This report shows each department and the emplovees | [ Low Resalution Printer

Comparny hame i title

Department Profile 124 4/2005
page 1
D epartment Description Employee
Administration Responsible for general office administration | Brown, Cindy
Smith, Thomas
Smith, Tam
Production Lane, Mark
Sales Jones, Jeff
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Department Details
This report shows the hours worked by each department.
OEmponees @Departments Projects
" ] Date Range
A _\.3 - [~ aned- ] o From
Unassigned- #BC - ABC Compary SAL-Sales 127172005
Admiristration YYZ - KYZ Company SHF - Shipp 5
Froduction SUP - Techn Lt}
Sales 1271442005
Submission Type
Approved Time
Submitted Time:
b v v [] Un-Submitted Time
[¥] Include terminated employess [T HH:MM Format
Feport title [ Adrministrator Title Lack.
Department Daily Tatals [] Show SoftTIME Diamand SQL information
& detailed report showing the exact hours a depattment | [ ] Low Resolution Printer
has worked over a specified time period. = Close
Company name in titlle
Department Daily Totals 1241442005
Administration page 1
Date Range: 12172005 - 121472005
Day Project Job Employee Hours
Sun  124/2005 |ABC - ABC Company SAL - Sales Smith, Thomas 2.00
Daily total: 2.00
Mon 1252005 [ABC - ABC Company |5AL - Sales |srmith, Thamas | 3.00
Daily total: 3.00
Thu 1282005 |ABC - ABC Company |SHP - Shipping |srmith, Thamas | 0.7
Daily total: 0.75
Maon 124272005 [KYZ- XYZ Company SAL - Sales Smith, Thomas 8.00
SUP - Technical Support Smith, Thomas 1.00
SHP - Shipping Smith, Thomas 2.00
Project total: 11.00
D aily total: 11.00
Tue 1241372005 |ABC - ABC Company SAL - Sales Smith, Thomas 387
BYZ-¥YZI Company SAL - Sales Smith, Thomas 5.00
SUP - Technical Suppont Stnith, Thomas 1.00
SHP - Shipping Smith, Thomas 1.00
Project total: 7.00
D aily total: 10.87
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In/Out Board

This report shows the current in/out status of a group of employees.

@ InfQut Board

Report title

O Employees ® Departments

Unassigned-
Administration
Production

Sales

Inchude teminated employsss

[ Administrator Title Lock

In/Out Board

Thiz repart shows who's in and whao's out.

Sort by

[] Low Resolution Printer

Company name in title

Show emplopess with no punches

E3

Time.Department,Mame

=) Close
Print | [Preview| | P2

InfOut Board

1241 4/2005
page 1

In

Cut

D ate'Time

D epartment

Employee

Location

Notes

1262005 2:41:17

Adrninistration

Brown, Cindy

v BEARBOX
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In/Out History

This report shows a history of in/out punches for the specified date range.

&3 In/Out Histo Ty

Report title

Unassigned
Adrniniztration
Production
Sales

O Employess ® Departments

Date Range
Fram

1241/2005

To

12414/2005
Show employees with no punches
Show individual employes reports

v Order by department

Include terminated emplovees

[ Admiristratar Tite Lock

In/Clut History

[ Low Resalution Printer

Company hame ir title

X

InfOut History

Department: Production

1241 472005
page 1
Lane, Mark
Diate Range: 124112005 - 1241 42005
| In Out |Date'Time Location Notes
@ 1280005 24136 |vp:BEARBOX "
. 1264005 2:41:10 vy BEARBOX

103
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This report allows you to report on notes from your employees for a specified time period.
& Notes E'
O Employess ® Departments
Unassigned
Adrniniztration DEi [RENgS
Production o
Sales 1241/2005
Ta
1214/2008
Print each employes on a separate page
Print each department on a separate page
M [[] Show SoftTIME Diamond SAL notes
Include terminated employees
Report title [ Admiristrator Title Lack
||Empl0yee Motes |
Dizplays employee notes for a specified date range. [ Low Resalution Printer
=] & Close
Company name in title Print vigw| | Form

Employee Notes
Department: Administration
Smith, Thomas

Drate Range: 12M/2005 - 1201 4/2005

121452005
page 1

D ate\Time Notes

121252005 8:31 56

Gotin really late today because of the snow.

12025005 9:42:05 AW [test note
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Overtime Check

This report shows employees who have exceeded daily or weekly overtime amounts. You can specify whether you want

to compare on daily or weekly overtime.

ﬁ Overtime Check

O Emplopees ® Departments

-4ll Departments- S
Unassigned-

Administration

Production

Sales

v
Include terminated employess
Diaily Owertime Check.

a specified time period. Selection iz bazed on daily
totals.

This report shows employees achieving overtime pay for | [ Low Resolution Printer

Weeks selected
December  » || 2005 12A11/2008 -~
SMTWTFS
Wov 05 R728aa 1] 2] 3 |&)
Dec05(4]5]6[7[8]30
18[19[20[21]22[23(24

I ] e e
Jan06[1[2[2[4[5]6[7]™)

[]HH:MM Farmat

Repart on emplayees wha () Daily Hours a.00

have overtime exceeding: O wieskiv H T
ieekly Hours

Fieport title [ &dmiristrator Title Lock Sort by | Date Department Mame

Company name in litle

Daily Overtime Check
‘Weekis) reported: 12011/2003
Howrs exceeding: 5.00

124 4/2005
page 1

D ate D epartment Employee Hours Worked

12122005 Administration Smith, Thomas 11.00
12132005 Administration Smith, Thomas 1087
12142005 Administration Smith, Thomas 13.50
12A 52005 Administration Stith, Thomas 10.00
12A 642005 Administration Stith, Thomas 12.00
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Payroll Summary

This report breaks down regular and overtime hours worked and displays the compensation for each employee.

s’ Payroll Summary
O Employees ® Departments weeks selected
-4 3 December || 2005 127152008 A
fdnc".s.s'f”fd' SMTWTFS
ministration Nov 05 27280 1 [2 3]
Production DecOS[3|56(7 (81900

Sales

[1 1 9l20/21 22[23[24
25[26]27]28]25[20[1
Jan0&[1]2[3]4[5[6[7]+¥]

[ HH:b4M Farmat

he O Hourly employees only
Include terminated employees

Repart title [ asddmiriistrator Title Lock:

Payrall Summarny

This report shows hours worked and compensation for a | [ Low Resolution Prirter

specified department. =] @‘ Cloze
Company name in title Print | [Preview| | Fom

Payroll Summary 12414/2005

Week (2 repotted: 1201172005 page 1
Administration

Employee D epartment Week Start |Base Pay Hour Type Hours|Adjusted Pay Compensation

Smith, Thomas Administration 124142005 $10.00/Hourl Regular| 4000 $10.00/Hourly $400.00

OT1 [B.004000] 5.00 F15.00/Haurly 75.00

OT2 [2.004500) 5.00 $16.00/Hourly $50.00

0T3| 3.87 $17.00/Hourly $65.79

OT4| 340 $18.00/Haurly $53.00

Totals | 5737 $683.79
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Policy Report

This report displays the basic information for each policy selected.

] Employee Policy @

Employes Policies

Matt Palicy

] Piint blank policy checklist

Report title: [ Administrator Title Lock.
Employes Palicy

Displays information about employes poliies [] Low Resolution Pinter

Company name in title

Employee Policy

-Default Exempt Policy-

121 4/2005
page 1

Overtime Settings

Cwvertime 1

Cwvertime 2

Owertime 3

Cwvertime 4

Draily Overtime YWeekly Overtime Rate
g.00 4000 150
a.00 4500 1560
10.00 5000 170
11.00 5500 180

Deduct daily overtime fram weekly overtime  YES

Rounding Rules

Round each punch

to the nearest & minute increment

Offset rounding to the nearest 1 minute(s)

Funches between 7:54 AM  and 7:58 AM  roundto 7:55 AM
Punches between 7:59 AWM and 8:03 AW round to 5:00 AM
Punches between 5:04 AW and §:00 AW round to 5:05 Ak

Punch Options

Allow Regular Punch [n/Out YES
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Security Report
This report will show the different security level settings for the selected employees.

Security Summary El

O Employess ® Departments

hassigrn
Administration
Production
Sales

e

Include terminated employess
Sort by | Name Department hd

Report title [] Asdminizteator Title Lack.

