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WageLoch Control

1 WagelLoch Control

[ ¢ Wageloch® Control v10.02 [ESREER=)
: Staff members |
[ Pay levels ]
[ Site: setings ]
[ Colours ]
[ |

[ Leave management ] Change passwords

[ Public holidays ]

| Wageloch admin |

oot

Staff members

Pay levels
Site settings

Colours

Leave management

Change passwords

Public holidays
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Staff members
F
Code First name Sumame Department Pay group Pay level Age Baserate *
Alice Bloggs Assistant FT/PT Assist 35 15.1200
Alice Jordan Assistant Cas Assist 24 15.2500
Amy Jordan Assistant FT/PT Assist 23 18.3500
Arthur Smith Phamacist Cas Pham TN 227700
Bill Dioe Assistant FT/PT Assist 52 19.1200
Christopher Smith Pharmacist Cas Pham T 222200 |E
Edward Doe Assistant Cas Assist 22 17.7000
Elaine Smith Assistant Cas Assist 23 15.2500
Fred Kelly Pharmacist FT/PT Pharm T 31.5400
I (George Smith Phammacist FT/PT Pham T 255200
Georgina Bloggs Assistant FT/PT Assist 23 18.3500
Hamish Kelly Assistant Cas Assist 22 177000
Hamy Smith Phamacist Cas Pham N 23.3200
l Hugh Jordan Assistant FT/PT Assist 46 15.1200
Jack Doe Assistant Cas Assist 24 18.0200
Jack Kelly Assistant Cas Assist 22 14.7500
Jane Bloggs Assistant Cas Assist 21 18.0200
Jane Jones Assistant Cas Assist 23 15.0200
Jenmy Kelly Assistant FT/PT Assist 23 18.0200
Jenmy Bloggs Assistant FT/PT Assist e 18.4600
Joe Jones Assistant Cas Assist 36 159400 ™
Show terminated Total staff: 35
| Create || =0 | [ Set selected | | Pint | [ Prrtbydepatment | | Bpot | [ Saveddse |

o All of your staff details are kept in the "Staff members" page; their name, age, pay group and
base rate. This is where you can add an employee, change their details, or dismiss someone so
that they don’t show on the clock on system.

Creating a staff member

General
Payroll code:
First name:
Sumame:
Display name:
Date of birth:

' Pay details | Visibility

Clock on using password

o

Terminate on

[Wednesday, 5 October 2011

Department

Phamacist

Assigned

For g —
|| pares

Rate

Base Houry _

© 2011 WagelLoch



WagelLoch Control 5

® To create a staff member, click the "Create" button down the bottom-left of the "Staff
members" form. This will display a form which lets you add information about your new
employee. Once you have finished click "OK" and the staff member will be added to WageLoch.

11.2 Terminating an employee

r |

Edit staff member ‘Bloggs, Alice®

General Teminate on
Payroll code: Monday .10 October 2011 [E+

First name:  Alice
Sumame: Bloggs
Display name:
Date of bith: |18/04/1972]

[] Clock on using password

Pay details | Visibility

Department Assigned Type Rate

[ ok |[ ceneel |

® To terminate an employee, click "Staff members" in WagelLoch Control, and then double-click
on the staff member you wish to terminate. In the top-right corner of the employee screen put
atickinthe box next to the words "Terminate on", choose the date they have been terminated
on, and then click OK. This staff member will remain in WagelLoch as a terminated employee
for 1year from the termination date just in case you re-hire them.

© 2011 WageLoch
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1.1.2.1

Re-activating a terminated employee

First name Sumame Department Pay group Pay level Age Base rate
Alice Bloggs Assistant FT/PT Assist 35 15.1200
Alice Jordan Assistant Cas Assist 24 15.2900
Amy Jordan Assistant FT/PT Assist 23 18.3500
Arthur Smith Pharmacist Cas Pharm mwm 22,7700
Bill Doe Agsigtant FT/PT Assist 52 19.1200
Christopher Smith Phammacist Cas Pham Yedies 222200 |E
Edward Doe Assigtant Cas Assist 22 17.7000
Haine Smith Assistant Cas Assist 23 15.2900
Fred Kelly Pharmacist FT/PT Pham e 31.5400
George Smith Phamacist FT/PT Pham FINT 255200
(Georgina Bloggs Aszsistant FT/PT Assist 24 18.3500
Harmish Kelly Assistant Cas Assist 22 177000
Hamy Smith Phamacist Cas Phamn T 23.3200
Hugh Jordan Assistant FT/PT Assist 46 15.1200
Jack Doe Assistant Cas Assist 24 18.0200
Jack Kely Assistant Cas Assist 22 14.7500
Jane Bloggs Assistant Cas Assist 21 18.0200
Jane Jones Assistant Cas Assist 23 15.0200
Jenny Kelly Assistant FT/PT Assist 23 18.0200
Jenny Blogas Assistant FT/PT Assist FINT 18.4600
Jos Jones Assistant Cas Assist 36 159400 ~

Show teminated Total staff: 35

[ Create |[ Edt | [ set selected | [ Pt | [ Prtbydepariment | [ Boot | [ Savedcloss |

® Tore-activate a terminated staff member, open Staff members in WagelLoch Control and put a
tick in the "Show terminated" box at the bottom-left. This will then show all the staff members
you have terminated within Wageloch. Double-click the staff member you wish to re-activate
and remove the tick from the "Terminate on" box. This will put them back into Wageloch. Click

"Save & close" when finished.

© 2011 WagelLoch



WageLoch Control 7

1.2 Pay levels

r —
Pay levels . [ X X -@®

Pay level
Level 1

Level 2 Please select
Level 3
a pay level

from the list.

Create

J

® Onthe "Pay levels" screen you can specify named rates of pay, which can also be specified
according to the age of a person if necessary. These pay levels can then be linked to your
individual employees. Selecting the option to "Use age-based rates" when you create a new

pay level will allow Wageloch to automatically change the rate of a person when they have a
birthday.

© 2011 WageLoch
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1.21 Creating a pay level

Pay level
Level 1
Level 2
Level 3 Please select
a pay level
from the list.
IEI Create pay level

Pay level: Level 4

lze age-based rates forthis pay level

)

® To create a Pay level click the Create button in the Pay levels screen. You will then be
prompted to name the Pay level (for example, Level 1, Level 2, etc.) Click "OK" to create the
Pay level in the list. Once created you will have to click the name of the Pay level you created
to bring up the list of rates to pay.

1.2.2 Deleting a pay level

Pay level
Level 1
Level 2
Level 3
Level 4

.

Wageloch® Control - - |£| 10 October 2011

A‘ Please confirm that you want to delete the 'Level 4' pay level.

© 2011 WagelLoch



WageLoch Control 9

® To delete an old Pay level, click on the Pay level you wish to delete and click the "Delete
button, then click "OK" when prompted for confirmation.

1.2.3 Automatically changing pay levels

Cument rates Change to these rates on Sunday . 1 January 2012 |§|v|

Age Age
Under 15 yrs

241200

25.0000

® You can have Wageloch change the rates of pay for a pay level on a specific date by ticking the
"Change to these rates on" box and choosing the date that the new pay rates take effect.
Wageloch will automatically change the rates of pay to those specified in the right-hand list, as
long as the individual has been assigned to that Pay level.

© 2011 WageLoch
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124 Assigning a staff member to a pay level

eneral
Payroll code:
First name:  Alice
Sumame: Bloggs
Display name:
Dateof bith: 18/04/1972

Clock on using password

@

Teminate on

[ Monday .10 October 2011 [~ |

Pay details | Visibility
Forgoun: [FiPTas x| Oetnae

Pay level: evel

<manual=

Departmen [ N

Rate

Level 2
= e

Lok || comed |

® To assign a staff member to a Pay level that you have created simply click the Staff members
button and double-click the employee that you would like to assign the Pay level to. On the
"Pay details" tab at the bottom, there is a box called "Pay level" which is set to "<manual>" by
default. Click the word "<manual>" and choose one of the Pay levels that you have created.
Notice the Base Hourly rate will automatically change based on what you have chosen.

