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SYSTEM INFORMATION SETUP
Prior to beginning system setup you will need to gather the information reeded during the
initial system setup.

Thisinformationincludes

1. Active employeeinformation (name, address phae, payroll i nfo)

2. List of the Departments into which you wish to separate your employees and dcata.
Assgn asingle charader code for these departments — eg. SALES department
might have the letter ‘S assgned as the code.

3. List of the job descriptions and seaurity levels for your employees

Thisinformation will be needed during the system setup prior to the use of the system.
Thisinformation can be changed or added to after initial setup, bu it iseasier to haveit
al in paceprior to beginning the use of the system.

FIRST TIME LOGON

The system requires alogon @assvord and ID, and a security level. Prior to setup d the
system there ae no employees entered. When youfirst log on to the system, you may use
apassvord of “ABC” to accessthe system. Thislogonwill remain valid urtil you have
setup aupper level employeewith a seaurity level of 3, after that the ABC logonwill no
longer function.

LISE (ABC) AS LOG OM PASSWORD-CREATE CPERATOR WITH LEVEL 3 SECURITY

Procedure:

1. Thisisthe screen presented for initial log onto system. Click the OK button. The
FIRSTIME LOGON window will close and youwill be aked for employee
passvord.

2. Enter “ABC” for employeepassvord. The LOGON SCREEN will close andthe
system main menu will be presented.

3. Once alevel 3 security employeeisloaded, the FIRST TIME LOGON screen
will nolonger appear, and youwill go dredly to the LOGON SCREEN where
you will berequired to enter avalid passvord to accessthe system.
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COMPANY SETUP

FILE SETUP > COMPANY SETUP

The company setup fil es contain the operating parameters for your time card system.
There ae 3 pages to the cmmpany setup programs, they can be re-visited and edited or

updated at any time.
PAGE 1.
R
| COMPANY INFORMATION
Type in your company name,
address, city and state. 1234 SOUTH STREET
RENO N EEEES

Type in your Federal 1D number |FD2995934
{used for payroll reporting)

Owertime calculation hours/day or /week

How many hours constitutes overtime? 40.0

OVERTIME

(W=Week, D-Day) IW_

Select weekly/bi-weekly/bi-monthly
(W=Weekly, B=Bi-Weekly, M=Bi-Monthly) F

Enter the ending date of your last Pay period I 12/27/2003

(used to setup pay periods for your payroll reporting)

PAY PERIODS

Procedure:

1.
2.

3.

Typein your company name and address

Enter your Federal ID number. Thisisnot arequired field, it is usedyou re your
reference only.

Overtime. Overtime may be calculated per day or per week. Enter either (D) or
(W) depending on hav you calculate overtime.

Over hous. If you entered (D) to cdculate overtime per day, you might enter 8hrs
here, then everything the employee worked past the 8 housin ore day would be
considered overtime. If you entered (W) for Week calculation, then you might
enter 40 hous here, and everything the anployee worked over 40 housin ore
cdendar week would be ansidered overtime.

Pay Periods. Select (W)Weekly, (B)Bi-weekly, or (M)Bi-monthly.



6. Enter an ENDING date for your last pay period. Thisisnot necessary if your pay
periodis Bi-Monthly, however if it is either weekly or bi-weekly you must enter
this date. Onceyou enter this date and update your setup fil es, the system will
creae the week periods — beginning with the date you entered in this field.

7. The entry cursor will keep running through these fields until you click the NEXT
button, which will bring up the next screen.

8. EXIT —if youwish to exit withou saving any of the information, click the EXIT
button.



BioTimeClock

PAGE 2

Page 2 of the company setup controls the department setup. Reports may be seleded by
departments £ if you setup a department as SALES, assgn the salespeople to this
department, you may run your pay period totals by the SALES department, all owing you
to tradk labor by department.

