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Read This First

Welcome

Welcome to Time America’s TA100 Pro User’s Guide. This manual is shipped with each new
TA100 Pro software package and is intended solely for use by the licensee. This User Guide
describes the installation and operation of the TA100 Pro system.

Accuracy of Information

The content of this manual is subject to change without notice. Before using this manual, verify
that the information contained in it is current. Proper installation, configuration, and operation of
the software are contingent upon reading and following the procedures contained in the latest
revision of the manual.

Additional Copies

Additional copies of this manual may be obtained from our website at www.timeamerica.com or
from your local Time America dealer.

User Comments

Every effort is made to ensure that the information contained in this manual is accurate at the
time of publication. If you find an error or omission while reading this manual, direct your
comments to:

Time America, Inc.
Attn: Technical Publications
15990 N. Greenway Hayden Loop
Suite #D-500
Scottsdale, AZ 85260

Or you can send emails to:

training@timeamerica.com

We welcome your comments and suggestions.

Software Release Version
4.01B
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Chapter |  About this Manual

This section describes how to use this manual. In addition to providing you with step-by-
step knowledge for performing various procedures, this manual will help you get the most
out of TA100 Pro.

Disclaimer

Every attempt is made to keep this manual up-to-date. However, software enhancements do
occur, and the content of this manual is subject to change without notice. Before using this
manual, verify that the information contained in it is current. Proper installation, configuration, and
operation of the software are contingent upon reading and following the procedures contained in
the latest version of the manual.

Technical Support

If you encounter a problem or need technical support after reading this manual, please contact

your local Sales and Service Representative. Your local representative has received training in

the areas of software installation, configuration, operation, and advanced troubleshooting. They
are qualified to provide you with the highest level of technical support.

When Calling Technical Support for Assistance

If possible, contact your authorized local Sales and Service Representative while at the
computer experiencing the problem so you can quickly answer questions and implement the
solutions suggested by your representative.

Before calling, gather the following information. Your local Sales and Service Representative
will need this information to assist you.

e The version and serial number of your TA100 Pro software.

e The name and version of the Operating System. The type of network being used (if
applicable).

e The model number and EPROM revision of the data collection terminal(s) used with
the TA100 Pro software.

e The name of all software options and/or modules installed.
e The make and model of the host computer (PC).
e The operations being performed when the problem occurred.

e A printout of any error message that was displayed.

© January 2009 Time America, Inc. 9
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Chapter Il Installation

This section describes how to install the TA100 Pro software, the Sentinel System Driver,
and attach the hardware key.

System Requirements

To use the TA100 Pro system, the following are the recommended minimum system
requirements must be present.

e Windows 95/98/2000/NT/ME/XP.

e Pentium 111 500 or better.

e 128MB of total memory (RAM).

e A mouse, trackball, or other pointing device.
Additional Requirements

e 500MB of available disk space either on a workstation or accessible on a network
drive.

e NOTE: A dedicated database server is not required.

e Additional disk space and an enhanced wide-area network connection may be
required based on the number of employees, network distance, communication
method, and the amount of live data contained in the system.

Polling PC
e An available serial port with a default address and interrupt.

e An available parallel port.

Installing the System
NOTE: Do not launch or run any other applications during the installation process.

1. Insert the TA100 Pro Installation CD into the CD ROM drive of the computer
on which you wish to install the software. The InstallShield Wizard should
automatically appear.

2. If the InstallShield does not automatically run, you may start the installation
by navigating to My Computer and double-clicking the icon for TA100 PRO.
=l0lx]

| Ele Edt View Favortes Tooks  Help

J [y ‘ Qsearch  [yFolders  <History “ﬁ L = ‘ &2~
| address i my Computer | ¢

g Local Disk (C:)
(&, GENPRO (D1}
|52 Contral Panel

|3 object(s) [ [l my Computer 4

Figure 1: My Computer

3. The TA100 Pro Setup window will appear.

© January 2009 Time America, Inc. 10



TA100 Pro Manual

Genesis Pro Setup x|

‘Welcome to the InstallShield Wizard for Genesis
Pro

The InstallShield® Wizard will install Genesis Pro on your
computer. To continue, click Mext.

< Back Cancel

Figure 2: TA100 Pro Setup Wizard

4. Click the Next button to advance to the next screen. The License Agreement
screen will appear.

Genesis Pro Setup x|

License Agreement
7
Please read the fallowing license agreement carefully. o L

Press the PAGE DOWN key to see the rest of the agreement,

[RENESIS PRO END USER LICENSE AGREEMENT il
TIME AMERICA LICENSE AGREEMENT

This is a legal agreement between you, the end user, and Time America

Inc. (HEREINAFTER TIME AMERICA). BY CLICKIMG OM THE "ACCEPT" BUTTON,

'TOU ARE AGREEING TO BE BOUMD BY THE TERMS OF THIS AGREEMENT. IF YOU
DO MOT AGREE TOALL OF THE TERMS OF THIS AGREEMENT, CLICK THE

"D0 NOT ACCEPT" BUTTON AND THE INSTALLATION PROCESS WILL MOT
CONTIMUE, PROMPTLY RETURN THE PACKAGE AND THE ACCOMPANYING \TEMSLI

Do you accept all the tems of the preceding License Agiesment? If you choose No, the
setup will closs. To install Gienesis Pro, you must aceept this agresment

IrstaShield

< Back Yes Ho |

Figure 3: TA100 Pro License Agreement

5. Click Yes to accept the License Agreement. The Choose Destination
Location screen will appear.

Genesis Pro Setup x|

Choose Destination Location
i
Select falder where Setup will install files. o L

Setup will install Genesis Pro in the following folder.

Toirestall to this folder, click Mest. Ta install ta a different folder, click Browse and select
another folder.

Destination Folder
[E\GENPHD Browse...
IrsstallShield

< Back

Cancel |

Figure 4: Choose Destination Location

6. TA100 Pro will be installed in the C:\TA100PRO directory by default. If you
wish to install to a different directory, click the Browse and select the
directory to which you wish to install. Click the Next button when you are
ready to proceed. The Setup Type screen will appear.

© January 2009 Time America, Inc. 11
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[
Setup Type

Chooze the setup type that best suits your needs.

Click the type of Setup you prefer

Description
This option is for a full install,

‘wiork station

IstallSHield

< Back I Nest > I Cancel

Figure 5: Setup Type

7. Choose the type of installation you wish to perform.

a) “Full” will install both the software and the database files on this
computer. (Typical)
b) “Workstation” will install just the software.

8. Click the Next button to continue with the installation. The Select Program
Folder screen will appear.

Genesis Pro Setup
Select Program Folder

Please select a program folder,

Setup will add progiam icons to the Program Folder listed below. *You may type a new folder
hame, or select one fiom the esisting folders list Click Next to continue.

Program Folders:

Existing Folders:

Dell Documents

Accessories N
Adrministrative Tools
Adobe Acrobat 4.0
G enesis

HourTrack 92
Microsoft Office Tools
Microsoft Reference ﬂ

IrstallEHield

<Back [ Mets | Cancel |

Figure 6: Select Program Folder

9. The TA100 Pro folder will be created automatically. You may type a new
folder name if you wish. Click Next to continue. The installation will begin.

Copying Files. .
CAGENPROYGenPra.exe

Figure 7: TA100 Pro Installation Progress

10. When the installation is finished, the InstallShield Wizard Complete screen
will appear. Click the Finish button to proceed.

11. If you selected "Full" in the Setup Type screen, the Sentinel System Driver

installation will begin automatically. If you selected "Workstation," the
installation will end at this point.

© January 2009 Time America, Inc. 12
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l Instalishield Wizard

Sentinel System Driver Setup iz preparing the InstallS hield \Wizard
which wil guide you through the program setup process. Please
wait.

" Checking Windows(R] Installer Yersion

Figure 8: Sentinel Driver Installation

12. The Sentinel System Driver—InstallShield Wizard will appear. The Sentinel
System Driver is necessary for TA100 Pro to be able to access the database

i‘g‘ Sentinel System Driver - InstallShield Wizard

Welcome to the InstallShield Wizard for
Sentinel System Driver

The Installshield(R) Wizard will llow you to modify, repair, o
remova Sentinel System Driver. To continue, click Next.

|

< Back Cancel

Figure 9: Sentinel InstallShield Wizard

13. Click the Next button to begin the Sentinel System Drive Installation. The

Setup Type screen will appear.

Setup Type

Choose the setup kype that best suits your needs,

Please selact a setup byps,
 Lomplete;

" Custom

iz

All program Features will be installed, (Requires the most disk
space. )

Choose which program Features you want installed and where they
will be installed. Recommended for advanced users.

Install5hield

X

[ |

< Back Cancel

Figure 10: Sentinel Driver Setup Type

14. Verify that Complete is selected and click Next to continue. The Ready to

Install screen will appear.

© January 2009 Time America, Inc.
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i‘g‘ Sentinel System Driver - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

Click Install to begin the installation.

IF you want to review or change any of your installation settings, click Back, Click Cancel to
exit the wizard,

Install5hield

< Back Cancel

Figure 11: Ready to Install

15. Click Install to begin the installation.
ek

Installing Sentinel System Driver

The program features you selecked are being installed.

Q| Please wait while the InstalShisld wizard installs Sentinl System Driver.
|‘§‘“ This may take several minutes.

Status:

Generating script operations For action:

Install5hield

< Back | et > |

Figure 12: Sentinel Drive Installation

16. When the installation is finished, the InstallShield Wizard Complete screen

will appear. Click the Finish button to proceed.
=

Installshield Wizard Completed

The Installshield Wizard has successfully installed Sentinel
System Driver. Click Finish to exit the wizard,

< Back Cancel

Figure 13: Installation Complete

17. This concludes the installation. The Installation Complete message will

appear.
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Installshield Wizard

Foxpro Library Setup is preparing the |nstallShield ‘wizard which will
—  guide you through the program setup process. Please wait.

L

Figure 14: FoxPro LIB Installation

18. The FoxPro LIB—InstallShield Wizard will appear. The FoxPro LIB is for the
TA100 Pro database files.

i'é‘- Foxpro Library - InstallShield ¥izard x|

welcome to the InstallShield Wizard for
Foxpro Library

The Installshield{R) wizard will install Foxpra Library on your
computer. To continue, click Mext,

WARMIMG: This program is protected by copyright law and
international treaties,

Cancel

Figure 15: FoxPro InstallShield Wizard

19. Click the Next button to begin the FoxPro LIB installation. The Ready to
Install screen will appear.

i'é‘- Foxpro Library - InstallShield Wizard =] x|

Installing Foxpro Library

The program Features you selected are being installed,

Flease wait while the InstallShield Wizard installs Foxpra Library, This may
take several minutes,

Skakus:

Inistallstield
= Btk | ext = |

Figure 16: FoxPro LIB Installation

20. When the installation is finished, the InstallShield Wizard Complete screen
will appear. Click the Finish button to proceed.
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21. Click OK. TA100 Pro will now appear in your Start Menu and on your
desktop.

22. You must attach a hardware key to the computer's parallel port prior to being
able to start and operated TA100 Pro. See Hardware Keys.

Hardware Keys

When the installation is complete, a hardware key must be attached to the computer’s parallel
port in order to start and operate the TA100 Pro software. There are three types of hardware keys
- each designed for a specific purpose.

e Main System Key
e Polling Key
e Demo Key

Attach the hardware key to the computer’s parallel port. If you have a printer attached to the
parallel port, place the hardware key between the computer’s parallel port and the printer cable
as shown in Figure 17: Using a Hardware Key with a Printer Cable below.

Q)

\— PARALLEL PRINTER CABLE

Figure 17: Using a Hardware Key with a Printer Cable

When the system is first launched, TA100 Pro searches for and verifies the presence of a
hardware key. If a key is not found, the system will not start.

Main System Key

The Main System Key is shipped with each new software package. One key per system is
required. The Main System Key allows you to start and operate the software as well as poll

your time clock(s). The Main System Key is identified by the code 4HJDAB-B on the outer
shell.

Polling Key

The Polling Key allows TA100 Pro to communicate with time clocks from a workstation other

than where the Main System Key resides. This key is identified by the code 4EQSGH-B on
the outer shell.

On local or wide-area networks, a remote workstation can launch and operate the software as
long as the Main System Key is detected somewhere on the network. However, the
workstation cannot poll time clocks unless it has an Additional Polling Key attached.

© January 2009 Time America, Inc. 16
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Demo Key

The Demo Key is an accessory for resellers of TA100 Pro systems. This key is identified by
the code 4EIWEH-B on the outer shell.

The following restrictions are present when TA100 Pro detects the Demo Key:
e The TA100 Pro software is limited to five employees and two users.
e NOT FOR RESALE is displayed on all screens.

© January 2009 Time America, Inc. 17
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Chapter Il Getting Started

This section explains how to launch the TA100 Pro system, including logging on and off,
using Help, using the keyboard instead of the mouse and customizing the TA100 Pro
environment.

Starting TA100 Pro and Logging In

Note on User Accounts

When starting TA100 Pro, you will be prompted for a User ID and password. The User ID and
password are used to determine who is able to login and what areas of the program are
accessible. These "User Accounts" are defined in the Security Access portion of TA100 Pro,
which will be covered later in this manual.

SYSOP

There is a built-in administrator account that grants full access to all parts of the
application. The User ID for this account is SYSOP and the initial password is
"password." (This password can and should be changed.) This account will be referred
to as SYSOP throughout this manual.

The first time you login, you must use the SYSOP account, as no other accounts exist.
You will also use this account to perform system maintenance, etc. The SYSOP account
can perform all functions within TA100 Pro, including certain database management
functions that no other account can access.

Launching and Logging In to TA100 Pro

The instructions in this section assume that you already know the User ID and password to
be used. Check with your system administrator if you are unsure of which User ID to use.

1. Click the Start, Programs, TA100 Pro, TA100 Pro, or double-click the
TA100 Pro Icon on the Desktop.

2. TA100 Pro will open and display the Login screen.

|

- — ] ./
Registered to - TIME AMERICA, INC.
Serial Number - TA99999999-10
¥Yersion Number - 4.01b

Cancel

Figure 18: TA100 Pro Login Screen

© January 2009 Time America, Inc. 19
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3. Type your User ID in the User ID field, then press either ENTER or the TAB

key to advance to the Password field.

4. Type your password in the Password field and press either ENTER or the

TAB key to access TA100 Pro.
5. The Main Window will open.

|8 o ufe 1 ®OUE

Exiting the System

You can use any of the following methods to close or exit out of TA100 Pro.

Click File, Exit on the menu bar.

Click the Exit button on the toolbar.

Click the Windows Close button (the X at the far right of the menu bar).

Press ALT+ F4 on the keyboard.

© January 2009 Time America, Inc.
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Tips and Techniques

TA100 Pro is designed to be user-friendly, and as such there are common techniques to making
working in TA100 Pro easier. Some of these tips are listed below.

Setting Definition

Apply You may click th_e Apply button in any
screen to commit the changes you have
made without exiting the current screen. This
allows you to "save as you go" and is a good

practice.
Name vs. Number You will notice that most of the configuration
listing dialog boxes provide a list of the existing

items at the side of the screen. (For example,
the Divisions dialog box gives you a list of
Divisions.) These lists can be sorted
according to Name or Number, depending
upon your preference.

Show Inactives Check this button to show inactive items in
the list at the side of any dialog box.

Print You may click the Print button in any dialog
to print the report associated with the current
screen. For example, clicking the Print
button in the Configure Category dialog box
prints the Category Listing report.

Cancel You may click the Cancel button in any
dialog box to close the screen without saving
changes.

NOTE: The Employee Maintenance and Status Board sections will resize themselves according
to the monitor resolution.

Using the Keyboard

TA100 Pro system is designed so you can perform all operations from your keyboard as well as
with the mouse.

% TA100 Pro - Time America Inc.

File Daily Operations Reports  Syster Setup  Communications NaEls

B E A T @ Help... F1 «— Hot Key
i . T " 0 ! Caleulakar Fz
Underlined Letter /-ﬁ'?about F9
5 Sustem Corfiguration F11
Conversion kable Fiz

Underlined Letters

All menus, menu items, and buttons have an underlined letter, which allows keyboard access
to that item.

© January 2009 Time America, Inc. 21
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e To access a menu, press the ALT key in conjunction with the letter that is underlined.

e To access an item on the menu, first open the menu and then press the letter that is
underlined.

e To select a button, press the CTRL key in conjunction with the letter that is
underlined

Keyboard Usage Examples

To: Do This:

Select an item from the Main Press ALT and the underlined letter.

Window. For example, press ALT+F to open the
File menu.

Select a menu command. Press the underlined letter only. This is

true for submenus too.
For example, type S to select
Security.

Select a button. Press CTRL plus the underlined letter.
For example, press CTRL+E to choose
the Edit button.

Hot Keys

Some menus, such as the Help menu, are accessible using Hot Keys. These keys or key
combinations correspond to a menu item. Instead of typing the underlined letter in the
command, you can simply press the Hot Key. For example, to view your system
configuration, press F11. Also, all date fields have a calendar dropdown, to access right click
on the date.

Additional Keyboard Access

Other keys and key combinations are available in the system. They are explained below

To: Press:
Exit the current function or window without ESC
saving the data.

Display the Help topic associated with the F1
current window.

Display the Calculator. F2
Display the Calendar/Diary. F3
Display the Help > About menu window. F9
Display Conversion Table F12

Activate the menu bar in the Main Window. F10 or ALT

Exit the TA100 Pro system. ALT+F4

Display Rounded Start and Stop times inthe R
Online Timecard.
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Help

TA100 Pro incorporates an Online Help system to answer questions about functions, procedures,
and commands.

You can access context-sensitive Help from anywhere in the application by pressing the F1
function key. You will automatically be taken to the Help topic appropriate for the screen that you
are in currently.

You may also access the Online Help feature through the Help menu, from which you can
perform searches and browse the Help topics. There are three ways you can look for information:
Browse the Contents, Search the Index, or do a text Find. There are three tabs across the top of
the Help Topics window to access each of these methods.

Access the Online Help Window
1) Click the Help menu, Help. The Help Topics window will open
E? TA100Pr0 Help (=13
I &

Hide Fiint  Options

Conterts | Indes | Search| About TA100

=
+ @ Daly Operations Menu This screen displays assistance,
+ @ Reports Menu . ;
company, and system information for
= @ SpstemSetup Menu
Communications Menu vour reference. The box at the top of the
© @ Help Menu screen provides the address and phone
= @ General number for Time America, Inc. or your
local authorized dealer. The lower-left
box displays the product regjstration
company, number, version, and
limitations. The lower-right box details
the modules that vou have installed in the
TA100 system.

e

Figure 19: Help Topics

Use Help Contents
1. In the Help Topics window, click the Contents tab.

2. Double-click the topic you wish to browse. This will expand the sub-topics
below it.

If necessary, double-click the sub-topic you wish to browse.

4. When you find the article you are interested in, double-click it to open the
article.

Use the Help Index
1. In the Help Topics window, click the Index tab.
2. Type in the topic you are looking for.

3. When you find the article you are interested in, double-click it to open the
article.
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Use Help Search
1. Inthe Help Topics window, click the Search tab.

2. Type in the topic you are looking for.

3.

4

article.

Return to the Help Topics Window

If necessary, select a word from the list of suggestions.

When you find the article you are interested in, double-click it to open the

After reading an article, you may return to the Help Topics window by clicking the Help

Topics button on the toolbar.
EEX]

E? TA100Pro Help

i T8
Hide Frint  Options

Contents | Index  Search |

Type in the kepuord to find

About TA100

[timecad

Select Lopic to display:

Configure Employee
Configure Employee -
Configure Employee -
Configure Employee -
Configure Employee -
Configure Employee -
Configure Employee -
Configure Employee -
Configure Employee -
Configure Emplayee -
Er\nlmme Frnlnuee -

Approval Editor Selection

Badges

Badges - Assign Bad,
Benefits

Benefits - Benefit Det
Benefits - Benefit Det
Employee

Employee Example
Messages

Messages - Al Clack.
Massanas - Mmag; A

Print a Help Topic

Display
Figure 20:

This screen displays assistance,
company, and system information for
vour reference. The box at the top of the
screen provides the address and phone
number for Time America, Inc, or your
local authorized dealer. The lower-left
box displays the product registration
company, number, version, and
limitations. The lower-right box details
the modules that you have installed in the
TA100 system_

e

Help Article

You can print any help topic by clicking the Print button on the toolbar.

E? TA100Pro Help

&
Back

=

=]

Frirt

il
Hide: Opichs

Conterts | Indes  Search |

Type inthe keyword to find:

[BEE

[timecard

Select Topic to diplay

List Topics

Configure Emploges -
Configure Employes -
Corfigure Emplapes -
Configure Employee -
Configure Employes -
Configure Employes -
Configure Emplopes -
Configure Emplopes -
Confinue Fmnlnuer -

Badges - Assign Bad,
Bensfits

Benefits -Berefit Det
Benefits - Benefit Det
Employee

Employee Example
Messages

Messages - All Clock:

Messanes - Messane ¥

1. Click the Print button on the TA100 Pro Help toolbar

open.

Display
Figure 21:

Configure Employee
Definition

The workers that make your company
run are identified as Employees-or by
some other term as defined in the Main
Company Defaults-throughout the
TA100 system. Since they most likely
will not work for free, they must be
entered into the system before their
accrued hours can be tracked.
Employees are the people that make the
business world work. If they are to be
paid for their labor, they must be entered
into the system for tracking. TA100
views each employee separately and
keeps track of hours worked. benefits
accrued. auantities broduced. etc.

Help Article

. The Print window will

© January 2009 Time America, Inc.

24



TA100 Pro Manual

General | Options

Select Printer
23 Genesis PDF Maker ;g,aLanier Color Laser on kadomi
=AHP Color LaserJek 2605dn_2605dtn PCL & ,‘; Microsoft Office Document Ime
£ HP LaserJet 2000 on tadomil 21 Microsaft ¥P'S Dacument Yrite:
< ¥
Status: Feady ] Piint ta file
Location:
Comment:
Page Range
[OF1] Mumber of copies: |1 k=

(O Pages: 1
Enter either a single page number or a single

page range. For example, 512

{ Print I[ Cancel ][ Apply ]

Figure 22: Print

2. Select the printer to which you wish to print and click the Print button. The
topic will print.

Configuring the System Environment

Environmental settings control various display and functional characteristics of your system. The
default settings can be modified. Bell, Background and Large Toolbar are available
environment options. A check mark (v') in front of the option means that the option is activated.

& TA100 Pro - Time America Inc.
5[EN Daily Operations  Reports  Swstem Setup  Communications  Help

E"} Security 3 r.‘." g L r t!
L-_% Irmpark 3 -t :
Lg% Export...
P Ltiities »
& Print. .
Environment Bell
] Biackground
ﬂ Login Mew Lser
i Mavigation Selection
Exit ALT+F4

Figure 23: Environment Menu

Play Bell Tones
You can customize TA100 Pro to play a tone at the end of a field when entering data.

1. Click the File menu, Environment, Bell. This will cause a bell tone to play
whenever you come to the end of a field when entering data.

NOTE: To remove follow Step 1.
Change Screen Background

You can customize the TA100 Pro background to display a graphic of your choice. The
graphic must be in bitmap (.bmp) format.
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1. Click the File menu, Environment, Background. The Select Background

window will open.

Preview Picture

Background
o

>

bluabit brip
blug bmp
camo.brp
celulr bmp
cerial brop
checker.bp
chess.bmp
esssm.bmp
coolbrz brp
comBbit.bmp
crantry. bnp

Gradient Background on Foms | Yes |+

-

~

3.
4,
NOTE: To reset the background settings to the defaults:

[ ok [ ool | [ Dot |

Figure 24: Select Background

Choose the graphics file you wish to use for your background.

Click the directory or file to select it.

Click the [...] icon to go to a previous directory.
Click OK to accept the selected file.
Your graphic will appear on the background of TA100 Pro.

Click the File menu, Environment, Background. The Select

Background window will open.
Click the Defaults button.

Gradient Background Option

You can activate the gradient background for all forms in TA100 Pro.

Navigation Selection

You can customize the main toolbar to display a small button toolbar, large button toolbar,

show center screen shortcut, side bar or zoom bar.

1. Click the File menu, Environment, Navigation Selection. Then select from

the list of options.

Navigation Selection

() Small Button T oolbar
(+) Large Button Toolbar
() Center Screen Shartcut
() Side Bar

() Zoom Bar

E k] [ Cancel
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Chapter IV Configuration

This section explains how to configure and customize TA100 Pro for your company's
requirements. To make this chapter easier to follow, the topics in this section are arranged
in the sequence that Time America recommends completing them. This also happens to
be the order in which they appear on the Configure menu in the TA100 Pro Main Window.
This order is:

¢ Main Company
e Divisions (optional)

e Categories

e Policies
e Shifts
e Holidays

e Groups (optional)
e Department

e Job

e Security

e Bell Schedules

e Benefit Accruals

© January 2009 Time America, Inc. 27



TA100 Pro Manual

Main Company

The Main Company window is where you identify your company, define the overall configuration
of the system, and specify the payroll service to which time and attendance data will be exported.

1. Click the System Setup menu, Company, Main Company. The Main
Company window will open and the General tab will be selected by default.

Configure Main Company

Geresal | Corfigue || Defaults | Exports

Company Detalls
Mame | TIME AMERICA, INC
Address | 15390 M. GREENWAY HAYDEN LOOP
Address | SUITE D500
City |SCOTTSDALE
State |AZ
Zip Code 852600
Phone Number | [480)374-7700
Fax Mumber | [(4B0J682-0935

Figure 25: Main Company: General tab

2. Fillin the settings as appropriate:

Setting Definition

Name Enter your company's name. This field is
required and can contain up to 30
characters.

Address Enter the first line of your company's primary
address. This field can accept up to 30
characters.

NOTE: Divisions can be used to allow for
additional branch addresses.

Address Enter the second line of your company's
primary address (such as suite number.) This
field can accept up to 30 characters and may
be left blank.

City Enter your company's primary address City.
This field can accept up to 30 characters.

State Enter the two-character code for your
company's State. TA100 Pro automatically
capitalizes your entry.

Zip Enter your company's zip code. You may
enter the 5 or 9 digit zip code.

Phone Number Enter your company's primary phone
number.

Fax Number Enter your company's primary fax number.
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3. When all settings are complete, click the Configure tab. The Configure

screen will appear.

Configure Main Company

General | Configuie | Defaults || Exports

Use Flags and System Settings
Daylight savings
Divisions
Departmert
Job
Lunches
Breaks

[ Use level wage betore default assignment wage
[] Paid lunches and breaks do not accrue towards OT
Use SMTP for E-mail

[ Tip Reporting

‘wages

Overtime Level 2

] 0vertime Level 3

Use Swipe and Go

Use [am-pm) Format

[] Do not use Floater for shift selection
2| Editable Pay Periods, plus| 0]days
2| Approval Editor Pay Periods Back

Auta lgaut after [ 0] minutes [0 = No auto logout]

Auto logout at | 00:00) [00:00 = Mo auto logout]

Regional Setiings
Cunency Mame | Dollar

Date Farmat (%) American [MM/DDAYYY) Date Delimiter

) Eurgpean [DD/MMATYYY)

[ FPrint ] [ OK ] [ LCancel

Figure 26: Main Company: Configure tab

4. Fillin the settings as appropriate

Setting

Definition

Daylight savings

Check this box if your company is in a state
that observes daylight savings time. Typically
you will check this box.

Check this box to enable the Divisions
feature. A Division is a "subset" of the main
company, such as a branch, different

TIP: Companies who submit multiple
company codes to their payroll service may

Check this box to enable the Departments
feature. Departments reflect the business
units within your company and are the top

NOTE: You will have the opportunity to
customize this nomenclature in the next

Check this box to enable the Job level. Jobs
are the second level of Job Costing.

NOTE: You will have the opportunity to
customize this nomenclature in the next

Check this box to enable this option if your
employees will punch for lunch or lunch will

Divisions
location, or subsidiary company.
want to use Divisions.
Department
level of Job Costing.
screen.
Job
screen.
Lunches
be deducted automatically.
Breaks

Check this box to enable this option if your
employees will punch for break or break will
be deducted automatically.
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Setting

Definition

Use level wage
before default
assignment wage

Paid lunches and
breaks do not
accrue toward
overtime

Use SMTP for email

Tip reporting

Wages

Overtime Level 2

Overtime Level 3

Use Swipe and Go

Use (am-pm)
Format

Do not use Floater
for shift selection

Editable Pay
Periods, plus days

"Level Wage" refers to the hourly rate
associated with a department, job, step,
operation or task. The "default assignment
wage" refers to the wage associated with an
individual employee.

Check this box if you wish the Level Wage
for the department an employee works in to
take precedence over the Default
Assignment Wage when calculating an
employee's earnings.

Check this box if paid lunches and breaks
are not considered in calculating hours for
overtime.

This option allows you to define the e-mail
configuration per user in security.

Check this box to enable tip reporting.

Check this box to enable the wages features
throughout TA100 Pro. This makes it
possible to enter wage information in the
Employee Maintenance screen.

Up to three levels of overtime may be
defined in TA100 Pro. One overtime level
(OT1) is always available. To use a second
overtime level (OT2), click the Overtime
Level 2 check box.

To use a third overtime level (OT3) in the
system, click the Overtime Level 3 check
box. This level is not available unless
Overtime Level 2 is selected.

Check this option to allow employees to
swipe the clock without punching any keys.
The system then determines whether the
individual punch was an In, Out, Out for
Lunch, In from Lunch, etc., based on the
employee’s last punch and the employee's
schedule.

Check this option to have reports and the
online timecard use an AM/PM format
instead of 24-hour format (military time.)

Check this option to suppress all floaters
from each shift group.

This option controls the number of pay
periods and days in which it is possible to
edit transactions in the TA100 Pro system.
For instance, Figure 26 specifies that two
pay periods of transactions can be modified.
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Setting Definition

Approval Editor Pay This option controls the number of pay

Periods Back periods in which it is possible to edit
transactions from the Approval Editor.

Auto logout- This option will define the number of minutes

minutes a user can be idle in TA100 Pro before it
automatically logs them out.

Auto logout-time This option will define a specific time all
users will automatically be logged out of
TA100 Pro.

Currency Name Enter the type of currency TA100 Pro should

use. The default is "Dollars."”

Date Format Select the manner in which dates should be
displayed. The options are American
(MM/DD/YYYY) and European
(DD/MMIYYYY).

Date Delimiter Enter the character with which to delimit
dates. The default is a slash (/).

5. When all settings are complete, click the Defaults tab to select it. The
Defaults screen will appear.

Configure Main Company

General || Configue | Defaults | Exports

Spstem Fields

Employee |[EEEE Length| 5 Type (&) Numeric () Alphanumeric
Department | Department Length| 4 Type (@ Mumeric ) Alphanumeric
Job |Job Length | 4 Type (&) Numeric () Alphanumeric
Uszer Defined Fields
Field 1[m1 ¢ Field 2 Field 3
Field 4 Field & Field &
Badges
Length| 5 Mavimum | 5 Type (@ Mumeric O Alphanumeric
Automatic Badae 4ssignment
Mo Automatic Assignment (O Next Numeric Available © Same as Employee Number
[ Eim J [ ok ][ Caneel

Figure 27: Main Company: Defaults Screen

6. Fill in the settings as appropriate:

Setting Definition

Employee Enter the term you would like to use to refer
to employees. (i.e., Employees, Associates,
Members, etc.) The default is "Employees.”

Length Enter the maximum number of digits for the
Employee ID.
Type Choose the data type for the Employee ID.

The options are Numeric and
Alphanumeric.
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Department

Length

Type

Job

Length

Type

User Defined Fields

Badges Length

Maximum

Type

Enter the term you would like to use to refer
to the business units within your
organization. (i.e., Departments, Business
Unit, Cost Center, etc.) The default is
"Department.”

Enter the maximum number of digits for the
Department ID.

Choose the data type for the Department ID.
The options are Numeric and
Alphanumeric.

Enter the term you would like to use to refer
to the second level of job costing in your
organization. (i.e., Job, Project, Client, etc.)
The default is "Job."

Enter the maximum number of digits for the
Job ID.

Choose the data type for the Job ID. The
options are Numeric and Alphanumeric.

TA100 Pro allows you to define up to six
user-defined fields. Enter the names of the
fields you would like to define (if any). If you
do not need any custom fields, you may
leave these blank. The default values are
License, Spouse, and License 2, but you
may modify or delete these as desired.

Enter the number of characters (from 2 to 10)
that will be read from the employee badge.
For example, if the badge number is 10
characters long but you want to read only the
last five characters, enter a 5 in this field.
The number of digits here must match the
actual number of digits on the physical
badges given to employees, and must also
match the settings programmed into the
badge reader clocks.

Type the maximum number of characters
(from 2 to 64) on an employee’s badge. Any
badge longer than this number will be
rejected by the time clock.

Choose the data type for the Badge number.
The options are Numeric and
Alphanumeric. Most — though not all —
badges will be Numeric.
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Automatic Badge TA100 Pro can assign badge numbers

Assignment automatically when adding a new employee.
You can manually change automatic
assignments later if necessary.

Choose No Automatic Assignment to
bypass the automatic assignment and be
allowed to enter the badge number manually.

Choose Next Numeric Available to have
TA100 Pro assign the next sequential
available badge number.

Choose Same as Employee Number to
have TA100 Pro assign a badge number that
is identical to the employee's ID number.

7. When all settings are complete, click the Exports tab to select it. The Exports
screen will appear.

Configure Main Company

General | Configure | Defaults | Exports

Flease selectthe payroll package that your company exports to.
Selected Export

PrimePay

Click the buton below to displap FrimePay as
yaur only expart in the Feports>E kports menu

Display only this export

[ et ][ ok ][ cancel

Figure 28: Main Company: Exports Tab

8. Select the payroll provider to which you wish to export data. You may be
prompted for additional information specific to the payroll application
selected. For example, when ADP is selected, you are asked for the
Company Code of your main company. Click Display only this export to
have this payroll company listed as the only export available via reports.

NOTE: If the payroll provider you will be using does not appear in the list,
simply choose either “Generic Numeric” or “Generic Alpha” depending on
the Pay Code type your provider requires (contact your payroll provider
to obtain this information.)

9. When all settings are complete, click OK to save the changes and exit the
Main Company configuration dialog box.
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Divisions
Divisions are subsets of the main company. For example, a division can be a remote office or

separate business unit. Divisions are not required and will only be available if the Divisions
option is selected in Main Company Configure screen.

Configure Divisions
From the divisions dialog box, you may add, edit and delete Divisions.

1. Click the System Setup menu, Company, Divisions. The Configure
Divisions dialog box will open.

Configure Divisions

0001 i
Arizona Division

ral |

fltrmter 0001

Hame  [Arizona Division
Letiye: [

Address |51 W, Third St
Fddiess |

City [Tempe
Giate IAZ_
Zip Code [EG2ET- Fiskd 1 [
Phonehibmben |[HE0E555551 | Fedz [T
Fasiumer IHBEHESW

1 Listed
€ Mumber ' Name
I~ Show Inactives

Add | Ede Delets Piint Closs

Figure 29: Divisions

2. The Divisions window includes the following information:

Setting Definition
Number This is a required field. Enter a 4-digit
number to identify the division.

NOTE: Do not use 0000 since this number is
assigned to the main company and cannot
be used for divisions.

Name This is a required field. Type the division
name (up to 30 characters) as you want it to
appear in the system and on reports.

Active Click the Active check box to indicate that the
division is currently in use. Uncheck this box
if the division is not being used at this time.

Address Enter the first line address of the division. Up
to 30 characters may be entered in each line.

Address Enter the second line address of the division
(if applicable). Up to 30 characters may be
entered in each line.

City Type the name of the city (up to 30
characters) for the division.
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State Type the two-character state abbreviation.

Zip Enter the five or nine-digit postal zip code of
the division.

Phone Number Enter the telephone number for this division.

Fax Number Enter the fax number for this division.

Additional You may be prompted for additional

Information information based upon the payroll

application selected in the Export screen of
the Main Company configuration. For
example, if ADP is selected in the Export
screen, you will be prompted for the
company number of this division.

Add a Division

1. Click the System Setup menu, Company, Divisions. The Configure
Divisions dialog box will open.

2. Click the Add button. The General screen will become available for you to
add the new Division.

Fill in the settings as described in the Configure Divisions section.

4. Click OK to commit the changes and return to the Configure Divisions
screen.

5. Click Close to exit the Configure Divisions window.

Edit a Division

1. Click the System Setup menu, Company, Divisions. The Configure
Divisions dialog box will open.

2. Highlight the Division you wish to edit from the list at the side of the screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected division.

4. Edit the settings as described in the Configure Divisions section.
NOTE: The Division number cannot be changed.

5. Click OK to commit the changes and return to the Configure Divisions
screen.

6. Click Close to exit the Configure Divisions window.

Delete a Division
Divisions that are in use cannot be deleted.

1. Click the System Setup menu, Company, Divisions. The Configure
Divisions dialog box will open.

2. Highlight the division you wish to delete from the list at the side of the screen.
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3. Click the Delete button.

Confirmation

@ Are you sure vou want to delete?

Ik | Zancel I

Figure 30: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Divisions window.
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Categories

Categories are used to track and report types of time or money. The built-in categories are:

Absent
Adjustment
Break
Bereavement
Holiday

Jury Duty
Lunch

Military Leave
Sick — NonPaid
Other Paid Time
Personal Day
Per Diem #1
Per Diem #2
Sick — Paid
Cash Tips
Charge Tips
Vacation
Worked Time

You may edit and delete built-in categories (other than Work), as well as add custom categories

specific to your organization, such as Floating Holidays, Family Leave, etc.

Categories are used in entering time and monetary adjustments for employees.
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Configure Categories

1. Click the System Setup menu, Categories. The Configure Categories dialog
box will open.

Configure Categories

PTO General | Expoit Codes |
Paid Time Off

ERV  BEREAVEMENT -

FAM  Family Illness

HOL  HOLIDAY Eode |PTO equalseatEgemnLmbEr i fiand readen I_D
JURY JURY DUTY Hzrme [Faid Time OFf

LUNCE LUNCH

MTL  MILITARY LEAVE ¥ [ Eative J# | D ot itk erp it this et gar e

NSIC SICK - NON PAID
(o) o

OTHR OTHER PAID TINE L Dl

PERS PERSOMAL DAY [ |t ol Ene o entouerides abserze?:

PR:1  PER DIEM £1 Ik oel Ene o entiouerides Helidan minimum hos?,

DPEDZ PER DIEM §2 I e mifzcelBnsnls enttise paid?

I Eanthis: aten i e oy Eine:

SICK SICK - PAID
TIFL CRSH TIPS I¥ | Faztitabeneft anttlement

TIPZ CHARGE TIPS

VAC  VACATION

WORK WORKED TIME =
20 Listed

' Code ) Wame

I~ Show Inactives

add | Edt Delets Pint Closs

Figure 31: Categories

2. The Configure Categories screen displays the following information:

Setting Definition

Code This is a required field. Enter a code (up to 4
alphanumeric characters) to identify the
category. Once saved, this code cannot be

changed.
Equals category When entering a Category into a Hand
number from hand Reader, only a numerical value can be
reader. entered. Use this field to assign a number

representing the Category Code.

Name This is a required field. Enter the category
name, as it will appear in the system and on
reports. The category name can be up to 30
characters long.

Active Click the Active check box to indicate that the
category is currently in use. Clear this check
box if the category is not being used at this

time.
Do you wish to This indicates whether this category will be
export this included in the export information created for
category? your payroll service.

If this option is selected, the Export tab will
become available. You must configure the
Export tab settings to specify field mappings
for your payroll export. (See Step 3.)
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Hours/Dollars

Miscellaneous
entry overrides
absence?

Miscellaneous
entry overrides
holiday minimum
hours?

Are
miscellaneous
entries paid?

Can this
category be
overtime?

Post to benefit
entitlement?

This is a required field. Select either Hours
or Dollars to indicate the category type. For
example, the category VACATION collects
hour amounts, while the categories TIP1 and
TIP2 collect dollar amounts.

If Hours is selected, complete the remaining
fields that apply. If Dollars is selected, the
remaining fields in this dialog box are
unavailable.

Select this option to allow a Miscellaneous
entry of this category to override an absence.
(Miscellaneous refers to an entry other than
Work.)

Allows time in this category to count toward
the minimum hours worked requirement for
allocating paid holiday time. (Miscellaneous
refers to an entry other than Work.)

Allows time in this category to be treated as
“paid time.” Select this option if employees
will be paid when receiving a miscellaneous
entry using this category. (Miscellaneous
refers to an entry other than Work.)

This option will only be available if
miscellaneous entries are paid. Select this
option to accrue time in this category towards
overtime. Clearing this option causes the
system to prohibit overtime calculation on
this category. If the category can be
overtime, it is also possible to default to a
specific level as well as enable it to
accumulate towards overtime.

Select this option to post accrued time in this
category to company benefits. Checking this
option makes it possible to configure benefit
entitlement and/or rules for this pay type.
Also, any time posted to this category will be
deducted from the available entitlement for
this category.

3. The Export Codes tab will be available only if the Do you wish you to
export this category option is checked.

NOTE: These settings will be used to map data collected by TA100 Pro to
the appropriate fields in your payroll application, and it is critical that they be
configured fully and accurately. The information in these fields must be
obtained from the payroll service specified in Company Setup. Contact your
payroll service representative or software manual for the information
requested, if necessary.
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Configure Categories

HOL  HOLIDAY
JUEY JURY DUTY
LUNCH LUNCH

PERS PERSOMAL DAY
PFD1 PER DIEM #1
PFDZ PER DIEM $2

SICK SICK - PAID
TIPL CASH TIPS
TIPZ CHARGE TIPS
VAC  VACATION
WORK  WORKED TIME
20 Listed

@ kode. CilEme
= Shownachives

MTL ~ MILITAEY LEAWE

PTO  Paid Time 0ff

PTO General :Exporl Codesél
Paid Time Off

ERV  BEREAVEMENT )

FAM  Family Illness

Differential REG 071 arz ar3

Mone  [000101 | {000000) {00000 000000 Field Codz

NSTC SICK - NON PATD D1 000000 J000000 ) 000000, JO00000
OTHR OTHER FAID TINE D2 foooooo [ooonoo [odoooa, [oAo000

=1

3 000000 J000000 JO000000 | {O00000

£pply 0K

LCancel

Figure 32: Export Codes tab

4. The Export Codes tab includes the following information:

Setting

Definition

Differential: None

Differential: D1-D3

REG

OT1

oT2

OT3

This line of information will specify the codes
for hours that do not have differential
adjustments.

These lines of information will specify the
codes used by hours allocated to each Shift
Differential.

Regular Hours are hours paid at "straight
time." Enter the code your payroll application
uses to refer to Regular hours.

OT1 hours are hours paid at the factor
defined for OT1 in the Payroll Policy. Enter
the code your payroll application uses to
refer to hours paid at the OT1 factor.

OT2 hours are hours paid at the factor
defined for OT2 in the Payroll Policy. Enter
the code your payroll application uses to
refer to hours paid at the OT2 factor.

NOTE: This option will only appear if OT2
has been selected on the Configure tab of
the Main Company configuration dialog box.

OT3 hours are hours paid at the factor
defined for OT3 in the Payroll Policy. Enter
the code your payroll application uses to
refer to hours paid at the OT3 factor.

NOTE: This option will only appear if OT3
has been selected on the Configure tab of
the Main Company configuration dialog box.
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Field Code

Add a Category

1.

3.
4.
5.

Edit a Category
1.

Enter the code that indicates which field of
your payroll software this category will be
mapped to.

This code differentiates between categories
of time that use the same field number. For
example, regular (REG) hours for
VACATION and HOLIDAY may both use
field number 16. By assigning a field code V
to the VACATION category and H to the
HOLIDAY category, vacation hours are
reported in field 16V, while holiday hours are
reported in 16H. If no field code was
assigned, you could not differentiate between
vacation and holiday hours.

Click the System Setup menu, Categories. The Configure Categories dialog
box will open.

Click the Add button to add a new Category. The General tab will become
available.

Configure Categories

PTO General | Export Foges |
Paid Time Off

ABSE  ABSENT
ADJ  ADIUSTMENT
. Code [ equals category number fram hand reader [ 0
BRV  BEREAVEMENT Name [
FEM  Family Illness
0L HOLTDRT ¥ Active ™ Do you wish to expart this categary?
JURY JUEY DUTY

o -
e e Hous € Dolars
MTL  MILITARY LEAVE ™ Miscellaneous entiy overrides absence?
NSIC SICK - NON PAID ™ Miscellaneous entiy ovarrides holiday minimum hours?

DIHR  OTHER PAID TING I e miscellaneaus entries paid?
PERS PERSONAL DAY
PED1 PER DIEM #1
PRz PER DIEM 52 || I~ Post to hensfit entitiement?
PTO Paid Tiwe Off
SICE EICE - PAID

TIP1 CASH TIPS _vl

= | Canttis catenombe oyertine?

20 Listed
@ Gade CIHame
I=|Ghow Inastives:

Lpply 0k Cancel

Figure 33: Adding a new Category

Fill in the settings as described in the Configure Categories section.
Click OK to commit the changes and close the Categories dialog box.

Click Close to exit the Configure Categories window.

Click the System Setup menu, Categories. The Configure Categories dialog
box will open.

Highlight the Category you wish to edit from the list at the side of the screen.

Click the Edit button. The General screen will become available for you to
edit the selected category.

Edit the settings as described in the Configure Categories section.
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5. Click OK to commit the changes and return to the Configure Categories
screen.

6. Click Close to exit the Configure Categories window.

Delete a Category
Categories that are in use cannot be deleted.

1. Click the System Setup menu, Categories. The Configure Categories dialog
box will open.

2. Highlight the category you wish to delete from the list at the side of the
screen.

3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are wou sure ywou want ko delete?
Ok |

Figure 34: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Categories window.
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Policies

Policies are used to store and apply the business or payroll rules governing overtime, holidays,
etc. It is possible to have more than one set of rules within an organization, so TA100 Pro makes
it possible to create many Policies. Each employee is assigned to the Policy that applies for him

or her.

Configure Policies
1. Click the System Setup menu, Policies. The Configure Policies dialog box
will open.