© 2011 WagelLoch
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1.3

Site settings

[] Enable rotating rosters

2/07/2007
2

Roster by department

r — -
Site settings A
General | Automatic pays
First timesheet starts on: Monday .20 June 2008 =
1Z00FM 15

Show yesterday’s end of day before

Show sales percentages
Highlight when wages are more than
25.00 2| percent of zales

Department

MYOB job

Create

Delete

[7] Separate sales pencentages by department

Edit

Lok [ Cameel ||

b

1.3.1 Roster by department

-
Site settings a—&

General | Automatic pays

First timesheet starts on:

2

Show yesterday's end of day before

[] Enable rotating rosters

AT AT

AU A AU

Floster by department

Monday .20 June 2008

"

1Z00FM £

Show sales percentages
Highlight when wages are more than
25.00 2 percent of sales

Department

MYOB job

Create

[] Separate sales percentages by department

Delete Edit
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® To enable departments, put a tick in the box that says "Roster by department" and then follow
the steps for Setting up departments

1.3.1.1 Setting up departments

General | Automatic pays

First timeshest starts on: Monday .30 Jume 2008

Show yesterday's end of day before 1200 PM (5

[ Enable rotating rosters Show sales percentages
Create department re more than
of sales
Mame for depatment:  Assistant

Roster
il by MYOB job:

Departmen|

i coo

Create Delete Edit

[ Separate sales percertages by department

® To create a department, click the "Create" button. It will then prompt you for the name of the
department (for example Assistant, Shop, Office, etc.) The MYOB job is only used if you are
using MYOB and would like feed your departments in WageLoch through to corresponding Jobs
in MYOB. If you are not using MYOB then you can simply leave that box blank. Choose the
colour that you would like for your department by clicking on the "Background colour" button
(this will be the colour that shows up in Wageloch Roster), and choose the text colour by
clicking the button next to it. Click "OK" when you are done. NOTE: if you are going to use a
dark coloured background, make sure to use a light coloured text.

© 2011 WagelLoch



WageLoch Control 13

1.4 Colours

[ <~ Text colour ] [Standard shift ] [ <~ Text colour ]
Altemate rows ANNUAL LVE

COMP LEAV

® To change the colours that are used in the WagelLoch Roster program and also the Wageloch
Time program click the Colours button in WagelLoch Control. It will then show a screen that has
different colours on it with the descriptions of what they are for. Click the button of the colour
you wish to change and choose a colour. Please note that if you use a dark background colour,
then you should change the text colour to a light colour so that it is legible.

© 2011 WageLoch
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1.5 Leave management

Leave management

Fiter: | <all staff= v] [] Reverse order
Mame Start date  End date Man. Tue. Wed. Thu. Fri. Sat. Sun.
Alice Floggs ORI GERRRT TSI ves | Mo | | No | Yes

1.5.1 Adding leave entries

Fiter: | <all staff> v] [7] Reverse order

Name Start date  End date Man Tue Wed. Thu. Fri.

Alice Bloggs QOGUGEERTAT N ves | No | IENESS

- ~

Create new leave entry

Staff member
[ Alice Bioggs -] 1271072011 v and 121072011

Between

[ N ] Mo ] N ] Mo ] No ] No ] Mo |

Monday | Tuesday |Wednesday | Thumsday | Friday [ Saturday | Sunday |

© Cannot work at all
(7) Can only work...

() Can work any time

Copy to other dayis)...

ok ][ Cancel

|Cre>ate|L

Save & close ]

® To enter a staff member who is going on leave or a staff member's availability times, click the
"Create button". Once the form opens click the box just below "Staff member" to choose the

© 2011 WagelLoch



WageLoch Control 15

staff member you wish to use. In the date area up the top-right corner, enter the dates that the
leave is valid for. In the are below, choose which days they can and cannot work. When you are
done, click "OK" and that staff member will be added to the Leave management screen.

» Cannot work at all - If this option is set it means that the staff member can not work that day at
all.

> Can only work... - If this option is set you have the choice of selecting "Before", "After",
"Between the hours of" and "Outside the hours of". This means that you can still roster this
person to work the times that you specify. For example, when using the option "Between the
hours of", if you try to roster the staff member to work 10am-3pm but have set the employee
up in Leave management to only work between the hours of 9am-2pm then it will show the
shiftin an error colour.

> Can work any time - If this option is set it means that the staff member can work any time on
that day.

» Copy to other days - If you want to copy the same option / times to other days to save time click
this and choose the days you wish to copy it to.

1.5.2 Editing leave

CE e

Fitter: ’:all staffs v] [T] Reverse order
Name Start date  End date Maon. Tue. Wed. Thu. Fri. Sat. Sun.
Alice Bloggs 1040411 16410411 Yes Ma Partial ~ Partial  Partial Mo Yes

- =

Edit leave entry

Staff member Between
Alice Blogas 102011 = | and 1641072011 -

Yes | Mo | T R

Monday | Tuesday |Wednesday | Thusday | Fiday | Satuday | Sunday |

() Cannot work at all
() Can onty work...

Copy to other dayls)...

[ ok || concel |

[

¢ The "Edit" button will allow you to modify a person's leave/availability time. The staff member
drop-down box will be greyed out, showing you which staff member you are modifying. In
here you can extend/shorten the date length and change the days this particular employee is
available.

© 2011 WageLoch
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1.5.3 Deleting leave

Fitter: | <all staff>

[ Reverse arder

-

Mame

Alice Bloggs

Start date  End date Man. Tue. Wed. Thu. Fri. Sat. Sun.

104011 16410/11 Yes Mo Partial ~ Partial  Partial No Yes

”
Wageloch® Control [

i} Please confirm that you want to delete the selected entry.

® To delete aleave entry out of Leave management, click the entry you wish to delete and click

the "Delete" button down the bottom. Click OK to confirm the deletion.

1.6 Passwords

Change password

Current master or admin password:

[] Change master password (zllows access to

_onTinm passwo

-
-]

[ Change admin password (allows access to

all Tunctions)

*WARNING: anyone with access to this email

account will be able to recover your master
password”

[ ok |[ cancel |

© 2011 WagelLoch
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® Sensitive financial information in Wageloch is protected by a password so that only a manager
or supervisor can view it. When the Wageloch system is first installed a WageLoch technician
will assist you to set up your password. If at any time you need to change this password for any
reason, click the "Password" button in Wageloch Control. The top box will ask for a master or
admin password. Enter the password you have been given up the top and then tick the box for
the password that you wish to change.

