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FCC RadioFrequency I nterference Satement (USA):

This equipment has been tested and found to comply with the limitsfor a ClassA
digital device, pursuant to part 15 of FCC Rules. These limitsare designed to
provide reasonable protection against harmful interference when the equipment
generates, uses, and can radiate radio frequency energy and, if not installed and
used in accordance with the instruction manual, may cause harmful interferenceto
radio communications. Operation of thisequipment in aresidential areaislikely to
cause harmful interference in which case the user will be required to correct the
interference at his or her own expense.

Declaration Of Conformity According ToEM C Directive8%/336/EEC

We declare under our sole responsibility that the magnetic stripe and/or bar code
reading and/or data recording equipment Time Q to which this declaration relates
arein conformity with thefollowing standards: EN55022:1987, EN50082-1, |EC 801-
2,IEC 801-3, IEC 801-4, IEC 801-5. I, the undersigned, hereby declarethat the
equipment specified above conforms to the above directive and standards.

Raleigh, NorthCarolina  USA
July 24, 2000 W. Glenn Robbins
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1. Introduction

1.1 Product overview

TheTime Qisamicroprocessor based Time and Attendance System,
which usesmagnetically encoded badgesto record employeearrriva and
departuretimes. The Time Q doesnot requireaPC and must be
connected directly to an 80-column dot matrix printer to print reports.
Time Card reportsand Hours Summary reports can be printed and filed
for futurereference.

1.2 Capacity

TheTime Q may be programmed to handle up to 120 employees. It has
the capacity to store over 21,000 transactions. When the clock hasthe
maximum 120 employeesloaded, thefollowingisatypical average of
punches per employee:

Typical Punches Typical Punches

PAY PERIOD Per Pay Period Per Week
WEEKLY 96 96
BIWEEKLY 128 64
SEMIMONTHLY 128 56
MONTHLY 144 32

The punch count will increasefor someemployeesif otherspunchlessor
if therearefewer employeesusing the clock.
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1.3 Employee Use

When employeeswho have been entered inthe Time Q swipetheir
badgeto punch IN; asingle beep isheard and the name assigned to the
badgeisdisplayed along with theword I N. The next timethebadgeis
swiped, adoublebeep isheard and the nameisdisplayed along with the
word OUT. Timeworked and the accumul ated timefor the pay period
aredisplayed after all punches.

1.4 Managed Memory

TheTimeQwill maintaindl program and datainformationduring a
power lossor if unplugged. Memory will eventudly fill aspunches
accumulate (approximately 21,000 punches). The Time Q can hold two
full pay periods. Therefore, the supervisor should print either a
“Completed HOURSSUMMARY REPORT” oran“ALL
EMPLOYEESTIME CARD REPORT” for the previouspay period
after itsend. When the next pay period start dateisreached, the oldest
pay period’sdataisdumped, and anew pay period begins. Asasafety
feature, old datacannot bedumpedif it has not been reported infull.

Thesereportsareyour permanent recor ds, please keep them on
file.

1.5 Planning Program

Itisrecommended that parameters settingsfor pay period, length, start
date, shift start/stop times, etc. belisted on paper prior to start of
programming or you may wishto printaCL OCK RULESREPORT
and select only those itemsto be changed. See Section Fivefor the
featuresthat are preset at thefactory.

Note: Theway you enter an employee'snameistheway it will appear
onall reports. Werecommend that you enter thelast namefirst,
followed by thefirst nameor initials, i.e. Jones, Frank.
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2. Setup

2.1 Site Requirements

TimeQ can beinstalledin any normal office environment. No special
wiring or coolingisrequired. However, do not usethe Time Q under the
following conditions

* extremely high or low temperature

[temperaturerange: 0 - 50°C ( 32 - 122°F) required]
« extremely highor low humidity
[humidity range: 0- 90% RH required]

* areasof high dust concentration

* areaswith chemical fumeconcentration

« areaswith extremevibration or when placed on an unstable

or unlevel surface.

2.2 Unpacking and Inspection

Open the shipping carton and carefully removethe contents. Inspect the
Time Q and accessoriesfor damage. Report damage or shortagesto the
company fromwhich the unit was purchased. Completethe
registration card and returnit toAcroprint toensuretheTimeQ

warranty.
Time @
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2.3 Initial Setup

Removing the Access Door:

Unscrew the screw located onthe
lower front panel of theunitto
remove the access door.

= =
Access Door V
g

Wall Mounting of Time Q:

TheTimeQhasa
reversible bracket on the back of the unit.
Theunitissuppliedwiththebracketina
tilt positionfor sitting on adesk. Withthe
accessdoor removed, you are ableto
removethe bracket. Reversethe bracket
for wall mounting. Securethe bracket to
thewall with thefour screws. Notethat
the bracket hasmolded wirerouting dots
and acenter hub for securing wiresusing
nylonties. After the bracket issecured to
thewall, hang the Time Q unit onthe
bracket.

)
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Connecting Power Cord and Securing the Access Door:

Plug inthe power cord coming fromthewall mount transformer into
the Time Q terminal. To reattach the accessdoor and securethe unit
tothereversible bracket, screw onthelower front panel of the unit.

Thiswill tighten the accessdoor.

Access Door

NOTE: Please keep all the packing
materials so they may be used should
you wish to transport the Time Q in the
future. They are specifically designed to
protect your Time Q during shipment.
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2.4 Printer Connections

Toprint Reports, the Time Q must be connected to an 80 column
printer. Most printersusea parallel connection.

Parallel Printer Connection:

Theparald portistypicaly usedfor
connectiontoaparalld printer. A paralel
interface cableisshown above. Sincethis
isthe same cablethat isused to connect an IBM-PC or PC
compatible computer to aprinter, it can be bought at most computer
dedlersoff-the-shelf. Simply connect the 25-pin connector end of the
printer cableinto theside port of the Time Q Terminal. The other end
of the cable, the 36-pin Centronics-type connector, is plugged into the
printer (shown below.)

Serial Printer Connection:

Theseria cableisuniqueduetothe
phonejack interface. Contact Acroprint
to order thiscable. Oncethe correct
cableisobtained, connect thecableinto
theRS-232 port. Follow the
procedurefor AT
removingthe
accessdoor.

NOTE: If aserid printer isused, the printer port must first be set up.
See 6.4 Set up #14 (Functions, page 28.)
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NOTE: Some ink jet printers may be connected
to the Time Q. The printer must be reset to the
ASCII format in order to print reports. Consult the
printer’s operating manual or contact the printer
manufacturer for more details. Sorry, Acroprint
does not support printers used in conjunction
with the Time Q system.

2.5 Printer Test

Oncethe Time Q isconnected to the printer and both unitsare powered
up, the Time Q will display the current timeand date (Eastern Time
Zone).

1. Swipeasupervisor badgethroughthedot. Theunit will
display "MAIN MENU" .

2. Usetheup or down menu keystoscroll to TEST FEATURES.

3. PresseNTER.

4. Now scroll toPRINTER TEST, and pressENTER.

Theprinter will print:

1 f
O :

1
O #8857 () *+,-./0123456789: ; <=>?ABCDEFGHIJKLMNOPQRSTUVWXYZ#S&" () *+,-. /0
I 123456789 ;<=>7?ABCDEFGHIJKLMNOPQRSTUVWXYZ#S&" () *+,—. /0123456789 ;<=
O 1 >?ABCDEFGHIJKLMNOPQORSTUVWXYZH#S&" () *+,-. /0123456789 ; <=>?ABCDEFCHIJK |
I LMNOPQRSTUVWXYZ#S&" () *+, -. /0123456789 : ; <=>7 ABCDEFGHI JKLMNOPQRSTUVWX *
O | YZ#SE" () *+,-. /0123456789 ;<=>7ABCDEFGHIJKLMNOPQRSTUVWXYZH#SE™ () %+, —. 1
| /0123456789: ;<=>?ABCDEFCHITKLMNOPORSTUVWXYZ#$&" () *+, -. /0123456780 ;

| <=>7ABCDEFGHIJKLMNOPORSTUVWXYZ#S&" () *+, -, /0123456789 ; <=>7ABCDEFGHI
Ol TRLMNOPORSTUVWRYZ4SE ™ () *+, - . /0123456789 + ; <=>?ABCDEFGHIJKLMNOPORSTUV !
U owxyz#se" () *+,-./0123456789: ;<=>?ABCDEFGHIJKLMNOPQRSTUVWXYZ#S&" () *+, '
O -./0123456789: ;<=>?ABCDEFGHIIKLMNOPORSTUVWXYZ#SE" () %+, ~. /0123456789 1

O O 00O 000 O 0o

10 Setup



3. Programming

3.1 Introduction

TheTimeQisprimarily self-prompting to supervisors. TheMain Menu
isactivated by swiping aSupervisor Badge. The headingsfor each group
on the next four pages are the choiceswhich appear intheMain M enu.
Themenu key (either up or down) isused to reach the menu subject
desired. Pressing ENTER opensthe specific task menu. Thefollowing
Supervisor'sMenu Map showsmenusand choicesavailable.

