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Chapter 1 Introduction

PayPunch is a feature-rich time and attendance tracking software that works
with a biometric device to track:

« Employee start and stop work times
o Absences

o Tardiness

e Overtime

e Holidays

e Vacations

The purpose of this document is to guide you through the process of setting up
your organization structure in PayPunch, creating reports, and managing
employee time and attendance.

Intended Audience

This guide is for administrators, managers, supervisors, or anyone who is
responsible for setting up, managing, or monitoring the PayPunch attendance
tracking software and PayPunch reports.

What's New?

PayPunch, version 7, provides the following new or modified software changes:

« New User Interface — PayPunch appearance changes from MS Office
2003 to MS Office 2007. (All Editions)

e Report Editor — Provides the ability to modify current reports or create
new reports. (Enterprise Edition)

o Exceptions — New capability exists to mark if exception hours should be
counted towards overtime or not. (Enterprise Edition)

e User Management — Two new roles added: Department Supervisor
and Department User. (Enterprise Edition)

e Custom Accounting Period — You can create custom time periods.
(Enterprise Edition)

PayPunch User Guide.doc 1-1
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e History Tracking — Retains a history of manual changes in the system
to the Employee Attendance and provides rollback capabilities.
(Enterprise Edition)

e Overtime Calculations — Automatically calculate overtime hours
(Professional and Enterprise Editions)

e Customizable Export — Allows exporting to custom Excel or CSV
formats. (You can customize the export to match your accounting
software such as ADP, QuickBooks, and more.) (Professional and
Enterprise Editions)

Licensing

The number of PayPunch licenses purchased is based on the number of active
employees. When an employee leaves the company, a new-hire can get the
terminated employee’s PayPunch License to avoid purchasing additional
licenses. For more information, see Chapter 7, “Managing Employees”.

PayPunch User Guide.doc 1-2



" XPRESS
SOFTWARE .
Installing PayPunch

Chapter 2 Installing PayPunch

Minimum System Requirements

Before you begin, make sure your system meets the following minimum
requirements:

e Microsoft Windows NT, 2000, XP, 2003, or Vista

e Framework 2.0

e |BM compatible CPU with 300 MHz Intel Pentium processor, or faster
e 64 MB RAM (256 MB recommended)

e 50 MB free hard disk space

¢ 800 x 600 screen resolution with 16-bit high color, or above

e 10/100 MB network interface card

e Windows compatible printer

Downloading and Running the Installation Wizard

Use the following procedure to download and install PayPunch.

PayPunch User Guide.doc 2-1
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To Install PayPunch:

1. Download the program from the following URL.:
www.paypunch.com/download.asp

2. Click on the installation file to begin the installation.
3. Click Run to begin the installation.

The Installation Wizard window displays.

¥ PayPunch setup Pz|
Yelcome to the Installation Wizard

Wwielcome o the PayPunch Setup program. This program wil
irztall PayPunch on your computer.

It iz ztrongly recommended that you exit all wWindows
programs before running thiz Setup program. Click Cancel to
quit Setup and clase any prograrms you have running. Chick
Mext to continue with the Setup program.

WORMIMG: Thiz program iz pratected by copuright law and
international reaties.

|Unauthorized reproduction or distribution of thiz program, or
arw partion of i, may result it zevere civil and criminal

- : penalties, and will be prozecuted to the masimum extent
= 3 possible under law.

Installation

i

Wizard

< Back ” Ne;-:lP}J Cancel
L.

4. Click Next.

5. If you agree to the License Agreement, click the Yes check box and
click Next.

6.  Continue following the directions in the Installation Wizard.

PayPunch is successfully installed when the following Installation
Complete window displays.

PayPunch User Guide.doc 2-2
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# PayPunch setup
Installation Complete
FayPunch has been successtully inztalled.

Fress the Finish button to exit Setup program.

E

ol o .
T = "*'
Iallatlon
&

wiza rd Run PapPunch Enterprize

7.  Click Finish to end the Installation Wizard and run PayPunch.

Note: If you do not want to run PayPunch after the installation, click the
Run PayPunch Enterprise check box to uncheck the box and click
Finish.

PayPunch User Guide.doc 2-3
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Registering Your PayPunch Software

Use the following procedure to register your PayPunch Enterprise software.

To Register PayPunch:

1.  After you receive an email with the license key, save the attached .xml
file anywhere on your computer.

2.  Start PayPunch.

3. If you are launching PayPunch for the first time, create your username
and password.

4, From the top menu, click the Help tab.

o) el e B PayPunch Enterprise
— Companies Employees Reports Tools Help
A . (¥ PayPunch Enterprise Home Page i) \%
7 = | 1

Q"\gl ll@l v-.:' Contact Technical Suppaort L AR

Help Reports User | About Install %

Manual 3 Xpress Software Home Page License Key
Help Registration

5. Locate and select the .xml file you saved in Step 1.
6. Click Open.

7.  Your PayPunch software is registered.

Note for Windows Vista Users:

In order to install the license key, administrator privileges are required. Use the
following steps to start the PayPunch program as Administrator.

PayPunch User Guide.doc 2-4
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1.  After you receive an email with the license key, save the attached .xmi
file anywhere on your computer.

2.  Right-click the PayPunch icon and select Run as administrator.

Open file location

Run az administrator
MQD32 antivirus system

Restore previcus versions

Send To k
Cut
Copy

Create Shortcut
Delete

Rename

Properties

3. If you are launching PayPunch for the first time, create your username
and password.

4.  From the top menu, click the Help tab.

'_DP B g TR PayPunch Enterprise

Companies Employees Reports Toolz Help

@ :__ij [ PayPunch Enterprise Home Page i) %
L@_' »* Contact Technical Support v .

Help Reports User ) About Install %
Manual ) ¥press Software Home Page License Key
Help Registration

5. Locate and select the .xml file you saved in Step 1.
6. Click Open.

7.  Your PayPunch software is registered.

Refer to the user manual for the Universal Biometric Driver for information on
ensuring your connection gets established between the computer and the
biometric device(s).

PayPunch User Guide.doc 2-5
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Chapter 3 User Management (Enterprise Edition

Only)

This section covers managing PayPunch user access privileges. From the User
Management button in the Tools tab, you can to add, modify, or delete
employees who are allowed to access the PayPunch software; or change

passwords.

Defining User Permissions

The following table describes user roles and their corresponding access

privileges.
Role Access Privileges
General Administrator rights to all companies. The
Supervisor General Supervisor assigns all of the roles;

including their login IDs and password.

General User

Read-only rights to run reports. The General
User can view all companies, but cannot make
any changes.

Company
Supervisor

Administrator rights to one company.

Company User

Read-only rights for only one company and
they can run reports for that company.

Department
Supervisor

Administrator rights to only their assigned
department; not all departments.

Department User

Read-only rights to their assigned department
in order to run reports.

PayPunch User Guide.doc
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Adding, Modifying, or Deleting Program Users

This section describes how to:
e Add a User
e Edita User

e Delete a User

Adding a New User

Use the following procedure to add a new user login.

1 Click the Tools tab in the top menu pane.

2 Click User Management.
LZ? e Foep ) F PayPunch Enterprise
—/ Companies Employees Reports Tools Help

Sa & Advanced (Using Shift) | (#) Civilian (AM/PM) =g ':} .
Military {24Hr) ;J 3 B

Simple {Time Only)

User Database Datsbasze Program
Management Access Control Update | Settings
User Management Time Calculation Time Format Options

The following PayPunch [User Management] window displays. This
example shows a General Supervisor and Company Supervisor.

First Mame Last Mame Login Rale Company Department Aclive
Delling shenwriter General Supervisor _—
Bamy Smith bzmith Compaty Supervisar ABC Enterprises Iv
Add
Edit
Delete

s’ o]

Use the icons from the top left to Add *® | Edit % or Delete ** 3
user.

PayPunch User Guide.doc 3-2
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Click Add .
The following Create New Login window displays.

i Create new Login x

Reqgistration Details

Z,(P First Mame:

Last Mame:
Login:
Passwaord:

Confirm Password:

Role: General Supervisor v
Campany:
Department:
Active
I\*f ak ||x Cancel

4 Complete the information.

5 From the pull-down menu, choose the Role.

Depending on the role you choose, the Company and Department may
require a choice from the pull-down menus.

If a Role requires permission to a specific Company or Department,
choose the appropriate permission for the role.

6 Click OK to add the role or Cancel to discard the entry.

PayPunch User Guide.doc 3-3
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User Management

Use this procedure to change role assignments or passwords.

1 Click the Tools tab in the top menu pane.

2 Click User Management.

The PayPunch [User Management] window displays.

Click Edit **

The Edit selected Login window displays.

iy bdit selected/Cogin

Registration Details

Z,(P First Matme:

Last Mame:

Login:

Password:
Confirm Password:
Rale:

company:
Department:

Active

Barr|
Srmith

bemith

skkeokok

bk

Company Supervisor

AEC Enterprises

|¢;? ok,

I |x Cancel

4 Make any necessary changes.

5 Click OK to save the changes or Cancel all changes.

PayPunch User Guide.doc
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Deleting a User

Use this procedure to delete role assignments or passwords.

1 Click the Tools tab in the top menu pane.

2 Click User Management.
The PayPunch [User Management] window displays.

3 Click Delete n )

The Delete account window displays.

?r) Are wou sure you wank to delete current account?
i

i Yes i [ Mo ]

4 Click Yes to delete the user or No to keep the user name.

PayPunch User Guide.doc 3-5
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Chapter 4 Getting Started

This section provides a fast start to using the main features of PayPunch.

PayPunch Organization Set-Up Workflow and Daily Activities

The following illustrates the process to follow when you set up your PayPunch
organizational structure; and the process flow of activities that could be
performed on a daily basis.

Workflow Daily Activities
¥ i
Depgaa:-t;lus} Run Reports
¥ i
Emf,r}s:::{s} Export to File

L 4

Create and Assign
Shifts

¥

Create and Assign
Exceptions

PayPunch User Guide.doc 4-1
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PayPunch Main Window

The PayPunch main window is divided into several sections. The window panes
change according to the task you are performing.

,;v) 2 E 52 PayPunch Enterprise i
— Companies Employees Reports Tools Help Language = i/
4 ELA L4l
Edit Edit ShiftsfAssignment | Exceptions/Assignment
Companies Departments
Companies

Shifts/Exceptions

Employee Attendance

Employee Tree Total Working Hours
Opetrations: = i?_lﬂ ABC Enterprises Employes ID | First Mame Last Mame Actual Hours | Rounded Hours
5% Ao D e [Shap |
i Add Registration ] /o2 Sha 000000015 Jim Smart 000,00 0:00:00
) s Jim Smart 0000000ME Betty Bright 000,00 0:00:00
Edit Registration ais Betty Bright
=% Customer Service
#¢ Delete Registration =5 Katy Smith
= Jim Bow
. Show Deleted Registrations i Clark Kent

=5 Sue Thomas
S Himen bicsouioes Details Working Hours
& Sally Smith
a2 David Struthers
=% Manufacturing
2 Mike Steel
s David Walkers
a2 Jim Benning
= Mary Alba
ais Charlis Winters
=% Shipping
ais James Sutherland
i Tammy Walters
ais RobertJohnson
+-[# DEF Erterprises

Actual In | Actual Out) Actual Ho| Founded! Rounded  Rounded | Shift

“,,' Departments

t:; Employees

E?J Shifts/Assignment

Accounting Period
E"lﬂ Exceptions/Assignment

From: |Feb 1, 2008 [+|

To: | Feb 29, 2002 v

w| |« Apply

| Advanced Mode Role: General Supervisar  02fn3fz00s0v4nem

»

Date Range: Curent manth
The total number of employees in current department: 3.

Top Menu

Whether you use the top menu or the Left Menu Pane to perform tasks in

PayPunch is simply a matter of preference. Using either provides the same
results.

PayPunch User Guide.doc
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Getting Started

The following table describes each item from the left side of the top menu.

ltem

Description

Click the PayPunch button to Refresh the window,
Exit PayPunch; or perform an Add, Edit, or Delete of
a selected company, employee, shift, or exception.

Click the Refresh button to refresh your window.

Click this button to set the common Company
Parameters from any window view. (For more
information, see Chapter 5, “Managing
Companies”.)

Note: The Track changes option is available only in
the Professional and Enterprise Editions.