Security Summary

This report shows selected employees and their level of | [7] Law Resolution Printer

security.
Company name in title
Security Summary 1241 4/2005
page 1
Employee D epartment SSHN Security Level Accessible Departments Access Level
Brown, Cindy Administration Employee -Employee Access-
Jones, Jeff Sales Adminigtrator Administration Full w/E-Mail
Production Full
Sales Read Only
Lane, Mark Production Employee -Ernployee Access-
Smith, Thomas Administration 123-45-6789 | Super Administrator [ -All Departments- Full
Smith, Tom Administration Adminigtrator Administration Read Only
Pruduct!un e _ Full .
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Department Summary by Job
This report summarizes department information by job.

E) Department Summary by Job

Departmerts Projects

-4l Departments- |~

-Unassigned- Unassigned-
Administration ABC - 5BC Company
Production 202 - ¥VZ Company
Sales

v

Include terminated employees

Repart title [ ] Administratar Title Lock

Department Summary by Job

Thiz report shows a summary of time taken by a
department broken down by job.

[[] Low Resalution Printer

Company name in titlle

X
Jobs
Al Jobe- [~ Date Range
-Unazsigned- From
SAL - Sales 1241/2005
SHP - Shipping Ta
SUP - Technical Support 1241442005

Submisgion Type
Approved Time

Submitted Time

o ||l UnSubmitted Time
[1HH:MM Farmat

Department Summary by Job 12414/2005
Administration page 1
Date Range: 12/1/2005 - 120142005
Joh Project Hours
SAL - Sales ABC - ABC Company 8.87
KNI - XYL Company 17.00
Job total: 25.87
SHP - Shipping ABC - ABC Company 525
KXY I - ¥YE Company 5.00
Job total: 10.25
SUP - Technical Support MY L - XYE Company 5.00
Department total: 41.12
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Department Summary by Project
This report summarizes department information by Project.

E) Department Summary by Project

v

Include terminated employees

Repart title [ ] Administratar Title Lock

Department Summary by Project

Thiz report shows a summary of time taken by a
department broken down by project.

Departments Projects Jobs
-4l Departments- |~ Al Jobs- | ~ Date Range
-Unassigned- Unassigned- -Unassigned- Fram
Administration ABC - ABC Company SAL - Sales 1212005
Production 202 - ¥VZ Company SHP - Shipping To
Sales SUP - Technical Support

12A14/2005

[[] Low Resalution Printer

Company name in titlle

X]

Submisgion Type
Approved Time
Subrmitted Time

o || Il UnSubmitted Time

[1HH:MM Farmat

=] [& Close
Pint | [Preview| | Fom

Department Summary by Project

12A14/2005
Adrministration page 1
Diate Range: 120 L2003 - 1201 4520035
Project Joh Hours
ABC - ABC Company SAL - Sales 8.87
SHP - Shipping 5.25
Project total: 14.12
FYL- XYL Company oAL - Sales 17.00
SHP - Shipping 5.00
SUP - Technical Support 5.00
Project total: 27.00
D epartment total: 41.12
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Punch Errors

This report will show open and overlap punches for a specified date range.

mPunch Errors

Report title

@) Employees ® Departments

Fram

Administration 12/1/2005

Froduction To

Sales 12/414/2008

() Open punches only

() Overlap punches only

v
Include terminated employees

[ Admiristratar Tite Lock

Feport Title

[ Low Resalution Printer

Compary hame ir title

Date Range [T HH:bM Format
|~

() Open and Overlap punches

X

Report Title 1241442005
Date Range: 12/ /2005 - 1211452005 page 1
Day Start End Hours Employee Status
Wed 1274/2005 | 1121 AM 0.00(Jones, Jeff OPENM

111
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Employee Reports

Employee Details

Employes Details

Employee Profile

Excessive Hours

Lateness Check

Summary by Job

Summary by Praject
Time Sheet
Time Sheet Status

This report shows detailed employee time information for a group of employees.

) Emplayeo Dataik

(5} Empioyees () Depasments
Brow, Cindy -~
dores, Jell
Lare. Mk

Smith. Tem

-
[ Inechade tasminated emgkoyess

Plapeet tile
E rpproe Dilinds

Ptz Jobe
ELET -~ DT - Oute Range
Arassignad- AUnatigrad: From
ABC . 4B Company SAL -Sskey 12112005
I HVZ Company SHP - Sheprg To

SUP - Technical Suppot 12

So by | D

] Achrarasiviten Ttk Lesch

SubimiEsion Type
[ Apgmererd T
[=] Submitesd Time
- o [FlunSubmited Tme

epaadtnerid Hiwrom Faopeec] Jiy w | [C]HHMM Fomat

] Shews S TIME Diewnersed SOL rdeamnation

wecehie] rera @ spocabend e pevced

e A0
[Z] Company s s ik Prit EMa | | Fom

Employee Details 12/14/2005
Department: Praduction page 1
Lane, Mark
Dite Range: 121112005 - 124142005
D ate Project Jobh Start End Hours
Won 12092006 [ABC - ABC Company SUP - Technical Support 9:15 AM | 10:30 AM 0.00
Daily total: 0.00
Sun 12112005 [XYZ - X¥Z Company [5AL - Sales | 75| T 1.00
Daily total: 1.00
Mon 1201212005 [XYZ - XYZ Company |SAL- Sales | 75| T 2.00
Daily total: 2.00
Tue 1211312005 [XYZ- X¥Z Company [SAL - Sales | 75| T 3.00
Daily total: 3.00
2d12114/2005 [X¥Z - X¥Z Company [54L - Sales | 7] 75| 4.00
Daily total: 4.00

Emp loy ee total: 10.00
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Employee Profile

This report shows basic employee information

E) Employee Profile

Repait title

[ &dministrator

Emplopes Profile

& Employess O Departments

Brawn, Cindy ~
Jones, Jeff

Srrith, Ton

W

Include terminated employess

Title Lock

Shows basic information about each employes selected. | [T Low Resalution Printer

Company name in titlle

=
Print

Employee Profile

124 442005
page 1

Employee

Smith, Thomas

Gender; Male Badye: E-Mail tsm ithi@acme.com
SSM 123456789 Emp# Comp: $10.00 Hourly

Hired: 8005 Payroll# Palicy: Defautt Exempt Policy-
Birth: Default Project: Dept:  Admiristration

Term: ABC - ABC Comparty Motes:

Status: Exempt

Default Job:
SHP - Shipping
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Excessive Hours

This report can show you which employees have time segments exceeding a particular amount.

G) Excessive Hours

® Employess O Departments

Brown, Cindy A
Jones, Jeff
Lane, Mark

Smith, Thamas
Smith, Tom

W

Prajects

hazsigned
ABC - ABC Company
HTZ - ¥rZ Company

»

Repart on entries with
hours greater than:

Sal - Sales
SHF - Shipping
SUP - Technical Support

a.00

Date Range
Fram

124142005

To

12/14/2005

Submission Type
Approved Time
Submitted Time

Un-Submitted Time

w

Include terminated employess

[ ad

Report title

Sort by | Departrnent,Mame

I | |:| HH:kM Farmat

riristrator Title Lock

| |E xcessive Hours

Thig report will show which emplovees have excessive
hours recorded for one or more periods.

[ Law Resalution Printer

Company name in title

=] [& Clase
= w| | Form

Excessive Hours 1241472005
Date Range: 1201/20035 - 124452003 page 1
Department Name Project Job Date Hours
Sales Jones, Jeff KYZ- ®YZ Company SHP - Shipping 12/13/2005 9.00
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Lateness Check

This report allows you to show employees who clocked in past a specified time.

&3 Lateness Check

O Employess ® Departments

v

Include temminated employees

Report title [] Admiristrator Tite Lock
Lateness Check

Thiis will show those employees who punch in after the
specified time period in a specified date range.

[] Low Resalution Printer

Compary hame ir title

-4l Departrnents- |~ Date Range

Unassighed- From

Adrniniztration 124/2005

Production

Sales e
12/14/2005

(#) Enter the lateness cutaff time | 9:00 AM  »
() Use employes first shift seament from D/SEL

[ Show employess that are on time

Sort by | Date.Department,M ame

If you are using SoftTime in conjunction with TimeKron, you will see the option as it is above. If you choose the ‘Use
employee first shift segment from SoftTime’, the cutoff time checked will be the start of the first segment as it appears in
SoftTime. Otherwise, you can specify a specific time which will be checked against all employees. Also, you can include

employees that were on time for the specified date range.

