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

This information includes
1. Active employee information (name, address, phone, payroll i nfo)
2. List of the Departments into which you wish to separate your employees and data.

Assign a single character code for these departments – eg. SALES department
might have the letter ‘S’ assigned as the code.

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

This information will be needed during the system setup prior to the use of the system.
This information can be changed or added to after initial setup, but it is easier to have it
all i n place prior to beginning the use of the system.

FIRST TIME LOGON
The system requires a logon password and ID, and a security level. Prior to setup of the
system there are no employees entered. When you first log on to the system, you may use
a password of “ABC” to access the system. This logon will remain valid until you have
setup a upper level employee with a security level of 3, after that the ABC logon will no
longer function.

Procedure:
1. This is the screen presented for initial log on to system. Click the OK button. The

FIRS TIME LOGON  window will close and you will be asked for employee
password.

2. Enter “ABC” for employee password. The LOGON SCREEN will close and the
system main menu will be presented.

3. Once a Level 3 security employee is loaded, the FIRST TIME LOGON screen
will no longer appear, and you will go directly to the LOGON SCREEN where
you will be required to enter a valid password to access the system.



COMPANY SETUP

FILE SETUP > COMPANY SETUP

The company setup files contain the operating parameters for your time card system.
There are 3 pages to the company setup programs, they can be re-visited and edited or
updated at any time.
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Procedure:
1. Type in your company name and address.
2. Enter your Federal ID number. This is not a required field, it is usedyou’ re your

reference only.
3. Overtime. Overtime may be calculated per day or per week. Enter either (D) or

(W) depending on how you calculate overtime.
4. Over hours. If you entered (D) to calculate overtime per day, you might enter 8hrs

here, then everything the employee worked past the 8 hours in one day would be
considered overtime. If you entered (W) for Week calculation, then you might
enter 40 hours here, and everything the employee worked over 40 hours in one
calendar week would be considered overtime.

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



6. Enter an ENDING date for your last pay period. This is not necessary if your pay
period is Bi-Monthly, however if it is either weekly or bi-weekly you must enter
this date. Once you enter this date and update your setup files, the system will
create 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 you wish to exit without saving any of the information, click the EXIT
button.



PAGE 2
Page 2 of the company setup controls the department setup.  Reports may be selected by
departments ± if you setup a department as SALES, assign the salespeople to this
department, you may run your pay period totals by the SALES department, allowing you
to track labor by department.

Procedure:
1. Enter the Code and Description for the department. Assuming our example,  you

would enter the letter ‘S’ as the code, and ªSALES’ as the description.
2. Click SAVE button. This will create an entry in the table and display the entry on

the screen.
3. DELETE record. To delete an incorrect entry ± enter the Code (‘S’) in the Code

field. This will display the description (SALES) in the description field. To delete
the entry, click the DELETE button.

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

5. Once finished with department table setup, click the NEXT button to continue to
the final page.



PAGE 3.
This last page allows you to create job descriptions. Job Descriptions carry the security
levels for the employees, and each employee must be assigned a job description.

Security levels. Level 1 ± only allows access to clock in and out procedures. Level 2
allows access to reporting and time card editing. Level 3 has complete access to all
functions.

Procedure
1. UNLESS you need to delete a record, you do not need to enter a Line Number.
2. Enter a job description. This may be ªSALES CLERKº
3. Assign a department to this job description. This will be one of the departments

from the department table you entered in the previous screen. If you remember the
department code you may enter the Code (`S') and the Description (SALES) will
be displayed. If you do not 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 on the department you wish and the information will
be brought forward to this screen.

4. Assign a Security LEVEL. The allowed values are (`1 , 2 , 3') only.
5. Click SAVE button if all i nformation is correct.



6. DELETE record ± Enter the line number in front of the entry, the information will
be displayed, then click DELETE button if you wish to delete the table entry.

7. UPDATE ± EDIT ± Enter the line number in front of the entry you wish to
change, the information will be displayed, you may edit any of the information in
the display area, when finished editing, click the SAVE button and the new
information will be written to the table.

8. When finished with Job Description entry, you may click the FINISH button, this
will update all the setup tables for your time clock system.



EMPLOYEE SETUP

EMPLOYEE FUNCTIONS > EMPLOYEE INFORMATION

Employee tables are maintained by these next three pages. The first page deals with
demographic information, the second ± payroll i nformation, and the third deals with the
employee's job information. Not all of the information is required for the time clock to
function, rather it is there for your reference.

The first screen that will be presented will be the employee table lookup. You may select
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 selection.
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Employee demographic information consists of name, address, phone numbers, and
contact information.

Procedure:
1. Assign a code for this employee. This must be three or less characters. This may

not be repeated, it must be unique for this employee.
2. Enter name, address and contact information
3. Once all of this information is correct, click the NEXT button for the next page.



PAGE 2.
Payroll i nformation.