> Master password - Allows full access to the whole system

> Manager password - Allows access to the whole system except pay rates, sales, changing
passwords, modifying site settings

» Admin password - Allows full access to the whole system, if you have multiple locations you
can set up an admin password at all locations

> If the master password is forgotten, email it to - Allows Wageloch to send an email to the
specified email address with the master password in it (in the case that you forget your
password)

1.7 Public holidays

Public holidays

Date it

Wednesday, 26 December 2012
Tuesday, 25 December 2012
Maonday, 1 October 2012 E—
Monday, 11 June 2012 | Delete |
Wednesday, 2b Aprl 2012

Monday, 9 Aprl 2012

Saturday, 7 Aprl 2012

Friday, 6 Aprl 2012

Monday, 12 March 2012

Thursday, 26 January 2012

Monday, 2 January 2012

Tuesday, 27 December 2011

Monday, 26 December 2011

Monday, 3 October 2011 i

|%

Download latest list oK || cancel |

© 2011 WageLoch
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1.71

1.7.2

Adding a public holiday

Public holidays

I

Date

Wednesday, 26 December 2012
Tuesday, 25 December 2012

Monday, 1 October 2012
Mopdzne 11 bune 2017

13

m

We
Mo
Sat
Frid
Mai
Th
Mai

Add a public holiday

Date: Wednesday, 26 December 2012 [

OK

H Cancel ]

Tuesday, Z7 Uecember 2071
Maonday, 26 December 2011
Maonday, 3 October 2011

Download latest list

Delete

|_Doeie |

0K || caneel

® To add a public holiday, simply click the "Add" button to the right of the screen. You will then
be prompted for the date of the public holiday you want to create. Click "OK" when finished
and that public holiday will be added. NOTE: be sure to choose the correct year when adding

public holidays

Deleting an existing public holiday

-
Public holidays -

Date

Thursday, 26 January 2012
Monday, 2 January 2012
Tuesday, 27 December 2011
Monday, 26 December 2011
Monday, 3 October 2011
Tuesday, 26 Aprl 2011
Monday, 25 April 2011
Saturday, 23 April 2011
Friday, 22 April 2011

Monday, 14 March 2011
Wednesday, 26 January 2011
Monday, 3 January 2011
Tuesday, 28 December 2010
Monday, 27 December 2010

Delete

Download latest list

0K || Cancsl

© 2011 WagelLoch
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® To delete an existing public holiday, click on the public holiday and then click the "Delete"
button to the right of the public holidays box. NOTE: if you want to delete multiple public
holidays, simply hold down Ctrl and click on them one by one, or click the first public holiday
that you want to delete, hold down Shift and then click the last public holiday. Hit the "Delete"
button and then click "OK" to confirm the deletion.

1.7.3 Downloading the latest public holiday list

Download public holidays

Please choose your public holiday list:

New South Wales

Morthem Temitony (Alice Springs)

Morthem Temitory (Tennant Creek)

Queensland (including Show day)

Queensland {excluding Show day)

Tasmania {including Royal Hobart Regatta)

Tasmania {excluding Royal Hobart Regatta)

Victoria

l
)
)
)
)
)
)
)
)
)

Westem Australia {public holidays falling on a weekend are observed on the weekend)

l
I
I
I
I
l South Australia
I
I
I
I
I

Westem Australia {public holidays faling on a weekend are observed on the next weekday) ]

® In Public holidays, click on the button that says "Download latest list", and then choose which
State's public holidays are applicable to you and click "OK" when prompted. NOTE: please make
sure that you check the list you have downloaded. These public holiday lists are gathered from
government websites and are often changed at later dates. Wageloch accepts no liability for
your failure to check your public holiday list.

© 2011 WageLoch
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WageLoch Roster

vt TE T
Templates Rotating rosters
Change log
Verson  Change B
99 Add realtime cost per shift to rosters 17710711 - 30/10/11
98 Allow emaiing rosters (Next fortnight)

97 Allow roster and template deletion on networked instalations !

96 Add combined inteme rosters for muti-ste nstalitions 310711 - 1671017
55 Improve print preview dialog and prirting options (This fortnight)
54 Improve recovery from data loss due to hard disk failures

53 Allow sharing centralised stafflss between mutiple computers on a network

92 Allow sharing rosters between muttiple computers on a network 1979711 - 2/10/11
51 Stop template budgets from picking up public holidays in cument pay period (Last fortnight)
50 Enable fl shanng at payrol

835 Put totals columns first on printed tmesheet and add option to prt by Pay Group

B34 Added abityto allocate fxed staff rates to diferert MYOB payroll categories for each s

B33 Stop copying old staff namesto new rosters f staff have been teminated

B32  Added abiltyto locate MYOB timeshests to actusl days worked instesd of start of per =

4| [ I »

Creating a new roster

Creating a template

Setting up rotating

rosters

Emailing rosters

SMS messages
Video Assist

Setup
Change log

© 2011 WagelLoch



WageLoch Roster 21

21 Setup
Setup ) ——
Format of names General
@ Firstname Sumame (2q. John Smith) Enable intemet roster

(71 Sumame, Firstname {eq. Smith, John) Allow rostering urtil ‘close” or required”

o ) il Do not print shifts on roster when no staff
Printing options member has been assigned

Print daity notes on roster
[ Print roster day by day

Prirting breaks
@) Print break length in hours Adda (000 +| % loading to budgeted figures

[7] Always show all staff members on roster
[ Prirt daity count of staff at bottom of roster

() Print start and finish times for break Spread anextra 5 0.00 = evenly across the fortnight

) Do not print breaks

Minimum shift length: (30 == minutes
Sort printed roster by

@
SR [7] Disable background image on main screen

) Sumame [T] Allow for extended daily notes on roster

e [] Enter separate daily notes for each department

B Include all salaried staff in pershift costings

) Department then first name

) Department then sumame

| oK || Cancel |

® Format of names - This will change the way the names are shown in the roster by first name
first or last name first.

® Printing Options

» Print daily notes on roster - This will print any notes you enter into the daily notes box in the
roster.

> Print roster day by day - This will print out rosters as one page for each day broken down into
hour brackets (this will allow you to write or assign jobs in each hour bracket) see example here

> Print break length in hours - This will print the break in hours instead of the time. e.g. 30 minute
break, 1 hour break, etc

» Print start and finish time for breaks - This will print the time the staff member start and finish
their breaks. e.g. 1pm - 1:30pm

> Do not print breaks - This stops breaks from printing on the roster.

> Sort printed roster by... - This will sort how the staff on the final printed roster are arranged
(first name, last name, department, payroll code)

® General

» Enable internet roster - This will allow you to send your rosters to the internet to be viewed by
your staff members.

> Allow roster until close or required - This will enable the right click options in the roster to
roster your staff until close or required.

» Do not print shift on roster when no staff member has been assigned - This will only print the
names of staff who have been assigned shifts on the roster.

© 2011 WageLoch
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2.2

> Always show all staff members on the roster - This will show all staff members on the printed
roster even if they have not been rostered on.

» Print daily count of staff at the bottom of the roster - This will show a number of the total staff
you have on.

> Add a % loading to budget figures - This will allow you to add a percentage of loading to the
budget screen in the roster

» Spread an extra $ evenly across the fortnight - If you have extra costs incurred and you want to
include it in your budgets you can add the dollar amount you spend.

» Minimum shift length - This allows you to set a minimum shift length so when you add a shift to
the roster it is automatically created for that length of time

» Disable background image on main screen - This will remove the image on the background of
Wageloch Roster.

> Allow for extended notes in daily roster - This will allow you to write large notes in the roster. If
your notes are getting cut off you will want to use this option.

> Enter separate daily notes for each department - Allows you to enter a different daily note for
each department.

> Include all salary staff in per shift costing's - This will include your salary staff's weekly rate of
pay in the budget screen when this option is ticked

Emailing rosters

[¢a Wageloch® Roster v10.0.2 - - T FErTERE
Templates Rotating rosters
=
Version  Change -] — R =N
1002 Added forgotten password emai Send roster via Emgl
1001 -
T Email rosters
a9 Send roster for the fortnight beginning: [ October 31, 2011 ] [£] Week by week
Emai add
38 ol addresses Enter your email address for replies from siaff
97 Name Email address -
7 Request a read receipt [] Owenide mail server
36 Aiice Bloggs dlice bloggs@phama. .
94 [ C Staff member
oF) Amy Jordan my jordan@phamac Nebi
92 b St ot smib@phoma.. | e dordan
91 Bil Doe bill doe@phamacy.c L4 Elaine Smith
30
Graopor Ere— 2 il
838 [] Hugh Jordan
< Edward Dos edwars doe@phama 3 e
Biane sth sane snen@phama. | denmy ey
Fred Kelly fred kelly@phamacy. E Joe Jones
Mary Bloggs
= [ Matthew Doe Email
Geargina Bloggs georgina bloggs@ph ] Steven Smith e
i p—
] s
messages
Fenda || Cancel *Put 3 tick in the box next o the staff member’s name to nclude them in the Email send
Sesctar | [Ssecone
Assist
Send rost
Setp o int o

® To email rosters, click the email rosters button on the right side of WagelLoch Roster. In here
you will have to enter staff email addresses in order to be able to send the rosters. Click the
send aroster button and select the week or fortnight. It will now show the staff that are
working this week. Tick the box for the staff member you wish to email the roster to.