Lateness Check 1241 472008
Diate Range: 1212005 - 1201 4/2005 page 1
Day |Date D epartment Employee SSN SchedIn [ Time In*
hdan Decs, 2005 |Production Lane, Mark Q.00 Ahd 9:15 AM
Thu Decd 2005 |Administration Srnith, Thomas 123-45-6789 300 Ak 2:06 PM
Tue Dec 13,2005 |Sales Jones, Jeff 900 Ak 12:00 PM
Wi'ed |Dec 14,2005 |Sales Jones, Jeff 9:00 Ak 11221 AM
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Employee Summary by Job

This report summarizes employees’ time and breaks it down by job.

& Employee Summary by Job

& Employess O Depanments  Foiects

“w

Include terminated employees

Repaort title
[Employee Summary by Job

emplayee braken down by job.

This report shows a summary of time taken by an

Jobs

Brovn, Clli'r' Unagsigned- Unassigned-

d i ABC - ABC Company AL - Sales

Lar?e, Mark. WA ¥ Company SHF - Shipping

Smith, Thomas SUP - Technical Suppart
Smaith, Tam

[ Admiristrator Title Lock

[ Low Resolution Printar

Company name in title:

Date Range
Fram
1211/2005

To
12/14/2005

Submission Type
Approved Time
Submitted Time

o | [l UnSubmitted Time

[THH:MM Farmat

& [& Close
Print_| [Preview| | Fom

Employee Summary by Job 1211472005
Department: Administration page 1
Srnith, Thomas
Date Range: 12M/2005 - 1281 452005
Joh Project Hours
SAL - Sales ABC - ABC Company B8.87
KX Z-WYZ Company 17.00
Job total: 25.87
SHP - Shipping ABC - ABC Company 525
KYZ- XYL Company 5.00
Job total: 10.25
SUP - Technical Support KYZ- XYL Company 5.00
Employee Total: 41.12
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Employee Summary by Project
This report summarizes employees’ time and breaks it down by project.

© Employee Summary by Project

O Employess ) Departments Prajects . Jobs

e . A | bis- | Date Range
-.II D:--:rlnr:nt-.-.- 12 Unassigned- -Unassigned- From
(onassignads ABC - ABC Campany SAL - Sales 124142005
Adminiztration P

. RV - RVZ Company SHP - Shipping T
Froduction @

Sl SUP - Technical Support 1314/2005

Submission Type
Approved Time

Submitted Time

o8 3 o | [ Un-Submitted Time
Include terminated emplayees

[] HH:MM Farmat

Repart title [ Administrator Title Lock
| Employee Summary by Project

Thiz report shaws a summary of time taken by an [ Low Resaltion Printer
employes broken down by project

Company name in Ltk

Employee Summary by Project . 12/14/2005
Department: Administration u pace 1

Srith, Thomas
Date Range: 124142005 - 1201 452005

Project Joh Hours
ABC - ABC Company SAL - Sales 887
SHP - Shipping 2.25
Project total: 14.12
WYZ- XYZ Company SAL - Sales 17.00
SHP - Shipping 5.00
SUP - Technical Support 5.00
Project total: 27.00
Employee total: 41.12
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Time Sheet

This report will print time sheets for employees for the specified weeks.

ime Sheet
® Employees O Departments ‘wieeks selected
Brown, Cindy |~ December || 2005 12A1/2005 -~
Py ' SMTWTEFS
ane. e N 05 [27]26[28[50 1 [ 2[5 ](a)
Smith, Thomas DecO5[4[5[E|7 |29 N0
Smith, Tam
[18[19(20[21]22(23(24)
25[26[27|28]2a(30(31
Jan D6[1[2[314[5[E]7 ]
v
] HH:bM Farmat
b [] Show overtime breakdown
Include terminated employees
clude exempt employees
Include non-exempt employees
Feport title [] &dministratar Title Lock
Pfeekly Timeshest
This report shows weekly timesheets for the employess | [7] Low Resolution Printer
and weeks specified. @ @‘ = Cloze
Compary hame in title Print | [Preview| | E-Mai | | Form
Weekly Timesheet i 1211 4/2008
Department: Administration = page 1
Smith, Thomas
q Sun Mon Tue Wed Thu Fri Sat
[P deb 121 | 1212 | 1213 | 120 | 125 | 120 | 127 Totals
E# |ABC - ABC Company SAL - Sales 387 387
EE |ABC - ABC Company SHP - Shipping 4.50 4.50
B | XYZ- XYL Company SAL - Sales 8.00 5.00 4.00 g.00 g.00 3300
B | XYZ- XYZ Company SHP - Shipping 2.00 1.00 2.00 1.00 200 8.00
B |XYZ- XYZ Company SUP - Technical Support 1.00 1.00 3.00 1.00 200 §.0o0
Totals| | moo] ws7] 1350 1000 1200 57 37
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Time Sheet Status

This report can quickly assess the status of your employees’ time sheets for one or more weeks.

ﬁ Time Sheet Status

Departments

-Unassighed-
Administration
Production
Sales

Include terminated employees

Repart title [ Admiristrator Title Lock

Time Sheet Statug

This report showes which employees have not submitted
time sheets for a specified date range.

December  w || 2005
SMTWTFS

Nov 05 [orlaa2aa0] 1 [ 2] 3]/a)
Dec 06[¢ HEEL

Approved
Submitted
M Mot Submitted
Mixed Status

[[J Low Resalution Prinker

Company name i title

‘weeks selected

1241142005

v

) Exempt only
O Mon-exempt only
(%) Both

&
Print

X

Close
Fom

Time Sheet Status
Week (=) reported: 12/11/2005

124 472005
page 1

Week Start Employee D epartment Status

124152005 Brown, Cindy Administration Mot Subimitted
Jones, Jeff Sales Mot Subrmitted
Lane, Mark Production Submitted
Smith, Thomas Adrministration Submitted

Smith, Tarm

Administration

Mot Subrmitted
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Project/Job Reports

Job/Project Profile
Project/Job Profile

Project Recap

Project Details

Project Tirme Sunmary
Job Details
Job Time Summary

Job/Project Profile

This report shows each job and their associated projects.

& Job/Project Profile

Job/Project Profile

This report lists each job that is available and the
projects which the jobs are attached to.

Report file [ dministrator Title Lok

SHP - Shipping
SUP - Technical Suppart

v

Show Jobs with no aszociated Project:

] Low Resalution Printer

Cornpaty name in title

E3]

& [& Close
Piint_| [Preview| | FOIm

JobiProject Profile 1211452005
page 1
Joh Project
SAL - Sales ABC - ABC Company
AYNI- XYL Company
SHP - Shipping ABC - ABC Company
BYNEI- XYL Company
SUP - Technical Support FYZ - WYZ Company
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Project/Job Profile

This report shows each project and their associated jobs.

I Project/Job Profile

Report title

PijectAlob Profile

This report lists each project that iz avalable and the
[obz which the project has associated.

Projects

ABC - ABC Company
HrZ - ¥z Company

~

Show Projects with no associated Jobs

[ &dministrator Titke Lok

] Low Resalution Printer

Comparny hame i title

ProjectiJob Profile

124 4/2005
page 1
Project Job
ABC - ABC Company S4L - Sales
SHP - Shipping
AX - WYE Company SAL - Sales
SHP - Shipping
SUP - Technical Support
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Project Recap
This report summarizes every project.

@ Project Recap

Projects

&) Employess O Departments

s

Include terminated employess

Repart title [ ] Administratar Title Lock

|Project Recap

Summarizes projects by department and job for &
specified time period.

- Al Jobe- Date Range
Erown,JCl;dy -Unassigned- -Unassigned- From

ones,Me ABC - ABC Compary SAL - Sales 12/41/2005
b | 202 - ¥VZ Company SHP - Shipping
Smith, T SUP - Technical Support Te
Smith, Tom PP 12/14/2005

X]

Jobs

Submisgion Type
Approved Time
Subrmitted Time
Un-Subrmitted Time

[]HH:MM Format

[] Low Resalution Printer

=] Close
Company name i title Frint jen| | Fom

Project Recap 12/14/2005

Date Range: 12452005 - 1204 4/2005 page 1
Project D epartment Job Hours

ABC - ABC Company Adrministration SAL - Sales 8.87

SHP - Shipping 525

Dept total: 14.12

ABC - ABC Company total: 14,12

FXZ- XYL Company Adminigtration DAL - Sales 17.00

3HP - Shipping 5.00

SUP - Technical Support 5.00

D ept total: 27.00

XYZ - X¥Z Company total: 27.00

Grand Total: 41.12
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Project Details

This report provides details about each selected project for a specified date range.