W s _inixd
\ DEPARTMENTS
If your company has separate departments, we need to set them up at this time. An example
of these departments for a retail store might be S=Salesperson, M=Manager, K-Stock room.
Grouping your employees by department allows you to track payroll costs by department.
Enter a One Character Department Code | SAVE
Enter the Department Description | DELETE

List of Currently Entered Departments
K :STOCK ROOM

M MANAGER

5. (SALES

BACK | NEXT |

Procedure:

1.

2.

3.

Enter the Code and Description for the department. Assuming our example, you
would enter the letter ‘S asthe mde, and 2SALES' as the description.

Click SAVE button. Thiswill creae an entry in the table and dsplay the entry on
the screen.

DELETE record. To delete an incorrect entry + enter the Code (‘S') in the Code
field. Thiswill display the description (SALES) in the descriptionfield. To delete
the entry, click the DELETE button.

UPDATE or CHANGE description. Enter the Code (‘S') in the Code field. This
will display the description (SALES) in the description field. Y ou may change the
description to anything you wish (SALES DEPARTMENT), and click the SAVE
button to updite the file. Y oumay not change the CODE + if you have an
incorrect code you must DELETE the entry and re-enter it.

Oncefinished with department table setup, click the NEXT button to continue to
the final page.
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PAGE 3.
Thislast page dlows youto create job descriptions. Job Descriptions cary the security
levels for the employees, and ead employee must be assgned ajob description.

Seaurity levels. Level 1 + orly allows aacessto clock in and ou procedures. Level 2
allows aacessto reporting and time card editing. Level 3 has complete acessto all
functions.

i COMPANY JOB DESCRIPTIONS = o m] 8
[ | E

‘ JOB DESCRIPTIONS

We need to setup job descriptions for the various jobs in your company,
and assign them to a department and give these job descriptions a secunty level.

| Enter Line number to edit | |
Enter a Job Description SAVE
Assign a Department _] | DELETE
Assign 3 Security Level [ (123) LIST

List of Currently Entered Job Descriptions

1 :SALES CLERK <SALES> Level: 1
2 :STOCK BOY <STOCK ROOM= Level: 1
3 :MANAGER <SALES> Level: 2
4 OWNER <SALES> Level: 3

BACK | FINISH |

Procedure

1. UNLESSyou reed to delete arecord, you do nd need to enter a Line Number.

2. Enter ajob description. Thismay be SALES CLERK?®

3. Asdggn adepartment to thisjob description. Thiswill be one of the departments
from the department table you entered in the previous reen. If you remember the
department code you may enter the Code ('S and the Description (SALES) will
be displayed. If you do nd remember the Code, you may click the LIST button
next to the department field, and a table of the entered departments will be
displayed, and you may click onthe department you wish and the information will
be brought forward to this <reen.

4. AssgnaSecurity LEVEL. The dlowed valuesare ("1, 2 ,3) only.

5. Click SAVE buttonif all informationis corred.



6.

7.

DELETE record + Enter the line number in front of the entry, the information will
be displayed, then click DELETE buttonif you wish to delete the table entry.
UPDATE % EDIT = Enter the line number in front of the entry youwish to
change, the information will be displayed, you may edit any of the informationin
the display area, when finished editing, click the SAV E button and the new
informationwill be written to the table.

When finished with Job Description entry, you may click the FINISH button, this
will upcete dl the setup tables for your time dock system.



EMPLOYEE SETUP
EMPLOYEE FUNCTIONS > EMPLOYEE INFORMATION

Employeetables are maintained by these next threepages. The first page deds with
demographic information, the second +payroll i nformation, and the third deals with the
employee's job information. Not all of theinformationisrequired for the time dock to
function, rather it is there for your reference.

Thefirst screen that will be presented will be the enployee table lookup.Y ou may selea
an employee from this table for editing or viewing, or you may click the NEW
EMPLOYEE button to enter a new employee When you first begin, there will be no
employee records presented in this table, as you add them they will appear for seledion.

PAGE 1.

Employeedemographic information consists of name, address phane numbers, and
contad information.