> Request read receipt - This option will send a message along with the email asking them if they
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have read the email. If they click yes it will send an email back to you letting you know.

2.3 Saving a roster
|

[ Mary Bloggs ] | 0

Pays [ Joe Jones ] |

[ Matthew Doe ] |

Sales [ Hugh Jordan ] |
oy ey |
[ Elaine Smith ] |

9:00a-12

[ Alice Bloggs ] |

[ cselect> | |

Delete roster

Save

Close

® To save a roster, there are two ways you can do it. In the roster that you have open you can click
the Save button on the left side just under delete. You will also be prompted to save if you
have modified the roster and click the close button
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|

Pays

Sales

For

Tue.
1/7

o
Delete roster l‘

Save

Close

Deleting a previous roster

[ Mary Eloggs

[ Joe Jones

[ Matthew Doe

[ Hugh Jordan

| Jenry Kelly

[ Elaine Smith

[ Alice Blogaos

[ wselect

® To delete and old or incorrect roster, Click on the Delete roster button located inside the roster
you wish to delete, then confirm the deletion
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2.5 Video Assist

i (=] )
Ij \Eden amsi;-
|

. Video Assist O

Please click on a topic:

® Product overview

- Staff maintenance

- Creating rosters

-Using the internet roster

- Accessing the end of day process
~Completing the end of day process

- Sending your timesheet to payroll
-Paying leave

~Paying public holidays

-Viewing details of how staff were paid

- Tracking wages as a percentage of sales

® The video assist program is very useful if you are not sure how to use certain parts of the
software. Clicking the video assist button which is located on the right side of WagelLoch Roster
or at the bottom of WagelLoch Time will show you a list of video's. Clicking the topic name will
then open a media player and go into detail on how to do that specific topic. There is sound in
all the videos but if you do not have speakers there is also text, explaining what is happening in
the video.

2.6 Creating a new roster

® To create a new roster, Click the New roster button up the top of WagelLoch Roster.
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Create new roster: Step 1 of 2

Please choose a starting date for the new roster:

4 Movember 2011 L4

Mon Tue Wed Thu Fri Sat Sun
El 1 2 3 4 5 6
8 9 1w 1 12 13
{15 16 17 18 19 20
21 2 23 4 23 2% 27
28 29 30 1 2 3 4
5 4 7 8 g 10 11
1 Today: 17/10/2011

® Wageloch will then ask you to select the date that you would like to start the roster on. If you
are fortnightly, you can only choose the fortnight you start on. Once you have chosen the date
click Next >

F &

Create new roster: Step 2 of 2

Please choose how to begin for the new roster:

. Beginwith a copy from the

) Begin with a blank roster .
rotating roster

= DBeginwith a copy ofthe roster
- from the fortnight starting:

October 31, 2011

October 17, 2011
October 3, 2011

Copy staff members' names as well

Come ) )

® You can then choose from a few options on how you would like to create your roster.

> Begin with a blank roster - Will create a blank roster.
> Begin with a copy of a roster from the fortnight starting - Will create a roster copying all the
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hours from the one you choose from the list. This option will only be available when you have
previous rosters created.

> Begin with a copy from the rotating roster - Will create a roster copying a rotating roster.

> Begin with a copy of a roster template - Will create a roster copying the template you choose.

® Once finished click the Create button to open the roster screen.

2.6.1 Roster

Roster Departmert: [ sty sl member
Mon 31410 | Tuet/11 | Wed 241 [ Thadm [ Fidml | sab41 [ Swneat [ Men7Al [ Tue.gd Wed. 5/11 The 101 [ Faian [ 4]
Count staff members: | [ o5 | 675 | & | 8 | 65 | & | 75 | 8 | 45 | 3 | ]
fudiet 7A BA B 10A 1A i2F iF 2* 3 4F 5F £F 7 B 9 1%? 1F Hs
EE ] p—
Pays Blaine Smith 8:45a-1:30p (Assistant) 2.00p-5:30p (Assistant] ]
s
[Joe Jones Il I 9.00a-1:00p (Assistant) 12004000 (Assistan) [ [ I I [ [ N er
Seles | [ Fred Kelly [ I 9.00a-1:30p (Pharmacist) === 2.30p-6:00p (Pharmacist) I I [ [ e
[ack Doe [ I [ 10:00=-1230p (Assisent) [l 1:00p-5:30p (Assistant) [ I I [ [ e
For B [ T T T T T | 8
O T —— I S o o — .
il e |  EECETTT N | | | | .6
A e ) [ [ [ [ [ [ [ [ [ [ T T [ T T ]
Delete roster
Save
Close
oay
netes Hours rostered for Monday:
Show cost per shift
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2.6.1.1

Rostering staff

[fa Wageloch® Roster v10.0 - Roster for the fa

Roster

ginning Nov

ber 14, 2011 (Fortnight 1)

Department: [ ot by st member

e

e =T

Mon. 14/11

| Tue. 15711

| Wed 161 | Thu 1711

Fodg1 | sa 191 | sun.200

| Men.2i/11

| Twe. 22111

Wed. 23/11

Thu. 24/11

| Fi.zs1

[l

Count staff members: |

1

1 [ 1 [ 1 [ 1 [ 1

|
5A

7A
[Alice Jordan Il

[ 1
10A

I
1A

12P 1P 2P 3P

8

EL

1
E 1P Hs

‘ 5123%

Fays [ <select> ) [

|
1
\

Sales

For
Mon.
14/11

Delete roster

Save

Select staff member

Name

Alice Bloggs
Amy Jordan
Arthur Smith

Bill Doe
Christopher Smith
Edward Doe
Elaine Smith
Fred Kelly
George Smith
Georgina Blogas
Hamish Kelly
Hany Smith
Hugh Jordan
Jack Doe

Jack Kelly

Jane Bloggs
Jane Jones
Jenry Blogas
Jenry Kelly

Joe Jones

Cancel

oa
notes:

Hours rostered for Monday: prpees

8.00

Show cost per shit

® Toroster a staff member, choose which day you would like to add the staff member to and click
the <select> button to bring up the list of staff members. Once you choose the staff memberin
the white boxes, click where you would like the shift to start and drag to where you would like

the shift to finish.