© Project Details ﬁ|
Departments Projects Jobs
Jepartments- : + N - - | ~ Date Range
-Unaszigned- Unazsigned- -Unassigned- From
Adminiztration ABC - ABC Company Sal - Sales 124142005
Production 202 - X2 Company SHP - Shipping To
Sales SUP - Technical Support
1241442005

v

Include terminated employess

Repart itle [ Administrator Title Lock

Project Details [] Show SoftTIME Diamond SOL information

This report breaks down project details by date, job and | [7] Low Resalution Printer
employes:

Company name in Ltk

Submission Type
Approved Time
Submitted Time

3 3 Un-Submited Time

Sort by | Department N ame.Job w | [JHH:MM Fomnat

Project Details 1211472005
Date Range: 127152005 - 121472005 page 1
Project: ABC - ABC Company
Day | Department |Em|)|oyee |Joh |Slarl ‘ End | Hours
Sun 1242005 |Administration [Smith, Thomas [2AL - Sales [ s T 18 ] 2.00
Daily Total: 2.00
Mon 1262005 |Administration [Smith, Thomas [SAL - Sales [ 15 [ 18 ] 3.00
Daily Total: 3.00
Tue 124132005 [Administration [Smith, Thomas [SAL- Sales [ 718 [ 18 ] 3.67
Daily Total: 3.87
Thu 1282005 |Administration [Smith, Thomas [EHP - Shipging [ 2osPM [ 122005 | 075
Daily Total: 0.75
Wed 12/ 42005 [Administration [Smith, Thomes [SHF - Shipping [ 15 T 718 ] 4.50
Daily Total: 4.50
Mon 1262005 |Praduction [Lane, Mark [SUP - Technical Suppart [ s1saM [ 122005 0.00
Daily Total: 0.00
Wed 12/14/2005 |Sales [Janes, Jeff [SUP - Technical Support [ 1121 AM ] [ 0.00
Daily Total: 0.00
ABC - ABC Company total 14.12
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Project Time Summary

Similar to Project Details, this report will summarize project time for a specified time period.

@ Summary by Project

Al Departments-
Unaszigned-
Adrinistration
Production

Sales

Include kerminated employe

Repait title

|Praject Summary

project for a given time period.

O Employess &) Departments

Projects Jobs
-4l Jobs-

Unassigned- -Unassigned-
ABC - 5BC Company SaL - Sales
202 - ¥VZ Company SHP - Shipping

SUP - Technical Support

w

=53

[ Administrator Title Lock

Thiz report shows a summary of the time taken for each |:| Law Reszolution Printer

Company hame in titlle

Fram

1241/2005

To

12/14,/2005
Submisgion Type
Approved Time
Subrmitted Time
o || Il UnSubmitted Time

[T HH:MM Format

=] [& Close
Print | [Preview| | Fom

|~ Date Range

(X

Project Summary 1241 452005
Date Range: 124142005 - 1201 452005 page 1
Project Job Hours
ABC - ABC Company SAL - Sales B.G7
SHF - Shipping 525
SUP - Technical Support 0.00
14.12
HYL- XY Company SAL - Sales 2700
SHP - Shipping 14.00
SUP - Technical Suppart 5.00
46 .00

total

60.12
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Job Details

This report shows details for each job for a specified time period.

Job Details
Depaitments Projects Jobs
: Date Range
Unassigned- Unassigned- -Unassigned- Fram
Administration ABC - ABC Company SAL - Sales 1212005
Production 202 - ¥VZ Company SHP - Shipping T
Sales SUP - Technical Support 2
1241442005
Submisgion Type
Approved Time
Submitted Time
v
Un-Submitted Time
Include terminated employees ¥ ¥
Sort by | Department,Mame Project + | CIHH:MM Fomat
Repart title [] Administratar Title Lock
Job Details [[] Show SoftTIME Diamond SOL information

Thiz report breaks down job details by date, project and |:| Law Reszolution Printer
employee.

]
m

Company name in titlle

Job Details 12A14/2005

Date Range: 12/1/2005 - 12/ 4/2005 page 2

Job: SUP - Technical Support

Day ‘ D epartment ‘Employee ‘Project ‘Start ‘ End ‘ Hours

Mon 12/12/2005 [Administration |Smith, Thamas [x¥Z- X¥Z Company | 15 [ 15 ] 1.00
D aily Total: 1.00

Tue 12A13/2005 |Administration [Sith, Thomas [XYZ- YT Company [ 75 [ 18 ] 1.00
Daily Tetal: 1.00

Wed 12/14/2005 |Administration [Stith, Thomas [XY7 - X¥Z Company [ 1= T8 300
Daily Total: 3.00

Mon 1252005 |Production [Lane, Mark [ABC - ABC Company [ 9154aM [ 1242005 0.00

Daily Total: 0.00

Wed 12/14/2005 |Sales [Jones, Jeff [ABC - ABC Company [ 112140 ] [ 0.00
D aily Total: 0.00

SUP - Technical Support total:
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Job Summary

This report summarizes time for each job for the specified date range.

& Summary by Job

O Employees ® Departments

-4/l Departments- H o~
Unazzsigned-

Adrninistration

Production

Sales

v

Include terminated emplovess

Feport title

Frojects Jobs

- Al Jobs-
Unazsigned- Unhazsigned-
ABC - ABC Company 5S4l - Sales
HAE - ¥YZ Company SHP - Shipping

SUP - Technical Support

[] &dministratar Title Lock

|U0b Summary

job for a given time period.

Thiz report shows a summary of the time taken for each | [T Low Resolution Printer

Comparwy name in title

=] [& Claze
Prirt | [Preview| | Form

Date Range
Fraom

124142005

Ta

1241442005

Submission Type
Approved Time
Submitted Time
Un-Submitted Time

[ HH: MM Format

Job Summary 1241 42005
Date Range: 12772005 - 1211472005 pags 1
Joh Project Hours
SAL - Sales ABC - ABC Caompany 0.g87
AYI- XYL Company 2700
3587
SHF - Shipping ABC - ABC Caompany .24
AYI- XYL Company 14.00
1925
SUF - Technical Suppoart ABC - ABC Caompany 0.00
AYI- XYL Company 5.00
5.00

total 60.12
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Chapter 17 — Utilities

Importing

TimeKron supports importing data from a variety of other software programs and other versions of TimeKron. There are
two options in TimeKron for importing data into your SQL database. One option is to use the DBADMIN mode to do a

Total Import (see Total Import Instructions in Chapter 2).

Under the file menu there is another utility for importing data into your TimeKron database. Before using this utility you
will need to setup your data as you want it. This utility is primarily used to add employees and departments to your
TimeKron database that you have already setup. This can even be used to add employees to a TimeKron database that
you are using. To use this utility you must be operating in Super Administrator mode.

To begin importing data, select File->Import from the menu. TimeKron features an Import Wizard to lead you through

the steps of importing your data.

&} TimeRron 17541 Server Imporl

.SW!-I t Slan
“_‘1”.5 | gt Sl

‘g Chonsn se e b

Invgscet Fis Type.

[ |
TeneFion ) I

Generic Data File

With a generic data file, you can choose to import either employees or departments.