HayPunchProgram setiings a

Common Settingz

Minimum time between two registrations {mm:ss): | [{E:00 3

Track changes:

L aF. ]l Cancel ]

Click this button to contact technical support via
email.

PayPunch User Guide.doc
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The following displays the pull-down menu located next to the technical support

icon. Use these selections to customize your menu bar according to your

preferences.

=

W

W

W

Customize Quick Access Toolbar

Refresh

Corparny Parameters
Contact Technical Support
More Commands. ..

Showe Below the Ribbaon

Minimize the Ribban

Getting Started

On the top right side of the menu, click the Language pull-down menu to select

a language preference for viewing the PayPunch program. You can request a
translation of the program into your local language by contacting

sales@paypunch.com.

Click the Information icon to view information about your PayPunch software,

Language = i/
B= || English

M GCerman

- W

Russian

such as the version, links to the web site, and an email link to technical support.

The following About window displays.

Language ~| .1/

K

PayPunch User Guide.doc
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XPRESS PayPunch
sorTware Enterprise

Wersion: 7.2 166
Databasze Version: 1.2.25

Copyright € 1936-2007, *press Software
httpe / fwa wssoftware. comm

Thiz product iz licenzed to:

Hpress Software Al rights reserved.
Masimurmn Active Employess: 50 wieh site: hittpd Avv. paypunch.com

E-mail:  support@paypunch. com

Companies Tab

Click the Companies tab to add, modify, or delete companies or departments;
and assign shifts or exceptions to companies, departments, and employees.

e b I PayPunch Enterprise
Companies Employees Reports Tools Help
@ e ™ @
gni L5 |iiim L
Edit Edit Shifts fAssignment | Exceptions/Assignment
Companies Departments
Companies Shifts [Exceptions

Employees Tab

Click the Employees tab to add, modify, or delete employees; assign shifts or
exceptions to employees; and view employee attendance.

‘_')\"'. e I, A PayPunch Enterprise

—/ Companies Employees Reports Tools Help

g L' ﬂ t.L\ &l‘
Edit Azsign Employees Assign Employees Employee

Employees to Shifts to Exceptions Attendance
Employees Attendance

PayPunch User Guide.doc 4-5
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Reports Tab

For information on the Reports options, see Chapter 11, “Generating Reports”

on page 11-1.

4l

—, e ‘a
{ 1!..-\\" \ Ll @ L

—-"/l Companies Employees Reports
2F Time Card... i<} Access Tme... g Early Out...
.. Inconsistency... [&4 Absence, .. & Saved Hours. ..

& On Site Status.,. 7§ Latecomers. .,

Reports
Tools Tab
P)e@2)
LF) i
—-’/l Companies Employees Reports
ga & Advanced (Using Shift)
Simple {Time Only)
Liser
Maragement Access Control

Liser Management Time Calculation

24 Employee Schedule

PayPunch Enterprise

Tools Help

Time Card
Export

¥

Custom
Reports

Custom Reports

PayPunch Enterprise
Tools Help

& Civilian (AM/PM) j] &
-
Military {24Hr) :

Database Database  Program
Update | Settings
Time Format Optons

The following table describes the Tools options.

Option Description

User Management

See Chapter 3, “User Management” for detailed information.

Time Calculation Advanced (Using Shifts)
Simple (No Shifts/No Exceptions)

Access Control (Controls who walks through the door).

Time Format Select from Civilian (AM/PM) or Military (24 Hr).

Database Displays the path to the database file and allows you to test the

connection.

PayPunch User Guide.doc 4-6
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Option

Description

( Database Connection Uptions 1

0 atabaze'=5 Common. mdb C]
[ T ezt Connection ]

|’F'ath to PayPunch D atabaze

Database Update

Path to the database script for upgrades. Do NOT use this option
unless you are specifically instructed to do so by the Technical
Support team.

( Database Update W

|’F'ath to Script

Cloze

Program Settings

Click this button to set the Common Company Parameters. (For more
information, see Chapter 5, “Managing Companies”.

Note: The Track changes option is available only in the
Professional and Enterprise Editions.

PayPunch [Program Settings| ]

Common Settings

=)

Minirmurn time between two registrations {mm:ssi: | [E00 2

Track changes:

l QK I[ Cancel ]

Help Tab

Click the Help tab for links to helpful information and registering your license

key.

For more information on the Install License Key button, see “Registering Your
PayPunch Software” on page 2-4.
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2 E s PayPunch Enterprise
.:\')1 \
—-'/I Companies Employees Reports Tools Help
3 = i PayPunch Enterprise Home Page =y
@ ooy R
? = v o Contact Technical Suppaort d Mo
Help Reports Liser i About Install
Manual &5 ¥press Software Home Page License Key
Help Reagistration

Left Menu Pane

The PayPunch left menu pane simply provides another alternative for selecting
tasks versus clicking tabs from the top menu.

The following display shows that the Companies tab was selected from the top
menu followed by clicking Edit Companies. The choices to add, edit, or delete
a company display in the Operations pane and the Companies tab gets
highlighted in the lower pane.

T
(D) = B )7

z I!
—/ Companies Employees |
b Kt
Edit Edit Shifts/Assigr
Companies Departments
Companies

Companies Edit

Operations:

o _Add Company
[#  Edit Company

3 Delete Company

(o)
do Employee Attendance

[ﬁi‘ Companies

m., Departments

& Employees

ﬁ Shifts/Assignment

I_ Al Exceptions/Assignment

i

The total number of companies: 2,
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However, the reverse is not true. For example, you clicked the Employees tab
in the top menu to make changes. Then you decide to edit your companies by
clicking the Companies tab in the lower left pane. The Employees tab

information remains displayed in the top menu even though you are working in
the Companies Edit window, which is ok.

PNk
%)

Companies Employees Reports Tools Help
& [ LA [L®
Edit Assign Employees Assign Employees Employee
Employees to Shifts to Exceptions Attendance
Employees Attendance
Companies Edit Employee Tree

Operations:
b Add Company
(# Edit Company

3 Delete Company

= ABC Enterprises

i Betty Bright
=" Customer Service
& Katy Smith
& Jim Bow
ah Clark Kent
=4 Sue Thomas
= = Human Resources
= Sally Smith
=fi David Struthers
== Manufactuing
i Mike Stesl

afh David Walers

| ™~
|¢ Employee Attendance

‘ a5, Jim Benning

| EEEl Companies

gp Mary &lba
i Charlie Winters
=|-*= Shipping

ﬁ Departments

s James Sutherland
q;‘.. Tamnmy ' alters

i ‘.:; Employees

=i Robert Johnson

i m Shifts/Assignment

| @i DEF Enterprises

| C’Lﬂ Exceptions/Assignment

»

PayPunch Enterprise

= x

Language ™ i

Companies
Compan Company N | Address City Country Postal Code
[ 0 [sBCEnen [123Frstay
1 DEF Enterpr 123 First Ay Dallas Usa

Accounting Period
From: Feb £, 2008 [+ To: | Feh 29, 2008 [v|

Date Range: User defined

-

The total number of companies: 2,

| AdvancedMods  Role; General Superyisor

Employee Tree

02{09/2005 0139 PM. .:8

The center pane of the PayPunch main window is the Employee Tree, which
displays the companies, departments, and employees.

PayPunch User Guide.doc
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SR} 450 Corporation]

- "% Accounting
s Joe Sharp
aih Betty Bright
=4 Susan Barks

—|- % Call Center
s Betty Sue

—|- "% Human Resources
aih Sally Smith
a Jenny Wang

=% M anufacturing
a4 David Langley
ais Charles Duncan
a4 Alice Bamnett
aih Cyndi Mathews
a4 Hapden Lewis

—|- ™% Shipping/Feceiving
ai Fred Wiliams
s David Toliver
s Diane Motts

Getting Started

The Employee Tree display remains the same except when you are assigning
shifts and exceptions; at which point check boxes appear next to the companies,

departments, and employees.

Employee Tree

[

-] Accounting
[Fl=i Joe Sharp
[#l= EBetty Bright
[¥l=i SusanBanks

--[#]™% Call Center
[#l=2 Betty Sue

- [#]*# Human Resouces
Fi Sally Smith
[#l=f Jenrywang

|- [£]*# Manufacturing
[Fl=i David Langley
[¥l=f Charles Duncan
[Fl=ii Alice Bamett
[Fl=ii CyndiMathews
[¥l=f Hapden Lewis

-1 [#]™%F Shipping/Receiving
[A=i Fredwiliams
[¥l=f David Toliver
[Fl= Diane Motts
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Right Pane

The right-side menu pane displays information relevant to the task you are
performing; such as working hours, departments, employees, shifts, and
exceptions.

The following display shows an example of the right-side pane when you are
working with Companies.

Companies
Compaty 1D Cormpatiy Mame Address City Country Postal Code
4 01 ABC Enterprizes f dve m
nz DEF Enterprizes 123 First Ave  Dallaz LSA TRAES

Accounting Period

From: |Dec 1, 2007 (] To: |Dec 31, 2007 ]
Date Range: Current manth V & Apply
| Advanced Mode  Role: General Supervisor 12018/2007 10:02 FM i}

Accounting Period Pane (Professional and Enterprise Editions Only)

The Accounting Period pane is located in the lower section of the right-side
menu pane.
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From: |Mov 12, 2007 [ To: | Maov 30, 2007 w1

Date Range: Apply

szer defined :V | o

11/13(2007 11:40PM 2

B Cuent marth
Current Custom Perad
Prevvious Cugtam Period

The following table describes the Date Range selections listed in the pull-down
menu.

Date Range
Selection

Description

User defined

Select a range of dates to set or retrieve
information in the From and To fields.

Current week
(Professional and
Enterprise Editions Only)

Automatically completes the date fields for
the current week.

Current month
(Professional and
Enterprise Editions Only)

Automatically completes the date fields for
the current month.

Current Custom

Period
(Enterprise Edition Only)

Automatically completes the date for the
current custom period.

Previous Custom

Period
(Enterprise Edition Only)

Automatically completes the date for the
previous custom period.

Additional Information in the Right-Side Pane

The following displays how the right-side pane gets divided into the following
three sections when you are working with shift assignments and exceptions:

Shifts
Shift Assignment

Accounting Period

PayPunch User Guide.doc
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(ON DB PayPunch Enterprise - =x
i Companies Employees Reports Tools Help Language * i/
I* Time Card... %) AccessTime... L Early Out... By g
+ Inconsistency... [ Absence... &+ Saved Hours... 5=
Time Card Custom
® On Site Status... [ Latecomers.,.. [ Employee Schedule Export || Reports
Reports Custom Reports
Shifts Edit Employee Tree Shifts
Operations: = D6l ABC Enterprises Shit Name: Before From To After Bresk | Round
: r 0500 24 0330PM L 0430PM |30 | 15 ]
& Add shift Second 0245AM O0300PM  11:00PM 1115 PM 15 15
b Third 1045FM T1.00PM  O700AM  07:15AM 15 15
% Edit Shift (A= Jim Smart .
[ Betty Bright
3£ Delete shift =[] Customer Service
=i Katy Smith
= JimBow Shift Assignment
D=l Clark Kent Assigning group of employess o the "First” shift.
= Sue Thomas
[ Humsn Resources PR
%[0 Manufactuing
-] Shipping [ - Mo shitt assigned
# [Jf0 DEF Enterprisss [ - cunent shitt sssigned
[ - Cthes shift assigned
[  Curent shitsssigredto
some of selected emploves(s)
r—————— Single mouse click on the calendar to
_*, Employee Attendance add of 1emove shift assinment
o . Hold the meuse button down and
i3] companies o tE e bt s dereeriilo
seversl daus
% Departments
3 Employees Sunday, December 9, 2007
r_”% Shifts/Assignment Accounting Period
E’Lﬂ Exceptions/ Assignment From: Dec 1, 2007 2] To: | Dec 31, 2007 (3
= Date Range: User defined B
Thie tokal rumber of shifts in current company: 3, | Advanced Mods  Reole: General Supervisor 02/10/2006 01:21 P,

Instructions on how to use these sections are in the Chapter 8, “Managing
Shifts” on page 8-1.

Creating Your Organization Structure

The following sections detail how to set up your PayPunch software to reflect
your organization structure.

o« Companies
o Departments

e Employees
e Shifts/Assignments (Professional and Enterprise Editions Only)

e Exceptions/Assignments (Enterprise Edition Only)

e Reqistering Employee Attendance

PayPunch User Guide.doc 4-13
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Managing Companies

This section details the following tasks for managing companies:

e Add Companies

e Edit Companies

e Delete Companies

Adding Companies

PayPunch supports one or more number of companies. Each company can
have their own set of shifts, exceptions, and overtime settings.