® Onthe right side it will show how many hours you have rostered and below that will show how
much it is costing you for that employee before tax. Right down the bottom will give you a total
hours and cost for every employee rostered on that day.
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2.6.1.2 Roster by staff member
i Wageloch® Roster (100 - Roste for the ot begening Novemeer 14 2011 roriare ) =—=~-ie=t

Save

e <Sort by...> ~| Department: |<all> - Roster by staff member
Mice Bloggs | MiceJordan | AmyJordan | AthurSmih | Bl Doe | Chwsiopher Smih | EdwerdDoe | EaineSmih |  FredKely | George Smith | GeowinaBloggs | HamishKely [ ([
Budiet 7 8 5A 10A 1A 2P iF 2P ki 4F 5P & b il P 0P 1P His
—" [T T T T ] 48
- I I N B T T T T T 1 <%
wn 1 [ [ T T [ [ [ [ T [ T T T T ]
P g I N R R R T
Frday 18/11 | \ | | \ \ | | \ \ | | \ \ | | |
swmwon | [ [ [ T [ [ [ T T T T T T T
s | [ [ [ ] [ T [ ] T T [ T T T ]
wamnen | [ [ [ [ [ [ [ [ [ [ T [ |
imz || [ ] | [ | [ [ [ [ [ [ [ T |
am[ T [ T T [ T T [ [ T T T [ T T ]
ooy 201 [ I —
Friday 25/11 | [ | | [ [ | | [ [ | | [ [ | | |
Dektarostr Saturday 26/11 | \ | | \ \ | | \ \ | | \ \ | | |
Sunday 27/11 | \ | | \ \ | | \ \ | | \ \ | | |

Daily
notes

N >7.00
Hours rostered for Alice Bloggs: prspes
Show cost per shit

® Another way you may want to roster is by staff member. There is a tick box up the top of the
roster that when ticked will change the roster to display staff members names instead of days.
You may then select a staff member and follow the same process you used to roster a staff
member. Click where you would like the staff member to start and drag to where you would
like them to finish.
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2.6.1.3 Inserting a lunch break

27 [ w37 | F47 | sa57 [ snm&7 [ Men77 [ Twed7 | Wed87 [ Twit7 [ F17 [ Sa127 | swm137 | Hous |
I 0.25 I 55 I 7 | 7 [ 5 [ 5 [ 7 [ 7 [ 55 [ 4 [ [ [ |
8 A 104 114 12 1p 2P 3P 1P 5P &F 7P 8 5
_ 9.00a-1:00p (Pharmacist) 1 ama 2:00p-6:00p (Pharmacist) \ \ \
| | |
| | |
[ | | |
| | | | |
| | | |
_- 9:30a-12:30p (Assistant) - 1:00p-4:30p (Assistant) | | \ \ \
| [ [ [

Insert into shift

- rmiuses

Statingat 10:45AM |5 of

Unpaid break

Hrin

»Toinsert a lunch break into WageLoch right click on the shift you would like to insert the break
in. There is an option that says Insert into shift.. This will display a screen which will allow you
to create an unpaid break. Choose how long you would like the break to be, e.g 15 mins, 30
mins, 45 mins, 60 mins. You may also want to change the starting at time, This will change
where the break starts. Click unpaid break to insert the break.
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2.6.1.4 Hours

on Wagelach® Roster vi0.0 - Roster for the inning November 14, 2011 (Fortnight 1 [l =i
Fost Departmrt
oster
Thu1711 [ Fi1sa1l [ Sat1911 [ Sun.2041 [ Moen21A11 | Twe.22/11 | Wed.2311 [ Thu24m | Fi25/11 [ Sat2611 | Sun.2m11 | Hours I
Budget Name Mon. 14, Tue. 15(.. Wed.1... Thu. 17/ Fri. 18/11 Sat. 1811  Sun. 20 Week1 Mon.21.. Tue. 22. Wed. 2. Thu. 241, Fri.25/11 Sat.26/11 Sun.27.. ‘Week2 Total
Alice Bloggs: 200 4.00 - 7.00 - - - - - - 200
Alice Jordan 8.00 - - - - -
Pays
Sdles
Delete roster
Save
Close
© Show hours 35.00
. Hours rostered for the fortnighy $275 28
) Show times Show cost per shift

® To have a more visual view of your roster you can scroll all the way to the end and click Hours
This will show you how many hours each staff member has for each day and a total for the
week. If you would like there is also a show times box down the button which will change the
hours for each day into times they are working.

2.6.1.5 Copy from

Copy from...

P N

Select an option

Copy from:

another day in this roster

a different roster

a roster template

a rotating roster

week 2 to weelk 1

Swap week 1and wesk 2

[
[
[
[
[ week 1to week 2
[
[
[

Cancel
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® Copy from allows you to copy the hours from a different roster, template, etcand insert them
into any day you choose. This can make it easier if you have the same hours on other days. You
can also choose to just copy the shifts or shifts with employees attached to it. Copying from will
erase any of the current shifts entered and replace it with the new shifts

2.6.1.6 Clear day

| Margaret Jones J1

Hamish Kely 10:00-1230p (Assistant) [ 1 100p-530p (Assistant)
Matthew Do 9:00-12:00p (Assistan) [ 1 12:30p-400p (Assistant)
Willem Srith 9:00a-1:00p (Assistant) [ 1 1:30p-4:00p (Assistan)
Hany Smith 9:15a-4:30p (Pharmacist)
( <select> )

Daly  Staf Meeting @ am
— notes Hours rostered for M
[ Geway |

¢ Clear day will allow you to delete all the information in that current day to start fresh.

2.6.1.7 Show cost per shift

SIS ST,

=N oac

86.00
lours rostered for Mopday- $171522
Show cost per shift

® Removing the tick from this option will remove the dollar amount listed from your employees
rostered hours.
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2.6.1.8 Daily notes

Margaret Jones
Hamish Kell

[ Matthew Doe )
(Wiliam Smi J[
Hany Smth [ [
[

[

D2yt e @ an
— notes: Hours rostered for b
—

¢ |n Daily Notes you can write notes that you would like your staff members to see. You are able
to write multiple notes, e.g. Staff Meeting at 8am, Stock take Tuesday, etc. This will then show
up when you print the roster under the day you entered the note in.

2.6.1.9 Departments

§:45a-1:00p (Assistant)

B = — |
P —— |
Sales [ Fred Kelly ] | | 9:00z-1-30p (Pharmacist)
(ks | | |
R (e | |
] |
Mon . e —] | I
30/6 [Eeaees I | | | | |
[ ey Kely I | l I | I
[ Jerny Bloggs I | I I | I
[y—— 11 [ [ [ [ |

¢ |f using departments in WageLoch you can use this drop down box to select a department and
roster only those staff assigned to the department. This can make it easier to maintain how
many staff from a particular department you have on shift.
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2.6.1.10 Count staff members

. Depatmert ] Fosr by menber

er

e e Wed 19710 | Thu2or0 | F2/0 | sat2270 | Sun23710 | Mon.24/10 | Tue.25/0 | Wed.26/0 | Thu2710 | Fi.28

|

pexiot 7 o % 1%? il

T ]

Hiice Jordan | |
Pays

Blaine Smith i i i i i

Sole I I I I ]

Joe Jones ‘ ‘ | | ‘

T T T T |

=y \ \ | | |

[ [ I I ]

Jack Doe ‘ ‘ | | ‘

T T T T |

Steven Smith ‘ ‘ | | ‘

® Count staff members will show you how many staff members you have on between the hours
specified. For example, in the image above, between 11am - 12pm 8 staff members are

rostered to work

2.6.1.11 Printing

£u Wageloch® Roster v3.9 - Roster far the forinig

. d { | Rosterby aaff member
Mon.17/10 | Tue.18/10 [ Wed.19/10 [ Thu.20/10 Sat.22/10 | Sun.23/10 | Mon.24/10 | Tue.2510 | Wed.26/10 | Thu2i/10 |  Fi.28
T Count staff members: | [ o5 [ 675 | 8 | & | 65 | & | 75 | & | 45 [ 3 | | | | | ]
7A A 3A T0A 1A 12p 1P 2p 3P 4P 5P 6F 7P 8 5 10P T
Alice Jordan i i i i i
P
s I I T T ]
Haine Smith | | | | |
e T T T T |
Joe Jones ‘ ‘ | | ‘
I I I I |
Fred fely \ \ | | \
T T T T |
Jack Doe ‘ ‘ | | ‘
I I I I |
Steven Smith | | | | |
* When wanting to print a roster click the print button up the top, this will display a few options.

* When using departments you have the option to print by department. This will show you a

different print out for the employees in each department.
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2.6.1.11.1 Printing options

2.6.2 Budget

[éa WageLoch® Roster vo.9 - Roster for the fo

-

Print Assistant roster..