All branchesin the menu can be reached by smply usngthe ARROW
and ENTER keys. The CLEAR key will moveyouto the previous
menu.

A prompt for further input may appear after afunction hasbeen selected.
The ARROW keyscan still be used, but the Time Q providesthe
convenienceof anumerical pad. If prompted for aBadge Number or
to select an employee, the option of swiping the badge may be
used.

After acritical function or datahasbeenentered, an>ENTER TO
CONFIRM < prompt isused to protect against unwanted entries.
Typicaly, the TimeQwill display the programmed dataon the bottom
line of thedisplay asthe selectionsare being scrolled through onthetop
line. Thedataprogrammed into the Time Q can bereviewed inthis
fashion. If there are any doubts about what has been programmed,
simply print the appropriate report.

4 N\
NOTE: This section is designed to be a general

overview of the main menu and choices. The
Tutorial in Section 4 goes into more depth.
However, for step-by-step instructions for each
function, please refer to section 6, Functions.
Section 7, Reports, illustrates step-by-step how
to obtain each report.
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3.2 Supervisor's Menu Map

MAIN MENU TEST FEATURES

REPORTS

ADD/EDIT EMPLOYEE
EDIT TIME TOTALS
EDIT SHIFT RULES
SUPERVISOR CARDS
TIME AND DATE
SETUP

TEST FEATURES

SELECT A TASK
BADGE READER TEST
DISPLAY TEST
KEYBOARD TEST
AUDIO TEST

PRINTER TEST

REPORTS

SELECT A REPORT
HOURS SUMMARY
TIME CARDS

WHO'S IN, WHO’S OUT
EMPLOYEE PROFILES
CLOCK RULES —

} —> SELECT REPORT FILTER
} ALL EMPLOYEES

INDIVIDUAL SHIFT
SELECT ASHIFT

INDIVIDUAL EMPLOYEE
SELECT AN EMPLOYEE

SELECT REPORT FILTER

ALL EMPLOYEES SELECT PAY PERIOD
INDIVIDUAL SHIFT CURRENT
SELECT A SHIFT PREVIOUS

INDIVIDUAL EMPLOYEE
SELECT AN EMPLOYEE

REPORT SUBMITTED
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ADD/EDIT EMPLOYEE

SELECT ATASK

ADD AN EMPLOYEE ENTER BADGE NUMBER

EMPLOYEE NAME
EDIT AN EMPLOYEE —> SELECTANEMPLOYEE —> | EMPLOYEE NUMBER

{EMPLOYEE NAME} SHIFT NUMBER

DELETE AN EMPLOYEE T

SELECT AN EMPLOYEE
{EMPLOYEE NAME}

EDIT TIME TOTALS

SELECT AN EMPLOYEE —) CURRENT REGULAR HRS
CURRENT OVERTIME 1
CURRENT OVERTIME 2
PREVIOUS REGULAR HRS
PREVIOUS OVERTIME 1
PREVIOUS OVERTIME 2

SUPERVISOR CARDS

SELECT ATASK
ADD SUPERVISOR BADGE

—> ENTER BADGE NUMBER
DELETE A SUPERVISOR }
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EDIT SHIFT RULES

SELECT ASHIFT

——> SHIFT RULES = DISABLED

——> SHIFT RULES = ENABLED
SHIFT START TIME
SHIFT START ROUND
SHIFT START GRACE
SHIFT START DOCK
SHIFT STOP TIME
SHIFT STOP ROUND
SHIFT STOP GRACE
SHIFT STOP DOCK

——> SHIFTLUNCH RULES = DISABLED

——> SHIFTLUNCH RULES = ENABLED
LUNCH WINDOW BEGIN
LUNCH WINDOW END
LUNCH DURATION
AUTO LUNCH AFTER

TIME AND DATE

SELECT ATASK
SETTHE TIME
SET THE DATE
TIME FORMAT

DATE FORMAT

TIME TOTALS FORMAT

—— > ENTERTIME OF DAY

— 12HOUR
24 HOUR

—— > DAY MONTH YEAR
DAY YEAR MONTH
MONTH DAY YEAR
MONTH YEAR DAY
YEAR DAY MONTH
YEAR MONTH DAY

—— > MINUTES
HUNDREDTHS
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SETUP

MAX TIME ON CLOCK —— > ENTER ELAPSED TIME

PAY INTERVAL ROUND—> SELECT PAY INTERVAL
1 MINUTE(S)
5 MINUTE(S)
6 MINUTE(S)
10 MINUTE(S)
15 MINUTE(S)

PAY PERIOD LENGTH ——— > SELECT PAY PERIOD
WEEK PAY PERIOD
TWO WEEK PAY PERIOD
SEMIMONTHLY PERIOD
MONTHLY PAY PERIOD

PAY PERIOD START
DAY CHANGE OFFSET—— > ENTER TIME OFFSET

OVERTIME RULES ——— > 1ST DAILY OT AFTER
1ST WEEKLY OT AFTER
2ND DAILY OT AFTER
2ND WEEKLY OT AFTER
7TH DAY OVERTIME

DISABLED

DAYLIGHT SAVINGS —> ENABLED
DAYLIGHT SAVE START
DAYLIGHT SAVINGS END
DISABLED

SETUP PRINTER —— > SELECT PRINTER TYPE
PARALLEL
SERIAL
NONE

COMM PORT BAUD RATE—> SELECT BAUD RATE
19200
38400
300
600
1200
2400
4800
9600
REMOVE ALL PUNCHES

RE-INITIALIZE SYSTEM
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4. Tutorial

4.1 Introduction

Thissectionisdesigned to help you fed comfortablewith how the TimeQ
works. Itisimportant to understand that the Time Q hasare-initiaize
functionthat will clear al punchesand return the program variablesto
their original factory settings. With thisin mind, you should fed freeto
experiment with the supervisor'smenu map. Try printing somereports,
setting variables, setting thetime and date, or playing with any featureor
functionthat arousesyour curiosity. For step-by-step instructions, please
consult sections 6, Functions, and 7, Reports.

4.2 Supervisor's Menu

Swipethe supervisors badgeto accessthe MAIN MENU. Youwill
noticethat onelineof thedisplay will beflashing. A flashing display
typically indicatesthat you can use the menu keysto accessanother
option. If you want to choose aflashing option, pressthe enter key. To
returnto apreviousmenu, presstheclear key. Thesevisual cluesare
cons stent throughout the menu, which meansthat “ setting thetime,” for
example, will havethe sameformat as setting any other variable. Some
functionsare moreinvolved because more choicesare required, but
access ng theflashing options by the menu keysand selecting them by
using theenter key will bethe samethroughout the menu structure.
Detailed menu mapsareincluded in section 3, Programming.

4.3 Reports

Thereare(5) basicreportsavailablefromthe Time Q; HOURS
SUMMARY, TIME CARDS,WHO'SIN WHO'SOUT,
EMPLOYEE PROFILES, and CLOCK RULES. Theeasiest report
to printistheHOURS SUMMARY. Try printing thisreport by swiping
the supervisor's badge to accessthe MAIN MENU, then pressENTER
four times. When setting up the Time Q, the EMPLOY EE PROFILES
and CLOCK RULESreportswill beimportant so that you can double
check your entries. Besides showing various settings, the CLOCK
RULESreport givesyou aconvenient list of thevariablesavailableinthe
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TimeQ program. Detailed instructionshow to print each of thefive
reportsareincludedin section 7, Reports.

4.4 Add Employees to the System

Each empl oyee badge provided with the Time Q hasaunique number.
To assign aspecific badgeto acertain employee, swipethe supervisor's
badgeto accessthe MAIN MENU. Pressthe MENU key to accessthe
ADD/EDIT EMPLOY EE functionsand pressENTER twice. To enter
the badge number, you can usethe numerical pad, menu keys, or smply
swipethe employeebadgeyouwishto assign. PressENTER twice.

TheENTER NAME prompt will bedisplayed. Usethe MENU key to
scroll through the alphabet; then thered arrow key to go to the next
letter. When you have completed the name, pressENTER, and press
ENTER again to confirm. Entering theemployee number and shift are
optiond at thispaint.

4.5 Punch In and Out (An Employee Badge Function)

Swipe some of the employee badgeswhich have been assigned. Thefirst
swipe punchesthe employeein. The nameassigned to that badgeis
displayed along with theword IN and asingle beep tone sounds.
Swiping the badge again punchesthe employee out. Theemployee
name, OUT, and thetime accumul ated i sdisplayed and adoubl e beep
tone sounds. Print out several timecard reports and see how they were
affected by the punches.

4.6 Re-initialize

Toreset the Time Q variablesand clear punch data, re-initializethe Time
Qasfollows: swipethe Supervisor Badge, pressthe Menu up key twice,
pressENTER, pressthe Menu up key once, and pressENTER twice.
Re-initiaizing removestest employeetransactionswhich could otherwise
causeconfusion later.
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5. Factory Settings

If your Time Q just came out of the factory box, or if you have
reinitialized and set the time and date, your Time Q will be set asfollows:
The pay period length will be one week, beginning on Monday, and the
totals will be derived by adding together the actual elapsed time between
in and out punches. Anyone who stays on the clock for over 12 hourswill
be automatically punched out because they have exceed the MAX TIME
ON CLOCK setting of 12 hours. If your pay period length is two weeks,
semimonthly or monthly, change the setting. If your pay period startson a
day other than Monday, enter the NEXT pay period start date. An
example of the CLOCK RULES report settings follows.