Configure Policies

001 {Giznerdl | Hoidays | Dvertie | Diftrentel | Exceptions |
Standard Policy

Code 007

Hame [Standard Policy
I Aol

002 California

= Fay Berinrd
£ =t Start Date J06/18/1998 Thursday

£ Bilnzrbl) [ urben of days i semimertily perod |T5 j'
)5 mimonth)

it

= Furch Defauts
| arore use ofidiplicate fnstiem ke pumches withi 2| mmntes:

|griare useoh anmasitia inetarikey punetes it |—2 MiuEs
rissing U purstimit [ 1400 | fours

Vel el = 2 e e 0.00 | hours

o emitruar (O et imketbrack o nest I et 400 | Fours
I7 | First chianie punch accries o previous () sunch

2 Listed
© Code " Name
I~ Show Inactives

add | Ede Delete Pint Close

Figure 35: Configure Policies

2. There are several tabs in the Configure Policies dialog box, each with its own
settings. The first tab, General tab defines general payroll policy parameters
and contains the following information:

Configure Policies

ool Gieneral | Holidays | Overtime | Differential | Exceptions |
Standard Policy

001 Standard Policy |= Code [T
002 California
Mame E&ﬁ]ﬁu
IV Active
i~ Pay Periond
" Weskly Start Date [06/18/1998 | Thursdap
" Biweskly Mumber of days in semimanthly period | 15 j‘
& Semimanthly
 Monthly
- Punch Defalts
lgnore use of duplicate function key punches within 2 minutes
lgnore use of opposing function key punches within 2 minutes
Missing DUT punch limit 14000 hours
| will defauilt the work total to 0.00 hours
Maximumn OUT punch link-back to next IN punch 400 hous

2 Listed
% Code £ Wame
I= [ Gho [ Hastives

I™ Fitst change punch accues to previous [N punch

Appiy I oK LCancel

Figure 36: Policies: General tab
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Setting

Definition

Code

Name

Active

Pay Period

Weekly

Bi-weekly

Semimonthly

Monthly

Start Date

Number of Days
in semimonthly
period

Punch Defaults

Ignore use of
duplicate
function key
punches within

This field is required. Enter a code (up to 3
alphanumeric characters) to identify the
policy. Once saved, this code cannot be
changed.

This field is required. Type the company
policy name, as it will appear in the system
and on reports. The policy name can be up
to 30 characters long.

Click the Active check box to indicate that the
policy is currently in use. Clear this check
box if the policy is not being used at this
time.

Select the appropriate pay period information
for your company.

Check this option if wages are paid weekly.

Check this option if wages are paid every
other week.

Check this option if wages are paid twice a
month.

Check this option if wages are paid once a
month.

Enter the starting date of the pay period
(using MM/DD/YYYY format). This is used
for calculations and represents the starting
date of an entire payroll period. The day of
the week (Sunday, Monday, etc.) that
corresponds to the starting date is used to
determine when the cycle begins.

NOTE: This date should be the first of a
month in the past that corresponds to the day
of the week that the pay period starts on.

If the pay period is semimonthly, specify the
number of days in the first half of the policy’s
semi-monthly period. Click the down arrow
next to the entry field to select a number from
1to 28.

The settings in this section define how
punches are processed.

Enter the number of minutes (up to 59)
during which duplicate punches on the time
clock are ignored. When duplicate punches
are made within this time frame, only the last
punch is used for calculations.

© January 2009 Time America, Inc.

a4



TA100 Pro Manual

Ignore use of
opposing
function key
punches within

Missing Out
punch limit

Will default the
Work total to

Maximum Out
punch link back
to In punch

First Change
Punch accrues to
In punch

3. The Holidays tab defines the rules for paying Holidays and contains the

Enter the number of minutes (up to 59) in
which opposing (i.e. sequential In/Out)
punches on the time clock are ignored. For
example, if 3 minutes is entered here and an
employee accidentally punches Out instead
of In, the employee can enter the In punch
within 3 minutes to correct the error and
TA100 Pro will ignore the Out punch entirely.

Enter the number of hours (in HH.MM
format) that can pass after the In punch
before the system assumes the employee
has forgotten to punch out and flags the time
and attendance reports. For example, if
10.00 is entered in this field, the system
expects an Out punch to be recorded no later
than 10 hours after the shift's In punch. The
default for this field is 18.00 or 18 hours.

Enter the time (in HH.MM format) to be
recorded when the employee is flagged with
a Missing Out Punch.

For example, assume an employee is
scheduled to work 8 hours and forgets to
punch Out. If 8.00 is entered in this field, the
system recognizes the missing Out punch
yet totals 8 hours for the employee. The
default for this field is 00.00 (indicating that
no time will be totaled for a Missing Out
Punch).

Enter the maximum time an employee who
has punched Out can punch back In and still
have the new time included in the previous
total when calculating daily overtime.

For example, assume that the Maximum
Out Punch Link-Back is defined as 2.00
and overtime is paid after working 8 hours in
a single day. If an employee punches In at
8:00 A.M. and Out at 5:00 P.M. (with a one
hour unpaid lunch) then punches back In at
6:30 P.M. (within the 2-hour link-back) and
Out again at 9:30 P.M., the daily total shows
8 hours of regular time and 3 hours of
overtime.

Check this option if the first department
and/or job transfer after the In punch should
be retroactive to the In punch.

following information:
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Configure Policies

001 General | Holidays | Overtime | Differential | Exceptions
Standard Poli B
& IEar Heldas

3 Listed

A

Holiday Eligibility Holiday Parameters
Mirirnum days of smployment to qualiy [ 45] £pply holiday when nat scheduled to work [
Required to wark the scheduled day Holiday hours can accrus towards overtime [
(%) Before and after
O Before or after
) None Howrs to add for each worked holidap | 8 00
Minimum before | 0.00 Multiply worked holiday hours to apply to HOL [
Misiaatel] 0,00 Hours to add for sach unwarked holiday | 8,00

Given Minimum | 0.00) Given Madimum | 0.00

Eeginning pay rate if holiday is worked (Standard)

@PEE OO Qo072
s P rala 4 oA s Wik (Sacepian)
=l ®REE QoM QoT2

Reset at end of day []

Figure 37: Policies: Holidays tab

Setting

Definition

Pay Holidays

Holiday Eligibility

Minimum days of
employment to
qualify

Required to work
the scheduled
day

Minimum before

Minimum after

Holiday Parameters

Check this option if you wish the program to
pay holidays. You will specify the dates of
the holidays in a separate dialog box. (See
Holidays, page 67.)

These settings define the prerequisites for
being paid for the holiday.

Enter the minimum number of days (up to 3
digits) from the hire date for an employee to
qualify for non-worked holiday pay. The
default is 90 meaning 90 qualifying days are
required.

Select an option to indicate which days the
employee must work to qualify for holiday

pay.
Before and After. Employee must work the

scheduled day before and after the holiday to
receive holiday pay.

Before or After. Employee must work the
scheduled day before or after the holiday to
receive holiday pay.

None. There are no requirements for the
employee to qualify for holiday pay.

Enter the number of hours that must be
worked on the day prior to the holiday in
order for that day to qualify as having been
worked.

Enter the number of hours that must be
worked on the day after the holiday in order
for that day to qualify as having been
worked.

These settings define how the Holiday pay
will be allocated.
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Apply Holiday
when not
scheduled to
work

Holiday hours
can accrue
toward overtime

Hours to add for
each worked
holiday

Multiply worked
holiday hours to
apply to HOL

Hours to add for
each unworked
holiday

Given Minimum

Given Maximum

Check this option if the holiday hours can be
given to an employee who is not scheduled
to work on the holiday.

Check this option if holiday hours and added
holiday time count toward overtime. For
example, assume an employee works 44
hours during a week and one 8-hour holiday
occurs. If this option is checked, and
overtime is paid after 40 hours, the employee
receives 40 hours regular pay and 12 hours
overtime. If this option is not checked, the
employee receives 48 hours regular pay and
4 hours overtime.

Enter the number of hours (in HH.MM
format) to be added to the employee’s time
for each worked holiday. These hours are in
addition to actual time worked. For example,
if 8.00 hours are entered in this field, and an
employee works 8 holiday hours, 8 more
hours are added to the employee’s time. The
default is 8.00.

Click this check box to multiply any worked
holiday hours by a specified rate.

Enter the number of hours (in HH.MM
format) added to the employee’s time for
each non-worked holiday. This entry is
usually equal to the number of regular hours
worked. The default is 8.00.

Enter the minimum number of hours that an
employee is guaranteed to receive for
holiday pay regardless of the number of
hours worked.

Enter the maximum number of hours that an
employee is guaranteed to receive for
holiday pay regardless of the number of
hours worked.
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Beginning pay
rate if Holiday is
worked

Beginning pay
rate if Holiday is
worked
(Secondary)

Reset at end of
day

Select a level to indicate the employee’s
wage multiplier for a worked holiday.

Reg. Regular wages are paid for a worked
holiday.

OT1. The overtime rate specified in OT1 on
the Overtime dialog box is paid for a worked
holiday.

OT2. The overtime rate specified in OT2 on
the Overtime dialog box is paid for a worked
holiday.

OT3. The overtime rate specified in OT3 on
the Overtime dialog box is paid for a worked
holiday.

Select a level to indicate the employee’s
wage multiplier for a secondary worked
holiday.

Reg. Regular wages are paid for a worked
holiday.

OT1. The overtime rate specified in OT1 on
the Overtime dialog box is paid for a worked
holiday.

OT2. The overtime rate specified in OT2 on
the Overtime dialog box is paid for a worked
holiday.

OT3. The overtime rate specified in OT3 on
the Overtime dialog box is paid for a worked
holiday.

Check this option to disable the holiday pay
rate at midnight. Clear this check box to
continue using the holiday pay rate specified
until the employee punches Out.

4. The Overtime tab defines the rules for calculating overtime and contains the
following information:
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Configure Policies

001
Standard Policy

001 standard Folicy [

002 California

I Pay OT

Dally Overtime

¥ Sunday

¥ Monday

¥ Tuesday
[V Wednesday
¥ Thursday
¥ Fiiday

™ Satuiday

i~ Overtime Cycle

o7
 Biweskly oT
€ Semimenthly o012
© Monthly oT3

& eekly

General | Holidays EDverlimeil Differential I Exceptions |

Overtime Definition

T level

Petiod Limit Multiplier
40.00 1.5000
5599.59 1.0000°
ERERIER) 1.0000

Start at
OT Level

Daily Qualifier
071 0Tz 073

071 =

RN EEER]| EEEE]

REG =

8.00]99.89 [95.55

REG =]

99.99 [599.99 [95.599

REG =/

99.99 [599.99 [95.599

REG ¥/

53.39 [93.99 [55.55

REG =/

93.99 [93.99 [55.55

REG =]

99,99 |99.99 [99.99

Plesat at
DayEnd

o M o B i i

¥ Consecutive Days ™ On days that qualify

Mum of Minimum Hours o7 After at

Days Daly  Total  Level His)  Level
[0 oo [ ooo[ReG =]l om0 [REE =
[0 ooo [ noo [ReG =] [Toon [REs =
[0 ooo[ ooo[REG =] [o00 [FEE =

™ Reset at Overtime Cycle End

2 Listed
& iCode € lEme
1= | Shov [ astives

Figure 38: Policies:

Overtime tab

fpply ok | Coneel

Setting Definitio

n

Pay OT

employees using this Policy.

Overtime Cycle

Check this option to pay overtime to

This field is required. Enter the pay period

that you use to calculate overtime. For
example, if overtime is paid after 40 hours of
work per week, select the Weekly option.

This Overtime Cycle is independent of the
Pay Period specified in Policy Maintenance
but must not be greater than the policy pay
period. For example, if the policy Pay Period
is Biweekly, you may select an Overtime
Cycle of Weekly or Biweekly, but not
Semimonthly or Monthly since these cycles
are longer than the policy pay period.

Weekly. Overtime is calculated weekly.

Biweekly. Overtime is calculated every two

weeks.

Semimonthly. Overtime is calculated twice a

month.

Monthly. Overtime is calculated once a

month.
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Overtime Definition

OT Level

Period Limit

Multiplier

Daily Overtime

Day of the Week

Start at OT Level

Daily Qualifier

These settings define when and how
overtime is calculated.

TIP: Begin by entering your first level of
overtime in OT1.If after 40 hours of work per
week, you pay time-and-a-half, enter 40.00 in
the Period Limit field and 1.5000 in the
Multiplier field.

If double-time is paid after 60 hours, enter
60.00 in the Period Limit field and 2.0000 in
the Multiplier field for OT2.

On Sundays and holidays, you may want to
pay double-time and one-half regardless of
hours worked. In this case, enter 99.99 in the
Period Limit field and 2.5000 in the Multiplier
field for OT3.

Up to three levels of overtime (OT1, OT2 and
OT3) may be defined per policy.

Enter the number of hours (in HH.MM
format) that an employee must work to be
eligible for overtime. For example, in a
weekly pay period, the Period Limit is
typically defined as 40.00; in a biweekly
period, it is normally defined as 80.00.

Enter the multiplication factor used to
compute overtime pay. The normal pay rate
is multiplied by this number. For example, to
pay time-and-a-half, enter 1.50; to pay
double-time, enter 2.00.

These settings allow paying daily overtime.
For example, many companies pay daily
overtime over eight hours per day. Another
example is paying double overtime on
Sundays, regardless of how many hours are
worked in the overtime cycle.

Select the day(s) of the week that are paid
daily overtime by checking the appropriate
checkbox.

Select the applicable overtime level to be
paid (if any) at the start of the day. Choose
Regular if no overtime is paid (regular
wages), or OT1, OT2 or OT3 to pay the
overtime wages defined above.

Under OT1, OT2 and OT3, enter the number
of daily hours (in HH.MM format) that must
be worked before that overtime level will be
acknowledged by the system. For example, if
Sunday hours start at OT1, and OT2 begins
after 8 hours, enter 8.00 in Sunday’s OT2
Daily Qualifier. Only overtime levels above
the entry in Start at OT Level are available.

© January 2009 Time America, Inc.

50



TA100 Pro Manual

Reset at Day End

Consecutive Days

Num of Days

Minimum Daily

Hours Total

OT Level

On Days that
Qualify

After (hrs)

OT Level

Reset Overtime at
Cycle End

Check this box to force any overtime hours
that roll into the next day (after midnight) to
be processed using the next day’s rules.
Clear the check box to process hours
accumulated past midnight using the OT rate
from the previous day.

Check this box if overtime is paid
automatically after working a certain number
of consecutive days.

NOTE: Additional options appear when this
box is checked.

Enter the number of consecutive days that
must be worked before overtime starts.

Enter the minimum number of daily hours
that must be worked on each consecutive
day to qualify for overtime.

Enter the minimum number of total hours that
must be worked for all of the consecutive
days to qualify for overtime.

Select the overtime level that applies when
the consecutive days criteria is met.

Check this box to pay a second Overtime
Level if an employee works more than the
specified amount in the After field. TA100
Pro will apply the settings in the After and
Overtime Level fields once the employee
qualifies for consecutive day overtime.

Enter the number of hours after which the
second OT level will apply on days qualifying
for consecutive day overtime.

For example, if the employee gets OT1 for
the first eight hours, and OT2 after eight
hours worked on the seventh consecutive
day, you would enter 8 in this field, and OT2
in the next field.

Select the second OT level TA100 Pro will
pay when an employee meets the
qualification for the After field under "On
days that qualify". This setting works in
conjunction with the After column and
indicates what overtime level will be paid
when the number of hours in the After field
has been met.

If checked, this option tells TA100 Pro to
reset the Consecutive Days count after the
Overtime Cycle ends. This is used for Pay
Periods with more days than the Overtime
Cycle.
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5. The Differential tab defines the codes and rates for up to three levels of Shift
Differentials. A Shift Differential is a premium amount or factor paid in
addition to the employee's regular wage for certain hours worked during the
day. Shift Differentials work in conjunction with Shifts. The Differential tab
contains the following information:

Configure Policies

o001 General I Huolidays I Dvertime :DWEfEﬂUd:I Exceptions |
Standard Policy
[# Use Differsis]

001 Scandard Policy &

002 California

Differential Type Amount

1 = Addtion " Multiplier 0.0000
2 & Addiion T Multiplier 0.0000
3 & pddiion © Multiplier 0.0000

I~ Differential fixed to IN

2 Listed
% e = HErme
I=Ghow hactives

Apply 0K Lancel
Figure 39: Policies: Differential tab
Setting Definition
Use Differential Check this option to enable the shift
differentials.
Differential There are nine differential codes available.

Type Select the type of differential.

Addition. Select this option to add a specific
dollar amount to the employee’s regular
wage.

Multiplier. Select this option to multiply the
employee’s regular wage by a multiplication
factor.

Amount Enter the amount of the differential. If the
type is Addition, enter the amount in dollars
and cents that should be paid above the
employee's regular wage for differential
hours (i.e. .30 for 30 cents per hour). If the
type is Multiplier, enter the percentage or
factor to multiply the employee's regular
wage for differential hours (i.e. 1.5 for time
and a half).

Differential fixed to ~ Check this option to pay an employee a

In differential premium only when he/she
punches In within the time frame(s) specified
in Shift Maintenance. Clear this check box to
pay an employee a differential premium if
any part of the hours falls within the time
frame(s) in Shift Maintenance.
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6. The Exceptions tab defines rules for flagging hours worked exceptions and
contains the following information:

Configure Policies

00Z California

2 Listed
*iCode € Eme
I Bhawlactives

oo Genelall Hohdaysl Overtime | Differertial | Exceptians |
Standard Policy
¥ Report exceptions

001 Standard Policy &

Consecutive hours warked

999.93

Overtime hours worked 999,93
Under

0.00

Qver

999.93
Preriod hours worked 0.00 993.93

Daily hours worked

Apply ok

Lancel

Figure 40: Policies: Exceptions tab

Setting

Definition

Report Exceptions

Consecutive hours
worked

Overtime hours
worked

Daily hours worked

Period hours
worked

Check this box for TA100 Pro to report
employees that work above or below the
specified parameters.

Enter the number of consecutive hours
worked (HH.MM) that, if exceeded by an
employee, will be reported on the
Consecutive Hours Exception report. For
example, if 14.00 is entered, employees
working over 14 consecutive hours are
flagged for the report.

Enter the number of overtime hours (HH.MM)
that, if exceeded by an employee, will be
reported on the Overtime Hours Exception
report. For example, if 20.00 is entered, any
employees working over 20 hours of
overtime are flagged for the report.

An employee who works under or over this
number of hours (HH.MM) per day is
reported on the Daily Hours Exception report.
For example, if 6.00 is entered in the Under
or Over fields, an employee working under
or over 12 hours a day is flagged for the
report.

An employee who works under or over this
number of hours (HH.MM) per day is
reported on the Period Hours Exception
report. For example, if 30.00 is entered in the
Under or Over fields, an employee working
under or over 60.00 hours in a pay period is
flagged for the report.
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Add a Policy

1. Click the System Setup menu, Policies. The Configure Policies dialog box
will open.

2. Click the Add button to add a new Policy. The Default Policy Add dialog box
will become available.

Configure Policies

oo1 General i Holidays | Overtime | Differential | Exceptions
Standard Policy
i

‘ Eode 007

[T vy v
Default Policy Add
- COPY DEFAULTS FROM
[0l Ztandard Policy ~ hursday
beriodd 1505
Code:
Mame |
Yes | Mo | LCancel I
_'I e e A | 000 | fiotrs

3 Listed Mam.mum )i [z 4 1) nm\.w el igie 4,00 Hours
& Code  Name 1= First ettt purch sceiles o previeus W pureh

™ Show Inactives

Add Edit | Delete I Frint Close

Figure 41: Adding a new Policy

3. Enter a unique code for this policy.
4. Enter a unigue name for this policy.
5. Click Yes to copy the existing policy, or click No to start from scratch.
6. Fillin the settings as described in the Configure Policies section.
7. Click OK to commit the changes and close the General dialog box.
8. Click Close to exit the Configure Policies dialog box.
Edit a Policy
1. Click the System Setup menu, Policies. The Configure Policies dialog box

will open.
2. Highlight the Policy you wish to edit from the list at the side of the screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected Policy.

4. Edit the settings as described in the Configure Policies section.
Click OK to commit the changes and return to the Configure Policies screen.

Click Close to exit the Configure Policies dialog box.

Delete a Policy

1. Click the System Setup menu, Policy. The Configure Policies dialog box will
open.

2. Highlight the Policy you wish to delete from the list at the side of the screen.

3. Click the Delete button. You will be prompted:
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Confirmation E x|

@ Are wou sure you want ko delete?

Figure 42: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Policies dialog box.
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Shifts

Shifts define the work schedule for your employees. Shifts are created in Shift Groups, which
can include multiple Shifts. For example, you may have a Shift Group for the Day-Shift workers,
in which unique Shifts may start at 7am, 8am, and 9am. Rounding rules are applied to the Shift
Group to determine employee tardiness and rounding.

An employee assigned to a Shift Group can be assigned to any of the individual shifts within it.
The employee may also "float" between Shifts, which causes TA100 Pro to determine tardiness
and rounding according to the Shift the employee punched in closest to. For example, an
employee that clocks in at 7:45am would be considered to be on the 8am Shift that day, simply
because he/she clocked in closer to 8am than to 7am. The parameters for this "cut off" are
defined as part of the Shift.

You will first create the Shift Group (Days, Swing, Graveyard, etc.) and then will create the unique
Shifts within it.

Configure a Shift Group

A Shift Group is made up of individual Shifts that are unique but are related in some way. For
example, the Day Shift Group has Shifts that all take place during daylight hours, but has
unique starting & stopping times (7am-4pm, 8am-5pm, 9am-6pm, etc.)

1. Click the System Setup menu, Shifts. The Configure Shifts dialog box will
open. The Configure Shifts dialog box contains three tabs, which are
described below.

Configure Shifts

001 Groups | Detalls | Differential |
Standard Shift

Cods [0 Name [Standard Shift I Ative
I Flex i/ Dipet Eorcasted hatrs fon Aasters | 0,0000:
ShiftetE s
Statt [Eutaft Stap [Hross (omeh) J|GtE] Humter
—— e N R
16:00  20:00  0l:00 200 1.00 Add
Edit I
Delete I
I
R aurding
[ Mt Fraundng LLursh Fisurding Break Beindng
| [x 700 sTancerz] [3 LUNCH &0 minut | [mowe cEFINED =
1 Listed
CiCodel & Mame
I™ Show Inastives
Add Edit Delete Frint I Cloze

Figure 43: Shifts

2. The Shift Groups tab defines the settings that apply to the Shift Group as a
whole and contains the following information:
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Configure Shifts
001 Groups | Detals | Diferenial |
Standard Shift
E Code [O07 Mame FTEREREETND IV Active
Days
Daysz ™ Flex # Open Forcasted hours for floaters | 0.0000
Standard Shifc
Shift Details

Start Cutoff Stop Gross  Lunch Total Number

07:00  07:30  16:00 5.00 1.00 .00 |

08:00  08:%0  17:00 .00 1.00 .00 z Liele)

09:00  Os:30 1B:0D s.00  L.oo 8.00 3

Edt
ElErE
™|
Rounding
In / Out Rounding Lunch Rounding Break Aounding
- 1 Ty OUT STANDRET] |2 LUNCH STANDERL x| [MONE DEFINED =l
§Listed Edt In/Dut Feundng | EdilunchRounding | AddBresk Rownding |
i Eode A% e
I= Shovlnactives
Apply I oK | Cancel |

Figure 44:Shifts: Shift Groups tab

Setting

Definition

Code

Name

Active

Flex/Open

Forecasted hours
for floaters

This field is required. Enter a unique shift
code up to 3 characters in length. Once
saved, this code cannot be changed.

This field is required. Type the shift group
name, as you want it to appear in the system
and on reports. The shift group name can be
up to 30 characters long.

Click the Active check box to indicate an
active shift group. Clear this check box if the
group is inactive. Rather than deleting a shift
group from the system, simply mark it
inactive in the event you wish to use it again
at a later date.

Click the Flex/Open check box if the shift
group consists of flexible shifts. A flexible
shift does not have a designated start and
stop time. It only specifies the number of
hours that an employee must work to
complete the shift.

When Flex/Open is selected, you cannot set
the start and stop times for any individual
shift created in this group. You can only
specify the total duration of the shift. Also,
the Forecasted hours for floaters is
unavailable.

Enter the number of hours that a floating
employee must work within a pay period.
This allows the system to forecast a number
of hours for floating employees when doing
forecast reporting. Unlike an employee
assigned to a fixed shift, a floating employee
may work varied shifts as long as he/she
works the total number of hours required for
the pay period.
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Shift Details

Add/Edit/Delete
buttons

Rounding

In/Out Rounding

Add/Edit In/Out
Rounding

Lunch Rounding

Add/Edit Lunch
Rounding

Break Rounding

Add/Edit Break
Rounding

Displays the individual shifts that comprise
the shift group. Each row in the box is an
individual shift. If the Shift Details box is
blank, no individual shifts have been created
for this group.

These buttons allow you to maintain the
Shifts within this Shift Group.

These settings determine which Rounding
Rules will apply to all the Shifts within this
Shift Group.

Click the arrow to select time rounding rules
for In and Out punches used by the shift
group.

NOTE: These rules apply to the entire group
and not to the individual shifts.

Click this button to Add or Edit the In/Out
Rounding Rules.

Click the arrow to select time rounding rules
for Lunch punches used by the shift group.

NOTE: These rules apply to the entire group
and not to the individual shifts.

Click this button to Add or Edit the Lunch
Rounding Rules.

Click the arrow to select time rounding rules
for Break punches used by the shift group.

NOTE: These rules apply to the entire group
and not to the individual shifts.

Click this button to Add or Edit the Break
Rounding Rules.
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Rounding Details

Code |1 REUEY (M /OUT STANDARD ROUNDING

Start

Stop

Found IN punches fonward to | 15
the scheduled start time

Grace IMN punches back ta the I ]
scheduled start time

Diack IN punches fonward pastl 5
the scheduled start time

0745 [oslfo0] 0802 0805
— .

—

Dock OUT punches back prior | 16
to the scheduled stop time

Grace OUT punches 2
forwmardto the scheduled stop

Fowrd OUT punches back | a0
to the zcheduled stop time

[17}[o0] 1730

— ]
LI

16:45  16:58

—

OUTSIDE ROUMD

Skart

Found IN punches outside the above

rounding parameters ta every |15 YI

with a 7 minute split
10:00 10:08:00  10:15

t t t

Stop
Found OUT punches outside the above
rounding parameters to every Iﬂ
with & I_? mirte split

19:00 19:08:00 1815

-~

t t =

Ok

Lancel |

Figure 45: Shift Rounding

3. The Add/Edit Rounding buttons are only available when you are adding or
editing a Shift Group. When you click on the Rounding buttons the
Rounding Details dialog boxes contain the following information:

Setting

Definition

Code

Name

Start

Round In

Grace In

Dock In

Outside Round

This field is required. Enter a unique
rounding code up to 5 characters in length.
Once saved, this code cannot be changed.

This field is required. Type the time rounding
code name as you want it to appear in the
system and on reports. The rounding code
name can be up to 30 characters long.

These settings define the rounding rules for
the period's start time. Depending upon the
type of transaction selected, this may be the
In, Start Lunch or Start Break punch.

Identifies the number of minutes before the
scheduled Start time that will round forward
to the scheduled In time.

Identifies the number of minutes that are
rounded back after the scheduled start time.

Identifies the number of minutes after the
scheduled Start time that will be rounded
forward before TA100 Pro will use the
Outside Round.

The Outside Round box is for additional
rounding rules not covered in the ranges
above. Both the Start and Stop category has
its own set of outside rounding parameters.
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Every XX mins

With A XX Minute
Split

Stop

Dock Out

Grace Out

Round Out

Outside Round

Every XX mins

With A XX Minute
Split

Rounding may be minute to minute (0) or in
set increments of 3, 6, 15, 30 or 60 minutes.
Click the arrow to display valid entries then
select the increment desired. For example,
entering 15 in this field means that for
punches occurring outside the Scheduled
Start time, round to the nearest 15 minutes
using the Round Back and Round Forward
rules specified below.

Punches occurring through the minute
specified will round back to the last defined
rounding increment.

Punches occurring from the minute indicated
will round forward to the next defined
rounding increment.

Fields in the Stop column allow the rounding
of Out punches, based on the scheduled
stop times. These settings define rounding
rules to round the duration of the work period
(as opposed to the start time.)

Identifies the number of minutes before the
scheduled Stop time that will round back
prior to the scheduled Stop time.

Identifies the number of minutes that are
rounded forward to the scheduled Stop time.

Identifies the number of minutes after the
scheduled Stop time that will round back to
the scheduled Stop time.

The Outside Round box is for additional
rounding rules not covered in the ranges
above. Both the Start and Stop category has
its own set of outside rounding parameters.

Rounding may be minute to minute (0) or in
set increments of 3, 6, 15, 30 or 60 minutes.
Click the arrow to display valid entries then
select the increment desired. For example,
entering 15 in this field means that for
punches occurring outside the Scheduled
Start time, round to the nearest 15 minutes
using the Round Back and Round Forward
rules specified below.

Punches occurring through the minute
specified will round back to the last defined
rounding increment.

Punches occurring from the minute indicated
will round forward to the next defined
rounding increment.
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4. The Details tab is only available when you are adding or editing a Shift (as
opposed to the Shift Group). It defines the settings for a selected Shift within
the Shift Group, and contains the following information:

Configure Shifts

4 Listed

100 Details
Standard—30 Min Lunch 0000 0500 12:00 1800 24:00
l g e I |
d Shift Murmber Start | : 00 Cutaff 07 1115 Stop (15530
ProcessOn @1n O Out Gross Lunch/Breaks Total
Lunches Breaks Exceptions
Puriched Punched Start Stap Purch type
O Wfindow O window 100700 0000
(%) Elapsed (O Elapsed 2 i
(O MNone & Nore 3
SGMax polas SGMax ool:|z20 4
“window Deduct Elapsed Deduct Punched
Type Paid Out In Elapsed  From Deduct Duration Pay Dutside
Break v 0015 O
Lunch | [] 06700 Punch ~ | 0030 0030 O
Bieak w 4 o015 O
] Mone

Figure 46:Shifts: Shift Details tab

Setting

Definition

Graphic

Shift Number

Start

Cutoff

Stop

Process On

Gross

Lunch/Breaks

Totals

Use the graphic timeline to define the
individual start and stop time of a shift.

Enter a unique number (up to 3 digits) to
identify the individual shift.

Type the individual shift's starting time in
HH:MM. Times must be entered in military
format.

Type the individual shift's latest starting time
(cutoff) in HH:MM, before the individual
would “float” into the next schedule. Times
must be entered in military format.

Type the individual shift's ending time in
HH:MM. Times must be entered in military
format.

If the shift's stop time rolls over to a new day,
do you want to process the hours on the day
the employee punched In or punched Out?
Select the In or Out option by clicking the
desired field.

This field automatically displays the total
duration of the shift from clock in to clock out.

This field automatically displays the total
number duration of lunches and breaks
(combined).

This field automatically displays the total paid
hours for the day. It takes into account
whether or not breaks and lunches are paid.
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Lunches

Punched

Elapsed

None

SG Max

Breaks

Punched

Elapsed

None

These settings define how lunches are
treated during this shift.

Check this box to indicate that employees
should clock out for and in from lunch.

Select this option if the shift’s lunch period is
automatically deducted after a number of
elapsed hours. If the Punched check box is
also selected, the punched time overrides
the elapsed time. In other words, if the
employee does not punch Out for and In
from lunch, the shift’s lunch period is
automatically deducted after the elapsed
time. Define the elapsed time in the Elapsed
Deduct box below.

If no restrictions apply to the shifts lunch
period, select this option. Typically, if the
employee has a paid lunch, clear the
Punched check box and select None. This
prohibits the employee’s lunch period from
being deducted from the shift’s total hours.

If Swipe and Go is in use, this tells TA100
Pro what the maximum amount of time a
lunch or break can be. Enter time in military
format. TA100 Pro will then take all the
punches and measure the duration between
transactions. If the duration is longer than the
SG Max, it will move to the next option.

These settings define how breaks are treated
during this shift.

Check this box to indicate that employees
should clock to and from break.

Select this option if the shift's break period is
automatically deducted after a number of
elapsed hours. If the Punched check box is
also selected, the punched time overrides
the elapsed time. In other words, if the
employee does not punch Out for and In
from break, the shift's break period is
automatically deducted after the elapsed
time. Define the elapsed time in the Elapsed
Deduct box below.

If no restrictions apply to the shift’s break,
select this option. Typically, if the employee
has a paid break, clear the Punched check
box and select None. This prohibits the
employee’s break from being deducted from
the shift’s total hours.
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SG Max

Exceptions

Start

Stop

Punch Type

Type

Paid

Elapsed Deduct

Elapsed

From

Deduct

If Swipe and Go is in use, this tells TA100
Pro what the maximum amount of time a
lunch or break can be. Enter time in military
format. TA100 Pro will then take all the
punches and measure the duration between
transactions. If the duration is longer than the
SG Max, it will move to the next option.

Enter the time frames for exception
transactions in this box. These are the time
frames in which employees are not supposed
to be punching. If a punch falls within these
time frames, it is reported on the Punch
Interval Exceptions report and to the
Approval Editor as an exception or violation
that needs supervisor approval.

Type the starting time of the exception in
HH:MM. Time must be entered in military
format.

Type the ending time of the exception in
HH:MM. Time must be entered in military
format.

Select In or Out to indicate that the
exception applies to an In or Out punch.

Click the down arrow to the right of the Type
field and select the type of period (Lunch,
Break or None) to be defined in this row. For
example, to define a windowed lunch period,
select Lunch as the Type.

For windowed lunches or breaks, if the lunch
or break is paid, select the Paid check box.
Otherwise, clear this box to indicate an
unpaid lunch or break.

These settings define the parameters for
Elapsed Lunches and Breaks. If Elapsed is
selected in either the Lunch or Breaks
sections, you must configure this section.

Enter the number of hours that need to
elapse before a Lunch or Break is
automatically deducted. For example, if three
hours must elapse, enter 03:00 in this field.

Click the button to the left of the From field
and select whether the elapsed time starts
from the Actual In Punch or Shift Start
Time. The word Punch or Shift displays in
this field to indicate your selection.

Enter the time to be automatically deducted
for the Lunch or Break. For example, to
deduct one hour, enter 01:00.
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Punched These settings define how long the employee
is allowed for lunch, and how payment
should be handled if the employee takes
more time than is allowed.

Duration If the employee punches Out for and In from
lunches or breaks, enter the duration of the
lunch or break in this field. For example, to
specify a one-hour lunch period, enter 01:00.

Pay Outside If the employee punches Out for and In from
lunch, select the Pay Outside check box to
authorize payment for any time taken outside
the specified window of time.

5. The Differential tab defines a Shift Differential for this Shift Group (not for the
individual Shift) and contains the following information:

Configure Shifts

001 Groups | Details :D\Fferentialfl
Standard Shift

4 Siat
Days SRR

c.ooooiog -]
Daysz Frumlﬁ ﬁtuﬁ W
iStandard Shift

Sundsy [Diferential 1 2
Manday | Differential - 1 'I
Tuedsy [Diferential 1 -]
“edresdsy [Differential 1 2]
Thusday | Differential - 1 'I
Fiidsy [Diferential 1 =]
Satwdsy [Diferenial 1 2]

Stap SIS
0o- oo

-]

[ Add Edit Delete |

4 Ligted
" Code ' Name
I™ Show Inactives

A = Dele | Pt Close

Figure 47:Shifts: Differential tab

Setting Definition

Differential List Displays the Start, Stop, and daily status of
an existing differential.

From Select the starting time for the pay
differential.

To Select the ending time for the pay differential.

Day of the Week Select the differential premium code (D1-D3)

assigned to the shift each day of the week.
For example, a 10:00 P.M. to 6:00 A.M. shift
may receive a $5.00 per hour premium on
weekends, but only $2.50 per hour premium
Monday through Friday. If no differential
premium code applies to a particular day,
select "No Differential".

© January 2009 Time America, Inc. 64



TA100 Pro Manual

Add a Shift Group

1. Click the System Setup menu, Shift. The Configure Shift dialog box will
open.
2. Click the Add button to add a new Shift Group. The Groups tab will become
available.
Configure Shifts
Gioups | IB2ta| [ BiEEna)|
Standard Shift
= Cods [ Mame | ¥ Active
E:Zz ™ Flex / Dpen Farcasted haurs for floaters lm
Standard Shift
Shift Dretails
Start Cutaff Stop Gross  Lunch Tatal MNumber
igls)
Edit
[ElEtE
|
Rounding
In # Dut Rounding Lunch Rounding Break Rounding
= [momE pEFINED =] [womE pEFINED =] [woms pEFTNED =l
:_Lit::e o ddin/OutRoundng | AddlunchRowding | AddBreak Roundng |
I= [Shawilhactives
Ealy | Ll | Cancel |

© ©® N o

11.
12.

Figure 48: Adding a new Shift Group

Fill in the Code, Name, Flex/Open, Forecasted hours for Floaters and select
the Rounding as describe in the Configure Shift Group section.

NOTE: If the Rounding Rules are not defined see Add/Edit Rounding for
more information.

Click OK to commit the changes and close the Configure Shift Group dialog
box.

Click the Add button next to the Shift Details window to add a new Shift. The
Details tab will become available.

Fill in the settings as described in the Configure Shift section.
Click OK to commit the changes and close the Shift dialog box.
Click on the Differential tab to add a shift differential.
Click the Add button.
. Enter the From and To in HH:MM.
Select the Day and Differential number that will apply to this shift.
Click Close to exit the Configure Shift Group dialog box.
NOTE: See Add A Shift to enter the specific shifts within this shift group.

Edit a Shift Group

1.

Click the System Setup menu, Shift. The Configure Shift Group dialog box
will open.

Highlight the Shift Group you wish to edit from the list at the side of the
screen.

Click the Edit button. The Groups screen will become available for you to
edit the selected Shift Group.
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Edit the Name, Flex/Open, Forecasted hours for Floaters and select the
Rounding as describe in the Configure Shift Group section.

Click OK to commit the changes and return to the Configure Shift Group
screen.

Click Close to exit the Configure Shift Group dialog box.
NOTE: See Edit a Shift to edit shift within this shift group.

Delete a Shift Group

Add a Shift

Edit a Shift

1.

© ® N o g~ w

Click the System Setup menu, Shift. The Configure Shift Group dialog box
will open.

Highlight the Shift Group you wish to delete from the list at the side of the
screen.

Click the Delete button. You will be prompted:

Confirmation x|

@ Are wou sure you want ko delete?
Ok |

Figure 49: Deletion Confirmation

Click OK to confirm the deletion.

Click Close to exit the Configure Shift Group dialog box.

Click the System Setup menu, Shift. The Configure Shift dialog box will
open.

Click the Add button next to the Shift Details window to add a new Shift. The
Details tab will become available.

Fill in the settings as described in the Configure Shift section.
Click OK to commit the changes and close the Shift dialog box.
Click on the Differential tab to add a shift differential.

Click the Add button.

Enter the From and To in HH:MM.

Select the Day and Differential number that will apply to this shift.
Click Close to exit the Configure Shift dialog box.

Click the System Setup menu, Shift. The Configure Shift dialog box will
open.
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© © N o g &~

Delete a Shift
1.

4,
5.

Highlight the Shift you wish to edit from the list in the center of the Groups
screen.

Click the Edit button next to the Shift Details window. The Details screen will
become available for you to edit the selected Shift.

Edit the settings as described in the Configure Shift section.

Click OK to commit the changes and return to the Configure Shift screen.
Click on the Differential tab to edit a shift differential.

Click the Edit button.

Edit the From, To, Day and Differential number.

Click OK to commit the changes and close the Shift Differential dialog box.

. Click Close to exit the Configure Shift dialog box.

Click the System Setup menu, Shift. The Configure Shift dialog box will
open.

Highlight the Shift you wish to from the list in the Center of the Groups
screen.

Click the Delete button next to the Shift Details window. You will be
prompted:

Confirmation x|

@ Are you sure vou want to delete?
oK |§

Figure 50: Deletion Confirmation

Click OK to confirm the deletion.

Click Close to exit the Configure Shift dialog box.

Add a Rounding Rule

1.

Click the System Setup menu, Shift. The Configure Shift Group dialog box
will open.

Click the Edit button to edit the Shift Group.

Click the Add In/Out Rounding, Lunch Rounding, or Break Rounding
button. The Rounding Details dialog box will open.

Fill in the settings as described in the Configure Shift Group section.
Click OK to commit the changes and close the Rounding dialog box.

Click Close to exit the Configure Rounding dialog box.
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Edit a Rounding Rule

1.

Click the System Setup menu, Shifts. The Configure Shift Group dialog box
will open.

Click the Edit button to edit the Shift Group.
Using the drop down arrow select the Rounding Rule you wish to edit.

Click the Edit In/Out Rounding, Edit Lunch Rounding, or Edit Break
Rounding button. The Rounding Details dialog box will open for you to edit
the selected Rounding Rule.

Edit the settings as described in the Configure Shift Group section.

Click OK to commit the changes and return to the Rounding Details dialog
box.

Click Close to exit the Configure Shift Group dialog box.
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Holidays

The Holiday feature specifies which dates are considered company holidays. (How employees
are paid for the holidays is defined within Policies section.) Holidays must be defined in order to
post employee time toward a paid holiday rather than time worked, as well as to generate time
and attendance reports that reflect holidays.

It is necessary to define the holidays each year, as certain holidays fall on or are observed on
different dates each year.

Holiday Tips:

e |tis not necessary to define all annual holidays: only enter those holidays that your
company recognizes.

o |If a holiday falls on a Sunday, but your employees get Monday off, enter the holiday
using Monday’s date.

o If a holiday falls on a weekend, and your employees do not receive holiday hours for
that day, then don't enter the holiday in the system.

e If your employees get two consecutive days off for a holiday, you must enter both
dates. For example, if Tuesday is the holiday and you wish to give both Monday and
Tuesday off with pay; enter the date for both days.

NOTE: No more than two consecutive holidays may be entered if employees must work the day
before and the day after the holiday.

Configure Holidays

1. Click the System Setup menu, Holidays. The Configure Holidays window
will open.

Configure Holidays

0242572009 General
Ash Wednesday

= Date [0 wiednesday

Mame [AshWednesday
Active
Overide Absent Allowed
[JApply otk Time on this Holiday to [Secondary] 0T Level

Holiday Graups

Include Code Mamne
[
02 Group 02
O o3 Group 03
O |o4 Group 04

5 Listed

Figure 51: Configure Holidays

2. The Configure Holidays dialog box contains the following information:

Setting Definition

Date Enter the date on which the holiday will be
observed. This is the date on which the
Holiday Policies (set in Policies) will apply.
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Name

Active

Override Absent
Allowed

Apply Work Time on
this Holiday to

Enter the name of the holiday.

Check the Active box to indicate that this
holiday will be observed.

Check this box if paid time for this Holiday
should supersede a system-generated
absence.

Check this box if the holiday is paid at the
secondary rate.

(Secondary) OT
Level

Click the Include box for each group the
Holiday will be observed.

Holiday Groups

Add a Holiday

1. Click the System Setup menu, Holiday. The Configure Holiday dialog box
will open.

2. Click the Add button to add a new Holiday. The General tab will become
available.

Configure Holidays

0242572009 General
Ash Wednesday

= Date [0/ wiednesday

Mame [AshWednesday
Active
Overide Absent Allowed
[JApply otk Time on this Holiday to [Secondary] 0T Level

Holiday Graups

Include Code Mamne
[
02 Group 02
O o3 Group 03
O |o4 Group 04

5 Listed

Figure 52: Adding a new Holiday
Fill in the settings as described in the Configure Holidays section.
Click OK to commit the changes and close the Holiday dialog box.

Click Close to exit the Configure Holiday dialog box.

Edit a Holiday

1. Click the System Setup menu, Holidays. The Configure Holidays dialog box
will open.

2. Highlight the Holiday you wish to edit from the list at the side of the screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected Holiday.
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4. Edit the settings as described in the Configure Holiday section.
NOTE: The date cannot be modified.

5. Click OK to commit the changes and return to the Configure Holiday screen.

Click Close to exit the Configure Holiday dialog box.
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Delete a Holiday

1. Click the System Setup menu, Holidays. The Configure Holidays dialog box
will open.

2. Highlight the Holiday you wish to delete from the list at the side of the screen.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are wou sure you want ko delete?
Ok |\

Figure 53: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Holidays dialog box.

Groups

User-defined groups are optional but very useful. Groups are used to organize and sort
employees throughout TA100 Pro. They may be used to sort employees when generating
reports, and are also used with Security to control which employees managers are allowed to
edit. Some examples of employee groups are:

e Managers
e Union Employees
e Part-time Employees

Employees are assigned to a group in the Employee Maintenance dialog box.

Configure Groups

1. Click the System Setup menu, Groups. The Configure Groups window will
open.

Configure Groups

o1 General |
Time America, Inc. Prog
oo, ime Amer:

& hmeri

[Eade JO07

Wame [Time America, Inc. Production

[ | ioiive

2 Listed
@ Code  © Name
I™ Show Inastives

add | Edi Delets pit | Ciose

Figure 54: Configure Groups
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2. The Configure Groups dialog box contains the following information:

Setting Definition

Code This is a required field. Enter a unique code
(up to 10 characters) to identify the employee
group. Once saved, this code cannot be
changed.

Name This is a required field. Enter the group
name, as you want it to appear in the system
and on reports. The group name can be up
to 30 characters long.

Active Click the Active check box to indicate that the
employee group is currently in use. Clear this
check box if the group is not being used at
this time.

Add a Group

1. Click the System Setup menu, Groups. The Configure Groups dialog box

will open.

2. Click the Add button to add a new Group. The General tab will become
available.

Configure Groups

001 General |
Time America. Inc. Proq

ool Time tmerils]
ime Ameri

ooz Time

Code

Name |

¥ Active

2 Listed
FiCade  hlEme
= Show [ ackives

Lppl K Lancel

Figure 55: Adding a new Group

Fill in the settings as described in the Configure Groups section.
Click OK to commit the changes and close the Group dialog box.