[ to printer ]
[ preview ]
[ tafile... ]

Page setup ...

[] Prirt compact roster

Close

thight beginning October 31, 2011 (Fortright 2)

Roster

Departert

To Printer - This will print the roster out to the printer you choose.
Preview - This will preview the roster before printing to make sure everything is correct.
To File - This will allow you to save the roster to afile
Page Setup - This will allow you to change the page size.
Print Compact Roster - When there is a tick in this box it will change the print to portrait instead
of landscape and will allow you to fit more employees into the print out.

35

Name:

Budget

Alice Bloggs
Alice Jordan
Elaine Smith

Pays

Fred Kelly
Harry Smith

Sales

Delete roster

Hugh Jordan
Jack Doe
Jenny Kelly
Joe Jones
Wary Bioggs
Watthew Doe
Steven Smith

Save

Close

Mon.31.. Tue 1/l Wed. 21 Thu.3M1  Fri4Ml  Sab 51 Sun. 611
12428 12428 12428 12428 12428
13538 13538 13538
12644 10703 12644 10703 12614 14366
303.43 303.43 303.43
169.07
152.96 152,95 217.49
126.14 126.14 126.14
1713 1713 162.18
10361 14114 10361 14114 10361 185.14
24206 242.06 28347
155.98 15598 227.08
97.63 9763 97.63

Week 1 Mon. TH1
12428

97.63

Tue. 811 Wed. 911 Thu. 10/

12428

107.03

152.96

1713
141.14
24206
155.98

12428

9783

12428

10862

152,95

1713
14114
242.06
15598

Fri 111 Sat 1211 Sun. 131

12428

13538

21215

303.43

126.14

156.74

97.63

1771

217.49

162.18
23578
28347
227.08

Week2 Total

Cost per hour: [GETITE] ® Show dollarfigures

) Show timesheet

Total projected wages for the fortnight: R RR:7]

® The budget screen in WagelLoch Roster will allow you to see how much you are spending on
each staff member for the week or fortnight. It will show you a daily costing and a total for the
week. This will also show you an average cost per hour based on how many hours you are open
for and the base hourly on each employee. The total figures are a before tax amount and this
does not include super or workcover, etc.

® You can switch between dollar amounts and show timesheet. This will show where the hours
have fallen according to the award and the columns of the timesheet
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26.3 Pays

= Depatmert: Fosr byl menber
=

Mon.17/10 | Tue. 18410 | Wed.1910 | Thu.2040 | F.2140 | Sat2240 | Sun.230 | Mon.24/10 | Tue.25/10 Wed.26/10 | Thu2z/to | F2si0 [ [[r]
Count staff members: 05 [ 675 g €5 | 6 [ 75 8 [ 45 | 3 ]
Eudact 2 + 4 7r E E 0P TP Hes
Alice Jordan i 87
I I I I ]
Eiine Smith | | | | | 825
S T T T T ]
Joe Jones ‘ | ‘ ‘ | 650
I I I I ]
=y \ [ \ \ | om
T T T T ]
soees T T 1T 1
I I I I ]
Steven Smith I [ ‘ ‘ | e
T T T T ]
Aice Bloggs | [ ‘ ‘ | e
Delete roster
Hay Smith i i i i i =
Save
Close

Hours paid for Monday:

® The pays can come in handy if you have a staff member saying that they don't think they were
paid correctly. This screen will show your staff member exactly how they have been paid. The
black line up the top refers to the rostered time. The coloured bar refers to what they were
paid and the red bars at the start and end of this shift are where they have clocked in and out.
So it will show exactly how they have been paid. It will also show how many hours you have

paid them for.
264 Sales

Wed,
19/10

Thu. 20/10

Mon. 17/10  Tue. 18/10 Fi. 21710 Sat. 22710 Sun.23/10 Mon. 24/10 Tue. 25/10 2"5‘1’0 Thu. 27/10 Fi. 28/10 Sat. 29/10  Sun. 30710 Total
Budget ||} priectedsaes  [JIRCAR] 450000 100000] 1200000]  so00o0|  s000.00 00000 1woono|  ssoooo|  s0o0|  wsson|  sswmo 123255.00
Actual sales
Pays Projected wages 1185.68 104057 101661 1040.57 1016.61 1219.02 101661 104057 101661 1042.16 115575 13031 13093.88
Actusl wages Me027)  we4ss|  wma20|  womes|  na| 12137 01120 10343  toni20|  teain] 77| e 125191
Pro, Wage % 750 718 924 367 BE) 1258 847 345 wliE]  ve [ 1062
Botusl wage %
Rostered hours 5875 5325 5150 5125 G150 4675 5150 5125 180 525 5180 675 27
Actual hours 5250 50| 5125 00 5125 4650 5125 s st 575 ws w00 5025
Hours vanance 025 025 025 025 025 025 025 0935 025 050 -14.00 -15.75 -3250
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® The sales screen can show you a projected and actual wage percentage based on sales and
wages. To use this enter a projected sales amount into the Projected Sales boxes. This will then
give you a projected Wage Percent based on what you have rostered. In the WagelLoch Time
screen when you confirm an end of day you will see a sales tab down the bottom left. This is for
entering the actual sales which is then transferred into the roster to give you an actual Wage
percentage.

2.7 Creating a roster template

=

Create.

m
Change log

Version  Change E

1002 Adedfongton pasovord e
1001  Added abiliy to integrate with Quickbooks softwars (87 forinights ago)
1000 Achieve Mirosoft cerfication for compatibity with Windows 7 e

33 Add realtime cost per shif to rosters 16/6/08 - 2/6/08
38 Alow emaling rosters R =]
37 Allow roster and template deletion on networked instalations L

98 Add combined intemet rosters for musie installaions

95 Improve prirt preview dialog and printing options 2/6/08 - 15/6/08
94 Improve recovery from data loss due to hard disk failures (89 forinights ago)
93 Allow sharing centralised staf lits between muliple computers on a network

92 Allow sharing rosters between multple computers cn a network

9.1 ‘Stop template budgsts rom picking Up public halidays in cuent pay period

90 Enable fle sharing at payrol

8.3 Put totals columns first on printed tmesheet and add optionto print by Pay Growp =

< . ] »

Bl

Name for new template

® To create atemplate roster click the Create button on the top left of WagelLoch Roster. It will
then ask you to enter a name you would like to call the template for example, Christmas Roster,
Week 1, Week 2, etc. Once finished click OK and it will open the roster screen. Assigning shifts
in here is the same as assigning them in Rostering Staff .
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2.8

Rotating rosters

ol 2 |
- P
Hnlat\ngmste(s\
New roster

(87 fortnights ago)

16/6/08 - 29/6/08
(88 forinights ago)

2/6/08 - 15/6/08
(89 fortnights ago)

|
l 30/6/08 - 13/7/08
|
|

¢ |f you have rotating rosters enabled from WagelLoch Control, There is no need to use the new
roster button. This is because your rosters are now stored in week 1, week 2 or fortnight 1,
fortnight 2, etc. Rotating rosters will use each roster until it has reached the end and continue
from the start again. So if you have a month rotating roster it will start from week 1 ending at
week 4 and go back to week 1in the 5th week. This is often used if your rosters do not change.
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29 Change log
2 Wegeloch® Roster 10 . s

Templates

New 1

_—
Version Change i |
1002 Added forgotten password email . 3(],\'5[[]8_—
1001 Added abityto integrate with Quickbocks software - (HEA T
10.0.0 Achieve Microsoft cerification for compatiblity with Windows 7 = Ca
99 Add realtime cost per shift to rosters = m
58 Allow emailing rosters (88 forinis
57 Allow roster and template deletion on networked installations - -
56 Add combined intemet rosters for mutti-site installations g
55 Improve print preview dialog and printing options 2/6/08 -
94 Improve recovery from data loss due to hard disk failures | = (89 fortni¢
53 Allow sharing centralised staff lists between multiple computers on a network | R
52 Allow sharing rosters between multiple computers on a network - . 4 F - .5 - *
51 Stop template budgets from picking up public holidays in cument pay period p L 3 :- 1.9 = 2