Procedure.
1. Enter Salaried or Hourly. This is a required field.
2. Enter the rest of the payroll i nformation. These next fields are not required, they

are here for your information.
3. When completed, click the NEXT button.
4. If you wish to review page 1 ± click the BACK button.



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

Procedure:
1. Click the Lookup Button next to the Employee Position, select from the list a job

description for this employee
2. The department information should already be presented, if it is a special case and

this employee needs to be assigned to a different department, change the
department by clicking the lookup button and selecting a valid department from
the department table.

3. Click FINISH to save the information you have entered.
4. You will be asked if you wish to save the employee information, click YES and

the table will be updated.
5. You will be asked if you wish to enter another employee ± Click YES until you

have entered all employees, then click NO and you will be returned to the main
menu.

EDIT employee record.
1. Select employee record from initial table.
2. Edit the fields that need changing.
3. Click FINISH button on page 3 ± work information to update the file.

DELETE ± employee records may not be deleted, they may only be INACTIVATED.



REGISTER EMPLOYEE THUMBPRINT

EMPLOYEE FUNCTIONS > REGISTER THUMBPRINT

** NOTE**  ALWAYS USE 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 you will be presented with the employee table. Select the employee for

whom you wish to register their thumbprint.
2. Verify that you have the correct employee
3. The thumbprint register screen will appear. Press the selected thumb on the thumb

scanner until the thumbprint appears in the first window. This must be done four
times, as the system needs 4 good prints in order to create a match code.

4. Once all 4 scans have been taken correctly you will be asked if you wish to update
the file, select YES and the thumbprint will be registered for this employee.

5. Continue until all employees have been registered.

*NOTE* Thumbprint scans are not kept as picture files, they are used to create a match
code, no actual thumbprints are stored in the system.



SET EMPLOYEE PASSWORDS

EMPLOYEE FUNCTIONS > SET EMPLOYEE PASSWORDS.

On initial setup of an employee, their first password is the same as their employee code.
This code must be used for the employee the first time he sets up his password. All
passwords must be at least four characters in length.

Procedure:
1. Enter current password. If this is the first time to enter an employee's password,

the password assigned to him will be the same as the code you assigned during
employee table setup.

2. Enter a new password. This must be at least four characters in length
3. Re-enter the password. The second entry must match the first, if they do, the file

will be updated and the employee will have a new password. He may not use the
same password as anyone else has used, if he chooses one that is already in use he
will have to re-enter a new one that no one uses.

4. Select to UPDATE file, new password will be in force as soon as this update is
done.

*NOTE* - no passwords are displayed during entry. Make sure that the employee
remembers his password.



RESET EMPLOYEE PASSWORD

EMPLOYEE FUNCTIONS > RE-SET EMPLOYEE PASSWORDS.

If an employee forgets his password, you may reset it ± this function will reset his
password back to match his employee code, then he may use the SET EMPLOYEE
PASSWORD to enter a new password.

Procedure:
1. Select employee from table presented
2. Verify RESET password
3. This will change the password for the selected employee back to his employee

number, next he will need to re-enter a new password.



CLOCK IN – CLOCK OUT
This function is not on a menu, it will be on desktop of the computer used to clock in and
out.

There are three functions you may do from this menu.

EXIT TIME CLOCK.
This program requires level 3 user password 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 allowed to check their weeks time card, no editing, just view. Click the
CHECK TIME CARD button, enter their password, and they will see the hours they have
worked this week.

You may check previous weeks also, use the <PgUp> key to view previous weeks and
the <PgDn> key to move back forward to present week.



CLOCK IN ± OUT

Procedure.
1. Click on CLOCK IN ± OUT Button.
2. Enter your password
3. This screen will be presented, place your thumb on the scanner, and the system

will verify your identity and either clock you in or out, depending on your time
punch status.

4. Select to save the time punch and you are finished.

*NOTE* an employee may clock in or out up to 6 times in a single day.



TIME CARD EDITING
Employees are not perfect. Sometimes they forget to clock in or out. When this happens,
you will need to edit their time card so the clock times in and out are correct. Also, this
time card editing allows you to enter vacation and sick times, and also cash bonuses and
payroll advances.

** NOTE** all times are represented in military time ± a 24 hour clock, not AM and PM
times.

Procedure:
1. First you will see the employee table, select the employee whose time card you

wish to edit.
2. The current weeks timecard will be displayed. If you need to go back a week you

may use the <PgDn> key ± this will display the previous week, <PgUp> will
display the next week. *NOTE* once a pay period has been posted and closed,
you will not be allowed to edit that time card.

3. Once correct week has been selected and is on the screen, click on the date you
need to edit, and press the <ENTER> key. This will place you in the Edit Day
Numbers function.

4. Time is displayed in Hours and Minutes, in military (24hr) time. Click on the time
you wish to edit, change the numbers, and click on SAVE TIME CARD EDIT
button at bottom of screen. You also may use the <UP> and <DOWN> keys to
move through the day times.