Click Close to exit the Configure Groups dialog box.

Edit a Group

1. Click the System Setup menu, Groups. The Configure Groups dialog box

will open.
2. Highlight the Group you wish to edit from the list at the side of the screen.

3. Click the Edit button. The General screen will become available for you to

edit the selected Group.

© January 2009 Time America, Inc.

73



TA100 Pro Manual

4. Edit the settings as described in the Configure Groups section.
NOTE: The Group Code cannot be changed.

5. Click OK to commit the changes and return to the Configure Groups screen.

Click Close to exit the Configure Groups dialog box.

Delete a Group

1. Click the System Setup menu, Groups. The Configure Groups dialog box
will open.

Highlight the Group you wish to delete from the list at the side of the screen.

3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are wou sure ywou want ko delete?
Ok | :

Figure 56: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Groups dialog box.
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Departments

Departments are the top level in Job Costing. Departments indicate the business unit or
section of the company that employees work for, and are used to track where employees
spend their time. Departments serve many purposes in TA100 Pro. Employees can track
their time to a department by clocking into and/or transferring to the department. Wages
can be associated with the department and employee, enabling accurate department
costing. Hours and wage budgets can be set for the department, enabling accurate
budget vs. actual reporting. Reports can be filtered and grouped by department.

Departments are optional and only available when the Department Use Flag is checked
on the Configure tab of the Main Company dialog box. Also, if you changed the name
used to refer to Departments (on the Defaults tab of the Main Company dialog box), that
name will be used in lieu of "Department”. For more information, see Main Company,
page 28.

Some examples of departments are:

e Accounting

e Administration

e Customer Service

e Research and Development
e Sales and Marketing

e Shipping

Configure Departments

1. Click the System Setup menu, Department. The Configure Department
window will open.

Configure Department

0000
Department 00001
e

+General |

(Eeje =8 [T}

Mame  [Department 00001

[ 2tz
| I AR S

Bordaeted Tatsl Hiburs: 0.o0
Euggeted Motal ol ars 0.0000
higurlyiwags 0.0000

4 Listed
" Code 1= Name
I~ Show Inactives

Delete Cloze

add | Edt | Pint |

Figure 57: Configure Departments

2. The Configure Department dialog box contains the following information:
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Setting

Definition

Code

Name

Active

Use Hourly Wage

This is a required field. Enter a code to
identify the department. The code’s length
and type (numeric or alphanumeric) is
determined in the Defaults dialog box in the
Main Company dialog box (see Main
Company, page 28.). Once saved, this code
cannot be changed.

This is a required field. Enter the department
name, as it will appear in the system and on

reports. The department name can be up to

30 characters long.

Check this box to indicate that the
department is currently in use. Clear this
check box if the department is not being
used at this time.

Check this box to pay all employees
assigned to this department a standard
hourly wage whenever they work in this
department. Checking this box will enable
the Hourly Wage field, in which you define
the amount of the wage.

NOTE: This Hourly Wage is also known as
the Level Wage. If this wage is different than
the employee's individual wage, the
employee's individual wage takes
precedence. To cause the Hourly Wage
(Level Wage) to take precedence, check the
Use Level Wage before default
assignment wage option on the Configure
tab of the Configure Main Company dialog
box.
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Budgeted Total
Hours

Budgeted Total
Dollars

Hourly Wage

Enter the maximum number of hours
(HH.MM) that are budgeted for this entire
department per day in the pay period. This
information is used for Actual vs. Budgeted
reports only: it does not impact the
employee's ability to clock in. This field is
optional.

This number indicates the amount budgeted
per day in the pay period. Calculate this
number by multiplying the number of
employees working in the department by the
number of hours each employee is expected
to accumulate in the pay period. This number
is then divided by the total number of days in
the pay period.

Example

10 employees X 40 hours per pay period =
400 total hours

400 total hours / 7 days in the pay period =
57.14 budgeted total hours

Enter the maximum number of dollars that
are budgeted for this entire department per
day in the pay period. This information is
used for Actual vs. Budgeted reports only: it
does not impact the employee's ability to
clock in. This field is optional.

This number indicates the dollars budgeted
per day in the pay period. Calculate this
number by multiplying the number of
employees working in the department by the
dollar amount each employee is expected to
accumulate in the pay period. This number is
then divided by the total number of days in
the pay period.

Example

10 employees X 600 dollars per pay period =
6000 total dollars

6000 total dollars / 7 days in the pay period =
857.14 budgeted total dollars.

Enter the hourly wage paid to employees
working in this department.

The Use Hourly Wage check box must be
selected for this field to be available.
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Add a Department

1.

3.
4.
5.

Click the System Setup menu, Department. The Configure Department
dialog box will open.

Click the Add button to add a new Department. The General tab will become
available.

Configure Department

1 General |
Customer Service
. =

Code [

Mame [

I Active ™ Walidate
™ Use Hourly Wage ™ Use Piece Rate

Budgeted Total Hours 0.00
Budgeted Total Dollars 0.0000
Hourly wage 0.0000

3 Listed Piecewark rate [ 00000
& Gode CiHame
I= |t lestives

gy |k Cancel

Figure 58: Adding a new Department

Fill in the settings as described in the Configure Departments section.
Click OK to commit the changes and close the Department dialog box.

Click Close to exit the Configure Department dialog box.

Edit a Department

1.

Click the System Setup menu, Department. The Configure Department
dialog box will open.

Highlight the Department you wish to edit from the list at the side of the
screen.

Click the Edit button. The General screen will become available for you to
edit the selected Department.

NOTE: The Code field cannot be edited.
Edit the settings as described in the Configure Departments section.

Click OK to commit the changes and return to the Configure Department
screen.

Click Close to exit the Configure Department dialog box.

Delete a Department

Departments that are in use cannot be deleted.

1.

Click the System Setup menu, Department. The Configure Department
dialog box will open.

Highlight the Department you wish to delete from the list at the side of the
screen.
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3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure vou want to delete?
OK |;

Figure 59: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Department dialog box.

Jobs

Jobs are the second level in Job Costing. Jobs are used to track employee’s time and
labor cost in terms of hours and dollars. Jobs serve many purposes in TA100 Pro.
Wages can be associated with the job and employee. Hours and wage budgets can be
set for the job, enabling accurate budget vs. actual reporting.

Jobs are optional and only available when the Department and Job Use Flags are
checked on the Configure tab of the Main Company dialog box. Also, if you changed the
name used to refer to Jobs (on the Defaults tab of the Main Company dialog box), that
name will be used in lieu of "Jobs". For more information, see Main Company, page 28.

Some examples of Jobs might be:
e Welding
e Shipping
e Product Development
e Work Orders
Configure Jobs
Jobs are the second level of the Job Costing feature (Departments are the top level.)

1. Click the System Setup menu, then Job. The Configure Job window will
open.

Configure Job

0002 {i5:
XYZ Widgets
"

[Ecde |00Z

Name [vZ widgets

[ | distivs
T U= Hul e

Euggeted Total Hours 0.00
Budgeted Viatal [V5]l&7s 0.0000
HEunwane: 0.0000

2 Listed
= Code  Mame:
I~ Show Inactives

add | Edt | Delete pint | Ciose

Figure 60: Configure Job
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2. The Configure Job dialog box contains the following information:

Setting

Definition

Code

Name

Active

Use Hourly Wage

Budgeted Total
Hours

This is a required field. Enter a code to
identify the Job. The code’s length and type
(numeric or alphanumeric) is determined in
the Defaults dialog box in the Main Company
dialog box (see page 28). Once saved, this
code cannot be changed.

This is a required field. Enter the Job name,

as it will appear in the system and on reports.

The Job name can be up to 30 characters
long.

Check this box to indicate that the Job is
currently in use. Clear this check box if the
Job is not being used at this time.

Check this box to pay all employees
assigned to this Job a standard hourly wage
whenever they work in this Job. Checking
this box will enable the Hourly Wage field, in
which you define the amount of the wage.

NOTE: This Hourly Wage is also known as
the Level Wage. If this wage is different than
the employee's individual wage, the
employee's individual wage takes
precedence. To cause the Hourly Wage
(Level Wage) to take precedence, check the
Use Level Wage before default
assignment wage option on the Configure
tab of the Configure Main Company dialog
box.

Enter the maximum number of hours
(HH.MM) that are budgeted for this entire
Job per day in the pay period. This
information is used for Actual vs. Budgeted
reports only: it does not impact the
employee's ability to clock in. This field is
optional.

This number indicates the amount budgeted
per day in the pay period. Calculate this
number by multiplying the number of
employees working in the Job by the number
of hours each employee is expected to
accumulate in the pay period. This number is
then divided by the total number of days in
the pay period.

Example

10 employees X 40 hours per pay period =
400 total hours

400 total hours / 7 days in the pay period =
57.14 budgeted total hours
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Budgeted Total
Dollars

Hourly Wage

Add a Job

1. Click the System Setup menu, then Job. The Configure Job dialog box will

open.

2. Click the Add button to add a new Job. The General tab will become

available.

Configure Job

0002
XYZ Widgets

0002 HYZ Tidgets -]

1 Tidgers

2 Listed
®ikode. Clhlame
I= [Shawilhactives

General |

Enter the maximum number of dollars that
are budgeted for this entire Job per day in
the pay period. This information is used for
Actual vs. Budgeted reports only: it does not
impact the employee's ability to clock in. This
field is optional.

This number indicates the dollars budgeted
per day in the pay period. Calculate this
number by multiplying the number of
employees working in the Job by the dollar
amount each employee is expected to
accumulate in the pay period. This number is
then divided by the total number of days in
the pay period.

Example

10 employees X 600 dollars per pay period =
6000 total dollars

6000 total dollars / 7 days in the pay period =
857.14 budgeted total dollars.

Enter the hourly wage paid to employees
working in this Job.

The Use Hourly Wage check box must be
selected for this field to be available.

Code

Mame [

¥ Active
™ Use Hourly Wage

Budgeted Total Hours I 0.00
Budgeted Total Dollars | 00000
Hourly wage I 0.0000

Fill in the settings as described in the Configure Jobs section.

Click OK to commit the changes and close the Job dialog box.

Al | cancel

Figure 61: Adding a new Job

Click Close to exit the Configure Job dialog box.
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Edit a Job

1. Click the System Setup menu, then Job. The Configure Job dialog box will
open.

2. Highlight the Job you wish to edit from the list at the side of the screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected Job.
NOTE: The Code field cannot be edited.

Edit the settings as described in the Configure Jobs section.
Click OK to commit the changes and return to the Configure Job screen.

Click Close to exit the Configure Job dialog box.

Delete a Job
Jobs that are in use cannot be deleted.

1. Click the System Setup menu, then Job. The Configure Job dialog box will
open.

2. Highlight the Job you wish to delete from the list at the side of the screen.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are wou sure ywou want ko delete?
Ok |§

Figure 62: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Job dialog box.
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Bell Schedules

The Bell Schedules is an optional module that allows your Time clock to activate a bell at
specified times of day. For example, you might have a bell ring to announce the start of a shift,
break or lunch, and the end of the day. The bell schedule is defined by the day of the week, the
time of day, and the duration of the bell. The Bell Schedules module can ring up to 336 bells per
Time clock per week.

Each Bell Schedule template can contain multiple bell details. Once the Bell Schedule has been
created, you will add the individual dates and times the bells will ring. The Bell Schedule is then
downloaded to the appropriate Time clocks.

Configure Bell Schedules

1. Click the System Setup menu, Bell Schedules. The Configure Bells window
will open.

Configure Bells

_ Gene,all

- SCHEDILES: WA DR EEK
SHTITEES Time  Durstion

Huraber [T0000 | Harer| I= | £otive

= =[S unday
= sy
= Tuizsday
= adnesday
Delete I= | Thueday.
= Friday
I= Sty
Time [ fim

= Duration | 20
0O Listed I

©Number, & Name

™ Showt Inactives

ad | s || ek cr | dese

Figure 63: Configure Bells

2. The Configure Bells dialog box contains the following information:

Setting Definition

Number This is a required field. Enter a 4-digit
number to identify the bell schedule. Once
saved, this number cannot be changed.

Name This is a required field. The bell schedule
name can be up to 30 characters long.

Active Click the Active check box to indicate that the
Bell Schedule is currently in use. Uncheck
this box if the Schedule is not being used at

this time.

Schedules Lists the individual bell days and times
entered.

Number Indicates the order the bells will ring.

SMTWTFS Indicates the day(s) of the week the bell will
ring.
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Time Indicates the time at which the bell will ring.
Duration Indicates how long the bell will ring.
Day of Week Indicates the day(s) of the week the bell

selected in the Schedules list will ring.

Time Indicates the time at which the bell selected
in the Schedules list will ring.

Duration Indicates how long the bell selected in the
Schedules list will ring.

Add a Bell Schedule

1. Click the System Setup menu, Bell Schedules. The Configure Bell
Schedule dialog box will open.

2. Click the Add button to add a new Bell Schedule. The General tab will
become available.

Configure Bells

_ - |

Number m Name:
MONE - !

[ SCHEDULES Dy OF WEEK

¥ Active

IS8 undsay
I tornday
= Tiuzsday
= edhzsday
_IDE'E[E I Thitins g,
= | Rridy
= &ty
Times [00 <[00
= Duration  [210
0O Listed I
O lumber 9= Ems
I= [ Stiawilhactives

Add

Sl i Cancel

Figure 64: Adding a new Bell Schedule

3. Enter in the Number, Name and Active status.
NOTE: As soon as the Number is entered, the Add button in the center of
the screen will become available.

4. Click the Add button in the center of the screen to add the individual bell
details. The Bell Details window will open.
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Configure Bells i
_ - l
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- SCHEDULES — DATAEHEER
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Figure 65: Bell Schedules: Bell Details

5. Select the days of the week you want the bell to ring.

6. Enter the time (HH:MM) at which you want the bell to ring. This must be
entered in military time.

7. Enter the duration for the bell (how long the bell should ring). The default
value is 2.0 seconds.

8. Click OK to commit the changes and close the Bell Details dialog box.
9. Repeat Steps 4 through 8 to add all the Bell Details for this schedule.
10. Click OK to commit the changes and return to the Configure Bells screen.

11. Click Close to exit the Configure Bells dialog box.

Edit a Bell Schedule

1. Click the System Setup menu, Bell Schedules. The Configure Bells dialog
box will open.

2. Highlight the Bell Schedule you wish to edit from the list at the side of the
screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected Bell Schedule.

Edit the settings as described in the Configure Bell Schedule section.
Click OK to commit the changes and return to the Configure Bells screen.

6. Click Close to exit the Configure Bells dialog box.

Delete a Bell Schedule
Bell Schedules that are in use cannot be deleted.

1. Click the System Setup menu, Bell Schedules. The Configure Bells dialog
box will open.

2. Highlight the Bell Schedule you wish to delete using the list at the side of the
screen.
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3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure vou want to delete?
oK | :

Figure 66: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Bell Schedules dialog box.

Security
Security access determines who can log in to the TA100 Pro, which employees they are allowed
to manage and which areas of the program they are permitted to access.

Security is established in two steps.

1. Create the Security Levels that specify which program features are

accessible.

2. Add User accounts.
Users are given a login id and password, are assigned to a Security Level, and are granted
access to select groups of employees.
You may define an unlimited number of Security Levels and Users. The number of users logged
in at one time is limited by the number of User Licenses installed.
There are four commands within the Security menu, all of which are described in the following
sections.

% TA100 Pro - Time America Inc.
Daily Cperations  Reports  System Setup  Communications  Help

3 IE User Maintenance. ..

i
v_% Irnpart 3 J-ﬁf Define Levels, .
L& Export... who's Logged in...

- Change Password...
(L_‘ﬁ Utilities

& Print...

Environment »

@ Login Mew User
Exit ALT+F4

Figure 67: Security Menu
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Configure Security Levels

Security Levels define which areas of the program are accessible and what can be done
in them. Security Levels should be configured prior to adding Users. Examples of
Security Levels are:

e Branch Managers

e Line Supervisors

e Payroll/HR

Up to four options are available for each feature. As the function of these options is the
same for each feature, they are described once here for ease of use:

Option Definition

View Grants read-only access to items.

Add Allows the user to add new items.

Edit Allows the user to edit existing items.
Delete Allows the user to delete existing items.

1. Click the File menu, Security, Define Levels. The Configure Security Levels
window will open.

Configure Security Levels

MGR — . _
Code M araged v At
‘ -
[[] 5et Date and Time Prinit Lists
= |
File Daily Operations Repoits Spstem Setup Communication
Security Lltilities Other
View Add Edit Dol | [1Reindes, Repair, Updste [ Purge Piies [ireport
Users [] [[]5et Reprocass Date [ &uchive and Restore [ Export
Define Levels [] [[]Fix Unassigned badges ] Spstem Backup Print S etup
Wwhoisin [] [ Repost from R-files [ System Restare
3 Initialize can only be done by SYSOP
2Listed
Check all | [Uncheck all

Figure 68: Configure Security Levels

2. The Configure Security Levels dialog box contains some general settings
and several tabs, all of which are described below.

Setting Definition

Code This field is required. Enter a unique code
(up to 10 characters) to identify the security
level. Once saved, this Code cannot be
changed.

Name Enter a description of the security level in this
field. The description can be up to 30
characters long.
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Active

Set Date and Time

Print Lists

Check All

Uncheck All

Click the Active check box to indicate that the
level is currently in use. Uncheck this box if
the level is not being used at this time.

Check this box to allow the user to update
the date and time of the PC.

Click the Print Lists check box to allow the
user to print all available listings reports

This option will activate all available features
in the File window.

This option will inactivate all available
features in the File window.

3. The File tab grants access to features under the File menu and contains the
following information:

Configure Security Levels

Name |[TERERD) ] Active

= = ‘
Manager
[[] 5et Date and Time Print Lists

2 Listed

7] |

File: Daily Dperations FRieports System Setup Communication

Security Utilities Other
View Add Edt Del | []Reindes, Repair Update [ Purge Frfles [ Import
Users [] [[]5et Reprocess Date [ Auchive and Restore [ Expart
Define Levels [] [ Fix Unassigned badges [ System Backup Print Setup
Whaisin [] [ Repost from Riles [] System Restore

Initizlize: can only be dane by 5Y50F

Uncheck al

Figure 69: Security Levels: File tab

Setting Definition
Security This section defines the user's access rights
to the File, Security menu's features.
Users Defines the user's access rights to User

Define Levels

Who is in

Utilities

Maintenance settings. The options are View,
Add, Edit and/or Delete.

For more information on User Maintenance,
see page 97.

Defines the user's access rights to Security
Levels settings. The option is View.

Defines the user’s access rights to the Who's
In screen. The option is View.

This section defines the user's access rights
to the File, Utilities menu's features.

NOTE: Typically these are reserved for the
system administrator.
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Reindex, Repair,
Update

Set Reprocess
Date

Fix Unassigned
Badges

Backup

Restore

Repost from R-
files

Purge R-files

Archive and
Restore

Other

Import

Export

Allows the user to Repair, Reindex and
Update the TA100 Pro databases.

For more information on these features, see
the sections on Repairing (page 253),
Reindexing (page 253) and Updating (page
253).

Allows the user to Set employees' Reprocess
Date.

For more information on this feature, see Set
Reprocess Date, page 256.

Allows the user to use the Fix Unassigned
Badges utility.

For more information on this feature, see Fix
Unassigned Badges, page 257.

Allows the employee to Backup the TA100
Pro database.

For more information on these features, see
System Backup, page 263.

Allows the employee to Restore the TA100
Pro database from the backup.

Allows the employee to repost R-files (polled
clock data) to the TA100 Pro database.

For more information on this feature, see
Repost R-Files, page 258.

Allows the employee to delete old R-files
(polled clock data) from the TA100 Pro
directory.

For more information on this feature, see
Purge R-Files, page 258.

Allows the employee to Archive the TA100
Pro database and restore a previously
archived database.

For more information on these features, see
Archive, page 260.

This section defines the user's access rights
to the other items in the File menu'.

Allows the employee to import data from
external files.

For more information on this feature, see
Importing, page 247.

Allows the employee to export data from
TA100 Pro to an external file.

For more information on this feature, see
Exporting, page 249.

© January 2009 Time America, Inc.

89



TA100 Pro Manual

Print Setup Allows the employee access to the print
setup information from the File menu. See

page 182.

4. The Daily Operations tab grants access to features under the Daily

Operations menu and contains the following information:

Configure Security Levels

1 Listed

SUPERVISOR
Cadz [TC Name [TC SUPERVISOR [] Active
[]5et Date and Time ] Print Lists
-
Fie | L.t Daly Operations Reports System Setup Communication
View Add  Edt  Delets View Add  Edt Delets
Appioval Editor [ Messages []
Employee [ wages []
Badges [
Timecard [
[ pprove Timecard Clcks [
Status Board [
Schedue [] Task Drgarizer [
[ Allows Schedule Overide Global []
Transactions [] Benefit Accruals [
Status []
v Bengfits [

Figure 70: Security Levels: Daily Operations tab

Setting

Definition

Approval Editor

Employee

Details (w/o Add,
Edit, Delete)

Timecard

Defines the user's access rights to the
Approval Editor. The options are View and
Edit.

For more information on this feature, see
Approval Editor, page 172.

Defines the user's access rights to the
Configure Employee section. The options are
View, Add, Edit and/or Delete and will allow
the user access to employee records. If
Add, Edit and Delete are turned off the
Detail Tab is also off.

For more information on this feature, see
Employee Maintenance, page 114.

Defines the user’s access to the Details tab
of the Configure Employee section. This is a
view only feature, unless Add, Edit and
Delete have been activated in the above
(Employee) section.

Defines the user's access rights to the
Timecard tab of the Configure Employee
section. The options are View, Add, Edit
and/or Delete and will allow the user access
to employee time sheet data.

For more information on this feature, see
Employee Timecard, page 120.
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Approve Timecard

Schedule

Allow Schedule
Override

Transactions

Status

Benefits

Messages

Wages

Defines the user’s access to approve
timecards in the Timecard tab of the
Configure Employee section.

Defines the user's access rights to the
Schedule tab of the Configure Employee
section. The options are View, Edit, and
Delete and will allow the user access to the
employee's schedule.

For more information on this feature, see
Employee Schedule, page 125.

Defines the user’s access to create new
shifts as a shift override on the Schedule tab
of the Configure Employee section.

Defines the user's access rights to the
Transactions tab of the Configure Employee
section. The options are View, Add, Edit
and/or Delete and will allow the user access
to employee transaction (punch) data.

For more information on this feature, see
Employee Transactions, page 133.

Defines the user's access rights to the Status
tab of the Configure Employee section. The
options are View, Add, Edit and/or Delete.

For more information on this feature, see
Employee Status, page 134.

Defines the user's access rights to the
Benefits tab of the Configure Employee
section. The options are View and Edit and
allow the user access to the employee's
benefits entitlement information.

For more information on this feature, see
Employee Benefits, page 137.

Defines the user's access rights to the
Messages tab of the Configure Employee
section. The options are View, Add, Edit
and/or Delete.

For more information on this feature, see
Employee Messages, page 144.

Defines the user's access rights to the
Wages tab of the Configure Employee
section. The options are View and Edit and
will allow the user access to employee pay
rate information.

For more information on this feature, see
Employee Wages, page 146.
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Badges

Clocks

Status Board

Task Organizer

Global

Benefits Accruals

Defines the user's access rights to the
Badges tab of the Configure Employee
section. The options are View, Add, Edit
and/or Delete.

For more information on this feature, see
Employee Badges, page 150.

Defines the user’s access rights to the
Clocks tab of the Configure Employee
section. The options are View, Add, Edit
and/or Delete.

For more information on this feature, see
Employee Clocks, page 150.

Allows the user to view the Status Board
screen.

For more information on this feature, see
Status Board, page 174.

Allows the user to view the Task Organizer
screen.

For more information on this feature, see
Task Organizer, page 174.

Allows the user access to the File, Global
menu, from which he/she can perform global
functions.

For more information on this feature, see
Global Commands, page 178.

Allows the user to access the File, Benefits
Accruals menu. (Benefits Accruals are an
optional feature and therefore may not be
available here.) The options are View, Add,
Edit and/or Delete.

For more information on this feature, see
Benefits Accruals, page 114.

5. The Reports tab grants access to features under the Reports menu and
contains the following information:
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‘Configure Security Levels

SUPERVISOR
Cod N,
SUPERVISOR LEVEL ode |TE sme | TC SUPERVISOR [l dictive
[]5etDate and Time [ Print Lists

~

File Daily Operations System Setup Communication

[ Period Reports
[ %eekly Reparts
[ Daily Reports
[ Payroll Export
[ Listings

1 Listed

Figure 71: Security Levels: Reports tab

Setting Definition

Period Reports Grants access to the reports such as
Timecards, Who's Scheduled, Coverage, etc.

Weekly Reports Grants access to the reports such as Weekly
Hours, Attendance, Approaching Overtime,
etc.

Daily Reports Grants access to the reports such as Who's
in, Who's not in, Daily Hours, etc.

Payroll Export Grants access to run the Payroll Export.

Listings Grants access to the reports in the Listings
category.

For more information see Listings, page

6. The System Setup tab grants access to features under the System Setup

menu and contains the following information:

Configure Security Levels

SUPERVISOR
SUPERVISOR LEVEL Code [TC Name |TC SUPERVISOR [ Active
[]Set Date and Time [ Print Lists

~
File Daily Operations Reports (. DystemSetup Communication
VWiew &dd Edit Delete Wiew Add Edit Delete
Main Company O Department  []
Divisions  [] Jab
Categaries [] Bell Schedules []
Policies []
Shits [
Holidays [
Groups [
A
1 Listed
Check all | Uncheck all

Figure 72: Security Levels: System Setup tab

Setting Definition
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Main Company

Divisions

Categories

Policies

Shifts

Holidays

Groups

Department

Job

Defines the user's access rights to the Main
Company settings. The only option is Edit.

For more information on this feature, see
Main Company, page 28.

Defines the user's access rights to Divisions
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Divisions, page 34.

Defines the user's access rights to
Categories settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see
Categories, page 37.

Defines the user's access rights to Policies
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Policies, page 43.

Defines the user's access rights to Shifts
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Shifts, page 56.

Defines the user's access rights to Holidays
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Holidays, page 67.

Defines the user's access rights to Groups
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Groups, page 72.

Defines the user's access rights to
Department settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see
Departments, page 75.

Defines the user's access rights to Job
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Configure Jobs, page 79.
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Bell Schedules

Defines the user's access rights to Bell
Schedule settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see
Bell Schedules, page 114.

7. The Communication tab grants access to features under the
Communications menu and contains the following information:

Configure Security Levels

SUPERVISOR
SUPERVISOR LEVEL Fode [T
[]set Date and Time  [] Print Lists

1 Listed

Mame |TC SUPERVISOR [¥] Active

-~

File Daily Dpesrations Reports System Setup Comraunication

Pall Auto Process Confiqure

[view
[ Start View Add Edit Del
Schedule []

Start
[ 5et Date and Time

Figure 73: Security Levels: Communication tab

Setting

Definition

Poll

Start

Change

Selections

Options

AutoProcess

This section defines the user's access rights
to Poll hardware clocks.

Allows the user to start the process of polling
clocks.

For more information on this feature, see
Polling, page 238.

Allows the user to manually change the times
at which the clocks poll.

For more information on this feature, see
Polling, page 238.

Allows the user to change the settings in the
Poll Clock Selection dialog box.

For more information on this feature, see
Polling, page 238.

This section defines the user's access rights
to configure Auto Processes.

For more information on this feature, see
Configure an AutoProcess, page 240.
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Schedule Defines the user's access rights to Schedule
AutoProcess settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see
Configure an AutoProcess, page 240.

Start Allows the user to start a pre-defined
AutoProcess.

For more information on this feature, see
Configure an AutoProcess, page 240.

Configure Defines the user's access rights to clock
configuration settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see
Terminal Configuration, page 197.

Set Date and Time Allows the user to set the date and time of
the clocks.

Add a Security Level

1. Click the File menu, Security, Define Levels. The Configure Security Level
dialog box will open.

2. Click the Add button to add a new Security Level. The tabs will become
available.

Configure Security Levels

SUPERVISOR 7
SUPERVISOR LEVEL el s ¥ Active
[JSet Date and Time [ Print Lists

~

File Daily Operations Reparts Spstem Setup Communication

Security Utilities Other

\iew Add Edt Dl ] Peindex, Fepair, Updste [] Repost hom Fifles [ Innpuont

Users [ [JsetReprocessDate [ Purge Refiles [ Expont
Define Levels [] [ Fit Unassigned badges [ Archive and Restore [ Print Setup
Whaisin (] [[] Backup and Restars
Initialize can only be done by STSOP
v
1 Listed
Check all | |Uncheck all

Figure 74: Adding a new Security Level

3. Fillin the settings as described in the Configuring Security Levels section.
4. Click OK to commit the changes and close the Security Level dialog box.

5. Click Close to exit the Configure Security Level dialog box.

Edit a Security Level

1. Click the File menu, Security, Define Levels. The Configure Security Levels
dialog box will open.
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2. Highlight the Security Level you wish to edit from the list at the side of the
screen.

3. Click the Edit button. The tabs will become available for you to edit the
selected Security Level.
NOTE: You cannot edit the Code field.

Edit the settings as described in the Configure Security Level section.

Click OK to commit the changes and return to the Configure Security Level
screen.

6. Click Close to exit the Configure Security Level dialog box.

Delete a Security Level

1. Click the File menu, Security, Define Levels. The Configure Security Levels
dialog box will open.

2. Highlight the Security Level you wish to delete from the list at the side of the
screen.

3. Click the Delete button. You will be prompted:

Confirmation E]
@ Are you sure you want to delete?
[ 0K l [ Cancel

Figure 75: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Security Levels dialog box.

User Maintenance

User Maintenance defines the users that can log in to TA100 Pro, which employees they
can manage, and which areas of the program they can use. The user is given a login Id
and password, is assigned a Security Level, and granted permission to select groups of
employees.

NOTE: Define Levels must be completed before adding any users.

Configure Users

1. Click the File menu, Security, User Maintenance. The Configure Users
window will open.
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Configure Users.

SYSOP Users | Divisions | Groups
OPERATOR SYSTEM
3
User
Login [TAIKENS Passward [
Supsrisor Badgs (110421 [ ctive
Hame
Last |AIKEMS First | TRACY
Sacuity Level
LEVEL s
Shartup
Startin| Mainmenu ~ | Color qualiy | High v
Eornsil :
3 SMTP server [TRACYAGTIMEAMERICE COM D”tgz‘”g SNED“”W [dl0=eced)
1 Listed Display Mame cerame
E-mail Achess (R

Figure 76: Configure Users

2. The Configure Users dialog box contains several tabs, each of which is
described below.

3. The Users tab contains the following information:

SYSOP Usets | Divisions || Groups
OPERATOR.SYSTEM
-
User
Login | TAIKEMS Paszorg | s
Supervizor Badge | 110421 [#] Active
Marne
Last [AIKENS First [TRACY
Security Level
~
Startup
Stait in| Mainmenu ~ | Color quality | High ~
E-mail
a2 SMTP server | TRACYAGTIMEAMERICA COM|  DHi9ena S=ourty i needed)
User Mame
1 Listed Display Mame:
E-mail Addrsss [Fesmere
Figure 77: Configure Users: User tab
Setting Definition
Login This field is required. Enter a unique Login ID

for this user, up to 9 alphanumeric
characters. This code will be entered into the
User ID field in the login window when this
user logs in. Once saved, the Login name
cannot be changed.

When you press Tab or Enter after entering
this field, the Password entry dialog box will
appear automatically.

Password This field is required. Enter a password, up to
9 alphanumeric characters, to be used with
the User ID above. Type the password again
to confirm it.
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Supervisor Badge

Active

Last
First

Security Level

Startup

Start In

Color Quality

Email

SMTP server
Display Name
E-mail Address

Outgoing Security

User Name

Password

Enter the badge number assigned to this
user. For audit purposes, this badge number
is recorded when this user adds or edits
transactions.

Click the Active check box to indicate that the
Login ID is active. Uncheck this box if the
Login is not being used at this time.

Enter the last name of this User.
Enter the first name of this User.

Select the pre-defined Security Level for this
user.

For more information on setting up Security
Levels, see Configure Security Levels,
page 87.

This section determines the settings that
apply when TA100 Pro starts up.

Select the screen that should open
automatically when TA100 Pro starts. The
options are Main Menu, Approval Editor,
Employee (Configure Employee) and Task
Organizer.

Select the set of icons you want displayed in
TA100 Pro. The options are High Quality
and Low Quality. High Quality displays the
newest icons and Low Quality keeps the old
icons.

Enter this user's email address. This can be
used to send Auto Processed reports to the
user whenever they're ready.

NOTE: This option will only be available if
you have activated the SMTP feature.

Enter the SMTP server name.
Enter the display name.
Enter the e-mail address.

Enter this information for email
authentication.

Enter the user name.

Enter the password.

4. The Divisions tab specifies the Divisions to which this user can view and
contains the following information:
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Configure Users
SYS0P

Active

1 Listed
= Lot 0 e
¥ S lractives

OPERATOR.SYSTEM

OPERATOR, SYSTEM E

Users  Divisions | Groups |

SELECT gy C Range i

RANGE
|V Fram | 0 RBC Manufactoring Ccz]  To |

- LIST

Add
Add Al

Hemove
Giemoye &l

2 AWAILABLE 0 SELECTED

Ay [k

Cancel |

Figure 78: Configure Users: Divisions tab

Setting

Definition

Select

List

Add/Add All

Remove/Remove
All

Determines what options are available in the
bottom part of the screen. The options are
All, Range, and List.

All automatically grants access to all
Divisions.

Range allows you to choose a range of
Divisions for access.

List allows you to choose individual
Divisions for access.

When List is selected, a list of all the
Divisions in your company will appear based
on what was selected above.

Add adds the currently selected Division to
the Selected list. Add All adds all of the
Divisions to the Selected list.

Remove removes the currently selected
Division from the Selected list. Remove All
removes all of the Divisions from the
Selected list.

5. The Groups tab specifies the Groups which this user can view and contains
the following information:
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Configure Users

SYS0P Users | Divisions Groups |
OPERATOR.SYSTEM
Ltz SELECT gy € Range Lt
OPERATOR, SYSTEM A RANGE =
[ From [ao1 Time Emerica, Ino. x| To [ooz Time bhmerica, Tne. ]
i LIST
R
Add
Add Al
Femove
Eemmve sl
|
1 Listed
=) Logit = Ere - ;I
T2 1S o [reches 2 AVAILABLE 0 SELECTED
s | 0k | cenes |
Figure 79: Configure Users: Groups tab
Setting Definition
Select Determines what options are available in the

bottom part of the screen. The options are
All, Range, and List.

All automatically grants access to all Groups.

Range allows you to choose a range of
Groups for access.

List allows you to choose individual Groups
for access.

List When List is selected, a list of all the Groups
in your company will appear based on what
was selected above.

Add/Add All Add adds the currently selected Group to the
Selected list. Add All adds all of the Groups
to the Selected list.

Remove/Remove Remove removes the currently selected

All Group from the Selected list. Remove All
removes all of the Groups from the Selected
list.

Add a User

1. Click the File menu, Security, User Maintenance. The Configure Users
dialog box will open.

2. Click the Add button to add a new User. The User tab will become available.
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Configure Users

SYSOP Users | [iiisions: | (i |
OPERATOR.SYSTEM
Active
OPERATOR, STSTIN -]
[ User
Login Pagsword @
Supervisor Badge ¥ Active
- Name
Last [ First [
Security Level
[supERvIZor surERvIsOR LEVEL = ‘
Startup
Startin [ Mainmenu x| Optimize for [ Updated Data =] ‘
E-mail
o ’V E-mail Profile | ‘
1 Listed
Clllogi @ Eme
I G Iactives
Sl i Cancsl

Figure 80: Adding a new User

Fill in the settings as described in the Configure Users section.
Click Apply to commit the changes.

Click on the Divisions tab.

Click Apply to commit the changes.

Click on the Groups tab.

Click OK.

Click Close to exit the Configure Users dialog box.

© ©® N o g~ w

Edit a User

1. Click the File menu, Security, User Maintenance. The Configure Users
dialog box will open.

2. Highlight the User you wish to edit from the list.

3. Click the Edit button. The tabs will become available for you to edit.
NOTE: The Login field cannot be edited.

Edit the settings as described in the Configure User section.
Click OK to commit the changes and return to the Configure User screen.

Click Close to exit the Configure User dialog box.

Delete a User

1. Click the File menu, Security, User Maintenance. The Configure Users
dialog box will open.

2. Highlight the User you wish to delete from the list.
3. Click the Delete button. You will be prompted:
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Confirmation X

@ Are wou sure you want ko delete?
p— | —

Figure 81: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Users dialog box.
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Who's Logged In

The Who's Logged In screen displays the Login and name of all the users currently
logged in to TA100 Pro. Refresh button is also available to update the screen.

1. Click the File menu, Security, Who's Logged In. The Who's Logged In
screen will open. You may also print login activity by clicking Print.

Who's Logged In

CompLier

.

Figure 82: Who's Logged In

Change Password
The Change Password function changes the password of the user currently logged in.

1. Click the File menu, Security, Change Password. The Change Password
input box will open.

2. Enter your old password.
Enter your new password. Type the password again to confirm it.

4. Click OK to confirm the changes and exit the dialog box.
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Benefit Accruals

Using Benefit Accruals, TA100 Pro can automatically calculate the available benefit time for your
employees. These calculations are based upon rules that can account for different benefit types
(vacation, sick, personal, etc.), different accrual methods, seniority rules and other factors. Benefit
time taken is automatically subtracted from the available benefits so that balances are always
accurate.

TA100 Pro allows for an unlimited number of policies so that you can accommodate different
situations within your company. Each policy contains accumulators that specify the category
amounts and rules for earning benefits.

After the policies are created, they are assigned to the appropriate employees within the
company.

NOTE: Benefit Accruals is an additional module added into TA100 Pro. If you did not purchase
Benefit Accruals, you will have Benefit Entitlement instead. See Benefit Entitlement: Configure,
page 137.

There are two commands within the Benefit Accruals menu. Both are described below.

s TA100 Pro - Time America Inc.

File EBEESLZE0G - Reports  System Setup  Communications  Help
E Approval Editor... i’:‘_f d
43 Employee...
@y Status Board...
f.‘? Task Organizer. ..
@ clobal »

Update to current...

Figure 83: Benefit Accruals menu

Configure Benefit Accruals

1. Click the Daily Operations menu, Benefit Accruals, Configure. The
Configure Benefit Accrual window will open.

Configure Benefit Accrual

100 General
FT HOURLY EMPLOYE
Code REYCRFT HOLRLY EMPLOYEES]

-

[] 4ctive

Accumulators
Paosting Basis Start date Reference Date

. ~

T Listed ClReguis [ 0vertime 2
add Edit Delets
= J [ & ] [ peee [ Overtime 1

Figure 84: Benefit Accruals

2. The Configure Benefit Accrual dialog box contains the following information:
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Setting

Definition

Code

Name

Active

Accumulators

Code

Posting Basis

Start Date

Reference Date

Categories to Sum

Code
Name

Regular

Overtime 1

Overtime 2

This is a required field. Enter the code or
number you wish to use to refer to this
Benefit Accrual policy. You may enter up to 3
characters.

This is a required field. Enter the name you
wish to use to refer to this Benefit Accrual
policy. You may enter up to 30 characters.

Click the Active check box to indicate that the
policy is currently in use. Uncheck this box if
the policy is not being used at this time.

Lists the accumulators that make up this
Benefit Accrual policy.

For more information on this feature see
Benefit Accruals, page 105.

Indicates the uniqgue number assigned to the
selected accumulator.

Indicates the frequency with which benefits
are posted in this accumulator.

Indicates the date on which this policy
became effective.

NOTE: This is typically set to the start date
of the company. However, this date needs to
be no earlier than the start date of the
employee that has the most seniority in the
company.

Indicates the date on which the yearly
benefits reset (previous balance zero out or
roll forward, and the employee starts earning
a new year's benefits.)

Indicates the categories that will be
considered when calculating benefits based
on hours worked and/or paid. Click the
category to select it. A checkmark displays
next to categories when they are selected.

Displays the code for the Category.
Displays the name of the Category.

Check this box to indicate that regular hours
of the selected category(s) should be
considered when calculating benefits.

Check this box to indicate that overtime
hours of the selected category(s) should be
considered when calculating benefits.

Check this box to indicate that overtime 2
hours of the selected category(s) should be
considered when calculating benefits.
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Overtime 3 Check this box to indicate that overtime 3

hours of the selected category(s) should be
considered when calculating benefits.

Configure Benefit Accumulators

Accumulators specify the categories that will be granted by the policy, as well as the

amounts granted and method of accrual. You can have multiple accumulators within one
policy.

1. While adding or editing a Benefit Accrual, click the Add or Edit button in the
center of the screen to display the Accumulators dialog box.

Configure Benefit Accrual

100 General |
FT HOURLY EMPLOYE
Code [T00 | Name EEENINGRG

A

 EMPLOYEES] Active

Accumulators

Categories to sum
Posting Basis Start date Fieference Date Code  Mame

1 Listed

] Regular [ Dvettime 2
add | [ Edt | [ Delete Dloemmy

Figure 85: Adding a Benefit Accumulator

Accumulator

. . Reference D ate
‘ ‘ Prsting Basis *) Hire (O Fiscal (O Other
Start Date | 01/01/1932 ‘wed

Give after moniths from hire date.

[1 0o not give howrs if Employees status is inactive.

Accumulator Details

Straight Categary haurs Minimum  Mawimum Maximum M aximum
Year Month  Onetime  hours calculation needed allowed Cary over tatal

[ Add ] [ Edit ] [ Delete

[ ok ] [ Cancel ]

Figure 86: Benefit Accumulators

2. The Accumulators dialog box contains the following information:
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Setting

Definition

Accumulator

Posting Basis

Start Date

Reference Date

Give XX after X
months from hire

Do not give hours if
Employee status is
inactive

Select the category for this rule. Only the
categories that have been selected for
benefit entitlement will display in this drop-
down box.

To select a category for benefit entitlement,
edit the Category in Configure, Categories
and check the Post to benefit entitlement
box. For more information, see Categories,
page 37.

Select how often you want benefits to be
posted. The options are:

o Weekly

e Biweekly

e Semimonthly
e Monthly

e Annually

e Dalily

The benefits are posted at the end of the
posting period.

Pick the date for the policy to take effect.
Pick a date in the past so that the defined
rules can be met for all current employees.
This date indicates the rollover or reset date
for employee benefits. The options are:

e Hire: this benefit resets on the
employee's individual hire date (set
in Employee Maintenance).

e Fiscal: this benefit resets on the
employee's individual fiscal date (set
in Employee Maintenance).

e Other: this benefit resets on this date
for all employees. For example,
January 1.

This setting enables you to grant a lump sum
benefit a certain number of months from the
employees hire date. For example, "Give 40
hours after 6 months from hire date" to
automatically give an employee a week's
vacation on his/her six-month anniversary.

This setting will not grant employee hours if
the employee status is inactive.
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Accumulator Details

Year

Month

One Time

Straight Given
Hours (at end)

Hours from
Categories to
sum X

Minimum Hours
Needed

This section displays the details for
accumulating or accruing the category
selected. There can be multiple accumulator
details for one category.

The Accumulator section displays the rules
for details already added. To display the
entry screen for an Accumulator, click the
Add button.

This is a required field. Enter the number of
years of service after which this rule takes
effect. To have the rule start immediately,
select 0. Works in conjunction with the
months.

This is a required field. Enter the number of
months of service after which this rule takes
effect. To have the rule start immediately,
select 0. Works in conjunction with the
years.

This setting allows you to grant a one-time
benefit of this category. This field is optional.

For example, you might want to give a
"length of service" bonus of 40 hours on the
employee's anniversary, in addition to their
regular accruals. This benefit occurs only
once: it does not recur each year.

This setting allows you to enter a set number
of hours granted at the end of the Posting
Basis period (weekly, biweekly, etc.) This
field is optional

For example, to grant 8 hours of time per
month, you would choose Monthly for the
Posting Basis and enter 8 in this box.

This setting allows you to enter the fraction of
benefits earned for hours worked and/or
paid. TA100 Pro will calculate the number of
hours paid of the categories selected in the
Categories to Sum section of the Benefit
Accrual dialog box. It will multiply the number
of hours paid by the number entered here to
calculate the available benefits, as follows:

Category Hours X Factor = Accrued Benefit

Enter the minimum hours required to be
worked in the Posting Basis period for the
employee to be eligible for any benefits
accrual.

For example, this could be used to pay
benefits only if the employee works more
than 30 hours per week.
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Maximum Hours
Allowed

Maximum Annual

Carry Over

Maximum Total
Benefit Hours

Enter the maximum hours that can be
accumulated for this category during the
Posting Basis period.

This is used to keep employees who work
lots of hours from accruing more benefits
than they are entitled to.

Enter the number of hours the employee can
carry forward into the next benefit year (on
the Reference Date). For no carry over ("use
it or lose it"), enter 0.

Enter the maximum number of hours the
employee is allowed to accrue during the
benefit year.

For example, this could be used to "cap”
accruals at a maximum amount.

Add a Benefit Accruals Policy

1. Click the Daily Operations menu, Benefit Accruals, Configure. The
Configure Benefit Accrual dialog box will open.

2. Click the Add button to add a new Benefit Accruals policy. The General tab
will become available.

Configure Benefit Accrual

100 Giereral
FT HOURLY EMFLOYE
Code

1 Listed

Name Active
~

Categories to sum
Code  Mame

Accumulators

Pasting B asis Start date Reference Date

-~

~

o ] Regular [ Overtime 2

[ Owertime 1

Cancel

Figure 87: Adding a new Benefit Accruals policy

3. Fillin the Code and Name fields as described in the Configuring Benefit
Accruals section.

4. Click the Add button to display the Accumulator dialog box.
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10.

11.
12.

13.