T
O cLock RULES 2/15/01  12:24 PM  PAGE 1 c
| L
o: CLOCK RULES: |
| MAX TIME ON CLOCK 12: 00 HOURS
| PAY | NTERVAL- ROUND 01 M NUTES
O, vPrarPERD VEEKLY O
| NEXT PAY PERI CD START DATE 2/19/01 L
DAY CHANGE TI NE 12:00 AM E
O!  FIRST DAILY OVERTI ME AFTER 24:00 HOURS
| FIRST WEEKLY OVERTI ME AFTER 40:00 HORS ——— |
| SECOND DAI LY OVERTI ME AFTER 24:00 HOURS |
| SECOND VEEKLY OVERTIME AFTER 168:00 HORS —— T /I/
O | 7TH DAY OVERTIME DI SABLED | O
DST START DATE 4/01/01
| DST END DATE 10/ 28/ 01 |
O!  TIME QPRNTER PARALLEL
| COM PORT BAUD RATE 9600
: SUPERVI SCR BADGES:
O | NO SUPERVI SCR BADGES ASSI GNED
| SHI FT RULES:
|
O | SH FT 1 SH FT 2
I sHFT RULES DI SABLED DI SABLED
Ol START TI ME - -
| ROUND
| GRACE
DOCK
O : STOP TI ME
ROUI
| GRACE
Ol DOCK - -
| LUNCH RULES DI SABLED DI SABLED
| START TI ME - -
ol STOP TI ME
DURATI ON
: AUTO AFTER
Ol
| CLOCK RULES 2/15/01  12:24 PM )
| |
O: SHI FT RULES: ( CONT. ) :
| SHIFT 4 SHFT 5 |
el etotottstetetull ittt tetetelii ittt |
@) | SHIFT RULES DI SABLED DI SABLED | o
| LUNGH RULES DI SABLED DI SABLED |
! | O
O |
|
| 1]
O | SYSTEM | NFORMATI ON: 210
| LAST CHANGE: 2/13/97 12:11 PM 2
| 2
O SOFTWARE REVI SI ON TSW 0010 - VERSION 3.00 4,0
| :
MI
O : 1O
[ END CLOCK RULES. . ..ottt e :
(@] ®)
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Max Time on Clock - The Time Q assumes that an employee has missed a punch after
the maximum time on the clock has been exceeded.

Pay Interval Round - One minute isthe smallest increment of time used to calculate
time worked totals. Options are 1, 5, 6, 10 or 15 minutes.

Pay Period - Thelength of time during which time worked totals will accumulate for a
timecard.

Next Pay Period Sart Date - The date the NEXT pay period will start.

Day Change Time - By default, the day change time — the time anew day begins — is
set at midnight. Use the day change offset feature to move the day change time forward
or backward from midnight so that time worked totals will be credited to the day
intended.

Daily Overtime After - The amount of time worked in a day, after which, overtime will
begin to accumulate. NOTE: Leave at 24 hoursif you pay overtime based on a 40 hour
week only. This can be set to two different levels.

Weekly Overtime After - The amount of time worked in aweek, after which, overtime
will begin to accumulate. Weekly overtime does not apply to semimonthly or monthly
pay periods. This can be set to two different levels.

7th Day Overtime - Disabled. When enabled, forces al hours worked on the 7th
consecutive worked day of a pay period to be promoted to the next highest pay level
(Overtime 1 or Overtime 2) provided that the seven consecutive days start at the
beginning of the first or second week of the weekly or biweekly pay period.

Daylight Savings Time - Enabled, the Time Q will automatically assign the first
Sunday in April and last Sunday in October as the beginning and ending dates of daylight
savings (current U.S. law). The time changewill occur at 2:00 am.

Time Q Printer - Printed reports may be directed to either the parallel port (the large
externa port on the right) or to the seria port (the internal modular connector labeled RS-
232).

Com Port Baud Rate - When the serial port is selected, the baud rate must be entered. 8
bit words, no parity and 1 stop bit are assumed.

Supervisor Badges - Lists additional badges assigned as supervisor badges.

Shift Start Time - The time of day employees are to begin work.

Shift Round - The minutes before the Start Time or after the Stop Time during which
employee punches will be treated asif they had occurred exactly on the Start and Stop
Times.

Shift Grace - The minutes after the Start Time or before the Stop Time during which
employee punches will be treated asiif they had occurred exactly on the Start and Stop
Times.

Shift Dock - The minimum minutes the employee will lose from time worked totals if
punching in after the Start Time (plus grace) or before the Stop Time (minus grace).
Shift Stop Time - The time of day employees can stop working.

Lunch Sart Time - The earliest time of day at which an employee can punch out for
lunch.

Lunch Sop Time - The latest time of day at which an employee should punch back in
from lunch.

Lunch Duration - The number of minutes for lunch which will be subtracted from time
worked totals.

Auto Lunch After - After this number of hours and minutes following an in-punch, the
Time Q will assume an employee has taken lunch. The Lunch Duration will then be
subtracted from the time worked totals.
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6. Functions

6.1 Introduction

Thissection will walk you through an example of each function.
NOTE: At any point onecan back out of any MENU by repeatedly

pressingthe CLEAR key.

Thedisplay hastwolinesof characters. A flashing display typicaly
indicatesyou can usethe menu keysto access another option. Flashing

charactersareenclosed within — =

6.2 Supervisor Badges

Your unit includestwo Supervisor Badgeswhich alow accessto the
keypad to make program changes. Place one badgein asafe placefor
futureor emergency use. The Time Q termina can be programmed to

recogni ze aspecific employee badge asa Supervisor badge (if you desire

morethan one person to have program/edit access), but it can never be

programmed not to recognizethe original supervisor badges. Tomakea

new supervisor badge:

PROGRAM FUNCTION DISPLAY SHOWS

1. Swipe Supervisor badge

to SUPERWISOR CARDS
3. Press ENTER SELECT R TRSHK
ADD SUPERWISOR BROG
m

4. Press ENTER

5. Enter Badge Number
(or swipe abadge)

2. Scroll Main Menu Up/Down imﬂiﬂ mENY

6. Press ENTER (aun

N P/ D D D

7. Press ENTER

Unit beeps twice to accept. The employee badge now
functions as a supervisor badge.
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6.3 Set Time and Date:

DISPLAY SHOWS

PROGRAM FUNCTION

(example) j
(example) j
(example) j

SELECT R TRSK

keysto shift adigit). With cursor
on AM/PM, use Up/Down to
scroll to current setting.

(use the LEFT or RIGHT Arrow
6. Press ENTER

using number or menu keys

The unit beeps twice.

5. Set correct hours and minutes
8. Scroll Up/Downto

1. Swipe Supervisor badge
2. Scroll Up/Downto

3. Press ENTER

4. Press ENTER

7. Press ENTER to confirm.

)

JANURRY 21 (example)

9. Press ENTER

c (exampleD

R
0

]
FEBRURRY

Xl

to set the year, month and

10. Use number or menu keys
day.

oc

FEBRURRY

Z_

TE

11. Press ENTER

SELECT R TRSK
SET THE DR

et

12. Press ENTER to confirm.
The unit beeps twice
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6.4 Setup: For definitions of terms used, see Appendix A.

SETUP: Coversgeneral timekeeping, pay period and clock rulesfor
computing timeworked.

PROGRAM FUNCTION DISPLAY SHOWS

3
3
=

=3
=

1. Swipe Supervisor badge ...E.}.
REPORTS —

2. Scroll Up/Downto AN MENY
SETUP -

3. Press ENTER

(o) (" 3)
i 2
Eg ;j

/N
[u}
putu
™
=
c2
)
pui g

a. 12hoursaretypical, ENTER ELRPSED THME
to change press ENTER i=cti (example)
b. Use number Keysto ENTER ELRPSED THME
Select 00* to 99* hours ™00 (example)
c. Press ENTER ™
ENTER 7O CONFIRM

d. Press ENTER. The unit TRX THNE ON CLOCK
beeps twice. = MO0

N D N 2 D/ D N

* Entering 00 will set the Maximum time on the clock to 99
hours, effectively disablingit.

4. PAY INTERVAL isthe smallest increment of timein minutes used to

calculate timeworked totals. Optionsare 1, 5, 6, 10 or 15 minutes.

Scroll Up/Downto iPFi'—QHTERUHL ROUND )
a. Press ENTER SELECT PRY INJERVAL
TMNUTESI
S~
b. Usemenu key to scrall SELECT PRY INTERVAL
to select S MNUTES (example)
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DISPLAY SHOWS

PROGRAM FUNCTION

c. Press ENTER

d. Press ENTER. The
unit beeps twice.