Procedure:
1. Assgna adefor thisemployee. This must be threeor lesscharacters. This may
not be repeated, it must be unique for this employee
2. Enter name, addressand contad information
3. Once dl of thisinformationis corred, click the NEXT button for the next page.



PAGE 2.
Payroll i nformation.

Procedure.
1. Enter Salaried or Hourly. Thisisarequired field.
2. Enter therest of the payroll i nfformation. These next fields are not required, they
are herefor your information.
3. When completed, click the NEXT button.
4. If youwish to review page 1 + click the BACK button.



PAGE 3
Job Information.
This page contains information abou the employee's job and seaurity levels.

Procedure:

1. Click the LookupButton rext to the Employee Position, seled from thelist ajob
description for this employee

2. The department information shoud aready be presented, if it isa special case and
this employeeneeads to be assgned to a different department, change the
department by clicking the lookup biton and selecting avalid department from
the department table.

3. Click FINISH to save the information you have entered.

4. Youwill be asked if youwish to save the anployeeinformation, click YES and
the table will be updated.

5. Youwill be aked if youwish to enter another employee £+ Click YES until you
have entered al employees, then click NO and you will be returned to the main
menu.

EDIT employeerecord.
1. Seled employeerecord from initia table.
2. Edit thefields that nead changing.
3. Click FINISH button on @ge 3 £ work information to updite thefile.

DELETE + employeerecords may nat be deleted, they may only be INACTIVATED.



REGISTER EMPLOYEE THUMBPRINT
EMPLOYEE FUNCTIONS > REGISTER THUMBPRINT

*NOTE*™ ALWAY SUSE THE SAME THUMB PRINT FOR ALL FUNCTIONS +
EITHER THE LEFT OR THE RIGHT. The left thumbprint WILL NOT match the Left
one.

Procedure:

1. First youwill be presented with the enployeetable. Seled the enmployee for
whom you wish to register their thumbprint.

2. Veify that you have the correct employee

3. Thethumbprint register screen will appea. Pressthe seleded thumb onthe thumb
scanner until the thumbprint appears in the first window. This must be dore four
times, as the system needs 4 good pintsin order to create amatch code.

4. Once d 4 scans have been taken correctly youwill be asked if youwish to upcite
thefile, seled Y ES and the thumbprint will be registered for this employee.

5. Continue until al employees have been registered.

*NOTE* Thumbprint scans are not kept as picture fil es, they are used to crege amatch
code, noactual thumbprints are stored in the system.



SET EMPLOYEE PASSNORDS
EMPLOYEE FUNCTIONS > SET EMPLOYEE PASSNORDS.

Oninitia setup d an employee, their first passwvord is the same & their employee ade.
This code must be used for the employeethe first time he sets up his passwvord. All
passwvords must be @ least four charadersin length.

Procedure:

1. Enter current password. If thisisthefirst timeto enter an employee's passvord,
the passvord assgned to him will be the same & the @de you assgned duing
employee table setup.

2. Enter anew passwvord. This must be & least four charadersin length

3. Re-enter the passwvord. The secondentry must match thefirst, if they do, the file
will be updeted and the employee will have anew passvord. He may not use the
same passvord as anyone dse has used, if he chocses onethat isaready in use he
will have to re-enter anew onethat no ore uses.

4. Seled to UPDATE file, new passwvord will bein force & onasthisupdeteis
dore.

*NOTE* - no passwords are displayed duing entry. Make sure that the anployee
remembers his passvord.



RESET EMPLOYEE PASSNORD
EMPLOYEE FUNCTIONS > RE-SET EMPLOYEE PASSNORDS.

If an employee forgets his passwvord, you may reset it + this function will reset his
passvord back to match his employee ade, then he may usethe SET EMPLOYEE
PASSWORD to enter anew passvord.

Procedure:
1. Seled employee from table presented
2. Verify RESET passwvord
3. Thiswill change the passwvord for the seleded employee back to his employee
number, next he will need to re-enter anew password.