& TimeKron T/SQL Server Import

Siep 2 - Select File Type

BE e
g

@ {Enplopeed
O Departments

[ Cance | [ ecback [ Mems: |

%]

-

Next you must choose the Generic Data File to Import. It is helpful to use the first row of your import file as headers.
These will display in the next step when you have to map the column names. Generic Data File types can be xIs, txt, csv,

dbf, etc.
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f’ TimeKron T/SQL Server, Import g|

[ Step 3- Select File

Spesity the location of the Data File to be imparted,

g File
| DAGARTATEST4XLS ]

Microsot E ol 5.0 or earler p4L5]
Uss fist row a5 header

[ rcance | [ «<Back ][ MHest»> |

With generic data file imports, you will need to match the TimeKron Fields to the fields in the import file. TimeKron will try
to match the fields as best it can. All of the fields do not have to be matched, but to move to the next step, you must

match up the name field. You can match up fields by selecting a field and using the << and >> buttons or by dragging
and dropping between the lists.

mekron 115 erver lmpor] i
&) TimeKran 17501 S Impart ]
Step 4 - Match Fiekds B
Dietingfion Fiekd Souce Fiekd Source Fiek
Haine [Full Naie] e cohrin] = P
Exmphyes Nunber
Socal Secunly § ohard
Faptol Mussben coharnd
Dl ol Hee coharurl
Tiate: of Eith cokimaf
Compenzation Ant
Campenzation Rate
Gerrder
Pichue Pah
Departriart.
v
I Fulame ) st Midde, Last v
Carrcel [ ccbock )| Mews |

Duplicate Handling tells TimeKron how you wish it to handle duplicate records that it comes across. Your choices are to

skip or to allow duplicate records. Skipping will not import a record identified as a duplicate. Allowing duplicates will import
the record and you can review both records in TimeKron to determine which is valid.

G’ TimeKron T/SQL Server Import E|

| step 5 - Duplicate Handing v

Choose how duplicate records should be handled during the impart
process.

Duplicate records have the same Name and Hire Date

©5kin Duplicate Fiecords!
) &llow Duplicate Records

Cancel | [ <¢Back [ Mew>s | [ Finish
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Press the Next button to move to the last page.
Q} TimeKron T/SQL Server Import
Step 6 - Finish

*fou are now ieady to import

Click on Finish to complete the import.
Mote: The import process may take several minutes.

From here, you just need to click on the Finish button and the Import will begin. Depending on the number of employees

you have, the import process may take several minutes.

Importing from TimeKron

Importing from TimeKron is very similar, but there is one less step. From the first screen, select TimeKron and you will

see the following screen.

g TimeKron T/5QL Server Import E|
Step 2 - Select File A4
Specify the location of the Timekron executable file.
TimeKran - Select Directary
CAPROGRAM FILESASOFTWARETECHATIMEKRONY
[ cancel | [ ¢<Back [ Mew»» | [ Finish |

Enter the location where the TimeKron executable file exists in the field. From there, TimeKron can figure out where your

data exists.
After you click next, you will see the Duplice Handling page as shown above. Then you will just need to click Next one

more time to get to the final page and click Finish. The TimeKron import should then begin.
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Exporting

e’ Export EI
Expoart Template
|

O Employess ® Departments
“Show terminated employses

Al Departments. i~ Date Range Submission Type
Unassigned- Eom
Adminishiation 124142005 Approved Time
Production T

o

Sales
1241472008 [] submitted Time:

[ Un-Submitted Time

v

TimeKron’s Export form doesn't look all that impressive, but in this case, looks can be deceiving. TimeKron now has
export templates for exporting time data to your favorite payroll programs. Even better is that the templates are
customizable by the user!

Export Templates

Export templates in TimeKron come in two types: Built-In and Custom. Built-in templates are hardcoded into the system
and cannot be deleted or edited. Currently there are 4 Built in templates. Custom templates are templates that have
been created by the user and can be adjusted or deleted at will. Built-in and custom templates both work in the same
way, but the built-in templates are created for exporting to specific applications. The difference between Built-In and
Custom templates can be seen in the template selection screen.

& select Template E|

Awvailable Templates

FeachTres

Quick Books

ADP

CheckMark Payrol

Cancel

and in the main form once a template has been selected.

Ewxport Template

| PeachTree [Built-ln Template]

Exporting Basics

Exporting data from TimeKron is actually quite simple. First, you need to select an export template as shown above.
Then you want to select the group of employees that you want to export data for. Next, you need to specify a date range
for the export. The above illustration shows a date range to enter. Some templates require specific weeks to be selected
and in those cases, the date range controls will be replaced by the week selector.
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December  w || 2005 »

SMTWTFS

Mav U5 [27zef2gR0[1 [ 2] 3 |«
Dec 5[4 HEIEIL

Jan 06[T]2[3]4T6E[7]~]

Next, you need to decide what type of records you want to export. You can choose between Not Submitted, Submitted

and Approved statuses. You can choose one, two or all three of them. Next, you need to click the Export button. After
you click on the export button, you will be prompted as to where you want the export file to be placed as well as a name
for the file. Once you have specified that information, the export will begin. That's it.

Creating/Editing Custom Templates

As stated before, TimeKron allows users to create custom export templates. If you use a payroll system that is not
supported by one of the built-in templates, you can create your own export template to do the job for you. Creating and
editing templates are very similar. To create a template, just click the New button on the main export form. To edit a
custom template, click the Select button and select the template you wish to edit from the list. Once you see it on the
main export form, click the Edit button. Whether you are editing or creating, each of the following sections pertains to
setting up the export template.

Output File Type

Output File Type

I

FoxPro D ata File [DEF)

Excel Spreadsheet [<L5]
Comma Seperated Values [C5V)
Tab Delimted Text [TXT)

This setting determines the format of the resulting export file. The choices are shown above. The type you choose
depends on how you want to view the data and how your payroll program receives data. After picking the Output File
type, click the Next button on the bottom.

Data Grouping

Output Filz Type
| FoxPro Data File [DEF)

Data Grouping

I

Employee, Day

Employee, Day, Pay-Level
Emplopee, Pay-Level

Employee, Punch Clock Records
Employee, ‘week

Employes, week, Pay-Level

Once you've selected an Output File Type, you need to choose the data grouping for the export file. This is a crucial step
in creating your export template. Here is an explanation of each type of data grouping.

Employee — Export data will be grouped by employee only. This usually has the effect of coming up with grand totals for
a date range.

Employee, Day — Export data will be grouped by employee and day. This means that if an employee has several punches
or time segments for one day, they will be consolidated into one day. The result will be one record in the export file for
each day of data for each employee that is exported.
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Employee, Day, Pay-Level — Export data will be grouped by employee, day and then pay level. In this case, pay level is
separated between regular time and overtime levels. TimeKron will break down time for each day and group the time into
the appropriate pay level for each day. For example, an employee could have regular time and overtime hours on the
same day. This method accounts for that.

Employee, Pay-Level — Export Data will be grouped by employee and then pay level. This method will not group by day,
but for a week range. For the specified range, the export file will provide the total amount of time for each pay level. For
example, for each employee in the export, there will be one record for each relevant pay level. This will include at least
regular hours and could include as many as four additional overtime levels.

Employee, Punch Clock Records — Export data will be grouped by employee and then by punch clock record. This one is
similar to Employee, Day, except that all the records for a day will not be totaled. In this method, each individual punch
record that exists for the employee for the date range will be provided in the export.

Employee, Week — Export data will be grouped by employee and week. This export will total all time for each selected
week for each employee.

Employee, Week, Pay-Level — Export data will be grouped by employee, week and then pay level. Similar to the previous
method, but the total time will be broken down by pay level. For each week selected there will be one or more pay level
records for each employee.

As stated above, choosing the right data grouping is crucial to creating the correct export template. If you are looking for
a specific kind of data grouping that you don't see here, contact Software Techniques for further assistance. Once you've
selected the Data Grouping, click Next.

Date Range Type

Output File Type
| ForPro Diata File [DBF)

D ata Grouping

| Employes

Date Range Type
I

Date Hange

Once you've selected a data grouping, you will need to specify a date range type for the export. The options here are
reduced to two. Date range is simply where the user specifies a starting and ending date for the export. Week range is
where the user selects one or more weeks for the export. Take note that depending on what data grouping you choose,
your date range type options may be limited to just one. For example, Employee — Pay Level only allows Week Range. In
that case, date range will be disabled in the listbox. After choosing the Date range Type, click Next.

Export Column Header

Output File Type
| Tah Dielimted Test [TT)

Data Grauping

| Ermplovee, Day, Pay-Level

Date Range Type

Week Fange

[] E=port Column Header

If you choose .CSV or .TXT type, you will see an option for Export Column Header. If you check this option, then each
column in the export will have a column header at the top of the file. If it remains unchecked, then every single row will
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be exported. If you choose a type other than .CSV or .TXT, you will still see the checkbox, but it will be disabled and you
won't be able to use it. Click Next when done.