~

[
ENGT H
mr
[RIE]

mro)
[u] Ll
EER PRY PER:

PRY PER

£

'
o

5. Scroll Up/Downto

¥ PERIODC

ELECT PRY PERICD

WEERK PR

£

a. Press ENTER

semimonthly or monthly

pay period

b. Scroll to week, two week,
c. Press ENTER

)
5

/
RIOD

LTH

LES

n
[

E
TWO WEER PRY PE

PRY PER

4

d. Press ENTER. The unit
beeps twice.

6. Scroll Up/Downto

(exampl

a Press ENTER

Eonn)
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£3 £3
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Tnmnu
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+ C 1l
awﬂ
86l
5O
F8z
o

05

FEBRURRY
ER T8 CONFRM

-+
|

1
(
i
)

E

c. Press ENTER

d. Press ENTER. The unit
beeps twice.
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7. DAY CHANGE, for calculation purposes, is the time a new day
begins. By default it is set at midnight. However, it is sometimes hel pful
to move the day change time forward or backward from midnight so
time worked with be credited to the desired day’s time worked totals.
The DAY CHANGE OFFSET isthe amount of time the day change
is moved forward or backwards from the midnight default.

PROGRAM FUNCTION

Scroll Up/Downto

a. Press ENTER

b. Use menu and RIGHT/LEFT
arrow keysto set time

c. Press ENTER

d. Press ENTER.

The unit beeps twice.

DISPLAY SHOWS

itk (example)

00 (example)

)
)
R TUTE OFFSET j
)
)

8. DAILY OVERTIME AFTER isthe number of hours worked each
day, after which Overtime will accumulate. NOTE: Leave at 24 hours
if you pay overtime based on a 40 hour week only.

Scroll Up/Downto

a. Press ENTER
b. Press ENTER and
set desired hours

c. Press ENTER

d. Press ENTER.

The unit beeps twice.

e. Scroll Up/Downto

E}\)ERTEH’IE RULES

-
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puu)
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m
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::1
Fn
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3
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/ |\
[t
-
-
=
-
D]
]
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PROGRAM FUNCTION

f. Press ENTER
0. Setdesired hours

h. Press ENTER

i. Press ENTER.
The unit beeps twice.

DISPLAY SHOWS

C‘EHTER ELRPSED THME
c

{H (example)

(example)

N A N/

9. WEEKLY OVERTIME AFTER isthe number of regular hours
worked each week, after which, Overtime will accumulate.

Scroll To

a. Press ENTER

b. Set desired hours

c. Press ENTER

d. Press ENTER.
The unit beeps twice.

e. Scroll To

f. Press ENTER

g. Setdesired hours

h. Press ENTER

— | =rgr T
AT T

\C T LWEEKLY OT AFTER

o

£
£ -

-0
[l
o
o
<o
L
i
futu]
-
=3
i

com
3

(example)

£

[ |
ugu |

(example)

D C
-+ 3
[ |

3
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PROGRAM FUNCTION DISPLAY SHOWS

i. Press ENTER. fﬂn WEEKLY 0T AFTER ]
A

The unit beeps twice. =0

10. 7TH DAY OVERTIME — When this feature is enabled, all hours
worked on the seventh consecutive worked day will promoted to the
next highest pay level provided that the seven consecutive days start at
the beginning of the first or second week of the weekly or biweekly
pay period. This feature does not affect weekly overtime calculations
and will not override weekly overtime thresholds. The default setting
for thisfeatureis disabled.

Scroll To [ 7TH DAY OVERTITE
—\=DISRBLED
a. Press ENTER ENARBLED
ENTER T80 CONFRM
b. Press ENTER. TTH DRY OVERTITE
The unit beeps twice. =ENABLED

11. DAYLIGHT SAVINGS TIME has been set to be enabled. When
enabled, the Time Q will automatically advancetime 1 hour at 2:00AM
thefirst Sunday in April and return time 1 hour on the last Sunday in
October. (Current U.S. Law) These dates can be edited if necessary.

If you do not want to have Daylight Savings Time on the Time Q,
disablethefunction.

Scroll Up/Downto DRYLIGHT SAVINGS
=ENABLED T
a Press ENTER DISABLED
ENTER 70 CONFRM
b. Press ENTER. DRYLIGHT SRVINGS
The unit beeps twice. =DISABLED

NOTE: Timeworked totalswill not automatically adjust for DST but time
cardswill indicate that time did change.
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DISPLAY SHOWS

PROGRAM FUNCTION

12. To change the Daylight Savings Sart Date:

Scroll To

a Press ENTER

(exampleD

CRY
oH

b. Use the menu keys and
RIGHT/LEFT arrow keys
to set the desired start date.

c. Press ENTER

The unit beeps twice.

d. Press ENTER.

13. To change Daylight Savings End Date:

Scroll to

a. Press ENTER

Ll.l
(example)

A
|:-I‘I

to set the desired start date.

RIGHT/LEFT arrow keys
c. Press ENTER

b. Use the menu keys and

The unit beeps twice.

d. Press ENTER.
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PROGRAM FUNCTION

14. Scroll Up/Down to

a. Press ENTER.

b. Use menu key to select
Parallel, Serial, or none.

c. Press ENTER

d. Press ENTER.
The unit beeps twice.

DISPLAY SHOWS

ET UP PRINTER
iPHF{ LL Li—E j
SELECT PRINTER TYPE
PF\RHLLELi—

SET UP PRINTER
= PARALLEL —

NOTE: If you select a serial printer, the comm port baud rate must be set.
Skip thisstep if you have selected parallel printer.

15. Scroll to
a. Press ENTER
b. Usemenu to scroll
through Baud Rates.

c. Press ENTER

d. Press ENTER.
Unit beeps twice.

COMM PORT BAUD RATE
ﬁ{ 9608 — j

LOIMM PORT BRUD RRATE
=9600 (example)

16. REMOVE ALL PUNCHES: Removes al employee punch
information whileleaving the setup, shift rulesand employee

profilesat their current setting.

17. RE-INITIALIZE SYSTEM: Will CLEAR ALL punches and
employee profiles and resets all Setup and Shift Rulesto their

factory settings.
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6.5 Edit Shift Rules

DISPLAY SHOWS

PROGRAM FUNCTION
1. Swipe Supervisor Badge

2. Scroll Up/Downto

-+
|

SELECT R SHIF

[ !

3. Press ENTER. Use menu
keys to select a shift.

a. Press ENTER

b. Press ENTER

C. Press ENTER.
Unit beeps twice.

4. Use DOWN menu key to
select

a. Press ENTER

RIGHT/LEFT arrow keys

b. Use menu key and
to set time

c. Press ENTER

d. Press ENTER.
Unit beeps twice.

5. Use DOWN menu key to
select

a. Press ENTER

RIGHT/LEFT arrow keys

b. Usemenu key and
to set time.
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PROGRAM FUNCTION

c. Press ENTER

d. Press ENTER.
The unit beeps twice.

DISPLAY SHOWS

o4:00 P
ENTER 70 CONFRM

SHIFT STOP TIME
ia 00 P ]

6. SHIFT ROUND: The minutes before the Start Time or after the Stop
Time during which employee puncheswill be treated asif they had
occurred exactly on the Start and Stop Times.

Use DOWN menu key
to select

a. Press ENTER
b. Use menu key and

RIGHT/LEFT arrow keys
to set minutes

c. Press ENTER

d. Press ENTER.
The unit beeps twice.

e. Scrollto

f. Follow steps a-d to set

SHIFT STRRT ROUND
= E \—

MTER MINUTES

ENT
30

@=N:x)
I R
i
Pl
3
=5)
=
-5
o

7. SHIFT GRACE: The minutes after the Start Time or before the Stop
Time during which employee puncheswill be treated asif they had
occurred exactly on the Start and Stop Times.

Use DOWN menu key
to select

a. Press ENTER

b. Use menu key and
RIGHT/LEFT arrow keys
to set minutes

_i’fHIF/_T STRRT GRACE j

ENTER MUNUTES
805

ERTER MINUTES
005
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PROGRAM FUNCTION

c. Press ENTER

d. Press ENTER.
The unit beeps twice.

e. Scroll to

f. Follow steps a-d to set

DISPLAY SHOWS

IFT START GRACE ]

8. SHIFT DOCK isthe minimum minutes an employee will lose from
time worked totals if the IN punch is after Shift Start Time plus the
Shift Grace Time or before the Shift Stop Time less the Shift Grace
Time. Thisisnormally equal to one Pay Interval (see 6.4 Setup.)

Use DOWN menu key
to select

a. Press ENTER

b. Usemenu key and

RIGHT/LEFT arrow keys

to set minutes

c. Press ENTER

d. Press ENTER.
The unit beeps twice.

e. Scroll to

f. Follow steps a-d to set
9. Scroll Up/Downto

a. Press ENTER

b. Press ENTER.
The unit beeps twice.

SHIFT STRRT DOCK

un
=
pun |
]
=
J
[t
[}
g
N2 2 D Y R 4 N2\
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PROGRAM FUNCTION DISPLAY SHOWS

10. Use DOWN menu key LUNCH WiRDOW BEGN
to select =WI0 A
a. Press ENTER ENTER TWNE OF DRY
D0 AM (example)

b. Use menu key and RIGHT/ ENTER
LEFT arrow keysto set W30 R
the earliest time an employee
may punch out for lunch.