To Add a Company:

1 Click Companies from the lower left menu, or from the top menu, click

Companies > Edit Companies.

?)

— Companies Employees |
BT t f ’q
b v |15

Edit Edit Shifts/Assigr

Companies Departments
Companies

Companies Edit

Operations:

of _Add Company
[# Edit Company

# Delete Company

r‘\
'a Employee Attendance

i .;E_ﬂ Companies

|
| ‘, Departments

|

| & Employees
|
| VL] shifts/Assignment
|
| “”5:1 Exceptions/Assignment
|
[

L
_Ths total number of companies: 2,
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2 From the left menu, click Add Company.

Managing Companies

The following PayPunch [Company Add] window displays in the
Company Details tab, along with the Overtime tab and Accounting

Period tab.

== PayPunch [Company Add
Company Details | Overtime | Accounting Period
# Company 1D: 03

# Company Mame:

Address:

City:

State/Province:

Zip/Postal Code:

Country:

Phone:

Faw:

# Required Fields

Cancel

Company Details

3 Complete the Company Details fields.

4 Click the Overtime tab and the Accounting Period tab (Enterprise Edition

only) to set those parameters.

5 Click Add to add the company and continue adding more companies or
click OK to add the company and end the Company Add session. Click
Cancel to close the window and discard any current entry.

Note: If you clicked Add and added several companies, then clicked
Cancel, only the current entry gets canceled. The entries prior to
canceling do not get discarded and are added to the Employee Tree

window pane and Companies pane.
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Overtime Tab (PayPunch Enterprise Edition Only)
( PayPunch[Company Add W

Company Details | Owertime | Accounting Period

" Daily Overtime

LbEE
bk

* “wieekly Dvertime

Week Hours: | 44:00 2

" Mo Overtime

Cancel

6 Set the overtime for each company. Click the Overtime tab to specify
Weekly or Daily overtime hours per company; or No Overtime.

7 Click the Accounting Period tab (Enterprise Edition only) to set those
parameters or go to Step 8.

8 Click Add to add the company and continue adding more companies or
click OK to add the company and end the Company Add session. Click
Cancel to close the window and discard any current entry.

Note: If you clicked Add and added several companies, then clicked
Cancel, only the current entry gets canceled. The entries prior to
canceling do not get discarded and are added to the Employee Tree
window pane and Companies pane.

Accounting Period Tab (PayPunch Enterprise Edition Only)

Using the Accounting Period tab, you can select the first day of the week
when you want your pay period to begin or choose the System settings, as
shown in the following illustration.

You can also set a Custom Accounting Period to specify when your
Accounting Period begins and designate the number of days for that period.
For more information, see the section on the “Accounting Period Pane”.
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[ Payunch [Company Ad( ]

Company Details | Owertime | Accounting Period

First D ay af week

Firzt Day of week: | System ﬂ

Custorm Accouting Period

Start Date: |Feb 9, 2008 ||

Period Length: 7 il days [masimum 39)

Cancel

Click Add to add the company and continue adding more companies or click
OK to add the company and end the Company Add session. Click Cancel
to close the window and discard any current entry.

Note: If you clicked Add and added several companies, then clicked Cancel,
only the current entry gets canceled. The entries prior to canceling do not get
discarded and are added to the Employee Tree window pane and
Companies pane.
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Using Program Settings to Set Common Company Parameters

Use the Program Settings button to set common parameters for all companies

and departments.

1

Click the Program Settings button from the top left menu as shown
in the following display:

_,-’/I CDmp — L B

Program Setkings E

Or click Tools > Program Settings from the top menu as shown in
the following display:

é’) < E PayPunch Enterprise
- —-/ Companies Employees Reports Tools Help
& ® Advanced (Using Shift) & Ciyilian [AM/PM) = _J E, A
Simple (Time Only) Military (24Hr) j Ih::} %

User Database Database Program
Management Access Control Update | Settings

User Management Time Calculation Time Format Options

The PayPunch [Program Settings] window displays.

{ HayPunchi|Frogram setiings 1
Common Sethings

Minimurm tirne between two registrations (rmrmiss): | 02200 :

Track changes:

‘ ak. ][ Cancel ]

Complete the common registration settings and click the Track
changes box to retain a history of changes to punch registrations.

Note: The Track changes option is available only in the
Professional and Enterprise Editions.

Click OK to set the common company parameters. Click Cancel to
close the window and discard any current entry.
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Editing Companies

1 Click Companies from the lower left menu, or from the top menu, click
Companies > Edit Companies.

2 Click on the company name to select the company to edit.

3 Click Edit Company from the left menu.
The PayPunch [Company Edit] window displays.

4 Make the necessary changes in the Company Details fields and click
OK.

The company you edited appears in the center Employee Tree pane
and in the Companies pane and includes the changes you made.

Deleting Companies

1 Click Companies from the lower left menu, or from the top menu, click
Companies > Edit Companies.

2 To select a company to delete, click on the company name from the
Employee Tree or in the Companies pane.

3 Click Companies from the lower left menu, or from the top menu, click
Companies > Edit Companies.
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4 Click Delete Company from the left Companies Edit menu.

The following warning window

displays:

Companies | Employsss  Reports  Tods  Help Lanquage = i/
BT [ 2|
W [ [
Edit Edit ShiftsfAssignment | Exceptions/Assignment
Companies Departments
Companies Shifts/Exceptions
Companies Edit Employee Tree Companies
Operations: = nieiprises CompanyID | CompanyName | Address City Country Postal Cade:
Accounting » [ABC Enterprises 123 Firstdwe [ Dallas 26,
o AddCompany. 8l Joe Shap 0z DEF Enterprisss  123Firstdwve  Dallas Ush
il Jim Smat
[# Edit Company =i Betty Bright
= %% Customer Service
3 Delete Company il Katy Smith
il Jim Bow
il Clark Kent
il Sue Thomas
= %% Human Resouf? —
R Warning!
ail David St
=™ Manufacturing| !E Do you want bo delete company (ABC Enterprises)?
il Mike Steel| <=
ail David wal
il Jim B ves
il Mary Alba
il Charle Winters
= % Shipping
~ % James Sutherland
'y Employee Attendance =
e ail Tammy Wakers
i " % Robert Johnson
1u: Companies o =
a3 « [§l DEF Enterpiises
8% Departments
< Employees
@ Shifts/Assignment Accounting Period
E’-’ﬂ Exceptions/Assignment From: |Feb 1, 2008 e To: | Feb 29, 2008 (2]
» Date Range: | Cunent month [w] |« Aepl
The tatal number of companies: 2, | Advanced Mo 02/09/2009 02;20 FM,

5 Click Yes.

6 The deleted company no longer appears in the center Employee Tree
pane or in the Companies pane.

If you attempt to delete a company that has employees, the following sample

warning window displays:

‘Warning!

AN

permanently.
wy'ould vou like bo continuey

"ABC Enterprises” has one ar more emplayees, Al emplovees and their attendance records will be deleted

PayPunch User Guide.doc
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7 Click Yes to delete the company, its employees, and attendance records
or continue to
Step 8.

Note: Once you delete employees and attendance records, they are
removed from the database and cannot be retrieved.

8 Click No to keep the company and its employees.
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Chapter 6 Managing Departments

This section details the following tasks for managing departments:

e Add Departments
e Edit Departments

e Delete Departments

Adding Departments
Use the following procedure to add departments for each company that you

created in Chapter 5, “Managing Companies”.

To Add a Department:

1 Click Departments from the lower left menu pane as shown in the
following display.

Employres Erports Tools Help Language - |
Et Y
7 (

dhftsjassgnmant  EyceobonsAssgnment

Congiaries Sl Enceptons
Diepartments Edit Employas Tras Deapartments
Optr shions. =

B Akl Devartimend
it Benartnend

X Delele Department

i James Submland
- i Tammy Walten

= Hobmickrmon
¢ {§ DFF Erterrsises

D Employer Altendance

[ Companies

% Departients
i Employees
Ry R T —— Accounting Parlod
T weceptions/Assignment From: | Feb 1. 2008 ~ T | Febs 29. 2008 >
DaleHarge. | Cusiend rurdh w| |w ook
Thes bkl meshesr of departments in nevent company: 5 utvarced ModnRenke: General Supervses _ OZJ0008 2142 PM
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2 Click Add Department from the left menu.

3 In the Department Name field, type a department name.

4 Click Add to add the department and continue adding more departments
or click OK to save the changes and end the Department Add session.
Click Cancel to close the window without saving any of the information.

The added department displays in the Employee Tree and
Departments pane.

Note: If you clicked Add and added several departments, then clicked
Cancel, only the current entry gets canceled. The entries prior to
canceling do not get discarded and are added to the Employee Tree
window pane and Departments pane.

Editing Departments

Use the following procedure to edit department names.

To Edit a Department:
1 Click Departments from the lower left menu.

2 Click Edit Department from the left menu.
The PayPunch [Department Edit] window displays.

Employee Tree Departments
= _Iﬂ ABC Corporation Company Department
Bl - coounting

Accounting »
% Human Resources

=% Manufactuing
=% Shipping/Fed

ABC Corporation Human Resources
ABC Corparation I anufacturing
Shipping/Receiving

Departrent Details
Company Name: ABC Corparation

# Department Mame: | laaalilglaigs

+ Required Fields

3 In the Department Name field, change the department name by typing
the new department name over the previous name.

PayPunch User Guide.doc 6-2



h XPRESS
SOFTWARE .
Managing Departments

4 Click OK.

5 The corrected department name displays in the Employee Tree and
Departments pane.

6 To edit additional departments, repeat Steps 2—4.

Deleting Departments

Use the following procedure to delete department names.

To Delete a Department:

1 Click Departments from the lower left menu.

2 To select a department to delete, click on the department name from the
Employee Tree or in the Departments pane.

3 Click Delete Department from the left menu.

The following warning window displays.

Employee Tree Departments
= [#l ABC Corporation Compary Department

» ABC Corporation Accounting
ABC Corporation Human Rezources
ABC Corporation M anufacturing
ABC Corporation Shipping/Receiving

% Human Resources
% Manufacturing
% Shipping/Receiving

4 Click Yes.

The deleted department name no longer displays in the Employee Tree
and Departments pane.
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5 If you attempt to delete a department that has employees, the following
warning window displays and you must do one of the following:

a) Move the employee(s) to another department or

b) Delete the employee(s) before you delete the department.

c) Click the red X box in the upper right corner to keep the department.
d) Click OK to delete the department and all of its employees.

Warning!

L] 'j (Accounting) has employeels), Before delete it, please delete or move these employes(s) to other department(s).
L

6 When all employees for that department have been moved or deleted, delete
the department by repeating Steps 2-4.

7 To delete additional departments, repeat Steps 2—4.
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Chapter 7 Managing Employees

This section details the following tasks for managing employees:

e Add Employees

e Edit Employees

e Delete Employees

e Employee Attendance

Adding Employees

Use the following procedure to add employees for each department that you
created in Chapter 6, “Managing Departments”.

To Add an Employee:

1

Click Employees from the lower left menu or click
Employees > Edit Employees from the top menu.

Click the company or department name to which you want to add the
employee.

Click Add Employee from the left menu.
The following PayPunch [Add New Employee] window displays.

= PayPunch [Add New Employee =
Mew Employee Details
Department: Accounting il
# Employee ID: Qooo0oo 2
# First Mame:
# Last Mame:
Address:
City:
Country:
Zip/Postal Code:
Phone:
SINASSN:
Active v

# Required figlds

Cancel
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In the example, Joe Sharp is getting added to the Accounting
department.

Note: Make sure the Employee ID matches the ID on any time device
you use.

When adding a new employee, the Active check box is checked by
default to indicate that there is an available PayPunch license for the
employee.

4 Click Add to add the employee to the department and continue adding
more employees to that department or click OK to save the changes and
end the Employee Add session. Click Cancel to close the window
without saving any of the information.