Accumulator . . Reference Date
Posting Basiz | wWeskly b @ Hie  OFiscal O Other

Start Date |07/24/2007 5] Tue

Give | 0.00] after |0~ | monthe from hire date.

i [ Do nat give hours if Emplopees status iz inactive.
Accumulator Details

Straight  Category hours Minimum b aximum b arimum b aximum
Year Month  One time hours calculation needed allowed Carry over total
-~
“
Add
[ oK ] [ LCancel ]

Figure 88: Adding a new Benefit Accrual Accumulator

Fill in the settings as described in the Configure Benefit Accumulators

section.

Click the Add button to display the Accumulator Details dialog box.

Accumulatar Lo ah E - Reference Date
. . . = Fiscal € Other
e e ipeniciiviy Accumulator Details S =
Posted Weekly
. Year  Month
Arcurnulator Details = AR
. After [0 |0 (v Mawirmurnm — Mawimurm
‘ear Month  One time e = = CAlTY Over total
One time given hours 0.00 Al
Straight given hourg [at end] 40.000000
Haurs from categories to sum | IRRECIITT
Minirmurn hours needed 0 EIEI
Maimum hours allowed 0.00]
Maimum annual cary over | 0.00
M awimum total benefit howrs | 4399 99
v
l oK ] [ Lancel ] -
[ QK ] [ LCancel I

Figure 89:Adding Accumulator Details
Fill in the Accumulator Detail settings as described in the Configure Benefit
Accumulators section.
Click OK to accept the details and return to the Accumulator screen.
Repeat steps 6 through 8 for each unique accumulator details needed.

Click OK to accept the Accumulator and return to the Benefit Accruals
screen.

Repeat steps 4 through 10 for each unique Accumulator (Category) needed.

Click OK to commit the changes and close the Configure Benefit Accruals
dialog box.

Click Close to exit the Configure Benefit Accruals dialog box.
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Edit a Benefit Accruals Policy

1. Click the Daily Operations menu, Benefit Accruals, Configure. The
Configure Benefit Accrual dialog box will open.

2. Highlight the Benefit Accrual policy you wish to edit from the list at the side of
the screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected Benefit Accrual policy.

Edit the settings as described in the Configure Benefit Accruals section.
Once you are editing the Benefit Accrual, you can further edit the
Accumulator and Accumulator Details.

To edit the Accumulator, click the Edit button in the Accumulator section in
the center of the screen.

To edit the Accumulator Details, first click the Edit button on the Benefit
Accrual screen, then click the Edit button in the Accumulator screen.

6. Click OK as many times as necessary to commit the changes and return to
the Configure Benefit Accrual screen.

7. Click Close to exit the Configure Benefit Accrual dialog box.

Delete a Benefit Accruals policy
Benefit Accruals that are in use cannot be deleted.

1. Click the Daily Operations menu, Benefit Accruals. The Configure Benefit
Accruals dialog box will open.

2. Highlight the Benefit Accruals policy you wish to delete from the list at the
side of the screen.

3. Click the Delete button. You will be prompted:

Confirmation E]
@ Are you sure you want to delete?
[ oK ] [ Cancel

Figure 90: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Benefit Accruals dialog box.
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Update to Current

This command causes TA100 Pro to calculate all employees' benefit accruals up to the
current date.

1. Click the Daily Operations menu, Benefit Accruals, Update to Current.
TA100 Pro will automatically update employee benefits.

 — Y — — —

Processing benefit accruals..,

EMPLOYEE NUMEER 00005 Sof5

Figure 91: Benefit Accruals: Update to Current
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Chapter V. Optional Modules

This section reviews the optional modules that are available with TA100 Pro. This section
includes the following:

e Bell Schedules

e Benefits Accruals

e PC Clock

e Third Party Terminals

Bell Schedules

The Bell Schedules module allows your time clock to activate a bell at specified times of day. For
example, you might have a bell ring to announce the start of a shift, break or lunch, and the end
of the day. The bell schedule is defined by the day of the week, the time of day, and the duration
of the bell. The bell schedules module can ring up to 336 bells per Time clock per week.

Each bell schedule template can contain multiple bell details. Once the Bell Schedule has been
created, you will add the individual dates and times the bells will ring. The Bell Schedule is then
downloaded to the appropriate time clocks. For more information, see Bell Schedules, page 83.

Benefit Accruals

Using Benefit Accruals, TA100 Pro can automatically calculate the available benefit time for your
employees. These calculations are based upon rules that can account for different benefit types
(vacation, sick, personal, etc.), different accrual methods, seniority rules and other factors. Benefit
time taken is automatically subtracted from the available benefits so that balances are always
accurate.

TA100 Pro allows for an unlimited number of policies so that you can accommodate different
situations within your company. Each policy contains Accumulators, which specify the Categories,
amounts and rules for earning benefits.

After the policies are created, they are assigned to appropriate employees within the company.
For more information, see Benefit Accruals, page 105.

NOTE: Benefit Accruals is an additional module added into TA100 Pro. If you did not purchase
Benefit Accruals, you will have Benefit Entitlement instead. See Benefit Entitlement: Configure,
page 137.

PC Clock

PC Clock is an optional module that may be installed on anyone’s workstation and allows
employees to clock in and out for the day, to and from lunch, and to and from breaks from their
workstation. Employees may also use PC Clock to transfer departments and change their own
passwords. PC Clock makes it easy to gather time from thousands of users in every corner of
your enterprise, either across the building or across the country. PC Time Clock is perfect in
situations where hardware data collection systems can't be cost-justified, or where hardware time
clocks don't match into your organization's environment. For more information, see PC Clock,
page 207.
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Third Party Terminals

Third Party Terminals is an optional module that allows the use of Biometric Hand Readers, ATS
series clocks, and biometric fingerprint readers. For more information see, Hand Readers, page
229, and see ATS, page 226.
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Chapter VI Additional Employee Features

This section reviews how to use the additional Employee Feature of the PC Clock, which is
available with the TA100 Pro.

PC Clock

PC Clock is an application that allows employees to punch In and Out, punch for Lunches and
Breaks, and Transfer Departments from their PC. PC Clock offers employees access to several
useful tools in an easy to use environment. Each task employees can perform with PC Clock is
one or two mouse clicks away.

NOTE: Itis recommended that a facilitator go over the information available in this chapter with
employees.

Accessing PC Clock
e Click the Start menu, Programs, TA100 Pro, and PC Clock

Default Settings to Use PC Clock

PC Clock - Time America, Inc.

041 2/02 01:02:32 FPhd

ENTER BADGE |

FURCTION KEY'S
Enter Department

Out For Lunch
Cash Tips

In From Lunch
Out For Break

In From Break

Claze |

Figure 92: PC Clock

1. The PC Clock window contains the following information:

Setting Definition
PC Clock Screen Displays the date and time, and what
information PC Clock is prompting you for.
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Function Keys

“1" Key
“2" Key
“3" Key
“4” Key
“5” Key
“6" Key
“7" Key
“8" Key
“9" Key
In Key
“0" Key
Out Key
Clear Key
Back Key
Enter Key

Close Button

Default Clock In

Displays the number keys and the prompts
that they will ask for.

This key is undefined.

This key is undefined.

This key is undefined.

Click this key to punch Out for Lunch.
Click this key to report Cash Tips.
Click this key to punch In from Lunch.
Click this key to punch Out for Break.
This key is undefined.

Click this key to punch In from Break.
Click this key to punch In.

Click this key to enter the Department
transfer.

Click this key to punch Out.

Click this key to Clear the transaction.
Click this key to backspace one character.

Confirms an entry.

Click this button Close PC Clock.

1. Navigate to PC Clock.

o > DN

Default Clock Out

Enter Badge number.
Click the Enter key.
Click the In key.

Click OK to confirm transaction.

1. Navigate to PC Clock.

A WD

Enter Badge number.
Click the Enter key.
Click the Out key.
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5.

Click OK to confirm transaction.

Default Clock Out for Lunch

1.

o g M w N

Navigate to PC Clock.
Enter Badge number.
Click the Enter key.
Click the “4” key.
Click the Enter key.

Click OK to confirm transaction.

Default Clock In from Lunch

o > 0D

Navigate to PC Clock.
Enter Badge number.
Click the Enter key.
Click the “6” key.

Click OK to confirm transaction.

Default Transfer Department

1.

N o ok~ D

Navigate to PC Clock.

Enter Badge number.

Click the Enter key.

Click the “0” key.

Enter the Department number
Click the Enter key.

Click OK to confirm transaction.
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Chapter VII Employee Maintenance

This section covers the concepts and tasks for managing employee information. It

includes information on adding employees, editing employee information, and managing

employee schedules and assignments. It also contains links to the Timecard editing
sections of this manual.

Configure Employee

The Configure Employee window contains all information relating to your employees, including
contact, schedule, and time sheet data. All of the tabs in the window are described in this chapter,
however, some of the tabs (such as the Timecard and Transactions) have additional tasks
associated with them and have been given their own sections in this manual.

There are two ways to access the Configure Employee window: by menu or by tool button. Both
methods are described below.

1. Click the Daily Operations menu, Employee or click the Maintenance

3

button on the toolbar. The Configure Employee window will open.

Configure Employee

00003 Timecard | Schedule | Transactions || Status | Benefts || Messages || Wages || Badges

Clocks || Detall
Anderson,Frank

Dats Day Cat Stat Stop Reg OT1 0T2 O0OT3 Unpaid Dollar 5[E)
Active = - . -~
Janes, David 00004

Smith, John 00005

Washington, Carcl 00001

(Ao processing (Show Schedule) (_Forecasting ) [ Appiove )

Pay Periods back =T Key
From [17/22/2007 ta [17/28/2007

772272007 0772372007 0772472007 _07/26/2007 U7/26/2007 0772772007 07/26/2007 ] Tota
Fieg 0.00 0 000 0.0 i 0
1 0 0 0 0
12 0 0 0 0
13 0 0 0 0
||| | Unpeid 0 0 0 0
5 Listed Dollar ] 0 0 0 0 0 ]
Eﬁ?ﬁiﬁe’:m [ Bepracess | [ AddTrans | [Editvadd Start | [Edieaad Stop | [ Muliple Misc. | [From Schedue| [ Delete |

Figure 93: Configure Employee
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Employee List

The Employee List window contains a list of the employees in the database. Sorting options are

also available as described below:

00003

Anderson,Frank
Active

Find b

Anderson, Frank OO0 RS
Baines, Peter Qooas
Jones, David 00004
Smith, John 00005

‘wigshington, Carol 00007

5 Listed
(O Number (&) Name
Show Inactives

[ Shaw Group Selection
[ 5haw Salary Selection
[ Shaw Fullime S election

[ Shaw Permanent Selection

Find Emy'vyee

SEARCH BY
() Code (0 Last name O Badge

Figure 94: Employee List section

Setting Definition

Selected Employee Displays the employee name and number of the
selected employee.

Filters Show Division Selection: Select a Division to only

Previous button

Find button

Next button

Number

view employees assigned to that Division.

Show Group Selection: Select a Group to only view
employees assigned to that Group.

Show Salary Selection: Select ALL, YES or NO to
view employees assigned to that option.

Show Fulltime Selection: Select ALL, YES or NO to
view employees assigned to that option.

Show Permanent Selection: Select ALL, YES or NO
to view employees assigned to that option.

Press this button to go to an individual who is
previous on the list.

Press this button to search for a name by code, last
name or badge number.

Enter in the appropriate name, code or badge number
when the dialog box appears.

Press this button to go to an individual who is next on
the list.

Select this option to have the employees sort by
employee number.
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Definition

Show Inactives

Select this option to have the employees sort by
employee name.

Select this option to have inactive employees
viewable in the Employee List

Employee Timecard (Description) Tab

The Timecard tab displays the employee's timesheet information.

NOTE: Tasks associated with the Timecard, such as editing and adding punches, are covered in
their own chapter. See Timecard and Transaction Maintenance, page 160.

1. Navigate to the Configure Employee window.

selected automatically and contains the following information:

000!
Washingten,Carol
Actlive

tor, Carol
. Peter
00003 Anderson, Frank
00004 Jones, David
00005 Smith, John

5 Listed
& Number Mame
[V Show Inactives

Division | LT ha
Group | ALL -
Find Mext >3

07/16/03 Wed WORK
M 0771703 Thu 07:00

I 07/22/03 Tue 0g:00

: so0 1
07:00 16:00 1

1

07/18/03 Fri WORK 07:00 16:00 1
07/21/03 Hon WOEK 08:00 15:30 1

1

Configure Employee

Timecard | Scheduls | Trarsactions | Status I Benefits | Messages | ‘Wages | Badges | NAA | Detail |

Department

071

a72

Unpaid

0713

Dollar 5 2

1.00
1.00

Auto procsssing Show Schedule|  Forecasting Approve

F‘ayFenodsbackIU 3: [Key | =

From 07/14/2003 ta 07/27/2003

07/14/2003 | 07/15/2003 | 0716/2003 | 0717/2003 | 07F18/2003 [ 0F18/2003 [ 07/20/2003 otals,
8.00 8. E] [i] E] [i] 0. 3.5

i} 1] 1] 1] 1] i} i}

0. i} i} i} i} 0. 0.

0. 0 0 0 0 0. 0.

1 1 i} 1 i} 0. 4

0 i} i} i} i} 0 0.

BReprocess | Add Trans | Ld\ta‘AddStartl Edlt.‘Addﬁtopl Multiple Misc. | EmmSchedulel Delete |

Figure 95: Configure Employee: Timecard tab

Fint Close

2. When you first enter the Configure Employee window, the Timecard tab is

Setting

Definition
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Setting Definition

Attendance Code  This field is not labeled. It displays a code to
indicate an exception regarding the entry. The
options are:

e A:lIndicates a system-generated absence.
This entry will display in Red.

e M: Indicates a missing punch. This entry will
display in purple.

¢ |: Indicates a work period In Progress. This
entry will display in green.

e D:Indicates a default work entry was added
when the employee missed a punch (as
defined in the Policy associated with this
employee.)

e F: Indicates that the entry was created when
TA100 Pro forecasted the employee's hours.
Time forecasting will display future time
transactions (based on the employee’s
current schedule) on screen and in reports.

e S:Indicates TA100 Pro has automatically
created a Holiday entry. This entry will
display in black.

Date Displays the date of the entry.

Day Displays a three-character code for the day of the
week of the entry.

Cat Displays the category associated with the entry (i.e.,
Work, Lunch, Break, Vacation, Sick, Absent, etc.)

Start Displays the start time of the entry (i.e., the time at
which the employee clocked in for the day, started
lunch, etc.).

Stop Displays the stop time of the entry (i.e., the time at
which the employee clocked out for the day, ended
lunch, etc.).

Department By default, this field displays the Department the

employee worked in. By clicking the Department
button in the field header, you can choose to display
the Job (if applicable). Each time you click the
button; it will toggle back and forth between the
Department and Job.

Reg. Displays the number of hours at straight time the
employee will be paid for this entry. This number is
calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break policies
defined in the Shift Group assigned to this
employee.

© January 2009 Time America, Inc. 122



TA100 Pro Manual

Setting

Definition

OT1

oT2

OT3

Unpaid

Dollars

S

Auto Processing

Approve /
Unapprove button

Show Schedule

Forecasting

Displays the number of hours at OT1 the employee
will be paid for this entry, if any. This number is
calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break rules
defined in the Shift Group assigned to this
employee, as well as the Overtime rules defined in
the Policy assigned to this employee.

Displays the number of hours at OT2 the employee
will be paid for this entry, if any. This number is
calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break rules
defined in the Shift Group assigned to this
employee, as well as the Overtime rules defined in
the Policy assigned to this employee

Displays the number of hours at OT3 the employee
will be paid for this entry, if any. This number is
calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break rules
defined in the Shift Group assigned to this
employee, as well as the Overtime rules defined in
the Policy assigned to this employee

Displays the number of unpaid hours for this entry, if
any. Unpaid lunches and breaks will be reflected in
this column, if appropriate.

Displays the amount earned for this entry.

Displays a dot if a Supervisor has gone in to edit the
punch.

Check this box to automatically process time
transactions whenever they are added or edited.
Processing posts new and changed transactions to
the database and allows them to be displayed on all
reports. If this box is clear, you must click the
Reprocess button each time you want to update
employee transactions.

Depress this button to approve or unapprove the
selected pay period for the selected employee.

Check this box to display the employee’s scheduled
start and stop times on screen. This can be used to
help with editing when there is an absence or
missing punch.

Check this box to generate projected time
transactions. Time forecasting will display future time
transactions (based on the employee’s current
schedule) on screen and in reports.
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Setting

Definition

Pay Periods back

Pay Period

Key

Date Column

Totals

Reprocess

Add Trans

Edit/Add Start

Edit/Add Stop

Multiple Misc.

From Schedule

Delete

Click the scroll arrow and choose the number of pay
periods prior to the current one you wish to view.

NOTE: Although you may view prior pay periods,
only editable pay periods may be changed. This is
determined by the Number of Editable Pay
Periods in Configure Main Company dialog box, and
the Block Prior Pay Periods setting for the current
user.

Displays the starting date and the ending date of the
currently selected pay period.

Displays the attendance codes which show in the
first column.

Displays totals for each day in the pay period.

The Totals column displays the totals for the
currently selected pay period.

Click this button to update employee transactions.
Processing posts new and changed transactions to
the database and allows them to be displayed on all
reports.

NOTE: If Auto Processing is checked, you will not
need to use this button each time a transaction is
changed.

Click this button to add a transaction (punch) for the
employee. For more information on this feature, see
Adding and Editing Transactions, page 162.

Click this button to add or edit a Starting transaction
(such as a Clock In for day or Start Lunch) for the
employee. For more information on this feature, see
Edit/Add Start, page 166.

Click this button to add or edit an Ending transaction
(such as a Clock Out for day or End Lunch) for the
employee. For more information on this feature, see
Edit/Add Stop, page 167.

Click this button to add multiple or duplicated
Miscellaneous transactions. This can be used to
enter a vacation that lasts several days, etc. For
more information on this feature, see Multiple
Miscellaneous, page 167.

Click this button to auto-fill a work day based on the
employee's schedule. For more information on this
feature, see From Schedule, page 169.

Click this button to delete a transaction. For more
information on this feature, see Delete a
Transaction, page 169.
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Employee Schedule Tab

The Schedule tab displays and allows you to edit the employee's schedule.

NOTE: Employees are not required to have a specific schedule, but without a schedule the
following items will not work in the system:

e Rounding Rules
e Automatic Lunch and Break Deductions
e Exceptions

Configure Employee Schedules

1. Navigate to the Configure Employee window. See Configure Employee,
page 119.

2. Click the Schedule tab to select. The tab contains the following information:

Configure Employee

00001 Timecard | Schedule | Transactions || Status || Benefits || Messages | \Wages | Badges Dretail
Washington,Carol

Active 2004 Sunday Monday Tuesday | Wednesday| Thursday Friday Saturday |E]
December 26 27 28 23 30 A January 1
Division | ALL v 0700-1500 | 0700<1500 | 07001500 | OFO0-1S00 | 07001500 | O700-1500 | 0700-1500
Gioun [ 2oL = ilin] ig] | ilil| oo ilil] ilil|
i NOHE NDNEB . NEINEE . NEINEE 0 NEINEE 0 NUNEE 0 HONE
00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00
00001 ton, Carol Py
Jopuz Daines, Peer 07001500 : 07001500 : 07001500 ' 0700-1500 ’ 0700-1500 § 0700-1500 ! 0700-1500 i
00003 And Frank - - - - - - -
00004 Jonee Do Edit nont nont oo oont i) o a0
4 Entire | NONE NONE NONE NONE NONE NONE NONE
ggggg ?m"h Jﬁlhn Wweek | work [ work 8.00 | [#] work 8.00 |[7] Work 8.00 [¥] Work 8.00 |[#] work 8.00 |[]work
ames, Monroe

00:00-00:00 | 00.00-00:00 | 00.00-00:00 ' 00.00-00.00  00.00-00.00 @ 00:00-00.00 @ 00:00-00.00

g 10 " 12 12 14 15
0700-1500 07001500 0700-1500 OF00-1500 0700-1500 0700-1500 0700-1500
oo 0o oot oo 001 oo
MOME MOME MOME MONE MONE NONE MONE
a00

200 800 8.00 8.00
00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00

[JUse as atemplate
&R [] Update Back Fri [ Update Forward Fii

B Listed Muote: The system will automatically update schedules [use check boxes above for manual update]
EE”’"E" ?“a’“a [ cor | [ Rowe ] [MubipleMisc | [ Dot |
ow Inactives

Figure 96: Configure Employee: Schedule tab

Setting Definition

Calendar The calendar will display three weeks at a time. The
currently selected week will display in white, the
previous and following week display in yellow. The
current week will also have a field where you can edit
the entire week. For more information on this feature,
see the Edit Entire Week section.

The Schedule calendar can display either work Shift
information, or Job Costing information (which Job,
Step, Operation, and Task the employee is scheduled
to work). You can switch back and forth easily. For
more information on this feature, see the Schedule
Details section.
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Setting Definition
Date Displays the date.
Shift Displays the Shift selected for that particular day.

NOTE: Before a shift is assigned the system will
default the shift assignment to a floater shift.

Department Displays the Department number for that particular
day.

Job Displays the Job number for that particular day.

Work Check this box to indicates whether or not the

employee is scheduled to work that day, and how
many paid hours are forecasted.

Override Enter the start and stop schedule change time for
rounding rule purposes only.

Template Check this box to make this employee's schedule a
template. This will enable you to copy this employee's
schedule for other employees. For more information
on this feature, see Create an Employee Schedule
Template, page 126.

Update Back Check this box to update previous weeks' schedule
data. Also enter the date to which you wish to update.
For more information on this feature, see Assign or
Edit an Employee Schedule, page 126.

Update Forward  Check this box to update following weeks' schedule
data. Also enter the date to which you wish to update.
For more information on this feature, see Assign or
Edit an Employee Schedule, page 126.

Copy Button Click this button to copy a previously defined
schedule template to this employee. For more
information on this feature, see Copy an Employee
Schedule Template, page 131.

Rotate Button Click this button define a rotating schedule for this
employee. For more information on this feature, see
Create a Rotating Schedule, page 129.

Multiple Misc. Click this button to add multiple or duplicated

Button Miscellaneous transactions. This can be used to
enter a vacation that lasts several days, see Multiple
Miscellaneous, page 167.

Delete This option opens the Delete Assignments screen.
Here you can remove assignments, All Before a Date
or All After a Date.

Assign or Edit an Employee Schedule

The processes for assigning a schedule for the first time and for editing the schedule assignment
are the same. As part of this process, you will select a Shift, Department, Job, Step, Operation,
and Task (as appropriate) for the employee.
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1. Navigate to the Schedule tab of the Configure Employee window. See
Configure Employee Schedules, page 125.

2. Navigate to the week you wish the schedule to start by using the scroll bar on
the right side of the screen.

3. Click Edit Entire Week and/or Shift area on Sunday of the selected week.

Configure Employee

00001 Timecard | Schedule | Trarsactions || Status || Benefits | Messages | Wages || Badges | | Datai
Washington,Carel -
Active 2004 Sunday Monday Tuesday | Wednesday | Thursday Friday Saturday |E]
Decermber 26 27 28 29 30 kil January 1
Division 07001500 | 07001500 | 07001500 | 0700500 | 07001500 | 07001500 | 07001500
5 001 0001 oot oot oot oot 001
e NONE MNONE NONE NONE NOME NOME NONE
a.00 a.00 6.00 6.00 6.00

00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00.00-00:00
on, Caral |

gton, Carcl
00002 Baines, Peter
00003 Andersan, Frank Wi
00004 Jones, David Edt
00005 Smith, J ohin
00006 Jame; nros

2 3 4 5 E 7 il
0700-1500 0700-1500 07001500 07001500 07001500 07001500 0700-1500
0001 0001 0001 0001 0o 0o 0001

NONE NONE MNONE MNONE MNONE NONE
ok ‘whork 8.00 “whork 8.00 ‘whork 8.00 Wwork 8.00 Work 8.00 | [[]'whork
00:00-00:00 ' 00:00-00:00 ' 00:00-00:00  00:00-00:00  00:00-00:00  00:00-00:00 | 00:00-00:00

3 70 il 7z 3 74 75
0700-1500 0700-1500 0700-1500 0700-1500 0700-1500 0700-1500 0700-1500
nani oot oot oot oo nani
NONE HONE HOME HONE HOME HOME NONE
. . .00 .00 B.00 B.00 500
Edit Entire Week 000000000 | 00.00-00:00 | 00:00-D0:00 | 00-00-D000 | 00000000 | 00-DN-00.00 | 00:00-00.00
|
. / [ Use as a template:
Shift area [l Upckte Bock [TEEEIEFT [ Update Forvor [DREIE00E] i

E Listed MNate: The spstem will automatically update schedules (use check boxes above for manual update]

g:miaﬁgam [ Comw ][ Boste | [MulipeMisc | [ Deete |

Figure 97: Adding/Editing a Schedule Shift

4. |If you clicked Edit Entire Week, the Schedules Detail for the Week dialog box
will open.

5. If you clicked in the Shift area, the Schedule Details dialog box will open.

i Schedule Details for 01/02/2005 X

: Schedule details for the week of 09/25/2005 - 10/01/2005
Surdw  [22) Mendsy 3] Tuesdw ()] Wednerdey B3 Thumdw 2] Fidey (22 Sahaday Start - Stop time 00:00 -00:00
e Shit Shit it Shit Shit shit
i Lo - L o= L o T 1 o Lo s 1 Lo 00:00 05:00 1200 18:00 24:00
} i..m‘....‘iu...m".i.‘m...miu...m...i
by ! N Y
J ) =8 —0 —2 f—i =5 J
St -Swotme | Slat-Swotme | Sia-dkoie | S -Shotme | Sl -Swmtme | Si-Soe | St Skotme Department
#0016 M 001w LR N R 0016 M LR RE LR N R 0016 00 ‘Dﬂnl Customer Service Vl
Cwisk [ wenk [ k. ] Wik [l Wk [ wenk. m Jab
Degartment Department Demarimert Department Departmert | mone v|
rS—— e r— i —— e — - p——
doby Jobs ok Job doy
LT w 13, v TainiiM = - 1 Traini L Trainirie [C] Update the rest of this week
Co )

Figure 98: Schedule Details for the Week and Schedule Details

6. Highlight from the settings as appropriate:

Setting Definition

Shift Select a pre-defined Shift for this employee.
Start/Stop Enter the start and stop schedule change time for
Override rounding rule purposes only.

Graphic Use the graphic timeline to define the start and stop
Override schedule change time for rounding rule purposes only.
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Setting Definition

Work Check this box to indicate whether or not the
employee is scheduled to work that day, and how
many paid hours are forecasted.

Department Select a pre-defined Department for this employee.
(Optional)
Job Select a pre-defined Job for this employee. (Optional)

Update Rest of Check this box to update the rest of the current week
Week with these settings. (Recommended)

7. Click OK to commit the changes and return to the Schedule screen. The Shift
and Department information selected will display.

NOTE: TA100 Pro automatically keeps the schedule current for three months
into the future, so you needn't update manually unless you are making a
change that should apply to dates that have already been updated.

8. Check the Work box of each day of the week the employee is scheduled to
work.

9. If you are editing the schedule and wish these changes to apply into the
future, click the Update Forward box or Update Back box.

10. Click Apply to save the changes and update Forward (if selected for editing).

Delete a Schedule

1. Navigate to the Schedule tab of the Configure Employee window. See
Configure Employee Schedules, page 125.

2. Click the Delete button. You will be prompted:

Delete Assignments

Al After Date

Date [05/25/2002) [Saturday

0K | Cancel

Figure 99: Deletion Confirmation

3. Fill in the settings as appropriate:

Setting Definition

All Before Date Select this option to delete schedules
leading up to a certain date.

All After Date Select this option to delete schedules
occurring after a certain date.

Date Enter the date to consider when deleting the
schedules.
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4. Click OK. You will be prompted again:

Confirm Delete ?

W HMNING

5. Click OK to confirm the deletion.

Create a Rotating Schedule

Rotating schedules allow you to accommodate employees who work schedules that have a
pattern other than a weekly cycle. You can specify the number of days in the rotation and

what time period the rotation begins.

Rotating Schedule Example

Jane Doe works every other Saturday. She happens to work this coming Saturday, and

will be off the next Saturday.

To configure this you would modify her schedule so that Work is checked for this
Saturday, but not the next Saturday. The Start Date for the Rotation would be the
beginning of the current week, and the number of days in the cycle would be 14.

1. Navigate to the Schedule tab of the Configure Employee window. See
Configure Employee Schedules, page 125.

2. Click the Rotate button. The Apply Rotating Schedule dialog box will open.

\ Apply a Rotating Schedule to 00(

[V i&ictivate a rotating schedule for this Employes:

 DEFINE ROTATION

Start date [12/73/2002 Fii
Drays in ratation | 7

- APPLY ROTATION

Start date |12.-"20.-"2D|:|2 Fri

™ Include Job Cost information

Ok Lancel

Figure 100: Apply Rotating Schedule

3. Fillin the settings as appropriate:

Setting Definition
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Setting

Definition

Activate a
rotating
schedule for
this Employee
Define Rotation

Start Date

Days in
Rotation

Apply Rotation

Start Date

Check this box to enable a rotating schedule for the
selected employee.

TIP: You can "remove" a rotating schedule that has
already been set simply by un-checking this box.

These settings define the pattern for rotation
Enter the date TA100 Pro should start with to determine
the rotation pattern.

Enter the number of days in the rotation pattern.

These settings determine when the rotating schedule will
take effect.

Enter the date on which the rotating schedule should
take effect.

4. Click OK to commit the changes and return to the Schedule screen.

Create an Employee Schedule Template

An employee's schedule can be saved as template so that it can be copied to other

employees. This is a convenient way of duplicating an unusual work pattern or rotation so

that you don't have to reinvent the wheel each time.

NOTE: However, any changes that are made to the schedule that was copied will apply
to all schedules that are base on that template.

The Copy Schedule feature allows you to copy a previously defined Template. This step
is the first step in copying a schedule.

1. Navigate to the Schedule tab of the Configure Employee window. See
Configure Employee Schedules, page 125.

2. Check the Template box. The Define Template dialog box will open.

Define Template

W Use Employee 00001 as a template

Template Mame  [Mon-Fri 7 to 4

Ok | LCancel

Figure 101: Employee Schedule Template

Check the Use Employee as template box.

4. Enter a name for this template. Try to make it as descriptive as possible and

avoid using employee names, as it may be difficult to remember what type of

schedule the employee has.

5. Click OK to commit the changes and return to the Schedule screen.
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Copy an Employee Schedule Template

The Copy Schedule feature allows you to copy a previously defined Employee Schedule
Template. See Create an Employee Schedule Template.

1. Navigate to the Schedule tab of the Configure Employee window. See

Configure Employee Schedules, page 125.

2. Click the Copy button. The Schedule Copy Details dialog box will open.

Schedule Copy Details
COPY SCHEDULE FROM

Ermployes 00001

Code Tenplate Name

[

Dizplay |

WHAT TO COPY

I Shit Infa
Iv ok
v Department

v Jaob

DEFINE COPY

Copy from selected  Emplopes

statingon [12/20/2002 Fii

&' Copy forever

" stoppingon  [12720/2002  Fii

Copy to selected  Emplopes  statingon  hire date
(¢ statingon  [12/20/2002 Fri
aK LCancel |

Figure 102: Copy Schedule Details

3. Fillin the settings as appropriate:

Setting

Definition

Code
Template Name

Display

What to Copy

Shift Info

Work

Department

Job

Define Copy

Displays the code of the available Template.
Displays the name of the available Template.
Click this button to display the details of the
selected Template.

These settings define what will be copied.
Check this box to copy scheduled starting and
stopping times.

Check this box to copy which days are selected
for Work.

Check this box to copy the Department
assignments.

Check this box to copy the Job assignments.

These settings define when the template will be
copied.
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Setting

Definition

Copy From

Starting On

Copy forever

Stop On

Copy to

Starting on
hire date

Starting on
date

4. Click OK to commit the changes and return to the Schedule screen.

These settings define the date range that will
be copied from.

Enter the date from which you wish to copy
forward.

Select this option to copy the selected template
from the Starting on point forward forever.

Select the option to copy only up to a certain
date. Enter the date in the space provided.

These settings define the date range that will
be copied to.

Select this option to "paste” the copied
schedule starting from the employee's hire date
forward.

Select this option to "paste” the copied
schedule from a user-defined date forward.
Enter the date in the space provided.
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Employee Transactions Tab

The Transaction tab displays the individual punches for the employee

NOTE: Tasks associated with the Transactions tab, such as editing and adding punches, are

covered in their own section. See Timecard and Transaction Maintenance, page 160.

Description

1. Navigate to the Configure Employee window. See Configure Employee,

page 119.

2. Click the Transactions tab to display the following information:

Configure Employee

Timecard | Schedule :Tfﬂ”-?ac“m’\s | Status I Benefits | Mesages | w'ages | Badges | A | Detail |

Smith,John
Active. Template Day Date Time Key Prompt Clack. Badae *
032002 g - CLOCHED I
Division | ALL = Mom 12/09/2002 09:§5:57 0 ENTER DEPARTHENT 00l ©0000%
T e Mom 12/09/2002 15:57:53  § CLOCKED 0UT 00l 00005
Tue 12/10/2002 06:55:37  * CLOCKED IN 00l 00008
Tue 12/10/2002 07:40:24 0  ENTER DEPARTMENT 00l ©0000s
“_'D”WIM Hest 2> Tue 1271072002 11:38:23 0 ENTER DEPARTMENT 001 00005
00001 “wiashington, Caral = Tue 12/10/200Z 15:63:53 & CLOCKED 0UT 001 0o00S
Wed 12/11/200Z 07:03:08  * CLOCKED IN 001 oo00s
ggggg gages‘ Pef K Wed 12/11/2002 16:06:26  § CLOCKED 0UT 001 0o00s
ndefson, Fran Tha 12/12/2002 06:55:39  * CLOCKED IN 0oL 00008
00004 Jores, David Thu 12/12/2002 16:02:07  # CLOCKED OUT 001 oooos
Fri 12/13/2002 06:53:23  * CLOCKED IN 00l 00005
Fri 12/13/2002 16:00:25  § CLOCKED 0UT 00l 00008
Mom 12/16/2002 06:57:53  * CLOCKED IN 00l ©0000s
Mon 12/16/2002 15:59:4E £ CLOCKED 00T o001 oooos
T Tc1mranne monexa = Pt o nonne ill
3
December 2002
SUPERYISOR PROMPT INPUT
Badge CLOCKED IN
Marne:
Date
LI Timne
5 Listed
& Number € Name add | Ew | peme |
[V Show Inactives
Print Close

Figure 103: Configure Employee: Transaction tab

Setting Definition

Day Displays the day of the transaction.

Date Displays the date of the transaction.

Time Displays the actual time of the transaction.

Key Displays the time clock function key pressed to
generate the transaction. (i.e., * for Clock In for
day, etc.)

Prompt Displays the function prompt for the transaction.

Clock Displays the number of the clock at which the
transaction was recorded.

NOTE: No clock number will display if the
transaction was entered by a supervisor through
the TA100 Pro software.

Badge Displays the employee's badge number used for

this transaction.
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Setting

Definition

Supervisor

Prompt

Input

Add/Edit/Delete

Employee Status Tab

The Status tab displays the employee's current work status with the company

Configure Employee Status

page 119.

Configure Employee

This field shows audit trail information, and
displays the name and number of the supervisor
who edited this transaction, if any.

Displays the function prompt for the transaction.

Displays any additional data entered with the
transaction, such as a Department number, the
number of pieces produced, etc.

For more information on adding, editing and
deleting transactions, see Adding and Editing
Transactions, page 162, and Deleting
Transactions, page 169.

2. Click the Status tab to display the following information:

00005 Timecard | Schedule | Transactions Stalugl Benefits | Messages I Wages | Badges I (e | Detail I

Smith,John

Active Template

Divigion | ALL 'I
Group |ALL VI

<< Prior Find Hent s>
00007 ‘wWashington, Carol &

00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
00005 Srith, Jokin

STATUS

Date Fulicies Active Fulltime Permanent
11/22/2002 001 TES TES TES =]

[-|
[

5 Ligted
& Number  © Name add | s | peee |
¥ Show Inactives

Erint LCloze I

Figure 104: Configure Employee: Status tab

Setting Definition
Date Enter the effective date of the status.
Policies Select the Policy to be assigned to this employee.
Active Select whether the employee is Active or Inactive

as of the effective date.

1. Navigate to the Configure Employee window. See Configure Employee,
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Setting Definition
Fulltime Select whether the employee is Full Time or Part
Time as of the effective date.

Permanent Select whether the employee is a Permanent or
Temporary employee as of the effective date.

Add Employee Status

When an employee changes Status, it is recommended that you add a new Status entry
rather than editing the existing Status. This enables you to keep a history of Status
changes throughout the employee's work history.

1. Navigate to the Status tab of the Configure Employee window.

2. Click the Add button to add a new Status. The Status Maintenance dialog
box will open:

Status Maintenance

Date  [EIMPENNE Friday
—STATUS
& Active & Full Time % Permansnt
£ |nactive " Part Time " Temporary
— Policies
Jool  sTanDaRD Pav RULES =
ok LCancel

Figure 105: Adding a new Status

3. Fillin the settings as appropriate:

Setting Definition

Date Enter the date that this Status change becomes
effective.

Active/lnactive Choose whether the employee is Active or Inactive

as of the selected date.

Active indicates that the employee is currently
working for the company.

Inactive indicates that the employee is not
currently working for the company, perhaps
because of a leave of absence or termination.

Full Time/Part Time Choose whether the employee is Full Time or Part
Time as of the selected date.

Permanent/Temporary Choose whether the employee is Permanent or
Temporary as of the selected date.

Policies Select the Policy that will apply to this employee as
of the effective date.

4. Click OK to commit the changes and return to the Status screen. The new
Status will be added to the list.
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Edit Employee Status

If you choose to edit the Employee's Status, the changes will be retroactive to the
effective date of the original status entry. Because of this, when an employee changes
Status, it is recommended that you add a new Status entry rather than editing the existing
Status. This enables you to keep a history of Status changes throughout the employee's
work history.

1. Navigate to the Status tab of the Configure Employee window. See
Configure Employee Status, page 134.

Highlight the Status entry you wish to edit.

3. Click the Edit button. The Status Maintenance screen will become available
for you to edit.

Edit the settings as described in the Add Employee Status section.

Click OK to commit the changes and return to the Status screen.

Delete Employee Status

You may wish to delete a Status entry that has been added in error. One Status entry
must always exist, thus you will not be able to delete if there is only one Status entry.

1. Navigate to the Status tab of the Configure Employee window. See
Configure Employee Status, page 134.

2. Highlight the Status you wish to delete.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are wou sure you want ko delete?
Ok |

Figure 106: Deletion Confirmation

4. Click OK to confirm the deletion and return to the Status screen.
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Employee Benefits Tab

The Benefits tab reflects the selected employee's current benefit balances. The information and
options on this tab will be slightly different if you have purchased Benefit Accruals than with
Benefit Entitlement. Both options are described below: Benefit Entitlement is first, followed by

Benefit Accruals.

Benefit Entitlement: Configure

1. Navigate to the Configure Employee window. See Configure Employee,

page 119.

2. Click the Benefits tab to display the following information:

Configure Employee

00001

Washington,Carol

Timecard | Schedule | Transactions | Status :Benefits | M

;;as | Wages | Badges | Mg | Detail |

Active Template

| Fiscal Date 11/22/2002

Hire Date 1172242000 758 Days of Service |

Division IAU-L bl
Group IALL -

Code

Ehilr
[vac

<< Prior Find Mest >
0000 on, Carol

00003 Anderson, Frank
00004 Jones, David
00005 Smith, John

Diegcription Allowed  Taken Pending Left Count  Carry date

A TL ) ce 0o 0 / 0z
VACATION 40.00 0.00 o.o00 40.00 0 11/2z/z002

[ -| [ /|
5 Listed
@ Number ¢ Mame Update Details
I¥ Show Inastives
FPrint Close

Figure 107: Configure Employee: Benefits tab

Setting

Definition

Fiscal Date

Hire Date

Days of Service

Code

Description

Given

Taken

Displays the employee's Fiscal Date (set on the
Detail tab), for information purposes.

Displays the employee's Hire Date (set on the
Detail tab), for information purposes.

Displays the number of Days of Service the
employee has, for information purposes.

Displays the category code of the benefit (i.e., VAC,
SICK, etc.).

Displays the category name of the benefit (i.e.,
Vacation, Sick, etc.)

Displays the number of hours the employee has
been granted through Benefit Entitlement.

Displays the number of hours of the benefit the
employee has already taken. This number is
calculated from the Miscellaneous entries on the
employee's time card.

© January 2009 Time America, Inc.

137



TA100 Pro Manual

Setting Definition

Pending Displays the number of hours of the benefit the
employee will take in the future (within the current
pay period).

Left Displays the number of hours left. This is calculated

by subtracting the Taken and Pending amounts
from the Allowed, as follows:

Left = Given - (Taken + Pending)

Count Displays the number of individual days on which the
benefit time was taken or is pending.

Details Click this button to display the individual entitlement
transactions for this employee.

Benefit Entitlement: Employee Benefit Details
1. Navigate to the Benefits tab of the Configure Employee window.
2. Highlight the benefit Category you wish to view.

3. Click the Details button. The Benefit Details screen for the selected Category
will open.

Benefit Details for VAC

Amount allowed m

Amount  Archived Category

Delete | 1] | LCaneel |

Figure 108: Benefit Entitlement Details

4. The Benefit Details dialog box contains the following information:

Setting Definition

Day Displays the day on which the time was taken.
Date Displays the date on which the time was taken.
Time Displays the time at which the time was taken.
Amount Displays the number of hours taken.

Archived Indicates whether these transactions are in a data

set that has already been archived. (For more
information on Archiving, see Archive, page 260).

Category Displays the category of time taken.
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Benefit Entitlement: Grant Benefit Time

With Benefit Entitlement, you manually enter the amount of hours given for each Benefit
Category. This is a one-time entry.

1. Navigate to the Benefits tab of the Configure Employee window.
2. Highlight the benefit Category you wish to grant.

3. Click the Details button. The Benefit Details screen for the selected Category
will open.

Benefit Details for HOL i
Amount allowed m

Day Date Time Amount  Archived Category

Dele | ot | caee |

Figure 109: Benefit Details

4. Enter the amount of time you wish to grant in the Amount Allowed box.

Click OK to commit the change and return to the Benefits screen.

Benefit Entitlement: Delete a Detail
1. Navigate to the Benefits tab of the Configure Employee window.
Click the Details button. The Benefit Details screen will display.

Highlight the item you wish to delete.

A WD

Click the Delete button. You will be prompted:

Confirmation x|

@ Are wou sure you want ko delete?
Ok |

Figure 110: Deletion Confirmation

5. Click OK to confirm the deletion.
6. Click OK to confirm the Archive message.

7. Click Close to return to the Benefits screen.
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Benefit Accruals: Configure

1. Navigate to the Configure Employee window. See Configure Employee,
page 119.

2. Click the Benefits tab to display the following information:

Configure Employee

0001

Associate. Test
Template

Timecard | Schedule | Transactions | Status

| Messages | Wages | Badges | 11 | Desai |

| Fiscal Date 05/21/1938

Hire Date  06/08/1338 1408 Days of Service |

Code Description Bllowed  Taken Pending Left Count  Cary date
e es iprpe  prpoon ey ooop 0o g oo 0-0g 0
Dunaway, Fas o042 SICK SICK - PAID 0.00 0.00 0.00 0.00 o 0l/01/2002
Redford, Robert 0053 VAC  WACATION 14687 0.00 0.00 14667 0 06/08/2001
fayne, John 0023

4 Listed |
e ot | g |
FPrint. Lloze
Figure 111: Configure Employee: Benefits tab
Setting Definition
Fiscal Date Displays the employee's Fiscal Date (set on the
Detail tab), for information purposes.

Hire Date Displays the employee's Hire Date (set on the Detail

Days of Service

Code

Description

Allowed

Taken

Pending

Left

tab), for information purposes.

Displays the number of Days of Service the
employee has, for information purposes.

Displays the category code of the benefit (i.e., VAC,
SICK, etc.).

Displays the category name of the benefit (i.e.,
Vacation, Sick, etc.)

Displays the number of hours the employee has
either been granted or earned. This number is based
on the Benefit Accrual settings (if applicable) or can
be manually edited to grant Benefit Entitlement.

Displays the number of hours of the benefit the
employee has already taken. This number is
calculated from the Miscellaneous entries on the
employee's time card.

Displays the number of hours of the benefit the
employee will take in the future (within the current
pay period).

Displays the number of hours left. This is calculated
by subtracting the Taken and Pending amounts
from the Allowed, as follows:

Left = Allowed - (Taken + Pending)
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Setting Definition
Count Displays the number of individual days on which the
benefit time was taken or is pending.

Carry Date Displays the date on which the benefits will roll over,
also known as the Reference Date or Reset Date.

Update Click this button to update the benefit calculations to
the current day for this employee.

Details Click this button to display the individual accrual or
entitlement transactions for this employee. For more
information, see Benefit Accruals, page 105.

Benefit Accruals: Update Employee Benefits

TA100 Pro will automatically update employee benefit accruals to the current day.
However, if you make a change the Benefit Accrual rule assigned to the employee, or
change the settings of the rule, you may wish to "force" TA100 Pro to update.

1. Navigate to the Benefits tab of the Configure Employee window. See Benefit
Accruals: Configure, page 140.

2. Click the Update button. This employee's benefits will update and the screen
will refresh.

Benefit Accruals: Employee Benefit Details

It is possible to view a detailed schedule of how much benefit time the employee has
earned and when it was posted.

1. Navigate to the Benefits tab of the Configure Employee window. See Benefit
Accruals: Configure, page 140.

2. Click the Details button. The Benefit Details screen will display.

e e e e e e

Details for Washington,Carol 00001 {(¥AC)

P R S EE S S

u so0: . .
Wed 08/2zz/2001 00:00:02  -8.000000 104.000000 VAC
Tue 08/21/2001 00:00:02  -8.000000 112.000000 WVAC
Mon 0140172001 00:00:01 120000000 120000000 WVAC

[
¥ Show Accrued Adjustments Erint.