Enable file sharing at payroll . . i

Put totals columns first on printed timesheet and add option to print by Pay Group

[l

® The change log has been designed to inform you of any changes that have been made to the
system. When there is an update to Wageloch it will show the new version number and what
change has been made.
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210 SMS messages

F B

SMS messages s R

Mabile phone numbers

MName Mobile number &

Amy Jordan
Arthur Smith

Bill Doe
Chistopher Smith
Edward Doe
Hlaine Smith

Fred Kelly
George Smith

(Georgina Blogas
Hamish Kelly
Hamy Smith

|1

| Chec!{for | | Send a roster | | end a | | Cancel ‘
replies message

[7] Use prowy server settings specified in Intemet Bxplorer

® The SMS message is a great feature allowing you to send your rosters to your staff's mobile
numbers. This feature does cost per text message. The SMS feature allows you to recieve
messages also so for example if you send Alice her roster she can reply Thanks. You can also
send a regular text message so if you need to replace someone you can send out a text message
to everyone or certain people.
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2101 Check for replies

4

-
Check SMS replies

Mame: MNumber

Received

Message

Selected message

Delete all messages

® Check for replies will show the name, number, time and the message they sent.

2.10.2 Send aroster

-

Send roster via SMS

Send roster for the weel beginning:

Nowvember 7, 2011

Staff member
Alice Bloggs

Message text
Roster 7/11/11:Mon 10:00a-5:00p Tue 5:00z-4:00pWed 5:30a-4:3...

“Put a tick in the box nesd to the staff member'z name to include them in the SMS

Selectall | | Select none

nd

OK

|| cancel

© 2011 WageLoch




42

Manual

e Send aroster will pull out all the hours for that specific date and add them to the message text
for that particular employee. Tick the box for the staff members you wish to send your roster

too and click

OK.

2.10.3 Send a message

-

Send roster via SMS

-

SMS message to send:

1 message
160 left
Staff member Message text
| Selectal | | Selectnone | ok || Cancel

® |n the first text box type the message you would like to send. In the box below tick the box you
wish to send the text message too. Click OK when ready to send.
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3 WagelLoch Time

Ew.ageuxm Time v10.0. =0

Click your name to clock an/off

Blue = Click your name fo register your fingerprinis il Green = Clocked on Red = Clocked off

Functions
Friday, 14 Oct 2011

11:28 AM T

[ Aban ] [ Pant who'shere | [ Submt tmesheet |

Clocking In And Out

Registering
Fingerprints
End Of Day

Submit Timesheets

Admin
Video Assist

Print Who's Here

Fingerprint Privacy

Policy
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3.1

Registering a fingerprint

r 5

Register prints for Alice Bloggs

Please place your right pointer on the scanner...

Retake this finger Cancel

%

® Toregister afingerprint click on you name from the list. It will prompt you on the box with what
fingers to place on the scanner. The same finger has to be registered 4 times in order to move
on to registering the next finger. You must register 4 fingers in order for the registration screen
to go away. If you are having trouble registering one of your fingers there is a retake finger
down the bottom right. Note you must make sure your finger is flat on the scanner and the top
of your finger is all the way to the top of the scanning pad.
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3.2 Clocking in and out

# ™y
Clock on or off

Olivia Jordan, please place your finger on the scanner:

e

® Toclock in or out click your name and place your finger on the scanner. If it does not recognize
you it will flash red and say fingerprint unrecognized, otherwise if will change to green and say
Welcome or Goodbye.
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3.3 End ofday

Please cenfirm the hours that staff werked for Wednesday 9 Jul:
Name Paid
7 & o 1P 1P hours
I T I i ]
Alice Bloggs | | | | | 650
I I I I ]
Alice Jordan | | | | | 875
I I I I ]
Eiaine Smith | | | | | 825
I I I I ]
Jack Doe | | | | | 700
T T T T ]
Joe Jones | | | | | 650
T T T T ]
Steven Smith | | | | | 650
I I I I ]
Fred Kely 9.00a-1:30p (Pharmacist) | | | | | 200
I I I I ]
Hugh Jordan | | | | |
I I I I ]
Jerry Kely \ \ ‘ ‘ |
Total
b8 Sdles
NOTE s wil b sert to the peyroll company) Fiter
Oy show exceptions  © Hide staff who wont get paid () Show al staff
i (S 5 ) (s

¢ End of day is used to determine each day how many hours your workers are paid for. You can
edit these hours depending on what time they clocked in or out. You can also assign a shift as
annual leave or sick leave. You can enter sales information for the day which then feeds
through to the sales section in WagelLoch roster. Adding notes will inform payroll of any
allowances or special details they may need to be aware of.
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3.3.1 Paid hours

oK

| | Cancel |

47

® Paid hours is the actual number of hours you are paying your staff for. This will change when

you drag the coloured bar.
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3.3.2 Sales
Contm v o Wesrei

Please confirm the hours that staff worked for Wednesday 8 Jul:

MName

Alice Bloggs

Alice Jordan

Elaine Smith

Jack Doe

Joe Jones

Steven Smith

Fred Kelly
Hugh Jordan
Jenny Kelly
I Total

{this will be sent to the payrol any) Filter

Only show exceptions @ Hide staff who won't get paid Show all stal

Print total hours
forthe day

Print total hours
so far

® The Sales tab is used to confirm the sales for the day, this information is then fed back to the
sales screen in Wageloch Roster. Note: this option is only available if you have it enabled from
WageLoch Control.
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3.3.3 Notes

Cortn o o Vo

Please confirm the hours that staff worked for Wednesday 9 Jul:

Name
TA BA

Alice Bloggs

Alice Jordan

1:30p

Hlaine Smith :30p (Assistant)

Jack Doe

[ ] 1:30p-4:00p
Joe Jones 1:30p-4:00p (Assistant]

12:30p-4:00p

Steven Smith 12:30p-4:00p (Assistant)

Fred Kelky 9:00a-1:30p (Pharmacist)

Hugh Jordan |

Jenny Kelly |

Total

b £ 5ales
is will be sent to the payroll compan?j—?her

Only show exceptions @ Hide staff who wont get paid Show all stal

‘ Prirt total hours Prirt total hours

forthe day so far

® The notes written in the note box get sent to the Payroll company, This can be used to account
for travel kilometers and allowances
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3.3.4 Filter
S:00a-1:30p
9:00a-1:30p (Pharmacist)
|3:E‘a G _2:|
|3:E.'3 FEEn
Total

_ —— —

et to the payroll comparny) i
Only show exceptions @ Hide staff who wont get paid Show all staff

Print total hours
sofar

Print total hours
for the day

¢ The filter down the bottom is used to show different things,

> The only show exceptions option will only show staff that have clocked in or out earlier or later
than they have been rostered. So for example if you have a staff member rostered to start 9am
and they clock in at 9:10am then they will show up.

> Hide staff who won't get paid will only show the staff members that have either clocked in or
out for the day and those who have been rostered. This makes it easier to confirm the hours for
the staff members that were suppose to work.