5 Joe’s name now displays in the Employee Tree in the Accounting
department.
Employee Tree

SN EC Comporation
—|-*= Accounting
&is Joe Shap

a4 Betty Brig%
—-*% Call Center
=il Betty Sue
-|-*% Human Resources
aia Sally Smith
1 Jenny Wang
- b anufacturing
s David Langley
& Charles Duncan
&l Alice Bamett
ai Cyndi Mathews
s Hapden Lewis
-|-*% Shipping/Receiving
aid Fred Wiliams
ais David Toliver
& Diane Motts
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Editing Employees

Use the following procedure to edit employee information, such as address or
phone number.

To Edit an Employee:

1

Click Employees from the lower left menu or click
Employees > Edit Employees from the top menu.

To select an employee and edit their information, click the employee
name.

Click Edit Employee from the left menu.
The following PayPunch [Employee Edit] window displays.

(‘ PayPunch [Employee Edi ]
Emplaves Details
Depattment: Azcounting [l
# Employes I0: nooooooos
# First Marme: Joe
# Lask Mame: Sharp
Address:
City:
Country:
Zip/Postal Code:
Phaone: 55h-55R-5RER
SIMASSM:
Active v
# Required Figlds
L ()4 ] I Cancel J

In the displayed example, Joe’s phone number was added because it
was not included when he got added in the Add New Employee
window.

Click OK save the changes in the employee’s details, or click Cancel to
close the window without saving any changes.

PayPunch User Guide.doc 7-3



p XPRESS
SOFTWARE .
Managing Employees

Placing an Employee on Inactive Status

1 Click the employee name of the employee that will not be currently
working.

2 Click Edit Employee.

3 Click the Active check box to remove the check mark.

£ PayPunch [Employee Edi ]
Employves Details .
Department: Shipping I
# Employes ID: Q0ooono1 4
# First Marne: James
# Lask Mamne: Sutherland
Address:
City:
Country:

Zip/Postal Code:

Phone: [214) 555 - BR4
SIM/SSHN:
Ackive r[%

# Required figlds

L aF. 1[ Cancel ]

4 Click OK to save the changes and retain his information in an inactive
state or click Cancel to exit the window without saving the changes.

Example: The following shows Jim Sutherland now appears in the
Employee Tree Shipping department and in the Employees pane as an
inactive employee. His PayPunch license is now available for use for a
new employee.
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N & @) PayPunch Enterprise - =%
Comparies | Employees | Reports  Tools  Help Language ~ 1
TG 9‘*5;1 [
3 ELd 13! TSN
Edt  AssignEmployees Assign Employees || Employes
Emplayees to Shifts to Exceptions Attendance
Employees Attendance
Employees Edit Employee Tree Employees
Operations: = [l ABC Enterprises First Name Last Name Active
= %% Accounting
b Add Employee % % Customer Service Sy I
-9 Human Resauices 000000017 Flobert Johnson v
(¥ Edit Employee + %8 Manufacturing
=% Shipping
# Delete Employee 5H B o]
i Tammy Wakers
i RcbertJohnson
* {8 DEF Enterprises
0 Employee Attenda
4, Employee Attendance
Companies
8 Departments
‘g. Employees
@ Shifts/Assignment Accounting Period
L”’?ﬂ Exceptions/Assignment From: |Fen 1, 20C[v] To: | Feb 29, 200(w
G Dot [ Cumnt u
The total rumber of employess in current departmient: 3. | Advanced Mode  Roles General Supervisor 02/05/2008 03,05 Pz}

Deleting Employees

Use the following procedure to delete employees and retain their PayPunch
license for a new-hire employee to avoid buying additional licenses.
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To Delete an Employee:

1 Click Employees from the lower left menu or click
Employees > Edit Employees from the top menu.

2 To select an employee for deletion, click the employee name.

3 Click Delete Employee from the left menu.
The following warning window displays.

(Warningt! R

L] "_-. Do ywou wank ko delete employves (000000014 - James Sutherland)?
L

E WEs i [ Mo ]

4 Click Yes.

The employee no longer appears in the Employee Tree or Employees
window panes, but the license for Employee ID: 000000015 remains
available for the next employee you add so you don’t have to purchase
another PayPunch license.

Sorting the Employees List

You can sort the Employees list by clicking the headers in the Employees pane.
Your choice will reflect the same sorting order for each department and
company.
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Sort by Employee ID
Click Employee ID as shown. The employees display by ID in numerical order.

Employees
Employes (D Firzt Mame Last Mame Achive

b m Eil Davidsan
Qoo0ooo0z Barbara Edmondzon v
Q00000003 John Chandler v
Q00000004 Donald Fiobertzon v
000000005 Ellen James [v
000000005 Kenneth Marman v
Q0o00oo0a Suzan Zhare v

Sort by Last Name

Click Last Name as shown. The employees display by alphabetical order of
their last names.

Employees
Employes D First M ame Lazt Mame Active

4 m_m
00000000t Bill Davidzon [w
Q0000002 Barbara Edmondzon v
Q00000005 Ellen James v
000000006 K.enneth Marman [w
Q00000004 Donald Robertzon v
Q0o00oo0a Suzan Zhare v
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Sort by First Name

Click First Name as shown. The employees display by alphabetical order of
their first names.

Employees
Employee D First Mame Lazt Mame Active

4 mm Edmandsan
Q00000001 Bill D avidsan [v
000000004 Donald Raobertzon [v
000000005 Ellen James [+
000000003 John Chandler [+
Q0000000E F.enneth Morman [v
000o0000o0a Suzan Zhare [v

Sort by Active or Inactive Status

Click Active as shown. You can view all inactive employees first in the list, or
click Active again to view all active employees first.

Employee 1D First Mame Lazt Mame Active k
4
Q0000000 F.aty Sith [v
Qoooooooz Jim Biow [v
Q00000003 Clark K.ent [v
000000004 Sue Thomasz [v
Q00000005 Sally Srith [v
000000006 Drawid Struthers [v
Q00000007 Mike Steel [+
000o00o0og Drawid W' alters [+
000000009 Joe Sharp [+
iyl Jim Benning [+
Q0000001 b ary Alba [v
000000013 Charlie Winters [v
000000014 James Sutherland [v
Q0000005 Jim Smark [v
0000000 & T ammy Wwalters [v
Q000000 7 Robert Johnzon [+
Qoooooot & Betty Bright [+

PayPunch User Guide.doc 7-8



hxruss
SOFTWARE

Chapter 8 Managing Shifts (Professional and
Enterprise Editions Only)

Managing Shifts

This sections details the following tasks for managing shifts:

e Create Shifts/Assignments

- Rounding Details

- Rounding Rules

- Block Rounding Rules
e Edit Shifts/Assignments
o Delete Shifts/Assignments

Creating Shifts and Rounding Details

After you have created your organizational structure in PayPunch, including
Companies, Departments, and Employees, you will need to create shifts. Each
company or department can have their own set of shifts.

Shifts can be assigned to the following: Employee(s), Department(s), or an
entire Company.

To Add a Shift:

1 Click Shifts/Assignment from the lower left menu.
2 Click Add Shift.

PayPunch User Guide.doc 8-1



XPRESS

SOFTWARE . .
Managing Shifts

3  The PayPunch [Add New Shift] window displays.

= PayPunch [Add New'Shi =
Shift Details Block Rounding Rules
Shift Marne: Fiegistration In
Shift Start: 1200 AM 2 T add
ShiFt End: 1159 PM : Time From Time To Rounded Time
Min, Registrakion Time: 12:00 AM 3
Mz, FRegistration Time: 11:59 PM (2

Ereak Deduction

Break Deduction {min): 0 .

Min MWarking Hours Far Break Deduction: | 08:00 3 ':EF' add i

:ZE::TUQ Fn::i:ls P Time From Time To Rounded Time
In Qut

Round Doven {rain: 0 0

Round Up {rin):

Cancel

4  Type a Shift Name, such as First, Second, Day, Night, and so on.
Note: You will need to add different shifts separately.

Complete the remaining fields according to the following table.
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Field Name Description
Shift Details
== PayPunch [ Add New Shi X
Shift Details EBlock Rounding Rules
shift Mame: First Regiztration In
Add

shift Start: 07:00 &M 2] il
<hift End: 0330 PM %) Tirme Fram Time Ta Rounded Time
Min. Registration Time: D600 Ak (2
IMax. Reqistration Time: 04:30 Ph (2

Break Deduction

Break Deduction (min): an o
Regiztration Out

Min Working Hours for Break Deduction: | 04:00 (2 & fdd

Rounding Details

Round to (min): 15 Tirme Fram Time Ta Rounded Time
In Qut
Round Dawn {min): 5 1n
Round Up {min}:
Add L QK J [ Cancel
Shift Start The time when the work shift begins.
Shift End The time when the work shift ends.

Min. Registration | The earliest an employee can punch in before a shift begins.
Time For example, a shift begins at 7 AM, but the employee can
punch in at 6:45 AM since the example defines a 6:00 AM
minimum registration time.

Max. The latest an employee can punch out after the shift ends.
Registration For example, a shift ends at 3:30 PM, but the employee was
Time asked to work for an extra 30 minutes. The employee can

punch out at 4 PM since the example defines a maximum
registration time of 4:30 PM.
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Break Deduction

Break Deduction
(min)

This is the time that is automatically deducted from the total
daily working hours. For example, if we put 30 in this field,
then 30 minutes will be automatically deducted every shift
from the total worked hours without employees having to
punch out for their break. If you want employees to punch out
for their break, then put 0 in this field.

Min Working
Hours for Break
Deduction

This is the number of hours an employee must work before
the break is automatically deducted.

For example, after an employee works 4 hours (04:00 entered
in this field), a 30 minute break [30 would be entered in the
Break Deduction (min) field] will be automatically deducted
from the employee’s total daily work hours.

Rounding Details

Break Deduction

Break Deduction (min):

Founding Details
Round ko {min}: 15

Found Doven {ming: )

Round Up {min):

add

[ PayPunch [AddiNew Shi x
Shift Details Block Rounding Rules
Shift Mame: First Registration In
shift Start: 07:00 AM 5 B add
chift End: 0330 PM = Tirrie From Tirne To Rounded Tirme
Min. Registration Time: 0600 &AM 2
IMax, Registration Time; 04:30 P 2

Min Working Hours For Break Deduction: | 04:00 % o add

a0 o
Registration Out

Tirne Frarm Time To Rounded Time

l OF, ][ Cancel ‘

Round to (min)

When records come through a time clock device, they can be
rounded. For example, put 15 in this field. This means that
all times are going to be rounded to the nearest quarter of an
hours: 15, 30, 45 and 00.

Round Down
(min)

Sets the rule on how to round the time. For example, if we put
5 in this field, then the first 5 minutes will get rounded down
and the remaining times will get rounded up.
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Break Deduction

In PayPunch Enterprise, you can set different rules for
punching in and out.

Round Up (min)

This field gets automatically populated based on the Round to
and Round Down values.

Block Rounding Rules (PayPunch Enterprise Edition Only)

I PayPunc I i
Shift Details
Shift Mame: First
Shift Skarkt:
Shift End:
Min. Reqistration Time:

Mazx, Registration Time:
Break Deduction

Break. Deduction {min:

Rounding Details

Raund ko {rir: 15
F.ound Down (i a
Round Up {rin):

Min working Hours For Break Deduckion: | 04:00

EBlock Rounding Rules
Fiegistration I

o Add [ Edit Delet
0700 &M (2] & Pedt HDelete
03:30 PM 2 Tirne: Frarm Time Ta Rounded Time

— g 0300 AM 08:00 ArM
0E:00 &AM 25
04:30 PH (2

a0

Regiztration Dut

oiadd  [Fedt 3 Delete

Tirme From Time Ta Rounded Time

i

[ a0 04:00 PM

1o

L 0K ][ Cancel ]

Registration In

Registration Out

The Block Rounding Rules in the right pane allows you to set
specific times and overrides any settings in the Rounding
Details. This rule applies only when the record comes
through the time clock. For example, you can add a rule to
Registration In so that if an employee punches in between
6:00am and 7:00am, then the time will be rounded to 7:00am.

5 Click Apply to create the shift and rounding rules and add another shift
or click OK to end the Add New Shift session. Click Cancel to close the
window without saving the information.
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Editing Shifts

1 Click Shifts/Assignment from the lower left menu.
2 Click Edit Shift.
The PayPunch [Shift Edit] window displays.

3 Make changes to any of the fields.

Note: If you change any rounding rules, they only take effect from that
point forward so that previous payroll records are not affected.

4 Click OK to save the changes to the shift and/or rounding rules; or
Cancel to close the window without saving the information.