Dekle | Manualadi | mess |

Figure 112: Benefit Details

3. The Benefit Details dialog box contains the following information:
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Setting Definition

Day Displays the day on which the time was posted or
taken.

Date Displays the date on which the time was posted or
taken.

Time Displays the time at which the time was posted or
taken.

Amount Displays the number of hours posted or taken.

Balance Displays the running balance after the transaction.

Category Displays the Category of the benefit time.

Type Displays what type of benefit transaction it was.

Bonus Hours indicates time earned or accrued.
Misc. Entry Indicates time taken.

Hours Adj. Indicates a manual adjustment.
Balance Adj. Indicates a Balance Adjustment

Archived Indicates whether these transactions are in a data
set that has already been archived. (For more
information on Archiving, see Archive, page 260).

Show Accrued Check this box to display the adjustments that have

Adjustments been made to accrued Benefits.

Manual Adj. Click this button to make a manual adjustment. For

Button more information see Manual Benefit Adjustment,
page 142.

4. Click OK to close the Benefit Details screen.

Benefit Accruals: Manual Benefit Adjustment

It is possible to make manual adjustments to an employee's Benefit Entitlement. These
adjustments can be additions or deductions to the employee's available benefits. You can
also use this feature to zero out the employee's balance, called a balance adjustment.

1. Navigate to the Benefits tab of the Configure Employee window. See Benefit
Accruals: Configure, page 140.

2. Click the Details button. The Benefit Details screen will display.
3. Click the Manual Adj. Button. The Manual Adjustment dialog box will open.
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Benefit Details fe

0 SICE  Carxy Dver
0.000000 SICK Carev Over no

/0L ZC fals] 0.000000
Sar 01/01/2000 00:00:00 0.000000

Fri 0170171359 00:00:00 0000000 0.000000 SICKE Carry Over o
Manual Adjustment 8

Date [ETEE SUN  Tine 77 -[57:[57

Type of Adjustment
" Balance @ Give Haurs

0.000000
oK. Cancel

¥ Show Accrued Adjustments Frint

Delete H LCloze

Figure 113: Manual Benefit Adjustment

4. Fillin the settings as appropriate:

Setting Definition
Date Enter the Date on which the adjustment
should be posted.

Time Enter the time at which the adjustment
should be posted.

Type Select the type of adjustment to be made.

Given: Grants the employee the number of
hours entered in the Amount field.

Balance: Adjusts the employee's Allowed
field value to cause the current Left balance
to reflect the number of hours entered in the
Amount field. For example, if the Employee
had taken 40 hours already and you wanted
their balance to reflect 40 hours left, TA100
Pro would adjust the Allowed to 80 (80
Allowed — 40 Taken = 40 Left).

Amount  Enter the amount of the adjustment. This
number can be positive (for an addition) or
negative (for a deduction).

5. Click OK to commit the changes and return to the Benefit Details screen.

6. Click Close to return to the Benefits screen.

Benefits Accrual: Delete a Manual Adjustment

1. Navigate to the Benefits tab of the Configure Employee window. See Benefit
Accruals: Configure, page 140.

2. Click the Details button. The Benefit Details screen will display.
Highlight the Adjustment you wish to delete.
Click the Delete button. You will be prompted:
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Confirmation x|

@ Are wou sure you want ko delete?
Ok |

Figure 114: Deletion Confirmation

5. Click OK to confirm the deletion.

6. Click Close to return to the Benefits screen.

Employee Messages Tab

The Messages tab allows you to create a customized message that will display when this
employee punches at the clock

Configure

1. Navigate to the Configure Employee window. See Configure Employee,
page 119.

2. Click the Messages tab to display the following information:

Configure Employee

00001 Timecard | Schedule | Transactions I Status I Benefits M ages I Badges | ity I Detail I
Washington,Carol MESSAGES ASSIGNED
Aclive Template
.. Clock 10 Message
Diisin [312 = TR
Group IALL 'I
<< Prior Find I et »

00001 Washington, Carol [
00002 Baines, Peter
00003 Anderson, Frank

00004 Janes, David
00005 Smith, Jokn

E
=l
5 Ligted
& Mumber € Name Mcocks | ald | et | pees |
¥ Show Inactives
Figure 115: Configure Employee: Messages tab
Setting Definition
Clock Id Displays the number of the clock at which this
message will display.
Message Displays the message. The message can be up to

20 characters and the default is the employee's first
initial and last name.

All Clocks This opens the All Clocks dialog box. Here you can
Button create a message, and assign it to all available
clocks.
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Add a Message

You can send a message to each clock individually, or to all clocks that the employee

uses.

To a Single Clock

1.

5.
To All Clocks
1.

Navigate to the Configure Employee window. See Configure Employee,
page 119.

Click the Add button to add a new message to send to an individual clock.
The Message Assignment dialog box will open.

Message Assignment

CLOCKS
’V Clock Code 901 Dews TaSZOL =l

[ iDefault message to Employee name!

|’MESSAGE

Meszage |F‘ Baines

ak. LCancel

Figure 116: Adding a new Message

Select the clock to which this message should be sent.

Enter the message you wish to send. Up to 20 characters may be entered.
Or check the Default message to Employee name to send the employee's
First Initial and Last Name.

Click OK to commit the changes and return to the Messages screen.

Navigate to the Configure Employee window. See Configure Employee,
page 119.

Click the All Clocks button to add a new message to all clocks this
employee uses. The Message Assignment dialog box will open.

All Clocks

MESSAGE

[ iDefault message ta Employee name:

Message |

Ok | LCancel

Figure 117: Add a Message to All Clocks

Enter the message you wish to send. Up to 20 characters may be entered.
Or check the Default message to Employee name to send the employee's
First Initial and Last Name.

Click OK to commit the changes and return to the Messages screen.
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Edit a Message

1. Navigate to the Configure Employee window. See Configure Employee,
page 119.

Highlight the Message you wish to edit.
Click the Edit button.

Edit the settings as described in the Add a Message section.

a > wn

Click OK to commit the changes and return to the Messages screen.

Delete a Message

1. Navigate to the Configure Employee window. See Configure Employee,
page 119.

Highlight the Message you wish to delete.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are wou sure you want ko delete?
Ok | {

Figure 118: Deletion Confirmation

4. Click OK to confirm the deletion.

Employee Wages

The Wages tab specifies the FLSA status (exempt or non-exempt) and pay rate(s) for the
employee. For non-exempt employees, wages can either be Global or associated with the
Department or Job on which the employee works. All options are described in the following
sections.

Configure Employee Wages

1. Navigate to the Configure Employee window. See Configure Employee,
page 119.

2. Click the Wages tab to display the following information:
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Configure Employee

01231 Timecard I Schedule | Transactions | Status I Benefits | Messages E_W.@S.¢§§| Badges I R | Deetail |
Siddons,Kim
Active
Divkion [411 El (O MOWEXEMPT — | (O EXEMPT
Group IIU-L 'I ™ Use a global wage
Report Hours from
<< Prior Find I et s> I — Lo |
00007 “washington, Carol = el
D0DN2 Baines, Peter oheiled
00003 Anderson, Frank
0oood J . David .
or!esJ o LI Altendance Clocking
= = 1% | Baired Funching
Siddons, Ki .
Add Edit Delete 1 Ol
= Maver
Department Jioby
[~ |Ray Oivertime
LI Loply | Lance] |
E Listed
& Number " Name
[ Show Inactives

FPrint Close I
Figure 119: Configure Employee: Wages tab
Setting Definition
Non-Exempt Check this option to indicate that the employee is
Non-Exempt.
Use Global Check this option to assign the employee a fixed
Wage standard wage regardless of which department or job

he/she works for. If un-checked the employee will
earn a different wage based on the department or job
they work in.

For more information see the Department or Job
buttons in this section.

Department Click this button to set a wage that applies whenever
the employee works for a particular Department. This
can be used to pay different rates when the employee
performs different functions.

Job Click this button to set a wage that applies whenever
the employee works for a particular Job. This can be
used to pay different rates when the employee
performs different functions.

Exempt Check this option to indicate the employee is Exempt.

Report Hours  TA100 Pro can report exempt employees' hours either
From from actual punches or from their schedule,
regardless of their punches.

Check Actual to have TA100 Pro report the hours as
they are punched at the clock.

Check Schedule to have TA100 Pro report hours
from the employee's schedule. The Attendance
Clocking settings will become available when this
option is checked and need to be configured
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Setting Definition
Attendance These settings become available when the Report
Clocking Hours From Schedule option is checked.

Check Paired Punching to indicate that the
employee should punch In and Out, but TA100 Pro
will ignore the actual times of the punches and report
the scheduled times and duration.

Check In Only to indicate that the employee only
needs to punch In each day and TA100 Pro will report
the scheduled times and duration.

Check None to indicate that TA100 Pro should
automatically report the scheduled times and duration
without the employee having to punch at all.

Pay Overtime Check this option to make the employee eligible for
overtime, based on the Policy to which the employee
is assigned.

Add a Global Wage

1. Navigate to the Wages tab of the Configure Employee window. See
Configure Employee Wages, page 146.

2. Select the Non-Exempt option.
Check the Use Global Wage option.

4. Click the Add button to add a new Global Wage. The Wage Details dialog
box will open.

Wage Details

Ok | LCancel |

Figure 120: Adding Global Wage

5. Enter the date on which this wage takes effect.
6. Enter the amount of the hourly wage.

7. Click OK to commit the changes and return to the Wages screen.

Edit a Global Wage

1. Navigate to the Wages tab of the Configure Employee window. See
Configure Employee Wages, page 146.

2. Highlight the wage you wish to edit
Click the Edit button. The Wage Details dialog box will open.

4. Enter the amount of the hourly wage.
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5. Click OK to commit the changes and return to the Wages screen.

Delete a Global Wage
1. Navigate to the Wages tab of the Configure Employee window. See

Configure Employee Wages, page 146.

2. Highlight the wage you wish to delete.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure vou want to delete?
k. |

Figure 121: Deletion Confirmation

4. Click OK to confirm the deletion.

Add an Employee Level Wage

Employee Level Wages specify the wage the employee makes when working for a
specific Department, Job, Step, Operation or Task. In this section, Level refers to the
Department, Job, Step, Operation, or Task, as appropriate. The procedure is the same
regardless of which level you are defining, thus they are all described together.

Navigate to the Wages tab of the Configure Employee window. See
Configure Employee Wages, page 146.

Select the Non-Exempt option.

Click the Department or Job button, depending upon choice. The Level
Wage Details dialog box will open.

P As defined under configure IM wage
Z Sales . ¥ Use hourly wage ~ 11.0000 0.0000
: DProgramming Serviece I e 1.0000 0.0000
Default for dug 1901
’V|2 Sales
E
HO U I’|y Wag e Sunday Monday Tuesday wednesday Thursday Friday Saturday
*| Augla'ol Aug 20'01 Aug 2101 Aug 22'01 Aug 2301 Aug 24 '01 Aug25'01 |+
11.0000 [ 110000 [ 110000 [ 410000 [ 110000 [ 110000 [ 11.0000
fooon | ooono | ooooo | oooon | ooooo | ooooo | doood
i Aug 2607 Aug 27 '01 Aug 28'01 Aug 2901 Aug 3007 Aug 31071 Sep1'01
Piece Rate [~ om0 [ ttoooo [ itoooo [ Tioooo [ iomoo [ o000 [ 110000
[ ooooo [ ooooo [ ooooo [T oooos [ ooooo [ ooooo [ 00000
Sep 2'01 Sep3'01 Sepd'0l Sep 501 Sep 6'01 Sep 7'01 Sep8'01
[~ 1iooon [ itoooo [ itooon | tooon | iioooo0 | 1ioooo | 110000
o [_0owon [owm [ awm [Taww [T amn [T oo [T e 5y
LClose

Figure 122: Adding a new Level Wage

4. The Level Wage Details dialog box contains the following information:
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Setting Definition

Item This field will be pre-populated with the
Departments and Jobs defined in the system.
Select the item you wish to configure.

Use Hourly The value for this option is defined in the

Wage Configure Department or Job dialog box. It will
be checked and will reflect the pre-defined wage
if the Use Hourly Wage setting is checked in
the Department or Job dialog box for this item.

Use Piece Rate  The value for this option is defined in the
Configure Department or Job dialog box. It will
be checked and will reflect the pre-defined wage
if the Use Piece Rate setting is checked in the
Department or Job dialog box for this item.

Calendar The calendar is used both to enter the wage
amount and to indicate the effective date of the
wage. Wages will auto fill from the date entered
forward. Always enter the wage on the date,
which you wish it to take effect.

Hourly Wage  The Hourly amount field is the top field in the
calendar. Enter the wage on the date, which it
becomes effective.

Piece Rate The Piece Rate amount field is the lower field in
Wage the calendar. Enter the wage on the date on
which it becomes effective.

5. Click Close to commit the changes and return to the Wages screen.

Edit an Employee Level Wage

1. Navigate to the Wages tab of the Configure Employee window. See
Configure Employee Wages, page 146.

2. Select the Non-Exempt option.

Click the Department or Job button, depending upon choice. The Level
Wage Details dialog box will open.

4. Edit the settings as described in the Add an Employee Level Wage section.

Click Close to commit the changes and return to the Wages screen.

Employee Badges Tab
The Badges dialog box is used to assign the employee's badge number.
Configure Employee Badges

1. Navigate to the Configure Employee window. See Configure Employee,
page 119.

2. Click the Badges tab to display the following information:
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Configure Employee

01231 Tinecard | Sehedue | Transactions | Status | Bensfis | Messages | wages Badzes)| nie | Detai |
Siddons,Kim BADGES ASSIGNED
Active
Nurber Yaid
Creec 42 | b ...
Group | ALL -
<< Prior Find Hextss

00001 ‘Washington, Carl -+
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
00005 Smith, John

01231 Siddons, Kim

=
=
B Listed
& Number " Name s | Edt | Dol |
[¥ Show Inactives
FErirt Close

Figure 123: Employee Maintenance: Badges tab

Setting Definition

Number Displays the badge number assigned to the

employee.
Valid Indicates whether or not the badge is valid

and can be used by this employee. When
an employee is assigned another badge,
make the original badge invalid so that this
employee cannot use it any longer.

Add a Badge

1. Navigate to the Badges tab of the Configure Employee window. See
Configure Employee Badges, page 150.

Click the Add button to add a new Badge. The Assign Badge dialog box will
open.

Assign Badge

Badge Murmber |
[ Walid

{14 | LCancel |

Figure 124: Adding a new Badge

3. Enter the Badge number you wish to assign to this employee and press Tab.
4. Check the Valid box to indicate this badge is in use.

5. Click OK to commit the changes and return to the Badges screen.

© January 2009 Time America, Inc. 151



TA100 Pro Manual

Edit a Badge

It is possible to edit a Badge in order to make it Invalid for this employee (cannot be used
by this employee to punch). The badge number cannot be changed. If you need to
change a badge number, it is best to make the old badge number inactive or delete it,
and add a new one.

1. Navigate to the Badges tab of the Configure Employee window. See
Configure Employee Badges, page 150.

2. Click the Edit button. The Assign Badge dialog box will open.
3. Uncheck the Valid box to make the Badge invalid.

4. Click OK to commit the changes and return to the Badges screen.

Delete a Badge

1. Navigate to the Badges tab of the Configure Employee window. See
Configure Employee Badges, page 150.

2. Highlight the Badge you wish to delete.
3. Click the Delete button. You will be prompted:

Confirmation X

@ Are wou sure ywou want ko delete?
Ok |

Figure 125: Deletion Confirmation

4. Click OK to confirm the deletion and return to the Badges screen.

Employee Clocks Tab

The Clocks tab is used to assign Hand Readers and TA7000 clocks to the employees. This is
necessary because the Hand Reader clocks take measurements of an employee’s hand and the
TA7000 clocks can be used as fingerprint clocks. Each time the employee punches, the clocks
compare the employee’s hand and/or fingerprint to the existing template. Employee information,
hand templates and fingerprints are stored in the clocks. For this reason, employees must be
assigned to a clock so their name and template will be downloaded to the correct clock.

Configure Hand Readers

1. Navigate to the Configure Employee window. See Configure Employee,
page 119.

2. Click the Clocks tab to display the following information:
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Configure Employee

00003 Timecard | Schedule
Anderson,Frank
Active Hand Reader

Anderson, Frank 00003 I
Baines, Peter 00002
Jones, David oooo4
Srrith, John 00005
Wwhashington, Carol 00001

5 Listed
O Number (3 Names
Show Inactives

Transactions || Status || Benefits || Messages || Wages || Badges

Llorks? | Detai

TA7OO0

Badge TmeZore  Feject  Authorly

-~

Templates on fis for badae numbers

Retrieve templates from

All Clacks add

Figure 126: Configure Employee: Readers tab

Setting

Definition

Clock ID
Badge

Time Zone

Reject

Authority

Templates on file for
Badge Numbers

Retrieve Templates
From

All Clocks
Add

Edit

Delete

Displays the Clock ID assigned to each reader.
Displays employee badge number.

Select the Time Zone (defined on the previous
tab) that applies to this employee.

The reject threshold indicates how closely the
hand has to match the original scanned hand
template. The lower the number, the more exact
the match needs to be.

The Authority Level defines which clock menus
employee can view or use at the clock. 0 is the
lowest (employee) and default, 5 is the highest
and allows complete at-the-clock setup
(supervisor).

Displays if the employee has a hand template
saved.

Enter the specific hand reader for individual
employee template retrieval.

This opens the All Clocks dialog box. Here you
can assign an employee to all hand readers.

Click this button to select hand readers
individually.

Edit the settings assigned to the employee.

Delete the employee hand reader assignment.
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Configure TA7000

1. Navigate to the Configure Employee window. See Configure Employee,

page 117.

2. Click the Clocks tab, then click the TA7000 tab to display the following

information:

Configure Employee

00003
Anderson,Frank
Active

n
“washington. Carol 00001

5 Listed
O Number @ Name
Show Inactives

Timecaid | Schedule || Transactions || Status

Hand Reader

Clack 1D

Bensfits || Messages || Wages || Badges Clocks | Detai

{TA7000]

Templates on fie for badge numbers

Fietrieve templates fom

4] Clocks Add

Figure 127: Configure Employee: Clocks tab

Setting

Definition

Clock ID
Badge

Verification

Authority

Templates on file for
Badge Numbers

Retrieve Templates
From

All Clocks

Add

Edit

Delete

Displays the Clock ID assigned to each clock.
Displays employee badge number.
Displays the verification level, which defines the

false read threshold.

Displays the Authority Level, which defines the
clock menus employees can view or use at the
clock. The following options are available:
Employee, Supervisor or Configuration.
Displays if the employee has a fingerprint
template saved.

Enter the specific clock for individual employee
fingerprint template retrieval.

This opens the All Clocks dialog box. Here you
can assign an employee to all TA7000 clocks.

Click this button to select TA7000 clocks
individually.

Edit the settings assigned to the employee.

Delete the employee hand reader assignment.

© January 2009 Time America, Inc.

154



TA100 Pro Manual

Employee Details Tab

The Details tab manages the employee's personnel settings. New employees are also added

from this tab.

Configure Employee Details

1. Navigate to the Configure Employee window. See Configure Employee,

page 119.

2. Click the Details tab to display the following information:

Configure Employee

00003
Anderson.Frank
Active

Ands ]~

An ]
Baires, Pater 00002
Jones, David oooo4
Smith, John 00005
“washington, Caral 00001

5 Listed
O Mumber (&) Name
Shaw Inactives

Timecard || Schedule || Transactions || Status || Benefits | Messages || Wages | Badges Clocks | (Detal]

[ add  J[ Edt ][ Dekte J[ Pt ][ Clese

Figure 128: Configure Employee: Details tab

Setting

Definition

Number

Social Security
Birth date

Last Name
First Name
Middle Initial

Address

City

This is a required field. Enter a code (from 2 to 10
characters in length) to identify the employee. The
code’s maximum length and type (numeric or
alphanumeric) are defined in the System
Defaults dialog box in Company Setup. Numeric
fields are zero filled.

NOTE: Once saved, the employee code cannot
be modified, except through Utilities.

Enter the employee’s social security number.
Enter the employee's birth date (if desired).
Enter the employee's last name.

Enter the employee's first name.

Enter the employee’s middle initial.

Enter the employee's address. Two lines are
available.

Enter the employee's City.
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Setting Definition

Zip Enter the employee's Zip code.
State Enter the employee's State.

Phone Enter the employee's phone number.

Email Address
Hire Date

Accrue this
month

Fiscal Date

Use Alternative
Hire Date for
benefits

User-Defined

fields

Division

Group

Holiday group

Accrual Rule

Use PC Clock

Enter the employee’s email address.
Enter the employee's hire date.

Check this box if benefits should accrue during
the first month of employment.

Enter the date on which this employee's or your
company's fiscal year starts. This date can be
used as the Reference Date on which benefits
carry over.

Use this date to override the Hire Date field as the
date an employee’s benefits should begin.

There are six user-defined fields. Enter
information as desired.

For more information see Configure Main
Company, page 28.

Select the pre-defined Division to which the
employee belongs.

Select the pre-defined Group to which the
employee belongs.

Select the pre-defined Holiday Group to which the
employee belongs. If Holiday Groups were not
created you may leave at the default listing of All
Holidays.

Select the pre-defined Benefits Accrual rule that
applies to this employee.

Check this block to allow permissions for the PC
Clock

Add an Employee

TA100 Pro uses an Add Employee wizard to walk you through the steps of adding a new
employee. Once you have completed the Detail screen, additional screens will open, one
after another, until all the settings for the employee are complete.

1. Navigate to the Detail tab of the Configure Employee window. See
Configure Employee Details, page 155.

2. Click the Add button to add a new Employee. The Detail tab will become
available.
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N o o o

10.

11.

12.

13.

14.

15.

16.

17.
18.

19.
20.

Fill in the settings as described in the Configure Employees Details section.
Click OK to commit the changes and continue to the next screen.

The Status dialog box will open. See Employee Status, page 134.

When all settings are complete, click Close to continue to the next screen.

The Assignment Start Date dialog box will open. Choose the date on which
you want the employee's schedule to start.

Assignment Start Date

& Today  Other

Start Azsignments on |12,’2DH2DD2 Friday

LContinue |

Figure 129: Assignment Start Date

When all settings are complete, click the Continue button to advance to the
next screen.

The Schedule dialog box will open. See Employee Schedule, page 125.

When all settings are complete, click the OK button to advance to the next
screen.

The Message Assignment dialog box will open. See Employee Messages,
page 144.

When all settings are complete, click the Close button to advance to the next
screen.

The Wage Assignment dialog box will open. See Employee Wages, page
146.

When all settings are complete, click the OK button to advance to the next
screen.

The Badge Assignment dialog box will open. See Employee Badges, page
150.

When all settings are complete, click the Close button to advance to the next
screen.

The Clocks dialog box will open. See Employee Clocks, page 150.

When all settings are complete, click the OK button to advance to the next
screen.

You will be returned to the Detail tab of the Configure Employee window.

Click Close to exit the Configure Employee dialog box.

Edit an Employee

1.
2.
3.

Navigate to the Detail tab of the Configure Employee window.
Highlight the Employee you wish to edit from the list at the side of the screen.

Click the Edit button. The Detail screen will become available for you to edit
the selected Employee.

Edit the settings as described in the Configure Employee section.
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5. Click OK to commit the changes and return to the Configure Employee
screen.

6. Click Close to exit the Configure Employee dialog box.
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Delete an Employee

Deleting an employee deletes all of the data relating to that employee throughout the
database, including time records.

NOTE: This can cause inaccurate reporting. You cannot undo a delete.
1. Navigate to the Detail tab of the Configure Employee window.

2. Highlight the Employee you wish to delete from the list at the side of the
screen.

3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure vou want to delete?
oK |

Figure 130: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Employees dialog box.
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Chapter VIII Timecard and Transaction Maintenance

This section describes the concepts and tasks associated with managing employee time
records, including editing and adding time entries.

Online Timecard

The Online Timecard allows you to view, add, edit and delete employee time entries. The

Timecard can be accessed from two locations: the Configure Employee dialog box and the
Approval Editor.

NOTE: There are slight differences between the Online Timecard tab of the Configure Employee

screen and the Online Timecard screen accessed from the Approval Editor. The Online Timecard
from the Approval Editor:

o Displays the Attendance Code flags next to the punches.
e Does not provide a way to switch to the Transactions screen.
e Does not offer a Multiple Miscellaneous button.

e Does not print exceptions in different colors.

Accessing the Online Timecard from the Configure Employee Screen

1. Click the Daily Operations menu, Employee. The Configure Employee
dialog box will open.

2. The Timecard tab will be selected automatically.

Configure Employes

00003 Temacard | Schedde | Transacton: | Sisha | Heneiis Mustages | Wages | Hadge: Choxcds | Dwlad
Anderzon Frank s Dwe  Day Co  Sen Seep Dmadued) Rep 0TI OT2 073 Unpsd Dol 5[E)
0 03 oou: u.o

Dirvision | ALL D308
Group | ALL

fod ) [Heet e
Lardesson, Frors__ 00013 B
Oares. Patet 0002
B!

| oo00s
5. 1245
S, Johnn e
‘Washington, Cardl 00007

e Listed i I

e G [(Bepwocess | [ dadTians | [Ed/nad st | [Eaundagoon | [t Mz | (o= ]
Crm I o |

Figure 131: Online Timecard tab (Configure Employee)

The Online Timecard week view at bottom of page now indicates holidays (italics), current date
(blue highlight) and days scheduled to work (underline date). Also a double click or right click in
the Job Costing field will display all job costing information for that slice of time. Blue
backgrounds have been added in the employee screen for easier visibility of an active feature.
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Accessing the Online Timecard from the Approval Editor

1. Click the Daily Operations menu, Approval Editor or click on the . The
Approval Editor dialog box will open.

2. Double-click an employee's name to open to the Online Timecard window.

Online TimeCard for 00003 Anderson,Frank I

Day Cat Start Stop

Tue

0z/13/02
DEfE0/02
nzyFzoso0z
0zfzlr0z2
nzfzzsoz
M 0Zf25/02
02f 26/ 02
neFzvsoz
M 0z/z8f02
A 03/01702

Tue WORE
Wed WORE
Wed WORE
Thu WORK
Fri WORE
Hon

Tue WORE
Wed WORE
Thu

Fri

o7:
0&:
0s:

in:
11:
15:
15:
15:
15:
15:
16:

ae
£z
53
g
55
1
Ea
os

oD
aG
oL

e
a7
[al)
75

RN

-1

75
5.00

[070172002  Totals |

Pay Period [0218/2002 to [03/03/2002 Totals| 4s.75 o0.00 0.00 0.00 6.

oo

¥ Auto processing ™ Show Schedule

Pay Periads back I a 'l

From Scheduls

FReprocess | Add Tranzs | Edit/Add Start | Edit/add Stop | Delete | Cl

0se |

Figure 132: Online Timecard (Approval Editor)

Navigating in the Online Timecard Tab

By default, the Online Timecard screen displays the current pay period's data. There are two
easy techniques for navigating to other pay periods.

NOTE: It may not be possible to edit data in previous pay periods, depending upon your security
permissions and the number of editable pay periods settings. For more information, see Main
Company, page 28, and Configure Users, page 97.

00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
00005 Smith, John

5 Listed
% Number € Name
¥ Show Inactives

Configure Employee

Timecard | Schedule | Tranzactiors: I Status I Eenefits | Messages | Wages | Badges | AT I Detail |

arol [atz Doy Cat  Gtat  Stop Depaiment| R 071 0T2 073 Unpaid Dolar 5 #
o1 6:00 1 | - N N N .
e ———| 1 . . . 1.00
Division [ALL ‘I 07/16/03 Wed WORK 07:00 16:00 1 a.00 . 5 . 1.00
Gruuulh M 07/17/03 Thu 07:00 1 . . . . .

07/18/03 Fri WORK 07:00 16:00 1 s.00 . - . 1.00

07/21/0% Mon WORK 08:00 15:30 1 7. 50
M I 07/22/03 Tua 08200 1

ud|
Auto processing Show Schedulel Forecasting I Approve | Pay Periods back IU 3: _‘I
From 07/14/2003 to D?/2KDDB
07/14/2002 [ 07/15/2003 | 07/16/2002 [ 07/17/2003 | 07/18/2003 [ 071592002 [0720:2005] Netaks
Req 8.00 8.00 8.00 0.00 8.00 0.00 0.00 W50
aT1 0 0.00 0.00 0.00 0.00 0.00 0.00 0
a7z 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
QT3 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
;I Unpaid 0 1.00 1.00 0.00 1.00 0.00 0.00 4.00
Dollar ] 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Reprocess | Add Trans | Edit/4dd Start | Edit/Add Stop I Multiple Misc | Erom Schedule | Delete I

FPrint Close I

Figure 133: Online Timecard

Navigation
buttons

Pay Period
selector
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e Navigation buttons: Click the Navigation buttons to scroll to previous and next pay
periods. The navigation button at the top of the scroll bar takes you to the previous

pay period; the button at the bottom takes you to the next pay period.

e Pay Period selector: Use the spin button in the Pay Periods Back box to scroll to a
pay period a specified number of periods in the past.

Navigating in the Transactions tab

By default, the Transactions screen displays the current month's data. There is an easy technique

for navigating to other months.

NOTE: It may not be possible to edit data in previous months, depending upon your security
permissions and the number of editable pay period settings. For more information, see Main

Company, page 28, and Configure Users, page 97.

Configure Employee

Tineoaid | Scheduls | Transastions | Status | Bensis | Messagss | wagss | Badges | 1 | Detsl |

00001
Washington,Carol Date Day Cal  Stat  Step Dcpotrent]l  Reg 071 072 073 Unpad Dol 5
Aclive Template 2/13/02 05 16:0 5.00 _ a 00 a
12/16/02 Mon UORK 06:57 16:03 1 800 . - . Ll.oo
Division | 411 = 12/17/02 Tue WORR 06:56 16:085 1 s.o00 . . . 100
Group [211 =] | |r 12718702 wea 15:56 1

12/15/02 Thu WORR 07:06 16:06 1 s.00 . . . 1.00

coPrion | Find | Nests» || | 1zrzoroz Frs 07:02 1

Washington, Carol |

00002 Baines, Peter
000032 Anderson, Frank
00004 Jones. David
00005 Smith, John
00008 ki,

& Listed
& Numiber " Name
¥ Show Inactives

071 1 1 .00
072 1 1 .00
073 00
|| |Unpsid 0

Buto processing Show Scheduls|_Forecasting Appiove Pay Perocs back [0 =]

From 12/09/2002 t012/22/2002

£l

T2/372002 | 121072002 | 121172002 | 1271272
[Fea I I .00 .

Dallar a0

Beprocess | fdd Trans | Edtvadd Stert | Edivadtop | Muile Mise | o Seherie|

Dlets

¢ Navigation buttons: Click the Navigation buttons to scroll to previous and next

Biint

Figure 134: Transactions screen

Close

Navigation
buttons

months. The navigation button at the top of the scroll bar takes you to the previous
month; the button at the bottom takes you to the next month.

Adding and Editing Transactions

Adding a transaction enables you to record a time entry on behalf of an employee. For example,

you might need to add a missed Clock Out, add a lunch or break, or enter a vacation day.

Examples of transactions are:
Clocked In
Clocked Out
Swipe and Go
Out For Lunch
In From Lunch
Out On Break

Punching In for the day.
Punching Out for the day.
Swipe and go transaction.
Punching Out for lunch.
Punching In from lunch.

Punching Out for break.
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In From Break Punching In from break.

Enter Department Transferring departments.

Enter Tips Entering tips.

Miscellaneous Miscellaneous transactions are used to add or subtract

dollars or hours, including vacation and other categories of
time, as well as per diem, tips and other categories of
dollars.

There are several ways to add transactions. All accomplish the same end, but some are easier to
use in certain instances. All are described below.

Add Transaction

Transactions can be added from the Online Timecard or from the Transactions tab of the
Configure Employee dialog box. The method is the same in both locations.

This option for adding a transaction works best when you are going to manually enter all
elements of the transaction.

NOTE: A popup window is available to add/edit Start and Stop entries. The popup window can
be accessed by double clicking or a right click in the Start and Stop fields.

Date and Time Date and Time
01/06/2005 07-00:00 A % | Thu 01/07/2005]07-:00:00 Ak % |Fii
ADDIMG OK.  Cancel ELITIMNG QK. Cancel

1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 160.

Or navigate to the Transactions tab of the Configure Employee dialog box
and select the employee for whom you wish to add a transaction. See
Employee Transactions, page 133.

2. Click the Add Trans (Online Timecard) or Add (Transactions) button. The
Transaction Detail dialog box will open.

Transaction Detail for 00001 Washington,Carol

Date and Time
[=] (=] (=] =]
03/19/2005 07 :05:11 | HON
[=] [=10=10+1

[ Overide Round ]
[ Override Automatic Lunches and Breaks ]

ADDING TRANSACTION [ ok | [ cance |

Figure 135: Transaction Detail

3. The Transaction Detail dialog box contains the following information:

Setting Definition
Date Enter the date for this transaction.
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Time

Function

Clock

4.

Enter the time for the transaction.
HH:MM:SS. Enter this in military time.

Select the type for this transaction. The
standard options are:

Clocked In

Clocked Out

Out for Lunch

In from Lunch

Enter Department

Swipe & Go

Miscellaneous (used for entering
absences, vacation, tips and other
categories of time and dollars). See
Add Miscellaneous Transaction.

Additional options may appear, depending
upon your company and clock configuration.

Select the clock to which the transaction
should be attributed.

Click OK to commit the changes and return to the Online Timecard.

Add Miscellaneous Transaction

Transactions can be added from the Online Timecard or from the Transactions tab of the
Configure Employee dialog box. The method is the same in both locations.

This option for adding a transaction works best when you are going to manually enter all
elements of the transaction.

1.

Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 160.

Or navigate to the Transactions tab of the Configure Employee dialog box
and select the employee for whom you wish to add a transaction. See
Employee Transactions, page 133.

Click the Add Trans (Online Timecard) or Add (Transactions) button. The
Transaction Detail dialog box will open.

Select Miscellaneous from the function drop down menu, additional
information will open.
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Transaction Detail for 00001 Washington,Carol

Date and Time

=] =] =1 =] Function | 1izcellznecus b
03/19/2005 07 :06:11| MON
=i =i=ir= Clock | 001 Dems TRSZOL -

[ Overmide Bound ]

Mizcellaneous
WAC VACATICH W

@add Osubtract  HH:MM [08]:[{ [ Acenue towards overtime

Differential & 01 Oz O3

Lewvel

ADDING TRANSACTION [ ok [ Cancel |

Figure 136: Transaction Detail

4. The Transaction Detail dialog box contains the following information:

Setting Definition

Date Enter the date for this transaction.

Time Enter the time for the transaction.
HH:MM:SS. Enter this in military time.

Function Select Miscellaneous for this transaction.

The Miscellaneous function is used for
entering absences, vacation, tips and other
categories of time and dollars.

Clock Select the clock to which the transaction
should be attributed.

Override Round Check this option to have TA100 Pro ignore
the rounding rules for this transaction.

Override Automatic Check this option to cancel all automatic
Lunches and Breaks lunches and breaks assigned to a specific
day. The edit must be initiated from the start

time.
Miscellaneous This section will only become available when
Information the Miscellaneous function is selected.
Category Select the category for this transaction.
Add/Subtract Select Add to add the number of hours or

dollars in the next field. Select Subtract to
deduct the number of hours or dollars in the
next field.

HH:MM If an Hours category was selected, this field
will become available. Enter the number of
hours for this transaction in decimal format.

Amount If a Dollars category was selected, this field
will become available. Enter the amount of
dollars for this transaction.

If an Hours category was selected, this field
will automatically fill in when enter the
HH:MM in the previous field.
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REG/OT1/0T2/0T3 Select the rate at which the Miscellaneous
time should be paid.

Accrue towards Check this box to cause the Miscellaneous

Overtime entry to count toward overtime (daily and
weekly).

Differential Select the differential at which the
Miscellaneous time should be paid.

Level Check this option to have TA100 Pro

override the Job Costing level(s).

Prompt This section will become available if a
function requiring additional input is selected
(for example, Enter a Department).

Input Enter the additional input (for example, the
Department number).

5. Click OK to commit the changes and return to the Online Timecard.

Edit a Transaction

This section describes how to use the Edit button in the Transaction tab. You can edit
transactions from either the Online Timecard or the Transactions tab of the Configure
Employee dialog box. The Online Timecard provides two buttons: Edit/Add Start and
Edit/Add Stop, which are described in the next two sections.

1. Navigate to the Transactions tab of the Configure Employee dialog box and
select the employee whose time you wish to edit. See Employee
Transactions, page 133.

2. Navigate to and select the transaction you wish to edit.

3. Click the Edit button. The Transaction Detail dialog box will open.

Transaction Detail for 00001 Washington,Carol

Date and Time
[=] (=] (=] =]
03/19/2005 07 :05:11 | HON
[=] [=10=10+1

[ Overide Round ]
[ Override Automatic Lunches and Breaks ]

ADDING TRANSACTION | ok | [ Caneel |
Figure 137: Edit Transaction

4. Fillin the settings as described in the Add Transaction section.

5. Click OK to commit the changes and return to the Transactions screen.

Edit/Add Start

Edit/Add Start is available from the Online Timecard. The Edit/Add Start button opens
the Transaction Detail dialog box and automatically fills in certain fields.

o The Date fills in with the date selected in the Timecard.
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e The Time fills in with the employee's scheduled Clock In time for the
selected date.

e The Function fills in with Clocked In.

This option is easiest when you are adding a Clock In for the day that matches or is close
to the employee's scheduled In time.

1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 160.

2. Click the Edit/Add Start button. The Transaction Detail dialog box will open.
Fill in the settings as described in the Add Transaction section.

4. Click OK to commit the changes and return to the Online Timecard.

Edit/Add Stop

Edit/Add Stop is available from the Online Timecard. The Edit/Add Stop button opens
the Transaction Detail dialog box and automatically fills in certain fields.
e The Date fills in with the date selected in the Timecard.

e The Time fills in with the employee's scheduled Clock Out time for the
selected date.

¢ The Function fills in with Clocked Out.

e The Override Punch Link-Back Time is now an override feature, this
option will ignore all punch link-back time associated with a policy. This
edit must be initiated from the stop time.

This option is easiest when you are adding a Clock Out for the day that matches or is
close to the employee's scheduled Out time.

Transaction Detail for 00003 Anderson,Frank

Date and Time

=1 =] =1 Function | = CLOCEED OUT b
i 15:00:00 | Man
=i1l=10=1 Clock | 001 Deme T23Z0L

[ Overide Round ]
[ Overide Punch Link-Back Time ]

ADDING TRANSACTION Lok | [ conce |

1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 160.

2. Click the Edit/Add Stop button. The Transaction Detail dialog box will open.

Fill in the settings as described in the Add Transaction section.

4. Click OK to commit the changes and return to the Online Timecard.

Multiple Miscellaneous

The Multiple Miscellaneous button appears in the Online Time Card and allows you to
add Miscellaneous transactions on multiple days. This option is easiest when you are
adding several days of the same category, for example, for a weeklong vacation or per-
diems for a business trip.
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1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 160.

2. Click the Multiple Misc. button. The Multiple Miscellaneous Transaction
dialog box will open.

Multiple Miscellaneous Transaction

Miscellaneous Information
Febuary A 2009 %

ine)l0” 00-00 M SUN MON TUE WED THU FRI SAT

YAC  WACATION (Hours ¥ 1 2 3 4 5 [ 7

() add () subtract
HH:Mb4 |08:00 Arnount

g 3 10 1 12 13 14
15 16 17 18 13 20 21
[ &cene towards overtime T T T T g T
22 23 24 25 26 27 28
Differential @UO i 5] HOL

Job Cost Level Overide ]

[ Apply ] [ K ] [ Cancel

Figure 138: Multiple Miscellaneous

3. Fill in the settings as appropriate:

Setting Definition

Time Enter the start time for this miscellaneous
transaction. If AM/PM has been activated
from Main Company will require selection.

Category Select the category for this transaction.

Add/Subtract Select Add to add the number of hours or
dollars in the next field. Select Subtract to
deduct the number of hours or dollars in the
next field.

HH:MM If an Hours category was selected, this field
will become available. Enter the number of
hours for this transaction in decimal format.

Amount If a Dollars category was selected, this field
will become available. Enter the amount of
dollars for this transaction.

If an Hours category was selected, this field
will automatically fill in when enter the
HH:MM in the previous field.

REG/OT1/0T2/0T3 Select the rate at which the Miscellaneous
time should be paid.

Accrue towards Check this box to cause the Miscellaneous

Overtime entry to count toward overtime (daily and
weekly).

Differential Select the differential at which the

Miscellaneous time should be paid.
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Job Cost Level Check this option to have TA100 Pro
Override override the Job Costing level(s).
Calendar Using the drop-down boxes at the top of the

dialog box, select the Month and Year that
contains the days for which you wish to add
the Miscellaneous transactions.

Click the dates on the calendar for which you
wish to add the transactions. The dates
selected will appear to be indented.

4. Click the Apply button. The Category code will appear on the days selected.

Multiple Miscellaneous Transaction
|September j | 2005::'

SUM  MOM TUE WED THU FRI SAT

r Miscellaneous Information

1 2 3

Time [02 :[00:[00
[vac  vacarTow Hoursx | 4 5 B 7 3 9 10
(+ add ™ subtract . L L L 1 L

1 12 13 14 15 16 17
HH:MH [08: [00 Amount
o o o o 18 193] | 2| 2| 23| 24
I Accrue towards overtime
Differential & g¢ 1 2 ¢ 3 o5 [ . [ 57 [ o [ 29 [ a0

WAL |WAC | WAL |WAC | WAL

Juob Cost Level Override

ok | Lancel |

Figure 139: Multiple Miscellaneous

5. Click OK to commit the changes and return to the Online Timecard.

From Schedule

From Schedule adds a Clock In for the day and a Clock Out for the day punch, taking the
times from the employee's schedule. This is useful when the employee did not punch in
or out for the day, but worked the scheduled times.

TIP: You can check the Show Schedule option at the bottom of the Online Timecard in
order to verify the scheduled Start and Stop times prior to using this feature.

1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 160.

2. Click the From Schedule button. TA100 Pro will automatically fill in the Start
and Stop fields with the employee's Scheduled Start and Stop times for the
day.

Delete a Transaction

You may need to delete a transaction that has been made in error. Delete carefully, as there is no
way to retrieve deleted data.
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1. Navigate to the Online Timecard (see Online Timecard, page 160) or the
Transactions tab of the Configure Employee dialog box (see Employee
Transactions, page 133) and select the employee you wish to edit.

2. Navigate to the transaction you wish to delete.

3. Click the Delete button. You will be prompted with one of the following,
depending upon what you are deleting:

Confirm Delete ?

Start

This dialog box will appear if you
are deleting a line in the Timecard

Stop T el

that has both a Start and a Stop.

Confirmation

This dialog box will appear if you
Are you sure you want to delete? are deleting a single Start or Stop,

« |

from either the Timecard or the
Transactions.

Audit Trails

TA100 Pro keeps track of the changes that are made to time entries. This feature is known as an
"Audit Trail." The Transactions tab of the Configure Employee dialog box displays the changes
made to a transaction, the date the change was made, and the name and number of the person
who made the change. This information can be printed for reporting purposes.

1. Navigate to the Transactions tab of the Configure Employee window and
select the employee you wish to view.

2. Highlight the transaction for which you wish to see the Audit Trail.

3. The Audit Trail section of the screen contains the following:

SUPERYISOR
LRRARARRRNI
OPERATOR.SYSTEM
Date 08/27/2001
Time 11:00:05

Figure 140: Audit Trail

Setting

Definition

Supervisor

Supervisor Badge

Date

Time

Displays the name and number of the
supervisor who edited this transaction.

Displays the badge number associated with
the Supervisor who made the edit.

Displays the Date on which the edit was
made.

Displays the Time at which the edit was
made.

© January 2009 Time America, Inc.

170



TA100 Pro Manual

Print the Audit Trails

TA100 Pro tracks all changes that are made to time entries. You may print this Audit Trail
history.

1. Navigate to the Transactions tab of the Configure Employee window and
select the employee you wish to view.

2. Highlight the transaction for which you wish to see the Audit Trail.

3. Click the Print button. A drop-down list of Reports associated with this
screen will appear.

Online Timecard
Schedules

By Employes
Ey Dake

Wages
Profiles
Messages
Address
Quick
Skatus
Benefits
Job Cosk

Figure 141: Printing Audit Trails

4. Select Transactions, By Employee or By Date. The Print Transaction
Listing dialog box will open.

E Print Transaction Listing
DATE RANGE
’VStan 0&/20/2001 Mon at [oo[oo Stap [08/z7/2001 Mon st [0 oo ‘

DUTRUT TO
{F Sceen I Pinter [ Fle [ E-mai

DOFTIONS
[ I¥ Deleted ¥ Changed v {Eupervisar

r 0 AVAILABLE—— 5 SELECTED

JOMES, DAVID 00004

LEYNOLDS  ADELE 00047
SMITH. JOHN oo0os
(WASHINGTON,CAROL 00001

Ldd
Addall

Remove
Rgmove all

oK Close

Figure 142: Print Transaction Listing

5. Fill in the settings as appropriate:

Setting Definition
Start Enter the starting date for the report.

At Enter the starting time for the report.

Stop Enter the ending date for the report.
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At

Output to

Options

Employees

Approval Editor

Enter the ending time for the report

Select the type of report output you wish.

Screen: The report will preview on screen.
You are then able to print from the preview.

Printer: The report will be sent directly to the
printer.

File: The report will be sent to a FoxPro
report file.

Email: The report will be sent via email. (See
Emailing a Report, page 195).

Select which Audit Trail items you wish to
print along with the Transaction details.

Deleted: The report will display deleted
entries.

Changed: The report will display the editing
history of the transaction.

Supervisor: The report will display
transactions edited by supervisors at the
clock.

Select which employees for whom you wish
to print Transactions.

Add: Adds the selected employee to the list
of employees for the report.

Add All: Adds all employees to the list of
employees for the report.