Choose Export Fields

After the Column Header option, it's time to get in to another key step in creating your export template, choosing export
fields. After the previous step, you will see the following appear to the right in the form:

Expoit Data Expent Data Detuly

& =

i | |

It's not much to look at right now, but when you finish, it will have very pertinent information in it. Let's take a look at
adding a field. To add an export field, click on the Add... button. It should bring up a form that looks like this:

© Chaose Export Data 5]

Firkd Fardd Desrpbon
A |FIRST HaME =]

Last Marrm The argloyes’s fist name.

Full Mame [Frst Middle Laat]
Pacgoes M (L, Frst eakche]

Temmrrwed = =]

=
L

The field categories are listed at the top. The fields themselves are on the left and a description of each field appears to
the right as you select a field.

The Employee Fields category has employee related personal information. Any of these fields can be added to the export
template.

) Chaase Fxport Bata =

Employee Fiids A

Fiekd Foekd Diserptions
PedDmcid s -
[FEETE T - | 707 TIME WORKED

The hotal g of bime weskied by e
g ot the spueciind pevd

Fevondey Dole:

Fay Lo
Piy Ll Tiea Wicekad
Pay Level Py Rite

Carcel

The Time Fields category has the key fields for the export. Here you can choose which time related fields you want to
include in the export template. You will notice that some fields are disabled. Each data grouping uses different types of
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Time Fields. If you see a Time Field that you want to use, but it is disabled, you may have to change the Data Grouping
to get access to that field.

Whether it is an Employee or Time Field, simply select the field from the left and click Select on the bottom.

After you've chosen several fields, you might get a screen that looks like this:

Export Data Export Data Details
[ Full Mame [First Middlle Last] | [Pay LEVEL TIME WORKED B
| Date of Hire:
[ | Socisl Security Humber The amount of time warked by the

- employee for the specifisd period at
e Level Tine Worked the associated Pay Level. See "Fay
Level" and "Pay Level Pay Rate' for
more details.

The order that you see them in here is how they will appear in the export file. However, if you want to change the order
that you see here, you can use the ‘mover’ bars to the left of the field name. Just left click and hold down the button over
the small box to the left. Then just drag the field to the position you want. That's it! You can do this with every field.

Once you've selected all the fields you need, click the Next button on the bottom.

Save Template

You will see this appear in the lower right portion of the screen.

Now you can Save the template. If you are creating a new template, then the Save As button will be enabled as you see
here. If you are editing a template, the Save button will be enabled as well. Once you save the template, click the Finish
button to return to the main Export form. The template you were just working on should be selected.

Built-In Templates

TimeKron comes with a few built-in export templates for some of the more popular payroll programs. Following are some
specific instructions for the built-in templates.

Peachtree Accounting Plus

Prior to performing the export in TimeKron, you need to make sure that the data in both Peachtree and TimeKron will
properly correspond. You need to check the following things:

1. Each employee in TimeKron must be created in Peachtree.

2. Each employee ID number in TimeKron must match the one in Peachtree.

3. Each TimeKron department name must be created in Peachtree.

4. You must know the ID numbers for the regular time, overtime and Activity ID numbers

(all of which can be found in Peachtree during the initial setup of the program.)
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Once you have confirmed that the data corresponds, you are ready to start the export. Perform the export as described in
Exporting Basics above. During the export process for Peachtree, you will be prompted for a Regular Hours Activity ID
and an Overtime Hours Activity ID. These values should be found in Peachtree.

After you've completed the export, you will then need to import that file into Peachtree. These instructions should help
you out:

1. From the File menu, click Select Import/Export
2. On the left side of the screen, select the Time/Expense option. On the right side of the
screen, select the Time Ticket Register option.
3. Next, select the Import button from the top of the selection screen.
4. On the layout tab, uncheck the following fields on the import screen:
(a) Invoice Number Used
(b) Start Time
(c) End Time
(d) Break Time
(e) Memo
(f) Unit Duration
5. Click on the Options tab
6. In the Import/Export File section, click on the arrow button. You can now choose the file you
just created in TimeKron.
7. Click OK and the import process will begin.

8. Once the import is complete, Peachtree will take you back to the Import/Export File screen.

Quickbooks Pro

Prior to performing the export in TimeKron, You need to make sure that the data in both QuickBooks and TimeKron will
properly correspond. You need to check the following things:

1. The employee’s whole name in TimeKron must match the name as entered into QuickBooks.

2. You must have Salary, Overtime and any other payment activity types created in the Payroll section in
QuickBooks.

3. The item Customer:Job refers to the department name.

Another thing you will need to do before you can use the TimeKron export is to find Quickbooks’ Company Create Time.
To find the Company Create Time, follow these instructions:

1. In QuickBooks Pro, make sure your company file is open.

2. Click on File.

3. Click on Timer, Export Lists for Timer.

4.  You will then be asked to supply the name of the file you are about to export. Make sure you
will be able to find it easily.

5. After typing in the name, click OK.
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6. You should then see a prompt that says ‘Your data has been exported successfully’.

7. To find the Company Create Time, from your Windows desktop, Click on Start, Programs,
Accessories and select Notepad.

8. In Notepad, click on File, then Open.

9. Find the file you just exported from QuickBooks.

10. When the file is open, search for the line that starts with TIMERHDR (could be the 2nd or 3rd
line down.)

11. Write down the 9-digit number that is at the end of that line. This is your Company Create Time.

Once you have confirmed that all the data corresponds, you are ready to begin the export. Perform the export as
described in Exporting Basics above. During the export process for Quickbooks, you will be prompted for the Company
Create Time and Company Name. Once you've entered them in, TimeKron will remember these values for you.

After you've completed the export, you will then need to import that file into QuickBooks. These instructions should help
you out:

1. In QuickBooks, make sure your company file is open.
Click on File.
Click on Timer, Import Activities from Timer.

2
3
4.  You will then be prompted to enter in the name of the file you just exported form TimeKron.
5. Click OK to start the Import.

6

After importing, you can either choose View Report to see what was just imported or Close to close the
prompt.

ADP

Prior to performing the export in TimeKron, you need to make sure that the data in both ADP and TimeKron will properly
correspond. You need to check the following things:

1. Each employee in TimeKron must be created in ADP.
2. Each employee ID number in TimeKron must match the one in ADP.
3. Each TimeKron department name must be created in ADP.

Once you have confirmed that all the data corresponds, you are ready to begin the export. Perform the export as
described in Exporting Basics above. During the export process for ADP, you will be prompted for the Company Code.
ADP should have provided this code. Once you've entered it in, TimeKron will remember it for you.

When naming your ADP export file, ADP has a specific naming convention that they use. It is PRcccEPI.csv, where ccc is
the company code you entered in earlier.

If it isn’t there already, move the export file to the C:\adp\pcpw\adpdata subdirectory (where c is the drive where ADP is
installed). Import the data into ADP by checking PC/Payrolls online help, paydata entries,importing for more information.

Checkmark Payroll

Prior to performing the export in TimeKron, you need to make sure that the data in both CheckMark and TimeKron
properly correspond. You need to check the following:

-The first and last name in TimeKron must match the first and last name that is in CheckMark.
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Once you have confirmed that all the data corresponds, you are ready to begin the export. Perform the export as
described in Exporting Basics above.

To import the file into Checkmark:
1. In CheckMark, choose Enter Hours from the payroll menu.
2. Click the Import Hours button.
3. Select the text file you just created in TimeKron and click OK.
4

If you attempt to import the hours of an employee that do not exist in CheckMark, you will be notified and
prompted to continue the import or cancel it.

5.  After the hours have been imported, click Save.
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Chapter 18 — Trouble Shooting

Help Menu

User Manual

License Agreement
Upgrade License
web Update

Saoftware Techniques on the WEE
Tech Support Options

Coline Support

About Timekron

License Agreement

The License Agreement can be seen at the beginning of this User's Manual.

Upgrade License

This utility allows you to upgrade your number of user licenses for TimeKron. This screen will have your current activation
code and your current number of licenses. You can call Software Techniques or your TimeKron reseller and purchase the
additional codes, and you will be given a new activation code to upgrade to the newly purchased number of user licenses.

&4 Upgrade

Flease enter in the Activation Code
provided with the software,

Timekron Activation Code

o I o ]

Application Mame  License

= Timekron * 25 *~
SoftTime 25

o

All of the Licenses are the same.

Once you enter the new activation code and press the OK button, TimeKron will exit. The next time you enter the
program, the new number of user licenses will be activated.