Deleting Shifts

1 Click Shifts/Assignment from the lower left menu.
2 Click the Shift Name in the Shifts pane located on the right.

3 Click Delete Shift.

A warning window displays asking if you want to delete the selected
shift.

4 Click Yes to delete the shift; or No to close the window and keep the
shift.
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Assigning Shifts

PayPunch allow you to assign shifts to many employees, an entire department,
or an entire company.

To Assign Shifts:

1 Click Shifts/Assignment from the lower left menu or Employees >
Assign Employees to Shifts.

2 Click the Shift Name in the Shifts pane located on the right.

3 Click the check box of each Company, Department, or Employee to
apply the selected shift.

Employee Tree

=-[J & AEC Corporation
+-[]™=% Accounting
+-[]*% Human Resources
--[]*=% Manufacturing
=i David Langley
= Charles Duncan
=i Alice Bamett
=i Cyndi Mathews
=t Havden Lewis
=[] "= Shipping/F eceiving
[¥]=is Fred % liarns
[ =i David Taliver
[¥l&ii Diane Matts
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4 In the Shift Assignment pane, click a day to apply the shift or click on a
day and drag the mouse across several days to apply the shift.

Shift Assignment

Aszsigning group of employees to the "First” shift,

j:j December 2007

()
o
()
bey]
ra
=
-0 [
o
[
o
I
()
—h

2 3 PR AR 6 i‘: 8
¢
2
3:10 11 12 13 1-@ 15
: ¢’
: ;
16 17 18 13 20 2% 22
H !

23 24 25 26 27 2% 29

n A 1 2 3 4 ]

Sunday, December 2, 2007

5 From the lower right corner next to the calendar, click Apply Changes.
Shift Assignment

Assigning group of emplovees ko the "First" shift,

-~ December 2007 Color Legend:

Bum [am T Thu Fi S |:| - Mo shift assigned
251 26| 27| 28| 23| 30 1 . - Current zhift aszigned

. - Other shift azzigned

- Current zhift aszigned to

2 3 4 L] [ ¥
9 ﬂn" 15 zome of selected employes(z]
Single mouse click on the calendar o
16 HH 1 add or remove zhift azzignment,
23 24 25 26 27 28 29 Haold the mouse button down and

drag to add zhift azzignmment to
] A 1 2 3 4 5 zeveral days.

Friday, December 21, 2007 Apply Changes [:

The days are highlighted in bright blue to show the current shift
assignment.
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To Assign Shifts in Advance:

Use the following arrows located to the left and right of the month and year on
the calendar to assign shifts in advance:

e

December 2007

w w

e Left Down Arrow — Takes you to the previous month.
e Left Up Arrow — Takes you to the next month.
¢ Right Down Arrow — Takes you to the previous year.

¢ Right Up Arrow — Takes you to the next year.

If you forget to assign a shift, it will appear in the reports as an error. You can
edit the assigned shift and make corrections.

To Edit Assigned Shifts:

1 Click Shifts/Assignment from the lower left menu or Employees >
Assign Employees to Shifts.

2 Click the company, employee, or department name to the shift you want
to edit.

3 Click Edit Shift.
The PayPunch [Shift Edit] window displays.

4 Make changes to any of the fields

5 Click OK to save the changes to the shift; or Cancel to close the window
without saving the information.

6 Click Apply Changes.
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To Delete Assigned Shifts:

1 Click Shifts/Assignment from the lower left menu or Employees >
Assign Employees to Shifts.

2 Click the company, employee, or department name in the Employee
Tree pane.

3 Click Delete Shift.

A warning window displays asking if you want to delete the selected shift
assignment.

4 Click Yes to delete the shift assignment; or No to close the window and
keep the shift assignment.
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Chapter 9 Managing Exceptions (Enterprise
Edition Only)

This section details the following tasks for managing exceptions:

e Create Exceptions

e Edit Exceptions

e Delete Exceptions

Creating Exceptions

By default, exceptions are not pre-defined in the software. You must define your
own, such as Paid Holiday, Paid Sick Day, Vacations, and so on.

To Add Exceptions:

1 Click Exceptions/Assignment from the lower left menu.

Exceptions Edit

Cparstior:
& Add Exception
W i Enception
#  Delete Enceotion

Or from the top menu, click Employees > Assign Employees to
Exceptions.
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2 From the left menu, click Add Exception.
The PayPunch [Add New Exception] window displays.

( PayPunch [Add'New Exception ]
Exception Details

# Exception Mame: |Holiday

Paid Hours: 03:00

Coefficient: 1.50

kI

Include these exception hours in the overtime

Include working hours in the overtime i

# Required fields

Add | ok || cancal |

3 Type the Exception Name (Examples: Holiday, Sick Day, and
Vacation).

4 Enter the number of Paid Hours that applies to the Exception.

5 Enter the Coefficient pay, which is the pay the employee receives if they
do work on the exception day. For example, if you put 1.5 in this field
and the employee works 6 hours on a day when the exception is
assigned, their work hours will be multiplied by 1.5.

6 If the exception hours are to be included in overtime, click the check box.
Otherwise, leave the box unchecked.

7 If the employee working hours on the day the exception is assigned are
to be included in overtime calculations, click the check box. Otherwise,
leave the box unchecked.

8 Click Add to create the exception and add another one, or click OK to
add the exception and end the Add New Exception session. Click
Cancel to close the window without saving the changes.
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Editing Exceptions

To Edit an Exception:

1 Click Shifts/Assignment from the lower left menu.

2 Click Edit Exception.
The PayPunch [Exception Edit] window displays.

3 Make changes to any of the fields

4 Click OK to save the changes to the exception; or Cancel to close the
window without saving the information.

Deleting Exceptions

To Delete an Exception:

1 Click Exceptions/Assignment from the lower left menu.
2 Click the Exception Name in the Exceptions pane located on the right.

3 Click Delete Exception.
A warning window displays asking if you want to delete the selected
exception.

4 Click Yes to delete the exception; or No to close the window and keep
the exception.
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Assigning Exceptions

To Assign Exceptions:

1 Click Exceptions/Assignment from the lower left menu or Employees
> Assign Employees to Exceptions from the top menu.

2 Click the Exception Name in the Exceptions pane located on the right.

3 Click the check box of each Company, Department, or Employee in
which to apply the selected Exception.

Employee Tree

-] ABC Carporation
+-[]* Accounting
+-[]* Human Resources
=™ Manufacturing

O=: David Langley
O=: Charles Duncan
O=: Alice Bamett
O=: Cyndibathews
O=: Hapden Lewis
SN ™ k- S hipping/Heceiving
[A=i Fred Iiams
[Wl=i David Toliver
[¥l=i Diane Motz

4 In the Exceptions Assignment pane, click a day to apply the exception
or click on a day and drag the mouse across several days in which to
apply the exception (such as, a week of vacation time).
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5 Exceptions

E=ception Mame Paid Howrs | Coefficient

ooy | & | 150

Exceptions Assignment

Assigning group of emplovess to the "Holiday" exception,

{:} January 2008 {:} Color Legend:
Sun Mon Tue W : D - Mo exception assigned

a0 3 E 2 3 4 [ . - Current exception assigned
. - Other exception assigned
l:‘ - Current exception assigned

to some of selected
13 14 15 16 17 18 19 e ]
Single mouze click on the calendar o
add or remove exception
aEEIgnment.
27 28 23 30 3 1 2 Hold the mouse buttan down and
drag to add exception aszignment to

3 4 5 3 7 a q several days.

200 21 22 23 24 25 26

Tuesday, January 1, 2008

6 From the lower right corner next to the calendar, click Apply Changes.

7 The following displays the Accounting department showing two holiday
exceptions as two company-paid holidays. The boxes following the
holiday exception indicates that one or more of the employees in the
Accounting department are taking three vacation days.

= — A HE AR PayPunch Enturpriu o= ox
L —— Language = |

& Mmoo L

Eut Assign Employees Assign Evloyess Enployes
Employees o Sh o Exrenhions Artendanes

Abterdance

Excaptions Edit Employee Tree Excepticns

Cperations: || = 1@ ABC Entrapiisns Fucnpiion Nomn Peac Hours | Conliciert
=@ v
b Add Eureptinn Elwt Joe Shap Vacation o .y
s S Morey
b Eneation Bl Sim Smat
Bt Belly ikt
M Delete Luception ¥ [1%* Customer Servier.
+ [ Hume Rescurces !
# O™ Mamdactumy Exceptions Assignment
0% SHanra Rasigring yrous of sghuyees Lo U Hobday” saceptin,

= James Suberled

ik 1 sy W e e

Eg‘; P Johrace - Dacembar 007

+ [1i# DEF Erveipiiter

] [epp—
[ - Mo et et
Wl - Covend evcevinn e
[l - 0 cepton s
[ o ocepton aiped
12 s0me of 1elected
g

"1z 13 14 15 il

| Employee Allendance e 19 20 2 2

-
-

| & pepartments

i Employees
| " shifesnssnment | Accounting Perled
“wnupmt From: | Dee |, 2007 o To: Dec 31, 2007 |
| = DairRange: | Lses dofined w| v fwok
The total number of mseeptinns i current compiny: 2.  ashiocced Mode, ok Genweal Superdsor 02410/2008 10145 0
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To Edit Assigned Exceptions:

1 Click Exceptions/Assignment from the lower left menu or Employees
> Assign Employees to Exceptions.

2 Click the company, employee, or department name of the exception you
want to edit.

3 Click Edit Exception.
The PayPunch [Exception Edit] window displays.

4 Make changes to any of the fields.

5 Click OK to save the changes to the exception; or Cancel to close the
window without saving the information.

6 To change exception days, click the days the exception changes occur
on the calendar. Example: If the employee has 3 days off marked on
the calendar, but decided to take those days at another time, click on the
current marked days to deselect, and add exceptions to the days the
employee is now requesting.

7 Click Apply Changes.
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To Delete Assigned Exceptions:

1 Click Exceptions/Assignment from the lower left menu or Employees
> Assign Employees to Exceptions.

2 Click the company, employee, or department name in the Employee
Tree pane.

3 Click Delete Exception.

A warning window displays asking if you want to delete the selected
exception.

4 Click Yes to delete the exception, or No to close the window and keep
the exception.
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Chapter 10 Registering Employee Attendance

You can manage employees punch times by clicking the Employee Attendance
icon in the Employees tab or the Employee Attendance button in the left menu
pane.

In the Details Working Hours pane, the punch times in black are those that
come through the device, or other registration methods, and are rounded based
on the rules.

The times shown in blue are the manual inputs that are done when you need to
register punch times (for example, an employee forgets to punch in or out; or
punched in or out twice, etc.). Manual records do not get rounded.

._;\i' e E . PayPunch Enterprise =l
i
—/ Companies Employees Reports Tools Help Language ™ i/
' ~
& [ 13l -
Edt | Assign Employees Assign Employees | Employee
Employees to Shifts to Exceptions Attendance
Employees Attendance
Employee Attendance Employee Tree Total Working Hours
| Operations: =l ABC Enterpises Employes D | First Hame Last Name Actual Hows | Rounded Hours
Siicooniing 4
G Add Reqistration i Jos Shaip |0oDo00002  Jim Bow 0.00:00 0:00:00
e SA Sus Monsy 000000003 Clark Kent 00000 00000
#  Edit Reqistration Bnonal 00000004~ Sue Thomas n0n00 o000
. Betty Bright
3 Delete Reqistration == B Service
=5 Katy
4 Show Deleted Registrations 22 Jim Bow
afh Clark Kent
= Sue Thomas Details Working Hours
% Human R
= e esguces A Actual Out | Actual Hours| Rounded I | Rounded Out| Rounded Ho| Shift
+ "% Manufacluing
% Shipping v BE 12/06/2007 72600 12/06/2007 12/08/2007 73000 First
= ] 030000 PM O07.3000AM 030000 PM
+ {§l DEF Enterprises
12/06/2007 12/06/2007 First
| 03:3200PH 033200 PM
12/07/2007 1200742007 G000 120742007 12407/2007 0100 Fist
07:34:00AM  07:37:00 &M 07.3400AM  07.45:00 AM
r
(=8 Employee Attendance
‘-:EE‘ Companies
*# Departments
& Employees
m Shifts/Assignment ‘ Accounting Period
[™%) Exceptions/Assignment | From: | Dec 1, 2007 vl To: |Dec 31, 2007 [w
' |
» Date Range: | User defined v|
|
il b 5 o b  Advanced lMode _Rols; General Supersisar 02/10/2008 10:57 A
Abalisa At L o -2

The following procedures describe how to use the following menu selections:
e Add Reqistration — Use when an employee forgets to punch in or out.

o Edit Registration — Use to change punch in or out times.

o Delete Registration — Use to delete incorrect punch times.
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e Viewing Attendance Change History — Use to view the details of
changes to punch times.

e Show Deleted Registrations — Use to show a list of all deleted punch
times.