Remove: Removes the selected employee
from the list of employees for the report.

Remove All: Removes all employees from
the list of employees for the report.

Click OK to commit the changes and run the report.
After previewing and/or printing, close the report (if necessary).

NOTE: The transaction report is color coded with red representing deleted
items and blue representing changes.

Click the Close button to exit the Report Settings dialog box and return to the
Transactions screen.

The Approval Editor is an extremely useful tool that displays employee transactions that need
approval or editing by a supervisor. These items display in the Approval Editor by default:

e System-Generated Absences
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It is also possible to edit transactions directly from the Approval Editor. Double-clicking a

e Missing Punches

transaction from the Approval Editor opens the Online Timecard, from which you can add, edit
and delete transactions normally. (See Approval Editor, page 172).

1. Click the Daily Operations menu, Approval Editor, or by clicking on

2

the

. The Approval Editor screen will open.

Approval Editor Selection

\

Absences(3)

Missing (1)

ANlf10)

FReason ~

Absent

Anderson Frank onnn3 wed 02/18/2003 07:00:00 Ahsent

Anderson Frank 00003 Thu | 02/13/2009 07:00:00 Ahsent

Anderson Frank onnn3 Fri | 02/20/2009 07:00:00 Ahsent

Anderson Frank oono3 tdon | 02/23/2008 07:00:00 Ahsent

Anderson Frank 00003 Tue |02/24/2009 07:05.00 Miszing Purich

Sample Joe 12345 tdon | 02/16/2009 02:00:00 Ahsent

Smith,John 00005 Mon | 02/16/2009 07.00.00 Absent

wlashington, Carol oooo tdon | 02/16/2009 07:00:00 Ahsent

~

10 Listed Show Count Tatak:
@ Aotive Enplogess O Inactive Employess O All Emploees [311,_GRomes v [21r pTVIsTONS

Figure 143: Approval Editor

2. The Approval Editor contains the following information:

Setting Definition

Absences Select this option to show only Absent Exceptions
needing approval.

Missing Select this option to show only Missing Punch
Exceptions needing approval.

All Select this option to show all Absences, Missing
Punches and all other Exceptions.

Name Displays the employee's name.

Number Displays the employee's number.

DOW Displays the day of the week on which the
item needing approval occurred.

Date Displays the date on which the item needing
approval occurred.

Time Displays the time at which the item needing
approval occurred.

Code Displays the Attendance Code for any
infractions. (i.e., IL for In Late, OG for Out
Graced, etc.).

Reason Displays the reason in color why the

transaction is displayed in the Approval
Editor
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Show Count Totals Displays the number of infractions next to the

label.

Active Employees Select this option to show only Active
employees.

Inactive Employees  Select this option to show only Inactive
employees.

All Employees Select this option to show both Active and
Inactive employees.

Group Select this option to display a specific Group.

Division Select this option to display a specific
Division.

3. To edit a transaction from the Approval Editor, double-click the transaction
you wish to change.

The Online Timecard will open to display the pay period during which the
transaction took place.

Tinecaid | Scheckn | Tranancsions |

Dy Cat Sisit

Diste

o0L;00 8.00
L on ag:on . oo san

1w o100 0,00 Lon
0€/03/03 Tue WORE L6:06 IL 04100 s.00 . . . L.00
06/04/0% Wed WOPE 15:36 IE 0L:00 8,50 . . L.00
DSOS Thay WORIE L6200 npior ow o0 san
o 06/ 08/03 Fri L6100

[t ey Shom Schedue | Approwe | Py Pt back [T = | Koy | 2]
From DE/26/2003 1o 0EAMR/2003

Fepocess | bddTres | Eouindd o | Edunddsion | bripte v, |

Dlosn
Figure 144: Online Timecard (from Approval Editor)

4. Add, edit or delete the transaction as needed. For more information on these
tasks, see Adding and Editing Transactions, page 162, and Deleting a
Transaction, page 169.

The Schedules Tab and Transaction tab will also be available to view and
edit. See Employee Schedule Tab, page 125 and the Employee
Transactions Tab, page 133.
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Status Board

The Status Board screen is a useful tool that displays the last punch for recorded for each
employee within a certain time range (for example, in the last 18 hours). This is an excellent way
to find out the current whereabouts of your employees. The data displayed in the screen is for
information purposes only and cannot be edited.

NOTE: If an employee has not punched within the time range specified no data will appear next

to his or her name.

Click the Daily Operations menu, Status Board. The Status Board screen
will open. You may select a specific type of status to view or select All to
display each status available.

e o o o (@

ourty Wi 1 fre—— e

Figure 145: Status Board

The Status Board screen contains the following information:

Setting Definition

Number Displays the number of the employee.

Name Displays the name of the employee.

Out, Explains the status of the employee. Shows by
Working displaying a colored square in the appropriate

and Lunch  status box.

Date and Displays the date and time of the last punch
Time recorded.

Clock Displays the clock at which the punch occurred.
Key Displays the function key on the clock pressed.
Prompt Displays the prompt associated with the function

key pressed.

Data Displays the code for any data that the employee

was prompted to enter. For example, PRD1 for per
diem, TIP1 For tips, etc.
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Setting Definition
Hours Enter the number of hours in the past you wish
Back TA100 Pro to look for the last punch. The default is

18 hours, indicating that the Status Board screen
will show all transactions that have occurred in the
last 18 hours.

All Select this option to display all employees,
regardless of whether they have punched within the
Hours Back time range.

Punches Select this option to display only employees who
have punched within the Hours Back time range.

No Select this option to display only employees who

Punches have not punched within the Hours Back time
range.

Group Select a Group to only view employees assigned to
that Group.

Division Select a Division to only view employees assigned
to that Division.

Print Print the Status Board report.

Button

3. Click Close to exit the Status Board window.

Task Organizer

The Task Organizer is an extremely useful tool that allows the user to walk through the necessary
steps that should be performed for a specific period of time, such as Daily, Monthly, Annual,
Payroll and System Setup.

1. Click the Edit menu, Task Organizer. The Task Organizer screen will open.

Task Organizer

Daily Tasks

The checklist below will wall wou through the necessary steps that should be performed
on a daily basis.

Completed?

Draily Tasks

Poll Timne Clacks
Monthly Tasks
Fix Mizssing Punches and Absences

Arrual Tagks

Payroll Tasks
System Setup

Cloze

2. The Task Organizer screen contains the following links:

e Daily
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¢ Monthly
e Annual
e Payroll

e System Setup
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Chapter IX Global Commands

This section describes commands and tasks that can be performed for many employees at
once. These tasks include Global Message Assignment and Transaction additions.

(/4 TA100 Pro - Time America Inc.

File EEIEeEEll - Reports  System Setup  Communications  Help

@ Approval Editor... f;_? J
43 Employee...
&y Status Board...

IT_? Task Organizer...

Benefit Accruals 4 Transactions. ..

Figure 146: Global Menu

Selecting Employees in Global Operation Dialog Boxes

The method of selecting employees is the same in nearly all of the Global Operation (as well as
the Report Parameter) dialog boxes. For ease of use, the technique is described here and
referenced in the instructions below.

There are four ways to select employees: Individually, Globally, by Group, and by Division.

Global Message Assignment

I
Add
Add all
v v
5 Available 0 Selected
) (oo

Figure 147: Selecting Employees

Select Employees Individually
1. Select the Employee you wish to choose.

2. Click the Add button. The employee will appear in the Selected list on the
right.

Select Employees Globally

1. Click the Add All button. All employees will appear in the Selected list on the
right.

Select Employees by Group
1. Click the Group button. The Group Selection dialog box will open.
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Group Selection

SELECT

ak. | Cancel |

Figure 148: Group Selection

2. Use the drop-down to select in the From box to select the first Group you
wish to choose.

3. Use the drop-down to select in the To box to select the first Group you wish
to choose. (TIP: To choose a single group, select the same Group in both
boxes).

4. Click OK to accept the changes and return to the dialog box. All employees
in the selected Groups will appear in the Selected list on the right.

Select Employees by Division

1. Click the Division button. The Division Selection dialog box will open.

Division Selection

SELECT

ok | LCancel |

Figure 149: Division Selection

2. Use the drop-down to select in the From box to select the first Division you
wish to choose.

3. Use the drop-down to select in the To box to select the first Division you wish
to choose. (TIP: To choose a single Division, select the same Division in both
boxes).

4. Click OK to accept the changes and return to the dialog box. All employees
in the selected Division will appear in the Selected list on the right.

Global Message Assignment

Global Message Assignment allows you to create a customized message that will display when
employees punch at the clock. This is an easy way to send the same message to multiple
employees at once. For example, you might send a message that says "Welcome" or display the
employee's name after punching.

1. Click the Daily Operations menu, Global, Message Assignment. The
Global Message Assignment dialog box will open.
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Global Message Assignment

I
Add
Add all
A w
5 Available 0 Selected

Figure 150: Global Message Assignment

2. Select the employee(s) to whom you wish to send the message using the
techniques described above (see Selecting Employees in Global
Operation Dialog Boxes, page 178).

3. Click the Details button. The Global Message Assignment Details dialog box
will open.

Global Message Assignment Details

—
Add

Add all

v v

Default message to Employee name Message

LCancel

Figure 151: Global Message Assignment Details

4. Select the clock(s) to which the message should be sent by click Add to
select a single clock, or Add All to select all clocks.

5. Check Default message to Employee name or enter the Message you
wish to send. The Message can be up to 20 characters long (this is the
maximum number of characters that can display on the LCD panel of the
clock).

6. Click OK to commit the changes and return to the Global Message
Assignment dialog box.

7. Click OK to send the message. The message will display to employees after
it is uploaded to the clock.

8. Click Close to exit the dialog box.

Global Add Transaction

Global Add Transaction allows you to add a transaction of any type for multiple employees. This
can be used to clock all employees out at a certain time, enter vacation or sick time for multiple
employees, etc.

1. Click the Daily Operations menu, Global, Transactions. The Global Add
Transaction dialog box will open.
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Global Add Transaction

I
Agdd all
v v
5 Available 0 Selected

Figure 152: Global Add Transaction

2. Select the employee(s) you wish to assign using the techniques described
above (see Selecting Employees in Global Operation Dialog Boxes, page
178).

3. Click the Punch button. The Global Add Transaction Details dialog box will
open.

i Global Add Transaction Details X

Date and Time
=1  [(=i(=1(=]

07/24/2007 11:56:12 | Tue

-

[ Overnde Aound ]

[ Override Automatic Lunches and Breaks ]

[ ok, ] [ LCancel ]

Figure 153: Global Add Transaction Details
4. Fillin the settings as described in the Adding and Editing Transactions
section, page 162.

5. Click the OK button to commit the changes and return to the Global Add
Transaction dialog box.

6. Click OK again to complete the entry.

Click Close to exit the dialog box.

© January 2009 Time America, Inc. 181



TA100 Pro Manual

Chapter X Reports

TA100 Pro has more than 300 available reports. In the interest of brevity, this section will
focus on the concepts and techniques associated with running reports and listings rather
than on the specifics of running every one of the reports.

Listings are atype of report that "lists" the items and settings in your TA100 Pro database.
Listings are good to print for reference information. Examples are listings of Departments,
Policies, Rounding rules, Clocks, etc.

li& TA100 Pro - Time America Inc.

File Daily Operations FEEEEREN Syskem Setup  Communications  Help

Period Reparts...
‘Weekly Reparts, .,
Daily Reports, .
Pavroll Exports, .

Liskings...

Location

Figure 154: Reports Menu

Important Information on Printing Reports

TA100 Pro prints reports to the printer that is currently defined for the program under File, Print.
By default, this is the same as the Windows default printer. If you wish to choose a different
printer, you must make the change prior to running the report, as the Report Print command
sends the report directly to the printer without prompting you to choose a printer.

The following instructions describe how to change your TA100 Pro printer.

Configure Printer
1. Click the File menu, Print. The Print Setup dialog box will open.

Frirter
M ame: “htadomi SLanier Color Laser
Status: Feady

Type: L&WIER MP C3500/LD435c PCL &
Wwhere:  IP_10.10.10.31
Comment:

o (o

Figure 155: Print Setup

2. Using the Name drop-down box, select the pre-defined printer to which you
wish to print.

3. Click OK to commit the changes and exit the dialog box. The TA100 Pro
printer will be changed and reports will now print to it.
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Running a Report

The basics of running reports are the same from report to report. Some reports may prompt for
additional information that is particular to that specific report, but most have standard settings.

The Reports are organized into categories to make them easier to find. The categories are:
e Period: Timecards, Who's Scheduled, Coverage, and other Period oriented reports.
o Weekly: Weekly Hours, Attendance, Approaching Overtime, Weekly oriented reports.
e Daily: Who's in, Who's not in, Daily Hours, and other Daily oriented reports.
e Payroll Exports: Runs the Payroll Export.
e Listings: Lists and setup definitions for your TA100 Pro configuration.

Most reports can be run by Range (allowing you to select a range of items or employees) or
Individual (allowing you to selecting individual employees or groups of employees). Both methods
are described below.

Running a Report by Range

1. Click the Reports button to display the report categories.

2. Select the category in which you wish to search. The Select Report list for
that category will appear.

NOTE: The Location feature allows you to move a report from one report
category to another.

Reports and Listings Selection
58 . ime Carc
Time Card [One Line)

"ﬁ] Time Card [One Line TA200)
— e Time Card [Category Summary)

'f.] Dl Time Card [Dept]
— ¥ Time Card [Dept. Summary)

4 ) Hours

'Aé Exeols Shift Summary

J L Time Card [Differential]

wiho's Scheduled

Time Card (Diff. Cat. Summary)
Coverage
Approved Timecards
Unapproved Timecards
Employes ‘Wage
Individual 5chedule
Employes ‘W age with Category
Department 'wWage
Lewvel Distribution b

O Individuals
[ Bun ] [ LCloze ]

Figure 156: Example: Select Report dialog box

3. Select the report you wish to run.
4. Select the Ranges option.

5. Click the Run button. The Report Parameter Selection dialog box will open.
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Time Card Parameter Selection

(3) Pay period
() Special
() Yesterday
() Taday

Employees

Employees
Departments
Divizions

Gioups

Pay Periods back | 1 hd
Policy [ Forecasting
Period Repiocess
(=l bctive () Inactive (O Al
[OF1] () Range Ta
=4l () Range Ta
@Al () Range Ta
@al () Range To

Close

Figure 157: Report Parameter Selection

6. Fill in the settings as appropriate:

Setting

Definition

Pay Period

Pay Periods Back

Select

Policy

Period

Special

Select this option to run the report for a pay
period. You will need to fill in the rest of the
pay period options that become available
when the option is selected.

Policy: Select the policy that contains the
pay period definition you wish to use.

Pay Periods Back: Enter the number of pay
periods in the past for which to run the report
Verify the dates shown in the Start and Stop
fields.

TIP: Entering O will run the report for the
current pay period.

Enter the number of pay periods in the past
for which to run the report Verify the dates
shown in the Start and Stop fields.

TIP: Entering 0 will run the report for the
current pay period.

Click this button to select the Policy that
contains the pay period definition you wish to
use.

Displays the number of the selected Policy
Displays the pay period frequency (weekly,
biweekly, etc.).

Select this option to enter the date range
manually.
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Start

Stop

Yesterday
Today

Forecasting

Reprocess

Employees

All

Range

The purpose of this field changes depending
upon which Date Range option has been
chosen.

If Special is chosen, enter the first date you
wish to display on the report.

If Pay Period is chosen, this field will display
the first date of the selected pay period.

If Yesterday or Today are chosen, this field
will display Yesterday or Today's date.

The purpose of this field changes depending
upon which Date Range option has been
chosen.

If Special is chosen, enter the last date you
wish to display on the report.

If Pay Period is chosen, this field will display
the last date of the selected pay period.

If Yesterday or Today are chosen, this field
will display Yesterday or Today's date.

Select this option to choose yesterday's date.
Select this option to choose today's date.

Check this box to include hours forecasted
from schedule (not worked yet) on the
reports.

Check this box to reprocess punch
information prior to running the report.

NOTE: This significantly slows down the
running of the report and is unnecessary if
you already have AutoProcessing turned on.

Select which type of employees you wish to
be included on the report.

Active: The report will print only Active
employees.

Inactive: The report will print only Inactive
employees.

Both: The report will print both Active and
Inactive employees.

Check All to indicate that you wish all items
in a collection to be printed.

Check Range to indicate that you wish to
choose a range of items.
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Employees Select the employees for whom you wish to
print the report. If you have chosen Range,
select the starting and ending employees.
TA100 Pro will print all employees between
the selected individuals (inclusive).

Departments Select the Departments for which you wish to
print the report. If you have chosen Range,
select the starting and ending Departments.
TA100 Pro will print employees in all
Departments between the selected items
(inclusive).

Divisions Select the Divisions for which you wish to
print the report. If you have chosen Range,
select the starting and ending Division.
TA100 Pro will print employees in all
Divisions between the selected items
(inclusive).

Groups Select the Groups for which you wish to print
the report. If you have chosen Range, select
the starting and ending Groups. TA100 Pro
will print employees in all Groups between
the selected items (inclusive).

7. When all settings are complete, click OK to proceed to the Additional
Reporting Parameters dialog box.

Additional Reporting Parameters

STATUS

(+) Both (+) Both
) Full time () Permanent () Hourly
() Part time () Temporary () Salary
SORT BY
() Number (3) Mame

GROUP BY
() Mone () Department () Division () Group

QuUTPUT TO

Screen [ Printer [CIFile
] E-mail [ E-mail [Employee]
[ oK ] [ LCancel ]

Figure 158: Additional Reporting Parameters

8. The Additional Parameters dialog allows you to further filter and group report
data. Fill in the settings as appropriate:

Setting Definition
Status These settings allow you filter which
employees' data will be printed.
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Full Time/Part Time/Both

Permanent/Temporary/Both

Hourly/Salary

Sort By

Group By

Output to

Check Full Time to print only employees
whose Status is Full Time.

Check Part Time to print only employees
whose Status is Part Time.

Check Both to print both Full Time and Part
Time employees.

Check Permanent to print only employees
whose Status is Permanent.

Check Temporary to print only employees
whose Status is Temporary.

Check Both to print both Permanent and
Temporary employees.

Check Hourly to print only employees whose
Status is Hourly.

Check Salary to print only employees whose
Status is Salary.

Check Both to print both Hourly and Salary
employees.

Select the setting by which you want
employee records to sort. The options are
Number (Employee ID Number) or Name.

Select the setting by which you want
employee records to group (organize). The
options are None, Department, Division
and Group.

Select the media to which you wish to output
the report. The options are:

Screen: The report will preview on screen.
You are then able to print from the preview.

Printer: The report will be sent directly to the
printer.

File: The report will be sent to a FoxPro
report file.

Email: The report will be sent via email. If
you choose this option, you will be given an
additional screen to enter the email
recipients. (See Emailing a Report, page
195).

Email (Employee): The report will be sent

via email. If you choose this option, you will
be given an additional screen to select the

employee.

NOTE: Reports can only be Emailed via
Microsoft Outlook.
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9. When all settings are complete, click the OK button to run the report.

NOTE: Some reports may prompt for additional information particular to the
specific report at this point. You may also be prompted for Email recipient
information, if you choose to send the report via email.

10. The report will output to your choice (Screen, Printer, File or Email.)

11. After receiving the report, click the Close button until you have exited all the
dialog boxes.

Running a Report by Individual

1. Click the Reports button to display the report categories.

2. Select the category in which you wish to search. The Select Report list for
that category will appear.

NOTE: The Location feature allows you to move a report from one report
category to another.

Reports and Listings Selection
55 . ime Cai
Time Card [Ore Line)

7 Time Card [One Line TA200]
“-:] feeckl Time Card [Category Summary)
| ; Time Card [Dept]

“-:] Bl Time Card [Dept. Summary|

@ Exports HD.urs
[a=- Shift Summary

_J e Time Card [Differential]

who's Scheduled

Time Card [Diff. Cat. Summary)
Coverage
Approved Timecards
Unapproved Timecards
Employes Wage
Individual Schedule
Employee Wage with Category
Department \wage
Level Distribution b

O Ranges :
[ Bun ] [ Cloge ]

Figure 159: Example: Select Report dialog box

3. Highlight the report you wish to run.
4. Select the Individuals option.

5. Click the Run button. The Report Parameter Selection dialog box will open.

() Pay peiiod PayPeiodsback 1 ¥ Start
O Vesterday Policy [ ] Forecasting
O Today o] Reprocess
Employees () Active O lnactive (A1
ANDEREON, FRANK ifulekcy A EAIMES  PETER
JOMES, DAVID 00004 Add all ZMITH, J0EN 00005
SAMPLE,JOE 12345
WASHINGTON,CAROL 00001 Department
>
4 Avaishle 2 Selected

Figure 160: Report Parameter Selection

6. Fill in the settings as appropriate:
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Setting

Definition

Pay Period

Pay Periods Back

Select

Policy

Period

Special

Start

Stop

Select this option to run the report for a pay
period. You will need to fill in the rest of the
pay period options that become available
when the option is selected.

Policy: Select the policy that contains the
pay period definition you wish to use.

Pay Periods Back: Enter the number of pay
periods in the past for which to run the report
Verify the dates shown in the Start and Stop
fields.

TIP: Entering O will run the report for the
current pay period.

Enter the number of pay periods in the past
for which to run the report Verify the dates
shown in the Start and Stop fields.

TIP: Entering O will run the report for the
current pay period.

Click this button to select the Policy that
contains the pay period definition you wish to
use.

Displays the number of the selected Policy

Displays the pay period frequency (weekly,
biweekly, etc.).

Select this option to enter the date range
manually.

The purpose of this field changes depending
upon which Date Range option has been
chosen.

If Special is chosen, enter the first date you
wish to display on the report.

If Pay Period is chosen, this field will display
the first date of the selected pay period.

If Yesterday or Today are chosen, this field
will display Yesterday or Today's date.

The purpose of this field changes depending
upon which Date Range option has been
chosen.

If Special is chosen, enter the last date you
wish to display on the report.

If Pay Period is chosen, this field will display
the last date of the selected pay period.

If Yesterday or Today are chosen, this field
will display Yesterday or Today's date.
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Yesterday
Today

Forecasting

Reprocess

Employees

Select this option to choose yesterday's date.
Select this option to choose today's date.

Check this box to include hours forecasted
from schedule (not worked yet) on the
reports.

Check this box to reprocess punch
information prior to running the report.

NOTE: This significantly slows down the
running of the report and is unnecessary if
you already have AutoProcessing turned on.

Select which type of employees you wish to
be included on the report.

Active: The report will print only Active
employees.

Inactive: The report will print only Inactive
employees.

Both: The report will print both Active and
Inactive employees.
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7. Select the employee(s) for whom you wish to run the report.

There are four ways to select employees: Individually, Globally, by Group,
and by Division.

Select Employees In Reports
Select Employees Individually

e Double-click the Employee you wish to choose. The Employee will be added to
the Selected list on the right.

Select Employees Globally

e Click the Add All button. All employees will appear in the Selected list on the
right.

Select Employees by Group
e Click the Group button. The Group Selection dialog box will open.

Group Selection

SELECT

From ik

To [oo1 Time Auerica, Inc. Pre |

ok | LCancel |

Figure 161: Group Selection
e Use the drop-down to select in the From box to select the first Group you wish to
choose.

e Use the drop-down to select in the To box to select the first Group you wish to
choose. (TIP: To choose a single group, select the same Group in both boxes).

e Click OK to accept the changes and return to the dialog box. All employees in the
selected Groups will appear in the Selected list on the right.

Select Employees by Division

e Click the Division button. The Division Selection dialog box will open.

Division Selection

SELECT

From  (gafafals]

To [ooon TIME amERTCA, THC. &

Qg LCancel |

Figure 162: Division Selection

e Use the drop-down to select in the From box to select the first Division you wish
to choose.

e Use the drop-down to select in the To box to select the first Division you wish to
choose. (TIP: To choose a single Division, select the same Division in both
boxes).

e Click OK to accept the changes and return to the dialog box. All employees in the
selected Divisions will appear in the Selected list on the right.
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8. When all settings are complete, click OK to proceed to the Additional
Reporting Parameters dialog box.

Additional Reporting Parameters

STATUS

() Both () Both
) Full time () Permanent () Hourly
() Part time () Temporary () Salary
SORT BY
() Number (3) Mame
GROUP BY
(*) Mone () Department () Division () Group
QuTPUT TO
Screen [ Pririker [IFile
] E-mail [ E-mail [Employee]

[

TSN

LCancel ]

Figure 163: Additional Reporting Parameters

9. The Additional Parameters dialog box allows you to further filter and group
report data. Fill in the settings as appropriate:

Setting

Definition

Status

Full Time/Part Time/Both

Permanent/Temporary/Both

Hourly/Salary

Sort By

Group By

These settings allow you filter which
employees' data will be printed.

Check Full Time to print only employees
whose Status is Part Time.

Check Part Time to print only employees
whose Status is Full Time.

Check Both to print both Full Time and Part
Time employees.

Check Permanent to print only employees
whose Status is Permanent.

Check Temporary to print only employees
whose Status is Temporary.

Check Both to print both Permanent and
Temporary employees.

Check Hourly to print only employees whose
Status is Hourly.

Check Salary to print only employees whose
Status is Salary.

Check Both to print both Hourly and Salary
employees.

Select the setting by which you want
employee records to sort. The options are
Number (Employee ID Number) or Name.

Select the setting by which you want
employee records to group (organize). The
options are None, Department, Division
and Group.
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Output to Select the media to which you wish to output
the report. The options are:

Screen: The report will preview on screen.
You are then able to print from the preview.

Printer: The report will be sent directly to the
printer.

File: The report can be created in several file
types including RTF, PDF and Excel.

Email: The report will be sent via email. If
you choose this option, you will be given an
additional screen to enter the email
recipients. (See Emailing a Report, page
195).

Email (Employee): The report will be sent

via email. If you choose this option, you will
be given an additional screen to select the

employee.

10. When all settings are complete, click the OK button to run the report.

NOTE: At this point some reports may prompt for additional information
particular to that specific report. You may also be prompted for Email
recipient information, if you choose to send a report via email.

11. The report will output to your choice (Screen, Printer, File or Email.)

12. After receiving the report, click the Close button until you have exited all the
dialog boxes.

On Screen Report Preview

If you chose to output the report to Screen, a Report Preview window will open. This window will
display the report as it will be printed and allows you to print directly from this window.

1. Run the report of your choice, selecting Output to Screen. See Running a
Report, page 183.

2. The Report Designer window for the selected report will open to preview your
report.
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G; Report Designer - timecard.frx - Page 1 - Genesis Pro - Time America, Inc.

E Ele Edt Reports Configure Clocks Help

=181
=lax|

4l ) > [w e =] ] &

Ordered by, Code

Date range: 051372001 - 03/26/2001

ABC Widgets Tuesday 0872872001
075123

TIME CARD REPORT Page 1

Hame

Wigshington, Carol

DATE DAY _CTGY. START

08 32001 MON
08/ 472001 TUE  WORK
WWORK
08/ 52001 WED WORK
05/16/2001 THU
VWORK
05A17/2001 FRI - WWORK
082002001 MON  WORK
087212001 TUE  WAC

082272001 WWED WAC
08232001 THU  WAC
0872472001 FRI WORK

0707 10
0524
0756 1L
o7
1203
0a56
0&57
ocno
DE58
ocno
ono
0754 1L

EMPLOYEE TOTALS L . 500

* Thig em ployvee has missing punches in the selected date range. =
HOURS REG o 012 oT3 UHPAID _TOTAL DOLLARS
1801 000 0.00
0324 218 775 100 875
1605 66D
1604 800 7.00 100 800
0.00 0.00

STOP

12035

18m G.00 8.00

16803 .00 8.00
800 .00

800 .00
00 .00
1B00 OG 700 1.00 .00

6673

EMPLOYEE

Hame

SUPERWISOR

Baines, P ster

DATE DAY _CTGY. START

051132001 MO WWORK
08M14/2001 TUE  WWORK
08152001 WED

VWORK

1824 IL
1356
1604
2234

2 This em ployse has missing punches in the sslectad dats rangs. =
STOP HOURS _ REG o™ oT2 OT3  _UHPAID _TOTAL DOLLARS
0258 OG 850 750 1.00 8.50
0253 0D 875 775 1.00 875
0.00 0.00

2234

Figure 164: Example: On Screen Report Preview

Print Preview [x]

@ > N [ v ®| &

Figure 165: Print Toolbar

3. The Report Preview window contains several tool buttons. Reading from left
to right, these are:

Setting

Definition

First Page

Previous Page

Go To Page

Next Page

Last Page

Zoom

Close Preview

Click this button to navigate to the first page
of a multi-page report.

Click this button to navigate to the previous
page in a multi-page report.

Click this button to enter the page to which
you wish to go.

Click this button to navigate to the next page
in a multi-page report.

Click this button to navigate to the last page
of a multi-page report.

Use this box to change the zoom percentage
of the report to show more or less of the
report on screen.

Click this button to exit the Report Preview
screen.
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Print Click this button to print the report to the
printer currently selected under File, Print.
(See Important Information on Printing
Reports, page 182).

4. Click the Close Preview button to exit the Report Preview screen.

5. Click the Close button until you have exited all the dialog boxes.

Emailing a Report

TA100 Pro allows you to email reports in Adobe Acrobat format using the email program currently
configured on your computer. TA100 Pro will attach the report to an email and place it in the
outgoing email queue of your email program. Your email program will then be responsible for
sending the email. The title of the email will be the same as the report you have chosen, and the
text of the message will include the date and time at which the report was run.

When you output a report to email, you will be asked to fill in the email addresses of the

recipients.
1. Run the report of your choice, selecting Output to Email. (See Running a
Report, page 183.) The Email Recipients dialog box will open.
Ta
=
Femone |
R
LCc
=
By |
Bc
=
LI Remaove: |
add Edit Delete |
K Cancel
Figure 166: Email Recipients
2. Fill in the settings as appropriate:
Setting Definition

Recipient List

Displays a list of the recipients to whom
you've sent reports to in the past.

Add Button Click this button to add a new recipient. You
will be prompted to enter the person's name
and email address.

Edit Button Click this button to edit an existing recipient's

Delete Button

To Button

information. You will be prompted to enter
the person's name and email address.

Click this button to delete an existing
recipient's information.

Click this button to add the selected recipient
to the To: field of your email.
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CC Button

BCC Button

Remove Button

Click this button to add the selected recipient

to the CC: (Courtesy Copy) field of your
email.

Click this button to add the selected recipient
to the BCC: (Blind Courtesy Copy) field of
your email.

Click this button to remove a recipient added
in error.

3. When all recipients are added, click the OK button to send the email. You will
see a "Processing email" message, but the email will not appear on screen.

4. After the email is processed, click the Close button until you have exited all
the dialog boxes.

5. You can view the sent email from the sent mail folder of your email program
(for example, MS Outlook's Sent Items folder). The email will appear
something like this:

i TIME CARD REPORT - Message (Plain Text) o [m] 5]

Jﬁ\e Edit Yiew Insert Format Tools Actions Help

[alm o=

|
J

EEAEE IR TN AR AR e o

|© This message has not been sent.

To... ||‘ade\er@tmeamenca.cnm‘

w |

Subject: ITIME CARD REPORT

Attached is the Time Card Report that was run at 08/28/2001 05:05:48. ;I

]

Timecard.pdf
(13KE)

Figure 167: Example: Emailed Report
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Chapter XI Terminal Configuration

This section covers the concepts and tasks associated with setting up clocks.

TA100 Pro Supports the use of three types of clocks: TA520/530, TA620, PC Clock and
TASC. Support for ATS and Hand Reader, Videx DuraTrax clocks is available in additional
modules.

For each clock, the following parameters must be defined:
e Communication Type (RS232, RS485, Internal/External modem, or Ethernet)
e PC Comm Port used for communication
e Baud Rate
o Default Levels

e Bell Schedule (if applicable)

f¢ TA1ODD PRO - Time America Inc.
File Daily Operations Reports  System Setup | Communications  Help

E8 FEHO D o
J z‘ = ] futo Process, ..
Set Date and Time. ..

Configure TAS00.,.
TaG00, .,
TASC, .,

Hand Readet. ..
ATS Series...

Figure 168: Clocks Menu

Types of Connections

Time America clocks are capable of communicating in one of four different ways:

e The Direct or RS-232 serial port solution is designed for a single, short-range
terminal. The terminal should not be placed beyond 50 feet of shielded wire from a
PC. Each terminal requires its own serial connection to a PC using an RS-232 serial
port.

e The LAN or RS-485 solution is designed for a direct connection, long-range, single or
multi-terminal system. RS-485 allows up to 32 terminals to be networked to one PC
serial port, creating a Local Area Network (LAN). Each terminal is connected to a
LAN distribution box. These boxes connect to the Polling PC with two conductor-
shielded cable. The total length of the serial connection can be as much as 5000 feet
(almost 1 mile). Each terminal is identified using a unique ID.

e The modem option is designed for a single- or multi-unit environment. The modem
solution provides two additional options: internal modem or external modem.
Generally, this option is utilized when the terminal is located out of cabling range or if
the use of cabling is being avoided. When data needs to be downloaded, TA100 Pro
can place a call (using a modem in the PC) to the terminal, download the information
and disconnect.

NOTE: The computer that polls the clocks will need a modem in order to call the
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clock. Time America recommends U.S. Robotics modems, as they are capable of
communicating with the clock at the 1200 and 2400-baud rates required.

e The Ethernet connection is designed for Local or Wide Area Networks using the
TCP/IP protocol. The terminal is connected to the network through a hub, just like
any other computer on the network.

As part of the configuration of the clock, you will choose the type of connection for each clock.
The configuration dialog box will prompt you for information specific to the type of connection you
have chosen.

Smart Converters

Using a Smart Converter, TA100 Pro can transform a LAN clock into a Modem clock.

TA500, TA600 and TA7000 Series (TA520/530, TA620, TA7000)

Configuration of the TA500 Series, TA600 Series and TA7000 Series time clocks is virtually
identical. For this reason, they are combined into one section.

Since multiple clocks can be defined in the TA100 Pro, a copy feature is available to copy an
existing clock’s parameters when adding a new clock. This eliminates the need to re-enter an
entirely new clock configuration.

Configure a TA500/TA600/TA7000 Series Clock

1. Click the Communications menu, Configure, TA500 or TA600 or TA7000.
The Configure Clock dialog box will open. The dialog box contains several
tabs, all of which are described below.

Configure TAS00 Series Clocks

1 L
Demo 520

ral: | Canfigure |

Code [T Uescription [Dieme 520 e |cifve
(- EammuniEatar = Lat
Fath IDire:l RS5232) 'I bavdiste | 9500 7
Fort IEDM 2 & ceidlBaud [S800 B LEfo i
Larverten (@RS 150
Tifre diffi le]=ie t [ellelel -
(TIE0 T ETENGE e EE T GO LS ST1E G (i 0 s —
Divisior [0000" ABC Manufactoring gl I Address [T
- SUpETsoy FRart
it ferentn [i1 Defeullidte [5 T
FFrefivifan esall | [ EfEUE) =
Zeiligels Eaudirate (9200
plaztie Fhiare noimben
Emplages hadgs
[l sauree sulize by superbo Gtart/stopianswen [ [ | 72 [250 5
¥ S ¥ Sl Fing delan [
= | = e I ey
2Listed I |BapCode e Humbencireties [0

= Code  Name
I~ Show Inactives

add | Edt | Deete | Pt | Oese

Figure 169: Configure TA500/TA600/TA7000 Clocks: General Tab

2. The General tab defines the communication and general operation settings
and contains the following information:

Setting Definition

Code This is a required field. Enter a unique code
(up to 4 characters) to identify the clock.
Once defined, this code cannot be changed.
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Description

Active

Revision 50r 6

Path

Port

Serial Baud

Lan

Baud Rate

Enter a description of the clock. This
description will be seen in the system and on
reports. This field can be used to describe
the clock type and it's location in your facility
(i.e. TA530 In BUILDING TWO). The clock
description can be up to 30 characters long.

Click the Active check box to indicate that the
clock is currently in use. Uncheck this box if
the clock is not being used at this time.

THIS WILL ONLY SHOW FOR THE TA600
SERIES

Select the appropriate revision — you can
check the revision by powering up the clock.

Select the type of connection this clock will
use. The options are:

e Direct (RS232)

e LAN (RS485)

e Modem (Internal)

e Serial LAN (Smart Converter)

e Remote Direct (External Modem)
e Modem LAN (Smart Converter)
e Ethernet (External)

For more information on these connections,
see Types of Connections, page 197.

Select the communications port on your
computer that will be used to communicate
with the clock. The factory default is COM 1.

This is the Direct connection (RS232) in the
Communication Path field.

e RS232 Baud = 9600 for all clocks

These settings become available when LAN
has been chosen as the communication type
in the Communication Path field.

The default is 9600 baud. Make sure the
baud rate selected here matches the baud
rate defined at the clock. All clocks use 9600
for LAN. The TA600 can go as high as
19200.

TIP: You can use the Configuration Badge
(000000000) at the clock to view/modify the
clock’s baud rate.
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LAN ID Enter the clock’s unigque identification
number in this field. This number provides a
way for the system to distinguish between
individual clocks. Any one-character
(alphabetic or numeric) ID may be used.
Make sure the LAN ID defined here matches
the LAN ID defined at the clock.

TIP: You can use the Configuration Badge
(000000000) at the clock to view/modify the
clock’'s LAN ID.

Converter Select the type of converter used in the LAN
setup.

The RTS converters have been phased out
over the years and were mainly used with AT
style computers that used a 25 pin serial
port. Most new computers use 9 pin serial
ports that connect to the newer SD style
converters. If you are unsure which you
have, contact your dealer.

Ethernet These settings define how an Ethernet clock
will communicate with TA100 Pro.

IP Address Enter the IP address assigned to the
Etherlink converter.

IP Port Displays the port used on the Etherlink
Converter. The default is 3000 and should
not be changed. Altering this number will
result in communication failure, and the
possibility of only being able to connect to
the Etherlink Converter serially.

Modem These settings define how a modem clock
will communicate with TA100 Pro.

Baud Rate Select the modem’s communication speed.
Make sure the baud rate selected here
matches the baud rate defined at the clock.

NOTE: The maximum baud rate for the
TA500 internal modem is 1200 and the
maximum baud rate for the TA600 internal
modem is 2400. The maximum baud rate for
the TA7000 internal modem is TBD.
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Phone Number

Start/Stop
Answer

Ring Delay

Number of Retries

Time Difference
Between Computer
and Clock

Division

Supervisor

Enter the phone number the PC modem
must dial to communicate with this clock. The
number must be entered in the following
format:

Outside Line Access Code, Wait
Symbol, Area Code, Phone Number

If no outside line is required (such as 9),
simply enter the phone number. Omit the
area code if not applicable. On most
modems, the wait symbol is a comma (,)
typically representing a one second pause.
Multiple wait symbols can be used if
necessary.

These fields control the time of day the
clock’s internal modem will answer an
incoming call. Enter the modem'’s start and
stop answer time in military format (HH:MM).

For example, to set the modem to answer
only between 7:00 A.M. and 6:00 P.M., enter
07:00 and 18:00 in the fields provided. The
default is 00:00 (midnight) and 23:59 (one
minute before midnight). In other words, the
modem will answer any time it is called
during the day.

Enter the number of rings that the clock
should wait before picking up the line.

For example, setting the Ring Delay to 4
means that after the clock detects a ringing
phone; it will wait 4 rings before answering. 0
means DO NOT ANSWER.

Enter the number of times the computer
should attempt to connect to the clock if
communication either fails or is interrupted
during polling.

Enter the time difference (in hours) between
the computer and time clock. Since the
computer can set the clock’s time, this field
compensates for time zone differences
between the computer’s location and the
clock’s location. When the clock’s time is set,
the system either adds or subtracts this time
difference from the computer’s clock.

A setting of 0 indicates that the clock and
computer are in the same time zone.

Select the company division where the clock
is located. Every transaction entered on this
clock is tagged with this division code.

These options define supervisor settings for
the clock.
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Prefix for Entry

Prefix for Recall

Default Date

Default Time

Input

Initial Source

Swipe

Key

Bar Code

Employee Badge
Source By
Supervisor

Swipe

Key

Bar Code

Enter the prefix code used by the terminal to
identify a supervisor’'s badge. Any badge
starting with this prefix can access the
clock’s Supervisor Mode. Using this mode, a
supervisor can add, view, or delete
transactions in the time clock.

The default prefix is 11. For example, badge
number 112345 can access Supervisor
Mode

Enter the prefix code used by the terminal to
identify a recall badge. Any badge starting
with this prefix can access the clock’s Recall
Mode. In Recall Mode, a person can view
previous time transactions but not add, edit,
or delete transactions.

Check this box to automatically use the
clock’s current date for transactions added
using a supervisor’'s badge. When this check
box is clear, the clock prompts the supervisor
for the date of any new transactions.

Check this box to automatically use the
clock’s current time for transactions added
using a supervisor’'s badge. When this check
box is clear, the clock prompts the supervisor
for the time of any new transactions.

These settings determine how data can put
entered into the clock.

Check the applicable check box(es) to
indicate the method by which an employee
badge number is entered into the clock.

The employee's badge number can be
entered by swiping a badge.

The employee's badge number can be
entered by pressing keys on the clock
keypad.

The employee's badge number can be
entered by scanning a bar code.

Check the applicable check box(es) to
indicate the method by which a supervisor (in
supervisor mode) can enter employee badge
number into the clock.

The employee's badge number can be
entered by swiping a badge.

The employee's badge number can be
entered by pressing keys on the clock
keypad.

The employee's badge number can be
entered by scanning a bar code.
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3. The Configure tab defines the message and timeout settings and contains
the following information:

Configure TA600 Series Clocks

o001 General | Configure
MAIN CLOCK
Time-Outs Messages

1 Listed

~ For data input
ToENTER FUNCTION | 20.0
Displayed messages | 2.0
Supervisar questions | 90.0
Enor messages | 1.5

EMTER FUMCTIOM message
INVALID SOURCE message
INYALID BADGE message
INVALID LEVEL message
Idie message

ENTER FUNCTION
INVALID SOURCE
INVALID BADGE
INVALID LEVEL
TIME AMERICA INC

Idle display (sec] | 2 Datetime display (sec] | 2

Swipe & Gio Badges
Highest Swips & Go number to be used 9399

[[] Use Feedback Enhancer

] Skip recording of diagnastic and programming info
[ Display idie time in military format
Transaction Print

[ Priet trarsactions as they occur Line feed after | 0
v Header line 1

Header line 2

[] Dawnlaad Bel Scheduls

Figure 170: Configure TA500/TA600/TA7000 Clocks: Configure Tab

Setting

Definition

Time-Outs

For data input

To Enter function

Displayed
messages

These settings determine how long prompts
and messages will appear on the clock's
screen.

Enter the length of time (from 0.1 to 99.9
seconds) the clock will wait for a response to
a prompt before returning to an idle state.

Time is entered in seconds and tenths of a
second. For example, 10.0 means that the
clock will wait 10 seconds for a response
after prompting for input. The default is 60.0
seconds

Enter the length of time (from 0.1 to 99.9
seconds) the clock will wait for a response to
enter a function before returning to an idle
state.

Time is entered in seconds and tenths of a
second. For example, 5.5 means that the
clock will wait 5%2 seconds for a response
after prompting for input. The default is 20.0
seconds.

Enter the length of time (from 0.1 to 99.9
seconds) the clock will display any message
before returning to an idle state.

Time is entered in seconds and tenths of a
second. For example, 1.5 means that the
clock will display messages for 1¥2 seconds.
The default is 2.0 seconds.
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Supervisor
guestions

Error messages

Messages

Enter Function

Invalid Source

Invalid Badge

Invalid Level

Enter the length of time (from 0.1 to 99.9
seconds) the clock will wait for a response to
a supervisor question before returning to an
idle state.

Time is entered in seconds and tenths of a
second. For example, 30.0 means that the
clock will wait 30 seconds for a supervisor's
response to a question such as “Employee
Badge #". The default is 90.0 seconds

Enter the length of time (from 0.1 to 99.9
seconds) the clock will display any error
message before returning to an idle state.

Time is entered in seconds and tenths of a
second. For example, 1.0 means that the
clock will display error messages for one
second. The default is 1.5 seconds.

These settings define the text prompts for
certain operations at the clock.

This field allows you to replace the default
ENTER FUNCTION message with a custom
message (up to 16 characters in length).

This message is displayed after swiping a
badge or entering a badge number at the
clock.

This field allows you to replace the standard
INVALID SOURCE message with a custom
message (up to 16 characters in length).

This message will display when an input
source is used that the terminal has been
programmed to ignore. For example, the
employee uses a magnetic strip badge to
punch In when only keypad entry is
recognized.

This field allows you to replace the standard
INVALID BADGE message with a custom
message (up to 16 characters in length).

An INVALID BADGE message displays when
a badge or card other than the specified
badge length is used.

This field allows you to replace the default
INVALID LEVEL message with a custom
message.

This message is displayed when Validation is
used, and an invalid level number is entered.
It cannot be more than 16 characters.
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Idle Message

Idle Display (sec)

Date/Time display
(sec)

Swipe & Go Badges

Use feedback
enhancer

Display idle time in
military format

Enter the message text that displays on the
time clock when in an idle state. If this field is
left blank, no message will be displayed.

It can accept a one-line message that is up
to 16 characters.

Enter the length of time (from 1 to 60
seconds) that the idle message displays
before switching to the date and time. The
default is 2. 0 indicates the idle message
should not display.

Enter the length of time (from 1 to 60
seconds) that the Date and time display
before switching back to the idle message.
The default is 2. 0 indicates the date and
time should not display.

If the Swipe & Go feature is used enter the
highest badge number that the terminal will
recognize as a Swipe & Go badge.

For example, if 2000 is entered here, only
badge numbers 0001 through 2000 are
considered Swipe & Go badges. All badge
numbers above 2000 are treated as “normal”
badges requiring the employee to enter a
function key to complete the transaction
(Clock In or Out, Out to Lunch, In from
Lunch, etc.).

NOTE: The Swipe & Go feature is enabled in
the Main Company configuration screen. See
Main Company, page 28.