Web Update and Automatic Upgrades

This feature allows you to automatically check www.softwaretech.com for recent upgrades and patches. If you would like
to set the interval for performing these checks, you can run the Web Update option from the Help menu.
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&1 web Update

Last Check: 12/9/2005
Check once every | 1 % | days.
l Check Now l l ok l

If a new version is available via the web an Icon will appear in the bottom left corner of the main screen:

I & Add “XFlemu:uve
@

To download the web update, click on the web update icon @ . This will do two things. First it will download the update
files to the auto-upgrade directory (hopefully) on your network. You will need to have read/write and file creation access
to this directory to successfully download updates. Once the files are downloaded they will automatically be installed on
your workstation. You will then probably need to restart TimeKron. Most upgrades will not require you to reboot.
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Each time you attempt to login to TimeKron, the software will automatically check the auto-upgrade directory to see if
your workstation is running the most recently downloaded version of the software. If you need to upgrade your
workstation you will see a screen that will require you to update.

Update Notification

! 'E T/SOL Server requires updates, Press [OFK] to continue the update process,
L]

[ Ok l[ Cancel l

As you upgrade your old TimeKron executable will be backed up and a progress bar will be displayed. After completing
the upgrade you will have to restart TimeKron.

Auto Upgrade s,

23

(I£3

Backup of CYPROGRAM FILES\SOFTWARETECHATSOUATImEKronSqlLEXE ...
Cormplete

Sometimes an upgrade will require that the SQL Database is also upgraded. TimeKron constantly checks the SQL
database to make sure it is compatible with the software. If the database and the application become out of sync, you
should have your DBA run TimeKron in DB Administration mode.

Software Techniques on the WEB

This option launches your default Web browser to Software Techniques, Inc. main Internet site. The web URL is
http://www.softwaretech.com.

-~ Software Techniques Inc.

methods of achieving excellence

STI Website
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Technical Support Options

This screen shows information about how to get help with your TimeKron product.

About TimeKron

The About TimeKron screen gives information about your installed version of TimeKron.

TimeKron

SQL Server
Phone Support:

E-mail Support:

Online Support;

TimeKron T/SQL Server Tech Support Options

5:00 Pt EST Monday through Friday.

Server.

to common problems.

Call [540] 721-1002 to speak. with a customer
service representative. Hours are 3:00 &M -

E-rail us at Support@Softwarstech. con if wou

have any questions about Timekron TAS0L

"Wigit our support page on the web for answers

make a support call to give your version, serial number, etc.

imeKron T/SQL Server

Copyright 2006
Software Techniques Inc.
W0.22.40
Brought to you by
Software Techniques Inc.
13105 Booker T. washington Huy.
Hardy, A& 241001

Phaone: 540-721-1000  Performance Test ..
For mare information -

Network 10 STI-290DGKHMA AL # Matt

Processor Type:  Pentium

Display Type: Calar/Calor

Crive & Path CAPROGRAM FILESASOFTWARETECHATSOI
Printer Status: READY

Met Directony: T:ATesthSglum’,

Activation Code:  TKA-MHEZI9.JKO-A55

‘Warning: This computer program is protected by copyright law and
international tresties. Unauthorized reproduction or distribution of this
program, or any portion of it, may result in severe civil and criminal
penatties, and will be prosecuted to the maximum extert possible
uncler the law

It is useful if you ever need to
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DB Administration Mode

Database Admin mode is demonstrated in Chapter 2 — Installation and Setup. If you are using the SQL version, find the
section entitled Database Connection and Setup — SQL version on how to use DB Admin mode. If you are using the
Diamond version, find the section entitled Database Connection and Setup — Diamond version.
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Technical Support

If the information you need to solve a problem is not in the manual, please do the following:

1.  Review the list of Common Problems and Solutions that follow, to see if your problem is there

2. You can also receive on-line support via our Technical Support Web Page on the Internet at

http://www.softwaretech.com. Product support is free for the first 15 days that you own TimeKron.

Beyond that time, support and E-mail calls are billable.

3. Refer to the Microsoft Windows® User Manual for help with problems caused by the operating environment

or the Windows® Graphic User Interface.

If steps 1-3 were not able to help, you may call Software Techniques Inc. at (540) 721-1002 for technical support. Our
staff is on duty Monday through Friday, from 9:00 AM - 12:00 PM and 1:00 PM - 5:00 PM, Eastern Time. You may also
FAX your questions to us at (540) 721-1010. Before you call, though, complete the following steps:

1.

Be sure you are eligible. Product support is free for the first 15 days that you own
TimeKron. Beyond that time, support and E-mail calls are billable.

Have the TimeKron serial and version numbers handy. You can find them on the installation
CDs, and copy them here:

Activation Code Version #
Note the amount of available disk space on your drive, and the amount
of RAM on your computer . Also, note the available disk space within

your common directory

Verify your ODBC connection is working properly. Write down the name of the SQL Database
you are connecting to. [ ] (It should appear on the main screen in
[brackets]).

A problem may be database related so have your SQL DBA near by in case he/she needs to
be consulted. Also make sure you have full read/write/create privileges to your common
directory.

If an error has occurred, write down the first error message exactly as it appears on your
screen. Write down the steps you took just before the error message appeared.

Be prepared to provide our Technical Support staff with any information they need.
TimeKron generates a log file that may help us diagnose complex problem. We may ask you
to send this file to us for analysis.
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Common

73

\

/1N

Problems and Solutions

My Password doesn’t work.

The first time you log in, the system defaults to a User Name of “Admin”. No

Password is required. Just press Enter and you will be logged in to the software. At

this point, you can set up individual User Names and Passwords by clicking on the

Employee Information tab.

Remember, the password field is case sensitive. Check your caps lock key.
You can also adjust your workstation options for each individual
workstation.

Error Message - Cannot locate FoxPro Support Library.

The computer does not have the FoxPro DLL files installed. These can be
obtained by reinstalling the software. Make sure the data files are backed
up before reinstalling.

/1N

Computer freezes when trying to load TimeKron.

You workstation probably does not meet the minimum requirements. Make
sure that no other programs are running in the background. If the problem
still occurs, change the display on the video driver to a standard Super VGA
display.

S

/

! receive the following error message.:
“Unable to login to TimeKron. Common directory does not exist.”

You are unable to connect to the common directory. If it is on a network,
make sure you are properly connected and logged in to that network.
Check your network cable. If the problem continues contact your network
administrator.

N

/

1 receive the following error message:
“Unable to login to TimeKron. Invalid ODBC Connection.”

You are unable to connect to the SQL Database. This may be because your
SQL Server is down or because your SQL account does not let you connect
to the database. If the problem continues contact your SQL DBA.

N

/

1 receive the following error message when trying to login:
“SQL Command w/ error [UPDATE ...]".

The SQL DBA has restricted your use of the database (permissions) such
that you cannot properly access the database in the required fashion. It
has been altered into an unusable format. Have your SQL DBA run
TimeKron in DB Admin mode and use the configuration tools to repair the
problems.
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73

\

Printer display reads: Memory Overload.

Turn the printer Off and On. Go to your desktop, click Start-Settings->
Control Panel->Printers. Reduce the print resolution to the next lowest
level. Set up the report for printing again.

Also, 2MB of printer memory is recommended.

/1N

Error Message - Unable to Write to file named

TimeKron cannot write to your hard drive or to the common directory. The
most common problem is insufficient disk space. Free up some disk space.
This can also occur if your network administrator has restricted your access
to the common network directory

/1N

Error Message during installation - Unable to Read

This may be a bad CD or a bad CD Drive. First remove the CD and reboot
your computer. Reinsert the CD after you have logged back into Windows®
If the problem continues call Technical Support and report the exact error
message that appears. The technical support staff can issue you a new CD.

/1N

Error Message - Unable to Update Cursor.

The user logged on to the network does not have read/write access to the
common data directory. This is most likely a network rights issue.

N

/

Installation or Update Error Message - Can’t change properties of file
named

User requires write access to the Windows directory so that TimeKron can
automatically update the .DLL files

Sometimes the menu options are disabled and | cannot click them.

You probably have too many screens open. Close some screens down.

NI[ZY

/

After importing, TimeKron asked me if | wanted to exit and 1 said no,
TimeKron exited anyway. Why?

After importing, it is always best to exit and restart TimeKron. This is to
ensure that the import was successful.