Adding a Registration

1 Click the Employees tab from the top menu and Employee
Attendance; or click Employee Attendance from the lower left menu.

2 Click Add Registration.
The PayPunch [Add New Registration] window displays.

= PayPunch [Add New Registration m
Date/Time
Date: |[EE25 2007 (v|  Time: 1215 PM 2
Approved by

Carmments:

L 1] ][ Cancel ]

3 To add the punch time, select the date and time.

4 Enter the name of the person approving the time (Optional).
Note: History is available only in the Professional and Enterprise
Editions when the Track changes option box is selected.

5 Type the reason for the added time (Optional).
Note: History is available only in the Professional and Enterprise
Editions when the Track changes option box is selected.

6 Click OK to accept the changes or Cancel to discard.
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Editing a Registration

1 Click the Employees tab from the top menu and Employee
Attendance; or click Employee Attendance from the lower left menu.

2 Click Edit Registration.
The PayPunch [Registration Edit] window displays.

v HaylPunchi] Registraton bdi m
Date;Time

Date: B, 2007 [%]  Time: |07:34 AM 2]
Approved by:

Cornments:

L ]9 ][ Cancel ]

3 To replace the current punch time, enter the new date and/or time.

4 Enter the name of the person approving the edited time (Optional).
Note: History is available only in the Professional and Enterprise
Editions when the Track changes option box is selected.

5 Type the reason for the updated time (Optional).
Note: History is available only in the Professional and Enterprise
Editions when the Track changes option box is selected.

6 Click OK to accept the changes or Cancel to discard.
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Deleting a Registration

1 Click the Employees tab from the top menu and Employee
Attendance; or click Employee Attendance from the lower left menu.

2 Click Delete Registration.
The Warning window displays.

L] E Do pou want to delete reqistration [12/06/2007 O7:34:00 Abd]?
L

Approved by: ||

Carmments:

L Tes J [ o ]

3 Enter the name of the person approving the deleted punch time
(Optional).
Note: History is available only in the Professional and Enterprise
Editions when the Track changes option box is selected.

4 Type the reason for deleting the time (Optional).
Note: History is available only in the Professional and Enterprise
Editions when the Track changes option box is selected.

5 Click Yes to delete the punch time or No.
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Registering Employee Attendance

Click the Employees tab from the top menu and Employee
Attendance; or click Employee Attendance from the lower left menu.

2 Double-click on the blue time input (manual input).
Details Working Hours

Actual In | Actual Ou| Actual Ho| Rounded | Rounded| Rounded | Shift
12/06/200 12/06/200 72600 12/06/200 12/068/200  7.30:00  First

07:34:00  03:00:00 07:30:00  03:00:00
b 12/06/200 12/06/200 First
03:32:00 033200
12/07/200 127077200 ©:0200 12/07/200 12/07/200  O:11:00  First
07:34:00 073700 07:34:00 074500

The PayPunch [Registration Edit] window displays.

R
[ FayPunchi|RegistrationyEdi 1

Date,/Time
Date: B 2007 ||  Time: | 03:00PM 2
approved by

Carmments:

o] (o

3 Click the Show details button to view the time input history.

The PayPunch [Registration Edit] window extends to show the details
of the time input, including the original time record.
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I PayPunc Registration Edi 1
Date/Time
Date: 62007 [v]  Time: |0300PM %
Approved by:

Comments:

Details
Criginal Reqgistration: Dec 6, 2007 03:00:00 AM
Modified by Adminizstrator Mame
Modified on: Feb 10, 2008 11:31:36 AM
Approved by Michael

Carments: incorrect punch time

[ Rall Back Registration ]

] o]

4 To return the time to the Original Registration (in the displayed
example: 8:00 AM), click the Roll Back Registration button.
The record displays the original punch time of 8:00 AM in the Details
Working Hours pane for the selected employee.

5 If you want to leave the time as is, click OK.
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Showing Deleted Registrations

1 Click the Employees tab from the top menu and Employee
Attendance; or click Employee Attendance from the lower left menu.

2 Click Show Deleted Registrations.
The Deleted Records window displays.

Deleted records from Dec 1, 2007 to Jan 1, 2008
Emplopee (D | Deleted By Approved By Comments Unda
Kaly Similh__|12/07/2007) 073400 A |_Sheny Deling [ 12/07/2007 07.3654 Pl va L | Il |
000000001 i Sheny Deling  12/15/2007 06:37:58 PM Michasl Incormest input of time by supervisar. [
000000003 Clark Kent 12/06/2007 06:0000 P Sheny Deling  12/15/2007 06:40:17 PM Michasl Incorrect punch time by employee m
000000005 Sally Smith 12110/2007 05:06:48 P Sheny Delling  12/12/2007 02:25:40 PM Michael Time entered incomectly [
00000000 David walters 12/10/2007 07:36:48 PM Sheny Delling 12/18/2007 02:36:00 PM Michael Punched in at the wiong time, [
000000008 DavidWalters  12/10/2007 03:36:48AM  Sheny Deling  12/18/2007 02:37:10 PM Michael Punched in tao early. 3
000000013 Charlie Winters  12/10/2007 06:5516 AM  Sheny Delling  12/18/2007 02:43:56 P Michael Wiong punch time. |5
00000om 2 Charlie Winters  12/10/2007 08:47:11 PM Sheny Delling 12A18/2007 024414 PM Michael Emploves accidently punched out. I
000000013 Charlie‘winters  12/10/2007 065316 PM  Sheny Deling  12/18/2007 02:44:30 PM Michael ‘whong punch time. [
I Unda Selected I [ 1] 8 ] I Cancel
Amount of selected records: 0

3 If you need to undo a deleted time:
Click to check the Undo box next to the time you don’t want deleted.
4 Click the Undo Selected button.
The record no longer appears in the Deleted Records window and the

original device time reappears in the Details Working Hours pane for
the selected employee.

5 Click OK.
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Chapter 11 Generating Reports

This section covers the following PayPunch reports:

e Time Card Report

e |nconsistency Report
e On Site Status Report

e Access Time Report

e Absence Report

e Latecomers Report
e Early Out Report
e Saved Hours Report

e Employee Schedule Report

Access the reports from the Reports tab in the top menu.

.- ;u A PayPunch Enterprise

—-/I Companies Employees Reports Tools Help

2 Time Card... (< Access Time... _p Early Out... l:-ﬁ g
.. Inconsistency... |53 Absence... g% Saved Hours... = gi

y ey i Time Card Custom
#: On Site Status.,. [ Latecomers... [ Employee Schedule  Export Reports

Reporis Custom Reports

The following table describes each report type.

Report Description

Time Card This is the main report that allows a choice of viewing a
Detailed Report (shows the day-by-day details) or a
Summary Report (skips the details and only shows

PayPunch User Guide.doc 11-1
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Report

Description

overall hours worked).

Inconsistency

Shows a list of records that have problems, such as
records missing a punch out or an unidentified record
designated by red question marks (?77?), so you can go
into PayPunch and correct the problems.

On Site
Status

Shows a list of employees that are currently working.
Also, you can use this report to view employees who
have not arrived for their shift.

Access Time

Simply gives you a list of punches, which can be used to
check the biometric device.

Absence Shows a list of employees who do not report for their
assigned shift.

Latecomers Shows a list of employees who arrive after their shift
begins.

Early Out Shows a list of employees who are leaving before their

shift ends.

Saved Hours

Allows you to view if you are gaining or losing time
because of a rounding rule so you can adjust the
rounding in the Shifts/Assignment.

Employee This report allows you to view the schedules for one
Schedule person, one department, or the entire company.

Time Card This report allows you to export the Time Card Report to
Export CSV or Excel format.

Custom You can create or modify existing reports. This is an
Reports advanced option that requires coding knowledge.

The following sections show examples of each of the reports.

PayPunch User Guide.doc
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Time Card Report

When you select a report to view, the PayPunch [Time Card Report Options]
window displays where you can choose what time specifics to include in the

report and the company, departments, and/or employees you want to see in the
report. The following is an example of the Time Card Report Options window.

[~ PayPunc ime Card Report Options m
Report O ptions:

Select Company

ABC Enterpnzes v
Period Additional Options
|Jse spstem period I Farce new page for each Employes
From: | Dec 1, 2007 V (#) Detailed Report
Too | Dec3, 2007 V () Surmmary Report

Select Employees
—|-™% Human Rezources ™
=5 Sally Smith b |
s David Struthers .
Bl -l I anufacturing
= Mike Steel
s David Walters
a4 Jim Benning
s Mary Alba
s Charlie Winters
-5 Shipping
& James Sutherland
s Tammy ‘W alkers
a1 RobertJohnzon ||

>3

o 0K Hx S
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1 Click the company, department, or employee to include in the report.
The example shows that the report will only include the Manufacturing
department.

e PayPunc 1me Cand Report Ophions E
Fiepart Options:

Select Compary

ABC Enterprizes v
Period Additional Dptiong
Usge system period [[] Farce new page for each Employee
From: |Dec 1, 2007 V (%) Detailed Report
To: |Decdl, 2007 [v] () Summary Report

Select Employess

—I- ™% Human Resources |
afl Sally Smith b |
s David Struthers

-l MM anufacturing
s Mike Steel
s David Walters
s Jim Benning
s Mary Alba
s Charlie Winkers

—|-*= Shipping
& James Sutherland
s Tammy Walkers
=4 RobertJohnsan o]

b3

| ]

v ok | |3 cancal |

2 Click the single right arrow to move the manufacturing employees to the
right pane.

3 Alternatively, you can click the double-right arrows to move all
employees to the right pane.

4 Click OK.
The report displays. You can save, print, or close the report.

The following is an example of the detailed Time Card Report.
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Time Card Report
ABC Enterprises

Deconmding Period: fiomm Decanbar 01, 2007 to Decanber 31, 2007

0o0oooony - Joe Sharp Hours  Shifi/Excepiion
lorday Laia4ia007 Exreption g:00:00 Holidgr
Tuesday Ladasia007 Exception 2:00:00  Holidgr
Break Hourxs: LIRILIMILI] Regulax Hours: 16:00:00
Vorking Hiours: 0:00:00 Dhvertime Hours: 00000
Exceptiom Hours: 16:00:00 Paid Houms: 16:00:00
Holiday 16:00:00
LILILILILILILIN O i (1T Hours  ShiflExoepiion
Mlorday 122402007 Exception g:00:00 Holidgr
Tuesday Lagasiannt Exreption g:00:00 Holidgr
Wednesdaye Laia6i2007 Exception S:00:00  Wacation
Thomwsday Lagariannt Exception S:00:00  Wacation
Friday 122802007 Exreption :00:00  Wacaticm
Break: Houms: 00000 Regular Hours: A0:00:00
Vierking Hours: 0:00:00 Ohertitne Hours : 00000
Exception Hours: 40:00:00 Paid Houns: 40:00:00
Holiday 1a:00:00
TWacation 240000
0000000LE - Betty Bright Hours  ShafbExcepition
Dloruday 122402007 Exreption 2:00:00 Holidar
Tuesday Lapas5a007 Exception 2:00:00 Holider
Break: Houms : 0:00:00 Regular Hours: 16:00:00
Werking Hours: 0:00:00 Ohrertitne Hours: 00000
Exceptiom Hours: 16:00:00 FPaid Houxs: 16:00:00
Holidgy la:00:00
Depariruend Sub Total
Break: Houns: 0:00:00 Regular Hours: Tr00:00
Werking Hours: 0:00:00 Ohartirne Hours: 0:00:00
Exceptiom Hours: TE00:00 Faid Houxs: Tr00:00
Holiday 45:00:00
Traration 24:00:00
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Inconsistency Report

The following displays an Inconsistency Report showing that Katy punched in
after her designated shift.