CLOCK IN-CLOCK OUT
Thisfunctionis not onamenu, it will be on desktop d the computer used to clock in and
OUL.

There ae threefunctions you may do from this menu.

EXIT TIME CLOCK.
This program requires level 3 user passwvord to close the program. This locks the
employees into this program until you say they can get out of it.



CHECK TIME CARD.

Employees are dlowed to ched their weeks time card, noediting, just view. Click the
CHECK TIME CARD button, enter their passvord, and they will seethe housthey have
worked this week.

Y oumay check previous weeks also, use the <PgUp> key to view previous weeks and
the <PgDn> key to move badk forward to present week.



CLOCK IN + OUT

Procedure.
1. Click onCLOCK IN + OUT Buitton.
2. Enter your passwvord
3. This sreen will be presented, daceyour thumb onthe scanner, and the system
will verify your identity and either clock youin or out, depending on your time
purch status.
4. Seled to save the time punch and you are finished.

*NOTE* an employee may clock in or out upto 6timesin asingle day.



TIME CARD EDITING

Employees are not perfed. Sometimes they forget to clock in or out. When this happens,
you will need to edit their time cad so the dock timesin and ou are wrred. Also, this
time cad editing all ows you to enter vacation and sick times, and also cash bonuses and
payroll advances.

* NOTE** all timesarerepresented in military time + a24 hou clock, na AM and PM
times.

Procedure:

1. First youwill seethe anployee table, select the enployee whose time card you
wish to edit.

2. The arrent weekstimecad will be displayed. If you need to go back aweek you
may use the <PgDn> key + thiswill display the previous week, <PgUp> will
display the next week. *NOTE* once apay period hes been pasted and closed,
you will nat be dlowed to edit that time cad.

3. Once @rrect week has been selected andis onthe screen, click onthe date you
need to edit, and pressthe <ENTER> key. Thiswill placeyouin the Edit Day
Numbers function.

4. Timeisdisplayed in Hours and Minutes, in military (24hr) time. Click onthetime
you wish to edit, change the numbers, and click onSAVE TIME CARD EDIT
button at bottom of screen. Y ou aso may use the UP> and <DOWN> keys to
move through the day times.

5. Youmay continue dliting this employee time crd if you reed (start back at step
#3) or <ESC> to exit this program



DEACTIVATE EMPLOYEES

Once an employee has been terminated or leaves your employ, their record must be
deadivated. It may not be deleted, asit has al of the enployee time card history.

Procedure:

1.
2. Enter termination chte

3.

4. When you have completed the entry, you will be asked if you wish to save this

Selea employee to deadivate from the enployee table
Enter notes on why this employee was deactivated

table update, select Y ES and employee will be deactivated.

You may view these Non Active Employees in the program EMPLOY EE FUNCTIONS
> NON ACTIVE EMPLOYEES. Simply select this menu choice, select the nonactive
employee from the nonadive enployee table and view the detalil s.

EMPLOYEE PHONE NUMBERS

EMPLOYEE FUNCTIONS > EMPLOYEE PHONE NUMBERS

Seleding this menu choice will display atable of employees and their phore numbers.
No adions or updates are permitted in this program.



REPORTS—-GENERAL INFORMATION

All reports are generated by the system, and sent to afile. Thisfileisthen cdled upin
Wordpad for Windows. From wordpad you can print to your printer or save thefileto
any folder / drive and rame you choacse.

Reports generally have afew seledions. Leaving these selections blank excludes them
from the seledion criteria.

REPORTS—-PRINT TIME CARDS

Time cads are cdculated and printed by week, Saturday night being the ending day for
the week.

Seled TIME CARDS> PRINT TIME CARDS from system menu

Procedure:

1.

2.

Enter any date within the week you wish to print, system will figure out beginning
and ending dates for this week.