3
i
2
=)
I
30
c
S N N N/

c. Press ENTER T30 AM
ENTER 70 CONFRM
d. Press ENTER. LUNCH WiR3oWw BEGN
The unit beeps twice. =130 AM

NOTE: The Lunch Window Begin and Lunch Window End define a
period of time during which a punch-out for lunch and then punch-in back
to work should occur. If Lunch Duration equals the difference between

L unch Window Begin and L unch Window End, then the lunch schedule will
occur at a specific fixed time.

Any punches which occur outside of the boundaries defined by Shift Start
and Stop and which are not within the Lunch Window, will be flagged on
the time cards by an exclamation mark. Time worked totalsinvolving those
punches will be calculated to the actual punch time or to the closest Pay
Interval.

11. Use DOWN menu key LUNCH WinDoW! END
to select =02.00 PM
~
a. Press ENTER ENTER TUME OF DRY
O2:00 P
b. Use menu key and E
RIGHT/LEFT arrow keys o200 P

to set the latest time an
employee may return from lunch.

c. Press ENTER

=)
=
poiu )
o
=3
rr
[mju]
=
]
-
-
N N N N

d. Press ENTER. iwn

=
L
The unit beeps twice. =02:00 P
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12. LUNCH DURATION isthe nominal lunch period and is the amount
of time which will be deducted from work totals.

PROGRAM FUNCTION

Use DOWN menu key
to select

a. Press ENTER

b. Use menu key and
RIGHT/LEFT arrow keys
to set the time.

c. Press ENTER

d. Press ENTER.
The unit beeps twice.

DISPLAY SHOWS

( E2 I
[ )
C3 -

[l
pu
=)
puin
=
-
i
N2 2 2 D 2 4

13. AUTO LUNCH AFTER is the hours and minutes after a punch IN
that the lunch duration will be automatically deducted from total hours

worked that day.

Use DOWN menu key
to select

a. Press ENTER

b. Use menu key and
RIGHT/LEFT arrow keys
to set the time.

c. Press ENTER

d. Press ENTER.
The unit beeps twice.

AUTO L@EH AFTER
=99:.59 —

ENTER ELRPSED TIME
353:55

=)
o o
£3
=
m
m
o

<o
i
m
o
-

=)

]

14. Repeat Seps 1 through 13 above to set rules for shifts 2-12,

if desired.
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6.6 Add/Edit Employee

DISPLAY SHOWS

PROGRAM FUNCTION

1. Swipe Supervisor Badge

2. Scroll Main Menu Up/Down

3. Press ENTER

4. Press ENTER

a. Enter Badge Number
(or swipe a badge)

b. Press ENTER

c. Scroll to

d. Press ENTER

LEFT/RIGHT arrow keysto
position next space

e. Use menu keys to select
number or letter use
Press ENTER

f.

The unit beeps twice.

g. Press ENTER.

h. Scroll to

£
(NN
(AN
UI
[
=
o
£ ool
(NN
[l
(AN
s
&
ol
e
o
€%
Ru.m
w=zo
_Imwd
Ny9
Eom
o
4es
s
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PROGRAM FUNCTION

j. Use number keys to select
number and LEFT/RIGHT
arrow keysto position next
space

k. Press ENTER

|. Press ENTER.
The unit beeps twice.

m. Scroll to
n. Press ENTER

0. Use number keys to enter
shift number 1-12,
and press ENTER

p. Press ENTER

g. Press ENTER.
The unit beeps twice.

DISPLAY SHOWS

-.:En
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5 m
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i
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Press CLEAR. Repeat STEPS 3 & 4 to ENTER Next Employee.
5. Edit an employee by scrolling menuto EDIT AN EMPLOYEE and

following Step 4 asrequired.

6. Delete an employee by scrolling the menu to DELETE AN
EMPLOY EE and select the employee with the menu keys or by
swiping a badge. Then press the ENTER key.

HINT: The employee badges have a signature panel on the
front. The employee’s name may be printed on the signature
panel using a permanent marker. Allow ink to dry before use to
prevent smearing. Other options include using a preprinted
adhesive label or printing your own label and taping it onto the

badge with clear tape.
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7. Reports

7.1 Time Card

TIME CARD - Thisisalisting by employee of All IN-OUT punches
along with hours worked totals. This may be for the current or previous

pay period. The report may be for one employee, employees on a specific
shift, or for all employees.

To obtain a TIME CARD Report:

PROGRAM FUNCTION

1.

DISPLAY SHOWS

Swipe Supervisor Badge AN MENY
REPORTS

Press ENTER SELELT R REPGRT
HOURS SUITHTIRRY —

Scroll Up/Downto SELECT R REPORT

select desired report THME CARDS

Press ENTER SELECT REPORT FILTER
ALL EMMPLOYEES

Scroll menuto select All SELEC
Employees, Individual Shift ALL EMPLOYEES

\ 20 A N N/

or Individual Employee. If you
choose an Individual Shift or

an Individual Employee, you
will be prompted to select the
shift number or employee name.

Press ENTER. Scroll to f&m PRY PERICD

select pay period. fURRENT=  2/0/T1 i_
Press ENTER [F'\EF'DRT SUBMITTED j

REPEAT STEPS (1 - 7) FOR OTHER REPORTS

NOTE: All of the data for the Previous Pay Period must be

reported before the Time Q can consider dumping the old data.
Failure to do so will result in employees being locked out of the

clock. This is a safety feature to avoid loss or tampering of

unreported data.
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When a TIME CARD report has punch times with an “!” exclamation
mark beside them, thisindicates that the punch is either too early or too late
to conform to shift or lunch rules that were enabled. If the words“ TIME
CHANGE" are printed underneath a punch in time, that indicates the real
time clock in the Time Q was changed while that person was punched in.
(Note: A Daylight Savings Time adjustment will cause thisif someoneison
the clock at 2:00 am.) The word “missed,” followed by an “*" asterisks,
will appear in the place of a punch out timeif “MAX TIME ON CLOCK”
has been exceeded. Note that the asterisks will also appear beside the
totals and summaries of any employees who have missed a punch.

| | O
I TIME cARDS : SELECTED EMPLOYEES 2/15/01 10:46 AM  PAGE 1 T |
| 1 |
o} £ |0
| ADAMS, LINDA  #000000121  SHIFT-01 PAY PERICD ENDING - 2/11/01 E
: PUNCH DATE TIME 1N OUT HOURS DAY TOTAL WEEK TOTAL c :
.................................................................... A
O | MON FEB 5 8:00AM I N R | O
| MON FEB 5  12: 00PM 4: 00 D |
MON FEB 5 1:00PM IN s
e} | MON FEB 5 5: 00PM out 4:00 MON  8:00 o
| TUE FEB 6 7:45AM TN |
| TUE FEB 6 12:45PM OUT 5: 00 |
TUE FEB 6 1:15PM [N
0] | TUE FEB 6 4:15PM ___OUT 3:00 TUE 8:00 | )
| WED FEB 7 8:00AM TN 2
| WED FEB 7 12:30PM OUT 4:30 Iy
WED FEB 7 1:30PM IN 1
O! VED FEB 7 5:00PM ___ OUT 3:30 WED 8:00 5 1O
| THU FEB 8 7:30AM TN I
| THU FEB 8 12:00PM OUT 4:30 0
THU FEB 8 12:30PM I[N 1
0! THU FEB 8 4:00PM ___OUT 3:30 THU 8:00 ¥e)
| FRI FEB 9 8:00AM TN |
| FRI FEB 9 11:30AM OUT 3:30 1
FRI FEB 9 12:30PM IN 0
Ol FRI FEB 9  5:00PM __ OUT 4:30 FR 800 40:00 REG : 1O
| 0:00 OT1 4 |
| 0: 00 Or2 6 |
O! A 1O
| PAY PERI OD: HOURS  (+/-)EDI TS TOTAL ADJUSTED Mo
L mTemTreoe cessesoos ceossoooiccosesoeos [
| REGULAR 40: 00 40: 00 REG 10
O FI RST LEVEL OVERTI ME 0: 00 0:00 or1
[ SECOND LEVEL OVERTI NE 0: 00 0: 00 or2 [
| |
Ol SUPERVI SOR: EMPLOYEE: Xe)
| ADAMB, LT NDA |
| TINME CARD STATUS: COVPLETE |
ol 10
: .................. END TI ME CARDS: SELECTED ENPLOYEES. . . ... .. ....oooreaeon .. :
Ol 10
| |
| |
Ol 10
| |
|
e
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/7.2 Hours Summary Report

HOURS SUMMARY - Thisreport list hours worked totals by regular and
overtime hours. Thismay befor anindividual employee, a specific shift, or
all employees; for the current or previous pay period. If an employee hasa
missed punch, the HOURS SUMMARY TOTAL will be noted withan * .