Inconsistency Report
ABC Enterprises

Moot Period: fromm Decanber 01, 2007 to Decanber 31, 2007

000000001 - Foady Srnifh Registration Time  Shifit
Thomsday 12Mm62007 033100 FM First
Friday 1272007 07:45:00 ABL First
000000003 - Clark Kend Regisiration Time  Shifi
Thomsday 12Mm602007 02:00:00 AMI First
000000007 - Wake Sted Registration Time  Shifit
Mlcrday 121002007 060642 PA e
00000000% - Pably Tores Regisiration Time  Shifit
Tlonday 131052007 10:52:258 PM e
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On Site Status Report

The following displays an On Site Status Report.

Inconsistency Report
ABC Enterprises

Aecomiting Period: from Decanba 01, 2007 to Decanba 31, 2007

000000001 - Eaty Srifh Regisiration Time  Shifit
Thomsday 12652007 0F:31:00 FM First
Friday lam7sanoy 07:45:00 ABI First
000000003 - Clark: Fend Regisiratiom Time  Shifit
Thomeday 12652007 02:00:00 ST First
000000007 - Wake Sted Regisiration Time  Shifit
Tlonday 131052007 06:06:43 P e
00000 000Y - Pably Tomes Regisiration Time Shifit
Mlcrday 121002007 10:52:28 PM e
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Access Time Report

The following is an example of an Access Time Report.

Access Time Report
ABC Enterprises

Dot Period: froem Decanba 01, 2007 to Decanbe 31, 2007

000000001 - Katy Smifh Actual T
Thomsday 120652007 07:34:00 ADD
Thomsday 12652007 0Z:00:00 PRI
Thomsday 12652007 03:32:00 PM
Friday 120752007 07:37:00 ADD

000000003 - Clark: Fend Actual T
Thomwsdsy 120652007 02:00:00 AR

00000 000S - Salty Smifh Actual T
Mlonday 1251042007 07:15:09 AR
Dlonday 1251052007 0Z:06:42 PML

000000007 - Wake Sted Atual
Mlonday 1251052007 02:06:43 PRI
Dlondgy 1251072007 03:36:48 PM
Dlondgy 1251072007 06:06:48 P
00000000% - Dandd Vabbers Ahual
Dlonday 1251052007 07:36:00 ARID
Dlonday 1251052007 03:36:42 PR
000000009 - Pably Tores Actual T
Dlcnday 1251042007 06:45:14 AR
londay 1251042007 04:07:31 PM
Mlonday 1251042007 10:52:22 PM
000000011 - Mary Alha Atual
Mlonday 1251052007 03:01:10 PR
Dlondgy 1251072007 031111 PM
Dlondgy 1251072007 10:57:06 PR
Dlcnday 1251042007 11:05:07 PR
000000013 - Chartie VWinders Abual T
Dlonday 1251052007 10:52:22 PR
Dlordsy 1251002007 10:59:16 PRI
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Absence Report

The following is an example of the Absence Report.

Absence Report
ABC Enterprises

Accomiting Period: frorm Deranbe 01, 2007 to Decanber 31, 2007

000000001 - Eaty Smifh Date Shift Name Excepiiom
Mondar 124032007 Fist
Tuesday 12042007 First
Wedresday 12052007 First
Moriday 121042007 First
Taesday 1241142007 Fist
Wedresday 12/12/2007  First
Thomsday 1241342007 Fist
Friday 1241442007 Fimst
Mondsy 1241752007 Fist
Tuesday 1241842007 Fist
Wednesday 121942007 Fist
Thamsday 1242042007 First
Friday 1242142007 Fist
Moriday 124242007 First Holiday
Taesday 124252007 First Holiday
Wedresday 12426/2007  First
Thomsday 1242752007 Fist
Friday 1242252007 Fist
Exception Dayls) 2
Missing Draris) 16
000000002 - Jimn Bow Date Shift Namne Exception
Mondsy 124032007 Fist
Tuesday 12042007 Fist
Wednesday 124052007 Fist
Thamsday 12406/2007  First
Friday 124072007 Fist
Mondar 121042007 First
Tuesday 121142007 Fist
Wedresday 12/12/2007  First
Thomsdiy 121342007 Fist
Friday 1241442007 First
Morday 12417/2007  Fist
First

Tuesdae Las12r2007
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The following is an example of the Latecomers Report showing when the shift

began and who punched in after the shift start.

Latecomers Report
ABC Enterprises

Brcomiting Period: froem Decanber 01, 2007 to Decanber 31, 2007

000000001 - Foady Srnifh Shifi Begin Regisiration In Fhifi Marne

Thomsday 12642007 07:00:00 AW 07:34:00 40 First
Friday 1272007 07:00:00 AW O7:37:00 40 First

Spvnmit of delays: 2

000000003 - Claxk: Fend Shifi Begin Regisiration In Fhifi Marne
Thomsday 12642007 07:00:00 AW 02:00:00 40 First

Spvnmit of delays: 1

Sub Tetal
Samonmt of delaes: 3

000000005 - Salty Smifh Shifi Begin Regisiration In Shifi Marne

Dlonday 121042007 07:00:00 ADI 07:15:00 40 First
Dt of delayts: 1
Sub Tetal
Spvnit of delayrs: 1

000000007 - Wake Sted Shifi Begin ~~ Repisiradion In Fhifi Harne
Dlonday 1241042007 07:00:00 AWI 02:06:48 PM  First

Spvvenmit of delayrs: 1

00000 000% - Dandd Yakbers Shifi Begin ~~ Repisiradion n Fhifi Harne
Dlonday 1241042007 07:00:00 AWI 07:36:00 40  First

Samonmt of delaes: 1

000000011 - Mary Alha Shift Begin ~~ Regisiradion In Shifi Harne
Dlonday 1241042007 0Z:00:00 PRI 05:01:10 PM Secornd

Samonmt of delaes: 1

Sub Tetal
Spvnmit of delays: 3

Spvvenmit of delayrs: T
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Early Out Report

The following is an example of the Early Out Report showing who punched out
before their shift ended.

Early Out Report
ABC Enterprises

Accounting Period: frorn December01, 2007 to December 31, 2007

000000005 - Sally Smith Shift Fnd Registration Owi Shift Mame
Ionday 121072007 033000 FI\I 030648 P First
Spnonnt of Early Out: 1
Sub Total
Awount of Barly Out: 1

000000013 - Charlie Winters Shift End Registration Owi Shift Mame
Monday 121072007 070000 ART 10:59:16 PRI Thind
Spnonnt of Early Out: 1
Sub Total
Aot of Early Out: 1

Spnonnt of Early Out: 2
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Saved Hours Report

The following is an example of the Saved Hours Report, resulting from the
rounding rules.

Saved Hours Report
ABC Enterprises

Aecomiting Period: frorm Deranber 01, 2007 to Deanber 31, 2007

QO000000Y - Flaty Smifh Shifi Harne Acual Rounded Sawed Hours
Thomsday 12062007 First 72600 7:30:00 -0:04:00
Sanred Houmrs: -0:04:00
Sub Total
Saved Hours: -0:04:00

000000005 - Salky Smdbh Shift Name Actual Roumded  Saved Hours
Tt 1102007 First T:5139 4500 0:06:39
Sanred Hours: 0639
Sub Total
Saved Hours: 0:06:39

LO0oOoooT - ke Sted Shifi Narne Achual Rounded Sawed Hours
Dlordayr 1271002007 First 1:30:00 1:15:00 0:15:00

Fanred Hours: 0:15:00

LO0oO000E - Mavid Wakbers Shifi Narne Achual Rounded Sawed Hours
Dlordayr 1271002007 First 80048 75400 0:06:48

Fanred Hours: 0:06:48

LO0ooonoY - Pably Jones Shift Narne Acual Rounded Sawed Hours
Dlorday 1271002007 First 93217 9:15:00 0:07:17

Fanred Hours: 0:a7:17

00000001l - hary ATha Shift Narne Acual Rounded Sawed Hours
Dlorday 1271002007 Secord 0:18:02 0:15:00 0:03:02

Savved Hours: 0:0%:02

000o0on13 - Chadie Winders Shift Narne Acual Rounded Sawed Hours
Dlorday 1271002007 Third 00a:48  -0:15:00 0:21:48

Savved Hours: 0:21:48

Sub Total
Sanred Houms: 0:53:55

Savved Hours: 0:56:34
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Employee Schedule Report

The following shows an example of the Employee Schedule Report.

Employee Schedule
ABC Enterprises

Aecomiting Period: from Decanbe 01, 2007 to Decanber 31, 2007

000000001 - Katy Stoifh Shift/Exception Name Shift Start  Shift End
Moy L2/3/2007 First 07:00 AM 0330 PM
Tuesday 12/04/2007 First 07:00 AM 0330 PM
Wednesday 12/05/2007 First 07:00 AM 0330 PM
Thumsday 12/06/2007 First 07:00 AM 0330 PM
Friday 12/07/2007 First 0700 AM 0330 PM
Moniday 12/10/2007 First 0700 AM 0330 PM
Tuesday 12/11/2007 First 07:00 AM 0330 PM
Wednesday 12/12/2007 First 0700 AM 0330 FM
Thumsday 12/13/2007 First 0700 AM 0330 FM
Friday 12/14/2007 First 0700 AM 0330 FM
Mondsy 1271742007 First 0700 &M 0330 FM
Tuesday 12/13/2007 First 0700 &M 0330 FM
Wednesday 12/19/2007 First 07:00 AM 0330 PM
Thmsday 12/20/2007 First 07:00 AM 0330 PM
Friday 12/21/2007 First 07:00 AM 0330 PM
Momdsy 12/24/2007 First 07:00 AM 0330 PM

Holidgr
Tuesday 1242502007 First 0700 AM 0330 FM
Holidgr
Wednesday 12/26/2007 First 0700 AM 0330 PM
Thmsday 1272772007 First 0700 AM 0330 PM
Fridsy 12/28/2007 First 07:00 AM 0330 PM
Miondsy 1273172007 Holidsy

000000002 - Jir Bow Shift/Exception Name Shift Start  Shift End
Monidsy 120372007 First 07:00 AM 0330 PM
Tuesday 12/04/2007 First 07:00 AM 0330 PM
Wednesday 12/05/2007 First 07:00 AM 0330 PM
Thmsday 12/06/2007 First 0700 AM 0330 PM
Friday 12/07/2007 First 0700 AM 0330 PM
Mionidsy 12/10/2007 First 07:00 AM 0330 PM
Tuesday 12/11/2007 First 0700 AM 0330 FM
Wednesday 12/12/2007 First 0700 AM 0330 FM
Thumsday 1271342007 First 0700 AM 0330 FM
Fridsy 1271472007 First 0700 &M 0330 FM

The next example shows that the report continues and includes all three shifts.
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Wadnesday L2A62007 Secorud 0300 PM 11:00 PM
Thmsday LaA7a007 Second 0300 PMI 1100 PM
Friday 1252007 Second 0300 PRI 1100 PM
Mrnday 1273142007 Holiday
000000011 - Mary Alba Shift/Excepiion Hame Shift Staxi  Shift End
Merdy 124032007 Secorud 0300 PM 11:00 PM
Tuesdiy 120442007 Secorud 0300 PM 11:00 PM
Wadnesday 120552007 Secorud 0300 PM 11:00 PM
Thomsday L2062007 Secorud 0300 PM 11:00 PM
Friday 12072007 Second 0300 PMI 1100 PM
Mrnday 1241042007 Second 0300 PRI 1100 PM
Tuesday 1241142007 Second 0300 PRI 1100 PM
Wednesday L2¢12/2007 Second 0300 PRI 11:00 PM
Thomsday L2¢13/2007 Second 0300 PM 1100 PM
Friday L2¢14/2007 Second 0300 PM 1100 PM
Merdiy 1241742007 Secorul 0300 PM 11:00 PM
Tuesdiy 1241342007 Secorul 0300 PM 11:00 PM
Wednesday 1241942007 Secorud 0300 PM 11:00 PM
Thomsday 124042007 Secorud 0300 PM 11:00 PM
Friday 12412007 Secorud 0300 PM 11:00 PM
Mezday L2-42007 Secorud 0300 PM 11:00 PM
Holidgyr

Tuesday 1252007 Second 0300 PM 1100 PM
Holidayr
Page 6 £ 10

Wednesday 124262007 Secorul 0300 PM 11:00 PM
Thomsday 124272007 Secorul 0300 PM 11:00 PM
Friday 1242842007 Secorud 0300 PM 11:00 PM
Merdiy 1273142007 Holiday

000000012 - Stermy M Conbs Shift/Exception Narne Shift Staxt  Shift End
Mrnday 12032007 Third 11:00 PBL 0700 &A1
Tuesday 120442007 Third 11:00 PBL 0700 &A1
Wednesday 12052007 Third 11:00 PB 0700 A1
Thomsday 12062007 Third 11:00 PML 0700 AM
Friday 12072007 Third 11:00 PML 0700 AM
Merdy 1241042007 Third 11:00 PML 0700 AM
Tuesdiy 1241142007 Third 1:00 PM 0700 &M
Wednesday 1241242007 Third 1:00 PM 0700 &M
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Time Card Export Report

You can export the Time Card Report data to a CSV, MS Excel, or other
file types.
From the top menu, click Reports > Time Card Export.