> The Show all staff will show every staff member.
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3.4 Submit timesheets

Submit timesheet: Step 1 of 2

Please complete any outstanding end of days:

M

e Submit timesheets gets done at the end of the week or fortnight. You can not submit your
timesheets till all the days are green. Make sure when submitting your timesheets that all the
days are correct before you click next. Note the next button will not light up untill all the days
are green.
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3.41 Sending timesheets to payroll

Submit timesheet: Step 2 of 2

Please review and then submit your timesheet:

-
Name Ord o/T11  O/T125 O/T15 O/T175  O/T20 O/T15E O/T 20E ANL%LEIAL

b Alice Bloggs m

Alice Jordan 51.00 1.50
Amy Jordan
Arthur Smith

Bill Doe
Christopher Smith
Edard Doe A\ Vouiuil ot be sl to ske any s ehangesto th ostero

Hlaine Smith timesheet once this has been done. 925
Fred Kelly Are you sure that the timesheet is ready to be submitted?

m

Wageloch® Time &

George Smith

Cancel

Georgina Bloggs oK | |
Hamish Kelly

Hamy Smith T T T T T T T T
Hugh Jordan 3200 700 2.00 1.00

Jack Doe 4200

Jack Kelly

1 3

<
I‘ Maric ::;Iready |\|"|ew calculations | | Adjustments... | | < Previous ‘ | Print | [ Submit ]| Cancel |

® Once you are ready to Submit your timesheets, click the Submit button down the bottom right.
It will prompt you with a box asking you if you are sure you want to send your timesheets as
when they are sent there is no way to re-send them. Click OK when finished and the
timesheets will be sent to Payroll ready for processing.
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3.5 Print who's here
P e . . TR -5

3 Qzoom - 4 4 1 ofl b b] X Clox

»

Clocked in at 14/10/11 2:13 PM Page 1

Name
|Alice Jordan @9:00a

L]

® Print who's here will display a list of only the people that are currently clocked in. It will display
their name and a time that they clocked in. This list is able to be printed.

3.6 Video Assist
[@ vico ey L (o = i

Video Assist Orese

Please click on a topic:

® Product overview

- Staff maintenance
Creating rosters
-Using the internet roster
-Accessing the end of day process I
~Completing the end of day process
- Sending your timesheet to payroll
-Paying leave
Paying public holidays
-Viewing details of how staff were paid
- Tracking wages as a percentage of sales
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® The video assist program is very useful if you are not sure how to use certain parts of the
software. Clicking the video assist button which is located at the bottom of WagelLoch Time and
also in Wageloch Roster will show you a list of video's. Clicking the topic name will then open a
media player and go into detail on how to do that specific topic. There is sound in all the videos
but if you do not have speakers there is also text, explaining what is happeningin the video.

3.7 Admin

-
Administration

Settings
Format of names
@ Firstname Sumame () Sumame, Firstname

Time clock fort size: |16 -
Show last clock time next to name
[ Load WageLoch® Time on Startup

Functions
[ Print timeshest J

’ View timesheet calculations l

’ Resubmit timeshest l

’ Delete a staff member's fingerprints l

[ Wiew suspect clock entries l

[ Compare clock times to pays l

’ Prirt clock: times l

[ Local settings. .. ] ’ View/modify clock times ] [ QK ]

= =

3.7.1 Format Of names

Format of names
@ Firstname Sumame ! Sumame, Firstname

® Format of Names gives you the ability to change the way the names are shown in the Wageloch
Time screen.

3.7.2 Time clock font size

Time clock font size: |16 -

o |f staff are struggling to see where their name is you can modify the text size to make it larger
and easier to see or smaller. Note if you make it really large there will be a scroll bar across the
bottom of the page depending on how many staff members you have.
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3.7.3 Printtimesheet

r -
Print a previous timesheet

Please selectthe fortnight to print:

June 30 to July 13

[T Print by pay group

Tofile... ][ Preview ” Prirt ][ Cancel ]

k. = ames ameme

® Print Timesheet allows you to save, view and print previous timesheets that have been sent to
Payroll. Select the timesheet and hit one of the 3 buttons available.

3.7.4 View timesheet calculations

View timesheet: Step 2 of 3

Select a staff member:

Alice Bloggs
Alice Jordan
Elaine Smith
Fred Kelly
Hugh Jordan
Jack Doe
Jenny Kelty
Joe Jones
Mary Bloggs
Matthew Doe
Steven Smith

H Pt summary | | Pt tmesheets | | Prnt breakdowns | [ <Prewous | [ Nea> | [ Cancel

* View Timesheet Calculations allows you to view how Wageloch has calculated the hours that
have been sent in the timesheet. Choose the date you wish to view and double click an
employee to see what hours have been paid and how it was calculated. This will show you a
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3.7.5

break down of the hours in the timesheet on a daily basis.

» Print summary will print a breakdown of the hours for all employees.

> Print Timesheets will print a breakdown of the hours for individual employees.

» Print Breakdowns will print the breakdown on a daily basis for individual employees.

Resubmit timesheet

e

Resubmit timeshest

June 30 to July 13

Please select the fortnight to resubmit:

[ Resubmit l[ Cancel

I

%

e Resubmit Timesheet will allow you to resubmit a previous timesheet, this is often used if there
was a problem sending the timesheets to payroll. To resubmit the timesheet select the date

you wish to resubmit and hit Resubmit.
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3.7.6 Delete a staff member's fingerprints

P N

Select staff member to delete fingerprints

Olivia Jordan

OK || Cancel

b

¢ |f a staff memberis having trouble clocking in and out, it could be because their fingerprints
have changed since they first registered. To fix this deleting the fingerprint and re-registering
usually solves the issue. Refer to Registering A Fingerprint if unsure on how to register a
fingerprint.
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3.7.7 Compare clock times to pays

F |
Compare clock times

Please selectthe week to compare:

October 3 to October 9 July 18 to Ju
September 26 to October 2 July 11to Ju
September 19to September 25 July 4 to July
September 12 to September 18 June 27to Jy
September 5to September 11 June 20to Jy

August 29 to September 4 June 13to i
August 22 to August 28 June 6 to Jur
August 15 to August21 May 30 to Ju
August § to August 14 May 23 to M;
August 1to August 7 May 16 to M;
July 25 to July 31 May 9to Ma
« b

Show people who didnt clock in or out at all

Allow a tolerance of: |0 = minutes

-

[ Pint | [ cancel |

® Compare clock times to pays is used to show if a staff member has been paid differently to how
they have clocked in or out. If a staff member clock's in at 8:30am and clocks out at 5:30 but was
rostered from 9am - 5pm and was paid for their 9am - 5pm shift it will show that there is a
difference to what time they clocked in or out. It can also show staff members that might of
forgot to clock in or out but were paid anyway.
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3.7.8 Print clock times

-

Print clock times

|
Staff member: | ajie Bloggs -
@ All available
(71 Between dates
Fiday |14 October 2011
Fiday |14 October 2011

[] Show paid times instead of clock times
[] Adjust start time forward to nearest 15 minutes

L [ Ie— TR TR T

® Print Clock Times gives you the ability to print a list of the clock times for an individual
employee for a specific date or all the clock times this particular staff member might have. You
can also print the times that they were paid for instead of the clock times.

3.7.9 View/modify clock times

Time clack information
Date: Fiday .14 October 2011 @ [(— Previous day ] [ Mext day -> ] [ Today
MName In Out
Alice Bloggs 5:00a
Alice Jordan 5.00a 5.00p
Amy Jordan 5:00=
|
H
o e
Close

® View clock times allows you to view the clock in and out times in a daily view. You can scroll
through the days with the previous day or next day buttons. You can also print the times for that
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particular day. There is a Create button down the bottom and does allow you to create a time
for an employee, however you can not modify any times. This is usually used if an employee
forgets to clock in or out.

3.8 Fingerprint Privacy Policy

Fingerprint privacy

WageLoch software never stores an image of your fingerprint. Several reference points from your
fingerprint are stored in the system, which are used to identify you when your finger is placed on
the scanner in the future. This information is stored in an encrypted database that resides only on
the computer that has the fingerprint scanner attached. Your fingerprint information will never be
shared by WageLoch with any other party.
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