T T
O: HOURS SUMVARY : ALL EMPLOYEES 2/ 15/ 01 9:44 AM  PAGE 1 H : o

o

I ol

| PAY PER OD ENDING 2/ 11/01 RI

I S|
O, NANE NUMBER  BADGE SH FT REGULAR OVERTIME 1 OVERTI ME 2 O

__________________________________________________________________ S

: ADANS, LI NDA 000000121 0005 01 40: 00 0: 00 0: 00 u:
O! ELLl's, STEVEN 000000176 0015 02 40: 00 0 00 0' 00 M O

| JOHNSON, JAVES 000000160 0017 03 40: 00 1:00 0 00 Ml

I JONES, CAROL 000000207 0006 02 40: 00 0: 00 0 00 Al
O MARTIN, LARRY 000000213 0011 01 * 32:00 0: 00 0 00 RIO

| SMTH, ROBERT 000000189 0032 01 40: 00 2100 0° 00 Y

| TAYLOR RCBERT 000000151 0023 03 40 00 0 00 0 00 |

| THOWS, KATHERI 000000100 0002 01 32100 0 00 0: 00 |
O! TUCKER DONALD 000000202 0016 03 40: 00 0 00 0 00 210

| VWEBSTER, BETTY 000000175 0003  OL 40 00 0 00 0 00 71

I WLLIAMS, MARTI 000000110 0007 01 * 36:00 0 00 0° 00 11
O! WLSON WELVIN 000000182 0012 02 40: 00 0 00 0 00 510

I N

| REGULAR  OVERTIME 1 OVERTI ME 2 0

______________________________ 1

e : PAY PERI OD TOTAL HOURS: * 460: 00 3: 00 0: 00 : O

| PAY PERI OD STATUS: COVPLETE I

I 9|
O. TOTAL EMPLOYEES: 12/12 ; |O

: SYSTEM | NFORVATI ON: 4 :
OI LAST CHANGE: 2/10/97 12:07 PM IO

A

| SOFTWARE REVISION.  TSWO0010 - VERSION 3.00 MI

I I
O oo END HOURS SUMVARY: ALL ENPLOYEES. . . ..o, | o

I I
Ol 1O

I I

I I
Ol 1O

I I

I
10
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7.3 Employee Profile Report

This report lists all employees who have been programmed into the Time
Q with their assigned employee number, badge number and shift number.

T T
| |
| EMP PROFI LES : ALL EMPLOYEES 2/ 15/ 01 9:30 AM PAGE 1 E | O
O M
: ENMPLOYEES: :
P
O | NAMVE NUVBER  BADGE SHI FT R | O
____________________________________ le)

: ADAMS, LI NDA 000000121 0005 01 F :
) ELLI'S, STEVEN 000000176 0015 02 11O
I JOHNSON, JAMES 000000160 0017 03 Lol
| JONES, CARCL 000000207 0006 02 E |
O | MARTI N, LARRY 000000213 0011 01 S | O
| SM TH, ROBERT 000000189 0032 01 |
| TAYLCR ROBERT 000000151 0023 03 |

THOMAS, KATHERI ~ 000000100 0002 01
O! TUCKER DONALD ~ 000000202 0016 03 2 1O
| WEBSTER, BETTY 000000175 0003 01 /o
| WLLIAVS, MARTI 000000110 0007 01 1
| WLSON, MELVIN 000000182 0012 02 5
O | I ©)
| TOTAL EMPLOYEES: 12/12 0 |
1
O | SYSTEM | NFORMATI ON: | O
| LAST CHANGE: 2/10/97 12:07 PM |
O: SOFTWARE REVI SI ON: TSW 0010 - VERSI ON 3. 00 9 :O
| 31
| o |
ol ¥e)
| {\*A |
| ) |
O | END EMP PROFILES: ALL EMPLOYEES. . . .. ... | O
| |
| |
ol 10
| |
| |
O! 1O
| |
|
10
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7.4 Clock Rules Report

CLOCK RULES- Thisreport lists ALL of the programmed setup, shift,
and lunchrules.

| |
: CLOCK RULES 2/15/01  12:24 PM  PAGE 1 c!
o e
| ol
| CLOCK RULES: C
| K
O, MAX TI ME ON CLOCK 12: 00 HOURS :O
| PAY I NTERVAL- ROUND 01 M NUTES R
PAY PERI CD VEEKLY u !
OI NEXT PAY PERI CD START DATE 2/19/ 01 Lo
| DAY CHANGE TIME 12:00 AM E |
| FIRST DALY OVERTI ME AFTER 24:00 HOURS S|
| FIRST VEEKLY OVERTI ME AFTER 40: 00 HOURS |
O  SECOND DAILY OVERTI ME AFTER 24:00 HOURS O
SECOND VEEKLY OVERTI ME AFTER 168: 00 HOURS !

I 7TH DAY OVERTI ME DI SABLED |
0) | DST START DATE 4/01/01 ¥e)
| DST END DATE 10/ 28/ 01 2
| TIME Q PRINTER PARALLEL I
o COM PORT BAUD RATE 9600 1 o

5
I SUPERVI SOR BADGES: il
: NO SUPERVI SOR BADGES ASSI GNED o1
1]
O\ surr rRues: | @)
: SHIFT 1 SHIFT 2 SHIFT 3 1!
[} T PR PP R PP 2 10O
| SHFT RULES DI SABLED DI SABLED S
| START TI ME - - - 2
| ROUND A ) 2
©) | GRACE ) - : O
| DOCK - - P
| STCP TI ME - - M : o
ROUND - -
o | GRACE - - |
| DOCK - - - |
| LUNCH RULES DI SABLED DI SABLED DI SABLED 10
o) START TI VE - - -
STCP TI ME - - !

! RATI ON - - |
! AUTO AFTER - - 10
[ e L e R LT |

|
ol CLOCK RULES 2/15/01  12:24 PM  PAGE 2 c :O
L
| ol
| SHIFT RULES: (CONT.) cl
Q! K10
| SHIFT 4 SHFT 5 SHIFT 6 |
................................................ R
: SHI FT RULES DI SABLED DI SABLED DI SABLED vl
@] | LUNCH RULES DI SABLED DI SABLED DI SABLED L : O
......................................................................... E
| S |
| |
O| SHIFT 7 SHIFT 8 SHIFT 9 |O
I sHET RULES DI SABLED DI SABLED DI SABLED !
O : LUNCH RULES DI SABLED DI SABLED DI SABLED 210
------------------------------------------------------------------------- /1
| é |
|
O, SHIFT 10 SHIFT 11 SHIFT 12 1 : o
................................................ 0
I SHFT RULES DI SABLED DI SABLED DI SABLED 1l
O!  LUNCH RULES DI SABLED DI SABLED DI SABLED 10
YN T L
|
| SYSTEM | NFCRVATI ON: 2 : e}
OI LAST CHANGE: 2/13/97 12:11 PM .
2
| SOFTWARE REVI SI ON: TSW 0010 - VERSION 3.00 41
ol 10
| P
| M
! 10
: .................. END CLOCK RULES. . ...\ttt et e |
|
1O
|
!
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7.5 Who's In, Who's Out Report

WHO’SIN, WHO’SOUT - Thisreport lists all employees or a specific
shift of names by who is punched IN or punched OUT.

| |
O @)
[ [

: IN OQUT : SELECTED EMPLOYEES 2/15/01  8:22 AM  PAGE 1 | :
O, N O
| SHFT 1: ol
| ul
O, IN out 7,0
' ADAVS, LI NDA THOVAS, KATHER! '
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Edit Time Totals

Time TOTAL S may be edited to correct errors caused by missed

punches or other employee punching errors. Time totals may be edited for

either regular hours, overtime 1 or overtime 2 hours, and for either the

previous or current pay period.

PROGRAM FUNCTION

1.

10.

Swipe Supervisor Badge

Scroll Up/Downto

Press ENTER

Use the menu key to select
an employee

Press ENTER

Press ENTER

Use menu keys and LEFT/
RIGHT arrow keys to edit
timetotals

Press ENTER

Press ENTER

Scroll menu to make changes
to current overtime 1, current
overtime 2, previousregular
hours, previousovertime 1,
previousovertime 2, if desired;
and repeat steps 5-9 above.

DISPLAY SHOWS
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9. Test Features

PROGRAM FUNCTION DISPLAY SHOWS

1. Swipe Supervisor Badge MAIN MENY
REPORTS —

2. Scroll Up/Downto AN MENY
TEST FERTURES

3. Press ENTER SELECT R TRSK —
BROGE RERDER TESTC

4. Scroll menu to select atest

5. Press ENTER and proceed
as instructed.

TEST DESCRIPTIONS

Badge Reader: Thistest will display the badge number that is swiped
through the dlot. Thistest may help identify a defective

badge.

Display: Thedisplay will scroll through the various characters.

Keyboard: Thedisplay will show which key isbeing pushed.
Press clear twice to end the test.

Audio: Theinternal speaker will beep at graduated
frequencies for this test.

Printer: Outputs a patterned character string to the printer.
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10. Troubleshooting/Error Messages

These are error messages you may encounter while using the clock.