Select this check box to use the optional
Feedback Enhancer (if applicable). If the
Feedback Enhancer is not being used, do
not select this check box.

NOTE: The TA500 series clocks need to be
wired for bells and access for this feature to
work.

Click this check box to display the clock’s idle
time in military format (i.e. a 24-hour format).
Clear this box to display the clock’s idle time
in standard format (i.e. a 12-hour clock). In
both cases, the time is displayed using the
HH:MM:SS format.
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Skip recording of Check this box to skip recording the
diagnostic and Diagnostic and Programming information that
programming info display on the Diag Info and Prog Info tabs.

These two files are created and written to
each time a clock is communicated with and
programmed using TA100 Pro. This
information is used for troubleshooting
communication problems. These files slow
the polling process down, although not
noticeably, and can be turned off by checking
the box.

NOTE: Turning off these files will make it
difficult to troubleshoot certain
communication problems.

Print Transactions If a printer is connected to the time clock’s

as they occur serial port (TA500) or parallel port (TA620),
check this box to print time transactions as
they are entered at the terminal. Uncheck
this box if a printer is not attached to the
clock or you do not wish print transactions

Line Feed After Controls how many lines should feed after
the receipt has printed.

Header line 1 Enter the first line of the header you wish to
print on all transaction listings printed directly
from the terminal. Up to 40 characters may
be entered in this field. The default is blank
indicating Header line 1 will not be printed.

Header line 2 Enter the second line of the header you wish
to print on all transaction listings printed
directly from the terminal. Up to 40
characters may be entered in this field. The
default is blank indicating Header line 2 will
not be printed.

Download Bell Check this box to download a pre-defined
Schedule Bell Schedule to this clock. This option is
only available with the Bell Schedule module.

4. NOTE: This tab will only apply to TA7000 Clocks using the fingerprint
option.

The Assignments tab lists the employees that can use this clock. This is only
necessary if you are using fingerprints with TA7000 clocks.

Condigure TATONM Series Clocks
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The tab contains the following information:

Setting

Definition

Employee Listing

Fingerprint Mode

Division

Group

Remove All

Add All

Add

Displays a list of the employees that can use this
clock. Includes: employee code, employee
name, employee badge number, verification,
authority level and if they have a fingerprint
template saved.

Verify: This option will only verify employee
number with fingerprint.

Identify: This option will identify employee from
the fingerprint only.

Click this button to select employees based on
Division. Employees selected are assigned the
default Authority and Verification automatically.

NOTE: If you use this method to choose
employees, you may want to Edit the employee
in order to choose another Authority and
Verification.

Click this button to select employees based on
Group. Employees selected are assigned the
default Authority and Verification automatically.

NOTE: If you use this method to choose
employees, you may want to Edit the employee
in order to choose another Authority and
Verification.

Click this button to remove all employees
currently assigned to the clock.

Click this button to assign all employees to the
clock. Employees selected are assigned the
default Authority and Verification automatically.

NOTE: If you use this method to choose
employees, you may want to Edit the employee
in order to choose another Authority and
Verification.

Click this button to select employees
individually. You will be prompted to select the
following:

Authority: The Authority Level defines which
clock menus employee can view or use at the
clock. The following options are available:
Employee, Supervisor or Configuration.

Verification: The Verification Level defines the
false read threshold.
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TA715, TA777 and TA780 Series

Configuration of the TA715 Series, TA777 Series and TA780 Series time clocks is virtually
identical. For this reason, they are combined into one section.

Since multiple clocks can be defined in the TA100 Pro, a copy feature is available to copy an
existing clock’s parameters when adding a new clock. This eliminates the need to re-enter an

entirely new clock configuration.

Configure a TA715/TA777/TA780 Series Clock

1. Click the Communications menu, Configure, TA715 or TA777 or TA780.
The Configure Clock dialog box will open. The dialog box contains several
tabs, all of which are described below.

Configure TA777 Series Clocks

004 General | Configurs
TAZZ??
Code | Deseription [Ta777 [#] Active
~
Commurication Lan
Path | Direct [R5232) v Baud rale
Port | COM 1 % | Serial Baud | 19200 « LANID [ ]
Misc. —
Time difference between computer and clack il
2 Ethemet
Division | 0000 TIME AMERICA. INC h] IP Address
Supervisar P Port [
[ Default date
Modem
Default T
Larelin Baud rate
Irput
3 Employes badge At |
Initial source: source by supervisor Start/stop answer HER 1
Swipe of Prox Swipe or Prox P el -
v COkey - [CKey
1 Listed [JBar Code | ~ | [ Bar Code Mumber of retries [ 0]
2of§
Codel28
UPC13
0K C A
i

Figure 171: Configure TA715/TA777/TA780 Clocks: General Tab

2. The General tab defines the communication and general operation settings
and contains the following information:

Setting

Definition

Code

Description

Active

This is a required field. Enter a unique code
(up to 4 characters) to identify the clock.
Once defined, this code cannot be changed.

Enter a description of the clock. This
description will be seen in the system and on
reports. This field can be used to describe
the clock type and it's location in your facility
(i.e. TA715 In BUILDING TWO). The clock
description can be up to 30 characters long.

Click the Active check box to indicate that the
clock is currently in use. Uncheck this box if
the clock is not being used at this time.

© January 2009 Time America, Inc.

208



TA100 Pro Manual

Readers None or
Finger

Path

Port

Serial Baud

Lan

Baud Rate

LAN ID

Ethernet

IP Address

IP Port

Modem

THIS WILL ONLY SHOW FOR THE TA780
SERIES

Only select finger of the clock will accept
fingerprints.

Select the type of connection this clock will
use. The options are:

e Direct (RS232)

e LAN (RS485)

e Modem

e Ethernet (External)

For more information on these connections,
see Types of Connections, page 197.

Select the communications port on your
computer that will be used to communicate
with the clock. The factory default is COM 1.

This is the Direct connection (RS232) in the
Communication Path field.

e RS232 Baud = 19200 for all clocks

These settings become available when LAN
has been chosen as the communication type
in the Communication Path field.

The default is 19200 baud. Make sure the
baud rate selected here matches the baud
rate defined at the clock. All clocks use
19200 for LAN.

Enter the clock’s unique identification
number in this field. This number provides a
way for the system to distinguish between
individual clocks. Any one-character
(alphabetic or numeric) ID may be used.
Make sure the LAN ID defined here matches
the LAN ID defined at the clock.

These settings define how an Ethernet clock
will communicate with TA100 Pro.

Enter the IP address assigned to the
Etherlink converter. DO NOT enter leading
Zeros.

Displays the port used on the Etherlink
Converter. The default is 3734 and should
not be changed. Altering this number will
result in communication failure, and the
possibility of only being able to connect to
the Etherlink Converter serially.

These settings define how a modem clock
will communicate with TA100 Pro.
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Baud Rate

Phone Number

Start/Stop
Answer

Ring Delay

Number of Retries

Time Difference
Between Computer
and Clock

Division

Select the modem’s communication speed.
Make sure the baud rate selected here
matches the baud rate defined at the clock.

Enter the phone number the PC modem
must dial to communicate with this clock. The
number must be entered in the following
format:

Outside Line Access Code, Wait
Symbol, Area Code, Phone Number

If no outside line is required (such as 9),
simply enter the phone number. Omit the
area code if not applicable. On most
modems, the wait symbol is a comma (,)
typically representing a one second pause.
Multiple wait symbols can be used if
necessary.

These fields control the time of day the
clock’s internal modem will answer an
incoming call. Enter the modem'’s start and
stop answer time in military format (HH:MM).

For example, to set the modem to answer
only between 7:00 A.M. and 6:00 P.M., enter
07:00 and 18:00 in the fields provided. The
default is 00:00 (midnight) and 23:59 (one
minute before midnight). In other words, the
modem will answer any time it is called
during the day.

Enter the number of rings that the clock
should wait before picking up the line.

For example, setting the Ring Delay to 4
means that after the clock detects a ringing
phone; it will wait 4 rings before answering. 0
means DO NOT ANSWER.

Enter the number of times the computer
should attempt to connect to the clock if
communication either fails or is interrupted
during polling.

Enter the time difference (in hours) between
the computer and time clock. Since the
computer can set the clock’s time, this field
compensates for time zone differences
between the computer’s location and the
clock’s location. When the clock’s time is set,
the system either adds or subtracts this time
difference from the computer’s clock.

A setting of 0 indicates that the clock and
computer are in the same time zone.

Select the company division where the clock
is located. Every transaction entered on this
clock is tagged with this division code.
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Supervisor

Default Date

Default Time

Input

Initial Source

Swipe

Key

Bar Code

Employee Badge
Source By
Supervisor

Swipe

Key

Bar Code

These options define supervisor settings for
the clock.

Check this box to automatically use the
clock’s current date for transactions added
using a supervisor’'s badge. When this check
box is clear, the clock prompts the supervisor
for the date of any new transactions.

Check this box to automatically use the
clock’s current time for transactions added
using a supervisor’'s badge. When this check
box is clear, the clock prompts the supervisor
for the time of any new transactions.

These settings determine how data can put
entered into the clock.

Check the applicable check box(es) to
indicate the method by which an employee
badge number is entered into the clock.

The employee's badge number can be
entered by swiping a badge.

The employee's badge number can be
entered by pressing keys on the clock
keypad.

The employee's badge number can be
entered by scanning a bar code. Must also
select the type of Bar Code badge.

Check the applicable check box(es) to
indicate the method by which a supervisor (in
supervisor mode) can enter employee badge
number into the clock.

The employee's badge number can be
entered by swiping a badge.

The employee's badge number can be
entered by pressing keys on the clock
keypad.

The employee's badge number can be
entered by scanning a bar code. Must also
select the type of Bar Code badge.

3. The Configure tab defines the message and timeout settings and contains
the following information:
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Configure TA780/785 Series Clocks

006 General | Configure | Assignments
TA785
Time-Outs Messages

~ For datairput [E0.0 ENTER FUNCTION message ENTEFR FUNCTION
ToENTER FUNCTION | 20.0 INVALID SOURCE message INWVALID SOURCE
Displayed messages | 20 INVALID BADGE message INWALID BADGE
Supervisor questions | 90,0 INVALID LEVEL message INWALID LEVEL
Enrar messages 15 |dle message
Swipe & Go
Lise Swipe and Goi [ Tumn off function keys

[ Skip recording of diagnostic and programming info
[ Display idle time in military format

Proximity Offset to remowe Facility code | O

7 Listed

[] Download Bell S chedule

Figure 172: Configure TA715/TA777/TA780 Clocks: Configure Tab

Setting Definition
Time-Outs These settings determine how long prompts
and messages will appear on the clock's
screen.
For data input Enter the length of time (from 0.1 to 99.9

seconds) the clock will wait for a response to
a prompt before returning to an idle state.

Time is entered in seconds and tenths of a
second. For example, 10.0 means that the
clock will wait 10 seconds for a response
after prompting for input. The default is 60.0
seconds

To Enter function  Enter the length of time (from 0.1 to 99.9
seconds) the clock will wait for a response to
enter a function before returning to an idle
state.

Time is entered in seconds and tenths of a
second. For example, 5.5 means that the
clock will wait 5¥2 seconds for a response
after prompting for input. The default is 20.0

seconds.
Displayed Enter the length of time (from 0.1 to 99.9
messages seconds) the clock will display any message

before returning to an idle state.

Time is entered in seconds and tenths of a
second. For example, 1.5 means that the
clock will display messages for 1% seconds.
The default is 2.0 seconds.
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Supervisor
guestions

Error messages

Messages

Enter Function

Invalid Source

Invalid Badge

Invalid Level

Enter the length of time (from 0.1 to 99.9
seconds) the clock will wait for a response to
a supervisor question before returning to an
idle state.

Time is entered in seconds and tenths of a
second. For example, 30.0 means that the
clock will wait 30 seconds for a supervisor's
response to a question such as “Employee
Badge #". The default is 90.0 seconds

Enter the length of time (from 0.1 to 99.9
seconds) the clock will display any error
message before returning to an idle state.

Time is entered in seconds and tenths of a
second. For example, 1.0 means that the
clock will display error messages for one
second. The default is 1.5 seconds.

These settings define the text prompts for
certain operations at the clock.

This field allows you to replace the default
ENTER FUNCTION message with a custom
message (up to 16 characters in length).

This message is displayed after swiping a
badge or entering a badge number at the
clock.

This field allows you to replace the standard
INVALID SOURCE message with a custom
message (up to 16 characters in length).

This message will display when an input
source is used that the terminal has been
programmed to ignore. For example, the
employee uses a magnetic strip badge to
punch In when only keypad entry is
recognized.

This field allows you to replace the standard
INVALID BADGE message with a custom
message (up to 16 characters in length).

An INVALID BADGE message displays when
a badge or card other than the specified
badge length is used.

This field allows you to replace the default
INVALID LEVEL message with a custom
message.

This message is displayed when Validation is
used, and an invalid level number is entered.
It cannot be more than 16 characters.
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Idle Message

Use Swipe & Go

Turn off function
keys

Skip recording of
diagnostic and
programming info

Display idle time in
military format

Proximity Offset to
remove Facility
code

Download Bell
Schedule

Enter the message text that displays on the
time clock when in an idle state. If this field is
left blank, no message will be displayed.

It can accept a one-line message that is up
to 16 characters.

Select this feature to activate swipe and go in
the clock.

NOTE: The Swipe & Go feature is enabled in
the Main Company configuration screen. See
Main Company, page 28.

Select this feature if the clock will only be
used as Swipe & Go. This feature disables
all function key access at the clock.

Check this box to skip recording the
Diagnostic and Programming information that
display on the Diag Info and Prog Info tabs.

These two files are created and written to
each time a clock is communicated with and
programmed using TA100 Pro. This
information is used for troubleshooting
communication problems. These files slow
the polling process down, although not
noticeably, and can be turned off by checking
the box.

NOTE: Turning off these files will make it
difficult to troubleshoot certain
communication problems.

Click this check box to display the clock’s idle
time in military format (i.e. a 24-hour format).
Clear this box to display the clock’s idle time
in standard format (i.e. a 12-hour clock). In
both cases, the time is displayed using the
HH:MM:SS format.

Enter the number of characters defining the
Facility code the proximity badge should not
read.

Check this box to download a pre-defined
Bell Schedule to this clock. This option is
only available with the Bell Schedule module.

4. NOTE: This tab will only apply to TA780 Clocks using the fingerprint

option.

The Assignments tab lists the employees that can use this clock. This is only
necessary if you are using fingerprints with TA780 clocks.
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Configure TA780 Series Clocks

A

Code

v 0 Employees Listed

0 Listed

General | Configure | iAssignments;

Badae Special Earoll Template

Fingerprint Mode (O Verity O Identify

2

Bemove &l | [ Addal | [ Add ]

Cancel

Figure 173: Configure TA780 Clocks: Assignments tab

The tab contains the following information:

Setting

Definition

Employee Listing

Fingerprint Mode

Division

Group

Remove All

Add All

Displays a list of the employees that can use this
clock. Includes: employee code, employee name,
employee badge number, special enrollment and if
they have a fingerprint template saved.

Verify: This option will only verify employee
number with fingerprint.

Identify: This option will identify employee from the
fingerprint only.

Click this button to select employees based on
Division. Employees selected are assigned the
default Authority and Verification automatically.

NOTE: If you use this method to choose employees,
you may want to Edit the employee in order to
choose another Authority and Verification.

Click this button to select employees based on
Group. Employees selected are assigned the
default Authority and Verification automatically.

NOTE: If you use this method to choose employees,
you may want to Edit the employee in order to
choose another Authority and Verification.

Click this button to remove all employees currently
assigned to the clock.

Click this button to assign all employees to the
clock. Employees selected are assigned the default
Authority and Verification automatically.

NOTE: If you use this method to choose employees,
you may want to Edit the employee in order to
choose another Authority and Verification.
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Setting Definition
Add Click this button to select employees individually.
You will be prompted to select the following:

Authority: The Authority Level defines which clock
menus employee can view or use at the clock. The
following options are available: Employee,
Supervisor or Configuration.

Verification: The Verification Level defines the
false read threshold.

Configuring PC Clock
Configuration of the PC Clock is done under the TA600 Series time clock. The PC Clock can use
Messaging.

Since multiple clocks can be defined in the TA100 Pro, a copy feature is available to copy an
existing clock’s parameters when adding a new clock. This eliminates the need to re-enter an
entirely new clock configuration.

Configure a PC Clock

1. Click the Communications menu, Configure, TA600. The Configure Clock
dialog box will open. The dialog box contains several tabs, all of which are
described below.

Configure TAGOO Series Clocks
FC General | Carfigure |
PC Clock
Code [T Description [EENY ¥ Active
PC PC Clock 2
- Commurication ~Lan
Path | Direct [R5232) - Baudrate [ooon -
Paort [ComM1 =] SenalBaud [9s00 = LAM 1D [T
Conwerter & (75 50
Time difference between computer and clock i - =
El
Division [0000 ABC Manufactoring |
Supervisor
Prefisforenty [T | Detavilt date [
Prefinforrecal [~ Default Tine Modem
Baudrate [T200 -
Input
e Phane number
Initial source source by supsrvisor Start/stop answer [00 :[00 /4 [00 :[00
F Swine ¥ Suipe E .
Riing delay [
|| ke I Key - El
1 Listed ¥ Bar Code I Bar Code Number of reties [0
@iEode. € Hame
17 Show rantives
sy | oK | Cancel

Figure 174: Configure PC Clocks: General Tab

2. The General tab defines the communication and general operation settings
and contains the following information:

Setting Definition

Code This is a required field. Enter PC for this
code.

Description In this field enter PC Clock for the
description.
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Active Click the Active check box to indicate that the
clock is currently in use. Uncheck this box if
the clock is not being used at this time.

Initial Source Check the applicable check box(es) to
indicate the method by which an employee
badge number is entered into the clock.

Swipe The employee’s badge number can be
entered by swiping a badge.

Key The employee's badge number can be
entered by pressing keys on the clock
keypad.

Bar Code The employee's badge number can be
entered by scanning a bar code.

Key The employee's badge number can be
entered by pressing keys on the clock
keypad.

3. The Configure tab defines the message and timeout settings and contains
the following information:

Configure TABOD Series Clocks

PC General jsnnﬁgma;|
PC Clock
TIMEOUTS ——— - HESSAGES

PC PC Clock ‘I For data input | 60.0 ENTER FUNCTION message EMTER FUMCTIOM
ToENTER FUNCTION [20.0 INVALID SOURCE message THVALID SOURCE
Displayed messages | 2.0 INVALID BADGE message | INVALID BADGE |
Supervisor questions [30.0 IMVALID LEVEL message TNVALID LEVEL

Enor messages 15 Idle message

Highest Swipe & Go number to be uzed 0000

I™ Use Feedback Enhancer

™ Skip recording of diagnostic and programming info
™ Display idle time in military format
"THANSACTIUN PRINT

[SWIPE & GO BADGES

I Print transactions as they ocour

Headerline 1 |
Headerine 2 [

1 Listed

1 ode. £ Hame
I | Shaw nactives I Download Bell Schedule [1e ne11 j

Apply | ok I LCancel

Figure 175: Configure PC Clock: Configure Tab

Setting Definition
Time-Outs These settings determine how long prompts
and messages will appear on the clock's
screen.
For data input Enter the length of time (from 0.1 to 99.9

seconds) the clock will wait for a response to
a prompt before returning to an idle state.

Time is entered in seconds and tenths of a
second. For example, 10.0 means that the
clock will wait 10 seconds for a response
after prompting for input. The default is 60.0
seconds
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To Enter function

Displayed
messages

Supervisor
guestions

Error messages

Messages

Enter Function

TASC

The TASC terminal is similar to the TA500 and TA600 Series in that it collects punches and
transmits them to the software via the polling process. However, TASC is a stand-alone time
clock. This means that it does not require a PC to calculate and record employee’s time.

Enter the length of time (from 0.1 to 99.9
seconds) the clock will wait for a response to
enter a function before returning to an idle
state.

Time is entered in seconds and tenths of a
second. For example, 5.5 means that the
clock will wait 5%2 seconds for a response
after prompting for input. The default is 20.0
seconds.

Enter the length of time (from 0.1 to 99.9
seconds) the clock will display any message
before returning to an idle state.

Time is entered in seconds and tenths of a
second. For example, 1.5 means that the
clock will display messages for 1% seconds.
The default is 2.0 seconds.

Enter the length of time (from 0.1 to 99.9
seconds) the clock will wait for a response to
a supervisor question before returning to an
idle state.

Time is entered in seconds and tenths of a
second. For example, 30.0 means that the
clock will wait 30 seconds for a supervisor's
response to a question such as “Employee
Badge #". The default is 90.0 seconds

Enter the length of time (from 0.1 to 99.9
seconds) the clock will display any error
message before returning to an idle state.

Time is entered in seconds and tenths of a
second. For example, 1.0 means that the
clock will display error messages for one
second. The default is 1.5 seconds.

These settings define the text prompts for
certain operations at the clock.

This field allows you to replace the default
ENTER FUNCTION message with a custom
message (up to 16 characters in length).

This message is displayed after swiping a
badge or entering a badge number at the
clock.

TASC is perfect for situations in which a remote site performs its own transaction editing, while

payroll and other functions are processed at a central location. The remote site can print
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transactions from the clock locally; the central location can connect to clock only when it needs to
retrieve data to process data and run reports.

Since TASC are "stand-alone" clocks, they will not receive Policy and employee information in the
same way that other clocks do. As part of the configuration of the clock, you will define the
rounding, lockout, and overtime policies, as well as list which employees may use this clock. This
information is then programmed into the clock.

Configure a TASC Clock

1. Click the Communications menu, Configure, TASC. The Configure Clock
dialog box will open. The dialog box contains several tabs, all of which are
described below.

Configure TASC Series Clocks

_ General | Pohclesl Tasc Employes | Diagnos Infa | Program Infa |
Code [ Description [ ¥ Active

R
Communication ~Lan
Path [Direct [RS232] - Baudrate [5500 ]
Part lm SenalBaud [9500 = N [T

Conveter & 575 € 50
Time difference between computer and clock [i] -I

- Modem

Baud rate | 7200 -I
Division [ 0000 &BC Manutactoring Campany =l Phare number
Start/stap answer [0 [0 ¢[00 [0

Fling delay [7

SupervisoiBadge [ =

0 Listed Number of refries [7

% Code = Weme
I5 [Gtowilhactyes

el S Lancel

Figure 176: Configure a TASC Clock

2. The General tab defines the communication and general operation settings
and contains the following information:

Setting Definition

Code This is a required field. Enter a unique code
(up to 4 characters) to identify the clock.
Once defined, this code cannot be changed.

Description Enter a description of the clock. This
description will be seen in the system and on
reports. This field can be used to describe
the clock type and it's location in your facility
(i.e. TASC In BUILDING TWO). The clock
description can be up to 30 characters long.

Active Click the Active check box to indicate that the
clock is currently in use. Uncheck this box if
the clock is not being used at this time.
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Path

Port

Serial Baud

Lan

Baud Rate

LAN ID

Converter

Baud Rate

Select the type of connection this clock will
use. The options are:

e Direct (RS232)
e LAN (RS485)
e Modem (Internal)
e Serial LAN (Smart Converter)
e Remote Direct (External Modem)
e Modem LAN (Smart Converter)
See Types of Connections, page 197.

Select the communications port on your
computer that will be used to communicate
with the clock. The factory default is COM 1

This setting is for RS232 communication.
The factory default is 9600.

These settings become available when LAN
has been chosen as the communication type
in the Communication Path field.

Select the applicable communication speed.
The default is 9600 baud. Make sure the
baud rate selected here matches the baud
rate defined at the clock.

TIP: You can use the Configuration Badge
(000000000) at the clock to view/modify the
clock’s baud rate.

Enter the clock’s unique identification
number in this field. This number provides a
way for the system to distinguish between
individual clocks. Any one-character
(alphabetic or numeric) ID may be used.
Make sure the LAN ID defined here matches
the LAN ID defined at the clock.

TIP: You can use the Configuration Badge
(000000000) at the clock to view/modify the
clock’'s LAN ID.

Select the type of converter used in the LAN
setup.

The RTS converters have been phased out
over the years and were mainly used with AT
style computers that used a 25 pin serial
port. Most new computers use 9 pin serial
ports that connect to the newer SD style
converters. If you are unsure which you
have, contact your dealer.

Select the modem’s communication speed.
The default baud rate for the TASC clock is
1200. Make sure the baud rate selected here
matches the baud rate defined at the clock.
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Phone Number

Start/Stop Answer

Ring Delay

Number of Retries

Time Difference
Between Computer
and Clock

Division

Supervisor Badge

Enter the phone number the PC modem
must dial to communicate with this clock. The
number must be entered in the following
format:

Outside Line Access Code, Wait
Symbol, Area Code, Phone Number

If no outside line is required (such as 9),
simply enter the phone number. Omit the
area code if not applicable. On most
modems, the wait symbol is a comma (,)
typically representing a one second pause.
Multiple wait symbols can be used if
necessary.

These fields control the time of day the
clock’s internal modem will answer an
incoming call. Enter the modem'’s start and
stop answer time in military format (HH:MM).

For example, to set the modem to answer
only between 7:00 A.M. and 6:00 P.M., enter
07:00 and 18:00 in the fields provided. The
default is 00:00 (midnight) and 23:59 (one
minute before midnight). In other words, the
modem will answer any time it is called
during the day.

Enter the number of rings that the clock
should wait before picking up the line.

For example, setting the Ring Delay to 4
means that after the clock detects a ringing
phone; it will wait 4 rings before answering. 0
means DO NOT ANSWER.

Enter the number of times the computer
should attempt to connect to the clock if
communication either fails or is interrupted
during polling.

Enter the time difference (in hours) between
the computer and time clock. Since the
computer can set the clock’s time, this field
compensates for time zone differences
between the computer’s location and the
clock’s location. When the clock’s time is set,
the system either adds or subtracts this time
difference from the computer’s clock.

A setting of 0 indicates that the clock and
computer are in the same time zone.

Select the company division where the clock
is located. Every transaction entered on this
clock is tagged with this division code.

Enter the badge number that activates the
Supervisor mode of the clock.

© January 2009 Time America, Inc.

221



TA100 Pro Manual

3. The Policies tab defines the rounding lunch and break policies for the
employees using this clock. These are not the same as the company policies
set up under the Configure menu, but rather policies that are transferred to
the clock when it is programmed. Up to 15 different policies can be defined
for the TASC terminal. Any company policy that is not defined here is not

downloaded to the TASC.
Configure TASC Series Clocks
_ Gereral PGWES:I Tasc Emploves | Diagnes Infa | Program Info |
HONE =|
rPOLICIES——— [~ POLICY NUMEER 1}
Policy 1 = Shift starts HH:MM [ [ Daly OT HHMM [ [
E;::zjg Rlound forward to start MM [ ieekly OT HHMM [ [
Policy 4 Grace back to stat MM [ Lirk back time HH:MM [ [
Policy &
p;:ﬁj 5 Shift stops HH:MM [ [ ChipEnehes
Palicy 7 Grace fomward to stop MM [ I~ Lunch Punches
Policy &
p;:zﬁ 3 Rourd back to stop MM [ I Pay Lunch
Palicy 10 Lockaut begins HH:MM [ [ Lunch duration MM [
Policy 11
p;gu Lockout ends HH:MM [ [ Deduct lunch after HHMM [ [
iy OUTSIDE ROUND IN MINUTES Lunch@racs MM [
Policy 15 4 {f" 1 CE 15 O Lunch minimum M [
I |
0 Listed
1 Code £ HEme:
I5 [Gtowilhactyes
Ay [k Cancsl

Figure 177: Configure TASC Clock: Policies tab

Setting

Definition

Policies

Shift Starts HH: MM

Round forward to
start MM

Grace back to start
MM

Shift Stops HH:MM

Grace forward to
stop MM

Round back to stop
MM

Displays a list of the 15 available policies.
Select the policy you wish to configure.

Enter the time of day (HH:MM) the shift starts
for employees. Enter the time in military
format. The default is 08:00 or 8:00 A.M.

Enter the number of minutes before the
shift's start time that punches are rounded
forward to the shift’'s start. A maximum of 99
minutes may be entered. The default is 30
minutes.

Enter the number of minutes after the shift's
start time that punches are rounded back (in
grace) to the shift’s start. A maximum of 99
minutes may be entered. The default is 5
minutes.

Enter the time of day (HH:MM) the shift ends
for employees. Enter the time in military
format. The default is 17:00 or 5:00 P.M.

Enter the number of minutes before the
shift’s stop time that punches are rounded
forward to the shift's stop. A maximum of 99
minutes may be entered. The default is 5
minutes.

Enter the number of minutes after the shift’s
stop time that punches are rounded back to
the shift's stop. A maximum of 99 minutes
may be entered. The default is 30 minutes.
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Lockout begins
HH:MM

Lockout ends
HH: MM

Outside Round in
Minutes

Daily OT

Weekly OT

Enter the start time (HH:MM) of this policy’s
employee lockout. Enter the time in military
format. If the lockout begin and lockout end
times are 00:00, no lockout takes place. The
default is 00:00. Any employee that enters a
punch between these lockout times receives
the message SEE SUPERVISOR. Only by
swiping a supervisor badge can you override
the lockout and accept the punch.

Enter the stop time (HH:MM) of this policy’s
employee lockout. Enter the time in military
format. If the lockout begin and lockout end
times are both 00:00, no lockout takes place.
The default is 00:00 or not used. Any
employee that enters a punch between these
lockout times receives the message SEE
SUPERVISOR. Only by swiping a supervisor
badge can you override the lockout and
accept the punch.

Enter the increment to which punches that
fall outside of the rounding to schedule
should round.

For example, if 6 is selected in this field, time
is rounded to the nearest 6 minutes.
Punches between 0 and 3 minutes are
rounded back to the last increment; punches
between 4 and 6 minutes are rounded
forward to the next increment. The default is
15.

Enter the length of time (HH:MM) an
employee has to work in one day before
overtime is applied. For example, if 8:00 is
entered in this field, any hours worked over 8
hours a day is counted as overtime. The
default is 00:00.

Enter the length of time (HH:MM) an
employee has to work in one week before
overtime is applied. For example, if 40:00 is
entered in this field, any hours worked over
40 hours a week is counted as overtime. The
default is 40:00.
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Link back time
HH:MM

Tip Punches

Lunch Punches

Pay Lunch

Lunch Duration MM

Deduct lunch after
HH:MM

Lunch grace MM

Lunch minimum MM

4. The TASC Employee tab lists the employees that can use this clock and

Enter the maximum time (HH:MM) an
employee who has punched Out can punch
back In and still have the new time included
in the previous total.

For example, the Link Back Time is set to
2:00 and overtime is paid after working 8
hours in a single day. An employee punches
In at 8:00 A.M. and Out at 5:00 P.M. with a
one hour unpaid lunch. If the employee
punches back In at 6:30 P.M. (within the 2-
hour link-back time) and out at 9:30 P.M., the
daily total shows 8 hours of regular time and
3 hours of overtime.

Check this box to enter tips at the clock for
this policy. Clear this box if no tips are
entered at the clock.

Check this box to allow employees to punch
In and Out for lunch. Clear this box if
employees do not punch for lunches.

Check this box if employee lunches are paid.
Paid lunches are not deducted from the
shift’s total hours. Clear this check box if
employee lunches are not paid.

Enter the lunch period duration in minutes for
this policy. The default is 60 minutes or one
hour.

The lunch duration specified is automatically
deducted from daily total hours after this
length of time is worked. The default is 5:00.
In other words, after 5 hours of worked time,
the value in Lunch Duration is deducted
from the total hours for that day.

Enter the number of minutes over Lunch
Duration that is “in graced.” For example, if
05 is entered here and 60 in Lunch
Duration, any employee that punches In
from Lunch within 65 minutes from punching
Out, is not considered late. The default is 05
or 5 minutes.

Enter the minimum number of minutes an
employee must take for lunch to be
deducted. Punching Out for Lunch and back
In within this time is not counted toward
lunch. The default is 05 or 5 minutes.

contains the following information:
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Configure TASC Series Clocks
_ Genel | Policies £ 235 Empionss. | Diagnos Info | Frogam Irfo |
Core Nams Badge Folcy Dept  Expot
HONE -
=
I
I-|
0 Listed 0 Employees Listed Djvisian Group
& Code
= |5hernasives Bemovesl | madal | asd | Es | e |
ey | ok | Cancel

Figure 178: Configure TASC Clock: Employee tab

Setting

Definition

Employee Listing

Division

Group

Remove All

Add All

Displays a list of the employees that can use
this clock. Includes their Employee ID,
Employee Name, Employee Badge, the
policy the employee is assigned to, the
department, and if their information will be
exported to your payroll provider.

Click this button to select employees based
on Division. Employees selected are
assigned the default Policy and Department
automatically.

NOTE: If you use this method to choose
employees, you may want to Edit the
employee in order to choose another Policy
or Department.

Click this button to select employees based
on Group. Employees selected are assigned
the default Policy and Department
automatically.

NOTE: If you use this method to choose
employees, you may want to Edit the
employee in order to choose another Policy
or Department.

Click this button to remove all employees
currently assigned to the clock.

Click this button to assign all employees to
the clock. Employees selected are assigned
the default Policy and Department
automatically.

NOTE: If you use this method to choose
employees, you may want to Edit the
employee in order to choose another Policy
or Department.
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Add Click this button to select employees
individually. You will be prompted to select
the TASC Policy (as defined on the previous
tab) and Department.

Edit Click this button to edit the employee’s
badge number, policy or department.

Delete Click this button to remove the employee
from the list.

5. The Diag Info tab contains the communication information between the
computer and the clock after each attempt to communicate.

6. The Prof Info tab contains the information that was sent to the clock after
any type of programming.

ATS Series Clocks

TA100 Pro offers a module that allows it to connect to Third Party clocks such as ATS and Hand
Reader. The ATS clocks are badge-swipe clocks similar to the TA500 and TA600 series.

Configure ATS Clocks

1. Click the Communications menu, Configure, ATS. The Configure Clocks
dialog box will open. The Configure dialog box contains several tabs, all of
which are described below.

Configure ATS Series Clocks

_ o | o | o |

Code IB[ 7 Description [ I Active
HOHE =
Communication
% AS485 o1 Serial  © Madem  Ethemet
More Setup
Baud Rate IBEDD j' Hayes Compatable Modem & Vvee € fin
Comm Port IEUM 1= Modemn Number
Retrigs | O
I_ IP Address | IP Port
Connect wait {15 minutes

Setup Walidatior
Time difference between clock and computer [0 < I™ Download Numbers

L. - for F& prompt 2
Division [0000 ABC Manufactoing Company x|
Idle message Messages

I~ Keyboard Entry Time-outs [secands]
2| | T supavisor unctons Fordatainput [ 5
¥ Swipe and Go Displayed messages [ 3

™ Dowrload messages
Mote: Emplayees without
messages assigned wil
not be able to punch

0 Listed
% Code £ Weme
I= Gtowilhactyes

Lol Ok Lancel

Figure 179: Configure ATS Clock

2. The General tab defines communication and operation settings and contains
the following information:

Setting Definition

Code This is a required field. Enter a unique code
(up to 4 characters) to identify the clock.
Once defined, this code cannot be changed.

ID Enter a unique ID number to identify the
clock. This number will also be programmed
into the clock.
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Description

Active

RS485 or Serial

Modem

Ethernet

Baud Rate

Comm Port

Retries

Connect wait

Enter a description of the clock. This
description will be seen in the system and on
reports. This field can be used to describe
the clock type and it's location in your facility
(i.e. ATS In BUILDING TWO). The clock
description can be up to 30 characters long

Click the Active check box to indicate that the
clock is currently in use. Uncheck this box if
the clock is not being used at this time.

Select this option to choose an RS485 or
RS232 connection.

Select this option to choose a modem
solution.

Select this option to choose an Ethernet
solution.

Select the applicable communication speed.
Make sure the baud rate selected here
matches the baud rate defined at the clock.

e RS485, Serial and Ethernet: 9600
baud

e Modem: 2400 baud

Select the communications port on your
computer that will be used to communicate
with the clock. The factory default is COM 1.

Enter the number of times the computer
should attempt to connect to the clock if
communication either fails or is interrupted
during polling.

The value entered into this field specifies the
greatest amount of time TA100 Pro will wait
before deciding the clock is unable to be
reached and will time out. This value is
minutes and tenths of minutes.

Connect wait minutes is used solely for
Ethernet communication. ATS series clocks
do not respond immediately to a
communication query across Ethernet
communication, instead, they broadcast
continuously on a 30-second cycle.
Depending on the speed of the network
used, the amount of time needed for the
attention signal sent from TA100 Pro to
reach the clock, the clock to finish its' 30
second cycle, and send a signal back, can
fluctuate greatly.
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Hayes compatible
modem

Modem number

IP Address

IP Port

Time difference
between clock and
computer

Division

Idle Message

Keyboard entry

Supervisor
functions

Check whether the modem used to call the
clock is Hayes Compatible. Hayes
Corporation is one of the founders of modem
technology and as a result some modems list
themselves as Hayes Compatible. If not
sure, try both configurations. Refers to
modem connected to this computer. Needed
only if modem communication will be used.

Enter the phone number the PC modem
must dial to communicate with this clock. The
number must be entered in the following
format:

Outside Line Access Code, Wait
Symbol, Area Code, Phone Number

If no outside line is required (such as 9),
simply enter the phone number. Omit the
area code if not applicable. On most
modems, the wait symbol is a comma (,)
typically representing a one second pause.
Multiple wait symbols can be used if
necessary.

Enter the IP address assigned to the clock.

Displays the port used for Ethernet. The
default is 2500 and should not be changed.
Altering this number will result in
communication failure, and the possibility of
only being able to connect to the Etherlink
Converter serially.

Enter the time difference (in hours) between
the computer and time clock. Since the
computer can set the clock’s time, this field
compensates for time zone differences
between the computer’s location and the
clock’s location. When the clock’s time is set,
the system either adds or subtracts this time
difference from the computer’s clock.

A setting of O indicates that the clock and
computer are in the same time zone.

Select the company division where the clock
is located. Every transaction entered on this
clock is tagged with this division code.

Enter the message text that displays on the
time clock when in an idle state. If this field is
left blank, no message will be displayed.

Check this box to allow employees to enter
badge numbers and other data (such as
department numbers) on the clock's keypad.

Check this box to allow supervisor functions,
such as entering punches, at the clock

© January 2009 Time America, Inc.

228



TA100 Pro Manual

Swipe & Go Check this box to make the clock Swipe &
Go. The system then determines whether the
individual punch was an In or an Out, based
on the last punch the employee did.

For data input Enter the length of time (duration) the
employee will have to enter information after
the badge is swiped.

Displayed Enter the length of time (duration) the

messages message displays on the time clock in
seconds. For example, 2 means the
message displays for two seconds. The
maximum message timeout is 9 seconds. If 0
is entered, no message displays.

Download Check this box to download employee

messages messages to the clock for display when they
punch in. If an employee does not have a
message assigned to them, and this is
checked, they will not be able to punch in on
an ATS series clock.

Hand Reader Clocks

The Hand Reader biometric terminals are powerful computers capable of Hand Geometry
recognition. These devices collect clock data for TA100 Pro.

NOTE: Hand Reader Clocks are not Third Party Terminals; therefore they do not require a
separate module.

Configure a Hand Reader Clock

1. Click the Communications menu, Configure, Hand Reader. The Configure
Clocks dialog box will open. The Configure dialog box contains several tabs,
all of which are described below.

Configure Hand Reader Clocks

_ General | Time Zones | Assignments | Miscellaneous | functionkeys | Proglnfa |
Code [ DT

MONE |

Description [
[ Active
Model = ID3D £ HP2000 ¢ HP300D ¢ HP4000

Idie prompt

Communication

Comm Type  RS4850r Serisl " Modem " Ethemet
Mare Setup

Baud Rate [3600 =]

Modem Number [
Comm Part | COM 1 'I SR LT
Retries [0 P Address IP Port

Time difference betwsen computer ard clock  [3 -] ] ]
Division | 0000 4BC Manufactoring Company =] 1
I | [ =4
0Listed 4

@ iode ClEme
I2|Showilhactives

Apply | [k | Cancsl

Figure 180: Configure Hand Reader Clock

2. The General tab configures communication settings and contains the
following information:
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Setting

Definition

Code

Description

Active

Model

Idle Prompt

RS485 or Serial

Modem

Ethernet

Baud Rate

Comm Port

Retries

This is a required field. Enter a unique code
(up to 4 characters) to identify the clock.
Once defined, this code cannot be changed.

Enter a unigue ID number to identify the
clock. This number will also be programmed
into the clock.

Enter a description of the clock. This
description will be seen in the system and on
reports. This field can be used to describe
the clock type and it's location in your facility
(i.e. HP3000 In BUILDING TWO). The clock
description can be up to 30 characters long

Click the Active check box to indicate that the
clock is currently in use. Uncheck this box if
the clock is not being used at this time.

Select the model of your Hand Reader unit.
The options:

e [D3D

e HP2000
e HP3000
e HP4000

Enter the message text that displays on the
time clock when in an idle state. If this field is
left blank, no message will be displayed.

Select this option to choose an RS485 or
RS232 connection.

Select this option to choose a modem
solution.

Select this option to choose an Ethernet
solution.

Select the applicable communication speed.
Make sure the baud rate selected here
matches the baud rate defined at the clock.

e Rs485, Serial and Ethernet: 9600
baud

e Modem: 9600 baud

Select the communications port on your
computer that will be used to communicate
with the clock. The factory default is COM 1.

Enter the number of times the computer
should attempt to connect to the clock if
communication either fails or is interrupted
during polling.
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Modem number Enter the phone number the PC modem
must dial to communicate with this clock. The
number must be entered in the following
format:

Outside Line Access Code, Wait
Symbol, Area Code, Phone Number

If no outside line is required (such as 9),
simply enter the phone number. Omit the
area code if not applicable. On most
modems, the wait symbol is a comma (,)
typically representing a one second pause.
Multiple wait symbols can be used if
necessary.

IP Address Enter the IP address assigned to the
Etherlink converter.

IP Port Displays the port used for Ethernet. The
default is 300 and should not be changed.
Altering this number will result in
communication failure.

Time difference Enter the time difference (in hours) between
between clock and the computer and time clock. Since the
computer computer can set the clock’s time, this field

compensates for time zone differences
between the computer’s location and the
clock’s location. When the clock’s time is set,
the system either adds or subtracts this time
difference from the computer’s clock.

A setting of O indicates that the clock and
computer are in the same time zone.

Division Select the company division where the clock
is located. Every transaction entered on this
clock is tagged with this division code.

3. The Time Zones tab sets time periods during which the clock can be used.
When a person is entered into the Hand Reader, they must be assigned a
Time Zone. Up to 60 Time Zones can be configured per clock. HP2000 Hand
Punch clocks do not support Time Zones. 4 windows for punching may be
setup for each Time Zone. By default, the Hand Punch allows punches at
any time.

The Time Zones table contains the following information:
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Configure Hand Reader Clocks
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Figure 181: Configure Hand Reader Clocks: Time Zones tab

Setting Definition

Time Zones Displays the number of the Time Zones.
There are 60 available Time Zones. Each
time zone can have up to four Access
Windows.

Description Enter a description for each Time Zone.

Access Windows

Start

Stop

Day of the Week

4. The Assignments tab lists the employees that can use this clock. This is
necessary because the Hand Reader clocks take measurements of an

These settings determine the times or

windows during which the clock can be used.

Enter the time at which the clock will start
accepting punches. The time must be
entered in military time. The default value is
00:00.

TIP: To indicate that the clock can accept
punches all day, enter 00:00 in the Start and
23:59 in the stop.

Enter the time at which the clock will stop
accepting punches. The time must be
entered in military time. The default value is
00:00.

TIP: To indicate that the clock can accept
punches all day, enter 00:00 in the Start and
23:59 in the stop.

Check the day(s) of the week each Access
Window will be in effect.

employee's hand. Each time the employee punches, the reader compares
the employee’s hand to the existing template. Employee information and

hand templates are stored in the Hand Reader clock. For this reason,

employees must be assigned to a clock so their name and template will be
downloaded to the correct clock.

The tab contains the following information:
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Configure Hand Reader Clocks
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Figure 182: Configure Hand Reader Clock: Employee tab

Setting Definition

Employee Listing

Displays a list of the employees that can use

this clock. Includes: employee ID, employee
name, employee badge number, assigned

time zone, personal reject threshold,
authority level, and if they have a hand

template saved.

Division Click this button to select employees based

on Division. Employees selected are
assigned the default Time Zone, Reject
Threshold, and Authority automatically.

NOTE: If you use this method to choose
employees, you may want to Edit the

employee in order to choose another Time

Zone, Reject Threshold, and Authority

Level.

Group Click this button to select employees based
on Group. Employees selected are assigned
the default Time Zone, Reject Threshold, and
Authority automatically.

NOTE: If you use this method to choose
employees, you may want to Edit the

employee in order to choose another Time

Zone, Reject Threshold, and Authority

Level.

Remove All Click this button to remove all employees
currently assigned to the clock.

Add All Click this button to assign all employees to

the clock. Employees selected are assigned
the default Time Zone, Reject Threshold, and
Authority automatically.

NOTE: If you use this method to choose
employees, you may want to Edit the

employee in order to choose another Time
Zone, Reject Threshold, and Authority.
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Add

Add a Clock

Click this button to select employees
individually. You will be prompted to select
the following:

Time Zone: Select the Time Zone (defined
on the previous tab) that applies to this
employee.

Reject Override: The reject threshold
indicates how closely the hand has to match
the original scanned hand template. The
lower the number, the more exact the match
needs to be.

0 is default and indicates that the default
clock threshold (set on the Miscellaneous
tab) will be used.

Authority Level: The Authority Level defines
which clock menus employee can view or
use at the clock. 0 is the lowest (employee)
and default, 5 is the highest and allows
complete at-the-clock setup (supervisor).

1. Click the Communications menu, Configure, and select the type of clock
you wish to add. The Configure Clock dialog box will open.

2. Click the Add button. If this is the first clock of this type that you are adding,
the General tab will become available.