Youmay seled anindividual employee + if youwish to dothis, either enter their
EmployeeCode or click the Lookup butonto the right of the enployee mde field
and seled from the enployeetable. If you do nd wish to select an individual
employee, leave thisfield bank, and all employee's time cards will be printed.

Y ou may print only one department time cads. If you wish to dothis, enter the
department code or click onthe Lookup budtonto the right of the Department
code field and seled the department from the table. If you do nd wish to seled an
individual department, leare thisfield blank and the timecards for al departments
will be printed.

Click the RUN REPORT button. The system will runthrough your timecads and
creae afile of time cads you can print from WordPad.



Onceyour seledions are mmplete, thetime cad print report generated will | ook like this.



REPORTS+ WEEK / PAY PERIOD TOTALS

Thisreport prints totals £+ either for aweek or pay period = d al hous, overtime, sick,
vacdion, bon pay and payroll advances. Use this report for information reporting to
your payroll service.

Procedure:

1. Youmay print only one department time report. If youwish to dothis, enter the
department code or click onthe Lookup budtonto the right of the Department
code field and seled the department from the table. If you do ndwish to seled an
individual department, leave thisfield blank and the report for all departments
will be printed.

2. Seled (W)Week or (P)Pay period. If you seled WeeK, the report will total all
numbers for a seleded week. If you seled Pay Period, the report will total all
numbers for a seleded pay period.

3. Enter adate within the week or pay period you wish to report. The system will
cdculate the beginning and ending dates for this period based onyour pay period
tables.

4. Click RUN REPORT button.

Onceyour seledions are mwmplete, the report generated will | ook like this.



REPORTS+ MISED TIME CARD PUNCHES
Thisreport lists missed time cad purches. If an employee forgetsto purch ou, hiscad
for that day will be listed in this program. This program canna however, tell usif an

employee did na clock in at all.

Procedure:
1. Enter abeginning and ending date for thisreport. If youwish to report only one

day, enter the same date in bah fields.
2. Click Run Report Button.

The report generated will | ook like this.



REPORTS + CLOSE AND POST PAY PERIODS
Thisfunctionwill seled a pay period, tota al the numbers for that pay period, create an
export fil e with these numbers and close the period £ nomore dhanges to that period.

The Export fileit credeswill betitled <The federal ID number you entered in the
company setup> +2atxt® or 330323848 XT° as an example.

The format of thisfilewill be atext file, comma delimited with these fieldsin this
sequence
Merchant ID
Ending date
EmployeelD - SN
EmployeeCode
EmployeeName
EmployeeTota Hours
EmployeeTotal Minutes
Overtime Hours
OverTime Minutes
Sick hous
sick minutes
vacaion hous
bonws amount
cash advances

Procedure:

1. Enter any date within the period you wish to report. The system will cdculate the
beginning and ending dates for this report based onthe pay period table you
initiated during company setup.

2. Click the Close Period Button and seled to close the period.

*NOTE* no more changes will be dl owed to the time ards during this period.



REPORTS+ LIST VACATION/SICK USED
Thisreport lists vacdion and sick times used for a seleded employee or for al
employees.

Procedure:

1. Youmay seled anindividual employee + if youwish to dothis, either enter their
EmployeeCode or click the Lookup butonto the right of the enployee wmde field
and seled from the enployeetable. If you do nd wish to select an individual
employee, leare thisfield blank, and all employee's vacaion and sick times will
be printed.

2. Enter abeginning and ending date for the report.

3. Youmay list detail or only the summary totalsif youwish. Enter (Y) to print
detail, (N) to print only the summaries.

4. Click the Run Report button.

Report generated will | ook like this.



FIXING PROBLEMS

Employeeforgetsto clock in.
Before he docks out, go to time cad edit, and clock him in for this day.

Employeefor getsto clock out.

To identify employees that forgot to clock out + use the Missed purches report (TIME
CLOCK REPORTS > EMPLOYEE MISSED PUNCHES). Youshoud runthisreport
prior to payroll period print and close to make sure dl iswell.

Then use the time card edit to clock them out for the day.