BADGE OUT OF RANGE
The badge number is not 1-9999 or one of the three specia supervisor
badges.

BADGE READER TEST
INVALID DATA
Errant badge read during badge reader test.

CAN'T COMPLETE TASK

1. Response when database failed to remove al punches.

2. Record verification prior to del eting an employeefailed. Simply
try again.

3. Database access problem.

4. An attempt was made to modify a setting to an invalid value.

CAN'T COMPLETE TASK
BADGE NOT FOUND
The badge number is not entered on the clock.

CAN'T COMPLETE TASK

BADGE NOT ON FILE

The badge number is not entered on the clock as either an employee, or a
supervisor.

CAN'T COMPLETE TASK

DATE OUT OF RANGE

The pay period start date must be beyond the current date and time set on
the clock and it must be within one pay period's duration from the current
time and date.

CAN'T COMPLETE TASK

EMPLOYEE FOUND

Attempting to add a supervisor or employee badge to the clock that is
already programmed as an employee’s badge.
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CAN'T COMPLETE TASK

INVALID BADGE

Attempting to add/delete a supervisor or employee badge that is outside of
the acceptable badge number range (1-9999).

CAN'T COMPLETE TASK

INVALID DATE

1. Aninvalid date was entered by the users. An example of an
invalid dateis Feb. 30, 1997.

2. When manually entering daylight savingstimethresholds, the
dates must be beyond the current date and time and it must be
within 400 days of the current date and time.

CAN'T COMPLETE TASK

INVALID DAY

For monthly pay periods, the pay period start day must be between 1-28.
For semimonthly pay periods, the two pay period start days must be
between 1-28. The second day must be greater than the first.

CAN'T COMPLETE TASK

INVALID ELAPSED TIME

1. Max time onthe clock, lunch after, and daily overtime thresholds
must be in the range of 0-5999 minutes.

Weekly overtime thresholds must be in the range of 0-29,999 minutes.
Edit time totals must be in the range of -29,999 to 29,999 minutes.

A shift round, grace or dock value is out of range.

A lunch duration is out of range.

akrwnN

CAN'T COMPLETE TASK

INVALID NAME

The employee’'s name contains characters that are not capital letters,
spaces, periods or commas.

CAN'T COMPLETE TASK

INVALID NUMBER

Attempting to add an employee number to the clock that is outside of the
acceptablerange (0-999,999,999).
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CAN'T COMPLETE TASK

INVALID SHIFT

Attempting to set a shift number that is outside of the acceptable range
(1-12).

CAN'T COMPLETE TASK

INVALID TIME

Aninvalid time of day was entered by the users. An example of an invalid
timeis25:00:00.

CAN'T COMPLETE TASK

MEMORY FULL

Employee cannot clock infout. The memory isfull. Reporting previous pay
period datawill not correct the problem, because the old pay period is not
old enough to dump or isalready empty.

CAN'T COMPLETE TASK

NO EMPLOYEES DEFINED

1. Edit employee, delete employee, or edit time total s sel ected when there
are no employees on clock.

2. Submitting areport for individual employeeswhen thereare no
employees on the clock.

CAN'T COMPLETE TASK

NO SUPERVISOR BADGES

Delete supervisor selected when there are no user-programmed supervisor
badges on the clock.

CAN'T COMPLETE TASK
REPORT IN PROGRESS
Attempted to change a setting on the clock while a report was in progress.

CAN'T COMPLETE TASK
SELECT_PRINTER_TYPE
Generating areport when printer type is none.
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CAN'T COMPLETE TASK

SUPERVISOR FOUND

Attempting to add a supervisor or employee badge to the clock that is
already programmed as a supervisor’s badge.

CAN'T COMPLETE TASK

TOO MANY WAITING

Attempted to submit a report when the report queueis full. Wait for some
of thereportsto finish printing, then try again.

CAN'T COMPLETE TASK
TRY AGAIN PLEASE
Database access errors while attempting a transaction.

CRYSTAL/RTC TEST

FAIL:HANDSHAKE/INT

Thereal time clock and the crystal are tested by comparing them against
each other. Thisindicates afailure in the test.

DATA MAY BE CORRUPT

PRESS A KEY

Thisis caused by a power failure while writing to the database. Print all
reportsif possible. Re-initializethe system if required.

DATABASE ACCESS ERROR
An internal database access error occurred.

LOCKED OUT

REPORT OLD DATA 1ST

Employee cannot clock in. The pay periods need to roll over first. Before
they can roll over, the datain the previous pay period must be reported.

MEMORY FULL

REPORT OLD DATA 1ST

Employee cannot clock in/out. Reporting previous pay period will allow the
clock to dump that data and free up memory.

Troubleshooting/Error Messages 47



PC COMM ERROR

DEVICE=SERIAL

An error occurred when passing information between the PC and the
TimeQ.

RAM MEMORY TEST
FAIL:DATA
A data error occurred during the RAM test.

ROM MEMORY TEST
FAIL:DATA
A data error occurred during the EPROM test.

REPORT OUTPUT ERROR
DEVICE= PARALLEL
An error was detected while printing to the parallel port.

REPORT OUTPUT ERROR
DEVICE= SERIAL
An error was detected while printing to the serial port.

REPORT TIMEOUT ERROR
No activity was detected on the port for an extended period of time.

TRY AGAIN PLEASE
Errant badge read.

TRY AGAIN PLEASE
FAIL:DATA
Database access failure when attempting to validate a badge.

UNRECOVERABLE ERROR

PRESS A KEY

Catastrophic database error notification. The system will perform asystem
initidization.
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Appendix A

Definitions... grouped according to MAIN MENU selections

REPORTS:

Hours Summary:

Report listing hours worked by regular and overtime hours. This may be for
anindividual employee, a specific shift, or for all employees; for current or
previous pay period. If the employee has missed a punch, the HOURS
SUMMARY TOTAL will be noted with an *.

Time Cards:

Thisreport isalisting by employee of al IN-OUT punches along with
hours worked totals. This may be for the current or previous pay period.
The report may be for one employee, employees on a specific shift, or for
all employees.

Who's In, Who's Out:
Report listing al employees or a specific shift of names by who is punched
IN or punched OUT.

Employee Profiles:
Report listing all employees who have been programmed into the Time Q
with their employee number, badge number and shift number.

Clock Rules:
Report listing al of the programmed setup, shift, and lunch rules.

EMPLOYEE:

Employee name:

The employee name is associated with a particular badge number. This
entry is accomplished by using the up and down arrow key to scroll through
the alphabet. The employee name will show up in reports and on the Time
Q display when the employee punchesin or out. Reportswill be sorted
alphabetically. Enter last namesfirst if reports are required to be sorted by
last name.
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Employee number:
The number to be associated with an employee. Thisistypically a Socia
Security number.

Badge number:

The badge number is the number from the magnetic stripe badge assigned
to the employee. It isthe key to al employee information. The Time Q
storesall punch information by badge number. This number must be unique
and between 1 and 9999. If an employee's badge islost or no longer
functions properly, simply assign the employee to a new badge number. No
datawill belost.

Shift number:
The shift number (1 - 12) defines which set of rules are to be
associated with a particular employee.

TIME TOTALS:

Regular Changes:

The regular time which has been added or subtracted from the selected
employee's TIMECARD and HOURS SUMMARY reports. Time totals
can be edited for either the previous or current pay periods.

Overtime Changes:

The overtime which has been added or subtracted from the selected
employee's TIMECARD and HOURS SUMMARY reports. Overtime
changes can be made to Overtime 1 or Overtime 2 categories. Overtime
totals can be edited for either the previous or current pay periods.

SHIFT RULES:
Shift Start Time:
Thetime of day employees are to begin work.

Shift Stop Time:
Thetime of day employees can stop working.
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Shift Round:

The minutes before the Start Time or after the Stop Time during which
employee punches will be treated as if they had occurred exactly on the
Start and Stop Times.

Shift Grace:

The minutes after the Start Time or before the Stop Time during which
employee punches will be treated asif they had occurred exactly on the
Start and Stop Times.

Shift Dock:

The minimum minutesthe employee will lose from timeworked totalsif
punching in after the Start Time (plus grace) or before the Stop Time
(minus grace).

Note: The Shift Start Times, along with the Shift Round and Shift Grace,
define aperiod of time during which ain-punch will be used for time
worked totals asif the punch occurred exactly on the Start Time. Stop
Time affects calculated totals in the same fashion, except that Shift Round
comes into effect after the Stop Time and Grace alows for early
departure. Shift Dock penalizes late punch-ins and early punch-outs by
calculating time worked totals as if the Start and Stop were offset by the
number of minutes defined by the Dock.

Lunch Window Begin:
The earliest time of day at which an employee can punch out for lunch.

Lunch Window End:
The latest time of day at which an employee should punch back in from
lunch.

Lunch Duration:
The number of minutes for lunch which will be subtracted from time
worked totals.

Auto Lunch After:

After thisnumber of hours and minutesfollowing anin-punch, the Time Q
will assume an employee has taken lunch. The Lunch Duration will then be
subtracted from the time worked totals.
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Note: The Lunch Window Begin and Lunch Window End define a period
of time during which an out-punch for lunch and then an in-punch back to

work should occur. Shift Rules (Start and Stop Times, etc.) do not have to
be enabled for lunch to be programmed.