0Listed
@ Cade Clame
I= |Ghov [ hestives:

Configure TAGOO Series Clocks

HONE =

Code [ Diescription [ I Active
- Communication ~Lan
Path [ Direct (R5232) | Baud rate | 2500 -I
Port [COM 1 =] SeralBaud [g500 |+ LANID [T
Conwerter & fi15 € 50
Time difference between computer and clack | [i] -
- ‘Ethemet |
Divisian |UUE|U Air Cargo Transit Inc. gl IP Address [152.168.1.200
- Supervisor IP Port [3000
Prefisforenty [ Default date ™
Prefisforrecal [ Default Tima ™ (Modem ———————————————
Baud rate [ 12070 vl
- Input
Emplovee badge Phore number
Initial source: source by supervisor 1 Start/stop answer 00 :[00 / [O0 <[00
P Suipe P Supe ﬂ
. Ring delay [
|| ke ™ Key ~ ]
¥ Bar Cade ¥ Bar Cade

Number of reties [

sty |

LCancel

Figure 183: Example: Add a Clock

3. Fillin the settings as described in the Configure section for the type of clock

you are adding. TA500/600, PC Clock page 198; ATS, page 226; Hand

Reader, page 229.

box will open.

If there is already a clock of this type defined, the Default Clock Add dialog
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contpue Tst0S=res o I
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fould pou like to copy the information from an existing clock. into the new clock? | LD 'T
o (8 BT AT IED

COPY DEFAULTS FROM
s X LR A ddress
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D i
escription | cudiate [T200 2]

¥ e (3102151648
ves | Mo | gonee | -

I o ) Bl )
| CApE | LR Fing deless [T
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& Code Name
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Figure 184: Default Clock Add
5. Highlight the clock whose settings you would like to copy or click No to start
from scratch.
6. Enter a unique code for this clock, up to four characters.

Enter a Description of the clock (i.e., Warehouse, Back Office, California,
etc.)

8. Click the Yes button to continue. You will be returned to the General tab.

9. Fillin the settings as described in the Configure section for the appropriate
clock. See TA500/600, page 198; ATS, page 226; Hand Reader, page 229.

10. When all settings are complete, click OK to commit the changes.

Edit a Clock

1. Click the Communications menu, Configure and select the type of clock
you wish to edit. The Configure Clock dialog box will open.

2. Highlight the Clock you wish to edit using the drop-down list at the top of the
screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected category.

4. Edit the settings as described in the Configure Clock section for the clock you
are editing.

5. When all settings are complete, click OK to commit the changes.

Delete a Clock

1. Click the Communications menu, Configure and select the type of clock
you wish to edit. The Configure Clock dialog box will open.

2. Highlight the Clock you wish to edit using the drop-down list at the top of the
screen.

3. Click the Delete button. You will be prompted:
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Confirmation x|

@ Are wou sure you want ko delete?
Ok | {

Figure 185: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Clock dialog box.

Set Date and Time

The Set Date and Time function synchronizes the date and time of the terminals with the
computer that is running the software. You can set the date and time on one or more clocks.
However, all clocks must be defined in Clock Maintenance before the date and time is set.

Before using this function, the host computer must be set to the correct date and time. Otherwise,
all clock transactions will have an incorrect date and time stamp (although admittedly they'll all be
synchronized).

NOTE: It is recommended that you do not perform this function during periods of high clock
activity (such as the start of day when employees are clocking In).

1. Click the Communications menu, Set Date and Time. The Set Date and
Time Clock Selection dlalog box will open

raining
s TASC Clock Add

Agd all I

Benove |
Renovedl |
| |

3 Awailable 0 Selected

Seiline | oese | paterrime |

Figure 186: Set Date and Time

2. Select the clock(s) for which you wish to set the date and time by using the
Add button to add the selected clock individually, or Add All to add all
clocks.

3. Click the Date/Time button to display the Windows Date/Time Properties
dialog box.
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Date/Time Properties

Date & Time | Time zore |

i 1

~Date

5 & 7 8 9
12 13 14 15 16
19 20 21 22 z3
2 27 BB 20 @0

e [0

1 2 3 4

10
17
24
31

r~Time:

11
18
25

TR |

Current time zone: S Mountain Standard Time

=1

Canicel |

Apply

Figure 187: Windows Date/Time Properties

If necessary, edit the date and time to be accurate and click OK.
Click the Set Time button to commit the changes.
When TA100 Pro has finished sending the Date and Time to clock, click

Close to exit the dialog box.
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Chapter XII Terminal Polling and AutoProcessing

This section describes the concepts and techniques associated with polling clocks and
setting up Auto Processes.

Polling is the process of communicating data to and from the clock, including transferring
employee time transactions and other data from the clocks to the host computer (PC) for
processing. Clocks can be manually polled or automatically polled on a pre-defined
schedule.

AutoProcessing allows certain common tasks to be run automatically. Polling, Reports,
custom files, and Reindexing can set to Auto Process.

Polling
Polling Time Clocks

Polling is the process of communicating data back and forth between the clock and
TA100 Pro. Polling can be done manually, which means a supervisor or administrator
must launch the TA100 Pro software and request that the clock be polled. Polling may
also be set as an auto process, which means that the TA100 Pro is responsible for
communicating with the clock on a pre-defined schedule.

This section describes how to poll the clock manually.

1. Click the Communications menu, Poll. The Poll Clock Selection dialog box
will open.

e e

e

' Clock Se\ectlun'l Palling Optians |

Add
Add all

Hemoye
Femoye all

Ball LClose

Figure 188: Poll Clock Selection

2. Select the clock(s) you wish to poll by using the Add button to add the
selected clock individually, or the Add All button to add all clocks.

3. Click the Polling Options tab to select it. Fill in the settings as appropriate:

Setting Definition
Poll Transactions Check this option to transfer punches from
the clock to TA100 Pro.
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Clear Clock
Transactions

Set Clock Date and
Time

Program Clock

Load Bell
Schedules

Load Messages

Hand Reader

Check this option to clear the transactions
from the clock after transferring them to
TA100 Pro.

TIP: This does not need to be done every
time. You may leave the transactions in the
clock until payroll is processed successfully,
however if you have a lot of employees you
will want to clear frequently so the clock does
not get full.

Check this option to send the computer's
current date and time to the clock.

TIP: You may not want to do this every time,
as the clock's internal clock tends to be much
more accurate that the computer's.

Check this option to send programming and
configuration information (such as the
settings in the Configure Clock dialog box) to
the clock. Clock function keys and function
messages are sent to the clock during
programming.

This option should only be used when basic
clock setup has been changed since the
initial programming.

Check this option to send pre-defined Bell
Schedule assigned to the clock.

Bell schedules are only checked at midnight,
so a bell will not ring on the same day the
bell schedule was downloaded. The Bell
Module must be installed to use this option.

Check this option to send employee
messages to the clock.

These settings only apply to the Hand
Reader clocks. The options are:

Send Hand Templates: Select this option to
send employee hand templates to the clock.
This can be used to upload a template to a
new clock, or to restore templates to a clock
that has been cleared.

Clear Templates: Check this option to clear
the templates from the clock. USE THIS
OPTION VERY CAREFULLY, as it will
delete all existing templates in the clock and
employees will not be able to punch until the
templates are restored.

Retrieve Hand Templates: Check this
option to download new hand templates from
the clock for input into the TA100 Pro
database.
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Process Punches Check this option to automatically put the
after polling punches into the online timecards of the
employees.

4. Click the Poll button to start the polling process.

Configure an AutoProcess

The Auto Process feature allows you to schedule the following tasks to run automatically at pre-
determined times:

e Poll one or more time clocks
e Launch executable programs
e Generate reports

No user interaction is required when using the Auto Process feature. In fact, you can poll time
clocks, run reports, download payroll data, and back up the TA100 Pro data without ever touching
the computer. The Auto Process feature is ideal for processes that need to be performed after
working hours or during less busy times of the day.

Each automatic procedure can consist of one or more auto process cycles. Each cycle can run a
program, poll the time clocks, or generate a report and is assigned a time and day(s) of the week
to run. To create an AutoProcess that runs several times a day, you will add several cycles: one
for each time you wish the process to run.

Run as Service

The autoprocess can be configured to run as a service it must be installed locally as it will not run
over a network. The server must run the service.

1. In Windows Explorer find the TA100 Pro folder. Locate and double-click
InstallAutoprocess. A black command prompt window will flash.

2. In Windows Explorer find the TA100 Pro folder. Locate and double-click
autoProcess this will install the automated User responsible for the Auto
Process. A white Auto poll dialogue window will appear, but will give the
message “nothing to poll.”

NOTE: To confirm the success of this action open TA100 PRO click the File
menu, Security, User Maintenance. There will be a new user: Autoprocess
Service.

3. Open TA100 PRO, click the Communications menu, Auto Process. Inthe
Configure Auto Processing dialog window select 1000 Autoprocess Service,
click Edit and configure your specific auto process features (see Add an
AutoProcess).

4. Locate your system Services window and Start the Time America Auto
Process or...

5. In Windows Explorer find the TA100 PRO folder. Locate and double-click
autoProcessServiceSetup this will allow you to start the automated service.

6. Click the Start button. If you want the service to start when the operating
system is starting, check the appropriate box.
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& Time America Autoprocess Service

Service
\9 ; @ Stark
L-?I"I' Stop

[JEtutomatically start service when operating system starts.|

Add an AutoProcess

1. Click the Communications menu, AutoProcess. The Configure Auto
Process dialog box will open.

2. Click the Add button and the Auto Process Maintenance dialog box will

Auto Process Maintenance
Murnber | 0001
Name [Foling
Time  Description SHIUTFS Type
00:00  TASZ0 Clock TITITIT Clock  +)
Add
Edit
Delete

Figure 189: Configure Auto Process

3. Enter the Number and Name for this Auto Process.
4. Click the Add button. The Auto Process Schedule Details dialog box will

open.
| Auto Process scheduleetals
Description |
r~ Procs
€ Fiun 2 File @ Pollclocks O RunReports © Reindex Time [00 ;00
' _EotGpions | | 7 Suncy
Toieefhs Boss Gt ¥ Manday
ars | | |
3 TASC Clock TASC Direct 1 A WWednesday
¥ Thursday
=l ¥ Friday
Tag Al | Untag all IV Saturday
Figure 190: Auto Process Schedule Details
Setting Definition
Description Enter a description for this AutoProcess

Schedule. Examples: Poll California Clock,
Run Payroll Reports, etc.
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Run a File

Poll Clocks

Run Reports

Reindex

Items List

Time

Day of the Week

Select this option to schedule an Event that
will launch any sort of executable program.
An example of this might be a Batch file that
"zips" up your data files and copies them to a
safe location on your network. With this
option selected, you must enter the path to
the desired file.

Select this option to schedule an event that
will poll the transactions from any or all of
your time clocks. This Event can also
perform any of the other normal time clock
polling options.

You must be sure to "tag" all the time clocks
you want to poll by either double-clicking on
them or selecting the "tag all" button. You
must also select at least one polling option
by clicking the "Poll Options" button.

Select this option to schedule an Event that
will automatically run any of several reports
such as "Missing Punches" or "Hours".

You may notice that the list of available
reports is greatly abridged and that none of
the Payroll Exports are available. Time Card
data should be thoroughly reviewed before
running any Payroll Export. Each report to be
run must be "tagged" by double-clicking it
and choosing the desired settings in the
Report Parameter Window. Once set, these
parameters can be changed at any time by
clicking the Report Options button.

Select this option to schedule an event that
will Reindex all the system databases.

This Event must be scheduled at a time
when it is most likely that all users will be
logged out. If another user is logged into the
system, this Event will be skipped.

The items that display in this list depend
upon the type of AutoProcess chosen. For
example, if Poll Clocks is selected, this list
will display all the clocks configured in the
program.

To select a single item, double-click the item
to "tag" it.

Click the Tag All button to select all items.

Enter the time at which you want the process
to occur.

Select the days of the week you want the
process to occur.
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Tag All/Untag All

Click the Tag All button to select all the
items in the list. Click Untag All to deselect
all the items in the list.

Poll Clocks AutoProcess

1. If Poll Clocks is selected, select the clock(s) you wish to poll with this
process by double-clicking each clock to "tag" it.

2. If Poll Clocks is selected, click the Polling Options button to configure the
settings for polling. The Polling Options dialog box will open.

| i Polling Options ¥

I Clzanelonts traneantion:
™ Set clacks date and time
™ Program clocks

[ Load Bell schedules

™ Load Messages

™ Process punches after polling
Hand Reader

™ Send Hand Templates to Reader
™ Clear Templates in Hand Reader

™ Retrieve Hand Templates from Reader

s | LCancel |

Figure 191: Polling Options

3. Check the options that are appropriate:

Setting

Definition

Poll Transactions

Clear Clock
Transactions

Set Clock Date and
Time

Check this option to transfer punches from
the clock to TA100 Pro.

Check this option to clear the transactions
from the clock after transferring them to
TA100 Pro.

TIP: This does not need to be done every
time. You may leave the transactions in the
clock until payroll is processed successfully,
however if you have a lot of employees you
will want to clear more frequently so the
clock memory does not fill up.

Check this option to send the computer's
current date and time to the clock.

TIP: You may not want to do this every time,
as the clock's internal clock tends to be much
more accurate that the computer's.
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Program Clock Check this option to send programming and
configuration information (such as the
settings in the Configure Clock dialog box) to
the clock. Clock function keys and function
messages are sent to the clock during
programming.

This option should only be used when basic
clock setup has been changed since the
initial programming.

Load Bell Check this option to send pre-defined Bell
Schedules Schedule assigned to the clock.

Bell schedules are only checked at midnight,
so a bell will not ring on the same day the
bell schedule was downloaded. The Bell
Module must be installed to use this option.

NOTE: This is not recommended with the
TA520 or TA530, as the clock needs to roll
past midnight for the bell schedule to take

effect.

Load Messages Check this option to send employee
messages to the clock.

Hand Reader These settings only apply to the Hand
Reader clocks. The options are:

Send Hand Templates: Select this option to
send employee hand templates to the clock.
This can be used to upload a template to a
new clock, or to restore templates to a clock
that has been cleared.

Clear Templates: Check this option to clear
the templates from the clock. USE THIS
OPTION VERY CAREFULLY, as it will
delete all existing templates in the clock and
employees will not be able to punch until the
templates are restored.

Retrieve Hand Templates: Check this
option to download new hand templates from
the clock for input into the TA100 Pro

database.
Process Punches Check this option to automatically put the
after polling punches into the online timecards of the
employees.

4. Click OK to commit the changes and return to the Auto Process Maintenance
screen.

5. Click OK to commit the changes and return to the Configure Auto Process
Screen.

6. Click Start to activate the Auto Process schedule.

NOTE: TA100 Pro must be running for the Auto Process to work. You may
minimize the TA100 Pro window.
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NOTE: For network installs, you will need to check that the network is not
doing any backups or running any utilities during the auto processing
schedule.

Run Reports AutoProcess

1. If Run Reports is selected, choose the report(s) you wish to run by double-
clicking each report to "tag" it and filling in the report settings. The Report
Parameters dialog box for the selected report will open.

2. Fillin the Report Parameters windows as described in the Run Reports
section.

3. Click OK to commit the changes and return to the Configure Auto Process
Screen.

4. Click Start to activate the Auto Process schedule.

Run a File AutoProcess

1. If Run aFile is selected, you will be prompted to choose the file (program,
etc.) to run.

2. When all settings are complete, click OK. The AutoProcess will begin on the
next occurrence of the date and time specified in the AutoProcess Schedule
Details.

3. Click OK to commit the changes and return to the Configure Auto Process
Screen.

4. Click Start to activate the Auto Process schedule

Edit an Auto Process

1. Click the Communications menu, AutoProcess. The Configure Auto
Process dialog box will open.

Auta Process Maintenance i
Murnber | 00071

Name  [Poliing

Time  Descri ption SHTWTES Type
00:00 TaEZ0 Clock TYTYTYY Clock ;I

Add

Edit
Delete

Figure 192: Configure Auto Process

2. Select the AutoProcess you wish to change.
3. Click the Edit button.
4. Edit the settings as described in the Add an AutoProcess section.

Delete an AutoProcess

1. Click the Communications menu, AutoProcess. The Auto Process
Maintenance dialog box will open.

2. Select the AutoProcess you wish to delete.
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3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure vou want to delete?
OK | {

Figure 193: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the dialog box.
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Chapter XIII Utilities

This section describes the system utilities built into TA100 Pro. It includes importing and
exporting, reindexing, system archiving, system backups, and more.

Importing

It is possible to import data from other programs. Employee data, time transactions, and
departments can be imported from previous versions of the software as well as from other third
party systems, spreadsheets, and payroll programs.

Advanced Import

Employee data and attendance reports from third party accounting systems, spreadsheets, and
payroll programs can be imported into TA100 Pro. The original files may be in any number of
formats including ASCII comma delimited, Excel, or Lotus 1-2-3. When imported, the data is
appended to the specified system database file. The file types TA100 Pro Import supports are:

e Framework Il (FW2)

e Microsoft Multiplan 4.01 (MOD)

e Paradox 3.5/4.0 (DB)

¢ Rapidfile (RPD)

e Lotus 123 versions 1 through 3 (WKS, WK1, WK3)
e Symphony version 1 through 1.2 (WRK, WR1)
e Microsoft Excel (XLS)

e Comma Delimited

e Tab Delimited

e Space Delimited

e System Data Format (SDF)

e Symbolic Link Format (SYLK)

e Data Interchange Format (DIF)

e FoxPro
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1. Click the File menu, Import, Advanced. The Configure Import dialog box will
open.

Configure Import

{ TYFE

‘ Impert fle || ‘
‘ sponts_| | ‘
ok Cancel

Figure 194: Configure Import

2. Select the type of file to be imported.

3. Click the Import File button to select the file that contains the information to
be imported. The Open dialog box will open.

2l

Look jr: | ‘3 GENPRO | = @ cf E-
| ARCHIVE [ IMAGES [ IRESOURCE FFmooLk.E
| 1BACKGRMND Cue Bl atscommP.exe FLx.XI
) BACKUR [C I MEWDEFS BAR3D,TTF Flrkparse £
e [CIPDFDRYR Fcomms.Exe M FrrarsE
I DBFS [CIRAINBOW CONFIG.FPYW FOXFONT,
| EMAIL [CIREPCRTS 9 Dealersz, EXE FOXPRINT
q | i

Import Yersion | Select I
Filez of type: IAII Files j Cancel |
Help |

Lode Fage... |

Figure 195: Open File
4. Navigate to and select the file you wish to import. The file must be of one of
the types listed at the beginning of the Import section.
5. Click the Select button to commit the change.

Click the Append To button to select the table onto which this data will be
appended. The Open dialog box will open.
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2l

Look in: | 3 DBFS | & & ef BB

accrualdbf arpkinfo.dbf autorep.dbf clekread.dl
acrlacum, dbf arpksel,dbf autosets, dbf clock, dbf
acrladj.dbf arptuser.dbf belldet, dbF clackkey.d
acrlcat.dbf attend.dbF bells.dbf clactasc.dt
actldet. dbf autoclk. dbf cateqgory, dbf COMPANTY.
acrltot.dbf autopoll.dbf catexprt.dbf dept.de

I I— [
APFEND | USE
Files of type: [ Table/DBF =l Cancel

Help

il

Lode Fage...

Figure 196: Open

7. Select the TA100 Pro database file to which you wish to append, and click
the USE button to continue.

8. Click OK to begin the import process.

Exporting Data

The Export function allows you to extract data from TA100 Pro for use in other programs. When
exported, the database files can be used with many commercial spreadsheet programs and
report writers to generate custom reports. The supported applications are:

e Microsoft Multiplan 4.01 (MOD)

e Lotus 123 versions 1 through 2 (WKS, WK1)

e Symphony version 1 through 1.2 (WRK, WR1)
e Microsoft Excel (XLS)

e Comma Delimited

e Tab Delimited

e Space Delimited

e System Data Format (SDF)

e Symbolic Link Format (SYLK)

e Data Interchange Format (DIF)

o Database (FoxPlus)

1. Click the File menu, Export. The Configure Export dialog box will open.
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Configure Export

TYPE
’7 [Delimited with Commas JEa | ‘

_sees || |
K Cancel

Figure 197: Configure Export

2. Click the Export File button. The Open dialog box will appear.
2

R e e e

arptinfo.dbf autorep. dbf clckread.dl
. arprsel, dbf autosets,dbf clock, dbf
acrladj.dbf arptuser.dbf belldet. dbf clackkey.d
acrlcak.dbf attend.dbf bells.dbf clactasc.dt
acrldet, dbf autoclk, dbf category,dbf Companty.c
acrlcot.dbf autopoll. dbf catexprt. dbf dept.dbf

K — ||
Open | LUSE
Files of ype: | T able/DBF = Cancel

Help

Hil

Lode Page...

Figure 198: Open

Select the file you wish to export and click the USE button to continue.

4. Select the type of file you wish to export to. See above for a list of the
available file types.

5. Click the Save As button to define the file name of the exported data. The
Save As dialog box will open.

2l

Savejn:la DBEFS j = c Bl

Delimited file: | ETe=n Save

Save az bope: |File j Cancel

Help

Lode Fage...

i

Figure 199: Save As
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6. Inthe File Name box, enter the name you wish to use for the exported data
file. The extension will fill in automatically based on the type of file chosen in
the previous dialog box.

7. Click Save to continue.
8. Click OK to begin the export.
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System Utilities

TA100 Pro provides utilities to keep your system running smoothly. Among other things, these

utilities can repair databases, perform backups, and archive data for long-term storage.

Because these utilities affect data, and ultimately your payroll, contact your local

representative if you have questions or concerns about the operation of a specific utility.

The following utilities are found under the Utilities menu under File and are described in this

section:

Reindex Databases

Repair Databases

Update Databases
Initialize Databases
Change Employee Number
Change Employee Number Width
Set Reprocess Date

Fix Unassigned Badges
Repost R-Files

Purge R-Files

Post Historical Data
Archive Data

Restore Archived Data
Back Up System Files

Restore System Files

A100 PRO - Time America Inc.
File Daily Operations Reports  System Setup  Communications  Help

Security 3 | ? | Q ELQ-
»

Imnpork

Export...

Repair Databases. ..

i Reindex Databases...
Prink...
Update Databases...

Environmenk 4 o
Initialize Databases. ..
Login Mew User Change Employee Numbet. ..
Exit ALT+F4 Change Employee Mumber width. ..

Set Reprocess Date. ..

Fix Unassigned Badges...

Repost from R-files...
Purge R-files. ..

Post Histarical Data. ..

archive...
Restore Archive. ..

Syskem Backup. ..

System Restore. ..

Figure 200: Utilities Menu
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Repair Database

The Repair Databases utility compares the contents of the database to the database’s
index and attempts to rebuild the index to compensate for any inconsistencies. This utility
cannot replace or recover data that has been lost or corrupted.

It is recommended that you repair your TA100 Pro databases prior to Reindexing in order
to ensure that the data is optimized.

1. Click the File menu, Utilities, Update Databases. The Repair Selection
dialog box will open.

Repair Selection

IACRLACUM.DBF

|4CRLAD..DBF 4dd

[ACRLCAT DEF

|ACRLDET.DBF Add all

ACRLTOT DBF

|ARPTINFO.DBF

|RPTSEL DBF _ Hemeve|

|ARPTUSER: DBF

ATTEND.DBF Remove al

|AUTOCLK DBF

|AUTOPOLL DEF |

109 Available T Erbostc]
S LCancel

Figure 201: Repair Selection
2. Select the database you wish to repair by clicking Add to select an individual
database or Add All to add all. It is recommended that you repair all files.

3. Click OK to begin the repairing process. A progress bar will show the
percentage of completion

Reindex Database

The Reindex Databases utility removes deleted records and sorts the data base in either
numeric or alphabetic order depending on the contents. Since this utility has the greatest
impact on the speed and reliability of TA100 Pro, it is recommended that you develop a
weekly schedule for reindexing system database files. Also, it is a good idea to Repair

the database prior to Reindexing. Repairing fixes inconsistencies and potential problems
in the data. See Repair Databases, page 253.

TIP: Reindex can be set as an AutoProcess. See Configure an AutoProcess, page 240.

1. Click the File menu, Utilities, Reindex Databases. The Reindex Selection
dialog box will open.

Reindex Selection e

Add
Add all

[ARPTINFO.DBF
|4RPTSEL DEF —Iﬂemwe
[4RPTLISER DBF

[ATTEND DEF Figmave &l

la0T0CLK DBF
| leutorouoer Jid|
1 109 Available 0 Selected

K I LCancel

Figure 202: Reindex Selection

ISCRLTOT.DBF
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2. Select the database you wish to reindex by clicking Add to select an
individual database or Add All to add all. It is recommended that you reindex
all files.

3. Click OK to begin the reindexing process.

Update Databases

The Update Databases utility is used when upgrading TA100 Pro to a newer version of
the software. It makes all the required modifications to your current database so that it
operates with any new file structures.

1. Click the File menu, Utilities, Repair Databases. The Update and
Compare prompt will appear.

o ] Do you want to compare and update
9 tables?

Figure 203: Repair Selection

2. Click OK to begin the updating process.

Initialize Databases

The Initialize Databases utility completely removes the contents of database files. This
utility is useful when databases become corrupted beyond recovery

NOTE: This utility completely deletes ALL data in the selected databases. Only the
SYSORP is able to initialize data.

1. Click the File menu, Utilities, Initialize Databases. The Initialize Selection
dialog box will open.

Add
Add all

Hemaove
I“RPTUSER.DBF
|4T TEND.DBF Remove &l
I“UTOCLK.DBF

|+0T0POLL DEF =l -]
109 Available 05elected

K. Cancel

Figure 204: Initialize Selection
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2. Select the database you wish to Initialize by clicking Add to select an
individual database or Add All to add all.

3. Click OK to begin the process. ALL DATA IN THE SELECTED TABLES
WILL BE DESTROYED.

Change Employee Number

Once an employee has been added to the system, you can no longer change his or her
employee number through the Configure Employees Detail screen. This utility allows you
to change employee numbers, one employee at a time.

1. Click the File menu, Utilities, Change Employee Number. The Change
Employee Number dialog box will open.

Change Employee Mumber

Figure 205: Change Employee Number

2. Select the employee whose number you wish to change using the drop-down
list in the Old field.

Enter the new employee number in the New field.

Click OK to change the employee's number.

Change Employee Number Width

The number of digits (width) in the Employee Number is initially defined in the Configure
Main Company dialog box. However, once employees have been added you can no
longer change the setting through the Main Company screen. This avoids accidental data
loss.

This utility allows you to change the number of digits for Employee Numbers safely.
Typically, the width should only be changed to a higher (longer) number in order to avoid
losing data. When digit length is increased, the digits are added on to the left of the
current number. When digits are taken away, they are taken from the right.

1. Click the File menu, Utilities, Change Employee Number Width. The
Change Employee Number Width dialog box will open.

© January 2009 Time America, Inc. 255



TA100 Pro Manual

Change Employee Number Width

IDId Employee Width is |5
INew Employes “width iz |3

LCancel |

5

Figure 206: Change Employee Number Width

2. Enter the number of digits for the new employee number.
3. Click OK to commit the change.

Set Reprocess Date

The Set Reprocess Date utility allows you to globally reset the reprocess date for
employees.

Processing occurs when TA100 Pro takes the punches from a clock and applies them to
the correct employee, taking into account pre-setup information such as Company Policy,
Shift rules, etc. Reprocessing is what happens when a user has made changes to the
polled punches, and/or configuration information, and now needs to have TA100 Pro
recalculate the data. If TA100 Pro had to recalculate data every time a user opened an
employee timecard, the usefulness of the program would be offset by the amount of time
needed for the calculations. Time is saved by allowing a user to make all necessary
changes before reprocessing the data, which is the driving reason behind having
automated timekeeping software.

This utility does not actually reprocess the punches. It allows a user to decide how far
back, and for whom, the system will process punches. After changing this setting, you will
need to manually reprocess, at which time the system will reprocess back to the date
entered here for the employees selected.

1. Click the File menu, Utilities, Set Reprocess Date. The Reprocess
Punches dialog box will open.

Reprocess Punches

Reprocess punches starting on

| ‘ed |

5
o0o00g

GENE.WILDER 0o00g Add

GEORGE.ELLIOTT oo0o7?

GRACE KELLY ano1o Add all
JONEZ, DAUTD 00004
LEVI.STRAUSS 00006

LORNA , DOONE 00011 =
REYNOLDS , RDELE 00047 Hemere
SMITH, JOHN 00005

WASHINGTON.CAROL 0000L Remove all

11 Available 0 Selected

oK Cancel

Figure 207: Reprocess Punches
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Enter the Reprocess date.

3. Select the employees for whom you wish to reprocess by using the Add
button to select an individual employee or Add All to select all.

4. Click OK to complete the change.

Reprocess punches. This can be accomplished by clicking the Reprocess
button in the Online Timecard. See Online Timecard, page 160. Or by
running a report with the Reprocess button selected.

Fix Unassigned Badges

Employees are able to start punching at the clocks before their data is entered into
TA100 Pro. The badge used by the employee is considered to be unassigned if the
employee's punches are polled prior to the employee being added to the software. You
can repost the employee's punches after adding the employee to the software using this
utility.

1. Click the File menu, Utilities, Fix Unassigned Badges. The Unassigned
Badge Maintenance dialog box will open.

Unassigned Dadge Maintenance

Badge Date and Tene _ Clock _Key Daln Ficki § Dala Ficki 2

O Litted

Flepost badg to Enplogee Hurber

Figure 208: Unassigned Badge Maintenance

2. This screen will show the employees whose badges were unassigned at the
time of polling.

3. Select the employee you wish to repost. Make sure that this employee is
added to the program at this time and has the correct badge number. You
may also click Print to view a list of all unassigned badges.

4. Click the Repost button. TA100 Pro will match the badge in the transaction
to a badge assigned to the employee.

5. The Special Repost option will compare the listed badges to current
employee numbers (rather than comparing to a badge number). It assigns
any transaction to the employee whose employee number matches the
unassigned badge number. This option should only be chosen after a regular
reposting.

6. Click Close to exit the dialog box.
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Repost from R-Files

R-Files are the files that store punch data downloaded from the clocks. There is one R-
File for each day, which contains all the punches from that day. This data is imported into
TA100 Pro, but the original file is kept so that it can be referenced or re-imported if
necessary. Reposting an R-File allows you to re-import the punch data stored in one of
these files.

1. Click the File menu, Utilities, Repost from R-Files. The Repost R-Files
dialog box will open.

|| Repost R-files

|
Tagall Wntag Al
oK LCloge

Figure 209: Repost R-Files

2. Select the file you wish to repost by double-clicking it to "tag" it. Or select all
files by clicking the Tag All button.

3. Click OK to repost the files.

Purge R-Files

R-Files are the files that store punch data downloaded from the clocks. There is one R-
File for each day, which contains all the punches from that day. This data is imported into
TA100 Pro, but the original file is kept so that it can be referenced or re-imported if
necessary. These files are kept indefinitely, taking up space on your hard drive. You may
wish to purge (delete) these files periodically in order to free up disk space.

This should not be done before a particular R-File has been successfully imported to
TA100 Pro, as doing so will result in a loss of the punches contained in the R-File.

1. Click the File menu, Utilities, Purge R-Files. The Purge R-Files dialog box
will open.
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|| Purge R-files
Fifiles

-]
Tagdll | Uizl
i3 Close

Figure 210: Purge R-Files

2. Select the file you wish to purge by double-clicking it to "tag" it. Or select all
files by clicking the Tag All button.

3. Click OK to purge the files.

Post Historical Data

Posting Historical Data allows you to move historical information to another location,
where it can still be accessed for reports, but where it is not slowing down the
performance of the program. You must also Post Historical Data prior to Archiving it. (See
Archive, page 260).

TA100 Pro keeps track of a large amount of information. As the number of employees
goes up, the amount of data that pertains to those employees goes up. After awhile, the
amount of data that needs to be processed will noticeably slow down the computer.
TA100 Pro allows a user to decide when past transactions will no longer be needed for
editing, and ‘saves’ the processed punches to another file. The transactions in this new
file cannot be edited in any way.

Posted transactions will appear in reports, but will not appear in online timecards or
transactions screens. If the transactions do need to be edited, they will need to be
unposted. The difference between posting data and archiving data is posted data will
appear on reports, archived data will not. Data cannot be archived until it has been
posted.

1. Click the File menu, Utilities, Post Historical Data. The Post Historical Data
dialog box will open.

i Post Historical Data

Mate: After posting, transactions prior to
the posting date can no langer be added
or modified,

™ Unpost Data

aK Cancel

Figure 211: Post Historical Data

2. Enter the date up to which you wish to post data. As posted data can no
longer be edited on screen, make sure that the date entered is far enough in
the past to suit your needs.
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3. If you wish to Unpost previously posted data (in order to edit it, for example),
check the Unpost data box.

4. Click OK to complete the action
Archive

The Archive utility removes time and attendance data from your system and stores it in
another location for archive purposes. Unlike the System Backup utility that only copies
files, the Archive utility copies specific data, then deletes it from the system to free up
more of the hard drive space.

You must Post Historical Data prior to archiving. See above.

1. Click the File menu, Utilities, Archive. The Archive Maintenance dialog box
will open.

|| ErdngDate [HEERERD | Sat Filename: [ 06291801 | AR ‘

ARCHIVE TO
" Drive &  Diive B @ Other

Destinatian IE VGENPROYWARCHIVEMIB231 907 ARC

COMPRESSION METHOD
| { © Madimum % Fast  Store anly

FLOPPIES———— FILE OPTIONS
FORMAT
& Dok
£ Condltiona!

- i Duplicate recards —————
e En:usdllmna‘ = Dicerpite reeonds
o-Density 1% Discaidiscords

1% fippend to file
 Dierwite fl

I” | Span flappies

axK Cancel I

Figure 212: Archive Maintenance

2. Fill in the settings as appropriate:

Setting Definition

Ending Date Enter the date up to which to archive.
Database files are archived prior to this user-
defined date. The ending date must be at
least 14 days earlier than the
Posting\Unposting Historical Data date.

For example, if you want to archive data from
1999, you would input 12/31/1999. If this is
the first time you are archiving, the archive
file will consist of all the data from January
01, 1900 to the selected date.

FileName Enter a name for the archived file. The
Filename can be any combination of
characters up to 8 digits long. The default
name for this file is the Ending Date of the
archive.
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Archive To

Destination

Compression
Method

Format

Span Floppies

Append to File

Overwrite File

Overwrite Records

Select the destination drive for the file. The
options are:

Drive A: Typically a floppy drive.
Drive B: Typically a floppy drive.

Other: Can be the local hard drive or any
network drive.

Enter the destination drive letter and
directory for the archived file.

Select the Compression method for the
archived data. The options are:

Maximum: Saves as much disk space as
possible, but takes longer.

Fast: Compresses quickly with high data
integrity, and is the default option

Store Only: Does not compress data, but
stores it all in one file.

If Drive A or B are selected, these settings
will become available. TA100 Pro will format
the floppy drive prior to copying the archived
file onto it. Choose the method of formatting
desired. The options are:

Quick: Deletes all information on the drive,
without formatting

Conditional: Saves the table that is on the
disk.

Unconditional: Deletes everything on the
disk, and reformats

Low Density: Formats a low density disk,
which almost never heard of anymore and
should only be used by knowledgeable users

Select this option if TA100 Pro should split a
large archive file so that it can be "spanned”
over more than one floppy disk. You will be
prompted to insert disks as needed.

Select this option to have new archive
information add to an existing archive file of
the same name.

Select this option to have new archive
information overwrite an existing archive file
of the same name.

If append to file is selected, you will need to
decide how duplicate records should be
handled. Select this option to overwrite
existing duplicate records with new
information.
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Discard Records Select this option to discard the new
duplicate records and keep the existing
records.

3. Click OK to complete the Archive.

Restore Archive

Archived data is data that has been removed from the TA100 Pro software, but has not
been deleted. The only information that is stored in an archive is transactions and
schedules. This information can be added back into TA100 Pro by Restoring the Archive.
If the information is going to be edited, the Post Historical Data utility needs to be run
after Restoring from Archive to unpost the data and make it available for edits.

TA100 Pro archive files ending with ".ARC". It is important to note that when restoring an
archive, the archive does not get deleted or altered in any way. It still exists in the same
state as before the restoring process. The transactions in the archive are copied into the
appropriate TA100 Pro database. It is possible to restore individual employees from the
archive.

1. Click the File menu, Utilities, Restore Archive. The Restore Archive
Maintenance dialog box will open.

Restore Archive Maintenance

i Select file I |-AHC

 DUPLICATE RECORDS
" Auchive ovenarites existing records

¥ Keep existing records

~Employees to restar
 All Emplopess

" Individual Emplopees

DATE RANGE
’7Frum 01/01/1330  Mon To [03/01/2001 Sat ‘

0K LCancel

Figure 213: Restore Archive Maintenance

2. Fillin the settings as appropriate:

Setting Definition
Select File Click the Select File button to choose the
Archive file you wish to restore.

Archive overwrites Check this option to have TA100 Pro

existing records overwrite duplicate records with the archived
data.

Keep existing Check this option to have TA100 Pro keep

records existing records and ignore the duplicate
archived data.

All Employees Check this option to restore data for all
employees.
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Individual Check this option to restore data for

Employees individuals. You have the opportunity to
choose employees after clicking the OK
button.

Date Range Enter the date range for which you wish to

restore records.

TIP: To restore all transactions for the
chosen employees contained in this archive,
put in 01/01/1900 in the first field and today’s
date in the second field.

3. Click OK. If All Employees was selected, the restoration process will begin
immediately. If Individual Employees was selected, you will be prompted to
select the employees, after which the restoration will begin.

System Backup

System Backup takes a copy of the database files as of the date of the backup. These
backup files can be restored if necessary. If for some reason the computer/network
crashes, the data can be loaded into a new or existing installation of TA100 Pro with no
downtime. Backing up TA100 Pro should be done on a regular basis.

1. Click the File menu, Utilities, System Backup. The System Backup
Maintenance dialog box will open.

P T

System Backup Maintenance
Backup fils name [N |

| reackupTO
 Dived: € DiveB: & Other

Destinaticin IC:\GENPHU\EACKUP\EACKUP.SUZ

| FLOPPIES —————— COMPRESSION METHOD ———
FORAAT
& Dlick: " Masimum
£ Conditional ¥ Fast

£ Uncondltional 1 Stare arly
I~ LowDensity

K. Cancel

Figure 214: System Backup Maintenance

2. Fillin the settings as appropriate:

Setting Definition
Backup File Name Enter the name you wish to use to refer to

this backup file. A good practice is use the
date of the backup as the file name.

Backup To Select the destination drive for the file. The
options are:

Drive A: Typically a floppy drive.
Drive B: Typically a floppy drive.

Other: Can be the local hard drive or any
network drive.
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Destination Enter the destination drive letter and

directory for the backup file.
Compression Select the Compression method for the
Method backup data. The options are:

Maximum: Saves as much disk space as
possible, but takes longer.

Fast: Compresses quickly with high data
integrity, and is the default option

Store Only: Does not compress data, but
stores it all in one file.

Format If Drive A or B are selected, these settings
will become available. TA100 Pro will format
the floppy drive prior to copying the backup
file onto it. Choose the method of formatting
desired. The options are:

Quick: Deletes all information on the drive,
without formatting

Conditional: Saves the table that is on the
disk.

Unconditional: Deletes everything on the
disk, and reformats

Low Density: Formats a low density disk,
which almost never heard of anymore and
should only be used by knowledgeable users

3. Click OK to begin the backup.
System Restore

System Restore restores your TA100 Pro database files from backup. When Restoring a
Backup, all changes made after the backup was performed will be lost. If a clock has
been polled after the backup was performed, the transactions from that polling will have
to be reposted.

1. Click the File menu, Utilities, System Restore. The System Restore
Maintenance dialog box will open.

P e e ey

[|5ystem Restore Maintenance

L gelecilie ] | stz

[ Restore Original Date/Time
™ DOS Verify On
™ Dvenarite Existing

oK LCancel

Figure 215: System Restore Maintenance

2. Fillin the settings as appropriate:
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Setting

Definition

Select File

Restore Original
Date/Time

DOS Verify On

Overwrite Existing

Click this button to choose the backup from

which to restore.

Check this box to change the creation date of
the files being restored to the backup's date

and time (rather than the current date).

Check this box to verify the files checksum

between the backup version and the restored

version.

Check this box to overwrite existing records
with the backup records. This should always
be checked, otherwise you will be prompted

to overwrite each table in the database.

3. Click OK to begin the restoration process.

Additional Utilities

TA100 Pro provides some "nice-to-have" utilities in addition to the System Ultilities, including:

e Calculator

e Calendar

e Conversion Table
e System Info

e Macros

These utilities are found under the Help menu.

:TA100 PRO - Time America Inc.
File Daily Operations Reporks  System Setup  Communications | Help

cEA @0C 7 3 W

Calculator

1. Click the Help menu, Calculator. The Calculator will open.

Help. .. F1
Calculator F2
Calendar|Diary F3
About F9
System Configuration Fi1
Conversion table Flz
Macros. .. SHIFT+F10

Figure 216: Help Menu
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Figure 217: Calculator

2. You may enter numbers and functions by typing or by clicking the
appropriate buttons on the keypad.

Calendar
1. Click the Help menu, Calendar. The Calendar will open.
I=E
August 2001 =
Subo TuweTh Fr Sa
112(3]4
SIE(7]813(10M
12(13]114(15]16(17(18
13 200121 22| 23| 24( 25
26| 27] 20 || 20[ 71
| =
| < Manth | tanth > | < Year | Year > | L:u:la_l,ll
Figure 218: Calendar
2. You may scroll through months and years using the navigation buttons.
NOTE: The Calendar can also serve as a daily diary.
About

The About screen displays the serial number information and all extra modules the client
has purchased. This is also where you can activate the Hand Reader.

NOTE: This only applies to Hand Readers that do not match the Time America internal
code and were not purchased directly from Time America.

1. Click the Help menu, About. The About will open.

2. Click on Hand Reader Activation button as shown below.

© January 2009 Time America, Inc. 266



TA100 Pro Manual

Registered to - ABC Manufacturing Company
Serial Mumber TA33333333-10
Wergion Nurnber 3.01d
Employee Limit 800
User Limit 5

Third Party Terminals  [nstalled
Auto Process  Installed

Bells  Installed

PC Clock  Installed

Benefit Accruals  |nstalled

FOR &55ISTANCE, CONTACT
Time America, [nc.

51 West Third Street, Suite 310
Tempe, AZ 85281

Copyright © 1989-2004. Time Amernica, Inc. All rights reserved.

System Configuration
The System Configuration screen displays the technical setup of your computer.

1. Click the Help menu, System Configuration. The System Configuration
window will open.

E ' System Configuration |
[
|

Operating System  wWindows MT 500
Proceszar in use  Pentium

Graphicz card/monitar - Color/Calar

Current directory C:AGEMPRO
Printer statuz  BEADY

Total free memaorny 534,708,224 bytes
Memon uzed 1,130,868 bytes
Baze RAM available 655,360 buytes

Data dive capacity 5992833760 butes
Dizk space remaining 2248859648 bytes

Figure 219: System Configuration

2. Press Esc to exit the dialog box.

Conversion Table

The Conversion Table displays conversions from 12 Hour to 24 Hours and minutes to
hundredths of an hour.

1. Click the Help menu, Conversion Table. The Conversion Table will open.
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[ T conversion Table 1=
E 12HOURS TO 24 HOURS FINUTES TO HUNDREDTHS
[ |
1 1280 =0 T2HM =12 00=00 A2=20 :24=40 :36=060 48=80
3 140 =1 1PM =13 =02 13=722 :25=42 I7=062 :49=82
| 206 =2 ZPM =14 02=03 14=723 :26=43 :38=063 :H0=483
| k=3 P =15 L3=05 :15=25 2F=45 :39=65 H1=.85
| 440 = 4 4PM =16 04=07 A6=27 :28=47 40=67 :5Z=487
; Rk =5 AP =17 0h=03 A7=28 :28=48 41=063 :53I=088
| BAk =6 BFM =18 LE=10 18=20 :30=50 42=70 :H4=.190
; ToM =7 ‘P =14 OF=12 19=32 3 =52 :43=72 :Hh=192
1 gk =18 Pt = 20 03=13 20=233 :32=53 44=73 HE=153
| 940 =9 P = A M9=15 M=35 :33=585 :45=78 H7¥=4595
I 1048 =10 10PM = 22 A0=17 22=37 3d=h7 46=7F7 HBE=14597
; 1148 =11 T1PM = 23 A1=18 23=328 :35=5H8 47=73 :539=193
|
[ |

Macros

Macros allow you to record keyboard steps in TA100 Pro and play them back by pressing
a key. For example, you could record a macro to Poll time clocks.

1. Click the Help menu, Macros. The Record Macro dialog box will open.

x

Defined key: I [press the key) K |
b acro name: I Cancel |

Figure 220: Record Macro

Press the key or key combination that will run this macro.
Enter a name for the macro (no spaces.)

Click OK to begin recording.

a > N

Perform the steps you wish to record. Type the keystrokes you normally
press to perform an operation on the keyboard. Remember, only keyboard
operations can be recorded.

6. Press Shift + F10 to stop recording. The Stop Recording Macro dialog box
will open.
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! Stop Recording Macro x|

Stop recording test?

|nzert Literal | O el s
Inzert Pauze | " Seconds:

LConfinue | Dizcard

Figure 221: Stop Recording

7. Click one of the following:

Setting Definition
OK Click OK to stop recording the macro.
Continue Click continue to continue recording the

macro after a pause.

Discard Click Discard to cancel recording and
discard the macro.

Insert Literal Click Insert Literal to record the literal
meaning of the next keystroke. For example,
if CTRL+P is used to execute a macro, but
you want to record CTRL+P as a keystroke,
click Insert Literal before typing the
keystroke. This prevents a macro from being
recorded.

Insert Pause Click this button to insert a pause into the
macro, then select the Key to Resume or
Seconds option below.

Key to Resume Select this option to pause the macro until
SHIFT+F10 is pressed to continue.

Seconds Click Seconds to pause the macro for a
period of time (in seconds). Enter the number
of seconds in the adjacent field.
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