1

PayPunch Enterprise

Rk

Companies Employees Reports Tools Help
J° Time Card.., () Access Time,.. _m Early Out.., E; "3
;. Inconsistency... [ Absence... % Saved Hours... e

! T = Time Card ||| Custom
#: On Site Status... 1§ Latecomers,., [ Employee Schedule Export[% Reparts

Reports Custom Reports

The PayPunch [Time Card Export Options window displays.

2 Click the company, department, or employee to include in the report.
The example shows that the report will only include the Customer
Service and Human Resources departments.

:
' PayPunchifiime Card Export Uptions E

Repart Optiots:

Select Company
ABC Enterprises

Period
[JUsze system period

From: | Dec 1, 2007 V

Ta: |Dec 31, 2007 [+

Select Employess

-l ABC Enterprizes A 10 B C Enterprizes
- %% Accounting —- ™% Customer Service

a8 Joe Shap 2 Katy Smith
& Sue Money & Jim Bow

& Jim Smart ma Clark Kent
& Betty Bright & Sue Thomas

Sl [ anufactunng - Human Resources

as Mike Steel as Sally Sith
s David Walters as David Struthers
& Jim Benning
s Mary Alba
as Charlie Winters
=|- "% Shipping [

|¢ oK ||x o |

3 Click the single right arrow to move the employees to the right pane,
which gets included in the report.
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4 Alternatively, you can click the double-right arrows to move all
employees to the right pane.

5 Click OK.
The Time Card Export Report displays with the option in the top toolbar
to choose the export option.

B! Report-Preview

i GEER - B XD ERIGOA DO0@BS| okt [-@] o

PDF File
LIMCElS Time Card Export
MHT Web Archive e e —
[ (SRR AccomaingDeriod: foms  Deaher 01, 2007 to  Decamber 31, 2007
EUL Employee T Code  Desaiption Total Hours
Excel File 00000001 01 Working Hours 718
000000001 02 Ereik Hours 0.50
Excel ¥ml File...
000000001 03 Exception Hows 2000
Text File... 000000001 06 Regalar Hours With Exceptions 3118
oV Fil.. 000000001 07 Ouartinus Hours 0.00
000000002 01 Werking Hours 0.00
DEF File.. 000000002 03 Ersk Hoos 0.00
[Ey— 000000002 03 Exeprion Hors 2400
000000002 06 Regaler Hours Wik Brcaptions 2400
GIF Image: 000000002 07 Orwertime Hours 0.00
JPEG Image... 000000003 01 Waking Home 0.00
000000003 02 Brek Homs 0.00
PNG Image-. 000000003 03 Exraption Hours 24.00
TIFF Image... oo0oo0oz 05 Regaler Hours With Exceptims 2400
0000000z 07 Ovsrtime Hows 0.00
Windovys Metafile. 000000004 01 Woking Hours 0.00
oo000m00s: 02 Bk Homs 0.00
00000000 03 Exeption Hows 2400
ooooon00s: 06 Regalar Hours With Exceptions 2000
ooooon00s: 07 Overtime Howrs 0.00
000000005 01 Weking Hos 735
000000005 02 Enk Hours 0.50
000000005 03 Exception Hows 2000
000000005 06 Regalar Hours With Exceptions 3135
000000005 07 Ouertinue Hours 0.00
00000000 01 Woking Hours 0.00
000000008 02 Erak Hours 0.00
000000006 03 Emeption Hows 2400
000000008 06 Regaler Hours Wik Brosptions 2400
00000000 07 Overtime Hours 0.00
Codes and Desaiptions
Code_[Deaipiion Code_[Descripiion
01 [Working Hows 06 |Regular Hours With Evceptions
02 |Bredk Hows 07__|Overtime Hows
03 |Eeption Hours 08 |Double Ovatime Hows

6 Choose the file type in which to export the Time Card Report.
7 Complete the Export Settings fields.

Export Settings [z|

Page Range
e Al

" Curmrent Page

" Pages: |

Enter page number and/or pages ranges separated by
commas. For example: 1, 3, 512

Settings

[v Open After Export

u] 4 | LCancel
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8 Type a name for the report and click Save.

9 The following example shows a Time Card Report exported to an MS
Excel spreadsheet.

B3 Microsoft Excel - Report

(4] Fle Edt View Insert Format Tools Data Window Help Type a question farhely = o & X
B N=N= NERETIE R -0 PR 3NN NN - IR S
a1 - A Time Card Expart
A [B] ¢ E F [G] H [ K [ L M [ N [ 0O =
1 Time Card Export |
? ABC Enterprises
4
E Accounting Period: from December 01, 2007 | to | December 31, 2007
? Employee ID Code Description [otal Hours
g 000000001 | 01  Working Hours i 718
|5 (000000001 " 02 Break Hours [ 0.50
|10 (000000001 | 03 Exception Hours T 2400
11 (000000001 | 06  Regular Hours With Exceptions T 3118
12 000000001 7 07 Overtime Hours M 0.00
|13 000000002 | 01 Werking Hours i 0.00
14 (000000002 02 Break Hours i 000
|5 000000002 03 Exception Hours T za00
15 000000002 06 Regulor Hours With Exceptions T 2400
|17 000000002 7 07 Overtime Hours i 000
|15 000000003 | 01  Working Hours M 0.00
(15 [000000003 02 Break Hours [ 0.00
[ o0 (000000003 | 03 |Exception Hours T 2400
|51 000000003 | 06  Regular Hours With Exceptions T 2400
(22 (000000003 " 07 Overtime Hours I 000
|53 000000004 7 01 'Working Hours F 0.00
54 (000000004 02  Break Hours M 0.00
|25 000000004 03 Exception Hours T 2400
s 000000004 06 Regular Hours With Exceptions T 2400
|27 000000004 7 07 Overtime Hours i 000 v
W 4 WiPage1,/ I« |
Ready
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Custom Reports

Custom Reports is an advanced feature that should only be used by technical
personnel who have the coding knowledge to design original reports.

To Design a Report:

1 From the top menu, click Reports > Custom Reports
The PayPunch [Custom Reports window displays.

- Companies Employees Reports Tools Help Language ™ 1/
3 Time Card... () Access Time... _p Early Out... @ g
1, Inconsistency... (=3 Absence... & Saved Hours. .. i A

= ek Time Card || | Custom
> On Site Status... [T Latecomers,., % Employes Schedule  Euport | | Reports

Reports Custom Reperts

Euunded Haours

l:‘ E Menu Item T
Glohalized Text TimeCard 00000
@ i1 Site Status.. : 0000
& tAcosss Time El Report Options
[ Atbsence. (Form) Form1
("8 Latecobmers. Additional Gptions Visible True
T Early Ot Assembly File
£ Satoved Hours. Data Source TimingsColleckion
E¥ Employee Scheddule Daka Source Name TimeCard
[ Time Card Efxpart Glabalization Manager True ded| Shift
B Report Yariables 0 First
CompanyID False
DateFormat True First
DetailedReport True =
Emplayes_ID_List False 0 oo First
PeriodFrom True
PeriodTo True
strioDepartment True
stron False
TimeFormat True =
Fl Time Calrulatinn 1: Advancerd. ]
{Form)
Report Options Form, v o Fic
| Ei Add | ‘ Remove | | =] Desian

E"‘ﬁ Shifts/Assignment Accounting Period

E’!ﬁ Exceptions/Assignment From: |Dec 1, 20C[+ | To: |Dec31, 2000+ 115

2 Click the Design button at the bottom of the window.
The Report Design window displays.

3 Click a Time Calculation and click OK.
The PayPunch [Time Card Report Options] window displays.

4 Choose your options and click OK.
A report designer displays where you can create your own report.

For more information on using the design software, refer to StimulReport at the
following URL: http://www.stimulsoft.com
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Chapter 12 Obtaining Technical Assistance

Xpress Software is committed to providing excellence in customer service.

From anywhere in the PayPunch.com web site, click Support from the orange
menu bar.

The support page provides the following support options:
e Phone number: 1-888-777-0388.
e Support hours: Monday through Friday 9:00 am — 6:00 pm EST

e Email and Live support: support@paypunch.com

e Links to PayPunch Guides
e FAQs
e Device manuals

e Tutorials

You can also contact Technical Support while working in PayPunch by clicking
the Support icon 2 located in the top left portion of the top menu.

”’é') o @)+
| 1
—-/ Companies

' t
| Conkact Technical Support i
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Index
Edit, 7-3
A Edit a Punch Time, 10-3
Inactive Status, 7-5
Access Managing in PayPunch, 7-1
Company Supervisor, 3-1 Show Deleted Punch Times, 10-7
Company User, 3-1 Exceptions
Delete User, 3-5 Add_, 9-2
Department Supervisor, 3-1 ASS|g.n, 9-4
Department User, 3-1 Creating, 9-1
Edit User, 3-4 Delete, 9-3_
General Supervisor, 3-1 De_Iete Assigned, 9-7
General User, 3-1 Edit, 9-_3 _
User, 3-2 Managing in PayPunch, 9-1
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Block Rounding Rules, 8-5 Getting Help, 12-1

Registration In, 8-5
Registration Out, 8-5 |
Break Deduction, 8-4
Min Working Hours, 8-4 Install PayPunch. See PayPunch, install
Introduction, 1-1
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Add, 5-1 Manual Time Input
Create, 5-1 Add Time, 10-2
Delete, 5-6 Delete Time, 10-4
Edit, 5-6 Edit Time, 10-3
Managing in PayPunch, 5-1 Show Deleted, 10-7
Program Settings, 5-5
Customers 0O
Getting Help, 12-1
Organization Structure
D Create, 4-13
Departments P
Add, 6-1
Create, 6-1 PayPunch
Delete, 6-3 daily activities flow, 4-1
Edit, 6-2

Employee Tree, 4-9

Managing in PayPunch, 6-1 Getting Started, 4-1

Installing, 2-1
E Left Menu, 4-2, 4-8
Licensing, 1-2
Edit Main Window, 4-2
Departments, 6-2 New Updates, 1-1
Employees register software, 2-4
Add, 7-1 Right Pane, 4-11
Add Punch Time, 10-2 system requirements, 2-1
Attendance, 10-1 Top Menu, 4-2
Delete, 7-5, 7-6 workflow, 4-1

Delete a Punch Time, 10-4
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Program Settings
Company Parameters, 5-5
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Report
Absence, 11-1, 11-2, 11-9
Access Time, 11-1, 11-2, 11-8
Custom Reports, 11-2, 11-18
Design Custom, 11-18
Early Out, 11-1,11-2, 11-11
Employee Schedule, 11-1, 11-2, 11-13
Export Time Card, 11-15
Inconsistency, 11-1, 11-2, 11-6
Latecomers, 11-1, 11-2, 11-10
On Site Status, 11-1, 11-2, 11-7
Saved Hours, 11-1, 11-2, 11-12
Time Card, 11-1, 11-3, 11-4, 11-18
Reports
Generating, 11-1
Rounding Details, 8-4
Round Down (min), 8-4
Round to (min), 8-4
Round Up (min), 8-5
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Shift

Break Deduction, 8-4
Details, 8-3
End, 8-3
Max. Registration Time, 8-3
Min. Registration Time, 8-3
Start, 8-3

Shifts
Add, 8-1
Assign, 8-7
Assign in Advance, 8-9
Creating, 8-1
Delete, 8-6
Edit, 8-6
Edit Assigned, 8-9
Managing in PayPunch, 8-1
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Technical Assistance, 12-1
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User Management, 3-1
Add User, 3-2
Delete User, 3-5
Edit User, 3-4
User Permissions, define, 3-1
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