SUPERVISOR:

Supervisor Badge:

A Supervisor Badge is one that is programmed to access the main menu of
the Time Q. Supervisor badges are usually kept by those in managerial
positions. There are two permanent Supervisor badges shipped with each
Time Q. Other badges may be programmed as Supervisor badges provided
they are not aready assigned to employees. It is not necessary to purchase
additional Supervisor badges. These badges can later be deleted from the
TimeQ.

TIME AND DATE:

Time Format:

The Time of Day Format selection alows the time to be kept based on a
12 hour format or a 24 hour format.

Date Format:
The date format may be edited to display the month, day and year in the
order which you prefer.

Time Totals Format:
This selection alows time totals to be reported to the minute or to
hundredths. The default is set to minutes.

SETUP:

Max Time on Clock:

The Time Q assumes that an employee has missed a punch after the
maximum time on the clock has been exceeded. This allows the clock to
gain some control over missed punches. The Time Q will punch the
employee out with zero accumulated time for that punch pair. It will note
the missed punch on the time card and hour summary report. The default
valuefor “Max Time on Clock” istwelve hours.
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Pay Interval Round:
This function causes the time worked totals to be calculated as if the punch
occurred at one of the hour divisions chosen.

Pay Period Length:
Thelength of time during which time worked totalswill accumulatefor a
timecard. Generally, how often an employee will get paid.

Pay Period Start:
The date the NEXT pay period will start.

Day Change Offset:

By default, the day change time — the time a new day begins — is set at
midnight. Since the punch-in time determines to which day the subsequent
time worked totalswill be added, it is sometimes helpful to move the day
change time forward or backward from midnight. The day change offset
feature allows the day change time to be easily changed from the midnight
default. The feature is used in the rare case of companies which have a
Shift Start Time near midnight. If an employee then comesin late for that
shift, but prior to the day change time; the time worked will still be
accounted to the intended day.

Daily Overtime After:

The amount of time worked in aday, after which, overtime will beginto
accumulate. A second level of daily overtimeis provided for those
situations in which hours accumulated in aday are treated differently than
the regular hours or those worked during the first daily overtime period. For
example, hours worked between 8-12 hours might be paid at time and a
half, but any hoursworked over 12 would be paid at doubletime. NOTE:
the default setting of 24 hours effectively disablesthe daily overtime
features.
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Weekly Overtime After:

The amount of timeworked in aweek, after which, overtime will begin to
accumulate. The “overtime” week starts at the beginning of aweekly pay
period, at the beginning and middle of atwo week pay period. Weekly
overtime does not apply to semimonthly or monthly pay periods. The
default value for “First Weekly Overtime After” is 40 hours. The default
value for “ Second Weekly Overtime After” is 168 hours. The second level
provides another tier of overtime accounting. For example, 40 hours or less
would be paid at the regular rate; 40-60 hours would be paid at time and a
half. Any hours worked over 60 would then be paid at a different rate,
possibly doubletime.

7th Day Overtime:

When thisfeature is enabled, al hours worked on the seventh consecutive
worked day will be promoted to the next highest pay level (Overtime 1 or
Overtime 2), provided that the seven consecutive days start at the
beginning of the first or second week of the weekly or biweekly pay
period. Thisfeature does not affect weekly overtime calculations and will
not override weekly overtime thresholds. The default setting for this
feature is disabled.

California Overtime:
To comply with CaliforniaOvertime Labor Regulations, usethe following
settings for Daily Overtime, Weekly Overtime, and 7th Day Overtime:
Daily Overtime 1 Threshold: 8 hours
Daily Overtime 2 Threshold: 12 hours
Weekly Overtime 1 Threshold: 40 Hours
Weekly Overtime2 Threshold: 168 hours (disabl ed)
7th Day Overtime: Enabled

Daylight Savings Time:

When thisfunction is enabled, the Time Q will automatically assign thefirst
Sunday inApril and the last Sunday in October as the beginning and ending
dates of daylight savings (current U.S. law). If necessary, the Daylight
Savings Start and End dates can be edited. The time change will occur at
2:00am. Timeworked totalswill not automatically adjust for theloss or
addition of an hour, but timecards will indicate that there was atime
change.
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Daylight Savings Start:
The date the Time Q will “spring” forward. This date can be edited if
necessary.

Daylight Savings End:
The date the Time Q will “fall” back. This date can be edited if necessary.

Setup Printer Port:

Thisfunction alows the user to set up the printer port on the Time Q.
Printed reports can be directed to either the parallel port (the large externa
port on theright) or to the serial port (the internal modular connector
labeled RS-232). The default valueis parallel. When the serial portis
selected, the baud rate must be entered. 8 bit words, no parity, and 1 stop
bit are assumed. This function applies only to the printer port on the Time
Q. It has nothing to do with your PC printer.

Comm Port Baud Rate:

The rate at which datawill pass through the RS-232 serial port. This may
already be set if printed reports are directed through the port as mentioned
above. If acomputer is connected to this port, the baud rate should match
the setting of the computer port. The default setting for the Time Q is 9600
baud. Use dlower rates for longer distances.

Remove All Punches:
Thisfunction removesall employee punch information whileleaving the
Setup, Shift Rules and Employee Profiles at their current settings.

Re-Initialize System:

Thisfunction will clear all punches and employee profiles, and reset all
Setup and Shift Rulesto their factory settings. The clock/calender will
default to 12:00 a.m. Jan. 01, 1996.

Appendix 55



Companion Products

Description/lllustration

Part Number

80 Column
Impact Dot Matrix Printer
Parallel Communication

74-0110-000

Battery Back-Up

74-0105-000

120VAC to 9VAC
Power Supply

56-0113-000

230VAC to 9AC
Power Supply
European

56-0116-000

240VAC to 9VAC
Power Supply
British

56-0117-000

230VAC to 9VAC
Power Supply
Parallel Blades

56-0118-000
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Description/lllustration Part Number

DB-9 RS-232 Host Cable Assembly
Includes DB-9 (RS-232/host) to RJ-11 female
adapter and “Standard” Modular Cable

G —e— length — 7 feet 25-0016-004
> — 50 feet 25-0116-008

DB-25 RS-232 Host Cable Assembly
Includes DB-25 (RS-232/host) to RJ-11
female adapter and “Standard” Modular Cable

GF———T length — 7 feet 25-0016-000

— 50 feet 25-0016-007

75-0163-000

40 Pocket Badge Rack (Plastic) 81-0117-000
(8-1/4" wide x 22-5/8" high)
2 - 12 Pocket Badge Racks (Plastic) 81-0116-003
(3-7/8" wide x 14" high)
Head Cleaning Badges

10 cleaning badges 14-0111-002
Extra Magnetic Identification Badges

50 badges encoded 51-100 14-0113-002

50 badges encoded 101-150 14-0113-003
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Max Time on Clock 15, 19, 22, 52
memory full error message 46, 47
menu maps 12, 13, 14, 15
mounting the terminal 7, 8
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15, 25, 26, 54
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Pay Interval 22

Pay Interval Round 15, 19, 22
Pay Period Length 15, 19, 23, 53
Pay Period Start 15, 19, 23, 53
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printer port 19, 55

Printer Setup 15, 19, 28, 55
Printer Test 10, 12, 43
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Re-initialize System 15, 17, 28, 55
Remove all Punches 15, 28, 55
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Clock Rules 5, 12, 16, 18, 40, 49
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Hours Summary 5, 12, 38, 49, 50
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Setup 12, 15, 53
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15, 19, 24, 25, 26, 27, 28, 53
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Re-initialize System 15, 17, 28, 55
Remove all Punches 15, 28, 55
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shift lunch rules 14, 33, 51

auto lunch after 14, 19, 33, 51
lunch duration 14, 19, 33, 51
lunch window begin 14, 19, 32, 51
lunch window end 14, 19, 32, 51

shift number 35

shift rules 12, 14, 29, 30, 31, 50

disabled 14, 29

enabled 14, 29

shift dock 19, 51

shift grace 19, 51

shift round 19

shift start dock 14, 31, 51
shift start grace 14, 30, 51

shift start round 14, 30

shift start time 14, 19, 29, 50, 51

shift stop dock 14, 31, 51

shift stop grace 14, 31, 51

shift stop round 14, 30

shift stop time 14, 19, 29
supervisor badge

12, 13, 19, 20, 46, 52
add 13, 20
delete 13, 46

T

test features 12, 43
Audio Test 12, 43
Badge Reader Test 12, 43, 44
Display Test 12, 43
Keyboard Test 12, 43
Printer Test 10, 12, 43
time and date 12, 14, 21, 52
date format 14, 52
date set 14, 21
time format 14, 52
time set 14, 21
time totals format 14, 52
Time Cards Report
12, 16, 36, 49, 50
time format 14, 52
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Weekly Overtime After
15, 19, 25, 26, 54
Who's In, Who's Out Report
12, 16, 41, 49
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