S

/

| receive the following error message.:
“Unable to login to TimeKron. Base data is incomplete”.

The SQL database has been altered into an unusable format. Most likely a
critical table has been deleted. Have your SQL DBA run TimeKron in DB
Admin mode and use the configuration tools to repair the problems. If data
has been lost have your SQL DBA restore a SQL backup.
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73
\

| receive the following error message.:
“SQL Command w/ error [SELECT ...]".

The SQL database has been altered into an unusable format. Have your
SQL DBA run TimeKron in DB Admin mode and use the configuration tools
to repair the problems.

7
\

Some words in TimeKron may be cropped.

The font size on the video card is set to large fonts. Change the font size to
small fonts
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Appendix A — Sample ASP Script

This appendix includes a Sample ASP script which uses the TimeKron Open Architecture Punching to punch users in and
out though a web interface.

Implementing

To implement the sample script, copy the following 3 files to your web server.
pathinfo.inc

processpunch.asp

default.asp

The web server will also need to have ODBC access to the SQL Server hosting the TimeKron data.

pathinfo.inc

This file includes the ODBC connection string used to communicate with the database. You will need to modify this file
according to your own ODBC connection settings.
<%
Dim SQLConnectString
SQLConnectString = _
"DRIVER=SQL Server;" & _
"SERVER=MySglServerName;" & _
"UID=sa;" &
"PWD=;" & -
"DATABASE=TimeKronSQL;"

o°
\%

processpu nch.asp

This script handles most of the work involved in processing the external punches.
<IDOCTYPE HTML PUBLIC "-//W3C//DTD HTML 4.0 Transitional//EN">
<!I--#Include file = "pathinfo.inc"--><HTML><HEAD>

<META http-equiv=Content-Type content="text/html; charset=unicode">
<META content="MSHTML 6.00.2900.2668" hame=GENERATOR></HEAD>
<BODY>

<FORM Action="processpunch.asp” METHOD="POST" id=form1 name=form1>
<%

' Get the BadgelD

Dim BadgelD

BadgelD = Request.Form("BadgelD")

%>
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SQLConnectString:<br>
<%=SQLConnectString%><br>

<br>

BadgelD: <%=BadgelD%><br>

<br>

<%

If Request.Form("PunchIn®) <> "" Then
Punchin BadgelD

Elself Request.Form("PunchOut") <> "" Then
PunchOut BadgelD

Elself Request.Form("PunchWork™) <> "" Then
PunchWork BadgelD

End If

%>

<br>

BadgelD: <INPUT type="text" id=BadgelD name=BadgelD value="<%=BadgelD%>"><br>
<br>

<INPUT type="submit" value="Punch In" id=Punchln name=Punchin>

<INPUT type="submit" value="Punch Out" id=PunchOut name=PunchOut>

<INPUT type="submit" value="Punch Work" id=PunchWork name=PunchWork>

</BODY>

</HTML>
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<%

Function Punchin (BadgelD)
Dim PunchCode
PunchCode = "I"
Response.Write(""Processing..." & "<br>")
InsertPunchRecord BadgelD, PunchCode
Response.Write(BadgelD & " is now punched IN." & "<br=>")

End Function

Function PunchOut (BadgelD)
Dim PunchCode
PunchCode = "O"
Response.Write("Processing..." & "<br>")
InsertPunchRecord BadgelD, PunchCode
Response.Write(BadgelD & " is now punched OUT." & "<br>")

End Function

Function PunchWork (BadgelD)
Dim PunchCode
PunchCode = "W"
Response.Write(""Processing..." & "<br>")
InsertPunchRecord BadgelD, PunchCode
Response.Write(BadgelD & " is now punched WORK - (Out of Office)." & "<br>")

End Function
Function InsertPunchRecord (BadgelD, PunchCode)
' Connect to DB

Dim objConn, strQ, strConn

Set objConn = Server.CreateObject("ADODB.Connection™)
strConn = SQLConnectString

objConn.Open strConn
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" Insert Record
StrQ = _
"INSERT INTO External_Punch (" & _
"BadgelD, " & _
"PunchTime, " & _
"InOut, " & _
"PCode, " & _
"JCode, " & _
"PunchLoc, " & _
"UTCOffset" & _
") VALUES (" & _

SqlPrepChar(BadgelD, 25) & ", " & _

"GETDATE(), " & _

SqlPrepChar(PunchCode, 1) & ", " & _
SqlPrepChar("PCODE", 20) & ", " & _
SqlPrepChar("JCODE", 20) & ", " & _
SqlPrepChar(“asp:TestScript”, 30) & ", " & _

"NULL" & _
ll) n

objConn.Execute strQ

' Disconnect from DB
objConn.Close

Set objConn = Nothing

End Function

Function SqlPrepChar (cValue, nLength)
If nLength > 0 Then
' Trim Result
cValue = Mid(cValue, 1, nLength)
End If

SqlPrepChar =

End Function
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%>

default.asp

This script provides a generic interface for entering in punch data. You can rename this script to something other than
“default.asp” if you choose.

<IDOCTYPE HTML PUBLIC "-//W3C//DTD HTML 4.0 Transitional//EN">
<I--#Include file = "pathinfo.inc"--><HTML><HEAD>

<META http-equiv=Content-Type content="text/html; charset=unicode">
<META content="MSHTML 6.00.2900.2668" hame=GENERATOR></HEAD>
<BODY>

<FORM Action="processpunch.asp" METHOD="POST">
SQLConnectString:<br>

<%=SQLConnectString%><br>

<br>

BadgelD: <INPUT type="text" id=BadgelD name=BadgelD><br>

<br>

<INPUT type="submit" value="Punch In" id=Punchln name=Punchin>
<INPUT type="submit" value="Punch Out" id=PunchOut name=PunchOut>
<INPUT type="submit" value="Punch Work" id=PunchWork name=PunchWork>
</BODY>

</HTML>

Testing the Script

The External Punch System first must be enabled through the Super Administrator options. See Chapter 3 — Getting
Started. Once you have copied the 3 scripts to your web page and configured them for your ODBC connection you can
test the script. Browse to default.asp (or whatever you have changed the filename to). Enter in the Badge ID of a
TimeKron employee as seen on the Employee Information page. Click on “Punch In”. If everything is configured
correctly, the employee should now be punched in. Open TimeKron and view the In/Out board to verify this.
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Customizing the Script
The key statement of the script is...

" Insert Record

StrQ = _

"INSERT INTO External_Punch (" & _
"BadgelD, " & _

"PunchTime, " & _

"InCut, " & _

"PCode, " & _

"JCode, " & _

"PunchLoc, " & _

"UTCOffset " & _

") VALUES (" & _
SqlPrepChar(BadgelD, 25) & ", " & _
"GETDATE(), " & _
SqglPrepChar(PunchCode, 1) & ", " & _
SqlPrepChar("PCODE", 20) & ", " & _
SqlPrepChar("JCODE", 20) & ", " & _
SqlPrepChar("asp:TestScript", 30) & ", " & _
"NULL " & _

ny o

objConn.Execute strQ

Here are the Field Definitions for the SQL INSERT Statement
BadgelD

the BadgelD assigned to the Employee

Required

Character(25)

Example — ‘00005’

PunchTime

the timestamp of the Punch

Required
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DateTime

Example — ‘2005-11-18 10:51:34’

InOut

the type of Punch

Required

Character(1)

Example — ‘I' = In, ‘O’ = Out, ‘W’ = Working out of office
PCode

the Project code associated with the punch

Not Required

Character(20)
Example — ‘M56’
JCode

the Job code associated with the punch
Not Required

Character(20)

Example — ‘SUPP’

PunchLoc

a string that uniquely defines the device that the punch came from

Not Required but Highly recommended
Character(30)

Example — ‘ACT_FP:Front Desk’
UTCOffset

the time zone differential between the time clock and GMT in seconds

Not Required (useful for companies running over a WAN spanning multiple time zones)

Integer

Example — NULL for unknown, -14400 for Eastern Standard Time, -18000 for Eastern Daylight Savings Time

You can also extract some basic information from the Database with the statement:

SELECT * FROM View_InOut

The Dataset will include Employee Name, BadgelD, Department, Current In/Out Status, Employee Email, and some other

1:1 employee information. Note the update of In/Out status in the View_InOut table is not immediate. It will not be
updated until TimeKron has successfully processed the external punch.
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