5. You may continue editing this employee time card if you need (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
deactivated. It may not be deleted, as it has all of the employee time card history.

Procedure:
1. Select employee to deactivate from the employee table
2. Enter termination date
3. Enter notes on why this employee was deactivated
4. When you have completed the entry, you will be asked if you wish to save this

table update, select YES and employee will be deactivated.

You  may view these Non Active Employees in the program EMPLOYEE FUNCTIONS
> NON ACTIVE EMPLOYEES. Simply select this menu choice, select the non active
employee from the non active employee table and view the details.

EMPLOYEE PHONE NUMBERS

EMPLOYEE FUNCTIONS > EMPLOYEE PHONE NUMBERS

Selecting this menu choice will display a table of employees and their phone numbers.
No actions or updates are permitted in this program.



REPORTS – GENERAL INFORMATION

All reports are generated by the system, and sent to a file. This file is then called up in
Wordpad for Windows. From wordpad you can print to your printer or save the file to
any folder / drive and name you choose.

Reports generally have a few selections. Leaving these selections blank excludes them
from the selection criteria.

REPORTS – PRINT TIME CARDS

Time cards are calculated and printed by week, Saturday night being the ending day for
the week.

Select  TIME CARDS > PRINT TIME CARDS from system menu

Procedure:
1. Enter any date within the week you wish to print, system will figure out beginning

and ending dates for this week.
2. You may select an individual employee ± if you wish to do this, either enter their

Employee Code or click the Lookup button to the right of the employee code field
and select from the employee table. If you do not wish to select an individual
employee, leave this field blank, and all employee's time cards will be printed.

3. You may print only one department time cards. If you wish to do this, enter the
department code or click on the Lookup button to the right of the Department
code field and select the department from the table. If you do not wish to select an
individual department, leave this field blank and the timecards for all departments
will be printed.

4. Click the RUN REPORT button. The system will run through your timecards and
create a file of time cards you can print from WordPad.



Once your selections are complete, the time card print report generated will l ook like this.



REPORTS ± WEEK / PAY PERIOD TOTALS

This report prints totals ± either for a week or pay period ± of all hours, overtime, sick,
vacation, bonus pay and payroll advances. Use this report for information reporting to
your payroll service.

Procedure:
1. You may print only one department time report. If you wish to do this, enter the

department code or click on the Lookup button to the right of the Department
code field and select the department from the table. If you do not wish to select an
individual department, leave this field blank and the report for all departments
will be printed.

2. Select (W)Week or (P)Pay period. If you select Week, the report will t otal all
numbers for a selected week. If you select Pay Period, the report will t otal all
numbers for a selected pay period.

3. Enter a date within the week or pay period you wish to report. The system will
calculate the beginning and ending dates for this period based on your pay period
tables.

4. Click RUN REPORT button.

Once your selections are complete, the report generated will l ook like this.



REPORTS ± MISSED TIME CARD PUNCHES
This report lists missed time card punches. If an employee forgets to punch out, his card
for that day will be listed in this program. This program cannot however, tell us if an
employee did not clock in at all .

Procedure:
1. Enter a beginning and ending date for this report. If you wish to report only one

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

The report generated will l ook like this.



REPORTS ± CLOSE AND POST PAY PERIODS
This function will select a pay period, total all the numbers for that pay period, create an
export file with these numbers and close the period ± no more changes to that period.

The Export file it creates will be titled <The federal ID number you entered in the
company setup> + ª.txtº   or   ª330323848.TXTº as an example.

The format of this file will be a text file, comma delimited with these fields in this
sequence.

Merchant ID
Ending date
Employee ID - SSN
Employee Code
Employee Name
Employee Total Hours
Employee Total Minutes
Overtime Hours
OverTime Minutes
Sick hours
sick minutes
vacation hours
bonus amount
cash advances

Procedure:
1. Enter any date within the period you wish to report. The system will calculate the

beginning and ending dates for this report based on the pay period table you
initiated during company setup.

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

*NOTE* no more changes will be allowed to the time cards during this period.



REPORTS ± LIST VACA TION / SICK USED
This report lists vacation and sick times used for a selected employee or for all
employees.

Procedure:
1. You may select an individual employee ± if you wish to do this, either enter their

Employee Code or click the Lookup button to the right of the employee code field
and select from the employee table. If you do not wish to select an individual
employee, leave this field blank, and all employee's vacation and sick times will
be printed.

2. Enter a beginning and ending date for the report.
3. You may list detail or only the summary totals if you wish. Enter (Y) to print

detail , (N) to print only the summaries.
4. Click the Run Report button.

Report generated will l ook like this.



FIXING PROBLEMS

Employee forgets to clock in.
Before he clocks out, go to time card edit, and clock him in for this day.

Employee forgets to clock out.
To identify employees that forgot to clock out ± use the Missed punches report (TIME
CLOCK REPORTS > EMPLOYEE MISSED PUNCHES).  You should run this report
prior to payroll period print and close to make sure all i s well .

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


